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Preface

Administration module is the back bone of the Shipboard Property Management System,
where system codes are built according to the approved Ship’s Operational guidelines
and requirements. As each of these codes may link to other fields or require other codes
to be setup first, user is advised to study and understand the relationship of each
requirement prior to entering them. System Administrator, Chief Purser, Accounting
Purser, Crew Purser, Cruise Director, Group Coordinator and Safety Office are the key
personnel responsible in configuring and maintaining these codes.

The following section describes the setup and usage of Administration module.

Audience

This document is intended for application specialist and users of Oracle Hospitality

Cruise Shipboard Property Management System.

Customer Support

To contact Oracle Customer Support, email to support@fcruise.com.

When contacting Customer Support, please provide the following;:

=  Product version and program/module name

*  Functional and technical description of the problem (include business impact)
*  Detailed step-by-step instructions to re-create

* Exact error message received

=  Screen shots of each step you take

Revision History
Date Description of Change

January, 2017 = Initial publication.
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Prerequisite, Supported Systems, and Compatibility

This section describes the minimum requirement for Administration module.

Prerequisite

=  FC Administration.exe

Supported Systems
=  Operating System
o Microsoft Windows 7 - 32-bit / 64 - bit System
o Microsoft Windows 8 - 32 bit / 64 - bit System
o Microsoft Windows 10 - 32 bit / 64 - bit System

Compatibility

= SPMS version 7.30.870 or later. For customer operating on version below
7.30.870, database upgrade to the recommended or latest version is required.

Prerequisite, Supported Systems, and Compatibility



A. Administration

The Administration Menu comprise of configuration input fields required by the Ship
Operation. Some of the functions may not work if the codes are not available or properly
setup. Please consult Oracle Hospitality Cruise Support if you have any questions in
configuring the codes.
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1. System Setup

In System Setup Menu, configurations such as Ports of call, System Cruise, System Date
Change, System Cruise Change and Database Parameters are defined.

Administration | Reports Security About Exit

System Setup

Financial Setup

Itinerary Setup

Crew Setup

Safety Setup

Stateroom Setup

System Codes

Package Plans

Maintenance Setup

Gift Card Setup

POS Discount

Security Display Setup
Manual Authorization

Visa Types Setup

Internet Rates Setup

User Definable Field Setup
Multimedia File Maintenance
Board Card Printing Template
Security Alert Setup

Beeper Setup

Micros Item Posting Restriction

Signature Device Configurator

Upload Photos
Export Photos
Export Documents

»

»

»

System Date Change
System Cruise Change

System Cruise Setup

Harbour Setup
Airport Setup (IATA)
Company Entity Setup

Timezone Change Setup
Database Parameters

Reports Batch Printing Setup
Reports Setup

Reset Manifest Number
Reset Tender Queue Number
Change Disembark Date
Change Embark Date

Labels Setup

Figure 1-1 - System Setup

1.1 Harbour Setup

1.1.1.  Setting Up a Harbour

System Setup



2 Harbour Setup (=53]

All Harbour Harbour
3 Egz: EZ: ind A || Desaiption: |FTLD |Fort Lauderdale
o in/incia
4P'COLO Calanibo . R TESS, <-LORIDAS -USPEF - SVERGLADES
pos >,< > - -
@ COPE Copenhagen |UNITED STATES- J ,
@3 COZU Cozumel
@ CRISTO Cristobal Panama
@5 DANANG Danang
&5 DARW Darwin
&3 DUBA Dubai
. DUBLI Dublin Contya| =]
@ DUBRO Dubrovnik
& EDEN Eden Custom Info [
¢ ELPOVE El Porvenir Panama [V Enabled
35 FREDER Frederiksted/St.Croix/USA Virgin Islands
@) FREE Freeport/Bahamas
W23FTLD Fort Lauderdale A Add New
&% FUNCH Funchal
3 BE e X Remove Port Agent Info
@&} GOET Goeteburg Company Name: |
@3 GRTURK Grand Turk/Turks&Caicos Islands Contact Person: I

@ GTGC George Town/Grand Cayman
) GUSTAV Gustavia/St. Barthelemy Phone Number: [
4 HAME Hamborg eMail Address: |
@ HAMI Hamilton/Bermuda
5 HANGA Hanga Roa

@ HAVA Havanna

@ HEIL Heiligendamm

@3 HELLV Hell vile

@ HELS Helsinki

@ HILO Hilo

@5 HOBART Hobart

\-} HOCHI Ho Chi Minh City
@3 HONGK Hong Kong

3 HONO Honolulu v oK | Cancel | : I

Figure 1-2 - Harbour Setup

1. From the Administration Menu, select System Setup, then select Harbour Setup
from the sub-category.

2. In the Harbour Setup window, right click on the left pane and select Add New to add
new harbour.

3. In the Description field, enter the short code and description of the harbour.

4. Inthe Comment field, enter the ISO Port codes using a <> and comma (,) as
separator, if any.

Note: System will insert the standard ISO Port codes from APIS
during installation/update in the Comment field.

Select the Country from the drop-down list, if any.
6. Inthe Port Agent section, enter the Port Agent information’s.

Click Apply to save the entry.

Note: By default, ‘Enabled’ is checked. Uncheck the check box
will disable the code from the selection window.

1.1.2. Removing a Harbour
1. From the Harbour Setup window, right click on the code and then select remove.
2. Click OK to close the window.
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1.2 System Cruise Setup

Before the Ship set sail on its voyages, user must the Cruise in System Cruise Setup,
detailing the start and end date of cruise, arrival/departure time at each port and the base

currency.
o Cruise Setup oo /=]
All Cruises Setup Cruise
X Current Cruise
[ER <] 23/02/2015 HK/VN/BKK —
C"é 03/02/2015 Hong Kong/Vietnam/Bang Desaiption: IHKNNM
a"é 31/01/2015 A Start Date: |23/02/2015 Cruise Available
l.'fé 29/01/2015 Vietnam/Hong Kong/Maca Tsland Date:
% Add New Port/Day Ierany:
Center Id:
Currency: | 9503 USD US Dollar v
# Add Cruise . Yo l El
xternal Cruise ID:
Copy Cruise = * -
N Safety Assembly Time: [{"100:00:00 =
Cruise Statistics
Cruise Day Guests Onboard|Crew Onboard |Children Onboard |First Gangway Time |Last Gang
Embarkation Day- Hong Kong 0 0 0
Island Tour Danang 0 0 0
Ho Chi Minh City - Overnight |0 0 0
Bangkok 0 0 0
Debarkation - Bangkok 0 0 0
« 1 ol

= 5 OK | Cancel | |

Figure 1-3 - Cruise Setup

Table 1-1 - Field definition of Cruise Setup

Field Description

Description Description of the Cruise and mainly used to identify the
cruise.

Start Date Start date for the cruise.

Island Date Special coded description for GL Interface.

Itinerary ID An identifier number for voyage/cruise.

Center ID Special coded description for GL Interface.

Currency Official onboard currency. See Financial Setup,
Currencies.

External Cruise ID Cruise ID from external party.

Safety Assembly Time Safety Assembly Time for this cruise.

1.21  Creating System Cruise

1. From the Administration Menu, select System Setup, then System Cruise Setup
from the drop-down list.

2. Inthe Cruise Setup, right click on the All Cruises section and select Add Cruise to
open a blank Setup Cruise form.
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3. Enter the description, Start Date, Island Date, Itinerary, Currency in the blank Setup

Cruise form.

4. Click Apply to save the information.

1.2.2  Adding Port/Day to Cruise

Setuo Cruise Dav
! Date: |29/01/2015 Avaiable
Descriotion: [Emww:« Day
Arrival Port: [ HOCHI Ho Chi Minh City ~]
IPM Port Type: I.:.: Port :J
Port Comments : [
Weather: |
Comments:
Arrival Country: [V viet N _v_]

Arrival Time:

Deoartre Time: 30012015 v [00:00:00 -

Cancel | Apply

Figure 1-4 - Setup Cruise Day

1. In the Cruise Setup form, All Cruises section, right click on the Cruise name and

select Add New Port/Day.

2. In the Setup Cruise Day form, enter the date, description, port comments, weather
and select from the drop-down list the Arrival Port, IPM Port Type, Arrival Country,

Arrival Time and Departure Date/Time.

@

Click Apply to save the form.

L

Repeat above steps for additional port day.

Note: Entered port date cannot be altered. User is required
to remove the port day, then re-enter before adding

remaining port day.

1.2.3 Removing Port Day

In the All Cruises section, select the Port day to remove, then right click and select

Remove Port/Day.

System Setup
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Note: System will validate against all reservations before
a port/day or cruise is removed.

1.2.4 Copying a Cruise

The Copy Cruise function enable users in copying a cruise with similar setup onto a
future date, with the assumption that the cruise itineraries are identical. If the
information is completely different, manually create the cruise and add the port day
accordingly.

1. Inthe All Cruises section, select the Cruise Day, then right click and select Copy

Cruise.
~ All Cruises
o ; ~ ey

] !h 13/02/2015 HongKong/Vietnam/Bangkok
&

[C] & 08/02/20 Bangkok/Vietna ongKong
& v
"' ¥ Add New Port/Day  ftnam/Bangkok
€ Kong/Macau

A Add Cruise

Figure 1-5 - Copy Cruise

2. Insert the Start Date and Description in the Duplicate Cruise window, then click
Add.

Duplicate Cruise
Duplicate to
Start Date Description

[ l

18/2/2015 Bangkok/Vietnam/+-

OK Cancel

Figure 1-6 - Duplicate Cruise

Note: Copy Cruise is not permissible if the Start Date
exists and System will prompt an error.

3. Click OK to confirm and System will auto populate the information in All Cruises
section.
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1.2.5

1.3

1.3.1

Removing a Cruise

Removing a cruise is only possible when No reservation is linked to the cruise day. The
function is greyed out when a link to a port day is detected by the System.

1.

W

In the All Cruises section, expand the Cruise Day container and select the port day to
remove by right clicking on the date.

Repeat the above until all port day has been removed.

Right click on the Cruise Day and select Remove Cruise.

Click OK to exit the System Cruise Setup.

System Date Change

System Date Change is performed nightly by the Night Auditor or appointed user from
the Finance Department. Prior to running System Date Change, all revenue centers must
be in balance, and this includes the POS systems, Cashbook and any other processes
deem necessary by the Ship operation.

Performing System Date Change

1.

From the System Setup drop-down menu, select System Date Change.

WARNING: User is not allowed to proceed with System
Date Change when Cashiers session is still active.

In the System Date Change prompt, confirm the New System Date by clicking OK.

System Date Change

Current System Date: 29/01/2015

New System Date:

OK I Cancel |

Figure 1-7 — Setting New System Date

System will prompt a warning message when expected disembarking guest/crew
remains check in. Select Yes to proceed or No to return to earlier menu and resolve
all pending check out.

FCAdmin IL]

Warning: 1 Crew(s) that are due to disembark today have not been checked out
yet - do you wish to continue?

Figure 1-8 - Pending check out confirmation

A progress window indicating the ‘Closing Pay Period” will appear when System
Date Change is sets off, and only appears when Payroll system is linked.
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Closing pay period ...

Figure 1-9 - End of Day progress

Note: This process changes all pending reservations
status to No-Show.

5. When the System Date Change completes, a window indicating the new system date
will appear. Click OK to close the prompt.

System Date Change -

0 System date set to 30/01/2015

Figure 1-10 - System Date Changed notification.

1.4  System Cruise Change

A System Cruise Change is performed by Chief Purser at the end of each Cruise, and this
process closes all revenue centers and system accounts before starting a new cruise and
the all account should technically balances.

1.41  Performing System Cruise Change

1. From the System Setup drop-down menu, select System Cruise Change.

WARNING: Proceed with caution. The following process
sets all accounts to ‘Closed” and any outstanding balances will
be brought forward to the next cruise.

2. Inthe System Cruise Change prompt, confirm the New System Cruise by clicking
OK.

System Cruise Change

Current System Cruise

Starting date: 29/01/2015 Base currency: 9503 US Dollar
Vietnam/Hong Kong/Macau

New System Cruise

Starting date: 03/02/2015 Base currency: 9503 US Dollar
Hong Kong/Vietnam/Bangkok

OK | i Cancel

Figure 1-11 - System Cruise Change
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1.5

3. If unbalanced System Account is detected, System will prompt an ‘Open Balance
Warning'. Select Yes to proceed or No to return to earlier menu and resolve all

pending check out.

Open Balance Warning [x]

Unbalanced System Accounts detected! You may still continue to

! A change System Cruise. However, doing so will mean that you may not
have the option to balance System Accounts for the current cruise in
the future. Do you still want to continue?

Figure 1-12 - System Cruise Change Open Balance Warning

4. When the System Cruise Change completes, it returns to main menu screen.

Database Parameters

A set of Database Parameters Oracle Hospitality Cruise Software comes preinstalled with
a set of Database Parameters that defines the fundamental properties of a database that
determines certain modules/functions operability. These system parameters are grouped
by module, followed by its functions. Please consult Oracle Hospitality Cruise Customer
Support prior to changing the Database Parameter to avoid adverse implications.

1. From the System Setup drop-down menu, select Database Parameters.
2. In the Database Parameters Setup window, available Parameters are grouped by
functions on the left pane.

3. Click the “+" key to expand the container or navigate to the Quick Search section,
enter the parameter name in Group/Name field and then click Search.

& Database Parameters Setup x]
Quick Search

) & Exchange

[+ ?h) Ferry i Group/ Name: cabin

3 (‘i] Gangway
&
& Housekeeping Search Reset
) Interfaces
& vt
G
&
- b
&f vingCard

Figure 1-13 - Database Parameter Search

4. Make the changes under the Parameter Details section, Enabled and Value field.

* Enabled: By default, all parameters are set to Enabled. To disable a
parameter, change the value to 0 (0 = Disabled/ 1 = Enabled)

* Value: The acceptable value is defined in the description.
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1.6

) Database Parameters Setup

Quick Search
_ﬁ Exchange
& Ferry Group/ Name:
ﬁ Gangway
8 Gj General
%74 Allow Cabin Overbook

p Berth Cabin Assignment Mandatory Parameter Details

Cabin Change Message Value Data Type: |S - Boolean

Access: ﬁ

¢ Cabin Change Password P
«p Cabin Change Reason IE"“bed' [1 |
«p Cabin Status Change Passiword Version: 7.3.850

&) Housexeeping
&) 1nterfaces
& ot Specified

) Posting Departments
& Quick Check In

VingCard

< m >

wcude specify cabin dean status for frer| | | yaje: jo
ton Ched
i Reservalion Check Cabi Descripton: [ 1-Alow Cabin Overbook,0-00 not alow cabin overbook A
% Reservation Check Crew Cabin
«p Show Cabin Free On Disembark M
P Use Cabin Number as QUELE ID Comments: For FC Management and FC Crew A

oK Cancel | |

Figure 1-14 - Database Parameter Setting

Airport Setup (IATA)

Airport Setup code is used in Crew Module and Flight Overview screen, enabling user to
arrange for arrival pickup or departure drop-off. The Airport List can be imported
instead of manually inserting the details, and this list must be in an XML format
(IATA_AIRPORT_List. XML) and resides in Fidelio Cruise folder.

1. Ensure the IATA_AIRPORT_List.xml is saved in Fidelio Cruise folder.
From the System Setup drop-down menu, select Airport Setup (IATA).

In the Airport (IATA) Setup window, System will commence import once it detects

the IATA_AIRPORT_List.xml file.

( - )

Loading IATA_Airport_List.xml - EYW
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Admin | x|

Following IATA airport codes (2708 count) from IATA_Airport_Listxml do not exist
in database. Do you want to import them?

AAL - Aalborg, Denmark Aalborg

AES - Aalesund, Norway Vigra

AAR - Aarhus, Denmark Tirstrup

YXX - Abbotsford, Canada - Abbotsford Airport

ABZ - Aberdeen, Scotland, United Kingdom Dyce
ABR - Aberdeen, SD, USA Aberdeen Regional Airport
AHB - Abha, Saudi Arabia - Abha Airport

ABJ - Abidjan, Cote D'ivoire Port Bouet

ABI - Abilene, TX, USA Municipal

AUH - Abu Dhabi, United Arab Emirates Abu Dhabi International
ABS - Abu ...

... Z - Zaragoza, Spain Zaragoza

QZT - Zawia Town (Zawiat al Mukhayla), Libya
ZHA - Zhanjiang, China

ZAT - Zhaotong, China - Zhaotong Airport
CGO - Zhengzhou, China

PZH - Zhob, Pakistan - Zhob Airport

HSN - Zhoushan, China - Zhoushan Airport
ZUH - Zhuhai, China - Zhuhai Airport

IEG - Zielona Gora, Poland - Zielona Gora Airport
QZL - Zliten (Zlitan), Libya

ZRH - Zurich, Switzerland Zurich

ZQW - Zweibruecken, Germany

‘f “Yes | No I Cancel I

Figure 1-15 - IATA Code Import prompt

4. Click Yes at the Admin prompt to confirm data import, and then OK at the import
successfully prompt.

Adding Airport Code Manually
1. From the System Setup drop-down menu, select Airport Setup (IATA).

