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Defining Session Details

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

The Session Record

Each session record contains the following two sections:

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

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

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

Green = Lesson in Current Week
Orange = Future Lesson
Red = Past Lesson
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£30PM Jeliyfich Mo DS .
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500PM  Penguin Ho BS
20PM Turtles Mo BR
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Waiting List — located in the third tab card on the screen. This area of sessions is dedicated
to display waitlisted students. This screen can be used add an additional waitlist student or to
transfer a child directly from the waitlist into the selected session.

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

your screen.
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Jan - 015 sarday Class Level | 2 MadmumSize & e | 2078
(=Y, Programme | Parent & Ghild No. of Lessons 4 shift | Afternoon
Turties T | S Lesson Frequency  Weekly -
W Jelifish Mo DS Cost of Session Location Leamers Pool % o Print WL
Turtles Mo BR CostMethod | GostPer Session ¥: Instructor Details
4:00PM  Penguin Mo BS Default Cost $1500 DD Cost $15.00 Instructor. BR | Brizn Roberts Q
Default Total $6000 DD Total $50.00 Telephone:
4:30PM  Turtles M Mo BR
4:30PM  Jellyfish Mo DS
s e I AllBookngs. I Wakeup Wating List Goals I Comments Lesson Dates.
o e to BR Q s01M8  JOSEPHzimmerman 0272222082 Andy ® o
00PM  Jellyfish Mo DS
T — o BS Q soe Robert Harper 0272222082 Edith Harper % &
Turtles Mo BR
5:30PM  Jeliyfish Mo DS

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

[V Wednesday
[V Thursday

All

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

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

Turtles Mo BR
Jeliyfish Mo DS
Penguin Mo BS

Add a comr

+ ™ X 6

nt about the lesson here...

Today's Date: 5/1/2018

Sessions Details

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

Add a comment about the lesson here.

Goals — located in the fourth tab card on the screen. This area of Splash displays a list of
goals for the selected level. Each student enrolled in this session can be monitored against
these goals before progressing to the next level. Goals cannot be amended or deleted in this
screen. You must return to Class Levels to make any changes.

Page 2
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AR Sessions Details
m . ;;T’\:‘ejgzzjav ClassID TUR |~  SessioniD 3449 StartDate 81118 a EndDate 2911118 =]
IFriday Class Name | Turles & StaTime 430 PH Weskday | Wonday
Jan - 2018 ¥Saturday Class Level | 2 Maimum Size & | Jan Year | 2018
V] Sunday
Programme | Parent & Child No. of Lessons 4 Shift | Afternoon
M Turtles Mo BR|Z Classiication]) Lesson Lesson Frequency \Weekly L
M Jelyfish Mo DS Cost of Session Location Leamers Pool v - print L
OPM  Turties Mo BR CostMethod  CostPer Session ¥: Instructor Details
4:00PM  Penguin Mo BS Default Cost $15.00 DD Cost $15.00 Instructor BR  Brian Roberts Q
Default Total 860.00 DD Total 560.00 Telephone:
4:30PM  Turtles M Mo BR
4:30PM  Jellyfish Mo DS
g =l AMBootngs I e Waking Lt = P T
fues &R 1 Happyinthe water HiW
Jellyfish DS
Free— " 2 Blowing bubbles and eyes under BBEyes
3 Front star float FFloat
Turtles Mo BR 4 Torpedo Torp
Jellyfish Mo DS
Penguin Mo BS
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Lesson Dates — located in the fifth tab card on the screen. Lesson dates allow you to define
default attendance codes which will automatically transferred to a booking when a new
booking is made e.g. a public holiday.

Listing Session Records
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M Penguin Mo BS anng i 5
B 15118 5
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i Jeliish Mo DS 20118 Car
M Penguin Mo BS
Jellyfish Tue HS

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

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

screen.

