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Preface

Management module is the core module within Shipboard Property Management
System that maintains all passengers/crew’s profile, reservations, billings and other
requests during the voyage.

The following section describes the setup, usage of Management 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, access My Oracle Support at the following

URL: https://support.oracle.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

April 6, 2016 ¢ Initial publication.
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Prerequisite, Supported Systems, and
Compatibility

This section describes the minimum requirement for Management module.

Prerequisite

= Management.exe

Supported Systems

=  Windows 32-bit System, Windows 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 17
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A. Front Desk Function

The Front Desk Menu comprises of functions that provides user a high level
monitoring and overview of the operations such as Cabin Overview, Postings
Overview and check in/check out status.

Front Desk Function



1.1.

1.

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.

- Report Printing

)

[~ Expand Al Print T Preview

"3 Report Status:  Report{rpt) exist in database
Reports List O

+1- a4 10c US Immigration -
-1 413 Passenger - General Selection/Criteria

Pax Cabin Occupancy Occupied From: | 17/03/2016

Pax Cabin Occupancy for Onboard To: | 17/03/2016
Free Cabin List Passengers

Mo Show Passengers by Cabin

Special Requests by Department - ...
Spedial Requests - Delivered

Special Request Report

Amenities Report - Not Delivered
Amenities Report - Delivered

Onboard Passengers Birthdates List B
Expected Passengers Birthdates List
Onboard Passenger - Teenager List
Expected Passengers - Teenager List Printers

Expected Passengers - Teenager ... Printer: Adobe POF
Cabin Changes Report
Passenger - Print Picture
Children and Teens (by age groups) Status: Idle

V.I.P. Guests Port: Documents\* pdf

Handicapped Passengers List

.5, Customs Gift Shop Report

C/1 Passengers with VIP Status /b...
C/1 Passengers with VIP Status / al * Print Al
EXP Passengers with VIP Status /...
EXP Passengers with VIP Status [ all
Expected Guest Reservation Rem... Page From: |1 To Collation:
Handicapped Passengers Report - ...
Pax cabins occupancy 1

Print Range Copies

" Range QOrientation:

Mumber of copies:

[Properties]

1
Portrait hd
Default -

Pax cabin occupancy total

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

Custom Excel

Exck ‘ Export

Print
| Search |

Figure 1-1: Reports List

Printing a Report

1. From the Front Desk File Menu, select Reports from the drop-down list.

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

report to print.

3. Navigate to the Print tab on the right and select the available Selection/Criteria.
4. Select a Printer, Print Range and Copies to print from its respective section, and

then click Print.

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

Preview tab.

6. To export the report, repeat the above steps, and then click Export.

Reports
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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 Front Desk 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.

Reports



2. Passenger Disembark Assistant
Setup

The Passenger Disembark Assistant Setup is a tool use to organize and assist with
debarkation in groups, and the setup is based on debarkation date.

] assenger Disembark Assistant Setup
] P Disembark Assistant Set
H| & 1
Save Undo Exit
[~ Expand All
----- 3 25/08/2015
..... [_1 28/08/2015 Name |Grcl_|p B
----- [0 29/08/2015
----- [0 30/08/2015 Tag Name |Group B
----- (1 o6/09/2015 =
----- (1 29/09/2015 Calaur | | B
..... [_1 30/09/2015 Max Passanger ,507
----- (1 28/10/2015
----- Z1 31/10/2015 Disembarkation Time (10:00:00 =
----- [ 03/11/2015 - =
..... | 04/11/2015 Meeting Time 09:00:00 -
----- [ 20/11/2015 Meeting Location 112 Pool Deck |
----- 1 26/11/2015
_____ (7 29/11/2015 Luggage Location 112 Pool Deck] |

----- 1 25/12/2015
----- [0 31/12/2015
----- 1 05/01/2016
----- (2 31/03/2016
----- 1 07/05/2016
----- (1 13/08/2016
----- [0 28/08/2016
B3 31/08/2016

..... [5] Group A

e F Group B
----- [0 28/04/2017
----- [0 24/08/2017
----- [ 03/11/2021
----- [ 01/07/6478

Figure 2-1: Passenger Disembark Assistant Setup

2.1. Adding a Debarkation Group

1. In the Passenger Disembark Assistant Setup form, click Add New.

2. Enter the Name, Tag, Max. Passenger and select from the drop-down list the
Disembarkation Time, Meeting Time, Meeting and Luggage Location, and then
assign a Colour for this group.

3. Click Save to save the debarkation group, the click Exit to close the form.

2.2. Removing a Debarkation Group

1. In the Passenger Disembark Assistant Setup form, select the group to delete, and
then click Delete.

2. At the delete confirmation prompt, select Yes.

Passenger Disembark Assistant Setup 21
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Note: If the group has passengers assigned, deletion is not possible
until all passenger is un-assigned.

Passenger Disembark Assistant Setup



3. Child Locator

The Child Locator function enables user in monitoring the location a child is checked
in to, based on their reservation status - Expected, Check-In or Check-Out, and the
guardian assigned to take care of the child.

Checkdn | ChedcOut |

Cabin Name Age Beepe Handicap ~
10000 CHAN,ANDY o Yes
TESTERWSVOIPO3 6 [ e
Mao,Xizo MR [ I
1004 Mao,Xiong 8 ho
1004 MaoHong 5 | [
TESTCPODEMOOL 17 | e
1020 |LEE,CARMEN [EE I
|050  |TESTER,OCCOIMR |35 | Ve
1201 Goafv. 11 No e
Selection Count Overview —————— ~Guardian Information

Event Location: | Cay 7| | | Expected: 33 NO GUARDIAN ASSIGNED

Cabin/Name Beeper | CheckIn: 3

Show All Expected: IShow Al Expectzd ;I Check-Out: 4

Refresh
Beeper Current Check In Location Relocation
Beeper: | ;I Event Location: |Smdy Room ;I Mew Location: |(Dc not move) ;I
™ set default location

[~ show all beepers Assign Beeper | Delete Beeper | Checkn Check-0ut Prink Band | Move |

Figure 3-1: Child Locator

Checking In a Child

1. From the Front Desk menu, select the Child Locator from the drop-down list.
2. Navigate to the Check In tab from the Children Locator window.

3. In the Selection section, select the Event Location, Cabin/Name and/or Show All
Expected, then click Refresh.

4. Navigate to the Beeper section, select a beeper number from the drop-down list
and click Assign Beeper if beeper is use.

5. Navigate to Current Check-In Location, select the Event Location from the drop-
down list, and then click Check-In.

Child Locator 23



7.

1004 Mao,Zhong
o4 |Map,Jichuan 989814108776
1004 Mao, He MR

| |

—Show... Comments
" Pre-select passengers who pick up the child

General Comments:

% Passengers in same cabin

" Passengers with same booking number
" Passengers from guardian assignment
" search Name /Cabin:

I~ Allow to check out without supervision

[~ Print Band

Figure 3-2: Child Locator Pick Up

In the List of Passengers Pick Up window, select the passenger name that will
pick up the child, and the click OK to return to the Child Locator window. By
default, Passengers in the same cabin is checked.

Information of the child is now shown in Check-In tab.

3.2. Checking Out a Child

1
2
3.
4
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In the Child Locator window, navigate to the Check-In tab
From the Selection section, select one of the option, then click Refresh.
Select the child name from the grid, and then click Check-Out.

At the Passenger to Pick Up Child window, verify the name and then click OK to
confirm.

The child information will now transfer to Check-Out tab.

Child Locator



3.3. Changing Pick Up Person

Maa,Zhong

< I

~Shaow...

(" Pre-select passengers who pick up the child

(¥ Passengers in same cabin
{~ Passengers with same booking number
{~ Passengers from guardian assignment

(= Search Mame/Cabin:

1004 Maa, ,He MR.

— Comments

General Comments:

I~ Allow to check out without supervision

[~ Print Band

Figure 3-3: List of Passenger Picking Up the Child

1. In the Child Locator window, navigate to the Check-In tab

2. From the name grid, right click on the child name and select Change Pick Up

Person.

3. In the Show section, select the one of the option, then select the passenger name

from the grid and click OK.

Note: By default, the names shown are the Passengers in
the same cabin.

For more detail on Child Locator setup and usage, refer to Child Locator - User's

Manual.

Child Locator
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4. Advance Board Card Printing

The Advance Board Card Printing is a function that prints board cards by batch,
based on the template criteria configured in Administration module.

B3 Advanced Board Card Printing IEI
Select BCard Template |VIP ﬂ
Card Type
{+ Guest { Crew ( Group  Misitor ¢ GiftCard Nationality: |:AII} J
Made a copy of the existing card (For Guest Cards Only) Product: |:.-‘4II} J
* Yes £ Mo Pre-product [ can =]
Group ID Award Level: |:.-‘4II} J
Group ID |
User Define Filter
Age VIP Status [ -
13 299
= From e Birthdats [wrTH ~|
Cabin
From |
Cabin . |
Manifest :
B | Sarting
Manifest To | Sorting 1: |N0ne ﬂ
Sorting 2: |Cabin ﬂ
Sorting 3: |Res_cap |
" Check-In (* Reservation 08/01/2016 =
Sorting 4 |uxp_A_NAME |
Sorting 5: |N0ne ﬂ
Group Name (For Group Cards Only) ]
Group Name Sorting &: |Nc-ne j
Sorting 7: |N0ne ﬂ
Card Encoded Status
(« AllCard (" Only Card that had been encoded 1 Only Card that had not been encoded
MName
From |
Mame
s " Cancel | Print ‘

Figure 4-1: Advance Board Card Printing screen

1. Inthe Management module, and select Advanced BoardCard Printing from the
Front Desk drop-down menu.

2. Select the BCard Template from the drop-down list to populate the predefined
fields.

Note: Selected field(s) can be change manually using the
drop-down list.

3. Click Print to print the board cards.

Advance Board Card Printing



There is total 10 records to print.
Do you want to continue?

Figure 4-2: Total Record to print
4. Select Yes to confirm the total records to print when prompt.
5. In the Batch Board Card Printing window, status of the board card will be shown.

i 8 Batch Board Card Printing
—Batch Printing Status

Printing Board Card 1 of 10, 11

Figure 4-3: Batch Board Card Printing
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5. BoardCard Wizard

The Board Card Wizard enables user to print board cards quickly and efficiently, by
guest, crew, group, visitors or gift cards, through a selection of available filters.

1. From the Front Desk menu, select BoardCard Wizard from the drop-down list.

In the BCard Printing Wizard prompt, read and follow the instructions, then click
Next.

3. In the following window, select the type of board card to print and click Next.

Select whether to encode with existing card number or newly generated a card
number, then click Next.

5. Select whether to print cards for guest already on-board or future reservations.
For future reservations, select the Embarkation Date from the drop-down list
and click Next.

6. Check the Filter Age and enter the age From/To field, if any.

7. Select one or more options using the drop-down list, such as Nationality,
Product, Pre-Product and Award Level, if any.

8. Enter the Names, Room numbers or Manifest from/to, if any, and then click
Next.

9. The number of cards matching the selection is shown. Check if the cards should
be sorted by Product when printing.

10. Check the preferred sort out to print, either by room number, name, room
number descending or person name descending.

11. Click Finish to proceed printing the cards.

12. The number of cards printed successfully or failed are shown in the Batch Board
Card Printing window.

Batch Printing Status

Printing Board Card 2 of 2.

13. Click Close to exit and return to main menu.

28 BoardCard Wizard



6. Check In/Out Status

The Check In Status provides user a real time overview of the expected check in for
the day. It displays the number of reservations for the day, number of checked in
and remaining check in at the selected time.

Reservations :

Checked-In :

Remaining :

Figure 6-1: Check In Status

Similarly, the Check-Out Status shows the total of reservations checking out,
number of reservation already when ashore and remaining.

Total Disembark :
Ashore @

Remaining :

Ok

Figure 6-2: Check Out Status

Check In/Out Status 29
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7. Cruise Comment

The Cruise Comment field is made available to the Ship Operator for comments to be
added pertaining to the cruise, and it can cater up to 4000 characters.

1. From the Front Desk menu, select Cruise Comment from the drop-down list.

2. Select the Cruise from the drop-down list.
3. Enter the comment in the blank field and then click OK to save.

Cruise Comment



8.1.

8. Cabin Availability

Cabin Availability provides user an overview of the available cabin by date, deck,
category and/or features, and a view by deck plan. It also displays the current cabin
cleaning status and the number of available berths.

rAvailable Guest Cabins

Cleaning Status | Total Berth
DECK10 VC 1

10007 |VerandaSuteCato4 | DEckw | ob [ 1 |
1005 |PenthouseDelxeSuteCat08 | DECkw | oo | 3 |
1007 |PenthouseDelxeSuteCat08 | DECkiw | ob | 3 |
1010 [Penthouse GrandSuiteCat.05 | DECK [ ob [ 1 |
1014 |Penthouse GrandSuiteCat05 | DECkm | ob [ 3 |

10000 Suite Cat.01

§PA Siite Cat. 10 DECKw | oD | 3 |

— Search Criteria

0D = Occupied Dirty

Date From :
Date To :
Deck :

[23/01/2015 - |
[o7/02/2015 <]

All

Category : All

[(BAL  Balcony
[T1BUT  Butler Service

[T1CON  Connecting Dioor

Count : 25

Figure 8-1: Cabin Availability

Searching for Available Cabin

1. From the Front Desk menu, select Cabin Availability from the drop-down list.
2. In the Selection Criteria, select the Date From/To, Deck and Category from the

drop-down list.

3. Select the Cabin Features using the check box, if any.
Click Refresh to refresh the view.

Search Criteria

Date From : [31/01/2016 =
Date To |07f02’2016 j‘

Count : 1188

Refresh

Selected Cabin
9103

Cabin Type: Veranda Suite
Cat.07

CaE\n DesignPax
Total Berth 4
Available Berth 4

Fit to Width
Fit to Height
259,

OC = Occupied Clean
WD = Vacant Dirty
VIC = Vacant Clean

Show Classic Cabin

Restaurant

T
f 1
8100 8101 8102|5103 | 8104 |8105.

R
8106 | 8107

SFERERELA D Lol

Lounge

Figure 8-2: Deck Plan Viewer

Cabin Availability

Main Deck

31



32

8.2.

Viewing Availability Using Deck Plan
1. From the Cabin Availability window, click Show Deck Plan.
2. In the Selection Criteria, enter the Date From/To, then click Refresh.

3. In the diagram, status of the cabin is reflected according to the color chart, and
information of the selected cabin is displayed in Selected Cabin section.

Cabin Availability



9.1.

9.2,

0. Cabin Overview

Cabin Overview provides a quick view of all cabin status by date, category, cabin
clean status and occupant’s name. It also has the capability in updating the cabin
clean status by batch, and this function is accessible from Front Desk menu.

e
Cabin
Type

1002

CAT.04
1003A

CAT.03
1004

CAT.08
1005

CAT.08
1006

CAT.08
1007

CAT.08
1008

CAT.0%
1009

CAT.0%
101

CAT.09

Al

Dedk.

. 31/01/2015 01/02/2015 02/02/2015

Sta. Saturday Sunday Monday

0OC Crawford, Andrew

OC  Schmidt, Jan Schmidt, Jenny

Schmidt, Peter

oc

oD

oD

oD

oD

oD

0D Test

Category [al ~|  Cleaning [al

[an =] Designation [Guest

=

Cabin Overview

03/02/2015 04/02/2015 05/02/2015
Tuesday Wednesday Thursday

Wilson, Cindy

Chan, Kelvin

_

B T Cabin umber I BlComected Doors

Balcony

Search Butler Service

06/02/2015 =
Friday J
—
=
i
~ Cabin 1002

. Date 31012015

=] o
Available Cabins

Cabin _|Details Capacit A
10000  Suite Cat.01 1
10002 |Suite Cat.01

10003 |Suite Cat.03
10004 |Suite Cat.02

10005 |Suite Cat.02

10007 | Veranda Suite Cat.04
1001 Veranda Suite Cat.04
1005 |Penthouse Deluxe Suit
1005 |Penthouse Deluxe Suit
1007 Penthouse Deluxe Sui
1008 Penthouse Grand Suib|
1010 Penthouse Grand Suit
1011 |Penthouse Grand Suity
1014 Penthouse Grand Suit
1017 SPA Suite Cat. 10
1018 SPA Suite Cat. 10

1020 |SPA Suite Cat,10
1022 SPA Suite Cat. 10

1 2l
Selected Person :

[

oL 0 00 [ 1| O [ |G |2 G [ |1

v

w

Embarkation: 31/01/2015
Disembarkation: 05/02{2015

MNumber of guest:

[V Auto Refresh Show Free Cabin

Batch Update Cabin
Clean Status

Figure 9-1: Cabin Overview screen

Navigating through Cabin Overview

From left to right of the Overview screen, the cabin number and category are
shown, with its cabin cleaning status.

If the cabin is occupied or block for expected guest, the passenger name is shown on
the grid from the embarkation to disembarkation date.

To search for specific category, cabin cleaning state, use the filter fields located at

the bottom of the screen.

To show the Available Cabins on the right section of the screen, select the guest
name then click Show Free Cabin.

Batch Update of Cabin Clean Status

This function allows user to update the cabin status by batch, using the available
filters.

Cabin

Overview
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r Selection
Category: IA” ;I Total search: 447
Deck: IA”

=
Cleaning: IDD Occupied Dirty ;I ﬂl

¥ 1011
w1012
v 1013
v 1014
v 1015
v 1017
11018
11019
11020
11022
[11023
11025
11026
1028
1029

[~ Select Al

Clean Statuz: |0C  Occupied Clean

Figure 9-2: Batch Update of Cabin Clean Status

1. At the bottom right of the Cabin Overview screen, click Batch Update Cabin
Clean Status.

2. In the Batch Update Cabin Clean Status window, choose the category or deck,
followed by cleaning status, and then click Search.

3. Cabins matching the criteria will be shown. Select the cabin by checking the box
beside the cabin number or use the Select All to update all cabins.

4. Select the Clean Status from the drop-down list, then click Update.

Cabin Overview



10. Cabin Status

The Cabin Status function sets the cabin into unavailable mode over a period of time,
be it for servicing or maintenance purposes.

—) ]

o Cabin Status Change
Staterooms Search Criteria
Room Details _ Deck Status Deck : I =
8100 Veranda Suite Cat.07 DECKDS VD
8101 Veranda Suite Cat.07 DECKD& vC Category : Veranda Suite Cat.07 =
§102 Veranda Suite Cat.07 DECKDS Ve
8103 Veranda Suite Cat.07 DECKD8 vC
8104 Veranda Suite Cat.07 DECKDS VC Count : 20
8105 Veranda Suite Cat.07 DECKD8 vC
3106 Veranda Suite Cat.07 DECKDE VC Cabin Status
8107 Veranda Suite Cat.07 DECKD8 vC
5108 Veranda Suite Cat.07 DECKO3 Ve Ealns Out of Order &2
8109 Veranda Suite Cat.07 DECKD8 vC Block from 31/01/2015
8110 Veranda Suite Cat.07 DECKDS Qs
8111 Veranda Suite Cat.07 DECKD8 BL Blodk until 03/02/2015
8112 Veranda Suite Cat.07 DECKDS Qs s Preventive Maintenance
8114 Veranda Suite Cat.07 DECKD8 Ve Unavaiabiity Reason
8115 Veranda Suite Cat.07 DECKDS VC
8116 Veranda E.I'.IE Cat.07 DECKDS vC Cabin Status :
8117 Veranda Suite Cat.07 DECKDS Ve AV = Available | VC =Vacant Clean | BL = Blocked
8118 Veranda Suite Cat.07 DECKD8 vC 00 = Outof Order | OS5 = Qut of Service
oK. Cancel

Figure 10-1: Cabin Status Change

1. From the Front Desk menu, select Cabin Status from the drop-down list.

In the Search Criteria, select the Deck and/or Category, then click Search.

3. Cabins matching the search criteria will be shown on the left of the screen. Select
the cabin, then navigate to Cabin Status on the right of the screen.

4. Select the Status from the drop-down list, insert the Block From/Until date and

the Unavailability Reason.

5. Click OK to proceed and this updates the status shown in the grid.

Note: Blocked cabins are highlighted in light orange in the Cabin
Overview screen.

Cabin Status
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11. Postings Overview

This function displays a detailed postings by department code of the selected cruise
and date. Information shown includes Date, Total Discounts, Vat Tax, Payer, Buyer,
User, Transaction ID, Check No and Posting Type (Manual or Automated).

=Y

] Postings Overview =2 ICR |

All Finandial Departments Postings

| Date Total Discount #1 | Discount #2 [Vat Tax Payer Buyer User Trans. Id

¥ Exclude Disable Department Code » | 23/08/2015 10.00 0.00 0.00[0 (1002) John Doe | (1002) John Doe__|A 14145913

: 23/08/2015 10.00 0.00 0.00/0 (1017) JOHNDOE _|(1017) JOHNDCE _|A 14145914

EE- ffﬂﬁﬂ’mﬁ QADS & 23/08/2015 10.00 0.00 0.00[0 (1201) Goafy (1201) Goofy A 14145812
o ( A

B1-jj§ 1000 Cruise package 23/08/2015 10.00 0.00 0.00 {10003) CHAN KELVI| (10009) CHAN KELVT, 14145911
G- i} 10000 SHIP DAMAGE
£

1010 Cabin Upgrade

1011 Cabin Change

1020 CC Commission

2000 Buddha Bar

2010 Casino Bar

2020 Capri Bar

2030 Caffé del Mare

i 2040 Pasha Club Discoteca

it 2050 La Terrazza

w4t 2060 Manhattan Bar

i 2070 Shelagh's House Irish Pub
2080 Sinfonia Lounge

2090 Le Barogue

3000 Cove
3010 1l Galeone

[

£3) 3021 Room Service - Beverage
2 3022 Room Service - Champagne
&) 3023 Room Service - Food
&) 3024 Room Service - Tobacco
& 3025 Room Service - Package
& 3026 Room Service - Service Che
i 3027 Room Service - Sales Comm
4 3028 Room Service - Mini Bar
~4 3029 Room Service - Mini Bar Foc
3030 Crew Bar
5§ 3040 La Birreria
< LN | K — o
Filter

Total Balance: 40.00USD Date from: [23/08/2015 - To: |23/08/2015 -

Mo of postings: F
Gross Balance: 40.00 USD Account Type: | (all) - User: | (Al -

Figure 11-1: Posting Overview screen

From the Front Desk menu, select Postings Overview from the drop-down list.
Select the Cruise Date from the left panel of the screen.

Double click the date to expand the container.

Select the Department code to view.

Postings of the selected department code are shown on the right panel of the
Overview window.

6. Double clicking on the transaction will open the posting details screen, where bill
image may be viewed.

ISRl

Postings Overview



12. Amenities Overview

Amenities Overview allows user to view all the amenities requests in a single screen,
be it pending delivery or delivered. It also has the capability in adding new
amenities or editing existing ones.