2. Inthe Airport (IATA) Setup window, All Airport section, right click and select Add

New.
3. Enter a short code and description in the Description field.
Enter a comment in the Comment field, if any.

5. Click Apply to save the code.

Company Entity Setup

This function allows user to define a company entity of the Ship.

System Setup
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[-7DEM Demo Cruise

# Add New
? Set Who Am|

Company Entities Setup [mE3m)
- Entity Detais
Entity ID: Link to PAR 'WHO AMI'
Code: [oem
Name: |pemo Cruise
Enabled: True v
FCID: 86117
Record ID: e
Type: [Fvems Bl
Address:

City & Country Code:  [ys

Print Order Report ID:

License:

IDEA Enabled: False v

Figure 1-16 - Company Entities Setup

Table 1-2 - Field definition of Company Entity Setup

Field Description
Entity ID Company Entity ID, provided by Oracle Hospitality
Cruise
Code Company or Ship Code
Name Company or Ship Name
Enabled True =
FCID Defines the entity ID in Oracle Hospitality Cruise
Record ID Defines the record ID representing an entity
Type Type of Entity
1 = Vessel/Ship
2 = Headquarter
3 = Warehouse
Address Address of entity
City & Country Code Country of entity
Phone Phone
Fax Fax
Email Email
Print Order Report ID Defines the Print Oder Report Id, use by MMS System
License License Code provided by Oracle Hospitality Cruise.
IDEA Enabled Use by MMS System and is defaulted to False.

From System Setup drop-down menu list, select Company Entity Setup.

In the Company Entities Setup window, right click on the left pane and select Add

New.

In the Entity Details section, enter the information in the designated fields and click
Apply to save the information.
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1.9

Assigning Company ID
1. Inthe Company Entity Setup window, right click on the Company Entity and select
Set Who I Am.

2. At the confirmation prompt, select Yes to update the information to Parameter, “‘Who
Am7T’ link.

3. Restart the application for changes to take effect.

Timezone Change Setup

This function enable the ship’s clock to be set forward or backward when the ship travels
through different time zones, thus enabling crew work hours to be accurately recorded.
Function is only use by Time & Attendance module.

] Timezone Change Setup
Detais
01/20

%ﬁ&? ¥ Add Date: 07/01/2014 Y

g 05/01/2014 X Remove Time: W
07/12/2013
06;12;2013 Hours Changed: |1 eg. (-2, 1)
02/11/2013 Remarks:
01/11/2013
29/10/2013

Figure 1-17 - Timezone Change Setup

1. From System Setup drop-down menu list, select Timezone Change Setup.
In the Timezone Change Setup window, right click on the left pane and select Add.

3. In the Details section, select the Date and Time from the drop-down list when the
change will take place.

4. Enter the number of hours to change in Hours Changed field, and then a remarks in
Remarks field if any.

5. Click Apply to save the changes.

Reports Batch Printing Setup

This function allows user to group certain reports to be printed at a scheduled time.
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Batch Reports Printing Setup (o] &)
= ~ | ¢
H Y REB XD New Record
Save Undo t Exit
[ Batch Parameters |
=3 Batch Printing
#-( 1 Crew Report Number [
®-( 2 Cruise Balance Reports .
=3 3 Daily Activities List End of Day Reports
[2) 1 - Activities Report - Main Dining Privilege  [No Privilege Require j
[2) 2 - Activities Report - Shore Excursion
: ;j 3 - Activities Report - SPA I Aways Valid
Valid From |25 January 2014 ~|[16:00:00 En
ValidTo  [28 February 2014 ~|22:00:00 =
Repeat task every minute(s)

Note: Use the value '0' (mins) for daily task. (If <valid To> date
time value is used, this task will be run one time each day until it
reach the <Valid To> date time.

Note: Use the value '-1' (mins) for daily task. (If <valid To> date
time value is used, this task will be run one time each day on the
<valid from> time until it reach the <Valid To> date time.

Note: Use the value '-2' (mins) for system cruise change batch
reporting.

Figure 1-18 - Reports Batch Printing Setup

From the Administration, System Setup drop-down menu, select Reports Batch

Printing Setup.

In the Batch Reports Printing Setup window, Batch Printing container, select Add

New at the ribbon bar.

Enter the required fields, then click Save to save the group.

Adding Report to a Batch

1.

the ribbon bar.

Action Type [2 - Report
Report Name

% L

Cashier Sessions Overview

Schedule I 1 - Daily E]
Output IS - Excel ;I
Export Fil

c:\Reports\CashierSession.xls

Email Addresses (Please use (;) as separated)

support@fcruise.com

Figure 1-19 - Batch Reporting Parameters

Table 1-3 - Batch Printing Action Type

Select the Report Group from the Batch Printing container, then click Add New at

In the Report Parameters tab, select the Action Type from the drop-down list.

Report ParametersT Report Formulas
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Field Description

1 - Skip Option will skip the selection process.

2 - Report Enable a search option and report selection from existing
report database.

3 - External Program Function call an external program when running the
Batch Report.

4 - Call Batch Printing Enable to link and include existing report group to
current.

3. Search the report name, external program or report batch to include by clicking on
the Search icon above the field.

4. Select the day of the week from the Schedule drop-down list.

5. Select the Output method from the drop-down list. If the selected method is to save
to file, enter the Export File name and path and Email address for files to be sent to
specific user.

6. Click Save at the ribbon bar to save the selection.

7. To add more report to the batch, repeat the above steps.

Copying Batch Details to Other Report

1. Select the Report Group to copy from the Batch Printing container, then click Copy at
the ribbon bar.

2. In the Report Group to copy to, click Add New, then click Paste at the ribbon bar to
paste the details.

3. Click Save at the ribbon bar to save the record.

Deleting Report Batch Details

1.  Select the Report Group from the Batch Printing container, then click Delete at the
ribbon bar.

2. At the confirmation prompt, click Yes to proceed.

WARNING: This action will permanently delete the
record.

Reports Setup

The Report Setup function allow user to add customized Crystal reports to the existing
System report set, or export the report template for use on another ship or for further
customization. Below is the available function in Report Setup.

System Setup 27



28

ﬂﬂvsw"cav‘

e Passengers - T

o823 Crew - General

*l4a Finandal - Cr

4 Financal - Debit
=1-c Fnancal - Credit
e Casnbook

4 Sl Waiter
. ﬁ~4‘ Fnancal - Analy

214 Financal - Oniny

+
+ o452 Excursions
+) 42450 New Excursions
3 l6a Safety
4 ol6b Safety - Dri

wl6e Security
N6f Environments

Current Reports List | Default Standard ] Direct Printing Properties ]

= 1
=1 2 %sw;r General e Pl o I I |
%: - Manifests

ﬁ f U.S. Immigration Lists
?1 g IMO Immigration Lists
?! h Passenger Data Import Reports
+ ﬁ h Passenger Data Import Reports
?1'. Passenger Complants

g: Passenger Reports for Naples ...

- Manifest

4 s Fnancal - New Cr

+ =1-J Financal - Open Balance

24f Financial - Currency Exchange e

=15 Passenger - General
26c Safety - CoursesSCertificates
3 26d Safety - Genera

=1r>g Crew Cabn Plan

0 _J ==

User Customizable Report Setup [- ol

Reports can be Imported, and Exported from the database. Reports exported by the
system, are embed with the Selection Parameters into the Customs properties of the
report. When Importing them, cick the option above to automaticaly insert those stored
variables into the database.

55
e Credit Card

Figure 1

-20 - Reports Setup

Table 1-4 - Reports Setup function

Field

Description

Tools function uploads report template from a public folder.

List of report set available, including those that were manually uploaded.

Search function that enable you to search for a report.

1
2
3
4

Report details when setting up a report, e.g.: Report ID, User Access,
Report Group.

g1

Default printer configuration.

Formula embedded in the Crystal Report template.

Selection criteria required from user before a report can be generated.

1.10.1 Adding New Report

1. From the System Setup drop-down menu, select Reports Setup.

2. Inthe User Customizable Report Setup window, Current Reports List, right click and
select Add New Report to enable the fields on the right panel.

3. Navigate to the right panel of the screen and select Upload New Report (Load

Variables

From the Report Template) or Upload Report and then search for the

.RPT file in your local drive if you are uploading a report template.

4. In the Report Details section, enter the following:

a. Report ID: Unique ID of customized report.

b. Report File Name: Crystal Report file name, e.g.: paxbynationbreak.rpt
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Report Title: Report name to show in Current Report List.
Report Access: User Access Rights allowed to view/print the report.
Report Sort: Sort order of the report within the assigned report group.

™o oao

Report Group: Group where this report belongs to. Select from the drop
down menu.

g. Report Comments: Additional comments/information pertaining to this
report.

Default Standard ] Direct Printing Properties ]

Upload New Report (Load Variables From
the Report Template)
Reports can be Imported, and Exported from the database. Reports exported by the system, are embed
with the Selection Parameters into the Customs properties of the report. When Importing them, dlick the
option above to automatically insert those stored variables into the database.

| Upload Report

Report ID:

Report File Name:

Report Title:

Report Access:

Report Sort:

Report Group: .

Report Comments:

Printer Type: Reports v
Number of Copies: 1

Orientation: Landscape b 4

Database SQL

Crystal Selection Formula:

Formulas:

| Qﬁle loaded:paxbynationbreak.rpt OAdd New Report l Save | gar;EEi"mm

Figure 1-21 - Reports Setup Details screen

5. In the Print Default section, select the printer type and print orientation from the
drop-down list, and then enter the number of copies to print.

6. Click Save to add the report to the list, and OK at the Save New Report prompt.

Note: The newly loaded report name is shown at the
bottom of the screen.

1.10.2 Removing a Report

1. In the User Customizable Report Setup window, Current Reports List, expand the
report group container by clicking the ‘+” key.
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2. Right click the report name, select Remove Report and then click Yes at the prompt.

1.10.3 Exporting a Report

1. Repeat step 1 of the above.
2. Click Export to Crystal in the Default Standard tab, then save the file to a location in
your local PC, noting the file type indicated as Crystal Report.

L2 Save Report to.. ]
T [B « spms » Template v ¢ Search Template e
Organise v New folder *+x 0 e
A Name =
1™ This PC
‘ ] — B paxbynamedts.rpt
# Desktop =
@] paxbynationbreak.rpt
Documents
8 Downloads

¥ Music

= Pictures vIl< - >

| File name: Im ecial.rpt] v] Crystal Report

Coe 11

= I

Cancel l

Figure 1-22 - Exporting Crystal Report Template

Change Debark Date

This function allows users to change the Debark Date in bulk when the need arises, for
example, passengers are not allowed debark due to severe weather.

1.11

(8. Change Debark Date  [mc]

Change the Debark Date for the following:

31/01/2015
31/01/2015

From Date:
To Date:

[ Crew

(¢ Checked In
I” Groups " Expected
[~ Visitor
To this new Debark Date:
New Date; 01/02/2015

[~ Reset Boardcards

OK | Cancel |

Figure 1-23 - Change Debark Date

From the System Setup drop-down menu, select Change Debark Date.
Select the From/To Date from the drop-down list.
Check the applicable check boxes and select either one of the option.

Select the New Date from the drop-down list and check the Reset Boardcards if the
new board card are to be issued, and then click OK.

L

5. At the confirmation prompt, select Yes to proceed or No to return to previous menu.

System Setup



1.12 Change Embark Date

This function is similar to Change Debark Date. Refer above steps and select Change
Embark Date to access the function.

System Setup
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2. Financial Setup

The Financial Setup is an extremely important section as it controls the Ship's accounting
codes, ensuring the daily revenues/expenses are correctly configured and mapped. A
greater financial reporting can be achieved if a well thought out system of accounts is
entered. Itis highly recommended that shore side accounting personal play a key role in
the creation/development of the accounts that will be established and revisit this setup
from time to time. Configuration of these codes are under the responsibility of System
Administrator, Chief Purser and Accounting Purser.

Administration | Reports Security About Exit

System Setup 4

I Financial Setup bl Department Codes
Itinerary Setup 4 Currencies
Crew Setup 4 Credit Card Merchant Setup

Safety Setup
Stateroom Setup

System Codes

Pre-Selection Groups

Sale Items

Statercom Upgrade Prices

21

R ’ Discount Templates
AL 4 Quick Posting Templates
SRR ; Import Credit Card BIN file
POS Discount »

VAT Tax Class

Security Display Setup VAT Tax Rate

Manual Authorization .
anual Authorizatio Activate VAT Tax

Aeallypes Setiy VAT Tax Reminder

Internet Rates Setup
User Definable Field Setup

Disallow manual posting Applications

Department Grouping
Figure 2-1 - Financial Setup Codes

Department Codes

The Department Codes is where all debit and credit posting codes are stored, and codes
entered are then mapped to Back Office Accounting System using the General Ledger
(GL) ID. Codes are subdivided into several codes within a Main Group.
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Main Department Setuo

Deot Cade [Descrpton B

3 [P0 ot J
-}

Sub Department
Auto Gratuty/% 20.00%
t
Manual Gratuty/% £0.00%
% Server 1 0.00%
% Server 2 0.00%
% Pool 0.00%
v
- I o | e I s | New 4t Dete rce Cose

Figure 2-2 - Financial Codes

Main Department

The Main Department codes are the higher level of grouping of the approved Chart of
Account and in this instance, the revenue or cost centers. The Main Department Setup
has two tabs; a Debit and Credit tab. The Debit departments comprises of revenue

centers and outlets, and the Credit department represents the payment methods accepted

by the Ship. These codes are entered in Administration, Financial Setup, Department
Codes.

1010 Cabin Upgrade

Credit

Debit

Figure 2-3 - Main Department Setup
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Adding a Main Department

1. From the Administration, Financial Setup drop-down menu, select Department

Codes.

On the left of the screen, select either a debit or credit tab.

3. Click the New icon at the bottom of the screen.

4. Enter the code, description and other required fields approved in by your Financial
Department, then click OK to save.

Edit Debit Main Department Code

& Main Department Codes -

Code: [; 011
Description: ICabin Change)

Other Description: I

Gratuity Distribution Rules

Department Code for Automatic Service Charge

Req. Signature During Folio Payout

Sub-Department Code [ L]
Percentage to distribute ].3,.:,.3

Department Code for Manual Service Charge

Sub-Department Code I LI
Percentage to distribute Io_oo

% for Team Server 1 [0.00

% for Team Server 2 ]o,og

% for Pool Distribution [o_oo

External Id [No Location ~|
Credit Limit lo,og

Payroll

OK | Cancel

Not Specified

Figure 2-4 - Main Department Code

Table 2-1 - Field definition of Main Department Code

Field Description

Code Department code in numeric character.
Description Description of the code.

Other Description Additional description of the code, if any.

Gratuity Distribution Rules / Manual Service Charge

Sub-Department Code

Pre-defined Sub-Department code for Automatic Service
Charge.

Percentage to distribute

Percentage value to distribute for Automatic Service
Charge.

% for Team Server 1

% of Service Charge to distribute by Team.

% for Team Server 2

% of Service Charge to distribute by Team.

% for Pool Distribution

% of Service Charge to distribute from Service Charge Pool.

External ID

Department Location ID.

Credit Limit

Overall Floor Limit allowed.
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Deleting a Main Department
1. Repeat step 1 and 2 of the above.

2. Select the Main Department code and then click the Delete icon at the bottom of the
screen.

3. At the confirmation prompt, select Yes to proceed or No to return to previous menu.

Note: It is not possible to delete a code that has
transaction linked to it. A deleted code is not reversible.

Hiding/Showing a Main Department
1. Repeat step 1 and 2 of the above.

2. Select the Main Department code to hide, and then click the Hide icon at the bottom
of the screen. If the code is hidden, click the Show icon.