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

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

7 Splash

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

SortBy Instuuctor % L]
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Q
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Q
Q

¢ 3447 TUR  Tutles
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Weekday

Monda

Start Date

8118

Time

3:30PM

Today's Date: 5/1/2018

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

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

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

7 Splash — o x

File Edit View Insert Sessions Format Scripts Print Tools

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

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

2. The Session List View screen will be displayed.

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

2. Select the Session List icon

.
= Sessions 5
7]

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

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

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

2. Select the Session icon

@Essims &%

3. The Session form view will be displayed

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

sert Sessions Format Seripts Print Tools

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

Filter By: | — @ wm X & PO

5. The Add New Session dialog will be displayed.
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- Il Enter New Session Details

Class ID
Class Mame
Class Lavel
Programme

Classification

Sessions Details
Start Date

Start Time

Block

Mo. of Lessons
Lesson Frequency

Location

Cost of Session
Cost Method

Default Cost

Default Total

Instructor Details
Instructor

Comments | |

Dol |V Session D 3512

Dolphins

7

School Age

Lesson

8118 EndDate 291118

9:00 AM Weekday Monday

Jan Year 2018

4

Weekly v

Main Pool

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

TBA |~ ToBeAdvised

Telephone:

|

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

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

Instructor Details

Instructor D

BS Barbara Smith

BT Brian Thomson
DS Dave Smith

| TBA To Be Advised

Telephone:

Comments

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

Defining Comments for Display in the Daily Diary

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

9 Splash

- o x
File Edit View Insert Sessions Format Scripts Print Tools
#d¥ - sessions Today's Date: 5/1/2018 é
Splash b
Filter By: s 4 ™ X ¢ TSy
Al - [mMonday Add a comment about the lesson here...
:"T“”“V Sessions Details
(v Wednesday ClassID . SessioniD 3449 =
o Jbenes TUR StartDate 811118 B EndDate 20118 =
5 b Class Name  Turties Q e p—— Weekday | Monday
Jan v 2018 [4 saturday Class Level 2 MadimumSize & i Year 2018
[¥ Sunda
! Programme | Parent & Child No. of Lessons 4 shift  Afemoon
Turtles Mo BR|2 Cziicaton) Leoaon Lesson Frequency Weekly
OPM  Jellyfish Mo DS Cost of Session Location  Learners Pool ¥
400PH  Turlles Mo BR Costhlethod | CostPer Session 2 Instructor Details
400PM  Penguin Mo BS Default Cost §15.00 DD Cost $15.00 jushiicor B | Brtdn Reberts Q
PM_ Seals o TB Default Total $60.00 DD Total $60.00 Teiephone:
4:30PM  Turtles F Mo BR
0P Jeliish Mo DS
Penguin S 5o Al Bookings. | Makeup Waiting List Goals Comments. Lesson Dates
dumes Mo, BR Add a comment about the lesson here
Jellyish Mo DS
00PM  Penguin Mo BS
Turtles Mo BR
Jellyish Mo DS
M Penguin Mo BS
330PM Jellyfish Tue HS
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2. Enter the details you wish to have displayed in the diary in the comments field
of the session details screen.

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

.
= Sessip
7]

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

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

Sessions Details Current Bookings

Maximum Size
Jan 2018 Current Bookings %
Calchups Current Week

CurrentSpaces @

Cost of Sessions Catchups in Future %

Waitlisted Students <

Instructor Details
InstructorID & A Previous Session ID 3

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

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

5. Click the Find Now button.

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

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

Updating Session Details

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

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

Page 6 User Documentation — Splash V7.0



Adding a Student Booking

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

1.
2.

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

Select the Session icon

9 Splash
File Edit View Insert Format Recerds Scripts
essions =
o6 = b - sessions
Splash
3. The Session data entry screen will be displayed, enter the criteria | #=*
Al IMonday
for the session you wish to review in the filter fields at the top of e
Wednesday
the portal list on the left of your screen. >
Friday
. . Jan v 2018 Saturday
4. Select the portal row that contains the class you wish to book
your student in to. 1 T Wo R
1 Mo DS
. . . . . . M T s Mo ER
5. The portal row will be highlighted to indicate the active record. so0mm pengun
The details of the selected session will be displayed on the right R
Of your screen 4.30PM  Jelvfish Mo DS
2 Splach - a] X
File Edit V\Iew Insert Sessiens Format Scripts Print  Tools
S sessions Today's Date: 5/1/2018 ¢
Splash
Filter By: = 4 W X &b <>
Al . [¥IMonday
A Tuesday Sessions Details
i g j#iﬂrzzzyﬂ@v ClassID  TUR SessionID 3449 StatDate | 818 = EndDate  29MM& =5 :J‘M”nm‘m 3|
[ Friday Class Name  Turtles <3 Start Time | 4:30 P Weekday | Monday L -
Jan v 2018 [¥Saturday ClassLevel 2 MadmumSize 8 o o B [ 420 wakeun
LSy Programme  Parent & Child No_ofLessons 4 Shift | Afternoon T - 1
Mo DS Cost of Session Location Leamers Pool L = |Print WL
Mo BR CostMethod CostPer Session Instructor Details )
400PM  Penguin Mo BS Default Cost $15.00 DD Cost $15.00 Instructor  BR Brian Roberts Q
Default Total $60.00 DD Total $60.00 fetspie
4:30PM  Turtles ” Mo BR
430PM  Jellyfish Mo DS -
500PM  Turtles M BR @ Joanne Jones 2 9m BR 2
500PM  Jellyfish Mo DS
500PM Penguin Mo BS [+3 Peter Williamson 3_11m BR #
q & @ Jasonsm 6_4rm BR #
D0RM Ghilies Moi BR q ¢ Peter Williamson 3.11m BR #
5:30PM  Jellyfish Mo DS
530PM  Penguin Mo BS
330PM Jellyfish Tue HS
4:00PM  Jellyfish Tue HS
430PM  Jellyfish Tue HS
5:00PM  Starfish Tue HS
a M Turtles 'e BR
M Turtles 'e BR
0 Turtles e BR
1 Turtles & BR
330PM  Penguin We L
4:00PM  Penguin We L
430PM  Penguin We L
5:00PM  Penguin We L
530PM  Penguin We L
M Shrimps Thu BR
Thu DS
Thu BR
s Maximum Size 8 Current Bookings 2 Active Makeup 2 CumentSpaces 4

