Splash V7

User Documen tation






Table of Contents

(WET=T gl ToYoT U1 4 =1 o1 ¢ 1 (o] o
Software Developed By: Barbara Smith.......cccccoevivemiiniicccniniiieen
Defining Student Details.......ccccciiiiiiiiiimrrr e
The Student RECOIT......cuiiii et e et e e e s snra e e e ennreeeeens 1
Listing Student RECOIAS. ... ....oiiiiiiii e 5
Displaying a List of Students (from Student Details) ............cccoeeveeiveeesnenncnn. 5
Displaying a List of Student (from outside Student screen).............c.ccccoe...... 5
Adding a New Student to an Existing Family..........ccccoviiiiiii e, 5
FIiNdiNg @ STUAENT.......eiiie e 7
Updating Student DetailS .......coooiueiiiiiieee e 8
Inserting @ Photograph ........ooo e 8
Removing a Student Photograph.............c.eeeoeeeiieeee e 9
SeNding @ SMS MESSAJE ....euveeiureeiieieree e 9
Creating a Record of AChievement..........ooiiiiiiiiiie e 10
Moving a Student from One Family to Another ..., 11
Deleting a Student RECOIT ........uuiiiiiiiiiieeee e 12
Deleting @ STUQENLE ..........c...eeeeeeeeeeeeee et 12
Generating Student DOCUMENTS ........eiiiiiiiiiie et 13
Adding an Attachment to an Email............ccccooooeioiooeiiiiee e 14
Changing the Status of @ StUdeNt........coiii i 16
Changing a Group of Students t0 ACHVE .........cceeeeeeceeeeeeiieeeeecia e 16
Changing a Group of Students to INACtVe..............c.ccceevvvevceiesiiescieeeeee 17
Sending a Broadcast SMS MESSAQE .....uueiruiiaiiieiiiieriee et 18
Sending a Broadcast EMail ..o 18
Generating a Student Mail Merge..........ccv i 20
IMporting STUAENT Data........coeiiiiiieiiiiee e e 22
Importing Records from EXCE.............coooiiiiiiiiiiiee e 22
EXporting Student Data........ceeiieiiiiieiie et 24
Exporting ReCOrds t0 EXCEl..........coooveeeeeeieeeeeeee e 24
Printing Student REPOIS........oooiii e 26
Printing @ LiSt Of STUAENTS ...........eoeeeeeee e 26
Printing a Birthday List bY DAte..........c.oooo oo 26
Printing a Birthday List by SWirn Day ............ccoocveeiviieeeiieeeeee e 28
Printing a Summary of Students Who Have EXxited.............ccccocovvecvencnecnnne. 29
Printing a Summary of Students BY AQE.........ceeeeeieioeeeeeeeeee e 30
Printing a Summary of Students by Gender ..............cccoevoeeeeoeeecoieieeeeen 33
Printing a Summary of Students by Medical Condition................c.ccccceenn..... 35
Printing Student Charts..........oooiie e 37
Printing a Chart Showing Students By AGe.........cccueuvoeeieeeeeeeiaesiee e 37
Printing a Chart Showing Students by Gender ..........c.c.cccceveoeeeconesceeeieen. 39
Printing a Chart Showing Students by Medical Condition ..............c..c.......... 41
Printing @ Custom REPOI ....coo i 43
Displaying the Custom Report Dialog.............cccoeeoeeeioeeeiiieseeeaeeieeeee 43

Defining @ CUSIOM REPOI...........eeeeeeeeeeee e 43






Defining Student Details

Personal information about each student is maintained in this module. It contains a history of
all bookings and documents a students progress towards class goals. This module can be
used to generate birthday lists and correspondence. Custom fields in this module enable you

to store additional information outside the system defaults.
The Student Record

Each student record contains generic information about the student and their family. On the
right of the screen you will see five tab cards; Bookings, Achievements, Waiting List,

Correspondence, and Custom Fields.

Today's Date: 11/1/2018

Contact People |

3 Other Famiy Members |

4

Re—p

Addtional Information

Q  Lucas Smith
Q  Sam Smith

Q@ Nicholas Smith

5.7m  Penguin a
6_3m
6.3m  Tutles

27 Splash
File Edit View Insert Format Students Seripts Print Tools
A% students
Splash
Filter By Student Name: Remaove Filter m =+ X &%
t [ s Status  Active % |
3
Display FirstName StudentiD 13
Bobby Thomson 5_10m e iacoh S X
brendathomas 2_7m
Preferred  Jake
Bruce Taylor 3_tm
Caroline Thomson 2_9m Date of Bith  22/7/2012 Age 5_5m
Gender Male ;
Georgia Taylor 5_9m
WMedical Allow Photo Yes | [[S)
Robert Thomson 6_am Comments
simon thomas 8_0m
Tony Zelish 5_2m
Tracey O'Donnel 3_4m
[ Bookings T Watting List T
Total Enrolments (11)
QO 10s Thu o 330PR Jacob (Jake) Smith Penguin
QO 100118 Wed 400PH Jacob (Jake) Smith Penguin
QO M7 Wed 400PH Jacob (Jake) Smith Penguin
QO 4H2AT  Mon  330PM Jacob (Jake) Smith Penguin
q ® 61T Mon  330PM Jacob (Jake) Smith Penguin
Q ¥ e11nT Mon 4:00 PM Jacob (Jake) Smith Penguin
QO 2017 Mon  330PM Jacob (Jake) Smith Penguin
Q O 40917 Mon  3:30PM Jacob (Jake) Smith Penguin
Reason for Lessons
|i| FirstSwim  5/6i17
Age First Swim 40

Correspondence.

Exit Reason

ExitDate

Comments/Custom

Block/Year
Jan 2018 2
Jan 2018
Dec 2017
Dec 2017
Hov 2017
Nov 2017
oct 2017
Sep 2017 ”

LastSwim 31118

Age Last Swim 55

NB: Display family information or access the family file by clicking the Primary Contact tab

card.

Contact People ‘ 3 Other Family Members. | Additienal Information

Primary Contact

Q

Name  Martha Taylor

Relationship  Mother

Email computerize@xira.co.nz
Default Telephone 0272222082

o

Mobile 0272222082

Other Contact
Name

Mobile

NB: Send a SMS directly to the selected family by clicking the SMS icon to the
left of the Mobile telephone number. The SMS button will only be displayed if the

client has a mobile number recorded.
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Student Bookings — The Bookings tab card within the student file displays a list of all
bookings made for the selected student. Each booking line displays the payment status, day,
time, class name, and block. Exited bookings are also displayed in the list, however they are
colour coded for easy identification. Navigate quickly to a selected booking by clicking the

magnifier to the left of the required booking.

¥ Splash
File ew Inset Format Students Scripts
Students
Splash
Filter By Student Name: Remove Filter
t [ Active
Display First Name hd
Bobby Thomson 5 10m |~
brenda thomas 2_7m
Bruce Taylor 3_im
Caroline Thomson 2 9m
Georgia Taylor 5_9m
Ropert Thomson 6._3m
simon thomas 8_0om
Tony Zelish 52m
Tracey O'Donnell 3_4m

- o x
Print  Tools
Today's Date: 11/1/2018 &
= + X ée R——
Status Actve | | ContactPeople Other Famiy Members |  Addtional Information
StudentiD 13
Name Jacob smith q Q@ Lucas Smith 5.7m  Penguin &
Prefered Jake R Semsmm 6.3m
@ Nicholas Smit 6.3m  Turlles
Date of Birth | 22712012 Age 5_5m
Gender sl
Medical - AlowPhoto Yes |~ (&)
Comments
Bookings [ Catehups Waiting List [ Achievements Correspondence Comments/Custom
Total Enrolments (11) BlockiYear
Q O 108 Thu  330PM Jaced (Jake) Smith Penguin dan 2018 s
Q O 100118 Wed 400PM Jacab (Jake) Smith Penguin Jan 2018
K O M7 Wed  4:00PM Jacab (Jake) Smith i Dec 2047
K O anz7 Mon 330 PM Jacab (Jake) Smith Penguin Dec 2047
Qq ® 67 Won 330 PM Jacab (Jake) Smith Penguin Nov 2017
Qq #® enng Won  4:00 Pl Jacab (Jake) Smith Penguin Nov 2017
Q O 2mom7 Men  3:30PM Jaced (Jake) Smith Penguin oct 2017
Q O a09m7 Mon 330 PM Jacab (Jake) Smith Penguin sep 2017 &
Reason for Lessons i Exit Reason =
&, Frstswim sz Exit Date S LastSwim 31118
Age First Swim 49 Age Last Swim 55

Catchup and Makeup Lessons — Displayed in the second tab card; this card displays past,
current, and future makeup lessons. Each lesson is colour coded for easy identification of

status.