3. At the confirmation prompt, select Yes to proceed or No to return to previous menu.

Sub Department

A Sub-Department can only be added when Main Department code is present and the
information required in a debit sub-department code defers from credit sub-department

code although the process to create them are similar.
Sub-Departments Setup

Acc GL Acc GL Acc GL

POS Sales [AccGL A
I Ace GL DeRt| Control Acc |SubAccount [Material

Itemizer |Origin

Acc GL Mp
Issue

Champag 2
2033 Caffé del Mare - Food 21 3
|2034  Caffé del Mare - Tobacco 21 4
2035 Caffé del Mare - Package 21 5
2036 Caffé del Mare - Service Charge A. 21 | | | | I | |

2037 |Caffé del Mare - Sales Commission [ 21

dl | 2

Sub Department
Auto Gratuity/% /0.00%
Sub Department
Manual Gratuity/% /0.00%

% Server 1 0.00%

% Server 2 0.00%
% Pool 0.00%

New Edit Delete Hide Close

Figure 2-5 - Sub-Department Setup
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Debit Sub-Department

&

Type of Posting
Department Code:
Description

Other Description
Department Grouping

POS Revenue Center
POS Sales Itemizer No
POS Sales Period

POS Revenue C.Desc.
D.Code for Gratuities M.
D.Code for Gratuities A.
D.Code for Taxes

Gratuity Typ

PBX Call Type

Max. Daily Limit
Service Charge Dept.
Service Charge

Max. Cruise Limit

Payrol

Current Main Department: 2030 Caffé del Mare

Req. Signature During Folio Payout

Debit Department Code Setup

Department Discounts

D Posting Department v || GuestDiscounts Dept. |203: Caffé del Mare - Beverages LI

2031 Creuw Discounts Dept. [2031  Caffé cel Mare - Beverages ~|

Caffé del Mare —Beveraces Department Security

<] Dept. Security Level [Deb: Department Level 1 z]
S £

Department Representation in POS Subsystem

Caffé del Mare
2036  Caffé del Mare - Se_v

Caffé del Mare - Se v

2036

[~ Gratuity/Service Tax Department

Department Representation in PBX Subsystem

Department Representation in Casino

0.00

v
I.—
0.00

Not Specified v

I~ N ble Coupon

Representation in General Ledger System
Origin:

l 1 I 1

General Ledger Description

Department VAT Tax

VAT Tax Class

[~ Casino Department
[~ Exclude from Revenue Overview

(No Tax)

=

Figure 2-6 - Debit Department Setup

Table 2-2 - Field definition of Debit Department Setup form

Field Description
Type of Posting System coded posting type:

Posting Department (D) or Tax Department (DX)
Department Code Department Code in numeric characters only.
Description Description of the code.

Other Description

Additional description of the code, if any.

Department Grouping

Code use to group certain department codes for reporting
purposes.

Department Representation

in POS Subsystem

POS Revenue Center

Revenue Center code defined in POS System, use in
Interface mapping,.

POS Sales Itemizer no

Sales Itemizer number defined in POS system.

POS Sales Period Sales Period defined in POS.

POS Revenue C. Desc Revenue center description from POS System.

D.Code for Gratuities M. | Manual Service Charge Department Code.

D.Code for Gratuities A. Auto Service Charge Department Code.

D.Code for Taxes Department code for Taxes, use in Interface mapping.

Gratuity Typ Not in Use

Gratuity /Service Tax Not in Use

Department

Department Representation in PBX Subsystem

PBX Call Type Call charge type from PBX System, use in Interface
mapping,.

Department Representation in Casino

Max. Daily Limit

Maximum Daily Limit allowable for this code.

Service Charge Dept.

Service Charge Department for Casino postings.

36
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Field

Description

Service Charge

Service Charge Value.

Max. Cruise Limit

Maximum Cruise Limit allowable for this code.

Payroll

Req. Signature During
Folio Payout

Define whether signature is required on folio payout.

Department Discounts

Guest/Crew Discounts
Dept.

Applicable discount department code

Department Security

Dept. Security Level

| Defined the User Security Access Level 1 - 9.

Non Refundable Coupon

Eligible Department

Check box determines the department are non-eligible for
refund.

Representation in General Ledger System

Origin | General Ledger codes defined in Chart of Accounts.
Department VAT tax

VAT Tax Class | Classification of VAT Tax.

Others

Casino Department

Determines whether the department code belongs to
Casino.

Exclude from Revenue
Overview

Revenue to be excluded from Revenue Overview function
in FC Management.

Adding Debit Sub-Department

1. From the Main Department Setup screen, select the Debit tab and then the Main

Department Code.

Click New to open the Debit Department Code Setup form.

3. Enter the code, description and other required fields approved by your Financial
System, and the click OK to save.

Deleting a Sub-Department

1. From the Main Department Setup screen, select the Sub-Department to delete, and
the click Delete located at the bottom of the screen.

menu.

Financial Setup

At the confirmation prompt, select Yes to delete the code or No to return to previous

Note: It is not possible to delete a code that has
transaction linked to it. A deleted code is not reversible. If
the code is no longer in use and deleting is not possible,
use the Hide/Show function to disable them. Refer
Hiding/Showing a Main Department.
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Credit Sub-Department

In the Credit Sub-Department, the Floor Limit and Authorization Value manages the
credit per each credit department and overall credit limit allowed, and these fields has
impact on transaction posted to the guest account. System will perform a credit limit
check during posting, and if the total invoice sum exceeds the Floor Limit, transaction

will be rejected.

Payment Type Detais

For Micros POS Cabin Charge Only
[~ Allow Posting to Guest Cabin
[~ Allow Posting to Crew Cabin
[~ Allow Posting to Gift Card

® Payments Setup -
Main Department: 9040 Visa Card General Ledger
Payment Type: CC Credit Card v G.Ledger Id:
Departmentcode:  [poar | [ [ [ [ [ [ [
Description: [m—

Other Description:
Department Groupng [—L]

Credit Card Digits: -40-,-41-,-42-,-43-,-45-,-46-, -

Credit Card Id: VI E— :I" Non-Refundable

Eligble Departments:

CredtCardIntemalld:  [vvisa <]
Credit Card Merchant No: W
Foreign Currency Code: [—
Floor Limit: W
Crew Fioor Limit: [ooco00

v
Minimum Authorized Value: |75.00 ;I
Commission Department | None v ;]
Commission Rate 0.00 ~|
Daily Limit (0=No Limit): 0.00
[~ Debit Card No Commission charge e
rtment Securi
I~ Commission is fix value I~ Rewards Card Dm = Lu g T
t. Security Level redit Department Level 1
V' Auto Balance (Interfaces) ™ GiftCard = D, IC edit Department Level LI
Payment Type in POS Subsystem Payroll
POS Tender Type No: 3 Req. Signature During Folio Payout | Not Specified LI
System Account No: 9040 Credit Card
e out « | (None) Disclaimer
Incentives Payout Group: | (None) o ||

External Department Id:
External Itemizer Id:

[V Department for routing

oK Cancel

Figure 2-7 - Payment Setup

Table 2-3 - Field definition of Payment Setup

Field Description

Payment Type Type of payment associated with this code, ie Cash,
Foreign Currency, Credit Card, Check, Cabin Charge, City
Ledger

Department Code Department Code in numeric characters only.

Description Description of the code.

Other Description Additional description of the code, if any.

Department Grouping Code use to group certain department codes for reporting
purposes.

Payment Type Details

Credit Card Digits Acceptable credit card digits associated with the type of
credit card.

Credit Card ID Short code of credit card type.

Credit Card Internal ID Internal credit card id preset by the system.

Credit Card Merchant ID | Card Merchant ID.

Financial Setup



Field

Description

Foreign Currency Code

type=CF Foreign Currency.

ISO Currency codes. Refer to Typ_Cur when the payment

Floor Limit

Maximum limit allowed in guest account for this card

type.

Crew Floor Limit

Maximum limit allowed in Crew account for this card

type.

Minimum Authorization
Value

Minimum amount to obtain from card merchant.

Commission Department

Department code for chargeable commission.

Commission Rate

% of applicable commission or value defined if
'Commission is fix value' is checked.

Daily Limit Daily Posting limit.
Debit Card No Commission is exempted if checked.
Commission

Commission is fixed value

Applicable commission is value based instead of %.

Auto Balance (Interface)

Auto Balance function for cash/credit card posting via
interface.

Rewards Card

Denotes Rewards Card if checked.

Gift Card

Denotes Gift card if checked.

Payment Type in POS Subsystem

POS Tender Type No.

Tender Media Number defined in POS System

System Account No.

The Account Number defined in System Account

Incentives Payout Group

Incentive payout group setup from FC Crew Incentive -
Link to SVG table.

External Department ID

External Department ID for payment from 3rd party
system.

External Itemizer ID

External Itemizer ID from 3rd party system.

For Micros POS Cabin Char

e Only

Allow Posting to Guest
Cabin

Posting allowed via Micros POS System.

Allow Posting to Crew
Cabin

Posting allowed via Micros POS System.

Allow Posting to Gift
Card

Posting allowed via Micros POS System.

Representation in General Ledger System

G.Ledger Id. | General Ledger codes in Chart of Accounts.

Non Refundable Coupon

Eligible Department If Check box is checked, the department are non-eligible
for refund.

Department Security

Dept. Security Level | Defined User Security Access Level 1 -9

Payroll

Req. Signature During
Folio Payout

Define whether signature is required on folio payout.

Others

Credit Card Disclaimer
Note

Disclaimer note to print on invoice when payment is by
credit card.

Department for routing

Payment Type allowed for routing.

Financial Setup
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Adding Credit Sub-Department

1. From the Main Department Setup screen, select the Credit tab and then the Main
Department Code.

Click New to open the Payment Setup form.

3. Enter the code, description and other required fields approved by your Financial
System, and the click OK to save.

Note: If a credit code does not have a floor limit assigned,
or value is 0.00, no postings is allowed.

Also, parameter General, Check Buyer Limit and Check
Credit Limit is use to manage the credit limit validation
during posting.

Deleting a Sub-Department

1. From the Main Department Setup screen, select the Sub-Department to delete, and
the click Delete located at the bottom of the screen.

2. At the confirmation prompt, select Yes to delete the code or No to return to previous
menu.

2.2  Currencies

This function enables the currency rate input for foreign currency exchange, and function
requires the Currency Codes to be configured in Credit Sub-Department.

) Currency Setup (3]
All Currencies Setup Exchange Rates
I3 AUD Australian Dollar (CF) Details :
’-i’l CAD Canadian Dollar (CF) Currency/Check: I»‘«,? Australian Dollar (CF _I
2
._'5)\ EUR Euro (CF) valid from: 07/08 /20—15 I Di f—
(8 GBP British Pound (CF)
() JPY Japanese Yen (CF) Min. Denomination (Buy): |1

Min. Denomination (Sell): [0

¥ Add Rate Rate Calculation: Il Base = x Foreign lJ
X Remove Rate :
Available Notes: |

Rates Exch. Rate Commission % Min. Commission
Regular Buy: |[2.510000000000 |[1.00 [0.00
Regular Sel: |[2.610000000000 | [1.00 [0.00
CrewBuy: | [2.410000000000 |[1.00 [0.00
Crewsel: | [2.410000000000 |[1.00 [0.00

Safe Rate: 2.410000000000
OK | Cancel | A |

Figure 2-8 - Currencies Setup

Adding Currency Rate
1. From the Financial Setup drop-down menu, select Currencies.
2. Inthe All Currencies section, right click and select Add Rate.
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2.3

3. Navigate to Setup Exchange Rates section and select the currency code from
Currency/Check drop-down list.

4. Enter the Valid From date, Minimum Denomination (Buy/Sell) and select the Rate
Calculation method from the drop-down list.

Note: Checking the Disable From check box will disable the
currency from showing being displayed in Currency
Exchange module from date specified. Disabled currency
are denoted with *.

5. Enter the Available Notes, if any.

Note: If Available Notes is specified, System will use the
Available Notes as calculation and ignore the Minimum
Denomination setup.

6. Enter the Exchange Rates and Commission % or Min. Commission, then click OK to
save.

Removing Currency Rate

In the Currency Setup form, right click the currency rate to remove and then select
Remove Rate.

Merchant Details Setup

Merchant credential is required for credit card authorizations and payment handling, and
this information are provided by 34 Party service provider.
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24

5

Merchant Details Setup
Merchant Details

EE-T
@
« 7 - 00000000
& 23 - 25030739

& 25 - 25034212
&4 mc

®
- A ¥ Add New
@ &y )c

@%EC X Remove

Credit Card Type:
Currency:

Terminal ID:

Bank ID:

Merchant ID:
Merchant Category:
Merchant Name:
Merchant City:
Merchant State:
Merchant Zip:
Decimal:

IP Port:

Merchant Logon ID:
Merchant EMID:
Merchant Password:
Site:

Culture:

Figure 2-9 - Merchant Details Setup

Adding Merchant Details

1. From the Financial Setup drop-down menu, select Credit Card Merchant Setup.
2. On the left pane of the setup screen, right click and select Add New.
3. Select the Credit Card Type and Currency from the drop-down list.
4. Enter the Terminal ID, Bank ID, Decimal, IP Port, Merchant Login ID and Merchant

Password.

SRR

Click OK to save the form.
Repeat the above for other credit card type accepted by the Merchant.

Pre-Selection Groups

This function allows user in categorizing numerous department codes into a group, used
in Routing and Discount assignment.
p

,(,‘3

Department Groups Setup

Department Groups

B Al

@ AllBars

@3 All Beverage

@5 All Champagne
e Food

@3 All Shops

@3 All Tobacco

3 Officers Allowance

% Add Department Group

X Remove Department Group

Please specify departments you want to assign to groups you are defining.
Departments listed must be separated with comma and each within dash (-)
sign (e.g. -100-,-200-,-340-). You cannot change group 'All'. There is no limit

on number of departments you can assign to a group.

5 2l

(=]

Description: l.\‘ Food

Dept Codes: |-2003-,-2013-,-2023-,-2033-,-2043-,-2053-,-2063-,-2073

-,-2083-,-2093-,-3003-,-3013-,-3023-,-3043-

Comments: I

Figure 2-10 - Department Groups Setup
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2.5

2,51

Adding a Pre-Selection Group

1. From the Financial Setup drop-down menu, select Department Groups Setup.

2. On the left pane of the setup screen, right click and select Add Department Group.

3. In the Department Groups section, enter the Description of the group and the
Department codes, and then click OK to save.

Stateroom Upgrade Setup

This function enable creation of a price table that manages cabin price differences when

performing a cabin upgrade.

e Price Table for Upgrades = [o]x]
Category Sorting Upgrade Price Max.Persons
e 0 L at.0 60.00
CAT.02 Suite Cat.02 2 40.00 3
CAT.01 Suite Cat.01 3 20.00 3
CAT.07 Veranda Suite Cat.07 4 100.00 2
CAT.06 Veranda Suite Cat.06 5 80.00 3
CAT.0S Veranda Suite Cat.05 6 60.00 a
Delete New Edit Close
Figure 2-11 - Price Table for Upgrades
Creating an Upgrade Price

A0 Edit Upgrade Prices -

Upgrade Prices

Category Identifier [caT.05  veranda suite Cat.05 ~|

Sorting I6

Price Iso.oo

Maximum Persons I3

OK | Cancel |

Figure 2-12 - Edit Cabin Upgrade Prices

the drop-down list.

Click New on the Price Table for Upgrades screen.

In the Edit Upgrade Prices window, select a category from the Category Identifier

drop-down list.

Financial Setup

From the Financial Setup drop-down menu, select Stateroom Upgrade Setup from
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Note:

= Cabin Categories only appears if these are set up in

Stateroom setup.

= Itis advisable to sort the category pricing from higher to

lower.

4. Enter the sort sequence, price and maximum person allowed, then click OK to save.

2.6  Discount Templates

This function enables user in setting up templates for various discount types, for use in

Discount, Routing and Package Handling.

3061  Beach Bar -Beverage 10.00 (5) %
3062  Beach Bar - Champagn 10.00 (5) %
3063  Beach Bar - Food 10.00 (5) %
3064  Beach Bar - Package 10.00 (5) %

! Discount Template - oEN|
[B) each Bar 10%
)] Beverage Discount 2 [Active
) Discount Four Name [E-:'~: Bar 10%
[2) Discount Template one
) Discount Three Fidelio Department
] Discount Two %60 Beach Bar
] Food Discount

Figure 2-13 - Discount Template

2.6.1 Adding Discount Template

1. From the Financial Setup drop-down menu, select Discount Templates.

2. On the left pane of the setup screen, right click and select Add New.
3. Navigate to the right of the setup screen and then click Add.
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2.7

[~ Give Discount For
|Discomt Template

[~ How much 1
Percentage |10 Apply Count |S [V Percentage
[

Reason

Figure 2-14 - Discounts Template Criteria

4. In the Discounts screen, enter the Percentage, number of count to apply in the How

Much section.

Note:

= If Percentage is unchecked, the discount becomes a value
based discount.

= If Apply Count is blank, this discount is unlimited.

5. Select the applicable department code, and then click OK to apply.

Quick Posting Templates

This function enable user in selecting certain passenger based on the criteria set forth
when performing Quick Posting in Cashier Function.

2 Quick Postings Templates Setup
All Quick Postings Tempk | [~ Ouick Postings Templates .
F21QP001 QP01 Desaription:  [QP001 jopoo1

Comments: |uxp_h_nation="MY" and uxp_a_tag="?"

[V Enabled

Figure 2-15 - Quick Postings Template Setup

1. From the Financial Setup drop-down menu, select Quick Posting Templates.
2. On the left pane of the setup screen, right click and select Add New.

Financial Setup
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3. Enter the short code and description in the Description Field, then insert the
criteria in the Comments field.
4. Click OK to save the template.

2.8 Import Credit Card Bin

This function import a complete set of eligible BIN range provided by Credit Card
provider, and will override previously loaded BIN information during the reload process.