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

the class.

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

the Select a Student Portal.

User Documentation — Splash V7.0
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File Edit View Insert Format Records Seripts Tools Window Help

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

¥ Create New Booking

‘Sessions Details

StartDate 8118 =] EndDate 201118 =

30 P11 Weekday  Monday

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

R Brian Roberis Q
Telephone:

Class Name
All
Instructor

Select a Student

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

11:00A  Turtles

11:004  Jeliyfish

11:004  Turlles

11304 Turtles

3:30PM Penguin
345PM Seals

400PM Jeliyfish Thu DS

Aplin Paulette 2.4m 0272222082 76 High St, Taw:

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

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

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

Comments Lesson Dates

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

BR
BR

® o @ oW

BR

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

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

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

10.The Enter New Booking dialog will be displayed.

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

Paula Schwass
0272222082
123 Any 5t, Wellington 6440

5_0m Female #Bookings This Black 2
Session Details

2449 TUR Jan

Turtles 2018

Brian Roberts

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

Balance Due  $54.00
Lpdate Direct Debit Details

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

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

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

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

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

Deleting a Session Record

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

Deleting a Session from List View

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

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

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

7 Splash - [m] X

File Edit View Inset Sessions Format Scripts Print Tools

w * Sessions
| = 4+ W @“

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

Today's Date: 6/1/2018 é

Filter By: « <>

Delete Session

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

| OK || Cancel |

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

User Documentation — Splash V7.0 Page 9



Message

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

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

Deleting a Session from the Session Form View

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

2. Select the Session icon
9 Splash

essions gy s i
@ Sl - sessions
; Splash

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

4.30PM  Turtles M Mo BR
sh WMo DS

of your screen.

6. Click once on the Delete Session button.

2 Splash - o X

File Edit View Insert Sessions Format Scripts Print Tools

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

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

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

Delete Session

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

| 0K || Cancel |

Deleting a Group of Sessions

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

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

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

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

Delete Sessions

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

| OK || Cancel |

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

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

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

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

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

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

ID  Class D &Name IrmEt=malin

Q 3475 DOL  Dalphins

weekday StartDate  Time Instructor Size Booked Spaces  Block  Year Location

Export Session Data

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

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

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

Update Class Details

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

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

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

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

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

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

Update Class Details

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

| Cancel ||Found Set| | Current |

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

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

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

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

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

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

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

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

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

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

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

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

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

Update Session Details

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

cancel || Thisome | [ oK

Rolling Over Sessions

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

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

Rollover Sessions to Make a New Block

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

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

[
@essmns “
L

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

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

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

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

= —a. Confirm Public Holidays

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

Date Description

25M2/2017 Christmas Day

26M2/2017 Boxing Day

17112018 MNew Years Day

2112018 Bank Holiday

26M/2018  Australia Day
#® cancel

| Add a Date

Weekday
Monday
Tuesday
WMonday
Tuesday

Friday

| Next &

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

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

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

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

-

i

ai. Roll Over Sessions

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

Year 2017

I would like to create new sessions for:
d

Block Jan

Lesson Frequency

A

<

Weekly

I would like to create new sessions for:

Monday
Tuesday
Wednesday
Thursday
Friday
Saturday

Sunday

First
Lesson

8nnsa

9118

10118
11118
12HH18
13118
14118

B A 6B 8 68688

Final
Lesson

29118
30118
Mnne
25118
26118
271ne
28118

Perform the Rollover Now

& Cancel

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

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

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

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

12.Click the Done button.