¥ Splash

File Edit View Inset Format Students Scripts

‘" Students
Splash

Filter By Student Name:
ja

Display FirstName
Jack McArthur

Jacob (Jake) Smith
James gil
James Wilson
Jamie Anderson
Jamie watking
Jane White
JanetKimble
Jared Bradley

Jason Smith

Remove Filter

Cactive

8_6m
5.5m
2.4m
4_0m
3.6m
4.10m
7_1m
7_3m
5_6m
6_4m

Print  Tools

iii

+

StudentD | 13

Name Jacob

Preferred Jake
Date of Birth = 22/7/2012

Gender Iale
Wedical

Comments

Bookings

Q & 190118
Qq & 120118

Tin

x e

Smith 3

Age 5_5m

Catchups

Waiting List

Today's Date: 11/1/2018

Status  Active

Allow Photo Yes

Achievements

- o x
e
O
Conlact People | 3 Other Famiy Members | _ Addiional information
Q@ Lucas Smith 5.7m  Penguin &
Q samsmih 6_3m
Q@ Nicholas Smith 6.3m  Turlles
Correspondence Comments/Custom
Jan a
Jan

Page 2
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Waiting List — Displayed in the third tab card; Waiting List displays a list of all sessions the
student is currently waitlisted on. Remove the student from a waiting list by clicking the red
cross on the right of the row you wish to remove

27 Splash — o x
File Edit View Inset Fomat Sciipts Pint Tools
"#%  students Today's Date: 1111/2018 é
Splash :
Filter By Student Name: Remove Filter EE O+ m X g NrORp—
=g [ Adive Siaus Active |~ | ContactPeople [ 3 OtherFamiy Members | Addiionalinformation
Display FirstName StudentiD 13
Jack HeArthur 86m |~ neY Jacon smith QT Q  Lucas Smitn 57m  Penguin 2
Jacob (Jake) Smith 5_5m
) - Preferred  Jake Q  Sam Smith 6_3m
X Nicholas Smith 5.3m  Tuttles
Date of Bith  22/7/2012 Age 5_5m
Gender Male
WMedical - Allow Photo Yes | [[S)
Comments.
Bookings Catcnups Wating Lit Achisvements Comespondence Comments.Custom
Weekday Class Block  Year
Q 10e Fi 1100AM Penguin To Be Advised san 2018 ¥l
Can only swim Fridays from January 2018

Achievements — Displayed in the second tab card; Achievements displays a history of goals
associated will all classes the student has been scheduled to attend. Within the
achievements list you can monitor the students’ progress towards each of the assigned goals.

27 Splash — o x
File Edit View Insert Format Records Scripts Tools Window Help
"#%  students Today's Date: 1111/2018 é
Splash :
Filter By Student Name: Remaove Filter EE O+ m X g CREFY
t [ Active Status  Active ~ | _ContactPeople | 3 Other Famiy Members | Additonalinformation
Display FirstName StudentiD 13
Bobby Thomson 5_10m |~ e iacoh Smitn Q Q  Lucas Smith 57m  Penguin &
brendathomas 2_7m
. Preferred  Jake Q  Sam Smith 6_3m
Bruce Taylor 3im @ Nicholas Smith 6.3m  Tutles
Caroline Thomson 2_9m Date of Bith  22/7/2012 Age 5_5m
cenise o 0 Gender Hale
Georgia Taylor 5_9m
ohn Thomsc WMedical - Allow Photo Yes | [[S)
Robert Thomson 6_am Comments
simon thomas 8_0m 4
Tony Zelish 5_2m
Tracey O'Donnel 3_4m
Bookings. Catchups Watting List Achievements Cormespondence Comments/Custom

PENGUIN 1 Blowing Bubbles Eyes Under P

PENGUIN 2 Freestye kickwith board

PENGUIN 3 Atorpedo

PENGUIN 4 4aicle arms

PENGUIN 5 BackKick
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Correspondence — The fourth tab card on the student file; Correspondence displays a list of
all communication with the student or the student’s family in direct relation to the selected
student. Correspondence may be email, SMS, letter or a file note. Click the Create
Correspondence button to create a new correspondence item.

2 Splash

- o x
File Edit View Inset Format Students Scripts Print Tools
o Students Today's Date: 11/1/2018 é
Splash '
Filter By Student Name: Remove Filter B E O+ m X éb RE—
— [Acive Status Actve  |v | ContactPeople | 3Other Family Members | Addiional information
Display FirstName StudentiD 13
Jack Meathur 86m |~ o) Jacon smith X Q Lucas Smitn 5.7m  Penguin A
Jacob (Jake) Smith 5_6m
() - Preferred  Jake Q  Sam Smith 6_3m
@ Nicholas Smith 5.3m  Tutles
Date of Birth  22/7/2012 Age 5_5m
Gender Mals
Medical - AlowPhoto Yes |~ (&)
Comments.
e e TS T I e 1 e
Create Carrespondence  off
@ 110118 Letter Jacob Smith Happy Birthday 2
Q110118 Booking Barbara Smitn Swim School ultiple Booking Confirmation

Student Custom Fields — The Custom Fields tab card within the student file displays seven
additional fields for storing information about the student. Five text fields and two date fields
have been created for custom use. Define the labels for your custom fields in the
Preferences area of Splash.

¥ Splash

- o x
File Edit View Inset Format Students Scripts Print Tools
$dE  students Today's Date: 11/1/2018 é
Splash
Filter By Student Name: i == + @Wm X é6 T
W Wi Status Actve | | ConlactPeople | 3 other Famiy Memvers | Addtional nformaton
Display FirstName StudentiD | 13
Jack McArthur aem |~ Mo Jacob Smith @ Q Lucas Smitn 5.7m  Penguin "
Jacob (Jake) Smith 5.5m
taks) - Preferred Jake Q samsmin 5_3m
Q@ Nicholas Smith 6_3m Turtles
Date ofBith | 22712012 Age 5.5m
Gender Male
Medical v AllowPhoto Yes |~ (&)
Comments
Bookings Catchups \Waiting List Achievements Correspondence Comments/Custom
Mums Occupation
Dads Occupation Electician
Custom Ted 3
Custom Text 4
CustomText5
Custom Date 1 |m
Custom Date 2 m
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Listing Student Records

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

2 Splash

FirstName

Jacon
sam
Nicholas

Jason

Jamie

Zac

sally

Caroline

David

Splash

D LastName
Q13 smith
Q15 smith
Q17 Smith
Q19 Smith
q
Q = Anderson

— Q

K 27 zimmerman
(&3
g 31 Anderson
Q3 Thomson
Q s King
K a7 Brown

Q 39 White

g 4 Smith

X 65 Jessop
Q 67 Robinsan

Displaying all (Total of 97).

Celia
Jane

Phillip

William

Barry

[

Age
5.5m
6.3m
6.3m

6_4m

3.6m

10_0m

3.0m
2.9m
3_11m
5_1m
7_1m

6_1m

4.9m

3_11m

File Edit View Inset Format Students Scripts Print Tools

j.‘i‘ Students

+ x &6

Address
6A Erlestoke Crescent, Churton Park, Wellington 4001
6A Erlestoke Crescent, Churtan Park, Wellington 4001
6A Erlestoke Crescent, Churton Park, Wellington 4001

89 Roberta Road, Tawa 4008

876 Somewhere Rd, Tawa, Wellington 4010

786 another road, Porirua, Wellington 4008

876 Somewhere Rd, Tawa, Wellington 4010

25 Churton Drive, Churtan Park, Wellington 4001
46 Brooklyn Ra, Brooklyn, Wellington 4008

345 Nowhere St, Brooklyn, Wellington 4009

76 Moorefield Road, Johnsonville, Wellington 4001

89 Roberta Road, Tawa 4008

180 Essex 8t, Ngaio, Wellington 4007

46 Hillorest Road, Johnsonville, Wellington 4007

Contact
Barbara Smith

Barbara Smith
Barbara Smith

Daniel Smith

David Anderson

Andy zZimmerman

David Anderson
Anthony Thamson
Nathan King

Sam Brown

Julie White

Daniel Smith

Tony Jessop

Nicola Robinson

Today's Date: 11/1/2018

Discount
10%  Percent
15%  Percent
1% Percent
10%  Percent
10%  Percent
10%  Percent
10%  Percent
10%  Percent
10%  Percent
10%  Percent
10%  Percent
10%  Percent
0% Percent
10%  Percent

Telephone
0272222082

0272222082
0272222082
0272222082

0272222082

0272222082

0272222082
0272222082
0272222082
0272222082
0272222082

0272222082

044783215
0272222082

Last Swim (Date / Class)

3118

251118

81118

201118

291118

251118

2851118

261118

301118

291118

25118

31118

Penguin

Turtles

Turtles

Jellyfish

Seals

shrimps

Shrimps

Penguin

Starfish

Penguin

Turtles

Penguin

v

NB: Click magnifier to the left of the Student ID to display the data entry screen.

Displaying a List of Students (from Student Details)

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

27 Splash

Splash

Displaying a List of Student (from outside Student screen)

Adding a New Student to an Existing Family

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

File Edit View Inset Format Students Scripts Print Tools

“‘i’ Students

Filter By Student Name: Remove Fiter | xX &6

2. The Student List View screen will be displayed.

Today's Date: 12/1/2018

Students

3. The Student List View screen will be displayed

A new student record must be created whenever a new student joins the swim school. A
student cannot be booked in to a session unless they have been registered in Splash. New

students may be added through the Students module or via the Family file.

1.
2.

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

Select the Student icon

Ostudents )

3. The Student data entry screen will be displayed

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

User Documentation — Splash V7.0
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¥ Splash - o x

File Edit View Inset Format Students Scripts Print Tools

“#di students Today's Date: 12/1/2018

Splash
Filter By Student Name: Remove Filter | = @ X g% >
5. The Add New Student dialog will be displayed.

A~

Enter New Student Details

4
Student Name
Benjamin { Taylor
Ben
Date of Birth ~ 5/8/2014
Female ® Male
Reason for Lessons Water Safety | I
Rollover Bookings  yes v
Family Details
> &6
Discount Rate Type w

® s

6. Enter the Students’ First Name and Surname along with any other personal
details you may have.

——— 7. Click the Family icon to select the family the student should be linked to.

8. The Select a Family dialog will be displayed on your screen. The student
surname will automatically be copied to the filter field and all existing families
with a matching surname will be displayed.

-
b Select a Family
Enter all or part of the family name to display fewer records. “
Select the family name from the list below Filter:  Taylor
Taylor Wartha 0272222082 79 Main St, Tawa, Wellington 4010 Georgia, Brucs, denise
# cancel

9. If the family you require is listed, simply click the line displaying the required
family name.

If the required family is not displayed, click the Cancel button and go to the
family file to create a new family file.