Debit Card  Start Bin Number  End Bin Number Card Description CardType e ationality  DCCAllow
v 400115 400115 Visa Blectron ac ]
400837 400839 Visa Blectron ac (@]
v
08367 408367 Visa Debit =3 @]
V)
M [412285 412286 Visa Debit oe 0O
V)
413733 413737 Visa Debit =3 O
v
417935 417935 Visa Electron Ec D
v/
& 4917 419179 Visa Debit oeL O
v
419741 419741 Visa Electron ac O
v
419773 319776 Visa Electron £c 0O
v
421592 421594 Visa Debit oa. 0O
422793 422793 Visa Debit =3 O
v/
524519 424519 Visa Blectron ac O
|
& |07 431072 Visa Debit oL @]
v
444000 444000 Visa Electron ac O -
Debit Card Card Type: DELTA EDGE,ELECTR LASER, MSTRO,MSTROD, MSTROI,NSTORE, SOLO, TIMEGE, TIMEVN,MD,\D
Fie Name : [C: \TEMP\INGENICOVBIN FILE\DEBIT BIN.TXT Iport | gose

Figure 2-16 - Import Credit Card Bin

1. From the Financial Setup drop-down menu, select Import Credit Card Bin file.

2. At the bottom of the screen, select the BIN file to import. Information will populate
on screen.

3. Click Import to save the BIN ranges into the BIN table, then click Close to exit.

2.9 VAT Tax Class

The VAT Tax Class a tax group classification, e.g.: Regular Tax, Reduced Tax and etc.
Refer to VAT Tax User Manual for detailed configuration and usage.

1. From the Financial Setup drop-down menu, select VAT Tax Class.
On the left pane of the setup screen, right click and select Add New.

3. Enter the short code and the application name in the Description Field, then click
Apply to save.
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2.1

VAT Tax Rate

The VAT Tax Rate code defines the various tax rate applicable to each country or class,

and the tax posting code. Refer to VAT Tax User Manual for detailed configuration and

usage.

n VAT Tax Rate Per Country Setup

AEILIBREILEE:

oY
Add New| Delete Copy Refresh Exit
I~ Expand All

#-_] AO Angola

E=N ECR =x=

#-J AU Australia Country ]US United States

-] BJ Benin
@-(] BM Bermuda
- BO Bolivia
-] BG Bulgaria
-] MY Malaysia
-] FM Micronesia, Federated States of
SRS US United States|
[£) T_VAT T_VAT
[£) vAT1 Tax 1
[£) vAT2 Tax 2

Figure 2-17 - VAT Tax Rate

Adding New Tax Rate

1. From the Financial Setup drop-down menu, select VAT Tax Rate.

2.

Select Add New from the ribbon bar, then select the Country from the drop-down
list, and click Apply.

At the ribbon bar, click Save, then expand the Country container on the left, and
select a Tax Class.

Insert the tax rate in VAT Tax Rate field and select the Tax Department code from the
drop-down list.

Click Save at the ribbon bar to save.

Activate Tax Rate

This function allow user to apply the applicable Tax Rate based on the cruise location,
and stores the information in Parameter, General, Current VAT Tax Country. Refer to VAT
Tax User Manual for detailed configuration and usage.
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O Tax Country Activation

CoEN

Current Active Tax Country PS United States

Change Active Tax Country IUS United States

Figure 2-18 - Tax Activation

1. From the Financial Setup drop-down menu, select Activate Tax Rate.
2. Select from the drop-down list the country tax to activate, then click OK.
3. At the confirmation prompt, select Yes to activate.

WARNING: This updates the Parameter, General, Current
VAT Tax Country and a Restart is required on all posting

modules.

2.12 VAT Tax Reminder

This function is a reminder scheduler for user to activate the tax country on date
specified. Refer to VAT Tax User Manual for detailed configuration and usage.

213

& VAT Tax Schedule Reminder =
? = =l Y o
BN W1 I 3@~ Xl New Record
Add New Exit
VAT Tax Schedule
VAT Tax Activation Date/Time Active Tax Country
22/04/2016 11:41:52 Australia
X v l
o Select Date
|21 April 2016
11:46:30 A1

Figure 2-19 - VAT Tax Reminder

1. From the Financial Setup drop-down menu, select VAT Tax Reminder.
Select Add New from the ribbon bar, then click the drop-down list under VAT Tax
Activation Date/Time.

3. Select the date and time, and then click OK.

Press tab and select the Active Tax Country from the drop-down list.

5. Click Save at the ribbon bar to save.

L

Disallow Manual Posting Applications

This function prevent user from manually posting a transaction through application
listed when posting is set to No in the guest account.
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2 Disallow manual posting Applications Setup (5]
All Disallow manual posting Applications Disallow manual posting Applications
Y FC Manageme: ExeName |1 |FC Management.exe
Comments:

[V Disallow manual posting

Figure 2-20 - Disallow Manual Posting Application Setup

6. From the Financial Setup drop-down menu, select Disallow Manual Posting
Applications.

On the left pane of the setup screen, right click and select Add New.

Enter the short code and the application name in the Description Field, then click
Apply to save.

Department Grouping

This function allows user in categorizing department group use as financial classification
and reporting.

1. From the Financial Setup drop-down menu, select Department Grouping.

2. On the left pane of the setup screen, right click and select Add New.
3. Enter the short code and description in the Description Field, then click OK to save.
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3. ltinerary Setup

The Itinerary Setup function enables user to plan the daily activities available for each
voyage by Location, Events, Packages or through an Agent. Codes in this section are for
display in Management, Itinerary Overview, and they are entered in Administration,
Itinerary Setup.

3.1  Activities

This function describes the setup of daily activities offered on board the Ship.

e Activities Setup (5]
All Activities Setup Activity
| Event Details
Y Type/Title: | Active Programr w | | Snorkelling - View
& 29/01/2015 Vietnam/Hong Kong/Macau — I =l < —]
=& 31/01/2015 A !
: [l
=@, 31/01/2015 Embarkation Day Language: [EN Engish =
) 15:00 High Tea Title: ISnorkelhng

) 16:00 Pie Making Class
) 16:00 Indoor Games

Description: ISnorkelhng

2 16:30 Pottery Class Time and Place
Y 18:00 Pre-dinner Cocktail Start DateTime: |01/02/2015 09:00 Duration Time: |60 minutes
. 19:30 Dinner Deadline DateTime: Setup Time: |10 minutes
=@ 01/02/2015 Island Tour at Danang
= & Dates Accuracy: |All Accurate v Clean-up Time: |10 minutes
.‘30 Snorkelling & Fishing Snorkelling & Fis Location: ICastaway Beach LI Edit
% Comments: |
&3 B Copy Day/Activity o
saa

& >
¥ Add Package/Price More Details

Reservations

% Add Teamy/TiacF Waiting List: |No waiting list v Booking Status: |Enabled v
eam/ lime Frrame
¢ Booking Options: |Booking Requirec v Min/Max Available: |5 20
Pricing

Agent/Vendor: I(does not apply) LJ Adult Cost Price:
Department: | (does not apply) | chid costPrice:

> OK | Cancel | : |

Figure 3-1 - Activities Setup

3.1.1  Adding an Activity

1.
2.

50

From the Itinerary Setup drop-down menu, select Activities.

On the left pane of the Activities setup window, select the Cruise Day then right click
and select Add Activity.

In the Setup Activity, Event Details section, select the Type/Title of the activities
from the drop-down list.

In the Description section, select the language and enter the Title and description of
the activity.

Enter the Start Date/Time, duration, deadline Date/Time, Setup Time, Clean-up
time and select the location from the drop-down list.

Click the More Details button to further input the Meeting Date/Time, clothing
required, etc., and then click OK to return to Activities Setup window.
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3.1.2

Place

Meeting DateTime: I

Meeting Place:|

Clothes: |

Other

Figure 3-2 - Activities Options window

7. Under the Reservations section, select from the drop-down list the appropriate

booking options.

8. Enter the pricing and select the Agent/Vendor providing the service, and then click

OK to save the activity.

Copying an Activity

User is able to copy existing activities either by day or activity to future cruise instead of

re-creating every single activity.

r— All Activities

Setup Activity

_a 29/01/2015 Vietnam/Hong Kong/Macau
=-&j 31/01/2015 A
& Q 31/01/2015 Embarkation Day
E 15:00 High Tea

16:00 Pie Making Class

16:00 Indoor Games

16:30 Pottery Class

18:00 Pre-dinner Cocktail
& 19:30 Dinner
5] Q 01/02/2015 Island Tour at Danang

= Q 09:00 Snorkeling

¥ Add Activity
& B Copy Day/Activity kok
Q X Remove Activity

% Add Package/Price
X Remove Package/Price

# Add Team/Time Frame

X Remove Team/Time Frame

< >

Type/Title: | Active Programr | [Snorkeling

’vaentDetais

~ Description

Language: |EN English

El

Title: [Snorkeling

Description: ISnorkeﬁ'\g

 Time and Place

Start DateTime: ’0 1/02/2015 09:00
Deadiine DateTime: I
Dates Accuracy: |All Accurate v|

Duration Time: |60
Setup Time: |10
Clean-up Time: |10

minutes
minutes

minutes

Location: ]Castaway Beach | Edt I
Comments: l

More Details |

~ Reservatons
Waiting List: [No waiting st~ Booking Status: [Enabled  _v]
Booking Options: [Booking Requirec v MinMax Available: [5 20

r~ Pricing
Agent)Vendor: | (does not apply) | Adut Cost Price: [

Department: | (does not apply) | chidcostprice:|

x|

l Apply I

Figure 3-3 - Copying an Activity

1. From the Activities setup window, select the Cruise Day and then right click and

select Copy Day/Activity.

Itinerary Setup
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313

3.14

Duplicate whole day
Duplicate to
Date
[ |
23/02/2015
OK Cancel

2. In the Duplicate Whole Day window, enter the date to copy to, then click Add.
3. Click OK to copy the activities.

Note: To copy a single activity, select an Activity instead
of by Cruise Day.

Adding Package/Price

Package/Price are added for information display only and will not post to the guest
account.

Adding Team/Time Frame

Team member handling the activities may be added to the activities by indicating the
time and number of member required.
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3.2

%

Al Activities

i“é 29/01/2015 Vietnam/Hong Kong/Macau
=& 31/01/2015 A
31/01/2015 Embarkation Day
B2 01/02/2015 Island Tour at Danang
] & 09:00 Snorkelling

)

@ 02/02/2015 Macau/ Hong Kong
&} 03/02/2015 Hong KongVietnam/Bangkok
&} 23/02/2015 HK/VN/BKK

< >

2 Snorkelling & Fishing Snorkelling & Fi¢

Activities Setup
Team/Time Frame
Details

Team Number: |1

Counselor/Guide: I

Language: | EN English =

Reserved From: |09:00 v | for aperiod |60 v | min.

Min/Max Available: |1 1

=

Comments: |

x|

Cancel | : |

Figure 3-4 - Activities Team/Time Frame setup

1. Inthe Activities Setup window, right click on the activities details and select Add

Team/Time Frame.

2. Inthe Team/Time Frame section, enter the number of team member and select the
time to reserve from and duration.

3. Click OK to save.

Removing an Activity

Mark the activity to delete, then right click and select Remove Activity.

Note: If the activity has Team/Time Frame or
Packages/Price, remove these first before removing the
activity.

Events

This section describes the setup of activity category, its location and requirements.

Itinerary Setup
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3.3

B

All Events
l

= g Active Programme
54 Golf
§9) Indoor Games
8@ Snorkeling
= @ Dining
4 Dining with Stars|
@ Dinner
4@ High Tea
8% Lunch
§@) Pre-dinner Cocktail
Culinary
Handicraft
Sport
Seminar

Events Setup
Setup Event
Details

Number: |

Language: IB\I English

Title: IDining with Stars

Description: IDining with Stars

Location: IMaln Dining Room

=l e |

Type: ID ning Reservation

Ticket: [ (no ticket)

|
|

Comments:

Demographics
Age Range: |21 to [999

Family Status: |All v
Marital Status: |All v
Gender: |Al v,

Group: I

Age Restriction: |Yes ~

Cancel I : |

Figure 3-5 - Event Setup

NSOl e

From the Itinerary Setup drop-down menu, select Events.
In the All Events section, right click and select Add Event Type.

Select a Location, Type and Ticket from the drop-down list.

Marital Status, Gender and Age Restriction from the drop-down list.

8. Click OK to save the entry.

Locations

Enter a short code and description in the Description field, then click OK.
Select the Event Type, then right click and select Add Event.

In the Details section, enter the event number, title and description of the event.

In the Demographics section, enter the Age Range and select the Family Status,

The section describes the setup of a location where the event/activities will be held.
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L3 Locations Setup (==3a)
All Locations Setup Location
| Location

Title: [DNR [Main Dining Room

Description: [Main Dining Room

Deck: | (not available) | Edit
Picture File: | Bro—wsel
£ 30/12/1899 18:00 Reservation Comments:
&8 Disney
Castaway Beach
2 Ha“y Availability
R Welness Centre Status: |Available VI

Overlap Book: |Warn v I

OK Cancel | : |

Figure 3-6 - Location Setup

1. From the Itinerary Setup drop-down menu, select Locations.
In the All Locations section, right click and select Add Location.

3. Enter a short code and description in the Title field, select the Deck from the drop-
down list and attach a picture if any.

4. Select the Availability Status and appropriate prompt when booking location is
overbooked, and then click OK to save.

Select the Location, then right click and select Add Table/Seat.
In the Details section, enter the event number, title and description of the event.

Select a Location, Type and Ticket from the drop-down list.

® N o O

In the Demographics section, enter the Age Range and select the Family Status,
Marital Status, Gender and Age Restriction from the drop-down list.

Adding Table/Seat

Additional information such as Table/Seat may be added to the Locations.

Itinerary Setup
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Setup Tables/Seats
Details

Table/Seat: | 1

Station/Row: |10 Max Seats: |1
Rank: I Max Sqeezed: |1
Shape: IRounded vl Status: IAvaiIabIe vl

Comments: |

OK Cancel | : I

Figure 3-7 - Table/Seats Setup

1. From the Location Setup window, right click on the location and select Add
Table/Seats.

2. Enter the Table/Seat number, Station/Row, Rank, Table Shape, Max Seats, Max
Squeeze, Status and Comments, if any.

3. Click OK to save.

3.3.2 Adding Exception

An Exception may be added to the Location, either for Reservation or Maintenance.

Setup Location Exceptions

Details

From Date/Time: |30/12/2015 14:00 Until Date/Time: |30/12/2015 18:00
Reason: IMaintenance LI

Comments: [Close for New Year's Eve setup. |

oK Cancel | Apply |

Figure 3-8 - Location Exception Setup

1. From the Location Setup window, right click on the location and select Add
Exception.
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3.4

3.5

2. Enter the From Date/Time, Until Date/Time and select the Reason from the drop-
down list, and then enter a comment in the Comment field.

3. Click OK to save.

Note: Location that has an exception are marked with an

Exclamation mark.

Packages
Packages setup is for use in Itinerary, Activities.
& Packages Setup
All Packages Packaqes
" Package Description:
@5 Snorkelling & Fishing
B Comments:

# Add New
X Remove

[V Enabled

Figure 3-9 - Itinerary Package Setup

1. From the Package Setup window, right click on the location and select Add New.

Ii«:'é ISpa Package

2 hrs Massage
1 Mani/Pedi

2. Enter the short code, description and comments if any.

3. Click OK to save.

Vendors/Agents

Itinerary Setup

Vendors/Agents Setup is used to store contact details of vendors/agents handling the
events.
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$

All Agents

Agents/Vendors Setup

2 HILL HILTON
2 TIMBER SALT

N d TRAVEL MAYFAR

2§ VINCENT LEE

Agent Details T Comments

Agent Setup

Salutation |MR

First/Name [MAYFAIR [TRAVEL

Company [TRAVEL MAYFAIR

Street [211

Zip/city | 706969 [

State/Country KL [my Malaysia ~]

Phone/Fax [1233123 [33213312

E-Mail |mavfa|r@mayfa|r,com

Comments [Handle ground travel and local tours, operating with 10no, 30
seater buses.

Status [V Enabled

Currency: | (not applicable) LI

Exchange
Rate:

S (=

Figure 3-10 - Vendor/Agent Setup

Agent.
image.
relevant details.

Save.

Click OK to save the Agent details.

From the Agents/Vendors Setup window, right click on the location and select Add
Enter the Agents details and then navigate to Comments tab to add/document
In the Comments tab, select Add Comment to enter a new comment and insert the

Navigate to Document tab to upload, scan or export an image file and then click
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4. Safety Setup

The Safety Setup contains all the codes required in Standard Safety Drill and Advance
Safety Drill modes, and the setup varies depending on the mode defined in Parameter
group, Safety, Advance Safety Drill. (0=Standard Safety Drill / 1 = Advance Safety
Drill)

Configuration available to Safety Setup

Below screen shot shows the configuration available to Standard Safety Drill, where
Parameter, Safety, Advance Safety Drill is = 0 (Standard Drill).