& Amenities Overview =2 =N =<
Done|cabin[name: [Reservation status [pate [rme [code pept pesciption [pelered Location Qty]  amount]sender [comments user — Joone[oone Time [created by [appicable To
\t |1003A [schmidt,Jan Chedked-n 31042015 00:00 FRUTTR/ Frut Platter cabin 100 0,00 Guest Relations Officer A Undifine
@ ‘mnnz ‘DDE,JnhnMr Checked-n ‘ilmlfzms ‘na‘nn ‘FRUUE/!DH [Fruit Basket ‘ mn‘ DﬂD‘JanE |A ‘m j04/2015[12: 11 ‘A ‘undeﬁne

Selection Criteria
Cabin/Name: [ Cabin Category: [l |
Delivery Bate From: [o6r10r2014 | Delvery Date To: [31/01/2015 |
Delvery Status: [Botn = Group: [(vone) =]
Reservation Status: I = Prepaid prebooked: [ar =l
External Brochure Code: [ Ocaurrence: I Dew
Type 2/Sender 2: [ Delivery Divisior: [ ~] Edit ‘ Dekvesd) ‘
Amerity Comments: T

Figure 12-1: Amenities Overview screen

12.1. Viewing Amenities Request

1. From the Front Desk menu, select Amenities Overview from the drop-down list.

2. In the Selection Criteria, choose from the available filters for information to be
displayed, and then click Refresh.

3. Information matching the selection criteria will be displayed at the top section of
the screen.

12.2. Adding/Editing/Delivering Amenities

Refer to Cashier Function, Guest Handling, Service Info Tab.

Amenities Overview 37
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13. Itinerary Overview

This function displays the Itinerary or daily activities available in each cruise by
Location, Packages or Counselors. These information’s are entered in System Cruise

Setup, Itinerary Setup.
CH Itinerary Overview ==
Criteria Activity

F_I--:!._g Locations
K3 23/02/2015 HK/VN/BKK

@ 03/02/2015 Hong KongVietnam/Bangkok
=& 31/01/2015 A

4 31/01/2015 18:00 Pre-dinner Cockt
4 31/01/2015 19:30 Dinner

B Castaway Beach

i‘é 29/01/2015 Vietnam/Hong Kong/Macau
%g Packages

g Counselors

Details T Reserved T Packages T Tables TSeats_-"I'lckets]
Graph

31/01/2015 31/01/2015
15:00 16:30
I 2omn. | somn [aswae
Description
Type: Dining Mo Waiting List
Title: High Tea Mo ticket

Description: High Tea

Demographics

Age Range: 0-999 not restricted Gender: Al
Family: Al Group:
Marital: Al
Time and Place
Deadline DT: Meeting OT: 31/01/2015 00:00

Location: Main Dining Room
Meet Place: Main Dining Room
Clothes: Casual

Comments:
Pricing
Adult Cost Price: 20.00
Department: Child Cost Price:
Booked: 0 Max Available: NjA N/A
Waiting List: 0 Min Required: 1 Enabled

Figure 13-1: ltinerary Overview

1. From the Front Desk menu, select Itinerary Overview from the drop-down list.
Expand the Locations or Packages container, then double click on the Cruise
Date to display available activities.

Expand the Activities to view the details, shown on the right panel.

Itinerary Overview




14. Flights Overview

This function allows user to plan and view the arrival or departure by flights, and
organize ground transfers where necessary.

&2

Flight Dates

-Gg8 23/05/2010
-5l 29/05/2010
-5 30/07/2010
-5 31/07/2010
B 07/08/2010
--Bg8 13/08/2010
--Bg8 05/11/2013
--Eg8 29/04/2014
=-Eg 22/08/2015
oLEd aal0s
-5 29/08/2015

=4 Add Flight

[v Show All Flights

Flights Overview

Flight Information
Direction : Arrival hd
Connecting : fes -

International Yes hd

Flight Carrier : lwu\i
Flight Mumber : [100
Flight Time: 0300

Flight Departure/Transfer Details

Time (24HH:MM) @ |00:00

Date : i*'29/08/2015 *

Airport : Mot Specified -
City :
Country : IT Italy -

Hotel Details

MName : Date Check In :
Address : Date Check Cut

Flight Capacity :

Transfer Price

[pE5)

—

Flight Occupancy @ |12
Default Mo of Bags :
Bag Label :

—

Flight Arrival Details

Time {24HH:MM) ¢ |00:00

Date : I“'30/08/2015 ~

Airport : Mot Specified -
City :
Country : GE United Kingdc +

OK Cancel

Figure 14-1: Flight Overview screen

14.1. Viewing of Flight Details

1. From the Front Desk menu, select Flights Overview from the drop-down list.

2. On the left of the Flights Overview screen, select the flight date to expand the

date container.

3. To view the Flight Information, select the Flight Number below the date.

14.2. Adding/Removing Flight Information
In the Flight Overview window, select the date from the left panel.
Right click and select Add Flight.

Enter the Flight Information on the right section of the screen.

Click OK to save.

S

then select Remove Flight.

Flights Overview

To remove the Flight information, select and right click the Flight Number, and

39




40

15. Comments Overview

Comments Overview allows user to view and edit all comments entered in Guest

Handling module, as well as adding new comments.

L
Selection Criteria

Dt of Comments From:
Comment Code:
Resolution Status:
Comment Group:
Comment Report Type:
Comment Urgent Status:
Comment Sensitive Status:
Comment Categery:
Cabin:

Comment Department
Involved:

Entered By (Name User ID):

29/01/2015 | T0[31/01/2015 .
Al =
(AID) -
" 5
(AID) -
Al =
(Al) -

il

[0} -

il

‘Comments Overview

[E=S Bl =

=B Comment

B8 1004 | wilson, Cindy Ms| FREETX|30/01/3019

Add Comment | Remove Comment

>

Spell check ‘

Comment

Selection:

Entry Date
Entered By (User)
Entered By (User ID)
Reported By (Person)
Gomment Code
Comment Category

Comment Deseription

Remarks

Comment Report Type:
External Code:
Resolved By (Date/Time)
Associated Cost

I Urgent I sensitive

Comment Department Involved

Resolution 1

[Selected quest

[oi1/2015 13068

e,

[

[FREETX Dnsert Free Text Here]

L

L]

[The tour were delayed and food were not as expected.

[30/01/2015 ] [14:06:98

3

[~ Internal

Figure 15-1: Comments Overview screen

1. From the Front Desk menu, select Comments Overview from the drop-down list.

In the Selection Criteria, choose from the available filters for information to be
displayed, and then click Refresh.

3. Information matching the selection will be shown in Comment section located in
the middle of the screen.

4. To view the comment, select the comment from the Comment section.

Refer to Cashier Function, Guest Handling, Comments Tab for more information on how
to add and remove comments.

Comments Overview




16. Revenue Overview

The Revenue Overview provides user a comprehensive view of daily revenue per
cruise.

& Revenue Overview == E=R
SelectCruse | 21/08/2015 QA 04 x| Cruise Closed Currency: USD US Dollar
[ Expand All
User [+ |Payer [+ [Buyer = Trans ID [«
Date [+ Main Dept [+ |Sub Dept 52l et Total | Discount| Gross Total
=12015-08-21 Cruise Day - 2nd | =l Balance Account |Opering Balance 395054.3 0.00 33808847 <
Total 338086.47 0,00  388088.47 E'
=lBuddha Bar Buddha Bar - Beverages 459,00 0.00 499,00
Total 499,000  0.00 499.00
=l Casing Bar Casino Bar - Beverages 119,00 0.00 119.00
Total 119.000  0.00  119.00
| Excursion 5105 0.0 51.05
] Gift Card 1226.00) 0.00) 1228.00
#|SHIF DAMAGE 50.00  0.00 50.00
#| SPA Posting 628.10) 0.00 623.10
# Service Charges -20.00  0.00 -20.00
# Ticketing 3500  0.00 35.00
Total 300678.62|  0.00| 390678.62
=1 2M5-08-22 Cruise Day #| Buddha Bar 1202.45)  0.00 1202.45
#| Cabin Uparade 200 0.00 2.00
| Caffé del Mare 492.00/  0.00)  499.00
| Capi Bar 539.00  0.00 589.00
| Casino Bar 51.00) 0.00 51.00
# Cavo 600.00  0.00  600.00
# Cruise package 1000.00,  0.00] 1000.00
# Excursion 553.55  0.00 553.55
# Gift Card 900.000 0.00  900.00
# Hospital 127270, 0.00 1272.70
¥ La Tenazza 0.00 499.00  459.00
# Ticketing -5.00  0.00 -5.00
Total 6564.70) 499.00 7163.70
#2015-08-23 Cruise Day 5.00  0.00 5,00
Total 397348.32| 499.00| 397847.32
Al »

Figure 16-1: Revenue Overview screen

From the Front Desk menu, select Revenue Overview from the drop-down list.
Select the Cruise to view the revenue by day.

Click “+/-" to expand or collapse the information.

Ll S

Select the from drop-down menu, to further drill down the information by User,
Payer, Buyer or Transaction ID.

5. Check the box beside the code and click the check mark to refresh the
information.

User [+ |Payer [* |[Buyer [+ [Trans ID [+
A

[+ |Main Dept [*]

Pinterfaces Day - 2nd | =l Balance Account ||
Cle
+ = * 4 X =lBuddha Bar
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17. Add Work Order

This function records all maintenance work required on board the Ship, be it in a
cabin or public locations. Work Orders may be added singly or by batch using the
Criteria Add function.

Add New Work Order -8
Work Order Details L Additional Image
Work Order Request No: | Priority: \ 1 Medium j
Work Order Type: [ELEC Slectrical | Location/Cabin Usable: |1 Usable |
Task Code: [ 3000 Bectrical - Picture File:
Work Order Reported Dates ~[03/03/2016 11:21 Browse
Task Desaription:  [replace fused bub
Comment:
Reported By :
Cabin number
W Inform Housekeeping Name of Person Reporting AVO
R Print Work Order |
I™ Rejected
Location Type € Cabin & public " Others (Select Category) > BL BAR LOUNGE i |
Locations (De-Select) Locations (Selected)
d | Name | comment P Add (+) d Name Comment
CC3103  Crew cabin - Chief Engineer - Office Forward - Port side - dships
CC3104  Crew cabin - Hotel Manager - Bedrom Forward - Port side Remove ()
CC3105  Crew cabin - Hotel Manager - Toilet Forward - Port side
CC3106  Crew cabin - Hotel Manager - Office Midships - Port side
Cce101 Crew cabin - Masters - Cabin Forward - Port side
CC6102  Crew cabin - Masters - Office Forward - Port side Add Al
CC6103  Crew cabin - Masters - Bedrom Forward - Port side
CC6104  Crew cabin - Masters - Toilet Forward - Port side
CCO105  Crew cabin - Chief Officer - Cabin Forward - Starbord side Remove Al
CCe106 Crew cabin - Chief Offiser - Office. Forward - Starbord side
CC6107  Crew cabin - Chief Officer - Bedrom Forward - Starbord side
CC6108  Crew cabin - Chief Officer - Toilet Forward - Starbord side
CD2302  CarDeck Aft
CL2101 Clozkroom - Male Forward - Port side
CL2102 Cloakroom - Femal Forward - Port side v
< > < >
Insert New Work Order Show History ‘ oK Cancel

Figure 17-1: Add New Work Order form

17.1. Adding Single Work Order

1. From the Front Desk menu, select Add Work Orders.

2. Inthe Add New Work Order form, Work Order Request No. field, enter the
external document number, if any.

3. Select from the drop down list the Work Order Type, Task Code and enter the
Task Description and Comment.

4. Select the Priority and Location/Cabin Usable Status from the drop down list
and attach a picture file, if any.

Note: User may override the predefined Priority and Location
Usable Status when adding or editing a work order.

5. In the Reported By section, select the Cabin number and enter the Name of
Person Reporting AVO.

6. Select the Location Type, either Cabin, Public or Others (Select Category)>, then
navigate to Location section and select the exact locations from the grid.

7. Click Add to add the location to Location (Selected) section.

8. To de-select the location from Locations (Selected), mark the item to remove and
then click Remove(-) or Remove All.

9. Click OK to save the work order.

Add Work Order



17.2. Adding Work Orders by Batch

1. Repeat step 1 to 6 of the above.

2. Click Criteria Add>, located between Locations (De-Select) and Locations
(Selected) to launch the Cabin Selection window.

3. In the Cabin Selection window, navigate to Search Criteria section, select the

criteria from the drop down list and check the required filter, and then click

Refresh to update the information in the grid.

r— Crew Cabins with ALL available berth

Cleaning Status
DECKO7 aD 1

Available Berth
Officer Cabin

75 loffcercabn | oecor | o0 | 1
755 [offcercebn | oeowr | o | 1
70 |offcerCabn | oecxor | o0 | 1
72 loffcercabn | oecor | o0 | 1
74 loffcercabn | oecor | o0 | 1
75 [offcercabn | oeowor | oo | 1
78 [offcercabn | oeowr | o | 1

— Search Criteria

Mot Occupied From|23,.f08,|f2015 -1
Not Occupied To: |01,.f09,|f2015 'l

0D = Occupied Dirty
0C = Qccupied Clean
VD = Wacant Dirty
VC = Vacant Clean

2 single beds
C 15 Single Occupancy
2 Bunk beds

Dedk :
Category :
Cabin Type

Availability:

All

Officer Cabin

Crew

ICabin with ALL Berth available

Lol Lelle L]

4 Bunk Beds
Handicapped
[C|LIFACC
p Pullman

Count : 40

Special Lift Acce

L

Task Done:
Task Done Before:

™ 09/10/2006

Task Not Done:

Task Done After:

Ldlelled

™ 09/10/2016

Figure 17-2: Cabin Selection Criteria

4. Click OK to add the selection to Locations (Selected).

5. To de-select the location from Locations (Selected), mark the item to remove and
then click Remove(-) or Remove All.

6. Click OK to complete the work order.

Note: Work orders entered through this function is viewable in
Maintenance Module, Work Order Quverview.
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B. Cashier Function

The Cashier Menu is the most commonly used function in a Ship Operation, a
function where the passenger profile, reservations, billing and stay histories are
recorded and stored.

Cashier Function



1.1.

1. Guest Handling

This section describe the various function in accessing guest data such as guest
information, travel documents, invoice, guest history, group account and etc. It also
allow user to create, amend and cancel a reservation, post a charge and check out a
guest/account. These functions are access via Management, Cashier drop-down
menu.

&} ErontDesk Cashier Qptions Security About Exit
Group Selector/Resident Selection

[ Credit Cards T Comments T Other Info TTra‘e\DncumentsT

Custom Info T Guest History Tana\thraant]

[show &l ~] et -
[sha = ! GuestTnfo | iscRoutefha T Invoice: 0.00 T More Guest Info T Service Info T Activity Viewer TRE- enue Ana\*,‘zerT History
Guests found: 3 Selecteg: 1 _ Name, Address Cabin Information
= [ cebnfeme ~ |Z Doe, John Mr Cabin Cleaning State Octupied Dirty
B 1018 |Baley, A Ms B = Debarkation Group Mot Assign
< - o Cabin/Category 10002/CAT.01L
S | |» '
L bHone: Status: Checked-njon-8oard
— 1013|Mastestcardn0075/M, E : AsgnjPaid Ctar: !
_ stesteren L] Bazb Embarkation: 2015/HONGK
3 o Menber of Group B &
2 o Dining Table/Seating:
g — Dining Location:
S a— Passpart Information/Custom Info pax Type/Class:
— | o Manifest No: 5000 / Yes Handicapped /
Profession: AdultMinor: Acult
CA Passport No: Air Operator: o
B [ fm Date of Issue:
4 I Place of Issue: RMU Remeote Update: No
2 l Expiration Date Shore-Res.ID:
[ = Birthday: 01/01/1950 Shore-G.ID:
Place of B Frequent No:
c Nationality: o Folio Number: 1052304
| o Birth Nationality: Queue ID;
E SexNatonal ID: £ BoardCard No: 9342000101760400
= <[ e Pregenerate Number: 16686474
s | I Pos Disc Template: External Reservation ID:
3 L Documents:
= Express C.0Ut fio
= - Posting Allowed: ves
— Routing Status:
. = [ Serv Chg Amount: 10.00
H © PPD Category Regular Guest
@ - HellgTest Payment: 9001 Cash
2 <[ Test
- aa
= W
L~ " Add To Debark | Remove from ;
g Show Log Dcbark croup | Servie Charce Gift Card
"= Remove fr Cancel
v |— Postings Status | CreateaParty | Primary Guest | AddTo Group emove rom ance, New Reservation| Edit Information
J Group Reservation
P‘EME°D‘°]E I show Embark Dates B
L - Show expected e Check-Out Print Board Card Pay Invoice Get Credit Card Messages
Coupon Sales Express Edit Brint Invoice Add Posting Change Cabin Close
Show Party Information &

Figure 1-1 — Guest Handling

Search Panel

The Search Panel function enables you to look up a reservation by status - Check In,
Check Out, Expected, Canceled and No Show via the Guest Handling screen.

Guest Handling
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Group Selector Resident Selection

Show All

Guests found: 4 Selected: 1 _
= Cabin [Name ~ T
=z 1018 Bailey,A Ms —
3 : o=
S 1012 |Bruer,S Mr | =
- 03/02/2015 L
— 10002 |Doe, John Mr 29/01/2015 - o
= - 02/02/2015 |
o 1013 | Mastestcardn007eM, 28/01/2015 o
- - 20/02/2015 o
= -
g —
= @
| Jo
w [
- m
T -
5 —
o
[
i | m
— < |
| 1]
3 <[
E | )z
3 =
= [
- o
= -
2
w <[
E "=
T
| =
=

Name Doc I¥ Show Embark Dates

Mo/Cabin

Show Party

Figure 1-2 - Search Panel
Table 1-1 - Search Panel list

Tab Description

Checked-In Tab list all registered passengers.

Checked-Out Tab list all checked-out passengers of past and current cruise.

Expected Tab lists all passengers due to arrive for current or future
cruises.

Cancelled Tab lists all cancelled reservations.

No Show Tab lists all reservations that fail to show up or yet to register
during System Date Change.

Show Embark Dates | To include guest embarkation/debarkation dates in the result
list.

Show Expected Displays disembarking guest of selected date and cabin.

disembarkation

To search for a guest.

1. Select the Status tab on the left pane of the Search Panel.
2. On the right of the Search panel, select an alphabet corresponding to the
reservations last name. If ALL is selected, this displays all reservations in

alphabetical order.

3. You may narrow down the search using either the guest name, document
number or cabin number and date.

Guest Handling



Guest Info Tab

The Guest Info tab is the main tab user access from the Guest Handling function. It
provides users a single view of guest's vital information's such name, address,
passport details, cabin information, etc., and enable user to further drill down into the
reservation for more information.

[ Credit Cards T Comments T Other Info T Travel Documents T Custom Info T Guest Histary T Loyaltyf Track It ]

Guest Info r Disc,Route Pkg T Invaice: 0,00 T More Guest Info T Service Info T Activity Viewer T Revenue Analyzer T History
MName, Address Cahin Information
Doe, John Mr Cabin Cleaning State Occupied Dirty
Debarkation Group Mot Assign
Cabin/Category: 10002/CAT.01
!
I"h‘one' Status: Checked-in/On-Board
E-rnai\'l Asgn/Paid Ctgr: /o
' Embarkation: 30/01/2015/HONGK
Member of Group Debark: 20/02/2015/
Dining Table /Seating: !
- Dining Location:
Passport Information/Custom Info Pax Type/Class: )
Manifest No: 5000 [ Yes Handicapped: !
Profession: Adult/Minor: Adult
Passport MNo: Air Operator; Mo
Date of Issue:
Place of Issue: RMU Remote Update: Mo
Expiration Date: Shore-Res.ID:
Birthday: 01,/01/1250 Shore-G.ID:
Place of Birth: Frequent Mo:
Nationality: T Falio Mumber: 1052804
Birth Nationality: Queue ID:
Sex /Mational ID: Ff BoardCard Mo: 9842000101760400
Language: EM Pregenerate Number: 16686474
Pos Disc Template: External Reservation 1D:
Documents:
Express C.Out: No
Posting Allowed: fes
Routing Status:
Serv Chg Amount: 10,00
PPD Category: Regular Guest
HelloTest Payment: 9001 Cash
Test
aa
Show Log Add zroozsbark E:Q;Drfcjoourg Service Charge Gift Card ‘
Postings Status | Create a Party Primary Guest Add To Group Remove from Canca\_ Mew Reservation| Edit Information
Group Reservation

Figure 1-3 - Guest Info tab

New Reservation Function

The New Reservation function allow user to create a new reservation for guest that
arrives without prior reservation. A reservation form is launched user click the New
Reservation and below are the field definitions of the form.
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New Guest Information

Name/Reservation

Mame

Surname Mandatory Field

Forename
Middle Initial
Other Name
Salutation
Title
Royality No

Marital Status [(Undefined)  +]
VP (otappliczble) |
Classification
Frequent Mo '7
mwardleve [
Shore-Res.ID
Onboard EMail

Total Mo of Cruise Days

Number of Cruises

Disc Template [ (not appiicable) -

—nmmcCw

Passport Information

Passport No
Issue Date

Issue Place

Issue Country -
Expiry Date
Birthdate

Birth Place

MNationality -

Language EM English -
Profession ,—

Gender " Female " Male

20— ->

Smaker & No " Yes

Birth Mation -

1 Addresses/Ctner Info

1

Travel Information

Embarkation Date
Embarkation Port -
Port Comments ,—
Debark Cate
Debark Port hd
Port Comments l—
Cabin j
Muster Station Default Cabin Muster Station »

On Board " No " Yes

Deny Boarding & No i ves Guest Cateqgories

Deny Reason [ 1 Gepackstiicke ~
[ 2 Gepackstiicke

Telephone Pincode| [ 3 Gepacksticke -

National ID ;
P its/Remarks

" Handicapped ayments/Remart -

Handicapped Payment 2001 Cash -

Remarks a . ‘ J
emarl

[w Manifest Printout

Queue ID

Shore-G.ID PPD Type ‘ Regular Guest j

Life Boat Default Cabin Life Boat -

Document Image Snapshot (Visible only from supported Document) Photo

Documents
[~ Checked [ Collected
Dining Preferences

Table/Seating -
Location

Other Parameter

[~ Resident [~ Mon-ndusive Guest Type

[~ Airjseaoperstor [~ Charge for Checked-Out Calls
[~ Intoxication [~ Switch to Crew in Manifest
[ Express Check Out [~ Stay overnight shoreside

[ Group Leader

[v Assign as Guest Picture

¥ Save Document Image

OK Cancel

Figure 1-4 - New Guest Information screen

Table 1-2 - Field definition of Guest Information tab

Field Description

Name

Surname Last name of the guest.

Forename First name of the guest.

Middle Initial Middle name of the guest.

Other Name Other Last Name.

Other First Name Other First Name.

Salutation Salutation of the guest.

Title Title of the guest.

Royality No Additional Title. User definable label.

Marital Status Marital Status of guest. Configurable system codes in
Administration, System Codes, Marital Codes.

VIP VIP classification of the guest. Configurable system codes
in Administration, System Codes, VIP Codes.

Classification Classification/VIP flag.

Frequent No Frequent Cruiser number. User definable label.

Award Level Frequent Cruiser Award Level.

Shore-Res.ID External System Reservation ID. User definable label.

Onboard Email Email contact whilst on board.

Total No. of Cruise Days | Total Cruise days signed up. Information from data
import.
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Field

Description

Number of Cruises

Number of cruises purchase. Information from data
import.

Disc Templates

Available discount templates.

Passport Information

Passport No

Passport number of the guest.

Issue Date

Date travel document were issued

Issue Place

Place travel document were issued.

Issue Country

Country travel document were issued.

Expiry Date Expiry date of travel document.

Birthdate Birthdate of the guest.

Birth Place Birth place of the guest.

Nationality Nationality according to travel document.

Language Language spoken by guest.

Profession Profession of the guest.

Gender Gender identifier.

Smoker Smoker identifier.

Birth Nation Original nationality of the guest if defer from Nationality

field.