Page 6 User Documentation — Splash V7.0



10.After selecting a family you will be returned to the Add New Student dialog,
complete the remaining student details and click Done.

11.The information will be saved and you will be returned to the Student detail

screen.

27 Splash

File Edit View Inset Format Students Scripts Print Tools

“‘V ¥ Students

&

Total Enrolments ()

Reason for Lessons
First Swim

= Age First Swim

Splash
Filter By Student Name: Remove Filter wE O+ m X g8
smith [ Active
Display FirstName Shientind 35304
Jaca (Jake) Smith 5sm o Name Benjamin Taylor
Jason Smith 6_4m
Preferred  Ben
Jennifer Smith 2_9m
Smith 7 Date of Bith  5/8/2014 Age 3_5m
Lucas Smith 5_7m el e
Nicholas Smith 6_3m
Phillip Smith 6_1m Medical
Sam Smith 6_3m
william Smitn 7_11m Comments
Bookings [ Makeup

Water Safety

- o x
Today's Date: 15/1/2018 .
s
Staus Active |~ | ContactPeople | 3Ofher FamiyMembers | _Addiional nformation
Primary Contact
Q Name  Wartha Taylor C{
Relationship  Mother B
> Email computerize@ra conz
Default Telephone 0272222082
Mobile 0272222082 (5]
- Allow Photo Yes |~ [f&)) o ot
Name
Mobile
\Waiting List ‘Achievements. Correspondence: Comments/Custom
BlockYear
Exit Reason 9
Exit Date B LastSwim
Age Last Swim

Finding a Student

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

y
P
Stude

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

r

¥ Search for a Student
)

Discount Rate @

Automatically Rollover Booking =

DiscountType &

Credits Owing &

Payment Authority Held 2

|)§ Cancel l |&NewRequesl

|— Omit Records.

Status &
Allow Photo
Student Birthday
Wonth % o

Day of Month = &

Bookings

First Swim Date | O
Last Swim Date | @
Total Family Baokings | &
Highest Booking Level | &
Reason for Lessons |
ExitDate|

ExitReason @

Custom Fiekis

Constrain Set

[ Extend Set

|ﬁ Find Nowr

field/s.

User Documentation — Splash V7.0
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5. Click the Find Now button.

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

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

Updating Student Details

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

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

Inserting a Photograph

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

2. When the correct student screen is displayed click once in the Camera icon.

nsert Format Students Scripts Print Tools
& - students Today's Date: 15/1/2018 é
Splash
Filter By Student Name: Remove Fifter .= + %X g <o
smith [ active Status  Active v | Contact People I 3 Other Family Members i Additional Information “
2
Display FirstName StudentiD | 39304
Jacob (Jake) Smith 55m |~ Name  Benjamin Taylor qQ Q  denisetaylor 1_10om
Jasen smith B_4m e il en Q Bruce Taylor 3_1m  Shrimps
ECn ) 2om Q  Georgia Taylor 5.9m  Penguin
Date of Birth 51812014
2 Insert Picture
Lucas Smith 5_7m e wiais
Nicholas Smith 6.3m Lookin: | =, USBDISK G) V] 0@ E
Phillip Smith bAm Wedical Name - Date modified Type A <
Sam Smith 6.3m 4
[ image(1)jpeg 20/11/20177:59PM  IPEGFi
william Smith 7_11m G Quickaccess (g image(2).jpeg 20/11/20177:5PM  JPEGFi
Z [ image(3)jpeg : JPEGFi
i ) jped JPEGFi
Desktop ) JPEGFi
JPEG Fi
m /1 :59PM  IPEGFi
Libraries 20/1 :59 PM _GIREGE]
< /1 59PM  JPEGFi
L@ 0) :50PM  JPEG Fi
ThisPC [ image(11) jpeg :59PM  IPEGFi
) (& image(12)jpeg :59PM  IPEGFi
Q‘ [l image(13)jpeg :50PM  JPEGFi
Network 5 image(14)jpeg :59PM  IPEGFi
& imaseioea 201172017 7:59 PV JPEGFi ¥
< >
Bookings File name [mage(thipeg v [oeen Correspondence [ Comments/Custom
Total Enrolments Fles of type. Al Pictures (“ipg:* peg:”ft:* pe:"of. png:*br Cancel BlockrYear
[ store only a reference to the file
Reason for Lessons  Water Safety Exit Reason
& Fistsem Exit Date g  LastSwim
Age First Swim Age Last Swim

Click once inside the large photo field.

Select Picture from the Insert menu.

Locate and select the student photograph.

o o & w

Click Insert to place the photograph on the student file.

Page 8 User Documentation — Splash V7.0



View Inset Format Students Scripts Print Tools

P . TAYLOR, Benjamin (Ben} 15/01/2018
64 students Today's Da
Splash
r—— C— 8
Filter By Student Name: Remove Filter B = 4 Ty R 68
smith [ Active Status Active
Display FirstName T Sthientiph 25204
Jacob (Jake) Smith 5.5m | Name | Benjamin Taylor Q
Jason Smith 6_4m
Prefered Ben
Jennifer Smith 2_om
ohn Smith Date of Bith  5/8/2014 Age 3.5m
Lucas Smith 5.7m emont] uaic
Nicholas Smith 6_3m
PRillp Sy [0 Medical v Allow Photo Yes |~ [}
sam Smith 6_3m
william Smith 7_11m Comments

= \ e Vintng a1 s T T

Total Enrolments () Block/Year

Reason for Lessons  Water Safety Exit Reason

B Last Swim
F, Fistswim Exit Date =]

Age First Swim Age Last Swim

Removing a Student Photograph

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

2. When the correct student screen is displayed click once in the Photo field.
3. Click once inside the large photo field.
. Press the Delete key on your keyboard.
Sending a SMS Message

SMS messages can be sent to individual recipients or all recipients in the found set. These
instructions outline the process for sending an SMS message to the current students’ family.
SMS messages can only be sent if you have configured your system defaults to send SMS
messages and you have created an account with SMSGilobal.

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

2. When the correct student record is displayed simply click the Contact People
tab card to display the family contact details.

3. Click once on the SMS button displayed to the right of the Mobile telephone
number.

Contact People ‘ 3 Other Family Members | Additienal Information

Primary Contact
Name  Martha Taylor K
Relationship  Mother [~
(* Email computerize@xtra.co.nz
Default Telephone 0272222082

Mobile 0272222082 e

Other Contact
Name

Mobile

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

User Documentation — Splash V7.0 Page 9



" Create SMS X
Edit Tools

/if Enter New SMS

Message

Thank you for your enquiry, we look forward to meeting
Ben tomarrow at 2pm

Message Length : 74 Chars

5. Enter the message you wish to send.

6. Click the Done button to send your message and return to the student detail
screen.

Creating a Record of Achievement

1. Use the Finding a Student function to locate the required student record.

2. When the correct student is displayed on your screen; select the Scripts
menu... choose Send Record of Achievement.

%) Splas

- o x
File Edit View Inset Format Records Seripts Tools Window Help
"4 students Today's Date: 15/1/2018 .
Splash
Filter By Student Name: Remove Filter mE O+ WX g8 ———
S DlAdive Status Active | | ContactPeople | 3 Other Famiy Members | _Addiional nformation
Display First Name v Studetn 13
Jacob (Jake) Smith 556m |~ Name | Jacob Smith Q Q  Lucas Smith 57m  Penguin 2
Jason Smith 6_4m
- Preferred  Jake Q  Sam Smith 6_3m
Jennifer Smith 2.9m Q@ Nicholas Smith 6.3m  Turles
n 7 Date of Bifth  22/7/2012  Age 5_5m
Lucas Smith 5.7m e wisic
Nicholas Smith 6.3m
Phillip Smith 6_1m Medical v Allow Photo Yes |~ &)
Sam Smith 6_3m
william Srith 7_11m Comments
Bookings. Makeup Waiting List Achievements Carrespondence Comments/Custom
PENGUIN 1 Blowing Bubbles Eyes Under -
PENGUIN 2 Freestlye kickwith board
PENGUIN 3 Atorpedo
PENGUIN 4 dcircle arms
PENGUIN 5 BackKick

3. The report will be previewed on your screen. When you have finished viewing
the report click the Continue button on the status panel (or press ENTER).

Y Record of Achievement
! 5
ES— a o ¢
Pages Save as Excel Save as PDF Print  Print Setup
Layout: | AC_PRT Achievements ... » |  View As: Exit Preview Script pausad

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

Message

Do you want to PRINT or EMAIL the Record of Achievement?

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

YOUR SWIM SCHOOL NAME HERE

| . Wellingten
Telephane:
| T
Record of Achievement for Jake Smith \'( V
Level 3 - Penguin e

1  Elowing Bubbles Eyes Under

D Fraestlye kisk with board

3 Atorpede

4 4circle arms

5 BackKick

Moving a Student from One Family to Another

Use these instructions when you have created a student record, however the student has
accidentally been linked to the incorrect family file. Alternatively you may need to consolidate
two family records where multiple children from the same family have been created under
different family records.