Stateroom Setup

Administration VReports Security About Exit
System Setup »
Financial Setup >
Itinerary Setup "
Standard Safety Drill Setup Codes
Crew Setup )
Safety Setup > Muster Station

Life Boat

System Codes » Gangway Locations
Package Plans % Safety Department
Maintenance Setup > Safety Group

Gift Card Setup k Safety Position
POS Discount X Safety Role
Security Display Setup Safety Function

Manual Authorization
Safety Drill Type

Drill Location

Visa Types Setup

Internet Rates Setup
Drill Instructorship

User Definable Field Setup

Multimedia File Maintenance DuRDefhiticn

Board Card Printing Template Course Type

Security Alert Setup Courses & Certificates
Beeper Setup Accredited Training Centres

Micros Item Posting Restriction
Signature Device Configurator
Upload Photos
Export Photos

Export Documents

Figure 4-1 — Standard Safety Drill Setup

Functions available in the Advance Safety Drill, where Parameter, Safety, Advance
Safety Drill is =1 (Advance Safety Drill) are listed in below screen shot.
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e

Administration | Reports Security About Exit

System Setup »
Financial Setup 4
Itinerary Setup »
Crew Setup »
Safety Setup »
Stateroom Setup »
System Codes »
Package Plans »
Maintenance Setup 4
Gift Card Setup 3
POS Discount »
Security Display Setup

Manual Authorization

Visa Types Setup

Internet Rates Setup

User Definable Field Setup
Multimedia File Maintenance
Board Card Printing Template
Security Alert Setup

Beeper Setup

Micros Item Posting Restriction

Signature Device Configurator

Upload Photos
Export Photos

Advance Safety Drill Setup Codes

Deck
Fire Zone
Stair Well

Muster Station
Life Boat

Gangway Locations

Safety Department

Safety Group

Safety Position

Safety Role

Safety Function

Safety Reporting List Group

Safety Drill Type
Drill Definition
Drill Template Setup

Absence Reason
Excuse Request Reason
Excuse Unapprove Reason

Interview Comment

Courses & Certificates

Proficiency Level

Accredited Training Centres

Figure 4-2 - Advance Safety Drill Setup

Table 4-1 — Available configuration codes for Safety Setup

Function Name

Definitions

Deck Setup Defines the deck location in Muster Station
setup. (Advance Safety Drill)

Fire Zone Setup Defines the Fire Zone for the drill in Muster
Station setup. (Advance Safety Drill)

Stair Well Setup Defines the stairwell location in Muster Station
setup. (Advance Safety Drill)

Muster Station Setup

(definable label - TYP_LBL =
SFTMST)

Defines the assembly location

Lifeboat Setup

(definable label - TYP_LBL =
SFTBOT)

Defines the lifeboat or life raft capacity

Gangway Locations

Defines the gangway location

Safety Department

(definable label - TYP_LBL =
SFTDIV)

each location.

Defines the department responsible for safety in

Safety Group

(definable label - TYP_LBL =
SFTSGP)

safety group.

Defines the responsibilities and task of each

Safety Setup
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Function Name

Definitions

Safety Position

(definable label - TYP_LBL =
SFTCRW)

Defines the position of the Crew.

Safety Role

(definable label - TYP_LBL =
SFTROL)

Defines the role of the safety Crew.

Safety Function (definable
label - TYP_LBL = SFTFCT)

Defines the role of Crew in command of Survival
Craft.

Safety Drill Type

Defines the type of drills.

Drill Location

Defines the Location of the Scheduled Drill
(Standard Safety Drill)1.

Drill Instructorship Defines the Instructor responsible for the
Scheduled Drill (Standard Safety Drill).

Drill Definition Definition of drills.

Drill Template Setup Template for each drill type.

Absence Reason

Reason for not attending the safety drill (Advance
Safety Drill)2.

Excuse Request Reason

Reason to be excused from attending safety drill
(Advance Safety Drill).

Excuse Unapprove Reason

Reason for not Approving the excuse request
(Advance Safety Drill).

Interview Comment

A comment field use during interview, either as
a predefined comment or free text input.
(Advance Safety Drill).

Course & Certificates

Type Courses and Certification required for each
drill type

Proficiency Level

Proficiency level offered in courses and
certification.

Accredited Training Centres

Training centers recognized by the Ship in
providing Safety training.

Configuring Safety Codes in Standard Safety Drill

Majority of the setup screen are the same in Standard Safety Drill mode, below are the
steps to configure new codes for: Gangway Locations, Safety Department, Safety Group,
Safety Position, Safety Role, Safety Function, Safety Drill Type, Drill Location, Drill
Instructorship, Course Type and Accredited Training Centers.

I Available in Standard Safety Drill Mode only
2 Available in Advance Safety Drill Mode only

Safety Setup
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4.2.1

Deck Setup

1= Dedck

3 DECK THREE
% 4 DECK FOUR
% 6 DECK SIX

% 7 DECK SEVEN
% 8 DECK EIGHT
wii% 9 DECK NINE

# Add Mew

Description: |L DECK TWO

Comments:  |[DECKTWO

¥ Enabled

Figure 4-3 — Standard Code Configuration screen

Ok @

Click Apply to save the code.

From the Safety Setup menu, select the code to configure.

On the left panel, right click in the blank space, then select Add New.
Enter a short code and the first description on the right.

Further describe the code in the Comments field.

The newly added code is enabled by default. To disable the item, deselect the check
mark under Enable.

To delete the code from the System, right click on the code in the right panel and

select remove.

Setting Up Muster Station

A Muster Station is a required field in the Safety Drill setup and this must be setup prior
to configuring any Safety Drill. The layout of the configuration screen defers, depending
on the mode setup in Parameter group, Safety, Advance Safety Drill.
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All Muster Station @

I

| | Description: |-‘a\

- Bl Musterstation B
- Bl Musterstation C
-G Musterstation D
B Musterstation E
- Musterstation F
B Musterstation G
-G Musterstation H
- Bl Musterstation I
Bl Musterstation IFT
W8 Musterstation J
- Musterstation K
B Musterstation L
-G8 Musterstation M
- Bl Musterstation N
- Bl Musterstation O
B Musterstation P

- MusterStation CP

LY Musterstation A&

v

Muster Station @
Setup Muster Station @
Details

|Musterstaﬁon A

Capadity: 96 Person(s)
?:ep';?at LE LifeBoat@1 -
Emergency

Phone No: |

Last Drill:

O

Cancel |

Apply

NSOk w N

Figure 4-4 - Muster Station configuration screen

From the Safety Setup menu, select Muster Station.

On the left panel, right click in the blank space, then select Add Muster Station.
Enter a short code and the field description on the right.

Enter the Capacity allowed.

Select the Lifeboat Type from the drop-down list.

Insert the Emergency Phone Number, if any.

Click Apply to save the code.

To copy an existing configuration code

1.

2. Enter the name and description of the new code, then click Add to populate the

On select code, right click and select Copy Muster Station.

information onto the next window.

Duplicate Muster Station

Duplicate to
Muster Station Description
4 Assembly Station Z
OK | Cancel |

Figure 4-5 - Copy Muster Station screen

3. Continue to add the Muster Station if more Muster Station is required.
4. Click OK to save.

Safety Setup
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Setting Up Lifeboat/LifeRaft

Fa
vy

Overvew

All Lifeboat / Liferaft

Lifeboat / Liferaft Setup “

Details

[

Description: [0 1 [0 1

{2 01-01
{2 02-02
{2 03-03
{2 04-04
{2 05-05
{2 06-06
{2 07-07
{2 08-08
{2 09-09
{2 10-10
Q-1
3 12-12
2 13-13
{2 14-14
2 15-15
{2 16-16
2yi-v1
3 v2-v2
{2 v3-v3
2 va-v4
{2 Ys-Ys
2 z21-21
2 22-22
223-23
2 24-24
{2 25-25

Type: LB LifeBoat v

Min Crew with CPSC Required: ,27 Person(s)
Max Capacity: 313 Person(s)
Operators/Crew Assigned: 14 Person(s)
Max Certified Capacity: Person(s)
Muster Station Ralf Crane [0—

0

Lifeboat Station 01

Launch Sequence

Remarks:

OK Cancel | Apply |

Figure 4-6 - Lifeboat/Liferaft Configuration screen

Table 4-2 - Field definition of Lifeboat/Liferaft configuration screen

Field Name

Definitions

Description Short code and description of the lifeboat/life raft.

Type Type of lifeboat /life raft. These codes are predefined
and hard coded.

Min Crew with CPSC Minimum crew with CPSC certification.

Required

Max Capacity Maximum capacity allowed per lifeboat /life raft.

Operators/Crew Number of crew assigned to this lifeboat/life raft.

Assigned

Max Certified Capacity | Maximum capacity of lifeboat/ life raft.

Muster Station Raft Raft crane the lifeboat is assigned to in Muster

Crane Station.

Launch Sequence

Launch sequence of the lifeboat.

Remarks

Additional remarks pertaining to this lifeboat.

There are additional fields in Lifeboat/Liferaft setup screen, and to setup the codes, repeat
steps in Setting Up Muster Station.
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To copy an existing configuration code:
1. Onselect code, right click and select Copy.

2. Enter the name and description of the new code, then click Add.

3. Click OK to save.

Mame Description
I |
Add Remove
LE39 Lifeboat 39
oK | Cancel |

Figure 4-7 Copy Life Boat

4.2.3 Setting Up Drill Definition

The Drill Definition code defines the type of drills, attendance requirements and identify

drills that are Course and Certificate related.

_ - J
[}_ Add New I @ Modify I m Delete I Dupficate IH Swve |@ Bt |
OrdType iter [SoR oA Tt =]
Status Code Desarption Tre O Requred xDays Afte Enbarkaton
sve | oroor o S | 1 | v |
Drill Date Scheduled Count  Excuse Pending Count  Excused Count. Attended Count
Figure 4-8 - Drill Definition Configuration screen
1. From the Safety Setup menu, select the Drill Definition.
2. Click Add New on top right of the screen to add a new drill.
3. Select the Status from the drop down list, then enter the Drill Code and Description.
4. In the Drill Definition section , select the Drill Type from the drop down list, then

enter the frequency of the drill, Required x days after embarkation.

5. Click Save to save the record.

Safety Setup
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6. Continue to select the Drill, then click Modify to add Location, Instructor, Required
Operational Positions and Assigned Manning Number.

7. In the Location and Instructor section, right click in the window and select Add
New, then select the location from the drop down list and enter the
comment/function if any.

8. In the Required Operational Positions section, right click on the window and select
Add New to individually add a position, or Add All to select multiple positions.

? Select Position(s) to Add To Safety Drill | x |

Crew Drill Excuse Criterial

Safety Drill: Drill

Shared Comment:

Selected Position(s)

Selected Position Name A
283 Asst. Waiter COM

|2834 Buffet girl COM

284 Buffet boy COM

| 284A Asst.Waiter/Utl. COM
|2as Captain Station COM
|286 Captain Waiter

|291 Officer Waiter

|291a Officer Asst. Waiter

292 Staff Waiter

1293 Staff / Asst. Waiter
|293A Utility/Off. Waiter

| 294 Petty Officer Waiter

Og{oigoig{oo|ogioin

0
&
g
<

Figure 4-9 - Position selection for Course & Certificate in Drill Definition

9. To Add All positions, check the positions check box and click Add.
10. In Assigned Manning Number section, repeat step 6 and 7.

4.2.4 Setting Up Courses & Certificates

The Courses & Certificates code defines the type Courses and Certifications required for
each drill type, and identify the certificates expiry on Emergency # (E Number) change.
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B Administration Reports Security About Exit =&

L=
[~ Details
Type: [ =] || code: cpsc
CMS Code: CPSC
- Name: Certificates Proficiency Survival Craft
Seatedto: Ja 5] Related to: Safety
Instructor:
b o Training Centre:
Certificates Proficency Survival Craft  Certificate Renewal Days: All 0 Days
Grace Period: 0 Days
Expire Upon No
tion:

Crowd Managment Certificate Status: No
Priority: 0
Minimum Required per Certificates Proficiency Survival Craft
Vessel:
r-sam-maawuﬁam Comments
W Basic Safety Training

w Radio Operator's Certificate

Delete Edit New | Exit |

Figure 4-10 - Course & Certificate Setup screen

1. From the Safety Setup menu, select Courses & Certificates.
2. Inthe Courses & Certificates screen, click New.

~ Code &Name
Code feesc @ Vaiid for specified number of days
CMS Code Days Valid: o
|certificates Proficiency Survival Cra Grace Period (Days): |o

Certificate
Safety _'_] ¢ valid until crew Disembark

— Others
Cergﬁcahes Proficiency Survival ~ Minimum Required Per Vessel: IO
Cra

Instuctor |
Training Centre | (undefined)

[V Active
[ Priority

Figure 4-11 - Course & Certificate criteria

3. Inthe Code & Name section, enter the Code, CMS code, Name of the Course, and
select Type of Course, Related to from the drop down list.

4. Inthe Description section, enter the course description, instructor name and location
of the training centre.

5. In the Expiration section, select one of the option, then enter the Minimum Required
Per Vessel in Others section.

6. The Active check box is selected by default, and removing the check mark will
disable the course.

Selecting the Priority check box will make the course as a priority.
Click OK to save the code.
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Configuring Safety Codes in Advance Safety Drill Mode

Compared to the Standard Safety Drill mode, the Advance Safety Drill mode has more
configuration codes, namely:

Deck Setup

Fire Zone Setup

Stair Well Setup

Absence Reason

Excuse Request Reason
Excuse Unapprove Reason

Interview Comment

These function is enabled with Parameter, Safety, Advance Safety Drill is =1

As majority of the screen layout is the same as Standard Safety Drill mode, the steps to
configure the codes is similar to those defined in Configuring Safety Codes in Standard
Safety Drill, with the exception of these codes where additional fields or functions are
found and steps to configure these codes are describe in the following section.

Muster Station
Lifeboat/ Liferaft
Safety Function

Drill Type

Drill Definition

Drill Template Setup

Courses & Certificates.
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4.3.2

)

Deck Setup

i~ All Deck 11~ Deck

Description: |L DECK TWO

4 DECK FOUR Comments:  |[DECKTWO

& DECK SIX # Add Mew
7 DECK SEVEN )
8 DECK EIGHT

% 9 DECK NINE

¥ Enabled

oK Cancel ‘ 4PF I

Figure 4-12 - Standard Code Configuration screen

Configuring New Code

1.

Ok »N

From the Safety Setup menu, select the code to configure.
On the left panel, right click in the blank space, then select Add New.
Enter a short code and the first description on the right.

Further describe the code in the Comments field.

The newly added code is enabled by default. To disable the item, deselect the check

mark under Enable.

Click Apply to save the code.

To delete the code from the System, right click on the code in the right pane and then

select remove.

Setting Up Muster Station

A Muster Station is a required field in the Safety Drill setup and this must be setup prior
to configuring any Safety Drill, and the layout of the configuration screen defers from the
Standard Safety Drill mode.

Safety Setup
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: Muster Station
i All Muster Station —————~ Setup Muster Station

|
|I| — Details
! Description: |A |.»'-\.ssembl\-I Station A
|| ¥R Assembly Station A A | || station Type: d i
@ Assembly Station A1 on Type: IErnergency And Muster Stahn_:j
- Assembly Station A1 & AZ Capadity: [o Person(s)
B Assembly Station A2
B Assembly Station A3 Lifeboat Type: |(undeﬁned) __'_J
Q8 Assembly Station A3 & A4
{8 Assembly Station A4 Last Drill:
{8 Assembly Station B
-l Assembly Station B1 e
B Assembly Station B1 &.B2
- Assembly Station B2 Deck: bre fons
g Assembly Station B3 []15-15 ~ [1o-0
- Assembly Station B3 8B4 [1-1
K Assembly Station B4 G2 |
{8 Assembly Station C 03-3
- Assembly Station C1 L4-4
- Assembly Station C1&C2 L15-5
[ Assembly Station C2 Le-e
Y
- Assembly Station C3 i B
- Assembly Station C3 &C4 Stair wWell: Sicle:
B8 Assembly Station C4 i i
B fmtnuonis ]{undeﬁned) _:! D MID - Middle Section s
{8 Assembly Station D1 E!P L
! SIDE - Port Side
- Assembly Station D1 &D2 v

- Assembly Station D2
- Assembly Station D3

Qi Assembly Station D3 & D4 b
IS 3 oK l Cancel J Apply l

Figure 4-13 - Muster Station Setup in Advance Mode

From the Safety Setup menu, select the Muster Station.

On the left panel, right click in the blank space, then select Add Muster Station.
Enter a short code and the field description on the right.

Enter the Capacity allowed.

Select the Lifeboat Type from the drop-down list.

In the Location section, select the Deck, Fire Zone, Stair Well and Side of the ship.
Click Apply to save the code.