Travel Information

Embarkation Date

Embarkation date.

Embarkation Port

Port of embarkation.

Port Comments

Additional comments of the port.

Debark Date Debarkation date.

Debark Port Port of debarkation.

Cabin Cabin number assigned.

Muster Station Muster Station assigned. Linked to Cabin number.
On Board On/Off board identifier

Deny Boarding Deny boarding identifier

Deny Reason

Reason boarding denied.

Telephone Pincode Pin code setup for outgoing calls and access to Kiosk.

National ID Local identification document, for example, ID or Driving
License

Handicapped Disability status of the guest. User definable label.

Handicapped Remarks Disability remarks.

Manifest Printout

Default inclusion of guest in manifest print out.

Queue ID Assigned queue ID during embarkation.

Shore.G-ID Unique Identifier for FMS. User definable label.

Life Boat Life Boat assigned. Linked to Cabin number.
Documents

Documents Confirmation check box of whether travel document is

checked or collected.

Dining Preferences

Table/Seating Assigned table number and seating preferences for
dining.
Location Assigned dining location.

Other Parameter

Resident

Indicator whether guest is a Resident.

Air/Sea operator

Indicator whether guest is a Air/Sea operator.

Guest Handling
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Field

Description

Intoxication Intoxication identifier.
Express Check Out Indicates guest require Express Check Out.
Group Leader Group Leader identifier.

Non-inclusive Guest Type

Indicates that guest is not part of a package or all
inclusion plan.

Charge for Checked-out
Calls

Define whether checked-out calls to be charge.

Switch to Crew in
Manifest

Indicates that reservation has been moved Crew manifest.

Stay overnight shoreside

Indicates that guest stays overnight at shore side.

Guest Categories

Selection box

User configurable system codes in Administration,
System Codes, Guest Categories.

Payments/Remarks

Payment Payment Department code for this reservation
Remarks Additional remarks pertaining this payment.
PPD Type Revenue per person per day tag.

Agent Information

Agent Id Additional Agent ID for external system
Booking Id Additional Booking ID for external system
Reservation Id Additional Reservation ID for external system
Others

Document Image Displays snapshot of scanned passport.
Snapshot

Photo Displays saved guest photo

Guest Handling



Ins. Number ‘

i New Guest Information
NameReservation 1 Addresses/Other Info 1
G Address Other Info Minor Debark Authorization
U Address 1 | Permanent Resident Id ’— Please select lH'_ve below port which the minor allow to
go shoreside without guardian company.
Address 2 Comman Access Area ’m
E Street
Zip/City [ 3
S Country ’—L| [~ Exclude From Quick Billing Printing
T State ’—L|
,— Encode Additional Cabin for ¥ing/Onity Door
Phone | cen2 [
Email (1) [ ||cebin3 |
Email {2)
Temporary Address Emergency Contact Address
Address 1 Name |
Address 2 Relationship |
\ / Street Address |
Zip/City [ [ || street [
A State [FreeText ¥ || Zmscity —
T State |
Phaone Country | j
I Email Phone |
0 Mobile Phone [
Email |
N Additional Remarks Business Phone ‘
Travel Insurance
Description ‘ j

OK Cancel

Figure 1-5 - Guest Information Address/Other Info

Table 1-3 - Field definition of Guest Information Address tab

Field Description

Address / Temporarily Address

Address 1 Address 1

Address 2 Address 1

Street Street name

Zip/City Zip code/ Name of city

Country Country

State State

Phone Phone number of guest

Email 1 Email address of guest

Email 2 2nd Email address of guest

Other Info

Permanent Resident Permanent Resident ID of the guest
ID

Common Access Area | Allowed common access area
Exclude from Quick Indicator whether to exclude from Quick Billing printing.
Billing Printing

Encode Additional Cabin for Ving/Onity Door

Cabin2/3 ‘ Cabin number of joint cabin

Emergency Contact Address

Name

‘ Name of Emergency contact person

Guest Handling

51



52

Field Description

Relationship Relationship of Emergency contact person and guest
Address Address

Street Street

Zip/City Zip code/ City

State State

Country Country of Residency

Phone Phone number of contact person

Mobile Phone Mobile number of contact person

Email Email address of contact person

Business Phone

Business phone number of contact person

Travel Insurance

Description

Codes, Travel Insurance.

Ins. Number

Insurance Policy Number.

Minor Debark Authorization

Port Date/Name

‘ Selectable port allowed for minor to debark.

1.2.1. Creating New Reservation

1.

Click New Reservation located in Guest Handling screen to open a New Guest

Information form.

Enter all relevant information, particularly the mandatory fields.

Note: Your operation may define other fields as mandatory if

deem necessary. Please refer to your company standard operating

procedure.

Click OK to save the form.

Saved information is updated and shown under Guest Info tab and categorized

the guest as Expected Arrival.

1.2.2. Editing a Reservation

1. Search the reservation in Search Panel, then click Edit Information under Guest

Info tab to open the existing Reservation Form.
2. Edit all relevant information, then click OK to save the changes.

1.2.3. Canceling Reservation

1.

Search the reservation in Search Panel, then click Cancel Reservation under

Guest Info tab.

Select Yes to cancel the reservation when prompt, and this places the booking

under Cancelled tab.

Guest Handling
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Cancel Reservation B

Cancel reservaticn of guest:
1001 Smith,J Mr

Figure 1-6 - Cancel Reservation prompt

1.2.4. Posting Status

The Posting Status is a function that assist user in managing cash paying guest or
guest that may have exceeded their credit limit. This function enable/disable the
postings from flowing through to the account.

To Disable Posting

1. Retrieve the reservation from Search Panel, then click Posting Status in Guest

Info tab.

2. Enter the reason to disable the posting when prompt, either by selecting a
predefined reason from the drop-down menu or manually insert them.

Reason:

User Define Reason:

Cancel

|Predeﬁne Reason j

| Cancel |

Figure 1-7 - Predefined Reason to Disable Posting

3. If Allow manual postings is checked, this will only disable postings via the
interfaces and manual posting within Guest Handling screen is still permissible.
4. Press OK will set the posting status for the account to either No or Manual.

C.0uts g
Posting Allowed: Mo |
Routing Status:
Serv Chg Amount: 10.00
PPD Category: Regular Guest
Payment: 9001 Cash
|Posting Disallowed Reason: cash basis |

Figure 1-8 - Posting Allowed status

Express C.0ut: Mo
LPosting Allowed: Manual |
Routing Status:
Serv Chg Amount: 10.00
PPD Category: Regular Guest
Payment: 9001 Cash
|Manual Posting Reason: cash basisl

Figure 1-9 - Manual Posting Allowed status

To Enable Posting

1. Retrieve the reservation from Search Panel, then click Posting Status in Guest

Info tab.

2. System will prompt for a response to enable the account to accept postings.

Guest Handling
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Enable Postings £

:] Do you want the account to accept postings?

Figure 1-10 - Enable Posting prompt

3. Selecting Yes will reset the Posting status to allowed, whereas No will remain as
unchanged.

1.2.5. Create a Party

This function manages and identify small number of persons traveling together that
may not necessary be in the same cabin. In addition to identification purposes,
person responsible for payment of accounts or main contact liaison can be made as
"primary" passenger.

To Create a Party

1. Search for the reservations in Search Panel, then use the CTRL key to select the

names that make up a party.
Guests found: 4 Selected: 2

Cabin|Mame

1018 Bailey,A Ms

1012 Bruer,S Mr

10002 |Doe, John Mr

1013 |Mastestcardn0076/N,

Figure 1-11 - Create Party Guest List

2. Click Create Party located on bottom right of Guest Info tab.
3. System updates the guest in the same party with Shore-Res.ID.

Shore-Res, ID: 9393141153737

Shore-G, 10

Frequent Mo:

Folio Mumber: 1052308

Queue ID:

BoardCard Mo: 35342000101760801
Pregenerate Mumber: 16864058

External Reservation ID;
Figure 1-12 - Party Identifier

1.2.6. Show a Party

This function displays all travel companions within a party when searched.

To Show a Party

1. In the Search Panel, click Show Party.
2. The affiliated passengers of the searched party will appear in the list.

Guest Handling



Guests found: 2 Selected: 1
Cahin|MName

1012 |Bruer,5 Mr

Figure 1-13 - Party List

1.2.7. Add to Group

A guest can be an individual traveler or part of the group. If the guest has a
reservation and were to become part of a group, user is able to link the reservation to
the group account and displays all travel companion within a party when search.

To Add to Group

1.
2.
3.

Search the guest name in the Search Panel.
Mark the reservation(s), then click Add to Group in the Guest Info tab.
System will prompt for a response whether to assign selected guest(s) to the

group. Click Yes to proceed.

Add guest to a group

first.

% Doyouwantto assign 2 guests to the selected group 7
¥/ Warning! System will not remove activities for guests that already has
keen assigned te ancther group, Remove them from the other group

[x]

Figure 1-14 - Add to Group prompt

-8) Group Selection

Groups Checked In or Expected

5054545 EQUESTRE TOUR. SAS -

6052646 FAMILY'S PLAN TOUR 5.R.L.

5057084 FAMILYS PLAM TOUR SR L.

GTNBO12N FCNET =

5056431 FINI VIAGGI =

5047434 Y / LA BOUTIQUE DES CROISIERES
Fidelio Cruise Group

1223455 GROUP 010

1011 GROUP 011

837 GROUPB37

GO51177 GRUPC RAM

G056650 HOBBY VIAJES, 5.L.

G052323 IDEALTOURS™

G051729 IES ALURANTIA

[~ Assign as group leader

K Cancel |

In the Group Selection window, select the

group from the list.

Figure 1-15 - Add to Group selection

If Assign as group leader is checked, this will make the guest as leader. It is
possible to have more than one leader in a group.

Once added, the group name is shown under Member of Group in Guest Info tab.
If the guest is a Group Leader, the word (Leader) appears after the group name.

Guest Handling

55



56

[ Comments T Cther Info T Travel Documents T Custom Info

Guest Info T Disc,Route, Pkg TPre-Invoice:D.DDT More Guest Info

Mame, Address
Chan, Kelvin

Phone:
E-mail:

Member of Group
Fidelio Cruise Group {Leader)

Figure 1-16 - Group Leader Identifier

7. Affiliated group guest is listed when search by group name in the Search Panel.

::i Eront Desk  Cashier Options  Security  About  Exit
Group Selector/Resident Selection

| 11223366 Fidelio Cruise Group ﬂ Edit |
Guests found: 4 Selected: 1 —
= Cabin |MName ~ =
.'8 -
= ¥ o
2 : =
[s] Chan,Kelvin g
— = e I
Lee,Jones o
8 éh o=
o ang, Joe -
o - e —
-
=
2 .
= =]
[
m
= -
s
] =
= -
= -
c—
— | o
b= <
= I
= -
= —
3 =T
= L=
(4
= -
2 =z
W =
= -
= |
=]
-
s
=
A

Mame/Doc [~ Show Embark Dates

Mo/Cabin

Date  |03/02/2015 [~ Show Onboard Only

Shaow Party

Figure 1-17 - Group Guest List

1.2.8. Remove from Group

Remove from Group function removes guest from an existing group and transform
the reservation into an individual reservation.

To Remove a guest from group

1.
2.
3.

Search the guest name using the Search Panel.

Mark the reservation(s), then click Remove from Group in the Guest Info tab.
System will prompt for a response to remove selected guest(s) from the group.

Click Yes to proceed.
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Remove guest from a group \L‘

| Areyou sure you want to remeve 1 guest(s) frem the group 7

Figure 1-18 - Remove from Group prompt

4. This removes the group name is the Guest Info, Member of Group.

1.2.9. Primary Guest

In earlier mentioned topic Create a Party, one is able to designate a guest within a
party as a primary guest, or the person in the party who will be in charge and
responsible for accounts. Below are the steps to assign a Primary guest.

To assign a Primary Guest

1. Identify the party by clicking Show Party button.

2. Highlight the name of the person to be designated as Primary.

3. Click Primary Guest to assign the selected person and the word Primary will
appear in ‘Cabin Information’.

Cabin Information

Cabin Cleaning State Occupied Dirty
Debarkation Group Mot Assign
CabinfCategory: 1013 /CAT. 10

Status: ecked-in/On-Board
Asgn/Paid Ctar:

Embarkation: 29/01/2015/HOMGK
Diebark: 01/02/2015/HONGK

Figure 1-19 - Primary Guest Identifier

Note: This process supersedes earlier assigned Primary guest, if
any.

1.2.10. Show Log

A chronological record of activities such as passenger movements, financial
transactions, system events are logged by system to enable the reconstruction and
examination of the sequence of events and/or changes made and such information's
are viewable in the Show Log function.

To Show Log

1. Retrieve the reservation from the Search Panel, then click Show Log in Guest
Info tab.
2. System returns a list of events on screen, sorted by date/time order.
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User Logfile -

06/02/2015 16:50:53

Create New Reservation Manually A

Win.User

Station
JESLYN

Comment

New Reservation is created for Account ID 1052808

4

11/02/2015 15:38:46 | Check-in A JESLYNYIP|JESLYN |Bailey, A Ms ACC_ID: 1052508

12/02/2015 1_|Credit Limit Set A JESLYNYIP_|JESLYN _|Bailey, A Ms, Credit Limit Set: 5000

12/02/2015 0 [Payment B JESLYNVIF_|JESLYN |Acded Payment into Account : Balley, A Ms for Dept : §505 British Pound / Amount : 40.00
12/02/2015 13:47:08 | Postings Disabled A JESLYNYIP|JESLYN |Bailey, A Ms, Posting disable due to invaice balance.

12j02/2015 5 |Payment A JESLYNYIP_|JESLYN |Added Payment into Account : Bailey, A Ms for Dept : 9001 Cash / Amount : 80,00
23/02/2015 4 |Get Credit Card B JESLYNVIF |JESLYN | (Management-F) Snipe:5 [ Type:vl / Crdbio: =**+5001 | Exp:0320

23/02/2015 Postings Diszbled A JESLYNYIP |JESLYN |Bailey, A Ms, posting is allowed (enabled upon get credit card)

23/02/2015 Change Data A JESLYNYIP_|JESLYN |Deactivate card CRD_ID=205126

23/02/2015 Get Credit Card B JESLYNVIF |JESLYN | (ManagementF) Remave Crdlio:™***500 1

25/02/2015 Change Debarkation Date A JESLYNYIP|JESLYN |Debarkation date is changed from 15/02/2015 to 02/02/2015 for Bailey, A Ms
25/02/2015 Change Embarkation Date A JESLYNYIP_|JESLYN _|Embarkation date is changed from 13/02/2015 to 30/01/2015 for Baley, A Ms
25/02/2015 Change Debarkation Port B JESLYNVIF_|JESLYN |Debarkstion Portis changed from , to HONGK,

25/02/2015 Change Debarkation Date A JESLYNYIP_|JESLYN |Debarkation date is changed from 02/02/2015 to 01/02/2015 for Bailey, A s
26/02/2015 Payment A JESLYNYIP_|JESLYN |Added Payment into Account : Bailey, A Ms for Dept : 22300 Cash / Amount : 10,00
2/02/2015 Payment B JESLYNVIF_|JESLYN |Acded Payment into Account : Balley, A Ms for Dept : S001 Cash / Amount : 0.00
26/02/2015 Payment A JESLYNYIP_|JESLYN _|Added Payment into Account : Bailey, A Ms for Dept : 9001 Cash / Amount : 1,00
26/02/2015 Payment A JESLYNYIP_|JESLYN _|Added Payment into Account : Bailey, A Ms for Dept : 9001 Cash / Amount : 1,00
2/02/2015 Payment B JESLYNVIF_|JESLYN |Acded Payment into Account : Balley, A Ms for Dept : $001 Cash / Amount : 598,00
26/02/2015 Postings Diszbled A JESLYNYIP_|JESLYN _|Bailey, A Ms, Posting disable due to invaice balance.

26/02/2015 Yoid Payments A JESLYNYIP_|JESLYN |Voided Payment from Account : Bailey, A s for Dept : 5001 Cash /Amount : 598.00 /Reasan: Test
2/02/2015 Payment B JESLYNVIF_|JESLYN |Acded Payment into Account : Balley, A Ms for Dept : S001 Cash / Amount : 1,00
26/02/2015 Payment A JESLYNYIP_|JESLYN _|Added Payment into Account : Bailey, A Ms for Dept : 9001 Cash / Amount : 1,00
26/02/2015 Payment A JESLYNYIP_|JESLYN _|Added Payment into Account : Bailey, A Ms for Dept : 9001 Cash / Amount : 1,00
27/02/2015 7 |Payment B JESLYNVIF_|JESLYN |Acded Payment into Account : Balley, A Ms for Dept : S001 Cash / Amount : 1,00
27/02/2015 15:38:11_|Payment A JESLYNYIP_|JESLYN _|Added Payment into Account : Bailey, A Ms for Dept : 9001 Cash / Amount : 1,00
04/03/2015 Print Board Card A JESLYNYIP_|JESLYN |Board card is 123 for account 1052808

04/03/2015 Print Board Card B JESLYNVIF_|JESLYN |Board card is test for account 1052808

09/03/2015 11:45:11 | Add Pastings Error A JESLYNYIP_|JESLYN _|Posting is disabled for account alley, A Ms

02/03/2015 4 |Postings Disabled A JESLYNYIP_|JESLYN |Bailey, A Ms, posting is allowed

05/03/2015 Postings Disabled B JESLYNVIF |JESLYN |[Bailey, A Ms, Test

09/03/2015 14:00:28 | Postings Disabled A JESLYNYIP|JESLYN |Bailey, A Ms, posting is allowed

02/03/2015 2 |Postings Disabled A JESLYNYIP |JESLYN |Bailey, A Ms, cash basis

Print Export I

Figure 1-20 - Show Log Events

3. Press Print to send a copy of the log to printer.
4. Press Export to export the log into a supported file format.

Destination:

Export

i

[= Diskile

=l
Cancel
1

Figure 1-21 - File Export prompt

1.2.11. Guardian Assignment

Depending on the Ship's policy and age set forth as a Minor, a guardian may be
required to accompany a Minor for certain activities or in the absence of the parents.
This function is available to accounts where the passenger age is below the Minimum
Adult Age sets in Parameter table and process can be automated by enabling
parameter, General, Guardian Auto Assignment.

To assign a Guardian

1. Navigate to the Guest Handling screen and search for the Minor's name/cabin.
2. Click the Guardian Assignment.
3. The Guardian Assignment window will pop up, enabling the users to choose

from the following options.

= Passengers in the same cabin.

= Passengers with same booking number.
= Search Name/Cabin number.
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03 Guardian Assignment -
Guest List rGuardian List
(Cabin MName Booking Mo |Cabir| |Name |Buukmg No |
1003A Schmidt, Jenny
10034 Schmidt, Peter
~Shaw...
Add as Remove as

¥ Passengers in same cabin Guardian Guardian

" Passengers with same booking number

" Search Mame Cabin: I

Figure 1-22 - Guardian Assignment window

4. Selecting one of the above option illuminates the Add as Guardian button.

5. Choose the name from the guest list, then click Add as Guardian to save the
name to Guardian List.

6. The assigned guardian name will appear in the Guest Info, Name/Address
section.

To remove a Guardian Assignment

1. Retrieve the Minor’s account and click Guardian Assignment.
2. Select the name of the guardian under the Guardian List, then click Remove as
Guardian.
rGuardian List
Cahin Mame Booking Mo
1003A Schmidt, Jenny
Remove as
Guardian

Figure 1-23 - Guardian List

Guest Handling

59



1.2.12. Mark No Show

The Mark No Show function enables the user to change the guest status from
Expected to No Show prior to End of Day process and is only permissible to users that
are assign with such access rights.

To Mark No Show

1. Search for the guest name using the Search Panel, Expected tab.
2. Click Mark No Show located at the bottom right of the Guest Handling screen.
3. Click Yes in the Mark Guest to No Show prompt will change the reservation
status from Expected to No Show.

Mark guest to No Show m

| Areyou sure you want to mark 1 expected today guest(s) to no show 7

Figure 1-24 - Mark No Show prompt
4. The booking will now appear under the No Show tab.

1.2.13. Service Charge

The Ship may have set up a fixed Service Charge value to be posted automatically
into the guest account and typically, posting is perform using Quick Service Charge
Posting function instead of the regular Quick Posting functionality. The value of the
Service Charge is managed by Parameter: Service Charge, Default Charge
Amount and Minimum Passenger Age. The Service Charge function in Guest
Handling enables user to post the service charge manually or disable the automatic
posting.

Posting a Service Charge

1. In Guest Info tab of the selected account, click Service Charge located at the
bottom of the screen to open the Change Service Charge Posting Amount
window, then click OK to post.

Change Service Charge Posting Amount n

(" Disable Service Charge Posting

{+ Post the following amount daily:

Service Charge Posting Amount

[v Use System Default Value 10

Cancel

Express C.Out: Mo
Posting Allowed: Yes
Routing Status:

| 5erv Chg Amount: 10.00 |
PPD Category: Regular Guest
Payment: 9001 Cash

2. The service charge posted is shown in Guest Info tab.

Guest Handling



Altering Service Charge Value

1. From the Change Service Charge Posting Amount window, uncheck the Use
System Default Value, then alter the value in the field.

3. Click OK to save and post.

4. In the Management prompt, select Yes to override the System default value.

Management H

Amount exceeds default service charge amount, are you sure?

Disabling Service Charge Posting

1. From the Change Service Charge Posting Amount window, select Disable
Service Charge Posting, then click OK to save.

2. In the Guest Info tab, the Service Charge Amount are then changed to No Service

Charge Posting.

Express C.Out: Mo

Posting Allowed: Yes

Routing Status:
Igeru Eﬁg Emount: Mo Service Charge Posting |
PPL Categaory: Regular Guest

Payment: 9001 Cash

1.2.14. Add to Disembark Group

Add to Disembark Group function allow user in organizing disembarking

passengers to disembark in a group at a designated assembly location, departure
time and luggage collection location.

1. In Guest Info tab of the guest account, click Add to Disembark Group.
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2. In the selection window, select the available group from the grid and then click
Select.

5 Select Disembark Group u
Mame  |Tag Mame |Meet Time |Disembarkation Time | Available
Group A |Group A 09:00 AM | 10:00 AM 50
Group B |Group B |09:00 AM |10:00 AM 45

Select ‘ Cancel ‘

Figure 1-25 - Debarkation Group Assignment

3. Atthe Add guest to debarkation group prompt, click Yes.

4. The assigned debarkation group is shown in the Guest Info tab, Cabin
Information section.

Cabin Information

Cabin Cleaning State Occupied Dirty
Debarkation Group Group A
Cabin/Category: 1017f11

/
Status: Checked-in/On-Board
Asgn/Paid Ctar: !
Embarkation: 05/03/2014/BBBGI
Disembark: 31/08/2016/ATSEA

Figure 1-26 - Assigned Debarkation Group

1.2.15. Remove from Debark Group

1.3.

1.3.1.

When a passenger is assigned to a debarkation group wrongly, or they would like to
depart with their friends, user is required to firstly remove the assignment and
then56 reassign to the desire group.

To remove a passenger from the debark group, click Remove from Disembark
Group in Guest Info tab.

Disc, Route, Pkg Tab

Discount, Route, Package function facilitates charges to be routed within the same
invoice or to other guest prior to guest check in, setting up of allowable discounts in
Fidelio and Micros and a view of Package Plan entitlement.