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

2. When the correct student screen click once on the Contact People tab card.

3. Hold down the Shift key while you click the magnifier to the right of the
primary contact name.

27 Splash — [m) pe

File Edit View Inset Format Students Seripts Print Tools

E Students Today's Dpte: 15/1/2018

Splash
Filter By Student Name: Remove Filter wE O+ N X g8 T ¥
g OlAdive Staws Adive |~ |[ Contactreople | 3 Other Famiy Wembers | Addtonslnformation
13
Display First Name st Pramary Contact
»
Jacob (Jake) Smith 585m |~ Nl dacod S Q BETTAT ST > Q
Jason Smith 6_4m I Relationship Mother |~
Jennifer Smith 2_9m
2 Fo ers o] 2otz [WAGel| 5.5m Email  barbara@computerize.co.nz;
Lucas Smith 57m candét | wate -~ Default Telephone 0272222082
Nicholas Smith 6_3m Mobile 0272222082 [ 5]
Phillip Smith 6_1m u v =
iy o g Medical Allow Photo Yes (0] O Gty

4. The Select a Family dialog box will be displayed on your screen

-0
< b Selecta Family

Enter all or part of the family name to display fewer records. o :
Selectthe family name from the list below... “ Filter:  3mith

Smith Inknown Udiddddllos

Smith Barbara 0272222082 6A Erlestoke Crescent, Churton Park, Jacob, Sam, Micholas, Lucas
Smith Daniel 0272222082 89 Roberta Road, Tawa 4008 Jason, Phillip, Jennifer, john
Smith Bridget 0272222082 1243 Any Street, Wellington
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5. The student surname will automatically be copied the filter field and all
existing families with a matching surname will be displayed.

6. Simply click family you wish to move the child to.
Deleting a Student Record

As arule a record should only be deleted if it was made in error. To ensure data integrity a
student record can only be deleted if there are no bookings. Student records can be deleted
from either the Student entry screen or the list view.

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

Oswdents &6 = A splash
| . . . Jﬁ*ﬁ Students
3. The Student data entry screen will be displayed, enter the name splash
of the student you wish to remove in the filter field at the top of T ——
the portal list on the left of your screen. . -
4. Using the portal on the left of the screen, click once on student s e s
you wish to delete.
5. The portal row will be highlighted to indicate the active record.
The details of the selected student will be displayed on the right s
of your screen. e -
6. Click once on the Delete Student button.
Y Splash - [m] X

File Edit View Insert Format Students Scripts Print Tools

="""‘ " Students Today's Date: 15/1/2018
Splash

Filter By Student Name: Remove Filter | = + @“ ¥

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

8. A dialog will be displayed asking you to confirm the student record should be
deleted.

Delete Student

Are you sure you want to remove john Smith from the student
list?

| 0K || Cancel |

9. Click OK to delete the record or Cancel to return to the student screen
without making a change.

Message

Sorry... you cannot delete a student with bookings.

NB: You cannot delete a student with bookings attached.
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Generating Student Documents

The Correspondence tab card within the student file displays a list of all correspondence
created for the selected student (with the exception of broadcast email or SMS messages).

1. Use the Finding a Student function to locate the student record you wish to
create a document for.

2. Click once on the Correspondence tab card displayed on the lower right of
the screen.

2 Splash - o X
Flle Edit View Inset Fommat Students Scripts Print Tools

Students Today's Date: 15/1/2018

&
Splash
Filter By Student Name: Remove Filter I I " Y T
smith [ Active Status  Active ~ | Contact People 3 Other Famiy Membors | _ Additonal information
StudentiD 13
Display FirstName HED Primary Contact
Jacab (Jake) Smith 5_5m Name | Jacob Smith @ Name  Barbara Smith <
Jason Smith 6_4m o Relationship  Nother E
Jennifer Smith 2.am
- Date of Birth | 227712012 Age [ 5 5m Email barbara@computerize co.nz;
Lucas Smitn 5_m cender| nats Default Telephone 0272222082
Nicholas Smith 6_am Mobile 0272222082 {5
Phillip Smith 6_1m ~
P = Medical Allow Photo Yes (0] Ote oot
Sam smith 6_3m
Name
william Smith 7_11m Comments
Mabile
e I e I watng Lt I TR s T e
Create Correspondence  ff
Q 1U0MIE  Letter Jacob Smith Happy Birthday S
Q110118 Booking Barbara Smith Swim School Multiple Baoking Confirmation

3. Click once on the Add Correspondence button to display the Create
Document dialog box.

Create Correspondence l{%

4. Choose the type of document you want to create and click the Done button.

" Create Document

/ Create New Document
s

Please select the type of document you would like to create

| Email [~]

5. The Create New Document dialog box will be displayed on your screen.
Select the document you wish to use or click Use Blank Document and click
Done.

" Create Document

/ Create New Document
{ s

Please select the template you would like to use

Happy Birthday [~
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6. The selected document will be displayed on your screen.

Adding an Attachment to an Email

9 Splash - [m] X
File Edit View Inset Documents Format Scripts Print Tools
* Documents Today's Date: 15/1/2018 é
Splash -
T [FE 7 m %X e & = Ty
Jacob Smith Document - Email Document Type  Email -
15MMe  test Subject  Happy Birthday Date 15 Jan 2018
15M/8  anothertest Family Details
Happy Birthday Jacob!t! g

i1 (mad Py p—

15MM8  fourth Alittle bird tells us you are turning 6 B

15HME  fifth Precent this letter after your next leson to receive your free Ice Block. Wt 007

15118 blah blah blah

Best Wishes from everyone at Your Swim School Name Here Email
15/MM8  Happy Birthday -
barbara@computerize.co.nz

11118 8wim School Multiple Booking

11118  Happy Birthday

27TN0M7  We are updating our Details

18110117  We are updating our Details

181017  test

Attachment
) Splash - a X
File Vi Insert  Documents Format Scripts Print  Tools
aﬂiv  Documents Today's Date: 15/1/2018 é
Splash -
- — = v

Displaying Documents For T2 7 m X é ¥ = (I

When an email is created you have the option of including an attachment with your message.

Although the attachment icon is displayed as a pdf symbol any document type can be

attached.

Page 14
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2 Splash

File Edit View Inset Documents Format Scripts Print Tools

"' Documents

- o
Today's Date: 15/1/2018 &
= TS
Document Type  Email X
Date 15 Jan 2018

Family Details
Jacob Smith Q
64 Eriestoke Crascent

Ciurton Park

Email
barbara@computerize.co.nz

Splash
Displaying Documents For 8= & m X &
Jacob Smith Document - Email
151118 test Subject  Happy Birthday
151118 anather test Happy Birthday Jacobit =
151118 third
151118 Tourth Alittle bird tells us you are turning 6.
151M8  fith Presentthis letter after your next lesson 1o receive your free Ice Block
15MM8 blah blah blah
Best Wishes from everyone at Your Swim School Name Here

15(11M8  Happy Birthday
11118 Swim School Multiple Booking
114118 Happy Birthday
2711017 We are updating our Details
18/1017  We are updating our Details
181017 test

Attachment

Wellington 4001

Ae

NB: The Attachment field and buttons are only displayed on screen for email documents.

1. Ensure the correct email document is displayed on your screen.

2. Click once on the Insert PDF button.

3. The Insert File dialog will be displayed on your screen. Locate the file you

wish to attach and click the Insert button.

27 Insert File X
Lookin: | = USE DISK @) -] @ Er
z "
* S
Quick access HAP L
B‘ET'H%' = =
i Gi g
Desktop Feb Happy Intro Jacob.pdf  Jacob Smith.docx
i sessions.fmp12
m
Libraries b
This PC . I m
- | -
@ Jacob Smithjpg Jacob_Mar2017.pdf Medical Nick and Jake
Infofmp12 Lessen017.jpg
Network
v
Fie name: [Happy Bithdayjog v [Copen
Files of type: Al Files () v Cancel
Store anly a reference to the file

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

record.
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2 splash

File Edit View Insert Documents Format Scripts Print Tools

'l‘-"" i Documents Today's Date: 15/1/2018 é
Splash

Displaying Documents For | = Wm X &b

Jacob Smith Document - Email Document Type  Email
151118 test Subject  Happy Birthday

151118 another test

1518 third

15MM8  fourth Alittle bird tells us you are turning 6

Date 15 Jan 2018
Happy Birthday Jacobl! =
15116 fith

1516 blah blah biah .
Best Wishes from everyone at Your Swim School Name Here Email
15118 Happy Birthday

Present this letter after your next lesson to receive your free Ice Block.

11118 Swim School Multiple Booking parbarE@eemputenze ca.nz
11118 Happy Birthday

27A0I7  We are updating our Details

1810117 We are updating our Details

181017 test

Happy E =

filewin'/G./Happy Birthday pg

5. Click the Email button.

n

File Edit View Insert Documents Format Scripts Print Tools

S48 Documents Today's Date: 15/1/2018 &
Splash

Displaying Documents For I = T X &6 O =

NB: If you want to print the attachment double click the document icon to open it
then choose print from the application it is displayed in.

Changing the Status of a Student

Student records are all created with a status of Active. Over time however some students may
leave the swim school either permanently or temporarily. Locating students based on term
dates can be a little slower than using the active or inactive status field. After rollover and
periodically during the term it is a good idea to update the student records to identify whether

they are active or inactive. The following two commands reset the student status quickly for
you.

Changing a Group of Students to Active

This command identifies all students with a booking within a specified timeframe and sets the

status to active. To use this command you simply need to know the start and end date of the
current term.

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

;
Ostudents &%
b l

3. Select Set Students with Bookings to Active from the Scripts menu.

4. The Locate Current Students dialog will be displayed on your screen. Simply
enter the start date and end date of the term and click the OK button.

5. Splash will locate all of the students with a booking within the specified dates
and set their status to “Active”.
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Locate Current Students

Please specify the date range for active students. This search
may take a few minutes.

Term 5tart Date
1/1/2018

Term End Date
31/1/2018 |

| Cancel || oK |

6. A dialog will then be displayed asking if you wish to set all the remaining
students to “Inactive”. Click OK if you wish to update the remaining records
or Cancel to continue without amending the records.

Message

Do you want to make the remaining students INACTIVE?

| Cancel || 0K

Changing a Group of Students to Inactive

The reverse of the command above; this command identifies all students with a booking
within a specified timeframe and sets the remaining students to a status to active. To use this
command you simply need to know the start and end date of the current term.