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

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

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

Roll over of Sessions Complete

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

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

Importing Session Data

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

« add new records from the source file

 update existing records with information from the source file

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

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

2. Select the Session List icon

.
bl Sessions

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

27 Splash — [m) X

File Edit View Inset Sessions Format Scripts Print Tools

Jﬂ‘w Sessions

Splash

Update Class Details

Today's Date: 11/1/2018

Filter By: Remove Filter

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

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

8.

10.

11.

Import Field Mapping ? x

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

Source Fields Target Fields

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

Attendance 1 =p ¢ Attendance 1

Attendance 10 =+ ¢ Attendance 10

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

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

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

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

() Update existing records in found set

(") Update matching records in found set

x|

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

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

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

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

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

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

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

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

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

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

Exporting Records to Excel

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

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

3. Select Export Session Data from the Scripts menu.

¥ Splash -
a o x
File Edit Vi

w Sessions

Splash

Insert  Sessions Format | Seripts | Print Tools
Update Class Details

Today's Date: 11/1/2018

Filter By: Remove Filter <>

4. The Export Records to File dialog will be displayed on your screen.

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

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

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

Excel Options x

Use field names as column names in first row

Waorksheet: ||

Title:

Subject:

Author:

| Continue... H Cancel |

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

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

on the left of the screen.

Specify Field Order for Export

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

Current Layout ("SE_List")

v

Class Full Display

Class ID Display

Class Name Display
Comment Flag

glist View Text

gSort By Detail
Instructor ID Display
Instructor Hame Display
Location Display

Max Students Display
Mumber of Bookings Display
Session |D Display

Snarss Dicnlay

Move

Move All

Group by

{Unsorted)

Field export arder

Session D
Class ID

Clear All

Options
Cutput file character set:

Unicode [UTF-16)

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

Cl

Program

Instructor 1D

Ll
#
&
# Classification
£
+
s

Instructor Mame

11.To include a related field choose the name of the related table from the list in

the upper left of the dialog, then double-click the required field.

Specify Field Order for Export

fields before moving the other

Current Layout ["SE_List’)

fields.

v

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

Related Tables
SE_BO_Bookings
SE_BO_Bookings Current
SE_CL_Class levels
SE_CL_Classes
SE_GO_Goal
SE_IC_Instructor Classes

SE_IN_Instructors

SE_IC_Instructor Classes Select Instructor

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

Group by

*

(Unsorted)

Field export order

Session 1D

Class ID

£

4+

4 ClassMame
4 Classification
+

Program

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

the Export button.

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

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

Printing Session Reports

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

Printing a List of Sessions

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

1.
2.

incorrect repeat step 1)

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

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

Select List of ... from the Print menu and select Sessions from the pop-out
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4. The report will be previewed on your screen. The status panel (at the top of
the screen) lets you view other pages. When you have finished viewing the
report click the Continue button on the status panel (or press ENTER).

pfe Records Tools

Pages

SE_PRT List

—ln x
a Bl

Print  Print Setup

View As: Exit Previen Saript paused [[Gontinue |

&

Save as Excel Save as PDF

2
Total

Layout:

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

Print Report

‘Would you like to print the list of Sessions?

| concet || eoF | [ ennt |

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

List of Sessions 2 -

Class s

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

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

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

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

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

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

Sessions Today's Date: 9/1/2018

po v
Splash

Sze Booked Spaces Block  Year  Location

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

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

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

¥ Produce Summary Report O
Edit Tools

L=i Specify Report Format

Step 1 : Choose Existing Report Format

Report Mame  Summary by Instructor and Weekday w4

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

Group 2 Summarize by Weekday
Group 3

Show Detail [¥]

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

Step 4: produce Report |I]

@ Cancel

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

]
7lDX
a |8 o

Saveas Excel SaveasPDF | Print  Print Setup

Exit Previen Seript paused

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

Would you like to print the selected report?

| cance || poF | [ Pt |

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

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

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

Print Report by Instructor (No Detail)