Routing

The Routing function is designed to automate transfer of charges within the guest
account or to multiple accounts, hence consolidating a number of charges into one
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invoice/account. The use of this function is to facilitate the invoicing process at group
reservations level or party/family traveling together. Depending on the

requirements, the routing can be setup in one of this option - 'Pay for' or 'Paid by'.

[ Credit Cards T Comments T Other Info TTra\-'eI DocumentsT Custom Info T Guest History TLoyaIty,‘Tracht]

Guest Info IDiquoute,Pk(_lT Invoice: 645.00 T More Guest Inf'oT Service Info T Activity Viewer |Revenue Analyzer

History ]—
1

Routing r Fidelio Discount T Micros Discount TMicros Advance DiscounT Package Plan T Disallow Dept

— Pays for

1018 Bailey, A o
Pays for following quests

1018 Bailey, A

<[]
Done by: A
Reason: Request separate invoice

r— Faor
1018 Bailey, A o

Charges will be paid by

1018 Bailey, A

<[]

Done by: A o
Reason: Laundry paid by Bruer, Cabin #1012

4402  Boutique - Clothing
4403 Boutique - Food
4404 Boutique - Drinks
4405  Boutique - Cosmetics
4406  Boutique - Leisure
4407 Boutigue - Electronics
4403 Boutique - Jewellery
4409 Boutique - Logo MSC
4410 Boutigue - Watches
4411  Boutique - Souvenirs Destination
4412  Boutique - Tobacco
4413 Boutique - Utilities

4400  Boutique
4401  Boutique - General Sales e

Delete Routing | e Mew Routing

5300  Laundry
5301 GuestLaundry - Washing
5302  GuestLaundry - Pressing
5303  GuestLaundry - Express washing
5304  Guest Laundry - Express pressing

Delete Routing | Mew Routing |

Figure 1-27 - Routing tab

Table 1-4 - Routing tab definition

Section Description

1 Pays for - This section defines the payor account and whom the account
is paying for.

2 For - This section defines where the assigned financial department is
routed to.

3 Cabin number and name of guest payor is responsible for.

4 User who setup the routing and reason.

5 Financial Department code assigned.

6 Button to setup or remove routing instructions.

Note: Prior to moving/routing the charges, be sure to first check

the current routing arrangements to avoid duplication of routing

which will result to charges not being re-directed as planned.

Pay for another party

Below are the steps to setup account/charge routing when guest A pays for guest B.

1. Search the guest account and navigate to Disc,Route,Pkg, Routing tab.
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2. Click New Routing to open the routing dialog box.

@

4. For charges within the
itis.

Select the Invoice number where charges will be routed to.

same account, leave the cabin number and guest name as

5. In the event where guest is paying for another account, change the cabin number
and select the respective guest.

i New Routing

— This Person

IlD 13 Bailey A, All Invoices

- will Pay For

Invoice 1 || Invoice 2 Invoice 3 I Invoice 4 |

w018 |1018 Baiey A

=
Advanced |

~ What

Boutique - General Sales
Boutique - Clothing
Boutigue - Food

Boutique - Drinks
Boutique - Cosmetics

Bruitinus - | sizire

— Wy

IRequest for separate invoice

r When
|7 Show
2 :
[ Actual Payments

[™ Package Postings

ok Cancel

Figure 1-28 - New Routing —‘Will Pay For’

Note: The screen shows ‘Will Pay For’.

6. Select the Financial Department group or codes to be routed and insert the

routing reason.

7. Select the options where applicable:

Table 1-5 - Definition of Routing options

Field

Description

Show Reservations

Include expected to embark and reserve bookings. Only
display checked in bookings if it is un-checked.

Actual Postings Actual postings will be routed.
Actual Payments Actual payments will be routed.
Package Postings Only route package postings.

8. (lick OK to save.

9. Once saved, the selected assignments is added to 'Pays for' in the Routing tab.

64
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— Pays for
1018 Bailey, A

Pays for following guests
1018 Bailey, A

<[]
Done by: A
Reason:

4400  Boutigue
4401  Boutigue - General Sales
4402  Boutigue - Clothing
4403  Boutigue - Food
4404  Boutigue - Drinks
4405  Boutigue - Cosmetics
4405  Boutigue - Leisure
4407  Boutigue - Electronics
4408 Boutigue - Jewellery
4409  Boutigue - Logo MSC
4410  Boutigue - Watches
4411  Boutigue - Souvenirs Destination
4412 Boutigue - Tobacco
4413 Boutigue - Utilities

Delete Routing |

Figure 1-29 - Routing Pays For window

Paid by another party

Below are the steps to setup routing when guest B account/charges is paid by guest

A.

1. Search the guest account and navigate to Disc,Route,Pkg, Routing tab.
2. Click New Routing on the right panel under 'For' section to open the routing

dialog box.

3. Select the Invoice number where charges will be routed to.

4. Enter the cabin number and select the respective guest name from the drop-down

list.

& New Routing

— Charges Of This Person

|1012 Bruer 5, All Invoices

— Will Be Paid By

I Invoice 1 Invaice 2 Invoice 3 Invaice 4 I

[10003 | 10003 Doe John

— What

Officers Allowance

all shops
All Tobacco D

— Why

IChiIdren's Cabin

— When

¥ Show Reservations
v
[T Actual Payments

[~ Package Postings

Ok | Cancel

Figure 1-30 - New Routing To — ‘Will Be Paid By’
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Note: The screen shows ‘Will Be Paid By’.

5. Select the Financial Department group or codes to be routed and insert the
routing reason.
6. Select the options where applicable:

Field Description

Show Reservations | Include expected to embark and reserve bookings. Only
display checked in bookings if it is un-checked.

Actual Postings Actual postings will be routed.

Actual Payments Actual payments will be routed.

Package Postings Only route package postings.

Table 1-6 - Field definition of Routing screen

7. Click OK to save.
8. Once saved, the selected assignments is added to 'Pays for' in the Routing tab.

For
1012 Bruer, 5

Charges will be paid by

10003 Doe, John

<| m >
Done by: A
Reason: Children's Cabin

2000  Buddha Bar -~

2003  Buddha Bar - Food
2010 Casino Bar

2013 Casino Bar - Food
2020 CapriBar

2023 CapriBar - Food
2030 Caffé del Mare

2033 Caffé del Mare - Food
2040 Pasha Club Discoteca

2043 Pasha Club - Food
2050 LaTerrazza

2053 LaTerrazza - Food
2060  Manhattan Bar

2063 Manhattan Bar - Food
2070 shelagh's House Irish Pub

2073 Shelagh's House - Food
2020  Sinfonia Lounge

2023 Sinfonia Lounge - Food
2090  Le Barogue

2093 Le Barogue - Food V

Delete Routing

Figure 1-31 — Routing Paid By window

Advanced Routing

Below are the steps to setup routing for multiple guests, for example; group guest or
parties travelling together.

1. Search for the guest account and navigate to Disc,Route,Pkg, Routing tab.
2. Click New Routing to open the routing dialog box.

3. In the dialog box, click Advanced located below the Invoice drop-down list to
open the Multiple Accounts Selection window.
Wwill Pay For

Inwoice 1 Invoice 2 | Invoice 3 | Invoice 4 |
| | ohtas |

Figure 1-32 - New Routing - Advanced
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4. Guests listed in the Non Selected Accounts section is based on default set in

Status and Account Type criteria and this criteria can be changed according to

the user requirement.

Accounts

Status: Reservation - Pre-Selection: |<ALL>
Account Type: [Guest -

4

@ Multiple Accounts Selection -

< Remave Al
1002 Crawford, Andrew

10000 Doe,Jane
10007  Hawkins,Patricia
Lee, Jones

1021 Lee,May (sl
Ohta,s
Parker P < Remaove
1001 Smith, ]
Zhang,Joe

Criteria Add >

i [E]E

< Criteria

Pre-Select 1]

-
"
o
i
L E
~

Mon Selected Accounts Selected Accounts
Name/Cabin: | Found : 11 MameCabin: Listed : 2
Cabin | Name | Emb Date | Deb Dat Add Al > Cabin | Mame
Bell, Ota,A
Chan, Kelvin QOtani,

W

oK | Cancel |

Figure 1-33 - Routing Multiple Account Selection window

5. To select all guests, click Add All> or individually select the guest, then click
Add> to move the selection to the Selected Accounts pane.

6. Click OK to confirm the multiple accounts selection and this opens the New
Routing window with the selected guest account listed on the right table.
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— This Person
| Ohta 5, All Invaices

— Will Pay For
I Invoice 1 Invoice 2 I Invoice 3 Invoice 4 I

I I(mulh'ple selection) LI
Advanced |

All Food

All Shops

All Tobacco
Officers Allowance

AN Cruice narkans
<|

— Why

r When
¥ Show Reservations

W Actual Postings
™ Actual Payments
[ Package Postings

Figure 1-34 - Routing Multiple Account instructions

On the left pane of the window, select the Financial Department, Reason and
when routing will occur, then click OK to initiate the multiple account routing
instructions.

During the assignment process, the status of the guest account will change to OK,
followed by Done and the New Routing window will close automatically once
the process completes.

To delete existing routing
Below are the steps remove routing set up in a guest account.

1.
2.

Search the guest account and navigate to Disc,Route,Pkg, Routing tab.

Select either the sub-financial department code to delete the individual
assignment, or the Main Financial Department to delete all, then click Delete
Routing.

System prompts for response confirmation to delete the assignment.

Delete that the current guest charges will be paid by
1012 Bruer, &
for the following department codes:
3300 Laundry
3301 Guest Laundry - Washing

3302 Guest Laundry - Pressing
3303 Guest Laundry - Express washing
3304 Guest Laundry - Express pressing

Figure 1-35 - Delete Routing prompt

4. Press Yes to confirm or No to return to Routing screen.

Guest Handling



1.3.2. Fidelio Discount

The Fidelio Discount function enables the users in assigning eligible discount either
by percentage or value to a guest account.

To assign a Discount

1.

Look up the guest account and navigate to Disc,Route,Pkg, Fidelio Discount tab.

2. Click New Discount to open the discount dialog box.

7.

Ty Discounts -

Give Discount For
|12 Bruer, 5

How much

Percentage |10 Apply Count |5

Reason |Enter reasan herg|

Miribar - Beverage

Miribar - Champagne

Minibar - Tobacco
Minibar - Package
Minibar - Service Charge
Minibar Sales Commission
Minibar - Minibar

™ Discount Template J
When

W Actual Postings
™ Future postings

Delete | oK | Cancel |

Figure 1-36 - Fidelio Discounts window

Insert the Percentage and the number of counts in Apply Count field if the
discount is to be accorded an X number of times. For example, enter 1 to specify
a onetime discount for every selected department code, or leave as blank for
unlimited discount for every selected department.

Select the Posting Department entitled to discount, either by selecting
department group or individually, i.e.: All Food/Beverage or Room Service
Food only.

Alternatively, user may use the Discount Template by checking the check box
and choose a template from the drop-down menu if they are pre-configured. See
Administration module for setup procedures.

Check whether the discount is applicable to Actual or Future Postings, then click
OK to save.

WARNING: Once a discount is applied to an actual
posting, it cannot be reversed. If the discount has a count
indicator, system will post the discount until it reaches the
count indicated and No discount will be accorded to any
postings thereafter.

System will save the assigned discounts in Fidelio Discount tab. Similarly, these
are added when Future Postings is checked in Criteria Discount.
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[ Credit Cards T Comments T Other Info T Travel Documents T Custom Info T Guest Histary T Loyalty/ Track It ]
Guest Info [ Disc,Route, Pkg r Inveice: 50.00 T More Guest Info T Service Info T Activity Viewer T Revenue Analyzer T History
Routing I Fidelio Discount; I Micros Discount T Micros Advance Discount T Package Flan T Disallow Dept
Percentage Discount for Value Discount for
1012 Bruer, S o 1012 Bruer, S o
has the following discounts has the following discounts
2000 Buddha Bar 4000 Loga Shop
2003 Buddha Bar - Food 10,00 {5) 4001 Logo Shop - Sales 5 (1)
2010 Casino Bar 4010 Boutique
2013 Casino Bar - Food 10.00 {5) 4011 Boutigue - Sales 5(1)
Minibar 4020 Perfumeria
Minibar - Beverage j) 4021 Perfumeria - Sales 5(1)
Minibar - Food 4030 Jewelry Shop
307 Minibar - Minibar 4031 Jewelry Shop - Sales 5(1)
3079  Minibar - Minibar Fo 4040 Wine + Spirit Shap
4041 Wine + Spirit Shop - 5{1)

4050 Sth Avenue AFT

4051 Sth Avenue AFT - Mis 5(1)
4060 Alinghi Shop

4061 Alinghi Shop- Sales 5{1)

Delete Discount | Mew Discount |

Delete Discount Mew Discount

Figure 1-37 - Disc, Route, Pkg - Fidelio Discount tab

Financial Department codes entitled to Percentage discount
Financial Department codes entitled to Value discount
Financial Department codes and description

Discount value (percentage or value)

No of count assigned to each financial code. 0 = unlimited

SUN RS

8. If an Actual Posting is checked, system will post an adjustment (reverse) against
the original posting and set the adjusted posting to No Print automatically, then
repost the correct value with the discount indicated.

To delete a Discount
1. Look for the guest account, then go to Disc,Route,Pkg, Fidelio Discount tab.
2. Select the Financial code to delete, then click Delete Discount.

3. If Delete Discount is clicked without first selecting any Financial code, this will
delete All assignment from the respective window.

[ x]

Delete Discounts

.

Delete all discounts for
L+ 4 1012 Bruer, 5

Yes

Figure 1-38 - Delete Discount prompt

1.3.3. Micros Discount

The Micros Discount tab displays discounts accorded to guest by Micros Discount
Itemizer level. These discounts are shown when guest has discount level assigned in
Guest Info, Edit Information, Discount Template field.
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[ Credit Cards T Comments T Other Info T Travel Documents T Custom Info T Guest History T Loyalty/ Track It ]

Guest Info I Disc,Route,Pkg I Invoice: 664.00 T More Guest Info T Service Info T Activity Viewer TREVEI‘ILIE AnalyzarT

History

Routing Fidelio Discount

Micros Advance Discount T Package Flan T Disallow Dept

10 BLUE LAGOON TEST  Discount Template LVL1  DiscountMa: 1 * OPEM % DISC *
Micros Discount Ttemizer 1 discount = 10.00%

Micros Discount Itemizer 2 discount = 10,00%
Micros Discount Itemizer 3 discount = 10,00%
Micros Discount Itemizer 4 discount = 10.00%
Micros Discount Itemizer 5 discount = 10,00%
Micros Discount Itemizer & discount = 10,00%
Micros Discount Itemizer 7 discount = 10.00%:
Micros Discount Itemizer & discount = 10,00%

Micros Discount Itemizer 9 discount = 10,00%

Micros Discount Ttemizer 10 discount = 10.00%
Micros Discount Itemizer 11 discount = 10,00%
Micros Discount Ttemizer 12 discount = 10,00%
Micros Discount Ttemizer 13 discount = 10,00%
Micros Discount Itemizer 14 discount = 10,00%
Micros Discount Ttemizer 15 discount = 10,00%

14POCLBAR  Discount Template LVL1  Discount Mo: 1 * OPEM % DISC *

Micros Discount Itemizer 1 discount = 10.00%

Micros Discount Itemizer 2 discount = 10,00%
Micros Discount Itemizer 3 discount = 10,00%
Micros Discount Ttemizer 4 discount = 10.00%
Micros Discount Itemizer 5 discount = 10,00%
Micros Discount Itemizer & discount = 10,00%
Micros Discount Ttemizer 7 discount = 10.00%
Micros Discount Itemizer & discount = 10,00%

Micros Discount Itemizer @ discount = 10,00%

Micros Discount Ttemizer 10 discount = 10.00%

Micros Discount Itemizer 11 discount = 10,00%

Micros Discount Ttemizer 12 discount = 10,00%

Micros Discount Ttemizer 13 discount = 10.00%

Micros Discount Itemizer 14 discount = 10,00%

Micros Discount Ttemizer 15 discount = 10,00%

25 BUSIMESS CEMTER  Discount Template LVL1  Discount Ma: 1% OPEM % DISC
Micros Discount Itemizer 1 discount = 10,00%

B

Figure 1-39 - Disc,Route,Pkg - Micros Discount

To assign POS Discount Level

1. Search for the guest account in Search Panel.

2. In Guest Info tab, click Edit Information to open the Edit Guest Information
screen.

3. In the Name section, select the discount template from the drop-down menu.
— Mame
Surname 'm

Forename A
Middle Initial
Other Name

Other First Name

Salutation Ms
Title

Raovyality Mo
Marital Status | (Undefined)
VIP

(not applicable)

LeJLe

Classification

Frequent Mo

Award Level

Shore-Res.ID
Onboard EMail
Total Mo of Cruise Days L

Mumber of Cruises

|Disc Template [ yL1 Disc Template 1-10% |

Figure 1-40 - Micros Discount Level Assignment

4. Click OK to save.

5. The assigned POS Discount template is shown in Passport/Custom Information

section.

Guest Handling

71




Passport Information/Custom Info

Manifest Ma: 5005 / Yes
Profession:
Passport Mo: A1234567399
Date of [ssue: 05/05/2013
Place of Izsue: Texas
Expiration Date:
Birthday: 16/07 /1970
Place of Birth:
Nationality: IT
Birth Mationality:
Sex/Mational ID: Ff
| anguage:

|Pos Disc Template: LWL1 |
Documents:

Figure 1-41 - Assigned POS Discount template

6. To view eligible POS Discounts by Itemizer level, go to Disc, Route, Pkg, Micros
Discount tab.

See also Administration, POS Discount on how to configure the Discount Itemizer.

1.3.4. Micros Advance Discount

The Micros Advance Discounts works similar to Micros Discount, except that
discounts are applied to Micros Major Group, Family Group and Menu Item level instead
of Itemizer Level.

( Credit Cards T Comments T Other Info TTraveIDncumems T Custom Info T Guest Histary T Loyaltyf Track It W

Guest Info I Disc,Route,Pkg I Invoice: 664,00 T More Guest Info T Service Info T Activity Viewer TRevenueAnalyzerT History

Routing T Fidelio Discount T Micros Discount I Micros Advance Discou nl! Package Plan T Disallow Dept

10 BLUE LAGOON TEST  Discount Template LVL1  Discount No: 1 * OPEN % DISC *
Major Group
1FOOD {10.00%)
2 BEVERAGE (10.00%)
6 5C RETAILL (10.00%)
4 BEAUTY HEALTH (10.00%)
25 BUSINESS CENTER  Discount Template LVL1  Discount No: 1 * OPEN 86 DISC *
Major Group
1FOOD {10.00%)

2 BEVERAGE (10.00%)
5 SC RETAIL (10.00%)
4 BEAUTY HEALTH (10.00%)
44MINI BAR  Discount Template LYL1  Discount Mo: 1 ® OPEN % DISC *
Major Group
1FOOD {10,00%)
2 BEVERAGE (10.00%)
5 SC RETAIL (10.00%)
4 BEAUTY HEALTH (10.00%)
52 FITMESS CENTRE  Discount Template LVL1  Discount Mo: 1 * OPEM % DISC =
Major Group
1FOOD {10.00%)
2 BEVERAGE (10.00%)
6 SCRETAIL (10.00%)
4 BEAUTY HEALTH (10.00%)

Figure 1-42 - Disc,Route,Pkg - Micros Advance Discount

See Administration, POS Discount on how to configure the Advance Micros
Discount.

1.3.5. Disallow Department

The Disallow Department function manages charges not permissible from being
posted to the guest account, for example; Casino Bar or all tobacco, etc.

To set Disallow Department

1. Retrieve the guest account, then navigate to Disc,Route,Pkg, Disallow Posting
tab.
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2. Select the Financial Department codes to disallow, either by Group or
individual department code from the list, then click Save.

[ Credit Cards T Comments T Other Info TTrave\DncumEnis T Custom Info T Guest History T Loyaltyf Track It W

Guest Info I Disc,Route,Pkg I Invoice: 645,00 T More Guest Info T Service Info T Activity Viewer TRevenueAnaIyzerT Histary

Routing T Fidelio Discount T Micros Discount T Micros Advance Discount T Package Plan ] Disallow Dept [

Disallow posting for the below selected department list
All Bars

Al Beverage

All Champagne

All Foad

All shops

Gaimoece

Officers Allowance

m || >

1000 Cruise package
1000 Cruise package
1001 Cruise package-walkup
1111 Package Plans
8510  Cruise Tickets
10000 SHIP DAMAGE
10000 Ship Damage
1010 Cabin Upgrade
1010 Cabin Upgrade
1011  Cabin Change
1011 Cabin Change
1012 Cabin Change Admin Fees
1500  Additional draft
1501 Additional draft
1502 Cruise extension
2000 Buddha Bar
2001 Buddha Bar - Beverages
2002  Buddha Bar - Champagne
2003  Buddha Bar - Food
v| 2004  BuddhaBar - Tobacco
2005  Buddha Bar - Package e

Unselect All Select All Save

Figure 1-43 - Disallow Department tab

3.  When a posting matches the disallowed department, system prompts that
osting is not permissible.

Posting Failure 2

b Could not inzert the selected posting.
/' Posting disable for this departrent - 2024
Do you want to continue?

Figure 1-44 - Disallow department posting failure prompt

4. Click Yes will exit without posting and No will return to the Add posting
window.

1.3.6. Package Plan

The Package Plan function enables the end-users in customizing a cruise package that
suits its guest requirements, by combining different food and beverage outlets,
excursions or activities using the flexi package plan option.

Assigning/Purchasing a Package Plan

Assigning the right package to the guest account will enable transactions to be posted
accurately throughout the cruise, and packages can be assigned within the passenger
account.

1. Inthe Guest Handling screen, search and select the guest record using guest
name or cabin number.
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2. In the selected guest record, navigate to Disc, Route, Pkg tab, and then Package
Plan tab.

3. At the bottom of the screen, select one of these option:

= Assign package Plan: To assign an available package that does not have a
pre-set Purchase price.

*  Purchase Package Plan: To purchase a package setup with the purchase

price.
Guest Info Disc,Route, Pkg I Invoice: 0.00 ] More Guest Info 1 Service Info ] Activity Viewer 1 Revenue Analyzer ] History
Routing | Fidelio Discount | Micros Discount | Micros Advance Discont. | Package Plan | Disallon Dept
Package Plan
Daly |Available Disc % [Max

*|Package |Total Value |Redeemed Value |Available Value |[Enable | Total Qty [Redee IDMFMH Qty Amt/Qty Value IGroup I

KU 2
Signature Captured
Selected Package Value: 0.00 Selected Package Qty: 0
Assign Package Plan I Pud\a;e:‘ad@qe Delete Package Plan Enable Package | Refund Package Plan

Figure 1-45 - Package Plan options

4. To assign/purchase, select the available Package from the drop-down list, and
then enter the Reason.
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Package Plan
Assignmeant 5% Mariner ;]
Erp 10% disc Bar (3-5star) ~
Empl 10% disc Shorex
Reason : Employee 10% discount Shorex
Mid Cruise Refro SEP ~
Presidents club 30-39 days
Presidents dub <29 deys
Presidents cdub >80
The following gue|Presdents club >60 days ol
First Name Last Name Cakin
UJN ROBERT MX QAGGART - 5046 00000
Fidclio Department I Micros 9700 Item Quantty
. Limit Dscount |-
—— Amount  |Percertace —
05000 Internet Cafe 0 D
05030 Guest Cafe 7.5 100 0
47001 Covking Class Revenue ril 100 0
80014 Pinnade Gril Revenue ] 50 0
Package Qty: 0 |~ Move all existng posting to package posting
Package Valu=: 85.51
Package Frice: 0,00 E Cancel

Figure 1-46 - Package Plan assignment screen

Note: Only check ‘Move all existing posting to package
posting’ when you wish to move the existing postings to
package plan. For example: A guest purchased the
package part way through the cruise, and past postings
that meet the package elements are to be considered as
package plan.