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

2. Select the Student icon

.
©Students )
b

3. Select Set Students without Bookings to Active from the Scripts menu.

4. The Locate Current Students dialog will be displayed on your screen. Simply
enter the start date and end date of the term and click the OK button.

5. Splash will hide all of the students with a booking within the specified dates
and set the remaining records to status “Active”.

Locate Current Students

Please specify the date range for active students, all other
students will be made inactive. This search may take a few
minutes.

Term 5tart Date
1/1/2018

Term End Date
31/1/2018

| Cancel || oK |

6. A dialog will then be displayed asking if you wish to set all the remaining
students to “Active”. Click OK if you wish to update the remaining records or
Cancel to continue without amending the records.

Message

Do you want to make the remaining records ACTIVE?

Cancel | | OK
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Sending a Broadcast SMS Message

A broadcast SMS is a single message sent to multiple recipients. A SMS message sent in
this way will not be recorded on the student or family file.

Group SMS messages are sent to all recipients in the found set who have a valid mobile
telephone number stored on file.

You can only send SMS messages if you have configured your system defaults to send SMS
messages and you have created an account with SMSGilobal.

1. Use the Finding a Student function to locate the group of records you wish
to send a message to. Locate only students with a mobile telephone number
by placing an asterisk (*) in the mobile field along with any other find criteria.

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

2 Splash - o x

File Edit View Insert Format Students Scripts Print  Tools
34 students Today's Date: 15/1/2018 P
Splash -~

SoriBy| ContactName |~ i + ™ X g6 >

D LastName FirstName Age Address Contact Discount Telephone Last Swim (Date / Class

Q 13 Smith Jacob 5_5m BA Erlestoke Crescent, Churton Park, Wellington 4001 Barbara Smith 10% Percent 0272222082 311118 Penguin

q 17 Smith Nicholas 6_3m 6A Erlestoke Crescent, Churton Park, Wellington 4001 Barbara Smith 1% Percent 0272222082 251118 Turties

X 19 Smith Jason 6_4m 89 Roberta Road, Tawa 4008 Daniel Smith 10% Percent 0272222082 8MI18 Turtles

Q 23 Anderson Jamie 3_6m 876 Somewhere Rd, Tawa, Wellington 4010 David Anderson 10% Percent 0272222082 29/118 Jellyfish

27 zZimmerman Zac 10_0m 786 another road, Porirua, Wellington 4008 Andy zZimmerman 10% Percent 0272222082 291118 Seals v

Q k] Anderson Sally 3_0m 876 Somewhere Rd, Tawa, Wellington 4010 David Anderson 10% Percent 0272222082 25(118 Shrimps v

Q 3 Thomson Caroline 2_9m 25 Churten Drive, Churton Park, Wellington 4001 Anthony Thomson 10% Percent 0272222082 251118 Shrimps

Q 35 King David 3_11m 46 Brooklyn Rd, Brooklyn, Wellington 4008 Nathan King 10% Percent 0272222082 26i118 Penguin v

3. Select the Scripts menu... choose Send SMS...choose Send SMS to
Family [Found Set].

4. A dialog will be displayed on your screen warning that you are about to send
multiple SMS messages. Click OK to continue or Cancel or exit the script.

Send 5MS Messages

You are about to send SMS messages to all Families in the
found set, Families with no mobile phone number or no
approval to send will be removed from the list. Do you wish
to continue?

| 0K || Cancel |

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

2 Creste SMS X
Edit Tools

| A Enter New SMS

Message

Happy Mew Yearl We are now accepting enralments for
February 2018. Simply call us on (oo)eocoes to reserve
your spot.

Message Length : 123 Chars

& cancel | Done \)|

6. Enter the message you wish to send.

7. Click the Done button to send your message and return to the student entry
screen.

NB: Each SMS message is sent via your default email application.
Sending a Broadcast Email

A broadcast email is a single email sent to multiple recipients. An email sent in this way will
not be recorded on the family file.

Group email messages are sent to all recipients in the found set that have a valid email
address stored on file.
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1. Use the Finding a Student function to locate the group of records you wish
to send a message to. Locate only students with an email address by placing
an asterisk (*) in the email field along with any other find criteria.

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

3. Select Send Broadcast Email from the Scripts Menu.

Broadcast Email

You are about to send a broadcast email to all students in the
FOUMND SET the details of the email will not be recorded on
the client file. Families with no email address or no approval
will be removed from the list. Do you wish to continua?

| OK || Cancel |

4. A dialog will be displayed on your screen warning that you are about to send
multiple email messages. Click OK to continue or Cancel to exit the script.

5. The Enter Broadcast Email dialog will be displayed on your screen.

Edit Tools

Subject

Body

Aftachment

P

Email Details

¥ Creste Broadcast Email

A Enter New Email

Swim School Mewsletter

Please find attached our latest swim school newsletter

#® cancel
Newslett

Done &

X

6. Enter the message you wish to send and attach a document if required.
7. Click the Done button.

NB: To ensure the privacy of all clients each email address will be placed in the
BCC box. You can view the messages that have been sent by looking in the
Sent ltems folder of your default email application.
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Generating a Student Mail Merge

The mail merge function in Splash operates using a marked record system. All marked
records will be included in the mail merge. Marked students appear in the Student listing with

a tick in the box on the far right of the screen.

& ]

File Edit View Inset Format Students Scripts Print Tools
644 students Today's Date: 15/1/2018 é
Splash

SonBy Contacthame |~ [ += W X g6 >

D LastName FirstName Age Address Contact Discount Telephone LastSwim (Date / Class)

¥ 13 Smith Jacob 5_5m BA Erlestoke Crescent, Churton Park, Wellington 4001 Barbara Smith 10% Percent 0272222082 31118 Penguin

Q 17 Smith Nicholas 6_3m BA Erlestoke Crescent, Churton Park, Wellington 4001 Barbara Smith 1% Percent 0272222082 25118 Turtles

Q19 Smith Jason 6_4m 89 Roberta Road, Tawa 4008 Daniel Smith 10% Percent 0272222082 8118 Turtles

x 23 Anderson Jamie 3_6m 876 Somewhere Rd, Tawa, Wellington 4010 David Anderson 10% Percent 0272222082 29118 Jeliyfish

q 27 zimmerman Zac 10_0m 786 another road, Porirua, Wellington 4008 Andy Zimmerman 10% Percent ; v

QU Anderson Sally 3_0m 876 Somewhere Rd, Tawa, Wellington 4010 David Anderson 10% Percent 0272222082 25118 Shrimps v

Q 33 Thomson Caroline 2_9m 25 Churton Drive, Churton Park, Wellington 4001 Anthony Thomson 10% Percent 0272222082 25118 Shrimps

R 35 King David 3_11m 46 Brooklyn Rd, Brooklyn, Wellington 4008 Nathan King 10% Percent 0272222082 26118 Penguin v

¥ 30 ‘White Jane 7_1m 76 Moorefield Road, Johnsonville, Wellington 4001 Julie White 10% Percent 0272222082 30MA8 Starfish rd

q sy Smith Phillip 6_1m 89 Roberta Road, Tawa 4002 Daniel Smith 10% Percent 0272222082 2011e Penguin v

Q 43 Fairbrother Jonathan 3_3m 56 Watt St, Tatahi Bay, Wellington 4012 Mark Fairbrother 10% Percent 0272222082 301118 Jellyfish

Creating a mail merge is a two-step process; the first step involves identifying the students

you wish to receive the merge document, the second step involves creating the document you

wish to send.

Displaying found set (62 out of 93). Find Marked Unmark Found Set MarkFound Set ' \

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

Students

3. The Student List View screen will be displayed.

Click once on the Find Marked button displayed at the bottom right of the
screen. This command will display a list of all students that are currently
marked.

5. Click once on the Unmarked Found Set button. This will clear all settings for

previously marked records.

Page 20

6. Use the Finding a Student function to locate the group of records you wish
to send a message to.

7. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 4)

8. Click once on the Mark Found Set button to select the records for the mail
merge. A cross should appear for each student in the Mark column on the
right of the screen.

9. Repeat steps 4 to 6 above until all required students have been marked.
10.Select Perform Mail Merge from the Scripts menu.

11.A dialog will be displayed advising the number of records which have been

selected for the mail merge. Click OK if this number is correct, or click Cancel

to exit the script and begin again at step 1.

Continue to Merge

62 records have been located. Do you want to continue with
the merge?

| 0K || Cancel |

12.The Create Merge Document dialog will be displayed asking you to define
the type of document you wish to create. Select the required type of
document from the drop-down menu provided.
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Y Create Merge Document X
Edit Tools

/ Select Merge Document
&L g

Please select the type of document you would like to create

| Email [~]

Tome L

13.Click the Continue button.

14.The Create Merge Document dialog box will be displayed on your screen.
Select the template you wish to use or click Use Blank Document

15.Click the Continue button.

Y Create Merge Document X
Edit Tools

/ Select Merge Document
&L g

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

| Happy Birthday [-]

16.The selected template will be displayed on your screen. Edit the content of
the template as required.

™} Create Merge Document *
Edit Tools

A

#

Create Merge Document

Subject | Happy Birthday|

Body =~ Happy Birthday <<ST:First Name>>l! -
Alittle bird tells us you are turning ==S5T::Age at Mext Bithday==.
Present this letter after your next lesson to receive your free Ice Block.

BestWishes from everyone at ==SC::School Mame==

Attachment

A

17.Click the Done button to complete the merge or Cancel to exit the script with
making a change.