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

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

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

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

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

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

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

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

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

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

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

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

¥ Produce Summary Report O
Edit Tools

L=i Specify Report Format

Step 1 : choose Existing Report Format

Report Mame  Summary by Weekday

Step 2 ChooselUpdate Report Summary Groups
Group 1 Summarize by Weekday

Group 2

Group 3

Show Detail [+

Step 3: enter Report Title
ReportTitle  summary by Weekday

Step 4: Produce Report |I]

d Cancel

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

]
7lDX
a |8 o

Saveas Excel SaveasPDF | Print  Print Setup

Exit Previen Seript paused

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

Would you like to print the selected report?

| cance || poF | [ Pt |

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

Print Report by Weekday (Show Detail)

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

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

Monday 18 M 1 92 11 19%

345 PM Mon Seals THA 4 a

4:30 PM Mon Seals THA 0 4

515 PM Mon Seals THA 1 3

330 PM Mon Turtles BR 1 T

4:00 PM Maon Turtles BR 1 T

4:30 PM Mon Turtles BR 3 4

5:00 PM Mon Turtles BR o] B

5:30 PM Mon Turtles BR o] B

330 PM Mon Jelhyfish oS o] ]

4:00 PM Mon Jellyfish (5351 k] 3

430 PM Maon Jelhyfish o0s o] ]

500 PM Maon Jelhyfish os o ]

Print Report by Weekday (No Detail)

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

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

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

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

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

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

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

Date  Time Instructor Size Booked Spaces  Block  Year Location

D ClassID & Name

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

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

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

¥ Produce Summary Report O
Edit Tools

Specify Report Format

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

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

Group2 Summarize by Weekday
Group 3

Show Detail

Step 3: Enter Report Title
ReportTitle  summary by Class Name

Step 4: produce Report ok &

R Cancel

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

& a £l

- lu X
Saveas Excel SaveasPDF | Print Print Setup

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

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

Would you like to print the selected report?

| cance || poF | [ Pt |

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

Print Report by Class Name (Show Detail)

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

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

Print Report by Class Name (No Detail)

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

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

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

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

Penguin 14 9 0 105 0.5 8%
Monday 5 5] i} 24 12 20%
Wednesday 3 1 0 29 02 3%
Friday 4 2 i} 22 0.5 8%
Sunday 5 a0 0.0 0%
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Printing a Summary of Sessions by Instructor

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

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

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

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

2} Splash - o X
File Edit View Insert Sessions Format Seripts Print Tools
G List of > | @
S - sessions Today's Date: 9/1/2018 é
SPIash Chart Showing ~ *
SortBy | Instructor - [ + (RSN

Cimtom Repon Date  Time Instructor Size Booked Spaces  Block  Year Location

D Class ID & Name

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

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

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

¥ Produce Summary Report O
Edit Tools

L=i Specify Report Format

Step 1 : choose Existing Report Format

Report Mame  Summary by Instructor

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

Group 2 Summarize by Shift
Group 3

Show Detail

Step 3: enter Report Title
Report Title  symmary by Instructor

Step 4: Produce Report |I]

d Cancel

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

|
7l|:| X
a 3]

Saveas Excel SaveasPDF | Print Print Setup

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

&

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

Would you like to print the selected report?

| cance || poF | [ Pt |

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

Print Report by Instructor (Show Detail)

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

Summary of Sessions . @ A
Summary by Instructor # ?r , E g E Cla:g %
Sessions 2 3= 2 size Full
Barbara Smith 11 6 0 T2 0.5 9%
Afternoon 5 & 0 24 12 20%
330 PM Mon Penguin BS 3 3
4:00 PM Mon Penguin BS 2 4
4:30 PM Mon Penguin BS 1 5
S:00 PM Mon Penguin BS o [}
530 PM Mon Penguin BS o [}
Merning 6 48 0o 0%
.00 AM Sun Turtles BS o B
930 AM Sun Turtles BS [¥] B
10:00 AM Sun Turtles B3 o] B

Print Report by Instructor (No Detail)

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

Summary of Sessions 2 & E. .
Summary by Instructor #of ! s ;: E Clasg ag
Sessions & o0 o Size Full

|E|arha.ra Smith 11 6 0 72 05 9%|
Afternoon 5 i o 24 1.2 20%
Maming B 45 0.0 0%

|Hriﬂl1 Roberts 14 18 1 95 1.4 14% |
Afternoon 5 7 1 34 1.0 13%
Maming 9 11 ] 61 1.2 15%

|Elavid Smith 14 8 0 94 06 s%|
Afternoon 9 3 o 38 0.3 6%
Maming 5 5 ] 35 1.0 13%

|Hﬂrr1r Sims 10 6 0 52 06 13%|
Afternoon 10 i o 32 0.6 13%
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Printing a Summary of Sessions by Weekday