5. Click OK to save.

6. Information’s pertaining to the package are displayed in the Package Plan tab
and status is Active.
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[ Credit Cards T Comments T Other Info T Travel Documents T Custom Info T Guest History T Loyalty/ Track It ]

Guest Info Disc,Route,Pkg Invoice: 0,00 T More Guest Info T @ Service Info T Activity Viewer T Revenue Analyzer T History

Routing 1 Fidelio Discount 1 Micros Discount | Micos Advance Discount | Package Plan ] Disallow Dept

[~ Package Plan

I Presidents dub <29 days 284

Kl E— i

Description
Presidents dub <29 days

| osooitme | s i______lo___|

|47001 Cooking ClassRevenve | [ o _____lo___|
lsooispmnadecel | | b ______lo |

Selected Package Value: 284.00 Selected Package Qty: 0

Select Al Unselect Al |AssgnPangePli|| Purchaze Padkage. | peiete package Plan |

Disable Package Refund Package Plan

Figure 1-47 - Package Plan Assigned/Purchased

Refunding a Package Plan

The unused package plan is refundable to the guest at the end of the cruise, and
below are the steps to refund a Value based package, Quantity based and Mix
package.

In the Guest Handling screen, search and select the guest record using the guest
name or cabin number.

. .
2. In the selected guest record, navigate to Disc, Route, Pkg tab, and then Package
Plan tab.
3. At the bottom of the screen, select Refund Package Plan.
Routing T Fidelio Discount T Micros Discount T Micros Advance Discount T Package Plan I Disallow Dept
[~ Package Plan
Available
* |Package Total Value |Redeemed Value | Available Value [Enable [Total Qt |DES”'D']“" Amt/Qty Disc % / Max Value |Group |
[201 MINERAL WATER] 0
[V QTY PKG 1 0 112,20 -112.20 | E [201 MINERAL WATER] 3 30 1
orvaERe L T
v |QTY/VALUE PKG 1 |200 100.00 100.00 2
| 20522 Galaxy of he StarsBeversgefon A 100 [0 o |
FC Management &J
Please nate you are not able to undo this operation.
Total refund amount = 167.00.
Are you sure you want to refund the package QTY PKG 17
.
4 »
Selected Package Value: 200.00 Selected Package Qty: 10
Select All Unselect All Purchase Package Plan Delete Package Plan Ed F\exgi\:nPackage Disable Package | Refund Package Plan I

Figure 1-48 - Package Plan Refund option
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WARNING: Once a Refund is processed, it is not possible
to reverse the changes. This process also disable the
package plan.

4. Once the package plan is refunded, system will disable the package and displays
the remaining value/quantity for references only.

5. In the event where the postings are more than the package price, system will
prompt that the refund is not allowed.

Routing a Package Plan posting

Routing of a package plan postings are dependable on two parameters; Do not
allow post package to both buyer and payer and Package Plan
Before Routing.

In the event where both payer and buyer has a package, all postings will go to the
payer. Once the payer package is fully utilized, subsequent postings are posted into
the payer account as normal posting.

Auto Balancing a Package Plan

An Auto Package Plan balancing may be set using parameter, Enable Package
Auto Balance as 1, and System will auto balance the package invoice/account
after each transaction and reducing the total package value or quantity at the same
time.

[ credtcods | 3 commens | Oterinfo | TravelDomments |  custominfo |  Guesthistoy |  Loyalty/Tracklt |
Guest Info | Disc,Route,Pkg ] Invoice: 0.00 ] More Guest Info 1 @ service Info | Activity Viewer Revenue Analyzer | History
Invoice W
Purchased: 390.48 Paid: 390.48 Package Balance: Uniimited
Credit Limit: 1,000.00 MNon-ref, Balance: 0.00
Date |Department Credit Debit| Discount|  vat Tax|Pos-Discou[Buyer Trans.ID|user | Gross[Checkz  [Manu: A
P [11/09/2013 8200 Gift Card 200.00 0.00 0.00 0.00 [PKG TEST 1 19873[a 200.00 ves |
P |11/09/2013 |9000 Cash - Ship Currency 200.00 0.00 0.00 0.00|PKG TEST 1 19873|a | 200.00 Yes
P [26/08/2013 9000 Cash - Ship Currency 60.00 0.00 0.00 0.00 PKG TEST 1 18647|IFC/MICROS, MICI 60.00/530 Yes
P |26/08/2013 | 2036 Oasis Bar 60.00 0.00 0.00 0.00|PKG TEST 1 18647 | IFC/MICROS, MICI| 60.00/530 [Yes |
[P |18/08/2013 |9000 Cash - Ship Currency 4.00 0.00 0.00 0.00PKG TEST 1 18519 |a 4.00 Yes
P 2000 Med. Buffet & Terrace 4.00 0.00 0.00 0.00|PKG TEST 1 18519)a | 4,00/ \Yes
P 9000 Cash - Ship Currency 3.00 0.00 0.00
) -

2000 Med. Buffet & Terrace

All Invoices 1.Invoice 2.Invoice 3.Invoice 4.Inveice Package

0.00 ‘ 0.00 0.00 0.00 0.00 0.00

Figure 1-49 - Package Plan Invoice screen

If the above parameter is set to 0, manual balancing of the package invoice/account is
required using the Pay Invoice function.

To manually balance a Package Invoice,

1. Login to Management module, and in the menu bar, select Cashier.
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Select Guests from the drop-down menu to open the Guest Handling screen.

In the Guest Handling screen, search and select the guest record using the guest
name or cabin number.

Navigate to the Invoice tab, and then click the amount under the Package
Invoice.

Credit Cards T Comments T Other Info T Travel Documents ] Custom Info T Guest History ] Loyalty/ Track It ]
Guest Info ] Disc,Route,Pkg ] Invoice: 300.00 ] More Guest Info Service Info Activity Viewer Revenue Analyzer ] History
Invoice ]
Purchased: 350.00 Paid: 0.00 Package Balance: 450.00
Credit Limit: N/A Non-ref, Balance: 0.00

K — i
All Invoices LInvoice 2.Invoice 3.Invoice 4.Invoice
350.00 | 300.00 0.00 | 0.00 I 0.00

Figure 1-50 - Settling a Package Plan

Choose the Payment method and verify the amount to settle when prompt, and
the click Pay or Pay& Print to pay and print the invoice at the same time.

Payment Calculation 1
Department: LI Package Plan Credit: | 50.00
Amount: 50.00 MYR Non Refundable Credit: | 0.00

Notes: [ Current Balance: | 50.00
Invoice No: [ Tnvoice 1 ) ] =
" o [ Packoqe Invoice Received Amount: |
™ Invoice Commission: | 0.00
I™ Invoice 4
Due Balance: | 0.00

v Change due enabled ™ Collect remaining non-refundable credit

¥ Disable Posting Automatically Change Due: | 0.00

Pay Pay &Print Cancel ‘

Pay &Print Cash Receipt |

Figure 1-51 - Paying an invoice

Note: This process reduces the Package Invoice balance
accordingly.
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1.4.

Invoice Tab

This Posting Handling function not only provides up to 4 invoices per guest, it also
enables the users in posting a manual charge to an account, route postings and
handle various payment processes .

® Add Paostings
Posting
Account Department: | Search
| | 10002 Doe John J (duplicate selected posting) ﬂ Add
Department Amourt ~
& |Guest Laundry - Washing 60,00
[¥ Clear fields after adding to postings list Guest Laundry - Pressing 0,00
Additional Information Guest Laundry - Express ';-.'ashi.ng 0.00
Guest Laundry - Express pressing 0,00
Check Number:  [#1223456 Crew Laundry - Washing 0,00
Server #1: | Crew Laundry - Pressing 0.00
Server 2. |
Mumber of People: ||
Invoice Mumber: i 2 3 4 -

Comments: |

Postings List

Sub Total: 0.00

Acc, ID |Acc, Identifier

Totals

Batch Count:
1

Batch Total:
Current Total: 50.00

v Past

Dept. ID

Dept, Details Amount

Current

Figure 1-52 - Add Posting screen

Table 1-7 - Field definition of Add Posting screen

Field Description

Account Guest Account by Cabin No. and Name

Department Financial Department codes

Clear fields after Clear all information in Additional Information section after

adding to posting list | adding posting

Check Number Check Number from POS System or any manual posting
reference.

Server #1: Server name appeared on POS check.

Server #2: Server name appeared on POS check.

Number of People No. of guest that dined. Information from POS System.

Invoice Number

Invoice number to post to

Comments Additional comments.
Posting List List of postings added
Batch Count Confirmation of number of postings added in Quick Posting

function.

Current Count

System count on Postings List

Batch Total

Confirmation of total value posted in Quick Posting function.

Current Total

System accumulated value to post.
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1.4.1. Add Posting

Add Posting allow users to post or manually adjust a charge.

To Add Posting

1. Retrieve the guest account from the Search Panel, then click Add Posting in the
Guest Handling window.

2. On the Add Postings form, select the Financial Department from the drop-down
list or use the Search option to search for a department code.

Department: | | Search
duplicate selected posting LI Add
Code Description ~ ~

(duplicate selected posting) J _I
1000 Cruise package
10000 SHIP DAMAGE

1010 Cabin Upgrade

1011 Cabin Change

2000 Buddha Bar

2010 Casino Bar

2020 Capri Bar

2030 Caffé del Mare

2040 Pasha Club Discoteca
2050 La Terrazza

2060 Manhattan Bar

2070 Shelagh's House Irish Pub
2080 Sinfonia Lounge

2080 Le Barogue o

Figure 1-53 - Add Posting Financial Department selection

3. Insert the Value, Check Number and select the Invoice number to post, then
click Add. This transfers the posting to the Postings List at the bottom right of
the screen, enabling you to post more than one charge.

80

4.

— Posting
Account Department: | Search
I I 10000 Doe Jane LI I (duplicate selected posting) LI Add
advanced | Department Amount ~
p | Telephone 15,00 _I
[ Clear fields after adding to postings list Telefax 0.00
= = E-mail 0.00
Additional Information Cren Connection 0.00
Check Number: | GEM Onboard 0.00
s Call Charge 0.00
i I Call Charge Discount 0.00
Server #2: I Call Charge Service Charge 0,00
MNumber of People: I
Invoice Number: [ 1 2 3 4 | v
Comments: | Sub Total: | 15
— Postings List
[acc. 10 [ace. 1dentifier |Dept. 1o [Dept. Details Totals
10000 Batch Count: I
10000 Doe Jane
Current I 2
Batch Total: I
Current Total: 20.00
e Post |

Figure 1-54 - Adding a charge

Item count increases automatically when the posting is more than one.
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— Postings List
- ; - Totals
Acc. ID  |Acc. Identifier Dept. ID |Dept. Details Amount |

10000 Doe Jane 3070 Minibar 5 Batch Count: I
10000 Doe Jane 8100 Telephone 15
Current I 2

Batch Total: I

Current Total: 20,00

Post

Figure 1-55 - Add posting count

5. Click Post to finalize the posting(s).
6. Posting will appear in Invoice tab, amongst earlier posted charges.

1.4.2. Void Posting

The Void Posting function is use to adjust the earlier posted transactions.

To Void a Posting

1. Search for the guest account in Guest Handling screen and navigate to Invoice

tab.
2. On the Invoice tab, select the transaction to void, then press the Void button.
Invoice ]
Purchased: 70.00 Paid: 0.00 Package Balance: 0.00
Credit Limit: NfA Mon-ref, Balance: 0.00
Date Department Credit; Debit| Discount]  Vat Tax|POS-Discou|Buyer Trans.ID|User Gross|Ch ~
£ 0.00 Doe Jane
30,/01/2015 |3100 Telephone 15.00 0.00 0.00 0.00|Doe Jane 14118556 |2 15.00
30,01/2015 |-HDD Boutique 30.00 0.00 0,00 0,00 |Doe Jane 14118559 |z 30.00]7g
30/01/2015 |3370|‘ii)a 5.00 0.00 0.00 0.00 |Doe Jane 14118558 |z 5.00
W
Kl — 2
All Invoices 1.Invoice 2.Invoice 3.Invoice 4.Invoice Package
70.00 | 70.00 | 0.00 | 0.00 | 0.00 | 0.00
I Void I D(i:srclze&ats | Item Discounts | o Print Sho'?'nzr;c(;rulse Package Status
Close Postings | Move & Route || Set Credit Limit | Hide MoPrints | =EE ?_?rﬁi?dmg | [¥ Hide Closed Posting

Figure 1-56 - Void Posting

3. System prompts for confirmation on the charge to void. Press Yes to confirm.
Void Posting £

&y A you sure you want to veid the fellowing transaction

30/01/2015 2020 Capri Bar 20,00

Figure 1-57 - Void Posting prompt

4. Insert the void reason or select from the drop-down menu, then press OK.
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Void Posting Reason

Reason: IPredeﬁne Reason

User Define Reason: I'.-'-a'rong amount charged

Cancel |

Figure 1-58 - Void Reason prompt

5. Voided postings are reflected in egg-shell color with a matching debit and credit

amount.
Date Department Credit Dehit| Digcount|  Vat Tax|POS-Discou |Buyer Trans.ID|User Gross|Ch A
30/01/2015 |2020 Capri Bar -20.00 0.00 0.00 0.00|Doe Jane | 14118561(z -20.00 1:_|
2020 Capri Bar 20,00 0.00 0.00 !
8100 Telephone
| [|30/01/2015 |3070 Minibar | | 5.00] 0.00] 0.00] 0.00[Dos Jane | 14113553z | 5.00]
b
KN v

Figure 1-59 - Invoice display of voided transaction

1.4.3. Pay Invoice

The Pay Invoice function is a settlement process against an invoice, be it part or full
payment. As the Ship accepts various payment method, the process in applying
these payments may varies.

Invoice Mo: W Invoice 1

" Disable Posting Automatically

¥ Charge 1,00% commission

o) Invoice Payment
— Payment
Department: |9EI42 VISA LI
Amount: IW UsD
Motes: I

% Invoice 2 T Package Invoice
[V Invoice 3
¥ Invaice 4

I collect remaining non-refundable credit

—Credit Cards Payment Details

Card Mumber; — *esss==ssss=onn]

r Calculation

Package Plan Credit: I 0.00
Mon Refundable Credit: I 0.00
Current Balance: I 50.00

Received Amount: I 50.50
Commission: I 0.50

Due Balance: 0.00
Change Due: 0.00
Bay Fay & Print | Cancel |

Pay & Print Cash Receipt

Figure 1-60 — Invoice Payment window
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Table 1-8 - Field definition of Invoice Payment window

Field Description

Department Financial Department codes - Credit

Amount Total amount due by guest, depending on the invoice no.
selection.

Notes Additional Notes pertaining to this payment

Invoice Number

Invoice number to apply the payment.

Change due Enable auto calculation of change due to guest.

enabled

Disable Posting Disable postings being posted into the invoice. This sets the
Automatically Posting Allowed to No in Guest Info tab.

Charge 1% Credit Card commission charge. Amount auto populate in
Commission Commission field when checked.

Credit Cards Displays masked credit card number assigned to this invoice.
Payment Details

Package Plan Eligible credit value for Package Plan posting.

Credit

Non Refundable Credit value non-refundable to guest.

Credit

Current Balance

Current Invoice Balance

Received Amount

Amount received.

Commission

Applicable credit card/foreign exchange commission value.
Calculate when Charge 1% Commission is ticked or when
foreign exchange has commission defined.

Due Balance

Outstanding sum after deducting payment applied.

Change Due Balance due to guest when payment applied is more than
invoice value.

Pay Apply payment receipted and does not print cash receipt.

Pay & Print Apply payment receipted and print invoice at the same time.

Pay & Print Cash Apply payment receipted and print cash receipt at the same

Receipt time.

Payment by Cash, Change Due

The Change Due function calculate the amount of change due to a guest when
payment method is either cash or foreign currency. Option is available to default the
"change due enabled" to be permanently checked. If this is not set as default, user
must check this option to activate automatic change due calculation when applying
payment.

To Pay an Invoice by Cash

1.

2.

Retrieve the guest account from the Search Panel, then click Pay Invoice located
at the bottom of Guest Handling screen.

System defaults the payment department according to payment method defined
during check in. Select Payment Department from the drop-down menu, either
Cash or Foreign Currency.

Select an invoice to apply the payment and system will calculate the total amount

due by guest.

Enter the amount to settle.

Guest Handling
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If "Change due enabled" is checked and amount entered is more than Current
Balance, System automatically calculate the change due amount and set the
invoice to Zero balance. See Figure 1-61 - Invoice Payment with Change Due

If the payment applied does not have "Change due enabled" checked, System
will post the amount as negative value in Due Balance, resembling a deposit
posting. See Figure 1-62 - Invoice Payment without Change Due.

If the payment is of an exact amount, System will post the value as payment
receipted and there will be no Due Balance or Change Due amount. See
Figure 1-63 - Invoice Payment with exact amount.

o Invoice Payment -

Payment Calculation
Department: |9'J':|1 Cash ﬂ Package Flan Credit: 0.00
Amount: 500 usD Mon Refundable Credit: 0.00
Motes: | Current Balance: 25.00
Invoice Mo: [ Invoice 1 Received Amount: 50.00

W voice2 [

™ Invaice 3 Commission: 0.00

™ Invoice 4

r Due Balance: 0.00

I Disable Posting Automatically I Change Due: | 25.00 I

Pay ‘ Pay & Print | Cancel ‘

Pay &Print Cash Receipt ‘

Figure 1-61 - Invoice Payment with Change Due

& Invoice Payment -

Payment Calculation
Department: |9'J'31 Cash j Package Plan Credit: 0.00
Amount: 50 usD Mon Refundable Credit: 0.00
Motes: | Current Balance: 25.00
Invoice Mo: [ Invoice 1 Received Amount: 50,00

W voice2 [

[ Invoice 3 Commission: 0,00

™ Invoice 4

r I Due Balance: | -25.[][]'

™ Disable Posting Automatically Change Due: 0.00

Bay ‘ Pay &Print | Cancel ‘

Pay &Print Cash Receipt ‘

Figure 1-62 - Invoice Payment without Change Due
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& Invoice Payment -

Payment Calculation
Department: |9'J':|1 Cash ﬂ Package Plan Credit: 0.00
Amount: 5.00 usD Mon Refundable Credit: 0.00
Motes: | Current Balance: | 5.00
Invoice Mo: [ Invoice 1 Recaived Amount: | 5.00
W voice2 [
™ Invoice 3 Commission: | 0.00
™ Invoice 4
Due Balance: 0.00
¥ Change dus enabled I |
Change Due: 0.00

Pay ‘ Pay & Print | Cancel ‘

Pay &Print Cash Receipt ‘

Figure 1-63 - Invoice Payment with exact amount

Press either Pay, Pay & Print or Pay & Print Cash Receipt to complete the
transaction.

Note: If Pay is selected, be sure to print a copy of the
invoice for guest reference.

Pay an Invoice with Foreign Currency

Retrieve the guest account from the Search Panel, then click Pay Invoice located
at the bottom of Guest Handling screen.

System defaults the payment department according to payment method defined
during check in. Select Foreign Currency Payment department from the drop-
down list.

Payment

Department: | SRR a] j

Amaourit: Code Description -
9505 CF British Pound

MNotes: 9508 |CF Swiss Franc

Invaice No: | 2507 CF Swedish Krona

9510 CF Japanese Yen

9512 CF Danish Krone

9514 CF Canadian Dallar

95150  |CL Settement Via Payroll
9516 CF Morwegian Kroner

[ Change d 9518 CF Barbados Dallar

[ Disable P2520 CF Australian Dollar

9521 CF Euro

9522 CF South African Rand
9523 CF Brazilan Cruzeiro

9911 R Gift Card Credit Pnstinn
Figure 1-64 - Foreign Currency Financial Department

The exchange rate of the selected payment method is displayed beside the
amount field.

Enter the foreign currency amount and system will convert the value as shown in
Received Amount.

Guest Handling 85



86

&

Payment

Invoice Payment

Department: |95'35 British Pound

Il

Amount: | 20,00 [ceP

Exchange Rate: D.SDDDUI

Motes: |

Invoice Mo: W Invoice 1
W voice2 [
¥ Invoice 3
¥ Invoice 4

¥ Change dus enabled I

Calculation

Package Plan Credit: 0.00

Mon Refundable Credit: 0.00
Current Balance: 120.00

| Received Amount: [ 40.00)
Commission: 0.00
Due Balance: 80.00
Change Due: 0.00

Pay ‘ Pay & Print | Cancel ‘

Pay &Print Cash Receipt ‘

Figure 1-65 - Invoice Payment with foreign currency

5. Select an invoice to apply this payment and system will calculated the total

amount due by guest.

Note: If the exchanged amount in foreign currency is more

than the invoice amount, system automatically calculate

the change due amount in Ship currency when the
‘Change Due Enable’ is set as default.

6. Press either Pay, Pay & Print or Pay & Print Cash Receipt to complete the

transaction.

To Pay an Invoice by City Ledger

City Ledger settlement is only permissible when there is a pre-arranged payment
mode, for example; account is settle by a company or an agent within agreed
payment terms. The invoice is typically transferred to an Account Receivable, being
the holding account and will age until payment is receive.

1. Retrieve the guest account from the Search Panel, then click Pay Invoice located
at the bottom of Guest Handling screen.

2. System defaults the payment department according to payment method defined
during check in. Select the Payment department from the drop-down list.

3. Select an invoice to settle and system will calculated the total amount due by

guest.

4. Insert the amount to settle.
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& Invoice Payment -
Payment Calculation
Department: ,m ﬂ Package Plan Credit: 0.00
Amount: ’75'3'3 usD Mon Refundable Credit: ,7000
Motes: | Current Balance: ,75'3'3

Invoice Mo: [ Invoice 1 Received Amount: .00
W voice2 [
™ Invoice 3 Commission: 0.00
™ Invoice 4
Due Balance: 0.00

™ Change dus enabled I
™ Disable Posting Automatically Change Due:

Pay ‘ Pay & Print | Cancel ‘

Pay &Print Cash Receipt ‘

Figure 1-66 - Invoice payment by City Ledger

Note: If the exact amount is paid, system sets the value as
payment receipted and Due Balance is 0.00.

5. Press Pay or Pay & Print to complete the transaction.

Note: If Pay is selected, be sure to print a copy of the
invoice for guest reference.

Disable Posting Automatically
Deselect ‘Disable Posting Automatically’ from the check box to set the Posting
Allowed to No in Guest Info tab when the invoice balances is 0.00.
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) Invoice Payment
Payment Calculation
Department: | EMENSEER] j Package Plan Credit: 0.00
Amount: 0,00 usp Mon Refundable Credit: 0,00
MNotes: | Current Balance: 0.00
Invoice Mo: W Invoice 1 oz CTrTE 0.00
W Invoice2 [
W Invaice 3 Commission: 0.00
W Irvoice 4
Due Bal : .00
[ Change due enabled o HE BalEnce
I |v Disable Posting Automatically I Change Due: 0.00
‘ Cancel ‘

Pay & Print Cash Receipt ‘

Figure 1-67 - Disable Posting Automatically

Express C Oyt [
|Posting Allowed: Mo |
Houting Status:
Serv Chg Amount: 10.00
PPD Category: Regular Guest
Payment: Q042 VISA

HHHHHHHHHHHHEDDI i|:|3.|,2|:|:|

Figure 1-68 - No Posting Allowed in Guest Info tab

System prompts below message when user tried to post a charge to this invoice and

posting will be rejected.
Posting Failure £

CB  Could not insert the selected posting.
' Posting is disabled for account Doe, Jane Ms
Do you want to continue?