NB: If Done was selected at step 17 a personalised document will be created for
each family, it will automatically be printed or emailed. A copy of each document
will be placed on the each family record.
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Importing Student Data

When you import data, you're bringing data from another file into Splash. When you import

data into an existing FileMaker Pro file, you can:

« add new records from the source file

« update records with information from the source file

« update matching records with information from the source file

Importing Records from Excel

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

2. Select the Students List icon
% Students
3. The Student List View screen will be displayed.
4. Select Import Student Data from the Scripts menu.
5. The Open File dialog will be displayed on your screen.
6. Locate the file containing the data you wish to import and click the Open
button.
2 Open File hd
Look in: | = USB DISK (G) v @ % @
74
Deskiop Session Dataxlsc  Student Datalsx
L
This PC
4
petwork P Student Data xlse ~]  [open
Files of type: Excel Workbooks (" xsx) ~ Cancel

7. The Import Field Mapping dialog will be displayed on

your screen.

Import Field Mapping

Source: Student Data.xdsx

? X

Target: Current Table ("5T_Students’) -

Student ID
First Name
Last Name
Full Name
ST_FA_Families on |D:Family Name

Guardian Name

Address 1
Address 2
e Recard 1 of 63
Import Action

(@) Add new records
() Update existing records in found set

() Update matching records in found set

Add remaining data as new records

Source Fields

=
=
=

=

D Don't import first record (contains field names)

Target Fields

¢ StudentID

# First Name

# Last Mame

+ Full Name

+ Gender

¢ Family ID

¢ glist View Text
+ address temo

Arrange by: | custom import order v

Field Mapping

= Import this field

Don't import this field

Match recards based on this field
Target cannot receive data

Manage Database..,

®omo|

8.

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

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

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

Page 22
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To update data in the target file with the data from matching records in the
source — select Update matching records in the found set.

9. If the first record of the data you’re importing contains field names (column

headings) instead of data, select Don’t import first record (contains field
names).

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

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

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

in the list. When the pointer changes to a double arrow =3 drag the field to a
new location.

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

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

Exporting Records to Excel

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

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

3. Select Export Student Data from the Scripts menu.
4. The Export Records to File dialog will be displayed on your screen.

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

file.
%1 Exfort Records to File X
Savein: | USE DISK(G) < o
N ftenns match your search.
QuicH access
Defktop
Libraries
This PC
Network
il name: Student Data v [sae
Save as typs: Tab-Separated Values (" tab) ~ Cancel
 [Tab-Separated Values (1ab)
After saving: | comma-Separated Values (" csv)
DBF Files (-dof)
Merge Files *mer)

HTWIL Table Files (*htm)
Fileaker Pro Files (~fmp12)
XML Files (*xl

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 *

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.

10.To move a field to the Field Export Order simply double-click the field name
on the left of the screen.
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Specify Field Order for Export

fields before moving the other fields,

Current Layout ["ST_List") w

Age Display
Concat Address
Discount Rate
Discount Type
First Mame
gList View Text
gSort By

Last Class Enrolment
Last Name

Last Swim Date
Mark
Student ID

Talanhnna

Move

Move All
Clear All

Options
COutput file character set:

Unicode [UTF-16)
|:| Apply current layout's data formatting to exported data |

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

Group by

(Unsorted)

Field export order

Student ID
First Name

Last Name

Guardian Name

*
+
*
# Full Name
*
*
+

Address 1

ST_FA_Families on ID:Famil...

Export

Cancel |

Specify Field Order for Export

fields before moving the other fields.

Current Layout ("ST_List’} w

Current Layout ["5T_List")
Current Table ["ST_Students™)

Related Tables
ST_AC_Achieved
S5T_BO_Bookings
ST_CL_Classes Highest Level
ST_CU_Custom Fields
ST_DO_Documents

ST_FA_Families on ID
ST_FA_Families on Telephone

ST_DT_Document Templates on Subject

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

Group by

*

(Unsorted)

Field export order

Student ID

First Name

+

*

# Last Name
% Full Name
+

ST_FA_Families on ID:Famil...

11.To include a related field choose the name of the related table from the list in
the upper left of the dialog, then double-click the required field.

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

the Export button.

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

== ¥ |5 Student Dataxdsx - Microsoft Excel non-commercial use <
Home Insert Page Layout Formulas Data Review  View c@o@ =
= ) = = .
F b . Swnpran | o D B [em e T T R DAY
=—! B3 copy~ =2 L J - @] Fin- &
Paste B I U- Ed Merge & Centerv | § ~ 9% 9 | %2 ;9 Conditional Format | Good Neutral || Insert Delete Format Sort& Find &
~ < Format Painter | L= © = B e Tania ST TR T Qe Fitere select e
Clipboard u Font u Alignment Number 5 Styles celis Editing
Al - | studentiD v
5 5 : 5 : : 5 ; . =
1 Student ID First Name Last Name Full Name FA_Families on ID::Family Ne  Guardian Name: Address 1 Address 2 Address 3 A
2 13 Jacob smith Jacob (Jake) smith smith Barbara smith 6A Erlestoke Crescent Churton Park wellingtor
= 17 Nicholas smith nicholas smith smith Barbara smith 6A Erlestoke Crescent churton Park Wellingtor
a 19 Jason smith Jason smith smith Daniel smith 89 Roberta Road Towa
5 23 Jamie Anderson Jamie Anderson Anderson David Anderson 876 Somewhere Rd Towa
6 27 7ac zimmerman Zac zimmerman zimmerman Andy zimmerman 786 another road Porirua
7 31 sally Anderson sally Anderson Anderson David Anderson 876 Somewhere Rd Tawa
8 33 Caraline Thomson Caraline Thamson Themson Anthony Thomsan 25 Churtan Drive Churton Park
9 35 David King David King King Nathan King 46 Brooklyn Rd Brooklyn Wellingtor
10 39 Jane white Jane White White JulizWhite 76 Moorefield Road Johnsonville Wellingtor
1 41 phillip smith Phillip Smith smith Daniel Smith 89 Roberta Road Tawa
12 43 Jonathan Fairbrother Jonathan Fairbrother  Fairbrother Mark Fairbrother 56 watt st Tatahi Bay Wellingtor
13 45 stephanie Hughson Stephanie Hughson Hughson Ngaire Hughson 98 Barrett 5t ngaio Wellingtor
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Printing Student Reports

You must be in the Student module of Splash to generate the following reports: All reports
are displayed in the Print menu.

Printing a List of Students

This report provides a listing of student ID, address and contact details, it should be printed
and kept as a reference guide and backup of your system.

This report provides a listing of family ID, address and contact details, it should be printed and
kept as a reference guide for making bookings.

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

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

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

A Splash - 0 x
File Edit View Insert Format Students Scripts Print Tools
w Students Summary of *| Bithdays by Date Today's Date: 15/1/2018 y
Splash ChartShowing ~ *|  Birthdays by Swim Day
SoBy _ContactName |~ 7§ CustomReport % 66 .

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

—lu x
(=] 2]

aveasExcel SaveasPDF | Print  PrintSetup

Exit Previen Scipt poused [ Continde. |

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

Print Report

Would you like to print the list of students?

| cance || poF | [ Pt |

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

List of Students Total
Last Last Number
Swim Class of Bookings
Amanda Brown 245 Mowhere 5t Brooklyn, Wellington 4008 0272222082 281118 Penguin 1
Anthony Apollc 78 Youngs Road, Tauranga 7802 02raza2082 28/118 Turtles a
Barry Robinson 48 Hillerest Road, Jehnsonville, Wellington 4007 0272232082 3Mne Penguin 1
Benjamin Nightingale 15 Albert St, Redwood, Wellington 4010 0272222082 3NMe Penguin 1
Benjamin Williams 171 Chapel 5t, Khandallah. Wellington 4005 02raza2082 28/118 Turtles a
Billy Jones 123 Any 5t. Wellington 0272222082 20/118 Turtles 12
Bobby Thomson 25 Churton Drive, Churton Park, Wellington 4001 0272222082 281118 Starfish 1
brenda thomas 123 any st Q272222082 28118 Penguin 1
Bridgette Robinson 48 Hillerest Road, Johnsonville, Wellington 4007 0272222082 28/118 Seals 1
Bruce Taylor T8 Main S5t. Tawa. Wellington 4010 0272222082 25118 Shrimps a
Caroline Thomsen 25 Churtan Drive, Churton Park, Wellington 4001 Q272222082 25/118 Shrimps a
Corey Morrison 8 \ictoria S5t. Redwood, Wellington 4010 0272222082 20/118 Jellyfish 1
Craig King 48 Brooklyn Rd, Brookhlyn, Wellington 4008 0272222082 25118 Seals a
Dravid King 48 Brooklyn Rd, Brooklyn, Wellington 4008 Q272222082 28118 Penguin a

Printing a Birthday List by Date

This report displays a list of student birthdays. The report will be sorted by the date of each
child’s birthday.
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1. Click once on the Splash icon on the top left corner of your screen.

2. Select the Students List icon
C Students
3. The Student List View screen will be displayed.
4. Select List of ... from the Print menu and select Birthdays by Date from the
pop-out menu displayed.
27 Splash o X
" Students o » Today's Date: 16/1/2018 .
Splash Chart Showing | Birthdays by Swim Day

SMB)| ContactName | ll__ Cusiom Report X é% <)

5. The Locate Birthdays dialog will be displayed on your screen. Enter the
Month Name, Date(days) of the month, and age criteria for who should be
included in the report..

Locate Birthdays

Please enter the date range you wish to locate.