NSOk ®h =

To Copy an existing configuration code

1. On select code, right click and select Copy Muster Station.
2. Enter the name and description of the new code, then click Add to populate the
information onto the next window.
Duplicate Muster Station
Duplicate to
Muster Station  Desaription

I I

4 Assembly Station Z

OK Cancel
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4.3.4

3. Continue add Muster Station to duplicate if more is required.

4. Click OK to save.

Setting Up Lifeboat/Liferaft

The Safety Drill Type defines the type of drills required based on the rules set forth, and

Overview

Al Lifeboat / Liferaft Details

[

Description:

{2 01-01 _—
& 02-02 ypes

{2 04-04 Max Capacity:

{2 06-06
& 07-07

{2 09-09 Launch Sequence
{2 10-10
u-1
3 12-12
O 13-13
2 14-14
2 15-15

Remarks:

{2 16-16
& yri-v1
2 v2-v2
& v3-v3
2 v4-v4
{2 ¥5-Y5
2z21-21
2 22-22
2 23-23
2 z24-24
2 25-25

{2 03-03 Min Crew with CPSC Required:

{2 05-05 Operators/Crew Assigned:
Max Certified Capacity:
£ 08-08 Muster Station Ralf Crane

rules apply to Training Drills setup when Apply Training Rule is checked.
Lifeboat / Liferaft Setup El

jo1 fo1
LB LifeBoat v
2 Person(s)
F Person(s)
14 Person(s)
Person(s)
ﬁ
,0—

Lifeboat Station 01

OK I Cancel | Apply |

SIS

Figure 4-14 - Lifeboat/Liferaft Setup in Advance Mode

From the Safety Setup menu, select the Safety Drill Type.

On the left panel, right click in the blank space, then select Add Drill Type.

Enter a short code and the field description in the Description field.

Select Apply Drill Rule check box to enable the fields in Drill Rule.

Select the drills required using the drop-down list the number of days after embark,

the number of Emergency Attendance (ES) and Muster Attendance (MS) per calendar

month.

o

7. Click Apply to save the code.

Setting Up Safety Function

The Safety Function defines the role of Crew in Command of the Survival Craft and is
required in the Muster List and Drill Template Setup. The layout of the configuration

Select Apply Training Rule check box if rule apply to Training.

screen defers from Standard Safety Drill mode.

Safety Setup
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T Safety Function ==
— All Safety Function 1~ Setup Safety Function 1
| || Details o
Description: 01 |2nd Commander

- {001 - 2nd Commander

R 002 - Aft Hook KR
ﬁ 003 - As Circumstance Dictate

- 004 - Asst, Embark Controller

- 005 - Commander

R 006 - Embarkation Contraller

- 007 - Forward Hoaok

- 008 - Raft Commander

- {005 - Raft 2nd Commander

- 100 - 2nd Commander

[V Enabled

¥ Commander | 2nd Commander

K Caneel I e |

Figure 4-15 — Safety Function Setup in Advance Mode

From the Safety Setup menu, select the Safety Function.

On the left panel, right click in the blank space, then select Add.
Enter a short code and the field description on the right.

Enter the Comments, if any.

Select the Commander/2»¢ Commander check box if required.
Click Apply to save the code.

S

4.3.5 Setting Up Drill Type

The Safety Drill Type defines the type of drills required based on the rules set forth, and
rules apply to Training Drills setup if Apply Training Rule is checked.

54 Drill Type ==
i~ All Drill Type 1~ Setup Drill Type 1
| Details o

Description: |5R.4-.-"Z‘-1 FIRE DRILL

ﬁ ABAMD - ABANDOM SHIP DRILL ”
@ ALPHA - MEDICAL EMERGEMCY DRI

{8 BRAVO2 - CHEMICAL SP%LL SRR Crewmembers must either attend first 12 w | drill{z) after embark, or
ﬁ BRAVO3 - OIL SPILL DRILL
- CHARLI - SECURITY THREAT DRILL | drills that are within ﬁrstIS vi dayiz} after embark, whichever that yields
- J CONF - COMFINED SPACE RESCUE

¥ Enabled

| the most drills.
- DELTA - DAMAGE STABILITY RESPC
ﬁ ECHO - IN PORT EMERGENCY Thersafter, crewmembers must attend to 11 v] ESand |1 vi M5
- Jf@ GDP - GENERAL DRILL PORT BOATS
J@ GDS - GENERAL DRILL STED BOATS | per calendar manth during drill(s) and must not be absent for |2 v]
- {8 GENDR. - GENERAL EMERGENCY CRI | drilte) in 2 row,

-ﬁ HELQ - HELICOPTER EVACUATION |
@ LEFILL - LIFEBOAT LOADING

- J LRAFT - LIFERAFT LAUMCHING DRI
- JM MASS - MASS CASUALTY INCIDENT If there is a fraining wnhin]z v] day(s) after embark; it is compulsory
@ MES - MARINE EVACUATION SYSTE
@ OSCAR -MAM OVERBOARD DRILL
- PAY, - GUEST MUSTER DRILL v

I« s | o« | el | ]|

Figure 4-16 - Drill Type Setup in Advance Mode

W Apphy Training Rule

| that crewmembers attend.

1. From the Safety Setup menu, select the Safety Drill Type.
On the left panel, right click in the blank space, then select Add Drill Type.
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3. Enter a short code and the field description in the Description field.

Select Apply Drill Rule check box to enable the fields in Drill Rule.

5. Select the drills required using the drop-down list the number of days after embark,
the number of Emergency Attendance (ES) and Muster Attendance (MS) per calendar
month.

6. Select Apply Training Rule check box if rule applies to Training.

7. Click Apply to save the code.

-

4.3.6 Setting Up Drill Definition

The Drill Definition code defines the type of drills, attendance requirements and identify
whether drills are Course and Certificate related.

a Drill Definition Setup =3 Eo <=
5 (= ~
Add New @ Mod Delete plicate Save Bit
(3 | v |8 (] Q
Drill Type Filter |Bravo - Bravo - Bravo Dril &
Drill Definition
Status Code Descripton Type Attendance Requrement Course And Certiicate
Eravo
RAVO Bravo - Bravo -
Active 005 Confine Space Rescue Drill |Bravo Drill Emergency Station
Adve | o006 [DamogeContolont SRAVOBEaVO B30 ergency Staton
Actve 007 |oispilDrl |BRAVOBravo -Bravo - emergency staton
BRAVO Bravo - Bravo -
Actve 008 |chemical sl Rl |emergency staton
Active 014 |Rescue from Confined Space Dril |BRAVOBravo-Bravo - lemargency station

Figure 4-17 - Drill Definition Setup screen in Advance Mode

From the Safety Setup menu, select the Drill Definition.
2. Click Add New on top right of the screen to add a new drill.

3. Select the Status from the drop down list, then enter the Drill Code and Description,
then select the Type, Attendance Requirement and Course & Certificate from the
drop down list.

4. Click Save to save the record.

4.3.7 Setting Up Drill Template

Defining a drill template will assist user in generating a crew list in Proposed Crew during
drill creation as information will populate based on these filters.
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4.3.8

=
All Templates
[

§§8 BRAVO - BRAVO - BRAVO DRILL
ﬂ CHARLIE - CHARLIE - CHARLIE DRI
W ECHO - ECHO - ECHO DRILL

B8 General Drill - Port Boats Down

B8 General Drill - Starboard Boats Dowt
B8 General Muster Drill

B OSCAR - OSCAR - OSCAR DRILL

# Add Template
Copy Template
X Remove Template

v
< >

Drill Template Setup

Setup Drill Template

Details
Description:
Template Category:
Safety Department
Safety Position
Safety Group
Safety Function

Life Boat
Safety Role

Emergency Station:

Muster Station

Safety Requirement:

[aLpra |ALPHA - ALPHA - ALPHA DRILL

Rejection Template v

10 DECK v
1MASTER v
1 Operational Commai v
003 As Circumstance | v
Craft Type Craft Side
|ZS z5 LI |(undeﬁned) LI | (undefined) L]
OVCO Overall Comma v
Deck MFZ
|eroSAF Bridge/Safet v| [12 12 ~|[11 ~|
Stair Side
| (undefined) ~|[ee ~|
Deck MFZ
25 -25 LI I(undeﬁned) LI I(undeﬁned) L]
Stair Side
|(undeﬁned) Ll |(undeﬁned) L]
V| ALPHA - Alpha
V|BRAVO -Bravo
(| CHARLI - Charlie
DELTA -Delta
ECHO -Echo
OSCAR - Oscar
PAX - Pax

x|

Cancel | Reset |

Figure 4-18 - Drill Template Setup screen in Advance Mode

1. From the Safety Setup menu, select the Drill Template Setup.
On the left pane of the screen, right click in the blank field and select Add Template.

3. In the Details section, enter a short code and description, then select the code for
respective fields from the drop down list.

4. In the Safety Requirements check box, select the relevant boxes.

5. Click Apply to save the template, then OK to exit.

Note: Clicking Reset will clear the selected information from the
screen.

Setting Up Course & Certificate

The Courses & Certificates code defines the type Courses and Certifications required for
each drill type, and identify whether the certificates will expire on Emergency # (E

Number) change.
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Figure 4-19 - Course & Certificate Setup in Advance Mode

1. From the Safety Setup menu, select Courses & Certificates.

2. In the Courses & Certificates screen, click New.

— Code &Name

Code |10FaD

CMS Code  [10FAID

Related to [Safety

Master Cert | (None)

r— Description

Description

Instructor |

Training Centre [ (undefined)

[V Active
I Priority

& Valid for specified number of days

Days Valid: 1826
Grace Period (Days):
¢ Vvalid until crew Debark

Expire On E # Change: INo vI

r~ Others

Minimum Required Per Vessel: IO

Proficiency
Le?,d: | (undefined)
I~ Re-qualifying Course

=l

o]

Figure 4-20 - Edit Course & Certificate in Advance Mode

3. Inthe Code & Name section, enter the Code, CMS code, Name of the Course, and
select Type of Course, Related to and Master Cert from the drop down list.

4. In the Description section, enter the course description, instructor name and location

of the training center.

In the Expiration section, select one of the expiration option.

6. In Others section, enter the Minimum Required Per Vessel, Proficiency and check if

Re-qualifying Course is required.
7. The Active check box is selected by default, and removing the check mark will

disable the course.

8. Selecting the Priority check box will make the course as a priority.

9. Click OK to save the code.

Safety Setup
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5. Stateroom Setup

The Stateroom setup function handles both passenger and crew accommodations. Before
entering the individual cabins, the general cabin features must be created, and you also
need to know each cabin’s location in the safety plan and the housekeeping section as
that information will also be stored. These informations are entered in Administration,
Stateroom Setup.

Cabin es Location i ipt ~Showonly ———————————————
- 10000 E=re Deds [CCO—— | ot
e S S gl —
on: Pen! Deck
: Suite Cat.01 Sections All v | Edit
Classification: -
S = S Com—(
e Life Boat Al ] Edt
: AV . [—_I
T - s G :
° Classification ~ [All v | Edit
R e sz [ lea]
ion: Engine Oficer
- Remarks: Chief Engineer @ Al " Starboard (" Portside
ton: Musterstation Y
e Boat - Link Cabin
= : Portside
T Lo Rotoene
e iority: 10020
e =
3 : No
i —
[~ Cabin Inventory: Actual  Show Only
e
3 387 387
1188 1188
cony Delete ew g [ [ ame |

Figure 5-1 - Cabin Setup

5.1  Staterooms

e - Assi  Link Cabin (Max 10: Selected: 0) —
Chh | HK Section (undefined) | | | only first th:'s will bf:'smded,
3 : exceptup to first 3 and
No. of Berth [ Life Boat (not applicable) =) ||| Ving
Betizens | s i2swasc | S CeeRe) o || Cr—
= Location Not Define ~| || |&710001
I = Starboard/Portside ("~ Starboard % Portside (710002
[~ Resident Cabin Sort Priority DoorLockKey & Yes © No Six:
~ Status Vertical Zone | (undefined) 1|/ |7 10005
Status |avaiable B == [] 10007
" 1001
Block from | J Keeper (not assigned) ;' S s
Block unti [ ] || AssistantKeeper (not assigned) ~| || |7 10034
i t assigned) - (] 1004
Unavailability Reason | Head Waiter (nof : ~| Cgm
Waiter (not assigned) ||| |5 1006
~ Features - ‘ " <1 || [O 1007
Type 5 C Gew Assistant Waiter | (not assigned) ~ EL S
Category | (undefined) =] | - Phone Numbers E] 1229
Features [ _;] Extn 1 [ 1010
Connected with | Extn2 | E :gg
Classification I(mdefned) ;I PBX Name Display Format |Surname, Forename vl 1013
[]1014
Common Amueal(mm L'  Position O > o
[~ With special need feature [W]10000 Master 11016
Remak [1101  Captain 11017
[]1011  Lisa Jie 11018
[1102  Staff Captain 11019 v
1103 Safety Officer
104 et Officer 7
oK Cancel
Lt

Figure 5-2 - New Cabin window

Stateroom Setup 77



78

5.1.1

5.1.2

5.1.3

Adding New Cabin

1. From the Stateroom Setup menu, select Staterooms from the drop-down list.

2. In the Cabin Setup window, click the New button located at the bottom of the screen.

3. Inthe New Cabin form, enter the cabin number, no of berth, berth setup and select
the deck from the drop-down list.

4. Under the Features section, select the Type, Category, Features, Classification,
Common Access Area.

5. Check the With Special Need Feature check box if cabin is equipped with special
needs amenities.

6. Select the HK Section, Life Boat, Muster Station, Location and Vertical Zone from
the drop-down list in the Assignments section.

7. Inthe Crew Assignment section, select the Keeper, Assistant Keeper, Head Waiter,
Waiter and Assistant Waiter from the drop-down list.

8.  Enter the Phone extension in the Phone Numbers section.

9.  If the Cabin is linked to another cabin, accessible through a common door, check the
cabin number in Link Cabin section.

10. Click OK to save the cabin number.

Editing a Cabin

1. From the Cabin Setup window, select the cabin number and then click Edit.

2. Inthe Edit Cabin form, make the necessary changes and then click OK to save.

Copying a Cabin

1. From the Cabin Setup window, select the cabin number to copy.

2. Inthe Copy Cabin form, enter the new cabin number and telephone number, and
then click Add To List.

3. Continue to add the cabin number and then click OK to save the newly added cabin

number(s).
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] Copy Cabin

Copy Cabin Design from Cabin -

Cabin No.: 101

Beds: 3

Type: P

Deck: Penthouse Deck

Categorie Penthouse Grand Suite Cat.09

to the following Cabin Mumbers

Cabin to add ,1107
Telephon No. 110] Add To List
109 109
110 110

Remove
CK | Cancel |

Figure 5-3 - Copying a Cabin Setup

Batch Check-in/Out

Batch Check-In/Out function allow user to send batch triggers that will enable/disable
either the Telephone, ITV or Dining system.

-

~ PBX Communication

5 Batch Check-in/out (=]

r— Filter

(™ Incude All Check In Guest/Crew
(™ Indude Check In Guest Qnly
" Indude Chedk In Crew Cnly

Interactive TV
(+ Indude Guest/Crew with below disembarkation date
: " Include Guest Only with below disembarkation date
Bt (" Include Crew Only with below disembarkation date
31/01/2015 _.j
Close
Figure 5-4 - Batch Check-In/Out
Table 5-1 - Batch Check-in/Out filters
Field Description

Include All Check In Guest/Crew

Sends check-in/out for all guest.

Include Check in Guest Only

Sends check-in/out for Guest only

Include Check out Crew Only

Sends check-in/out for Crew only

Include Guest/Crew with below
disembarkation date

Sends check-in/out for guest/crew with specified
disembarkation date.

Stateroom Setup

79



80

5.3

5.4

Field

Description

Include All Check In Guest/Crew

Sends check-in/out for all guest.

Include Guest only with below
disembarkation date

Sends check-in/out for Guest with specified
disembarkation date.

Include Crew only with below
disembarkation date

Sends check-in/out for crew with specified
disembarkation date.

From the Stateroom Setup menu, select Batch Check-In/Out from the drop-down

In the Batch Check-In/Out window, choose from the available Filter and then select

1.

list.
2.

the Date from the drop-down list.
3. Click the type of batch to execute.

4. Click Close to exit the screen.

Features\Amenity ltems

1. From the Stateroom Setup menu, select Features or Amenity Items from the drop-

down list.

2. Inthe Cabin Features Codes Setup window, right click on the left pane and select

Add New.

3. Enter the short code and description in the Description field.

Enter a comment in the Comments field, if any.

5. Click OK to save.

Cleaning State Color

Cleaning State Color allow user to define the cabin state according to its cleaning status
or leave the color as System defaulted color. If the color code are changed, please also

update the color in Deck Plan Setup.
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5.5.1

~ Clearing State Color
Verified Failed
: Description: IVC I\l'aant Clean
Occupied Clean
% Occupied Drty Color A
g% Occupied Dirty Service Suite
i Pickip Required
i Vacant Clean
.4 Vacant Dirty
-.4i#h Vlacant Dirty Service Suite 2
B ‘ Verified

- Al Garing Stte Color

oK ‘Cancel | Apply, I

Figure 5-5 - Cleaning State Color Setup
1. From the Stateroom Setup menu, select Cleaning State Color from the drop-down
list.
2. Inthe Cleaning State Color Setup window, select the Cleaning Status on the pane.

3. Click the Color window on the left pane to change the background color and then
click OK to save.

Deck Plan Designer

The Deck Plan Designer enables user to link the cabin number to the deck plan, and
provide user a layout view of the cabin in Management module.