Figure 1-69 — Disable Posting prompt

To Reset the posting status to Allowed
1. Click the Posting Status in Guest Info tab.
2. At the Enable Posting prompt, select Yes to confirm.
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3.

Enable Postings £

:I Do you want the account to accept postings?

Figure 1-70 - Reset Posting status
This resets the posting allowed to Yes.

Express C Oyt [

| Posting Allowed: Yes |
Routing Status:
Serv Chg Amount; 10.00
PPD Category: Regular Guest
Payment: Q042 VISA

HHHHHHHHHHHHEDDI i|:|3.|,2|:|:|

Figure 1-71 - Enable Posting prompt

Payment by Credit Card

1.

Retrieve the guest account from the Search Panel, then click Pay Invoice located
at the bottom of Guest Handling screen.

An Invoice Payment form will open, displaying the payment department
defined during check in.

Select the Payment department from the drop-down list if it defers from earlier
payment method.

Payment
I Department: m = |I
Amount: Code Description —~
9042 CC VISA
oS 3062 |CB JCE Micras
Invoice No:

9076 CL Pre-payed
2082 CD Deposit Discount
9083 CB Ship Credit
084 CL Guest Advance
9091 CD Discount
[ changed|s ) |cg shiphoard Credit
[ Disable Pd9122 CB Excursion Credit
9123 CB Excursion Credit
9124 CB Prepaid- Refund Loyalty Marketing Discc
i 9125 CB Volksfuersorge account
2131 (R Rar Credit

Figure 1-72 - Credit Card Payment selection

2071 CL Owner City Ladger {O.C.L) J

Amount is automatically filled based on current outstanding of the selected
invoice, for example: Invoice 1 balance = $30, Invoice 2 balance = $20. When all
invoice is checked, the total becomes $50. Adjust the amount and select the
invoice to pay if they defer.

Guest Handling 89



& Invoice Payment -

Payment Calculation
Department: |9'J42 VISA ﬂ Package Plan Credit: 0.00
Amount: 30,00 usD Mon Refundable Credit: 0.00
Motes: | Current Balance: 50.00
Invoice Mo: W Invoice 1 Recived Amount: 50.50
W voice2 [
¥ Invoice 3 Commission: 0.50
¥ Invoice 4
Due Balance: 0.00
™ [
™ Disable Posting Automatically Change Due: 0.00

¥ Charge 1.00% commission

Credit Cards Payment Details

Card Number: 5001 Pay ‘ Pay &Print | Cancel ‘

Pay &Print Cash Receipt ‘

Figure 1-73 - Credit Card Commission selection

5. The % commission shown is in accordance to the commission rate set up in
Financial Department codes and is checked by default. The commission
chargeable is shown in Commission field and if commission is not applicable,
simply uncheck the selection.

6. Press Pay or Pay & Print to complete the transaction.

Note: If Pay is selected, be sure to print a copy of the
invoice for guest reference.

1.4.4. Print Invoice

The Print Invoice function enables user in printing invoices in different layout made
available by the Ship. It has a preview function which allow the user to view an
invoice/statement prior to printing a hard copy invoice.

Printing an Invoice

1. Retrieve the reservation from the Search Panel, then click Print Invoice under
Guest Info tab to open the Passengers Invoices screen.

2. Select from the Report List the invoice report to print.

In the Print tab, select the printer, print range and copies to print.

4. Press Print to send the print job to printer.

@
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= Report Printing == -

¥ Expand Al Print I Freview 1
73 ReportStatus:  Report{rpt) exist in database
Reparts List O
B aPassenger Invoices
~Cabin Upgrade Invoice Selection/Criteria

ange Schedule Invoice
alk-In Invoice

vaice Final Statement]

Printers
printer: S
[Properties]
Status: Idle
Port: Documents'*.pdf
Print Range Copies

Number of copies:
& prntal !

& range Orientation: Portrait ~
PageFrom: [T To Collation: Default =

r~ Invoice will be sent to the following recipient:

Email address has not been configured.

Send Email | | Print | Export Custom Excel Export
| Search |

Figure 1-74 - Print Invoice screen

Preview Invoice
This function enables user to preview the invoice prior to sending the job to a printer.

1. Retrieve the reservation from the Search Panel, then click Print Invoice under
Guest Info tab to open the Passengers Invoices screen.

Select from the Report List the invoice report to print.
3. Navigate to the Preview tab to view the invoice.

Press the Printer icon if you wish to send the print job to printer.
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== |

= Report Printing
¥ Expand Al Print I Preview
Reports List & & &~ 4 “wglc'd‘;‘étal sge

= 3Passenger Invoices
Cabin Upgrade Invoice
Change Schedule Invoice
Walk-In Invaice

Invoice Final Statement]

WS DOE JANE

DERO

-~

INVOICE

| Search

Balancs gus In 3GD

Figure 1-75 - Preview Invoice before printing

Emailing an Invoice

In a paperless environment, copy of the invoice may be sent to the guest's email
account, only when on-board email is listed in the guest account. A special setup is
required before an invoice can be pushed out by email. Such entry requires setup by

your System Administrator.

To Email an Invoice

1. Retrieve the reservation from the Search Panel, then click Print Invoice under
Guest Info tab to open the Passengers Invoices screen.
Select from the Report List the invoice report to print.

In the Print tab, press Send Email and you will receive below prompt once the

email is successfully sent.

FC Management -

| Email send successfully.

Figure 1-76 - Invoice successfully emailed
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Exporting an Invoice

System allow export of invoices into other file format. The supported file format are:
Acrobat Format, Crystal Report, MS Word, MS Excel and many more.

1. Retrieve the reservation from the Search Panel, then click Print Invoice under
Guest Info tab to open the Passengers Invoices screen.

2. Select from the Report List the invoice report to print.
3. In the Print tab, press Export.

Select the file format and destination type from the drop-down list when prompt.

Export -
Format:

S b om0 g
Destination: Cancel
=l

|= Disk fils

Figure 1-77 - File Export Format selection

5. Select the page range to print.

6. Enter the file name to save as when system prompt for file saving location.

Choose export file -
)(-:' - 1t | ;e SPMS .. » FC Management v O| | Search FC Management L |
Organise » New folder = - (7]
~
*3' Homegroup Mo iterms match your search,
/M This PC
m Desktop
| Documents
& Downloads v
File name: | bill_final.pdf v
Save as type: | Portable Document Format (% pdf) v
= Hide Folders Save | | Cancel

Figure 1-78 - File Export file destination
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DEMO INVOICE
MS DOE JANE Embarkation: 13/02/2015
Disembarkation:  20/02/2015
Cebin Mo : 10000 Apcount Mo.: 1052805
Fags Mo.: 111
Dste Location Credit Db
30/01/2015 2000 Buddha Bar 10.00
Capri Bar 20.00
Capri Bar -20.00
Capri Bar 55.00
30/01/2015 2030 Caffe dal Mare 30.00
30/01/2015 3070 Minibar 500
Electronic Shop 20.00
Boutique 30.00
PhotoShop 18.00
Laundry 25.00
Telephons 15.00
Telephons 5.00
Intermat 5.00
Caszh 50.00
Cazh 18.00
Cash 55.00
Cazh 55.00
Cazh 10.00
Cash -10.00
Cazh
30/01/2015 8000 <Cash 2.00
30/01/2015 8000 <Cash 25.00
30/01/2015 8000 <Cash 3.00
Dorebr A Total 215.00 218.00
Balance due in 5GD: 0.00
Guest Signature

Thank you for sailing aboard DEMO.
We hope to 22 you agsin soon.

Figure 1-79 - Sample Invoice

Custom Excel Export
This function exports the invoice into a predefined Excel format.

Retrieve the reservation from the Search Panel, then click Print Invoice under
Guest Info tab to open the Passengers Invoices screen.

Select from the Report List the invoice report to print.

In the Print tab, press Custom Excel Export.

Enter the file name to save as when system prompt for file saving location.
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= Open -

\(—:I v | e« SPMS.. » FC Management v C;| | Search FC Management L |

QOrganise « MNew folder =~ 0 @

'@ Hamegroup . No items match your search,
™ This PC
m Desktop Select a file to
| Documents preview.
. CaptureCache
J Connection & RDF

 Custom Office Ter

File name: [ bill_final_cabin10000] v| [Excel Files (") v]

| Open |V| | Cancel |

Figure 1-80 - Custom Excel Export

1.4.5. Move & Route

The Move and Route function enables bills to be organized at the time of credit sign
up, during the cruise or at the end of the cruise when guest would like to separate
certain charges from the main invoice. Charges are easily moved with the drag and
drop movement and various method is available to suit the operational needs.

To Move a charge from one invoice to another

1. Select the guest account and navigate to the Invoice tab.
Mark the transaction to be move.

Press, and hold down the left button on the mouse.

Drag the transaction to the location by moving the mouse pointer.

S

Drop the object by releasing the left mouse button.

Department Discount Vat Tax |POS-Discou | Buyer
29012015 2020 Capri Bar 10.00 0.00 0.00 0.00 Doe John 14118857
29/01/2015 |1010 Cabin Uparade 0.00 |Doe John

All Invoices 1.Invoice 2. Invoice 3.Invoice 4.Invoice Package

110.00 | 110.00 | 0.00 1| 0.00 | 0.00 | 0.00 |

Figure 1-81 - Move & Route function

6. The original invoice amount will decrease and the newly created invoice amount

increases.
Al Invoices 1.Invoice 2.Invaice 3.Invoice 4. Invoice Package
110.00 | 100,00 0,00 | 0.00 | 0,00 |

To Setup a Charge Route

The following function allow guest to separate certain charges in another invoice
throughout the cruise or route to another account. It would be more feasible to set up
a routing instructions to move both current and future postings to a new invoice.

1. Select the guest account and navigate to the Invoice tab.
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1.4.6.

2. Click Move & Route to open a Move posting menu.

From

& Move postings -

1018 Bailey A, All Tnwoices

To
Invaice 1 | Invaice 2 | Invoice 3 Invoice 4

1018 |1018 Bailey A

2014 Casino Bar - Tobacco
2015 Casino Bar - Package
2016  Casino Bar - Service Charge A,

2017 Casing Bar - Sales Commission -
MR Tav Calectinm

£ (1]}

=

When
W Actuzsl Postings

I~ Future Postings
™ Actual Payments

I” Package Postings

Ok Cancel

Figure 1-82 - Move Posting tab

Table 1-9 - Definition of Move Posting tab

Field Description

From Default to Guest account, All Invoices.

To Selectable invoice from Invoice 1 to 4 or another
guest/payor account.

What Department Group or Financial Department code to route.

Why Reason why charges were routed.

When Type of postings to route.

3. By default the main invoice displayed is All Invoices. Select the invoice where
the charges will be routed to.
4. 1If charges is routed to another guest/payer, enter the cabin number and select the

guest name.

5. Select either the department group or financial department code to route.

6. Insert the reason why charges are routed.
7. Choose the type of posting to route, actual/future postings or actual payments.

Criteria Discount

Note: If Future Postings is checked, System will
automatically place the department code in Disc, Route,
Pkg tab, Routing window. See also Disc, Route, Pkg

The following function work the same as Percentage Discount in Disc, Route, Pkg tab
and has an additional check box for Actual Postings. The function will create a
record in discount portion in Disc, Route, Pkg tab when Future Posting is checked.
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To accord a Criteria Discount
1. Select the account and navigate to Invoice tab.
2. Click Criteria Discounts to open a dialog box.

3. Enter the Percentage value and the number of counts in Apply Count field if the
discount is to accorded an X number of times. For example, enter 1 to specify a
one- time discount for every selected department code or leave as blank for
unlimited discounts is given for every selected department.

) Discaunts -

— Give Discount For
|1n 12 Bruer, 5

— How much

Percentage IlU Apply Count |5

Reason |Enter reason herel

— What

Minibar - Cham)
Minibar

pagne

Minibar - Tobacco
3075 Mimibar - Package
Minibar - Service Charge
Minibar Sales Commission

™ Discount Template ;I

- When

¥ Actual Postings
™ Future postings

Delete | oK | Cancel |

Figure 1-83 - Criteria Discounts window

4. Select the Financial Department entitled to discount.

5. Check whether the discount is applicable to Actual or Future Postings, then click
OK to save.

WARNING: Once a discount is posted to an actual
posting, it can not be reverse. If the discount has a count
indicator, system will post the discount until it reaches the
indicated count and no further discount will be accorded
thereafter.

6. System will post an adjustment (reverse) against the original posting and set the
adjusted posting to No Print automatically, then repost the correct value with
discount indicated.

Date Department Credit Debit] Discount| Yat Tax POS-Discou‘Buyer Trans. D |User GrossICheck=
30/01/2015 [3070 Minibar -20,00 0.00 0.00 0.00 [Bruer § 14118914|A -20,00(123
|30/01/2015 |3070 Minibar 18.00 200 .00 o 00@5 14118915(A 20.001123
30/01/2015 [3070 Minibar 50.00 0.00 0.00 0.00 [Bruer 5 14113912 |A 50.00)123
30/01/2015 |3070 Minibar 20.00 0.00 0.00 0.00[Bruer 5 14118912 |A 20.00)123

Figure 1-84 - Example of Criteria Discount

See also Disc, Route, Pkg
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1.4.7. Item Discount

The Item Discounts is a function that deduct a specific percentage of selected postings
on the guest invoice.

Note: This is a Percentage discount and not available in
value discount.

To accord an Item Discount

1. On the Invoice tab, mark the posting entitled to the discount, then Item
Discounts button.

2. Insert the percentage value in the discount field, then click OK to proceed.

@ Discount Percent... -
Discount : |10 %

oK | Cancel |

Figure 1-85 - Item Discount

3. System will post an adjustment (reverse) against the original posting and set the
adjusted posting to No Print automatically, then repost the correct value with
discount value indicated.

Date Department Credit Debit| Discount at Tax |POS-Discou |Buyer Trans.ID |User Gross |Check=
30/01/2015 |3070 Minibar -20.00 0,00 0,00 0,00 |Bruer 5 14118914|A -20.001123
30/01/2015 | 3070 Minibar 18.00 2.00 0.00 .00 |Bruer 5 14118915 (A 20.00|123
30/01/2015 |3070 Minibar 50.00 0.00 0.00 0,00 [Bruer 5 14118912 |A 50.00(123
30/01/2015 |3070 Minibar 20.00 0.00 0.00 0,00 |Bruer 5 14118912|A 20.00(123

Figure 1-86 — Example of Item discount transactions

1.4.8. Hide No Print

This function works with transactions that are marked with No Prints, for example:
voided transactions. The process changes the information displayed, giving the users
an organized invoice view.

To Hide NoPrints transactions
1. Click Hide NoPrints to switch the button from Hide NoPrints to Show NoPrints.

2. Transactions marked with NoPrints (pale yellow) are then hidden from the
invoice screen until user click the Show NoPrints.

To Show NoPrints transactions
1. Click Show NoPrints to switch the button from Show NoPrints to Hide NoPrints.

2. Transactions marked with NoPrints (pale yellow) are shown on the invoice

screen.
|28/1/2015 |3000 Cash | -598.00] | 0.00| 0.00| 0.00|Bailey A | 14118882|A | -s38.00
|2gj01/2015 [9000 Cash | ses.o0] [ 0.00] 0.00] 0.00|Bailey A | 14118881]a | seg.00]

Figure 1-87 - Example of NoPrints transactions
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1.4.9. No Print

This function enables the user in hiding the voided posting or previous settlements
from being printed onto the invoices. Is it only possible to set no prints for
transaction entry equals to 0.00.

To Hide NoPrint transactions
1. Retrieve the account and navigate to the Invoice tab.

2. Select the desire transactions and click NoPrint.

Paostings Selection Error -

|0I Balance of selected postings must be 0,

Figure 1-88 -No Print posting not equal to 0

Note: If the transaction balance does not equal to 0.00,
system will prompt an error.

3. Transactions marked as No Print are highlighted in pale yellow.
|28/1/2015 |3000 Cash | -598.00] | 0.00| 0.00| 0.00|Bailey A | 14118882|A | -s38.00

|23ja1/2015 [3000 Cash | s598.00] | 0.00| 0.00] 0.00Bailey A | 14118681[A | ses.00]
Figure 1-89 - Example of NoPrints transactions

To reset NoPrint transactions to original state
1. Select the NoPrint transactions, then click NoPrint.

2. Transactions are revert to normal posting and no longer shown in pale yellow.

1.4.10. Set Credit Limit

The floor limit is pre-set within the Financial Credit Sub-Department code and this
can be adjusted for specific guest at the jurisdiction of the Chief Purser.

To set a Credit Limit
1. In the Invoice tab, click Set Credit Limit button.

2. Insert the credit value in the dialogue box, then click OK to override the pre-set
credit limit defined in Credit Sub-Department code.

3. If the account exceeds the floor limit or the individual limit, a Credit Limit
Exceeded warning prompt will appear in both Fidelio and Micros system during
posting and charges will not be added.
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[ Credit Cards T Comments T Other Info TTraveIDocumenET Custom Info T Guest History TLoyaItyfTrackIt]

Guest Info T Disc,Route,Pkg Tln\mice: 983.DDT More Guest Info T Service Info T Activity Viewer TRevenue AnalyzerT History
Invoice ]
Purchased: 1,120.00 | Paid: 137.00 Package Balance: 0.00
it Limit: 1,000,00 MNon-ref, Balance: 0.00
10} Add Postings
— Posting
Trans.ID |User -
Account Department: | Search
| |1018 Baiey A | | (duplicate selected posting) | Add 14118853 |A
14118316 |A
Advanced | ! !EEPE'”’“E:t I, Am”'l-'snot |i| 13118697|A
- 14118696 |A
W Clear fields aft Credit Limit B 0.00 R
0.00 -
r— Additional Infor 000 14118684 |A
. : 14113683 |A
Seciiiies o Credit Limit Exceede! 0.00 TR
Seryer =1t ¢ l % Please increase credit limit for 1018 Bailey A 0.00 14118681 |A
Could not insert the pestings for this account, 0.00 14118680 | A
Server £2: 13118579 A
Mumber of People 14113573 |A
14118677 |A
Invoice Mumber: oK | v 14118676 | A
14118656 |A
Comments: .
T SLDTREE .00 |l 14118802)a
 Postings Lisk 14118601 A "
14118600 1A
Acc. ID_|Acc, Identifier Dept. 10 [Dept. Detals_ [Amount |~ | 03 - )
Bailey A _I Batch Count: I
Current I il
Batch Total: I
Current Total:| 150.00
W
Stop fe Closed Posting

Figure 1-90 - Warning prompt when Credit Limit exceeded

Note: The same warning prompt appears if the account is
routed and payor has a Credit Limit defined.

4. Consult your Chief Purser or Front Desk Manager or refer to the Ship's Operating
procedure for next course of action.

1.4.11. Close Posting

The Close Posting function generates an interim invoice and closes the balanced
account without checking out the account. This function does not work when the
account still has a balance.

WARNING: Once the account is closed, this Can Not Be
Undone.

To close an account with Close Posting

1. Retrieve the account and navigate to Invoice tab.
2. Ensure all invoices are 0.00 balance. If account is unbalance, system will prompt
Balance not zero message.
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Check Balance -

Balance not zerc, Postings can't be closed,

Figure 1-91 - Balance not 0.00 in Close Posting

3. Click Close Postings button.
4. Select Yes when system prompt for a response. If No is selected, it will return to
Invoice tab without closing the postings.

Close Postings 2

| Are you sureyou want to Close all above Postings 7

Figure 1-92 - Close Posting confirmation

5. Check Hide Posting located at the bottom of the invoice tab will hide all closed
postings.

1.4.12. Set Spending Limit

Set Spending Limit function limits the buyer spending value and is only enabled
when an account is routed to another account, for example: Mr X paying for Mr Y
and would like to limit the spending of Mr Y to $500. The Set Spending Limit is
enabled in Mr. Y account and not Mr. X.

WARNING: Once the account is closed, this Can Not Be
Undone.

To seta Spending Limit

1. Retrieve the guest account and navigate to the Invoice tab.

2. The Set Spending Limit is enabled when routing is present in the account.
3. Click Set Spending Limit to open a dialogue window.

B Set Buyer Spending Limit = || =

Buyer Spending Limit

Current Spending Limit: Unlimited

Current Total Spending: 107.40

¥ Maximum spending limit: koo (Blank = Unlimited)
¢~ Addtional spendiljg limit on top 392.6

of current spending:
493'1:6

Figure 1-93 - Set Spending Limit options.
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Table 1-10 - Options available in Set Buyer Spending Limit

Field Description

Maximum Spending Maximum value allowed to spend.

Limit

Additional Spending Additional value to top up the limit. For example:
Limit on top of current Current spending is $107.40 and the intended limit is
Spending $500. The value to insert is $392.60.

4. Insert the spending limit in one of the available option, then click OK to save.
5. System updates the guest credit limit in Invoice tab with new information.

Invoice ]
Purchased: 109,40 Paid: 0,00 Package Balance: 0.00
| Credit Limit: 500.00° ) Non-ref. Balance: 0.00

Figure 1-94 - Credit limit displayed in Guest Invoice tab

1.4.13. Show Pre-Cruise Invoice

Pre-Cruise Invoice enables the user to prepare an advance invoice for the guest.
Postings and payments posted in Pre-Cruise Invoice function are not actual revenue
until they are posted to a checked in account.

To Create a Pre-Cruise Invoice

1. Retrieve an Expected guest reservation from the Search Panel.
2. In the Guest Handling screen, click Add Posting (Pre-Cruise) to open the Pre-
Cruise Posting screen.

® Pre-Cruise Posting =
Account Identifier:
| Schmidt Jan J
Departments :
| {duplicate selected posting) j I:l
Code Description Amount| ~
1000 Cruise package 0.00
1111 Package Flans 0.00
8510 Cruise Tickets 0.00
-

External Id: Sub Total: 0.00

Acc. Id  |Acc, Identifier Dept. Id Dept. Details Amount
Schmidt Jan 1000 Cruise package 1,500.00
Remarks :
Future Posting Date: 30,0120 -

Post

Figure 1-95 - Pre-Cruise Posting screen

Select the Financial Department to post, then click Add.

Insert remarks pertaining to this posting, if any.

In Future Posting Date field, select the date to post to.

Click Post to complete the pre-cruise invoice with earlier added postings in Pre-
Invoice screen.

oUW
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[ Comments T Other Info TTra'-‘e\Documents T Custom Info T Guest Histary T Loyalty/ Track It 1

| Guest Info T Disc,Route,Pkg I Fr?‘;g‘rﬁ;gﬁ I More Guest Info T Service Info T Activity Viewer T History T Credit Cards
Invoice ]
Purchased: 1,500.00 Paid: 0.00 Package Balance: 0.00
Credit Limit: NfA Non-ref. Balance: 0.00
Date Department Credit Debit|  Discount Vat Tax|POS-Discou |Buyer Trans. 1D {User Gross|Check#* Manual Post j|Future Posting D~

A 50/01/2015 |Cruise package 1500.00 30/01/2015

Figure 1-96 - Sample Pre-Cruise transactions

To Convert a Pre-Cruise Invoice into Actual Posting

1. Upon the guest check-in, System will prompt user to convert the pre-cruise
ostings into regular postings.
Pre-Cruise Postings 2

I i3 1 Pre-cruise posting(s) exists. They will be converted to regular postings.
¥ Do youwantto continue?