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

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

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

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

2} Splash - o x
File Edit View Insert Sessions Format Scripts Print Tools
&oaE List of "
S - sessions Today's Date: 9/1/2018 é
Splash Chart Showin
<5

SortBy Instructor - =

Custom Report

D Class ID & Name Time Instructor Size Booked Spaces  Block  Year Location

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

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

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

¥ Produce Summary Report O
Edit Tools

L=i Specify Report Format

Step 1 : choose Existing Report Format

Report Mame  Summary by Weekday and Class Mame

Step 2 ChooselUpdate Report Summary Groups
Group 1 Summarize by Weekday

Group 2  Summarize by Class Name
Group 3

Show Detail

Step 3: enter Report Title
ReportTitle  symmary by Weekday and Class Mame

Step 4: Produce Report |I]

d Cancel

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

]
7lDX
a |8 o

Saveas Excel SaveasPDF | Print  Print Setup

Layout: [SE_PRT Summary Detall_~|  View As: Exit Previen Seript paused [[Contnue |

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

Would you like to print the selected report?

| cance || poF | [ Pt |

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

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

Summary of Sessions & @ A
Summary by Weekday and Class Name # ?f , E E E Cla:g o,
Sessions 3 a E 2 size Full
Monday 18 Fal 1 92 1.1 19%
Jellyfish 5 3 0 21 0e 0%
3:30 PM Mon Jellyfish D5 o g
4:00 PM Mon Jellyfish D5 3 3
4:30 PM Mon Jellyfish D5 o g
5:00 PM Mon Jellyfish D5 o g
5:30 PM Mon Jellyfish D5 o g
Penguin 5 6 0 24 12 20%
330 PM Mon Penguin BS 3 3
4:00 PM Mon Penguin BS 2 4
4:30 PM Mon Penguin BS 1 5
500 PM Man Penguin BS o [}

Print Report by Weekday (No Detail)

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

Summary of Sessions g » E. ¢ A
Summary by Weekday and Class Name # uf E E -E E Clﬂsg a
Sessions & o0 & Size Full

Monday 18 21 1 92 1.4 19%
Jelbyfish 5 3 o 27 0.5 10%
Penguin 3 [ o 24 1.2 20%
Seals 3 5 ] T 1.7 42%
Turtles 3 7 1 34 1.0 13%

|Tu esday 4 6 0 16 15  33% |
Jelyfish 3 2 o 16 0T 11%
Starfish 1 4 0 0 4.0 100%

|Wed nesday 9 3 0 59 03 5% |
Penguin 3 1 0 29 0.2 3%
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Print Chart Showing Summary of Bookings by Class Name

This report displays as a graph; it shows the number of bookings and the number of spaces
remaining across each class type for the found set of records. The report can be customised
to include exits.

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

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

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

2 Splash - o X
File Edit iew Insert Sessions Format Scripts Print  Tools
o List of v "
WAL sessions summaryof | F Today's Date: 9/1/2018 ¢
splash Summary of Bookings by Class Name
Summary of Bookings by Weekday
SontBy | Insiructor - i + 5

Summary of Sessions by Weekday and Class Name == = e T TS
¥ T Jan 207E

1D Class ID & Name
3510 TUR — Turies Summary of Sessions by Weekday and Shift Daad S

Q 3511 TUR  Turtles G e David Smith 8 ) 8 Jan 2018

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

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

6. Amend the grouping options at Step 2 if required and click the OK button.

Step 1 : choose Existing Report Format
Report Name Summary of Bookings and Spaces v

Step 2: ChooselUpdate Report Summary Groups
Group1  Summarize by Class Name v

Step 3: enter Report Title
Report Title  Summary of Bookings and Spaces

Step 4: produce Report oKk ¥

# cancel

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

iu -

Save as Excel eas
SE_CHT_Summary of Bu., ~ xit Previen Script paused [ Continue |

User Documentation — Splash V7.0 Page 29



Summary of Sessions

M Bookings | Spaces

260 260
240 240
220 220
200 200
180 180

wy

£ 160 160

3

E 140 140

w

w 120 120

=]

o

= 100 100
80 80
60 60
40 40
20 20

Dolphins Jellyfish Penguin Seals Shrimps Starfish Turtles

Summarize by Class Name

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

Print Report

Would you like to print the selected report?

| conce || eoF | [ ennt |

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

Print Chart Showing Summary of Bookings by Weekday

This report displays as a graph; it shows the number of bookings and the number of spaces
remaining across each weekday for the found set of records. The report can be customised
to include exits.