Designing a Deck Plan

Deck Plan Designer - olEN

Main Deck

Figure 5-6 - Deck Plan Designer
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5.5.2

5.5.3

1. From the Administration Menu, select Stateroom Setup and then Deck Plan
Designer.

2. Click New Plan on the ribbon bar and enter the Plan name in the New Plan window,
and then click OK.

3. Click Load Picture to load the base plan from file.

4. Click the New Element, then drag the box to the desired location.

5. Select the Cabin number from the drop-down list, then click the element to assign the
cabin number.

6. Click Save Plan on the ribbon bar to save the changes.

Editing a Deck Plan

1. From the Deck Plan Designer window, right click the element to edit.

2. Select the option from menu and then click Save Plan to save the changes.

Pen color...

Text color..

Back color...

Pen width 4
Font...

BackStyle (¥
Locked

Moveable

Text orientation [
Sizeable

Text locked

Hatch style 4
Hatch color...

Text justification 4

Mudge down
Send to back
Cut

Copy
Delete

Figure 5-7 - Editing Options in Deck Plan Designer

Linking a Deck Plan

Linking one deck plan to the next is possible and this enables users to navigate from one
plan to another with one single click.

L e

From the Deck Plan Designer window, select from the Plan Name the plan to edit.
Select the Next Plan from the drop-down list
Click New Element and place the element near a staircase.

Click Save Plan to save the changes.

Note: Must have multiple plan saved in Deck Plan
Designer.
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5.7

Deck Plan Setup

Deck Plan Setup allows user in defining the cabin color to display according to its status,
and suggests that the color set forth are in line with Cleaning State Color.

=} Deck Plan Setup ==
Legend Font Color Back Color
Available

7
=
z
||||§

Default Deck Plan ]Fidelio
¥ Show Deck Plan by default

l

oK I Cancel I Apply

Figure 5-8 - Deck Plan Color Coding

1. From the Administration Menu, select Stateroom Setup and then Deck Plan Setup.

2. In the Deck Plan Setup window, click the Font Color or Back Color for respective
legend, and select color from the color chart.

Color

Basic colars:

HBEENE ]
HEEENTO

EEEENET
EEEENN
EEENET |
TTHEEEN
EEEENT

Custom colors:

T NN N
EEEEEN

Define Custom Colors =

H T
H =

THEEET

0K ] Cancel |

3. Select the Default Deck Plan from the drop-down list the plan to display by default

in Management module.

4. Checking the ‘Show Deck Plan by default” will change the cabin selection screen
from Classic View to Deck Plan view in Management module.

Ving Card Crew Key Type

This function design to enable user to create Crew key card by Berth, allowing crew key
card to be created based disembarkation/embarkation of a berth instead of cabin.

Stateroom Setup

83



84

5.8

5.9

1. From the Stateroom Setup menu, select Ving Card Crew Key Type from the drop-
down list.

2. Inthe Ving Card Crew Key Type Setup window, right click on the left pane and
select Add New.

3. Enter the short code and description in the Description field.
. Enter a comment in the Comments field, if any.
5. Click OK to save

Common Access Area Name

This function enables user in creating the common accessible area to be link to keycard
encoding.

1. From the Stateroom Setup menu, select Common Access Area Name from the drop-
down list.

2. Inthe Common Access Area Name Setup window, right click on the left pane and
select Add New.

3. Enter the short code and description in the Description field.
. Enter a comment in the Comments field, if any.
5. Click OK to save.

Common Access Area Definition

This function defines the group of the common area accessible to guest, and are linked in
Cabin Setup or Guest Handling.
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i Common Access Area Definition Setup [=]
i~ All Common Access Area Definition 11~ Common Access Area Definition

i 01 Kids & Teen

% K&T Kids &Teens
i3 KID KId Access [v Enabled

Common Access Area

Description: |02 !Teens only

[ 01 Lower Pool Deck Side A ~
[7102 Lower Pool Deck Main

7103 Lower Pool Deck Side C

[Jo4

105

[oa

o7

[108 Teen

Qejd |
[J10

o1t

1z

113

14

15

16

017

718

19

0K l Cancel l Apply l

Figure 5-9 - Common Access Area Setup

1. From the Stateroom Setup menu, select Common Access Area Name Definition
from the drop-down list.

2. In the Common Access Area Name Definition Setup window, right click on the left
pane and select Add New.

3. Enter the short code and description in the Description field.

Select the Common Access Area by checking the box, then click Apply.
5. Click OK to save.
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6. System Codes

Systems Codes function is an area where majority of the guest related codes are

configured. These codes are used to manage guest preference, request and statistic

tracking. This information is entered in Administration, System Codes and the setup are

similar for most codes, with the exception for those marked with an (*).

Function Name

Definitions

Action Codes

A follow up code for services.

Amenity Codes

Amenities provided to guest.

VIP Codes

Defines the type of VIP categories.

Session Codes

Defines the session use in Cashbook module.

Handicap Codes

Defines the type of disability/accessibility
required by guest.

Nationality Groups *

Defines group of nationality for use in Shore
Denied list.

Accounts Categories

Defines the category of accounts group

Document Types *

Defines the acceptable type of legal documents.

Guest Categories

Defines the classification of guest types.

Dining Times

Defines the available dining time slots.

General Reason Codes *

Defines the reason codes use in various
modules, e.g.: cabin change reason, voiding a
transaction, etc.

Marital Status Codes

Defines the guest/crew marital status.

Payroll Pension Plan Type

Defines the available pension plan offered to
crew.

Nationality Codes *

Defines the nationality codes in ISO codes.

Travel Insurance

Defines the Travel Insurance plan available.

Comment Types

Defines the type of comments received, eg.
Service, pricing, food quality, etc.

Comment Report Types

Defines the method comments were received.

Comment Departments
Involved *

Defines the department involves in handling the
comments.

Resolution Types

Defines the resolution codes use in Comment

Comment Category

Defines the comment by category/ group.

Chips Workstation

Defines the Chips & Pin workstation name.

Enable/Disable Log Entry

Defines the functions to be enable/disable in the
log entry, besides the default value.

eOne Enable Contingency
Mode Reason Code

Defines the reason use when enabling
contingency mode.

eOne Disable Contingency
Mode Reason Code

Defines the reason use when disabling
contingency mode.

Nationality Flag

Defines the additional Nationality Flag for Crew.
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6.1

6.2

Setting up System Codes

-4 Special Requests Action Codes Setup (3]
All Special Requests Action Codes Special Requests Action Codes
BC Baby Cod Description: IEC ]Baby Cod
BO Bolster
.3 EB Extra blanket Emns:

4 EH Extra hanger

@ EP Extra pillow

@ HPO1 can "t walk properly

¢ HP02 amputation, artifical limb (able to walk)

@ HPO3 wheelchair, under assistance ability to walk
@3 HPO4 requires wheelchair, unable to walk

@ HPOS poor (eye) sight

@ HPO6 blind or nearly blind

& HPO7 hard of hearing/partial deafness [V Enabled
@) HPO8 diabetic

@ HPO9 dialysis

«@ HP10 Marcumar-Patient

@ HP11 allergic

5 HP12 gluten-free meal

«@ HP13 no lactose meal

@ SR Spedal Request

@ VCEFRA Flug nach Frankfurt

@) WB Wedge-shapped bolster

OK | Cancel | : |

Figure 6-1 - Action Codes Setup

From the System Codes menu, select the code to setup from the drop-down list.
In the Codes Setup window, right click on the left pane and select Add New.
Enter the short code and description in the Description field.

Enter a comment in the Comments field, if any.

Click OK to save.

Ok @

Setting up Nationality Groups

% Nationality Groups Setup .
I — Nationality Groups =)

""" B E Please spedfy nationalities you want to assign to nationality group you are
defining. Mationalities listed must be separated with a comma and each within
dash (=) sign (e.q. 45-,-UK-,-AL-).

Description: 1'.'5

Nationality  {-5-,-VI-, M-
Codes:

Comments:  {-US-,-VI- M-

oK Cancel Apply

Figure 6-2 — Nationality Groups Setup

1. From the System Codes menu, select the code to setup from the drop-down list.
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2. In the Nationality Groups Setup window, right click on the left pane and select Add
Nationality Group.

3. Enter the description in the Description field and enter the Nationality Codes using a
hyphen(-) and comma (,) to separate the codes.
4. Enter a comment in the Comments field, if any.

5. Click Apply to save.

Setting up Nationality Codes

% Mationality Codes Setup
i~ All Nationality Codes 11~ Nationality Codes 1
i PW Palau ~

4 PY Paraguay
4% QA Qatar Comments:  |-USA-,-840-

Description: |L'S JUnibed States

RE Reunion
RO Romania
RS Serbia
RU Russian Federation
~gi RW Rwanda
i SA Saud Arabia Default
% 5B Solomon Islands Language
i 5C Seychelles Other Desc |
i 5D Sudan
i SE Sweden
i 5G Singapore
3% 5H Saint Helena
«i 51 Slovenia
4% 5] Svalbard and Jan Mayen
i3 5K Slovakia
.43 5L Sierra Leone
% 5M San Marino
i% SN Senegal
50 Somalia
SR Suriname
i ST Sao Tome and Principe
.4i% S5V E Salvador
i3 X Sint Maarten
3% 5Y Syrian Arab Republic
i 52 Swazland
i TC Turks and Caicos Islands
i TD Chad
- TF French Southern Territories
3% TG Togo
«i% TH Thailand

g T1 Taikistan v oK ‘ Cancel ‘ Apply |

Figure 6-3 - Nationality Codes Setup

|v Enabled

1. From the System Codes menu, select the code to setup from the drop-down list.

2. In the Nationality Codes Setup window, right click on the left pane and select Add
New.

3. Enter the short code and description in the Description field and in the Comments
section, enter the Nationality Codes using a hyphen (-) and comma (,) to separate the
codes.

4. Select the Default Language from the drop-down list.
5. Click Apply to save.

Note: The System is preinstalled with a set of nationality code in
ISO standard during installation.
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6.5

Setting up Document Types

% Document Types Setup
 All Document Types 1~ Document Types 1
3 g : ;E‘iis:a:;n I\;lilmber * || Doc. Type [0 |Driver License
= irth Certifica

% CCERT Crew Member Certificate File Size Limit (MB): |
4% CP CARIPASS CARD

% CRBA Consular Report of Birth Abroad
¥24D Driver License |

4% DIPID Diplomatic Identfication

EDL_BC Enhanced Driver's License (BC)
.4i% EDL_MB Enhanced Driver's License (MB
4 EDL_MI Enhanced Driver's License (MI)
4% EDL_NY Enhanced Driver's License (NY)
% EDL_ON Enhanced Driver's License {ON) ¥ Enabled
EDL_QC Enhanced Criver's License {QC)

4% EDL_VT Enhanced Driver's License (VT)

EDL_WA Enhanced Driver's License (WA}

- F Refugee Permit

i FAST FAST ID Type

4 FD Fadlitation Document {Deportee) or {Consular)

4% FMD Foreign Mariner Document

«i$ GLOENT Global Entry

i GP Group Passport

4% 1 Ins Pass Document

L Filot License

i M Military Id

4 MMC U.5. Merchant Mariner Credential

48 MMD Merchant Mariner Document

% N National ID

NTV_US Mative American

4% 0D Official Government Document

PI Personal ID

i PPC Passport Card

.43 R Residence Permit

4 RID Regional ID

-+i% 5 Sodal Security Number W oK ‘ Cancel ‘ aTals I

Figure 6-4 - Document Type Setup

APIS <ID_TYPE> Mapping: ]

1. From the System Codes menu, select the code to setup from the drop-down list.

2. In the Document Types Setup window, right click on the left pane and select Add
New.

3. Enter the short code and description in the Doc Type field and in the File Size Limit
(MB), enter the maximum file size allowed.

4. In the APIS <ID_TYPE> Mapping, enter the APIS Doc Type.
5. Click Apply to save.

Setting up General Reason Codes

General Reason Codes are codes used in voiding, changing a cabin or when changes
require a reason and these codes can be module specific or shared.
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6.6

-..@ General Reason Codes Setup
i All General Reason Codes 1~ General Reason Codes 1

@ CABIN1 Cabin Change reason Description: |C-:\5[:Jl {Cahin Change reason
% CABIN2 Cabin Upgrade
i FIN1 Void-Did not consume Comments:
Module:

¥ Enabled

o | _ame |0 ]

Figure 6-5 - General Reason Code Setup

1. From the System Codes menu, select the code to setup from the drop-down list.

2. In the General Reason Code Setup window, right click on the left pane and select
Add New.

3. Enter the short code and description in the Description field and in the Comments
field, enter the comment if any.

4. Select from the Module drop-down menu if the code is link to a specific module.

5. Click Apply to save.

Setting up Comment Departments Involved

The Comments Departments Involved allow user to group various department involved
in handling the comments.

System Codes



% Comment Departments Involved Setup
i All Comment Departments Involved 1~ Comment Departments Involved 1

Description:  |FB-BAR 1Bar Service

Comments:

¥ Enabled

Operational Positions
142-Asst.Info Hostess -
[[] 198-Asst.Refriger. Tech.
|1 702-Asst.Shop Manager
[] 284A-Asst. Waiter JUtll, CDM
[ ] 277-Asst. Waiter UL COM
["1434-Baker - Pizzamaker
|w| 511-Bar Boy
[v] 501-Bar Manager
;
[ 505-Bartender
|1 707-Beauty Manager
[_1903-Beauty 5. Supervis.
|| F08-Beauty Therapist
[[]1231-Bell Boy
[1232-Bell boy [ Pest Controller
["1500-Bev. Controller
[ 1800-Bor Production W

0K I Cancel ‘ Apply |

Figure 6-6 - Comment Departments Involved Setup

1. From the System Codes menu, select the code to setup from the drop-down list.

2. In the Comment Departments Involved Setup window, right click on the left pane
and select Add New.

3. Enter the short code and description in the Description field and in the Comments
field, enter the comment if any.

4. In the Operational Positions section, check the applicable check boxes, and then click
Apply to save.
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7. Package Plans

The Package Plan is a function that manages components purchased at a fixed value. The
components usually comprise of cabin charge, food and beverage, and/or tours or spa,
and predominantly posted via the Point of Sale (POS) system, and then transferred to
SPMS.

For more detail on Package Plan setup and usage, refer to OHC Package Plan Handling.

Package Plans



8. Maintenance Setup

The Maintenance Setup is a function that allow user to configure the relevant codes use in
Maintenance module.

For more detail on Maintenance setup and usage, refer to OHC Maintenance Module User
Guide.
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9. Gift Card

A gift card may be offered to a Guest as consumer incentives through promotional
programs, or integrated into a reward point program to increase sales volumes. The Gift
card can also be given and use as pre-paid credit whilst on-board the ship.

For more detail on Gift Card setup and usage, refer to OHC Gift Card Handling.

Gift Card



10. POS Discount

The POS Discount Level defines the discount group for which Guests may be entitled to
whilst onboard the ship. More than one discount level with a different discount rate given
for each outlet is permissible.

For more detail on POS Discount setup and usage, refer to OHC POS Discount Handling.
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11. Security Display Setup

The Security Display Setup enables user to customize additional information to be
displayed in FC Security WPE. These customized fields require a precise data field name
to be inserted.

% Security Display Setup Setup
— All Security Display Setup 11— Security Display Setup 1

Use this form to setup the types of information you want to display on FC

P Passenger Display Security per guest, crew & visitors account type.

Example of setup: Hair Color @ [uxp_h_hair], Eye Color : [uxp_h_eyes]

Use comma ',' as the information separator, use square bracket [ ] to contain
the database column

Account Type iC ]Crew Display

User Defined |Birthdate: [uxp_h_birthd], Position:
[uxp_h_staff_pos;SELECT opo_name FROM opo WHERE
opo_id=8], Safety Mo: [uxp_c_pos;SELECT org_code
FROM org WHERE org_id=%§]

Jv Enabled

o | o [ ]

Figure 11-1 - Security Display Setup

1. From the Administration menu, select the code to setup from the drop-down list.

2. In the Security Display Setup window, right click on the left pane and select Add

New.

3. In the Account Type field, enter the short code and description of the code.

In the User Defined field, insert the name of the field, following by the data field
name in [ ]. Use a comma (,) to separate the field.

5. Click Apply to save.
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12. Multimedia File Maintenance

The System supports various multimedia file such as .avi or mp3 to be uploaded for use
as promotion presentation, alert, or standard template use on signature device. It also
has the capability in linking a web page for ease of access, and these files are uploaded
and maintained in Administration, Multimedia File Maintenance.