2. Select Yes to convert the postings.

A Show Pre-Cruise Invoice is now added to the bottom right of the screen.

4. Click the Show Pre-Cruise Invoice to toggle between guest invoice and pre-
cruise invoice screen if there are future postings. When toggling, the button will
change to Show Invoice or vice versa.

@

Note: When the Show Pre-Cruise Invoice is clicked, the Add
Posting will change to Add Posting (Pre-Cruise), enabling user to
perform pre-cruise posting and apply payment to future posting
date. .

5. Once all the pre-cruise postings are posted, the Show Pre-Cruise is automatically
disabled.

To Undo Non-Converted Pre-Cruise Posting

When checking in the guest and user accidentally click No at the prompt to convert
pre-cruise postings to regular postings, these postings are stored in Quick Pre-
Posting Conversion function, allowing user to repost all the pre-posting.

1. In the Cashier drop-down menu, select Quick Pre-Posting Conversion from the
drop-down list.
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c] Quick Pre-postings Conversion -
— Selected People
StateRoom [Mame Posting Date |Total  |Discount |Department Remarks Status
Chta 5 30/01/2015 [1000 |0 Cruise package Cancel
— Details
Statistics —— Search Criteria
Selected:
SEc z Cruise: 29!01!2015 1 Vietnam/Hong Kong/Macau 'I
Processed: 1]
Remaining: z Refresh |
Converted: o | T Indude Fail Pre posting I
_ : | |
¥ Incude Cancel Pre posting rocess -

2. Alist of failed to convert posting is displayed in Selected People grid.

In the Search Criteria drop-down list, select the Cruise and then click Process.

4. Click Yes on Quick Prepostings Conversion prompt to post all the pre-cruise
postings, and then click OK on number of pre-postings to post when prompt.

5. In the Statistic section, number of selected, process, remaining and converted
posting(s) are shown.

@

 Statistics
Selected:
Processed:
Remaining:

Converted: %
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1.5.

More Guest Info Tab

The More Guest Info tab stores various information's such as Billing Address,

Travel Agency contact, Cruise Reservation Related Information, guest picture and

Document Return status, and most of all fields in Billing Address, Travel Agency
and Product Details section are editable with an in-line edit function by simply

clicking on the field name and insert the text. Editing other sections such as Take
Picture, Edit Cruise Fare and Document Return would require user to click on the

available buttons.

[ Credit Cards

T Travel Documents T

T Comments T

Other Info

Custom Info T Guest History T Loyalty/ Track It ]

Guest Info

T Disc,Route,Pkg T Invoice: 733.00 [MoreGuest]nfoI

Service Info T Activity Viewer TRE\-‘EI‘\UEAI‘IEWZE[T

History

Biling Address
ame:
MName2:

Street:
City:
State:
Zip:
Country:

Travel Agency
MName:
MName2:
Street:
Street2:
City:

State:

Zip:
Country:
Phone:
Fax:
Salutation:
First Mame:
Last Mame:
E-Mail:
AgentID:
AgentR.ID:
Agent B.ID:

Fidelio Cruise Software GmbH

Borselstrasse 16¢
Hamburg

22785
DE Germany

TUIAG

Karl-Wiechert-Allee 4

Hanover

30625

DE Germany

+45 (0) 511 565-00
+49 (0) 511 565-1901
Mr.

Friedrich

Krueger
krueger@email.com

789789999999
F7E7IBTBOETT

Live Picture Stored Picture

Take Picture

Cruise Reservation Related Info

Pre-Cruise: Qverland
Post-Cruise; Air To:AMS
Currency: USD

Trav., Insurance: 101110
Cruise Fare Code: HMM123458X
Cruise Fare: 2900.00

Cruise Full Fare: 3500.00

Cruise Fare Balance: 165.00

Edit Cruise Fare

==
o |

Product Details
Product:
Promotian:
Savings:

Documents Returned
By: A
On: 13/04/2015 At: 13:42

Delete

Figure 1-97 - More Info tab

Table 1-11 - Field definition of More Info tab

Field Description

Name Billing Name

Street Billing Address

City City of Billing Address

Zip Zip code of Billing Address
State State of Billing Address
Country Country of Billing Address
Travel Agency

Name Travel Agency Name
Street Street Address of Agency
City City

State State

Zip Zip Code

Country Country

Phone Phone number of Travel Agency

Guest Handling
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1.5.1.

Field

Description

Fax Fax number of Travel Agency
Salutation Salutation of contact person
First Name First name of contact person
Last Name Last name of contact person
E-Mail email address of contact
AgentID Agency ID

Agent R.ID: Additional Agency ID

Agent B.ID Additional Agency ID

Take Picture

Live Picture

Live view of the guest before picture were taken

Stored Picture

Picture saved using Live Picture function

Cruise Reservation Related Info

Pre Cruise

Pre-Cruise arrangement. Information imported via DGS.

Post Cruise

Post-Cruise arrangement. Information imported via DGS.

Currency

Cruise Fare Currency. Information imported via DGS.

Trav. Insurance

Travel Insurance number. Information imported via DGS.

Cruise Fare Code

Fare code from the reservation system. Information imported
via DGS.

Cruise Fare

Cruise Fare. Information imported via DGS.

Cruise Full Fare

Full Cruise Fare. Information imported via DGS.

Edit Cruise Fare

Function to edit cruise fare balance. User right dependent.

Product Details

Product Product code linked to the booking
Promotion Promotion code linked to the booking
Savings Discount code linked to the booking

Return Documents

Documents are not
returned

Indicate the date/time and user who returned the guest travel
document.

Take Picture

The Take Picture option captures the current guest picture and shared them across
other modules, enabling other users to easily recognize the guest they are dealing
with. The supported picture file format are .jpg or .bmp.

Taking Guest Picture

1. Retrieve the account and navigate to the More Info tab.

2. The live image of the guest is displayed in the Live Picture window.

3. Click Take Picture to capture the image.
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Live Picture Stored Picture

Take Picture

Figure 1-98 - Take Picture

1.5.2. Cruise Reservation Related Info

1.5.3.

The Cruise Reservation Related Info section displays the cruise price paid in
Reservation system, and these data are imported from DGS ResOnline. The fields are
non editable except the Cruise Fare Balance, and it is dependent on User Access
Rights #4461.

To Edit Cruise Fare
1. Inthe More Info tab, click the Edit Cruise Fare.
2. Edit the Cruise Fare Balance and then click OK to save.

5 Cruise Fare Change -

Cruise Reservation Related Info

Cruise Fare Code: HbM 1234565
Cruise Fare: 2300.00
Cruise Full Fare: 3500.00

Cruise Fare Balance: |‘| 55.00

LCancel Ok

Figure 1-99 - Edit Cruise Fare

Document Return

The Document Return section stores the date, time and user who returned the travel
documents to the guest via the Document Return module.

Return Documents

Documents are not returned

Return
Documents Returned
By: A e
On: 13/04/2015 At: 13:42 | Delete

Figure 1-100 - Document Return in More Guest Info

To Cancel a Document Return

1. In the More Info tab, click Delete to reset the document status.
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2. This changes the button display to ‘Return” and status of the document as
‘Documents are not returned’.

1.6. Service Info Tab

The Service Info function in Guest Handling screen stores the type of service,
amenities package or special requests rendered by the ship, without having to rely
on large manifest for information. The packages and requests arranged through the
cruise company prior to actual sail date are also included in the reservation
information during the periodic import. Although these information’s are mainly
updated through reservations import file, manually update are possible when
needed. Besides listing these requests under individual guest records, a summary of
such informations are populated in Amenities Overview function, allowing the
responsible parties on board such as Manager, Chief Steward, Hostess/Group
Coordinator an access, and ensuring requests are fulfilled.

[ Credit Cards T Comments T Other Info TTraveI DDcumentsT Custom Info T Guest Histary T Lovaltyf Track It ]
Guest Info T Disc,Route,Pkg T Invoice: 167.00 T More Guest Info T@ Service]nfoT Activity Viewer TRE\:enue AnalyzerT History

Amenities

Done [Date Time Department Code | Description Delivery Quantity| Amount|Sender |Comment |UserID |Done Time |Done b
% 31012015 09:00 FRUTTB/1011

GIFTOP/ 575 Food & Beverage 1.00 0,00 | Heidi

4 | o
I~ Multiple Lines -
5 Print Gift Card Mew Change Delivered Delete
Special Requests
Done |Date Time Action |Action Request |Dept Event Date |Description Delivery Oty UserID Daone Done Time:

%) sopoyz015 o0:00 10/04/2015 14:26
15 HPO4 requires wheelchz 232 30/01/201 Require Wheelchair 1

Done ‘ New ‘ Change Delete ‘ H

Figure 1-101 - Guest Handling-Service Info tab

The screen is divided into two sections:

1. Section contains details of pre-planned company packages or any amenities
to be accorded during the cruise.

2. Section contains all the Special Requests for passenger with special needs.

1.6.1. Setting Up an Amenity / Special Request
1. Retrieve the account and navigate to Service Info tab.

2. Click the New under the Amenity/Special Request section to open a dialog box,
and then fill in all the required information.
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Code

Description

Ext. Code

Comments

Quantity
Price each
Cost
Currency
Applicable
Status

Amenity Information

New Amenity

|FRU1'I'B ﬂ:-;. t Basket

Fruit Basket
1011
[1
|o.00
|
| =
| Undefined ﬂ
Active

Sender
Sender | Jane

Message from [Have a wonderful cruise vacation,
Sender

Delivery

Division | 232 Service

L Led

Date |3 1/01/2015

Time ||:|g;|j|j .00

Location |

Occurrence |

Done by
Date,/Time |

Waiter |

CK ‘ Cancel

]

Quantity

Delivery
Date/Time

Location

Action Code:

Description:

Special Request

Figure 1-102 - Amenity Information Form

Event Date,Time |

Mew Special Request -
Department Code: | 200 Housekeeping ﬂ
|EP ? [Extra pillow
Feather pillow
|s
oK Cancel

Figure 1-103 - Special Request Form

Table 1-12 - Field definition of Amenity / Special Request Form

Field

Description

Code / Action Code

Short Amenity /Special Request Code

Description Description of the code

Ext. Code External brochure/reference code.

Comments Additional comments pertaining to this amenity
Quantity Required quantity

Price each Unit price of amenity

Cost Amenity Cost Price

Guest Handling
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1.6.2.

Field Description

Currency Amenity price currency.

Applicable Price sold per passenger or cabin.
Status Amenity status - Active or Cancelled
Sender Amenity Sender

Message Message from sender

Division Division responsible for delivery
Date / Event Date Schedule delivery date

Time / Event Time Schedule delivery time

Location Delivery location

Occurrence No of occurrence if any

Done by Date/Time Date and time items were delivered
Waiter Service completed by

3. Click the OK to save, and this adds the items into the Amenities/Special Request

section and a Red X envelope under Done column.

Amenities
Done |Dahe |'ﬁme |Depar1ment Code |Descriph’0n |De\ivery | Quanﬁtﬂ Amount|Sender |C0mmen13 ES
% |31/01/2015 |0%:00 FRUITE/1011 Fruit Basket

475 Food & Beverage

Done |Date Time Action Code Action Request Dept Code Event Date | Description Delivery Location  |Q UserlD

Figure 1-104 — Amenities/Special Request Items

A Check Mark is placed on the Service Info tab as an alert to user that there are
entry needing follow-up.

To Mark Items as Delivered

1.

Select the item from the Amenity/Special Request section and then click
Delivered.

System will replace the Red X envelope with a Check Mark in the Done column,
with its Date/Time and User who completed the task shown.

Amenities

1x02

10/04/2015

Done |Date Time Action  |Action Request  |Dept Event Date |Description Deliver Q UserlD Done Done Time|

Figure 1-105 - Amenities/Special Request Delivered ltems

Click the OK to save, and this adds the items into the Special Requests section
and a Red X envelope under Done column.

A Check Mark is placed on the Service Info tab as an alert to user that there are
entry needing follow-up.
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Activity Viewer Tab

The Activity Viewer tab provides users a quick view of the activities signed up by the
guest, be it Excursion, Dining arrangements or Spa booking, thus enabling them to
locate the guest or follow up on up-coming activities. The information’s displayed are

controlled by two Parameter:
= EONE, Use RCL XML Format
= Personal Itin, ShowAlt

[ Credit Cards T Comments T Other Info TTraveIDocumemsT Custom Info T Guest History TLUyaItw’TrackIt]

Guest Info T Disc,Route,Pkg T Invoice: 733.00 T More Guest Info T Service Info T Acthiitv\ﬁewerTRevenue AnalyzerT History

LFriBDJan ‘, vﬂ|\slandTouratDanang-Danang
7a | 8a | 9a | 10a | 11a | 12p | 1p | 2p | 3p | 4p | 5p | 6p | 7p | 8p | 9p

Speciality Dining |

Spa |
Spa Spa
S 00 >
Activity Information
Ne.nme | Cabin | Type: Speciality Date/Time: FriJan 30 5:15 P
Baiey. & 108 Activity [DINNER at MAIN

Table: 3

From Date: [30/01/2015 o Event:  [R-Dining =]
To Date: 30/01/2015 Print

Figure 1-106 - Activity Viewer Screen
Table 1-13 - Activity Screen

Field Description
1 Date/Time grid of activity screen
2 Type and scheduled time of activities
3 Details of selected activity
4 Date/Time of even filter for Itinerary print out

By default, the time grid is set to an hourly grid and this can be easily changed by
right clicking on the time grid, and then select the desired time frame to display.

10p 11 p

I .- . I ﬂ

30 Minutes
v 1 Hour

2 Heours

& Hours

12 Hours

1 Day

System will indicate the activity time in the grid according to the color defined for
each type of activity per below:

e
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Speciality Dining

Spa

1.7.1. Navigating through Activity Viewer

1.8.

1.

On the date field, select either the date to display using the down arrow key, or
use the arrow left/right to navigate to previous or next day view.

Use the scrollbar to navigate to previous or future time period.

Clicking on the activity bar in the grid view will further display information such
as passenger name of the selected cabin, activity type, activity date and time of a
selected event outlet or table reservation in Activity Information section.

An itinerary can be printed from the same screen. See FC Administration,
Report Setup.

Note: A report configuration under report group Itinerary
is required prior to printing an itinerary. See FC
Administration, Report Setup section for report
configuration steps.

Printing an Itinerary

1.

In the Date/Time filter at the bottom of the screen, enter the activity date range to
print.

From Date: 30/01/2015 Event: | HSeli) v
To Date: [30/01/2015 Print

Select the type of event from the drop-down list.
Click Print to generate the Itinerary.

Shore Excursion
Passenger Activities Report
Ccabin: 1018
Name: Ms. A Bailevy
Activity Date
Time Activity Description

Friday, January 30, 2015

09:30 - 14:30 Tour A

ACTIVITY INFORMATION

Duration: 05:00
Meeting Point: Hall
Meeting Time: 08:30
Required Clothes:
Remarks:

Figure 1-107 - Sample Excursion Itinerary

Revenue Analyzer Tab

The Revenue Analyzer provides users a revenue analysis of selected guest by date,
department and transaction number order. It comprises of two tabs - Department
Details and Item Details. By default, information displayed on screen are imploded
and only the transaction date, net total and gross total are shown. To view a detailed
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1.9.

information, place a check mark in Expand All or manually click the +/- key to
show/hide the column or click the arrow down on the drop-down list to further
expand the information of respective column.

[ Credit Cards T Comments T Other Info T Travel Documents T Custom Info T Guest Histary T Loyalty/ Track It W

Guest Info T Disc,Route,Pkg T Invoice: 39.00 T Mare Guest Info T Service Info T Activity Viewer I Revenue ﬁnalvzerl History
Department Details T Item Details ]
v Expand All
ransaction Date [+ |Department EAUE e et Total|Gross Total
=12015-01-29 Embarkation Day =12060 Manhattan Bar | 14118659 10.00 10.00 =
Total 10.00 10.00
=13070 Minibar 14118658 5.00 5.00
Total 5.00 5.00
=lano0 Logo Shop 14118657 14.00 14.00
Total 14.00 14.00
Total 29.00 29.00
=12015-01-30 Island Tour at Danang | =12000 Buddha Bar 14118878 10.00 10.00
Total 10.00 10.00
Total 10,00 10.00
Total 39.00; 35.00

L i

Figure 1-108 — Revenue Analyzer Viewer Screen

Table 1-14 - Field definition of Revenue Analyzer

Field Description

Transaction Date Date transaction were posted.

Department Financial Department.

Transaction Number System generated transaction ID.

Total Sub-total of each Financial Department.

Net Total Total Net amount (Total value excluding discount).
Gross Total Gross amount (Total value before discount)

History Tab

The History tab stores future and past reservation records, as well as the cabin
change log. Other than the Future Reservations section where user is able to insert,
edit and remove a reservation, all other information on this screen are non-editable.
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%1 FrontDesk Cashier Options Security Apout Exit

|G’°“D Selector/Resident Selection <] ( Comments T Other Info TTrave\ DucumenlsT Custom Infa T Guest History TLuyauy;Track 1(1
Show Al -] Edt a
Guest Info T Disc,Route, Pkg TPrE—Invnl(E: uunTMare Guest InFuT Service Info T Actity Viener | History || creditcards
Guests found: 6 Selected: 1 _ Previous Reservations
= [ cabin[name e ~ [Fram [ra |cabin [notes [stay Duration
= Bel,JMs - » [13/01/2015 [30/01/2015 10000 | |17
= - 07/02/2015 @ |30/01/2015 |30/01/2015 |10000 | B
5 Chan, kelvin 0302/201s  — 7
- 07/02/2015 =
T @
5 o
Q Lee, Jones 03/02/2015 o
E - 07/02/2015 — N
g 1021 |Lee May 93702015 2 Future Reservations
5] - o7/02/2015| | [— 7 From To Cabin
Zhang, Joe 03/02/2015 o 31/01/2015 03(02/2015 1021
- o7j02/2015 | Im
i -
g | =
2
] cr
| o
— < New Edit Remove
T
= L
k] [ Cabin Change History
= =
7
: - Date Time old Cabin New Cabin Reasons Changed By
o - —
= | e
=
2 = o
=
] T
2 L~
=
= z -
v |—

Figure 1-109 - History tab

Table 1-15 - Field definition of History tab

Field Description

1 = This section stores records of previous reservations by date,
cabin number, notes and overall stay duration.
* Records are captured once user check out the guest.

2 = This section stores records of future reservations.

= During system date change, system will check the future
reservations records for expected embarkation that falls on
the next system date and automatically renewed them to
Expected Arrival.

3 = This section stores records of cabin assigned to the guest
during their stay, including future reservations if any.

1.9.1. Creating Future Reservation

1. Click New to open the Future Reservations form.
2. Enter the Cabin number and select the Expected Embarkation/Disembarkation

Date.
3. Click OK to save and System will insert the record in the Future Reservation
section.
) Future Reservations -
Cabin ,1'3157

Expected Embarkation Date 01/2015 *

f02/2015 ¥

Expected Disembarkation Date

[0 4 Cancel

Guest Handling



1.9.2. Editing Future Reservation

1. In the Future Reservation section, select the future reservation.
2. Click Edit to open the Future Reservations form.
3. Alter the information and then click OK to save the changes.

1.9.3. Removing Future Reservation

1. In the Future Reservation section, select the future reservation.
2. Click Remove to remove the record.

1.10. Comments Tab

The Comments tab is designed to handle multiple follow ups on
feedback/complaints received pertaining to a cabin, services rendered, facilities and
etc. Besides entering a comments, scanning and attaching an image file is also

[ GuestInfo T Disc,Route Phg T Invoice: 235.30 T More Guest Info Service Info T Activity Viewer T Revenue Analyzer History
Credit Cards | 15 Comments | Other Info T Travel Documents Custom Info T Guest History T Loyalty/ Track It
- Comment ‘Comment Resoluti 1l Document Image )|
El-1# CABSAF|23/08/2015 10:49:32| Complaint - Service by T
# 23/08/2015 11:04:40 Complaint - Service by TESTER

Selection: [sekected guest |
Entry Date [23/08/2015 10:4:32
Entered By (User) [TESTER, CREW LIKkED ' MR
Entered By (User ID) [a
Reported By (Person) [reception
Comment Code [caBsaF Cabin safe |
Comment Category [com1 complaints =]
Comment Deseription [Cabin Safe does not accept pincode entered, Require 2 reset
Remarks
Comment Report Type [WTDSK AtDesk =l
External Code [

< > Resolved By (Date/Time) ‘zz/ns/zms j ‘m:w:az
Associated Cost [o.00

Add Comment Remove Comment | Remave Resolution
¥ Urgent [™ sensitve
‘ Spel Check ‘ Comment Department Involved [comia, 2

Figure 1-110 - Comments Tab

1.10.1 Adding a Comment/Sub-comment

1. Click the Add Comment at the bottom left of the screen

In the Comment tab, select the relevant fields using the drop-down list.

3. Enter the Reported By, Comment description, Additional Cost and check the
urgency and sensitivity, if any.

4. Click Save to save the record, and this add a Red Cross indicator on the

Comment tab.

5. If a Comment is selected and Add Comment is clicked, this creates a sub-

comment, with the Comment Category and Comment Description being

defaulted to the main comment and they are not editable.

Guest Handling
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1.10.2 Attaching Image File

1. In the selected comment, navigate to the Document Image tab.

Click Scan Document or Upload File if uploading an image from a storage
location.

3. Click Save to save the image to the database.

1.10.3 Resolving a Comment

1. Select the main comment from the left pane of the screen, then navigate to
Resolution tab.

2. Enter the Resolved by (Person) and Resolution Description, and then check the
Resolved check box at the bottom of the screen.

3. Click Save to save the resolution, and this places a check mark next to the
comment(s).

Note: Checking the Resolved check box will sets
all sub-comments as resolved.

2-) Comment Commen! t I Resolution I Document Image )

-5 CABSAF|23/08/2015 10:49:32| Complaint - Service by T
- 23/08/2015 11:04:40 Complaint - Service by TESTER

Entry Date [23/08720 15 11:12:46
Entered By (User) [TESTER, CRE LNkED A" MR
Date/Time Resolved ‘Bjnsizms j |u 12:46 1=

Resolved By (Person) [

Resolution Code [ |

Resolution Description

Comments

External Code [
Add Comment Remove Comment

Associated Cost [o.00

‘ Spell Check ‘ I™ Resolved

Figure 1-111 - Comment Resolution tab

1.11. Other Info Tab

Other Info tab stores the passenger flight assignment, cabin maintenance tasks and
other general information. Other functions included in this tab are board card
printing, enabling/disabling phone and printing passport label.
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[ Guest Info T Disc,Route,Pkg T Invoice: 235.30 T More Guest Info T Service Info T Activity Viewer T Revenue Analyzer History
Credit Cards T Comments 1 Other Info | mravel Documents T Custom Info T Guest History T Loyalty/ Track It

- Flight Assignment
AD/T | Flighto | Departure Details | Arrival Details | T/ Price | Mo of Bags [ BagLabel [ Airine Check In PR International Flight Flight Seat
15

D AA 105 22/08/2015IT 12/08/2015,IT 100 2 DOE Mo Yes
A AA 100 29/03/2015IT 30/08/2015,IT 100 2 DOE No Yes 18
< >
ackage Code:
Destination Code:
Add Edit Delete | Airline Check In
~ Maintenance
~

Description
RIPARARE PORTA BAGNO

Priori
1 Medium

Date Time _|Completion Date | %-Done|Task Code Order No|Doc. No|Type

] e e O s

PLEASE BALCONY CONNECTING DOOR NEED TO BE FIX THANKS

PLEASE MINI BAR DOOR NEED TO BE FIX THANKS

- Guest Categories Other

Tender Group 1 Protection Plan:

Wireless Plan Sales Amount: 0
Cruise Days: 3
Award Level: 2
Cruise/Tour Indicator:
Cabin Sharing:

New Board Card Print Door Card External Board Card Disable Phane Enable Phone Print Passport Label Reset Board Card

Figure 1-112 - Other Info Tab

1.11.1. Flight Assignment

Arrival/departure flight information and transfers arrangements are updated in the
Flight Assignment section.