Month Name
May

Date of Month fuse ... to specify a range]
1..31

Age [enter < to specify a range)
<15 |

| Cancel || oK |

6. Click OK to locate the swimmers with birthdays and preview the report.

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

|
—lu X
a &

Print  Print Setup

Layout:[ST_PRT Brtnday st ~| View As: Exit Previen Saript paused [ Continde |

&

Save as Excel Save as PDF

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

Print Report

Would you like to print the list of student birthdays?

| cancet || poF | [ Pt |

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

printing.
List of Student Birthdays
May
1 st Anthony Beauchamp is turning 8 Maon @ 5:15 PM Seals
1 st Billy Janes is turning  © Mon @ 4:00 PM Turtles
1st Faul Fairbrother isturning @ Thu & 3:45 PM Seals
T th Rabert Harper /% turning @ Thu & 10:00 AM Turtles
22 nd Melanie MaArthur s turning 3 Wesd @ 3:30 PM Penguin
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Printing a Birthday List by Swim Day

This report displays a list of student birthdays. The students in the report are grouped by the
day each child swims.

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

Students

3. The Student List View screen will be displayed.

4. Select List of ... from the Print menu and select Birthdays by Swim Day
from the pop-out menu displayed.

2 Splash - o X

File Edit View Insert Format Students Scripts | Print | Tools

g List. 0 Stuclents
w " Students Summary of ¥|  Birthdays by Date Today's Date: 16/1/2018 é
splash vy ST

SonBy ContactMame > [ Custom Report X &6 5y

5. The Locate Birthdays dialog will be displayed on your screen. Enter the
Month Name, Date (days) of the month, and age criteria for who should be
included in the report..

Locate Birthdays

Please enter the date range you wish to locate.

Month Mame
May

Date of Month [use ... to specify a range]
1.3

Age (enter < to specify a range)
<15 |

| Cancel || OK |

6. Click OK to locate the swimmers with birthdays and preview the report.
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7. The report will be previewed on your screen. The status panel (at the top of
the screen) lets you view other pages. When you have finished viewing the
report click the Continue button on the status panel (or press ENTER).

|
—lu X
& =] &)

Saveas Excel SaveasPDF | Print  Print Setup

Layout: [ST_PRT Birthday Listby.... |  View As: Exit Previen Script paused [ Continde |

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

Print Report

Would you like to print the list of student birthdays?

| cancet || poF | [ Pt |

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

List of Student Birthdays

May

Swims on Monday
1 st Billy Jones i turning @ 4:00 PM Turtles with ER
1 st Anthony Beauchamp isturning 8 515 PM Seals with TBA

Swims on Wednesday
22 nd Malanie MeArhur I turning 3 3:30 PM Panguin with LW
Swims on Thursday
T th Raobert Harper isturning 8 10:00 AM Turtles with DS

1=t Paul Fairbrother isturning @ 345 PM Seals with TBA

Printing a Summary of Students Who Have Exited

This report displays a list of students whose last booking was within a specified timeframe.
This search compares the last booking date which is stored on the client file with the date
range you have specified.

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

Students

3. The Student List View screen will be displayed.

4. Select Summary of ... from the Print menu and select Students by Date
Exited from the pop-out menu displayed.

27 Splash — u] x

w Students

of Students Who Have Exited Today's Date: 16/1/2018 é
Splash Chart Showing Students by Age
Students by Gender
SortBy ContactName |~ W __CustomBerort | students by Medical Condition 1<

D LastName First Name Age  Address Contact Discount Telephone  Last Swim (Date/ Class)
Custom Report

5. The Specify Dates for Reporting dialog will be displayed on your screen.
Start Date and End Date criteria for who should be included in the report..
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Specify Dates for Reporting

Please specify the start and end date for the reporting period.

Start Date
11217

End Date
311217 |

| Cancel || QK |

6. Click OK to locate the swimmers exited in the specified timeframe and
preview the report.

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

o As: Etreven sarptpoused

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

Print Report

‘Would you like to print the Summary of Exits?

| concel || eoF | [ ok |

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

Summary of Students

Summary of Exits Mumber Mumber

of Students of Bookings

Friday 1 [

| Penguin 1 & ‘
Monday 1 1

| Seals 1 1 ‘
Total Reported 2 7

Printing a Summary of Students by Age

This report displays a list of students by current age. The report will include a summary of all
records in the found set.

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

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

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

2 Splash — [m) X
File Edit View Insert Format Students Scripts Print Tools
ey List of » | @

SWL " students Today's Date: 16/1/2018 2
Splash Chart Showing ~ * e
= Custorn Report udents by Gender
SortBy _ContactName W | Students by Medical Condition g

D LastName First Name Age  Address Contact Discount Telephone  LastSwim (Date / Class)
Custom Report

a3 Smith Iacah 5 5m A Friestoke Cres, Rarhara Smith 10% Percent 0272272087 318 Penaiin I
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4. The Produce Summary Report dialog will be displayed on your screen.
5. Default data will be set at each of the three steps.

Step 1 = Summary by Age

Step 2 = Group 1 set to Summarize by Age

Step 3 = Report Name set to Summary by Age

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

7. Click the OK button.

¥ Produce Summary Report O
Edit Tools

]@Specify Report Format

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

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

Group 2
Group 3

Show Detail

Step 3: Enter Report Title
ReportTitle  summary by Age

Step 4: produce Report

R Cancel

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

|
7ln X
& (= ]

SaveasBxcel SaveasPDF | Print  Print Setup

s
Loyout: STPRT summary betal_v] Vi s Etreven ———

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

Print Report

‘Would you like to print the selected report?

| cancet || eoF | [ pent |

10.Click OK to print the report or Cancel to return to your original screen without
printing.
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Summary of Students

Summary by Age Number Number
of Students of Bookings

2 Years 12 58

3 Years 14 49

4 Years 7 28

5 Years 12 102

6 Years B 4

7 Years 4 a2

B Years 5 40

9 Years 1 8

Total Reported 61 358

NB: To include a list of student names, click Show Detail at Step 2.

Step 2: Choose/Update Report Summary Groups
Group 1 Summarize by Age | i

Group 2 |
Group 3 |v

Show Detail []

Summary of Students
Summary by Age Number Number
of Students of Bookings
2 Years 12 1
Benjamin Mightingale 15 Albert 5t. Redwood, Wellington 4010 0272222082 1
brenda thamas 123 any st Q272222082 1
Caroline Thomsan 25 Churtan Drive, Churtan Park, Wellington 4001 Q272222082 -1
jarmes gill 1
Jennifer Smith 88 Roberta Road. Tawa 4008 0272222082 B
Jessica Sinclair 3 Main 5t Tawa, Wellington 4010 Q272222082 &
Jeanne Janes 123 Ary St Wellingten Q272222082 12
Melanie MaArthur 34 River Road, Kelson, Wellingtan 4008 04 586 T804 1
Mathan Salaman 27 Watkins Rd, Churtan Park, Wellington 4001 Q272222082 1
Peter Apolle 78 Youngs Road, Tauranga 7202 Q272222082 8
sanm jones 123 Any St Wellingten Q272222082 1
stuart pearson 458 Ary St Wellimgten 4000 Q272222082 &
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Printing a Summary of Students by Gender

This report displays a list of students by gender. The report will include a summary of all
records in the found set.

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

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

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

2 splash = o <

file Edit View Inset Format Students Scripts Print  Tools
List of v | o~
w  Students Students Who Have Exited Today's Date: 17/1/2018 é
Splash ChartShowing ~ »|  Students by Age

SortBy _ContactNams |~ i cistomEepot Students by Medical Condition «¢C>

D LastName First Name Age Address Contact Discount Telephone  LastSwim (Date / Class)

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

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

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

7. Click the OK button.

¥ Produce Summary Report O
Edit Tools

ESpecify Report Format

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

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

Group 2
Group 3

Show Detail

Step 3: Enter Report Title
ReportTitle  summary by Gender

Step 4: produce Report

R Cancel

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

—ln %
& [=] al

Save asExcel SaveasPDF | Print  Print Setup

Layout: [ST_PRT Summary Detal _~|  View As: Exit Previen Saript paused

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

Would you like to print the selected report?

| cance || poF print |

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

printing.

Summary of Students
Summary by Gender

Number Number
of Students of Bookings

Female 15 a5
Male 3o 166
Total Reported 45 261
NB: To include a list of student names, click Show Detail at Step 2.
Step 2: Choose/Update Report Summary Groups
Group 1 Summarize by Gender |“
Croup 2 |
Group 3 | =
Show Detail
Summary of Students
Summary by Gender Number Number
of Students of Bookings
Female 15 1
Bridgette Rebinson 44 Hillcrest Road, Johnsanville, Wellingtan 4007 Q272222082 1
Careline Thamsan 25 Churton Drive, Churtan Park, Wellingtan 4001 Q272222082 |
Georngia Taylor 78 Main St, Tawa, Wellington 4010 Q272222082 20
Jamie Anderson 478 Somewhere Rd, Tawa, Wellingtan 4010 Q272222082 1
Jane White 78 Moorefield Road, Johnsanville, Wellington Q272222082 |
Jennifer Smith 80 Roberta Road, Tawa 4008 Q272222082 -]
Jessica Hargreaves 24 lane 51, Wallaceville, Upper Hutt 5014 Q272222082 1
Jessica Sinclair 3 Main 5t. Tawa, Wellington 4010 Q272222082 |
Jeanne Janes 123 Ary St Wellingten Q272222082 12
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Printing a Summary of Students by Medical Condition

This report displays a list of students by medical condition. The report will include a summary
of all records in the found set.

1. Use the Finding a Student function to locate the group of records you wish
to include in your report. Place an asterisk (*) in the medical condition field if
you are looking for everyone with a medical condition.