Adding Multimedia/lmage File
& Multimedia File Maintenance =

ML;TJI:‘E\: Efk iKiosk Picture File H Security Sound File T Signature Pad File I Report File I iCrew Sound File I Quick Checkin File

-osk Flash 1 Picture - Kiosk Flash 3 Picture S ehia )
Select l Remove I

[~ Kiosk Button 2 Picture — m
: Select | Remove |

= ~Kiosk Button 3 Picture ————————————————

| e ]| e | e || —

Select l Remove I

Kiosk Flash 2 Picture —
[~ Kiosk Button 4 Picture —

g Sy s e
.
.' o
| Select | Remove Close

Figure 12-1 - Multimedia/lmage File Setup

Select | Remove |

Il

1. From the Administration menu, select the code to setup from the drop-down list.

2. In the Multimedia File Maintenance window, navigate to the tab you wish to add the
multimedia or image file.

3. Click Select and select the file from windows explorer.
Click OK to save.

5. Click Play or Preview to view the file.
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13. Board Card Printing Template

Board Card Printing Template enable user to predefine the of information to be printed

on the board card.

The setup function is accessible by launching the Administration module, then select
Administration, Board Card Printing Template from the menu bar.

-9 Board Card Batch Printing Template Setup

General

| UserDefreFiter(13) | UserDefneFiter(#5) | Sorting

e

& Prompt

Name

Description  |VIP

Card Type Made a copy of the existing card (Guest Cards Only)
(Prompt) v & Prompt  Yes  No Nationality: I ) Lj
Custom Report Template (Optional)
With Picture [Paxcardpic1 Select Product:  |(Al) ~|
Without Picture  [paxCard1 Select Pre-product (A1) =]
Shore Res ID
& Prompt Copredefne [ | |Awerdlevel: [cany ~|
Age
& Prompt " Predefine From (18 To |299
Cabin
From [
@ Prompt (" Predefine To |
Manifest
From |
@ c
Prompt Predefine To I
Reservation Status Card Encoded Status
 Prompt (" Check-In (" PromptReservation Date (¢ Predefine ReservationDate  [08/01/2016 v ||[o-Prompt ~l

Group Name (For Group Cards Only)

@ Prompt (" Predefine

C Predefine |

From |
To [

cor_| | o | cot [[eov |

Figure 13-1 - Board Card Batch Printing Template Setup

Table 13-1 - Field definition of General tab

Field Name Definitions
Description Template Name
Card Type Type of card to print, e.g. Guest, Crew, Group,

Visitor, Gift Card or Prompt to define the criteria
in Advance BCard Printing screen.

Make a copy of existing card

Prints board card with the same account ID or
new account ID.

Custom Report Template Prints board card using customize report
template instead of System Default report.
Report template must be available when setting
up the Board Card Template setup.

Shore Res ID Prints board card by Shore Reservation ID.

Age Prints board card by age range.

Cabin Prints board card by cabin range.

Manifest Prints board card by manifest number range.

Board Card Printing Template



Field Name

Definitions

Reservation Status

Prints board card by reservation status:
=  Checked-In
* Prompt Reservation Date — User define
in Advance BCard printing screen at
time of printing.
= Predefine Reservation Date — Prints
according to date defined in template.

Group Name

Prints board card by Group Name and
applicable to Card Type = Group

Name Print board card by name range.
Nationality Prints board card for:
e All Nationalities
e US Citizens only
¢ Non-US Citizens
Product / Pre-Product / Prints board card by Product:
Award Level e All (Field value is both null and not null)
e  Only when specified (Field value is not
null)
e Only when not specified (Field value is
null)
# Board Card Batch Printing Template Setup
General || userDefinefiter(1-3) | UserDefineFiter(4-5) | Sorting

VTP

User Define Filter 1
Desaription  |VIP Status
Field Name JCASE WHEN res_dassification in (VIP) THEN 'VIP' ELSE res_dlassification END Validate Field

& Prompt " User Define |

SQL Query for reference (Leave Blank for manually enter) Validate SQL Query

SELECT res_dlassification display, res_dassification FROM (select distinct CASE WHEN res_dassification in (VIP) THEN 'VIP' ELSE
res_dassification END res_dassification from res)

User Define Filter 2
Description  |Girthdate

Field Name | CASE WHEN uxp_h_birthd is not null THEN 'WITH' ELSE 'WITHOUT END Validate Field
 Prompt @ User Define [WITH
SQL Query for reference (Leave Blank for manually enter) Validate SQL Query

SELECT uxp_h_birthd display, uxp_h_birthd FROM (select distinct CASE WHEN uxp_h_birthd is not null THEN 'WITH' ELSE 'WITHOUT' END
uxp_h_birthd from uxp)

User Define Filter 3

Description |

Field Name | Validate Field

& Prompt " User Define |
SQL Query for reference (Leave Blank for manually enter) Validate SQL Query

Copy I Paste I oK J Cancel I 3| J

Figure 13-2 - Board Card Batch Printing Template Setup User Define Filter

Table 13-2 - Field definition of User Define tab

Field Name Definitions
Description Name of the Filter
Field Name Field name to filter. Reference to field name of

System Data table.

Board Card Printing Template
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13.1

Field Name Definitions

SQL Query for reference Additional Filter using SQL Command
4 Board Card Batch Printing Template Setup
T General | UserDefiefiter(1-3) | UserDefeFiter(@s) | Sorting
Sorting & Prompt (" Predefine
Sorting 1: [RES_CAB ] Sorting 1 custom SQL
Sorting 2: |UXP_A_NAME ] Sorting 2 custom SQL

Validate SQL
Sorting 3: |Use Custom SQL ] Sorting 3 custom SQL Guery

Validate SQL
Sorting 4: [Use Custom SQL v Sorting 4 custom SQL iy
er

Validate SQL
Sorting 5: |Use Custom SQL ] Sorting 5 custom SQL Query

copy | | o | came | |

Figure 13-3 - Board Card Batch Printing Template Setup Sorting tab

Creating a Template

1.
2.

10.
11.

From the Administration menu, select the code to setup from the drop-down list.

In the Board Card Batch Printing Template Setup screen, right click on the left pane
and select Add Template.

Enter the Template description and select the Card Type from the drop-down list.
Check the respective section whether to prompt when generating the card, or use the
predefined selection. If Predefined is checked, enter the value in the field next to the
check box.

Click Apply to save the selection, and then navigate to User Define Filter tab.

In the User Define Filter tab, Description field, enter the filter name.

Enter the field name or check the User Define and enter the value, then click the
Validate Field.

Use the SQL Query to further filter the fields by inserting the SQL command, then
click the Validate SQL Query.

Click Apply to save the selection, and then navigate to the Sorting tab.

Select the sorting type and then click Apply to save.

Click OK to save the template.

Board Card Printing Template



14. Security Alert Setup

The Security Alert setup is a user definable notification prompt that alert users in the
event of a breach. The alert is only configurable by OHC team, and to use this function,
please contact Oracle Hospitality Cruise support.

+ User Definable Security Alert Setup

< 2fff ClockIn/Out - Crew on Duty Security Al
i Crew Confiscated Ttem

2 Crew on Roster Duty Security Alert
2 Do not allow minor without guardian to
2 Guest Confiscated Ttem

- ff 1PM Security Alert
2 This security alert group will check agai
2} This security alert will check against is ¢
i ;1? This security alert will make sure that tr
i Visitor Confiscated Ttem

< >

To add a new record or delete an existing
record, please contact Fidelio Cruise support.,
The sql statement as well as the direction
checking are also not editable.

=

Details 1 Oracle SQL Statement

Mobile SQL Statement

Name

This security alert group will check against if a person trying to leave & ship is @ minar

User Define Alert Message

Minor travel together stil onboard. Please verify that everything is ok,

- e-Mai setup —

Report Template use for e-Mail message  {UsrlogAccID =

Individual User Log Report

e-Mail Address, each e-Maill address separate by ™

Direction Checking J: - Ship to Shore Only _]
Process Type [0 -Do nat allow passage and send e-mail G configure) |
Gangway Type |Reguiar Gangway ~|

[ Enable/Disable security setting
[ Validate on Guest only

[~ Validate on Crew only

[ Validate on Visitor only

Add Audio

oK

| concd |

Figure 14-1 - Security Alert Setup

Security Alert Setup
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15. Beeper Setup

Beeper Setup allows user to configure the beeper for use in Child Locator. To configure,
refer to 6.1 Setting up System Codes.
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B. Reports

The Shipboard Property Management System comes pre-installed with a set of
operational reports, and additional user customize reports may be added through the

Administration module, System Setup, Reports Setup.

|~ Expand All

Reports List

Print 1 Preview

@ Report Status: Report(rpt) exist in database

}-*410c US Immigration
=} s\41a Passenger - General

Pax Cabin Occupancy

Pax Cabin Occupancy for Onboard
Free Cabin List Passengers

No Show Passengers by Cabin
Spedial Requests by Department - ...
Spedial Requests - Delivered

Spedal Request Report

Amenities Report - Not Delivered
Amenities Report - Delivered

Onboard Passengers Birthdates List ]

Expected Passengers Birthdates List
Onboard Passenger - Teenager List
Expected Passengers - Teenager List
Expected Passengers - Teenager ...
Cabin Changes Report

Passenger - Print Picture

Children and Teens (by age groups)
V.LP. Guests

Handicapped Passengers List

U.S. Customs Gift Shop Report

C/1 Passengers with VIP Status /b...
C/I Passengers with VIP Status / all
EXP Passengers with VIP Status / ...
EXP Passengers with VIP Status / all
Expected Guest Reservation Rem...
Handicapped Passengers Report - ...
Pax cabins occupancy 1

Pax cabin occupancy total

Expected Guest Reservation Rem...
Handicapped Passengers Report - ...
Passenger with Visas - All
Passengers with Visa (Select Visa ...
Passengers without Visa

Search ]

Selection/Criteria

Occupied From:
To:

[17/03/2016

[17/03/2016

Print Range
@ Print All
" Range
Page From: |1 To

v

Figure B-1 - Reports List

1.1.  Printing a Report

1.
2.

Reports

From the Reports Menu, select Reports from the drop-down list.

In the Reports List section, click the (+) to expand the container, then select the report
to print.

Navigate to the Print tab on the right and select the available Selection/Criteria.

Select a Printer, Print Range and Copies to print from its respective section, and then
click Print.

To view a report before printing, repeat the above steps and then navigate to Preview
tab.

To export the report, repeat the above steps, and then click Export.
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1.2. Reports Batch Printing

The Reports Batch Printing prints a set of departmental reports by batch, and these
reports are predefined in Administration module, System Setup, Reports Batch Printing
Setup.

To print the report by batch,
1. Select Reports Batch Printing from the Reports drop down menu.
2. In the Batch Reports Printing window, select the batch number to print.

3. In the Printer selection section, select the Printer and then click Run.
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C. Security

Function such as User Login, Statistic count of passengers on-board or at shore side,
Port/Visa Requirement can be found under the Security menu.

Login

The Login function enables user to logout/login from current session, either using a
Function key (F8) or select the option from the Security menu.

User Logfile

User Logfile records all transactions performed by users by date and time order. This
information’s are retrievable using the available filters such as by user, type of activities,

date, time or workstation. Transaction logs are also printable and exportable to
supported file format.

| & FrontDesk Cashier Qptions Security About _Ext BED
A
A Cabin changes from cabin 10007 to cabin 1001
6 |Reservation Cancelled A Smith JMr__|Smith, J Mr has cancelled the reservation
5 [Renew Reservation A Smith J Mr__|Renew reservaton s done for Smith, J Mr
A__|JESLYNYIP |JESLYN |Smith JMr__|Embarkaton date is changed from 06/02/2015 to 13/02/2015 for Smith, J Mr
: A__|JESLYN YIP | JESLYN [Balley AMs _|New Reservation is created for Account ID 1052508
:51:31 |Change Debarkation Date |A[JESLYN YIP |JESLYN [Smith I Mr__|Debarkation date is changed from 13/02/2015 to 19/02/2015 for Smith, J Mr
/2015 16:53:33 |Checkn A__|JESLYNYIP | JESLYN |Doe Jane Ms |Doe, Jane Ms ACC_ID: 1052805
06/02/2015 16:54:51 [Postings Closed A__|JESLYN YIP | JESLYN |Doe Jane Ms |Close postings. Ssal=UPDATE res SET res_bcard_door =NULLres_bcard_door_hex=NULL,res_dis_a=TO_DATE(2015-01-30, YYYY
06/02/2015 16:54:51 |Cabin Clean Status Changed A (CABIN 10000: Clean Status Change FromODtoVD
06/02/2015 16:54:52 | Task Assignment _|A (Cabin 10000. New VD Linen Rule task created by COUT/CABINCHANGE process
06/02/2015 16:54:52 |Check-out A |Doe Jane Ms |Doe, Jane Ms ACC_ID: 1052805
v
< >
Selection Criteria
user [al ~|  FromDate/ime:  [06/02/2015 [16:00 Workstation: |
Tyoe [ar vl ToDatemme:  [06/02/2015 [17:00 Comment: [

Figure C-1 - User Logfile
Gangway Logfile

The Gangway Logfile records the gangway movement for all passengers going ashore or
coming onboard. Information’s are searchable by location, movement directions, type of
passengers, date, time, cabin no and name. Retrieved information’s are printable or
exportable to supported file format.
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Guest Gangway Going Shore-side P Yes

|11/02/2015 15:48:27 _[FCYK _____[GuestGangway __[JANE _____[DOE_____[GoingShoreside [P [tes | |

11/02/2015 15:48:40 _|[FCYK ______ |GuestGangway __ |JANE ____ |DOE_____ [GoingShore-side [P [Yes | |
|11/02/2015 15:48:46__|[FCYK _____|GuestGangway _ |JANE ____ |DOE_____ [GoingShoreside [P [Yes | |
|12/(1I2/201501:37:14
e T
MoTeET WZI To Date/Time: [WTW Print m
e: S e [ et || oo |

e [

A

Figure C-2 - Gangway Lodfile

Count Onboard/Shoreside

The Count Onboard/Shoreside displays the security count of total passengers, number of
passengers onboard or at shoreside, and the count are shown by the type of passengers.

— Count — Reset Security Counters

Guest Total: 1327 P Guest

- Onboard: 1324 .

) isarieil 2 [V Resident

- Shoreside(OverLAND Tour): 1 [V Crew/staff

v Visitors

Resident Total: 2

- Onboard: 2

- Shoreside: 0

- Shoreside(OverLAND Tour): 0

Crew Total: 835

- Onboard: 835

- Shoreside: 0

- Shoreside(OverLAND Tour): 0

Visitor Total: 1210

- Onboard: 0

- Shoreside: 1210

Total: 3374

- Onboard: 2161 (0 visitor(s))

- Shoreside: 1212 (2 non-visitor(s))

- Shoreside(OverLAND Tour): 1
Show a
Count | |

Figure C-3 - Count Onboard/Shoreside
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Clicking the Reset Security will reset the status.

Note: Do read the message prompt when resetting the status as
they message in each prompt varies.

Guests/Crew Onboard

The Guest/Crew Onboard lists all passenger onboard, with its last Coming On-Board
status being displayed when selecting the passenger’s name.

Check-out

Page Up Resident

~ Show
- All

“ Only Guest

== p==
: © Only Resident

1004 Mao, Xiong
Mao,Zhong
= B © Only Crew

“ Only Visitors

“ Only Check-Out onboard

Last Coming On-board on 13/01/2015 16:29:46

Figure C4 - Guest/Crew Onboard

= Click the Go Ashore to set the selected passenger status from Onboard to Ashore.

= Click the Gangway Log to open the Gangway movement log.

Guests/Crew Shoreside

This function is the same as Guest/Crew Onboard and it only display passengers that are
Ashore.

= Click the Go Onboard to set the selected passenger status from Ashore to

Onboard.
= Click the Gangway Log to open the Gangway movement log.
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Name i Check-in
TESTER,870 QA 02 MR Resident

1002 John Doe, ' A“

“ Only Guest

© Only Resident

“ Only Crew

“ Only Visitors

€ Only Check-Out onboard

Last Going Shore-side on 31/03/2016 11:30:46

Gangway Log| Go Onboard Pagerwn‘ Close |

Figure C-5 - Guest/Crew Ashore

Port/Visa Requirement

This function enables user in restricting passenger of selected nationality with travel
restrictions on travel documents from going ashore on port day. Once setup, System will
prompt user when a restricted passenger’s passport/travel document are swiped at the

Gangway.
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& Port/Visa Requirement ==
= Seh.p
Date &Time From [27/8/2015 00:00: 15 Date &Time To [27/08/2015 23:00:00
Remarks Port | (ot applicable) -l
Apply To (¢ Pax and Crew
" Pax
" Crew
— Conditions
Nationality ~ |MY Malaysia ~|  visaType [B2TouristVisa ~]
Add New | Delete | Save Close |

27/08/2015 00:00:01 28/08/2016 23:00:00

Nationality of MY Malaysia without document B2 Tourist Visa not

allowed for port entry From 27/8/2015 00:00:15 To 27/08/2015 23:00:00

Figure C-6 - Port/Visa Requirement

1. From the Security Menu, select Port/Visa Requirement.

2. Click Add New, enter the Date/Time From/To field, and select the Port from the
drop-down list.

3. Select whether restriction applies to Pax and Crew, Pax or Crew only.

4. Inthe Conditions Setup section, select the Nationality and Visa Type from the drop-
down list, the click Save.

5. At the Insert Confirmation prompt, select Yes to confirm, then click Close to exit.
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