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

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

3. Select Chart Showing ... from the Print menu and select Summary of
Bookings by Weekday from the pop-out menu displayed.

¥ Splash - o X
File Edit View Insert Sessions Format Scripts Print | Tools
g List of » -
A% sessions S O Today's Date: 10/1/2018 .
Splash Summary of Bookings by Class Name

Summary of Bookings by Weekday
Sotgy Instructor - = + <O

D Class ID & Name Sy el Sy s St ructor Size Booked Spaces  Block  Year Location
Summary of Sessions by Weekday and Shift
Q@ 3475 DOL  Dolphins Harry Sims 6 0 6 Jan 2018 MainPool
Custom Chart
o e

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

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

6. Amend the grouping options at Step 2 if required and click the OK button.
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¥ Produce Summary Report — m} X
Edit Tools

ﬁ Specify Report Format

Step 1 : choose Existing Report Format

ReportMame  Summary of Bookings and Spaces |V

Step 2: Choc Report y Groups
Group 1 Summarize by Weekday | i

Step 3: enter Report Title
ReportTitle  symmary of Bookings and Spaces

Step 4: produce Report ok ¥

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

- lD X
a | &
Save as Excel Saveas PDF Print  Print Setup
Layout: [SE_CHT_Summary of ... +] Viewds: = — i [ ExtPreview Script paused [{GontGE |
Summary of Sessions
W Bookings [l Spaces
130 130
120 120
110 110
100 100
20 90
£ s 80
2
= 70 70
wn
w B0 60
5]
o
S s0 50
40 40
30 30
20 20
10 10
0 " 0
Monday Tuesday Wednesday Thursday Friday Sunday
Summarize by Weekday

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

Would you like to print the selected report?

| cance || poF | [ Pt |

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

Print Chart Showing Summary of Bookings by Weekday and Class Name

This report displays as a graph; it shows the number of bookings for each weekday within
each class for the found set of records.

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

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

3. Select Chart Showing ... from the Print menu and select Sessions by
Weekday and Class Name from the pop-out menu displayed.

27 Splash — [m) x
Sessions Format Scripts | Print Tools

(gl List of 3 -

% Sessions S D Today's Date: 10/1/2018 y,

Splash Summary of Bookings by Class Name

o
SortBy Instructor e [ L <>
ID_ Class ID & Name ructor Size Booked Spaces  Block  Year Location
55 ] Turlles Summary of Sessions by Weekday and Shift ¢ Bnan Koberts B U g Jan 2078 T Leamers Fool

Q 3488 PEN  Penguin R o V Lisa Wilsen 6 0 [ Jan 2018 Wain Pool

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

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

6. Amend the grouping options at Step 2 if required and click the OK button.

¥ Produce Summary Report O
Edit Tools

]@Specify Report Format

Step 1 : Choose Existing Report Format

Report Mame  Summary by Weekday

Step 2: ChooselUpdate Report Summary Groups
Group 1 Summarize by Class Name

Step 3: Enter Report Title
ReportTitle  summary by Weekday

Step 4: produce Report

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

|
—lu x
a [

B &
ages Save as Excel Saveas PDF Print  Print Setup
Layout: [SE_CHT_Summary of B... ~| View As: Exit Previen Script paused
Summary of Sessions

M Monday Tuesday W Wednesday W Thursday M Friday Saturday W Sunday
9 9
g8 8
7 7
6 6

i

@

T 9 5

=

w

%5 4 4

o

=
3 3
2 2
| I I I |
0 : . ] . 0

Jellyfish Penguin Seals Shrimps Starfish Turtles
Summarize by Class Name

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

Print Report

Would you like to print the selected report?

| cancet || eoF | [ prnt |

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

Print Chart Showing Summary of Bookings by Weekday and Shift

This report displays as a graph; it shows the number of bookings within each shift for each
weekday for the found set of records.

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

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

3. Select Chart Showing ... from the Print menu and select Sessions by
Weekday and Shift from the pop-out menu displayed.