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

3. Select Summary of ... from the Print menu and select Students by Medical
Condition from the pop-out menu displayed.

2 Splash - o X
File Edit View Inset Formet Students Scripts Print Tools
ki, List of v =
j&h ~ Students Students Who Have Exited Today's Date: 17/1/2018 é
5plash ChartShowing  »|  Students by Age
Students by Gender
SortBy _Contacthame |~ i Ci=tomEepon Students by Medical Condition T

D LastName First Name Age Address Contact Discount Telephone  LastSwim (Date / Class)

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

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

6. Amend any of the above steps or include additional grouping options at Step

2.
7. Click the OK button.
¥ Produce Summary Report O
Edit Tools

Specify Report Format

Step 1 : Choose Existing Report Format
Report Mame  Summary by Medical Condition 1

Step 2: Choose/Update Report Summary Groups
Group 1 Summarize by Medical Condition

Group 2
Group 3

Show Detail

Step 3: Enter Report Title
ReportTitle  summary by Medical Condition

Step 4: produce Report ok &

R Cancel

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

—ln %
& [=] al

Save asExcel SaveasPDF | Print  Print Setup

Layout; [ST_PRT Summary Detall_~| View As: ExitPrevier Script paused [ Gontinue. |

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

Would you like to print the selected report?

| cance || poF | [ Pt |

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

printing.

Summary of Students

Summary by Medical Condition Mumber Number
of Students of Bookings

ADHD 1 1

Asthma [ 47

disorder 1 1

Glasses 1 8

Impaired Hearing 1 8

Wears Glasses 1 8

Total Reported 11 73

NB: To include a list of student names, click Show Detail at Step 2.

Step 2 ChooselUpdate Report Summary Groups
Group 1 Summarize by Medical Condition =

Group 2 -
Group 3 -

Show Detail

Summary of Students
Summary by Medical Condition Number Number
of Students of Bookings
ADHD 1 1
Jamie Anderson 478 Somewhere Rd, Tawa, Wellington 4010 Q272222082 1
Asthma 6 20
Georgia Taylor 78 Main 5t, Tawa, Wellington 4010 Q272222082 20
Jasan Smith 89 Roberta Road. Tawa 4008 0272222082 1
Jenathan Fairbrether 58 Watt St, Tatahi Bay, Wellington 4012 0272222082 1
Paul Fairbrether 58 Watt St, Tatahi Bay, Wellington 4012 Q272222082 5
Paula Schwass 123 Any 51, Wellington 8440 0272222082 a
williarn Smith 123 Any St Wellington 0272222082 ]
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Printing Student Charts
Printing a Chart Showing Students by Age

This report displays a graphical representation of students by age. The report will include a
summary of all records in the found set.

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

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

3. Select Chart Showing ... from the Print menu and select Students by Age
from the pop-out menu displayed.

7 Splash - o X
File Edit View Insert Format Students Secripts Print Tools
B List of » ‘
‘S - students S D Today's Date: 17/1/2018 é
Splash
Costom Report Students by Gender
SortBy _GontactName | W e Students by Medical Condition <>

D LastName First Name Age  Address Contact Discoun t Telephone  LastSwim (Date / Class]
Custom Chart

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

5. Default data will be set at each of the three steps.
Step 1 = Display Student Numbers
Step 2 = Group 1 set to Summarize by Age
Step 3 = Report Name set to Display Student Numbers

6. Amend the grouping options at step 2 or change the report title.
7. Click the OK button.

k| Produce Summary Report m}
Edit Tools

ESpecify Report Format

Step 1 : choose Existing Report Format

ReportMame  Display Student Numbers -4

Step 2 ChooselUpdate Report Summary Groups
Group 1 Summarize by Age

Step 3: enter Report Title
ReportTitle  pjsplay Student Numbers

Step 4: produce Report

R Cancel

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

|
—lu X
& =] B

Save asExcel SaveasPDF | Print  Print Setup

es
Loyouts ST_PRT Summary Detal 7] view A Extpraven Sapt paused RN

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

User Documentation — Splash V7.0 Page 37



Print Report

Would you like to print the selected report?

| cance || poF ||

pint |

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

printing.

Summary of Students

Display Student Numbers

Total Students
oo

In

L

v ]

10
5 I I
0
&
a & &

&
-@é ,@’?;’
[} o @
Summarize by Age

) 5
"5 X

i i
A )

1TA/2018 - 10:54.06 A
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Printing a Chart Showing Students by Gender

This report displays a graphical representation of students by gender. The report will include
a summary of all records in the found set.

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

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

3. Select Chart Showing ... from the Print menu and select Students by
Gender from the pop-out menu displayed.

2 splash = o %

File Edt View Inset Formst Students Scripts |Print | Tools
e List of » ~
el - students Summaryof __* Today's Date: 17/1/2018 é
Splash Students by Age

SotBy ContactName |~ J N i oo ——

D LastName First Name Age Address Contact Discount Telephone  Last Swim (Date / Class)

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

5. Default data will be set at each of the three steps.
Step 1 = Display Student Numbers
Step 2 = Group 1 set to Summarize by Gender
Step 3 = Report Name set to Display Student Numbers

6. Amend the grouping options at step 2 or change the report title.
7. Click the OK button.

¥ Produce Summary Report O
Edit Tools

ESpecify Report Format

Step 1 : Choose Existing Report Format
Report Mame  Display Student Numbers 1

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

Step 3: Enter Report Title
ReportTitle  Display Student Numbers

Step 4: produce Report

R Cancel

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

—ln %
& [=] al

Save asExcel SaveasPDF | Print  Print Setup

Layout; [ST_PRT Summary Detall_~| View As: ExitPrevier Saript paused

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

Would you like to print the selected report?

| conce || e || Pt |

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

printing.
Summary of Students
Display Student Numbers
35 35
30 30
25 25
£
@ 20 20
=
2
(5]
T 15 15
s
10 10
5 5
0 0
Summarize by Gender
17/1/2018 - 10:54:55 Al Page 1
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Printing a Chart Showing Students by Medical Condition

This report displays a graphical representation of students by gender. The report will include
a summary of all records in the found set.

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

2. The found set of records will be displayed in a list on your screen. (if the list is
incorrect repeat step 1). Please an asterisk (*) in the medical condition field if
you want to locate all students with a medical condition.

3. Select Chart Showing ... from the Print menu and select Students by
Gender from the pop-out menu displayed.

2 splash - o X
File Edit View Insert Format Students Scripts Print Tools
o List of > Y
‘Sads  students Sy b Today's Date: 17/1/2018 .
splash Students by Age

SortBy ContactName | §§  Custom Report

D LastName First Name Age Address Contact Discount Telephone  Last Swim (Date / Class)

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

5. Default data will be set at each of the three steps.
Step 1 = Display Student Numbers
Step 2 = Group 1 set to Summarize by Gender
Step 3 = Report Name set to Display Student Numbers

6. Amend the grouping options at step 2 or change the report title.
7. Click the OK button.

¥ Produce Summary Report O
Edit Tools

Specify Report Format

Step 1 : Choose Existing Report Format
Report Mame  Display Student Numbers 1

Step 2: Choose/Update Report Summary Groups
Group 1 Summarize by Medical Condition

Step 3: Enter Report Title
ReportTitle  Display Student Numbers

Step 4: produce Report ok &

R Cancel

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

Layout; [ST_PRT Summary Detall_~| View As: ExitPrevier Script paused [ Gontinue. |

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

Would you like to print the selected report?

| cance || poF ||

pint |

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

printing.
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Printing a Custom Report

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

Displaying the Custom Report Dialog

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

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

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

2 Splash - o P
File Edit View Insert Format Students Secripts Print Tools
gl List of
w " Students u Today's Date: 17/1/2018 P
'4
Splash
SortBy ContactName > 4 <>

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

¥ Produce Summary Report O
Edit Tools

ESpecify Report Format

Step 1 : Choose Existing Report Format
Report Name ‘Summary oy Gender and Age |V|

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

Group 2 Summarize by Age
Group 3

Show Detail

Step 3: enter Report Title
ReportTitle  summary by Gender and Age

Step 4: produce Report

3 Cancel

Defining a Custom Report

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

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

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

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

A
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Step 2: Choose/Update Report Summary Groups

Group 1 Summarize by Gender |"

Group 2  Summarize by Age | =

Group 3 |V

Show Detail

Custom Report Sample (No Detail)

The sample report below demonstrates the use of summary levels. Show Detail was left
blank when the report was created.

Summary of Students
Summary by Gender and Age Number Number
of Students of Bookings
Female 15 95
|2 vears 5 |
[ vears 5 19 |
|4 Years ! |
|5 vears 3 |
|7 Years ! s |
Male 30 166
[2 vears 5 19 |
|3 vears 7 a |
|4 Years 6 2|
[5 vears 2 19 |
|6 vears 5 S

Custom Report Sample (Show Detail)

Information in the report below has been grouped by the same categories, however this time
Show Detail has been selected.

Summary of Students

Summary by Gender and Age Number Number
of Students of Bookings

Female 15 a8

2Years 5 8

Caroline Thomsan 28 Churtan Drive, Churtan Park, Wellingtan 4001 Q272222082 1

Jennifer Smith 20 Roberta Road, Tawa 4008 0272222082 B

Jessica Sinclair 3 Main 5t Tawa, Wellington 4010 Q272222082 g

Joanne Janes 123 Any St Wellingten Q272222082 12

Melanie MaArthur 38 River Road, Kelson, Wellington 4008 04 588 T804 1

3 Years 5 1

Jamie Andersan 478 Somewhere Rd, Tawa, Wellington 4010 Q272222082 1

Sally Anderson a78 Somewhere Rd, Tawa, Wellington 4010 Q272222082 &

Sarah Nightingale 15 Albert 5t. Redwood, Wellington 4010 0272222082 |

Stephanie Hughson B8 Barrett 51, Mgaio, Wellington 4007 Q272222082 1

Tracey O'Dannell a7 Alfredtan Rd, Helbwrm, Wellingtan 4002 Q272222082 1
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