27 Splash - O X
File Edit View Insert Sessions Formet Scripts Print Tools
List of >
w Sessions Summary of v Today's Date: 10/1/2018 é
splash Summary of Bookings by Class Name -
Summary of Bookings by Weekday
SortBy Instructor & " - 4 (RS )
1D Clasgs ID & Name ‘ uctor Size Booked Spaces Block Year Location
@ 3461 JEL  Jeliylish ‘ [ Lisa Wilson 6 1 5 Jan 2018 | MainPool

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

User Documentation — Splash V7.0 Page 33



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

6. Amend the grouping options at Step 2 if required and click the OK button.

¥ Produce Summary Report O
Edit Tools

ESpecify Report Format

Step 1 : Choose Existing Report Format
Report Mame  Summary by Weekday

Step 2: ChooselUpdate Report Summary Groups
Group 1 Summarize by Shift

Step 3: Enter Report Title
ReportTitle  summary by Weekday

Step 4: produce Report

l #® cancel l

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

—lu x
& =] £l

Saveas Excel SaveasPDF | Print  Print Setup

SE_CHT_Summry of B... ~ Exit Preview Script paused [[Continue |
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Summary of Sessions

W Monday Tuesday W Wednesday W Thursday W Friday B Saturday W Sunday
200 200
180 180
160 160
140 140
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60 60
40 40
20 20
0 e == . 5

Afternoon Morning
Summarize by Shift

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

Print Report

Would you like to print the selected report?

| cancet || poF | [ Pt |

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

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

Displaying the Custom Report Dialog

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

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

3. Select Custom Report ... from the Print menu.

9 Splash — o pe
File Edit View Insert Sessions Format Scripts Print Tools
$dé  sessions Today's Date: 11/1/2018 ¥
Splash S
Songy| nstructor ® o6 <>

ID  Class D &Name Weekday StartDate  Time Instructor Size Booked Spaces  Block  Year Location

4. The report writer will be displayed on your screen.
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k| Produce Summary Report m}
Edit Tools

ESpecify Report Format

Step 1 : choose Existing Report Format

Repor Mame | Summary by Instructor and Class Name | > |

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

Group 2  Summarize by Class Name

Group 3
Show Detail

Step 3: enter Report Title
ReportTitle  symmary by Instructor and Class Name

Step 4: produce Report

3 Cancel

Defining a Custom Report

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

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

The three fields displayed at Step 2 are used to define how the information in your report will
be structured. Summary totals will be displayed for each group you have defined at levels
one, two and three.

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

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

Group 2  Summarize by Class Name
Group 3

Show Detail < |

Defining a Summary Report (Show Detail)

Information in the report below has been grouped by the categories defined above, however
this time Show Detail in Report has been selected.
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Summary of Sessions E -
Summary by Instructor and Class Name # of ! € E : Avg 0,
Sessions -] E 'E E C!;i: Full
2] [ E] 7]
Barbara Smith 1 6 0 T2 0.5 9%
Penguin 5 & 0 24 12 20%
330 PM Mon Penguin BS 3 3
4:00 PM Mon Penguin BS 2 4
4:30 PM Momn Penguin BS 1 5
SO0 PM Maon Fenguin BS o 5]
530 PM Mon Penguin BS o L]
Turtles 6 48 0.0 0%
.00 AM Sun Turtles BS o] ]
.30 AM Sun Turtles BS o &
10:00 AN Sun Turtles BS o] ]
10:30 AM Sun Turtles B3 [#] ]
11:00 AM Sun Turtles B3 o] ]
11:30 &AM Sun Turtles BS o B

If you wish to include detailed information about each session in your report, click the Show
Detail in Report button.
Defining a Summary Report (No Detail)

The sample report below demonstrates the use of the summary levels. Drop-down menus
have been provided to assist you in structuring your report.

Summary of Sessions g » E. T
Summary by Instructor and Class Name # uf ! E -E E Clasg s
Sessions :nn a a a2 Size Full

‘Elarbara Smith 1 6 0 72 05 9%|
Penguin 3 & 0 24 1.2 20%
Turiles & 48 0.0 0%

‘Elrian Roberts 14 18 1 95 1.1 14%|
Shrimps 3 & o 18 20 25%
Turtles 11 12 i 77 09 1%

‘David Smith 14 12 0 90 0.9 13%|
Jellyfish 5 7 o 23 14 23%
Turtles g 5 1] 67 08 7%

‘Harnr Sims 10 14 0 4 14 m-'.|
Dolphins 1 1 o 3 1.0 17%
Jellyfish 3 4 o 14 13 22%
Penguin 3 3 o 25 1.0 17%
Starfish 1 4 o 0 40 100%
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