~ Assign Flight
Flight Direction : -
Flight Date : |23/08/2015 00:00

Flight Carrier/No :  |AA 100

Fight SeatMo: |

Flight Class : |

Passenger Name I
Record (PNR):

[™ Onboard airline Check In

Figure 1-113 - Flight Assignment in Other Info tab

Adding arrival/departure flight details,

1. Click Add in the Other Info tab, Flight Assignment section.
2. Select the Flight direction, date, Flight Carrier from the drop-down list, and then

enter the Seat No, Flight Class and Passenger’s Name.
3. Click OK to save the record.

The Edit assignment will only allow you to edit the Transfer price, no of bags, bag
label or Seat number.
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5 Edit Guest Flight Bl

Guest Flight Options

Transfer Price [100]
Mumber of Bags : |2

Bag Label : [poE
Flight SeatMo: |15
Flight Class : [

oK | Cancel |

Figure 1-114 - Edit Flight Assignment

1.11.2. Maintenance

The Maintenance section displays all maintenance task related to selected cabin,
regardless of its completion status and these task are entered in FC Maintenance
module.

1.11.3. Guest Categories

The Guest Categories section displays the selected information from Edit
Information, Guest Categories check box. These information’s are configured in
Administration, System Codes, Guest Categories codes.

1.11.4. Guest Categories / Other Information

The Guest Categories and Other Information section displays the selected
information from Edit Information, Guest Categories check box and various fields in
Name/Reservation section.

1.12. Travel Documents Tab

Details of the guest passport, identification or any travel documents captured
through passport/ID scanning device are stored in this tab and will be purged at the
end of the cruise or according to the policy defined by the Ship.
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[ Guest Info T Disc,Route Pkg T

Invoice: 0.00 T More GuestInfo

[

Service Info

T Activity Viewer T

Credit Cards T Comments

Other Info T Travel Documents

Documents List

Predzfined Document Type: PPC-Passpart Card
Document Type: B2-Tourist Visa
Document Name:

Document Number

Document Tssue Date:

Document Expiry Date:
Document Issue Country:
Document Issue Place:

First Name:

Last Name:

BirthDate:

MRZ 1

MRZ 2:

MRZ 3

Number of Entries:

Vaiid From:

Alow Duration of Stay:

Custom Info

Revenue Analyzer History
T Guest History T Loyalty/ Track Tt

PASSPORT
31/10/2022
CN-China
cHY

R

R T e

Add New

Remove |

Figure 1-115 - Travel Documents tab

Table 1-16 - Field definition of Travel Documents

Field

Description

Predefined Document
Type

Document type configured in Administration
Module, eg: passport, identification card.

Document Type

Type of Visa

Document Number

Passport or ID number

Issue Date Document issue date
Expiry Date Document expiry date
Birthdate Passenger Birthdate

Issued Country

Country document were issued

Valid From

Validity of document

Document Name

Document type

Issued Place

Document issued place

First Name First Name
Last Name Last Name
Code MRZ1 Machine Reader Track 1
Code MRZ2 Machine Reader Track 3
Code MRZ3 Machine Reader Track 3

Number of Entries

Number of entries allowed

Allow Duration of Stay

Allowed duration of stay on each visit.
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1.12.1. Adding/Editing a Travel Document

Documents Add/Edit

Document Details

Predefined Document Type: I | Document Name: I

Document Type: I Issued Place:

|
Document Nurnber: I First Name: I
|

Issue Date: ™ i22/08/2015 Last Name:
Expiry Date: I iaaj08/2015 Code MRZ1:

Birthdate: [ 2zj08/2015 Code MRZ2:
Issued Country: I Code MRZ3: I

Valid From: Iff'zzjoa,fzn 15 Number 0FE’"‘:”ES:I Allow Duration of Stay: I

—Document Phato ———— ~Document Snapshot v Save Document Image —

Document Holder's Phato
Capture from Reader

¥ Assign to Account

Upload File

Figure 1-116 - Travel Document Add/Edit screen

1. In the Travel Documents tab, click Add New to open the Document Add/Edit
form.

Fill in all relevant information using the drop-down list or manually enter them.
Click Upload File to upload the picture or scanned document.

Click OK to save the travel document.

To edit, click the Edit, update the relevant information, and then click OK to

SN

save.

1.13. Custom Info Tab

The Custom Info tab is a user definable field that allow user to customize the field
according to their operational requirements. The field names are defined in FC
Administration, Administration, User Definable Field Setup.
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1.14.

f GuestInfo T Disc,Route,Pkg T Invoice: 235.30 T More Guest Info T Senvice Info T Activity Viewer T Revenue Analyzer History
Credit Cards T Comments T Other Info T Travel Documents T Custom Info T Guest History T Loyalty/ Track It

User Definable Fields (Customized Informations)
78 Placecard E
FEMisc
FO Admin
FO Belmen
FO Bicycle
FO Charge Instruction
FO Maibox
FO Newspaper
FO Passnfol
FO PassInfo2
FO Phene Internet
FO Storage
Fin Email Statement
Fin General
Fin Mthly Statement
HS Day Service time
HS General
HS General Balcony
HS General Guesthath

Hs General Guestbed -
HS General Kitchen

HS General Living Room

HS General Masterbath

HS General Masterbed

HS Lights After

Hs Lights Arrival

HS Linen Change

HS Luggage MR

Hs Shoes

HS Turn Down General

HS Turn Down Guestbath =l

Apply Changes

Figure 1-117 - Custom Info Tab

Guest History Tab

The Guest History tab records the historical reservation data, amount spent, amenity
and special requests from various ships the guest has been on-board, and these data

are transferred from Shoreshide FMS database via the Reservation Online interface.
The Guest History screen is comprises of two main tab - Booking and Raw XML.

The Booking tab is further sectionalized into 5 different views and they are:

Transactions, Item Details, Shore Excursion, Amenity, Special Request and
Comments.
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[ Guest Info T Disc,Route, Pkg T Pre-Invoice: D.DDT More Guest Info T@ Service Info T Activity Viewer T

Comments T

Other Info T Travel Documents T Custom Info I Guest History I Loyalty/ Track It I

Histary T Credit Cards

Booking

1

Raw XML

mbark Date | Debark Date |Cabin

ship Name | Cruise Code | Description Ei
v iMY Shadow |SHOZ12

WOY#212 ALASKA SE 18 |01/09/2007 |08/09/2007 7055

[¥ Expand All

Item Details T Shore Excursion

T Amenity

T Special Request

1

Comments

DEPTCLASS [+ [DEPARTMENT [+ |[DEFTGROUP [+ |POSTDATE [+

Sum of AMOUNT

10,000

=lron ship Elpaily Service Charge | =lMon Ship 01/09/2007
02/09/2007
03/09/2007
Total
Total
Total
Elrent Bin 50 Wine and Champagne | Z1Gift Shop - Rent Bin 50 | =lshops 04/09/2007
Total
Total

Total

Total

10.00
10.00
30.00
30.00
30.00
1.45
1.49
1.49
1.49
3.4

I I

Figure 1-118 - Guest History Tab

1.14.1. Transactions Tab

The first tab within the Booking tab is Transactions. In this tab, past transactions
from previous cruises sorted by Department class, Department code, Department
Group, Post date and Sum of amount are shown.

Transactions ]

Item Details T Shore Excursion

i Amenity

T Special Request

I

Comments

¥ Expand all

Elrion Ship

ElDaily Service Charge | =N

DEPTCL. [+ [DEPARTMENT [+ |[DEFTGROUP [+ |POSTDATE [+

lon Ship

Total

Total

ElRent Bin 50 Wine and Champagne | =lGift Shop - Rent Bin 50 =l

hops

Total

Total

Total

Ll |

Sum of AMOUNT]

01/08/2007 18,30,
02/02/2007 10.00
03/09/2007 10.00
Total 30,00
30.00

30.00

04/09/2007 143
Total 149
1.43

143

3148

L~

e

Figure 1-119 - Guest History Transaction tab

Pressing the +/- key or the arrow down key will explode or implode the details

under each section, enabling informations in each respective columns to be further

drilled down.
DEPARTMEMT

~

E<Daily Service Charge
E<)Gift Shop - Rent Bin 50

+ - %

~

x
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1.14.2. Items Details
The Item Details tab list all the POS Postings in details.

Transactions I Item Details: I Shore Excursion T Amenity T Special Request T Comments
Family Group |M_ajgr Group |Laation |Item DescriEﬁoletleoial
Unlimited Crinks  [Non-Alc P Ocean Bar *Soft Drink Car |1 18,00
2.3
4.45
5.50

Unlimited Crinks |Liquor P |vistaLounge 1 |Ketel One |1 |[5.65
Unlimited Drinks |Liquor P |vistalounge 1 |[Bailey'sIrish |1 [5.45

0.00
0.00
0.00
Unlimited Drinks [Non-Alc P Buddha Bar Water . ir 1 (185

Figure 1-120 - Guest History Details tab

1.14.3. Shore Excursion
The Shore Excursion tab displays past excursions participated by the guest.

| Transactions T Item Details I iShore Excursion; I Amenity T Spedial Request T Comments I
Date |Port |DescriEﬁor1 |Languae Tickets [Type |Amount |

02/0%/2007 |SPU |Mestrovic Gallery, Solin and Trogir

|1 [aDULT [2.00
05/0%/2007 |RAY |Marvelous Mosaics and A Taste of Raverna ADULT |34.00

Figure 1-121 - Guest History Shore Excursion tab

1.14.4. Amenity

The Amenity tab displays past chargeable amenities requests from previous cruises.
| Transactions T Item Details T Shore Excursion I {Amenity: l Special Request T Comments

|pepartment |Location |amount|oty[note
~MISCELLANEOUS SERVICE |50 - BEVERAGE SERVICES |BEVERAGES RUFFING PINCT GRIGIO HAPPY ANNIVERSAR'!

MS - MISCELLAMEQUS SERVICE (50 - BEVERAGE SERVICES |MARKETING PROMOTIONS m ALTERMNATE RESTAURANT RESERVATION PP ENJOY THE PINMNACLE GRI

M5

Figure 1-122 - Guest History Amenity tab

1.14.5. Special Request

Special Request tab displays the request history during each stay whilst on-board.

| Transactions T Item Details T Share Excursion T Amenity

Comments

- ADMINISTRATION

- MISCELLANEQUS SERVICE 10

- MISCELLAMEQUS SERVICE |10 - ADMINISTRATION

Figure 1-123 - Guest History Special Request tab

374602886
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1.14.6. Comments

The Comment tab displays past comments inserted on previous cruise.

| Transactions T Item Details T Shore Excursion T Amenity T Special Request | iComments: |
s
Resolved |Status |Report Type Date Description Comment Type
p |Unrezolved |Open 01/02/2007 |left courtesy vm-abbie [Insert Free Text Here]
Resolved | Closed 15/04/2009 |Issue: Grinding noise from bathroom ceiling **=Not Assigned ===
Resolved  |Closed 01/0%/2007 |LVM to guest informing Egypt Visa is 15 per person. === Not Assigned ===
Unresolved [Open 06/09/2007 |left vm regadring GO *** Not Assigned ***

Unresalved [Open

02/05/2007 |if gst approach, kindly show thm the onboard value booklet as gst is inquiring| === Not Assigned ===

Unresalved |Open

02/09/2007 |courtesy call

**= Not Assigned ***

Resolved  [Closed

Air Conditioning |30/10/2011 |Facility Manager

Facility Manager

Resolved  |Closed

Odar 20/11/2011 [11/20/2011 _ 1245PM

Guest Relations Supervisor

Figure 1-124 - Guest History Comments tab

1.14.7. Raw XML

The Raw XML tab shows the actual passenger history in XML format that were sent

from Reservation Online to the ship database.

Booking

[

Raw XHL

<PASSEMGER >

<FIRSTN

<PASSENGERID > 123456 75 </PASSENGERID »

AME »PALILA < FIRSTMAME >

<LASTNAME >COOK</LASTHAME >
<BIRTH_|
<SEW =F < /SEX >
<ADDRESS >

DATE»1974-09-07</BIRTH_DATE>

<PASSENGERID 123456 78 < /PASSENGERID >
<ADDRESSID » 1000006428 </ADDRESSID >
<STREET »1739 WILSOM AVE</STREET >
<ZIP>817841774<[ZIP >

<CITY =PLAND </CITY >
<STATE»CA</STATE>

<COUNTRY >U5 < /COUNTRY >

<TELEPHOME 2053422972 </TELEPHONE |

</ADDRESS >
<IDENTIFICATION>

<PASSENGERID = 12345675 < /PASSENGERID =
<IDEMTIFICATIOMID > 1000012232</IDENTIFICATIONID =
<DESCRIPTION =Frequent Cruiser Card =< /DESCRIPTION =
«<CARDMNQ »37460 2886 < CARDNO >
<ISSUE>1200-01-01</ISSUE >
<EXPIRY>1900-01-01</EXPIRY >
<COUNTRY »**< [COUNTRY >

<fIDENTIFICATION >
<IDENTIFICATION>

<PASSENGERID > 123456 78 < /PASSENGERID »
<IDEMTIFICATIONID > 1000012233 </IDENTIFICATIONID =
«DESCRIPTION >Passport< [DESCRIPTION >

<CARDMNO =07899951720 < /CARDNO >
<I55UE>1800-01-01</ISSUE>
<EXPIRY>2008-07-26</EXPIRY >

<COUNTRY =M </COUNTRY =

< IDEMTIFICATION >
<BOOKINGS_DETAILS >

<PASSENGERID » 12345678 </PASSENGERID »

<GUESTDETAILS xmins:xsi="http:/fwww.w3.0rgf2001/XMLSchema-instance” xsi:schemalocation="http: [y
\CPathak'\Desktop!07-Apr-20 10\GuestHistory, xsd” xmins="http: /fwww. foruise, comfschemas Flonsol [DataSetGuestHistory. xsd ">

w. foruise, com fschemas FConsol DataSetGuestHistory.xed C:\sers

Figure 1-125 - Guest History Raw XML tab

1.15. Loyalty/T

racklt Tab

Loyalty/Tracklt tab provides user a quick overview on the loyalty program the
passenger is attach to, and items that were confiscated or returned during
embarkation/disembarkation, and the confiscated items are managed in TrackIt

module.
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[ Guest Info T Disc,Route,Pkg T Invoice: 235.30 T More Guest Info T Service Info T Activity Viewer T Revenue Analyzer History
Credit Cards T Comments T Other Info T Travel Documents T Custom Info T Guest History T Loyalty/ Track It

Card Number VIP Title Last Read Point Balance _|Point Balance VIP Card Expiry Date

Confiscated Item
Item Ty Item Name |Date Colected Store Location

iq Beers 17/02/2016 11:30:12 |STORE ROOM 2
Sharp Objects |scissors | 17/02/2016 11:30:12 |STOREROOM 1 |

1.15.1. Loyalty Assignment
Passenger may sign up a loyalty program through the course of the voyage and
information such as loyalty card number, points balance, personal details are stored
in this tab.

—Lovyalty Program Information

VIF Title: S VIP SUPERVIP

Card Number: I Card Expiry Date: |1?;'02,|‘lea

Points Balance: (5000 Points Last Read Date: |

—VIP Information

Surname: IDQE

Faorename: IJohn Birthdate: |1?I02}1956

Tel No.: |+1 158 15464564 Postcode: |

Address 1: I

Address 2: I

Address 3: I

City: I Country: IUS United States vI State: IFL Florida{lUs) vl

—Document Information

Document Type: { Passport {* National ID

Document Mo: 3232321321 |zzue Cauntry: I (not applicable) ;I

—Remarks

Figure 1-126 - Loyalty Program form
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Adding/Editing a Loyalty Program

1. In the Loyalty/Tracklt tab, click Add to open the Edit Loyalty program form.

2. Fillin all relevant information’s using the drop-down list or manually enter
them.

3. To edit existing information, select the line item and then click Edit and then
update the information.

4. Click Save to save the information.

1.15.2. Confiscated Item

Movement and storage location of the confiscated items are displayed in the
following section and records are updated:

=  When a confiscated item is returned or checked-out temporarily to the
passenger, system remouves the record from Confiscated Item section.

=  When a confiscated item is checked-in by the passenger, then the system
inserts a record in the Confiscated Item section.

Confiscated Item

Item Type |Item Mame [Date Collected Store Location
p |ALHOCOL [LIQUOR 13/7/2015 3:35:55 PM} [BAR

Figure 1-127 - Confiscated item storage location shown in Guest Handling

1.16. Renew Reservation Function

Instead of making a new reservation for passengers that has checked-out, a
reservation can be renewed using the guest historical data.

1. Navigate to the Check Out tab in Search Panel.

By default, the date is set to System Date. Change the date to the passenger
checked-out date.

Mame/Doc 1 - Show Embark
Ma/Cabin Dates

Date
Show
Party

3.  Enter the passenger’s Last Name or use the alphabets tab to search for the last
name by alphabet. Selecting ALL tab will list all passengers departed on the
date specified.

4.  Click the Re-New Reservation located at the bottom of the Guest Handling
screen.

5. At the New Guest Reservation prompt, select Yes to renew the reservation.
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MNew Guest Reservation £

@ Make a new reservation for this Guest?

6. Click Edit Information to change the expected arrival date, if required.

1.17. Express Reservation Function

The Express Reservation function within Guest Handling enables user in creating a
quick reservation using a simplified Reservation Form. Refer New Reservation
Function for further information of the field descriptions.

Checked-In

- Mame i Travel Information  Agent Information

Surname John Doe Embarkation Date W Agent Id I

o= Embarkation Port | Portland Maine LI Reservation Id I

Middle Initial Disembark Date  |13/08/2016 I Booking Id I

Salutation Disembark Port {not applicable) ~l

Other Mame Cabin [woz j

Other First Name l—

VIP I(nut applicable) LI —Other Info .
Permanent Resident Id l—
Rovyality No@ |—

~ Passport Information

Document Image Acquired (Only visible from supported Passport Reader)  Other Info |

Passport No

Issue Date J

Issue Place

Issue Country | (not applicable) LI

Expiry Date | [0

Birthdate [ozjo1/1990 |

Birth Place

Mationality IT Italy ~|
I

Gender | % Female " Male |

National ID I

Documents [~ Checked I~ Collected

Swipe Passport |

Figure 1-128 - Express Reservation form

Creating an Express Reservation

1. Click the New Reservation locate at the bottom of the Guest Handling screen to
open the Express reservation form.

2. Enter all relevant information's into the form and update the embarkation /
debarkation date.

Note: The Embarkation Date on the form is set to current System
Date by default.
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3. Click OK to save the reservation.

1.18. Get Credit Cards Function

Get Credit Cards enables users in updating the passenger credit card details by
swiping the card through the magnetic card reader.

1.18.1. Updating Credit Card Details

1. In the Search Panel, search for the passenger record, then click the Get Credit
Card locate at the bottom of the Guest Handling screen to open the blank Credit

Card Entry form.
Credit Card Entry
Card Details
MNumber: Credit
Card
Expiry Date:
Owner:
Use the card to pay for the following invoices :
-
-
-
- r
B 7
Manual ‘ QK ‘ Cancel ‘
|Flease swipe credit card |

Figure 1-129 - Credit Card Entry form

2. At the blank Credit Card Entry form, swipe the credit card through the magnetic
card reader, and System will auto populate the credit card details on screen.

Credit Card Entry

Card Details

EUROCARD
Number:  >SOMKERADOGRRE004 m_@
Expiry Date: 0320
Owner: MASTESTCARDMOOTEM
Use the card to pay for the following invoices :
-
-
-
- | setspending Limit | |
o 7

Manual ‘ oK ‘ Cancel ‘
Credit Card Accepted

Figure 1-130 - Setting Credit Card Spending Limit
3. Select the Set Spending Limit to enter the credit limit of the card.

Manual Update of Credit Card Details
1. At the blank Credit Card Entry form, click Manual.

2. Manually enter the card information - credit card number, expiry date and card
holder’s name, then click OK to save.
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Credit Card Entry
— Card Details
Nmber: | Credit
Card
Expiry Date: I
Cwner: I
Use the card to pay for the following invoices :
¥ Al Invoices
[ Invvedice 1
I Invvcice 2 o
I Irveoice 3 I~ set Spending Linmit
[ Invaice 4 ¥ Make this card active
Swipe | QK Cancel
| |Please enter card number

Figure 1-131 - Manual Credit Card Entry form
3. Click Yes at the CC-Check prompt to update the credit card details onto the guest

account.
CC-Check 28

This will save CC Mo.xsomooone 3004 with guest:
Iastestcardnl076/M,

4. Stored credit card details are viewable in Credit Card tab.

[ Comments T Other Info TTraveIDocumentsT Custom Info T Guest Histary TLoyaItyfTrackIt]

Guest Info T Disc,Route,Pkg TPre-Invoice: D.DDT More Guest Info T Service Info T Activity Viewer T History T Credit Cards

MASTESTCARDNOOZS/M N

[« I i
Signature Captured
Print Receipt View Authorizations Activate Card Set Card Limnit
Rernowe Card Ianual Incrernent Deactivate Card Enrcll Parcellado
r Reward Cards
Active |Card Mumber |Exp Date |Card Qwner
View Authorizations Inguire Points Redeern Points Restore Points

Figure 1-132 - Guest Handling Credit Card tab
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1.18.2. Capturing Signature

If a Signature Capture device is installed, a sample of the guest signature will be
stored in the Credit Card tab.

Storing Sample Signature
1. Repeat steps 1 -3 of the above.

2. Sign on the column provided in the Signature Device, press Confirm and then
Capture Signature to save the signature against the passenger credit card record.

(% [ == 1( o~ )

Piease Sign below to Accept the Charges

Cradit Card Diclaimar, Secure by Master Card

Figure 1-133 - Sample signature on Signature Capture device

3. Stored credit card details and signature are viewable from Credit Card tab.

[ Guest Info T Disc,Route,Pkg T Invoice: 0.00 T Maore Guest Info T Service Info T Activity Viewer TRevenue analyzer History
Credit Cards T Comments T Other Info TTraveI Do:umenisT Custom Info T Guest History T Loyalty Track It
— Mumber of Cards Registered : 1

Active Invoice |Card Type Card Number Exp Date |Card Owner Parcellado Limits Signature Ex
Master Card FEEEErEssEagn04 0320 MASTESTCARDNOOZGM M Mo Limit

Print Receipt View Authorizaticns Activate Card Set Card Limit

Remove Card Manual Increment Deactivate Card Enroll Parcellado

— Reward Cards
Active |Card Mumber |Exp Date |Card Owner

View Authorizations Inquire Points Redeem Points Restore Points —

Figure 1-134 - Credit Card Tab - Stored Signature

130 Guest Handling



1.18.3. Registering Multiple Credit Card

Multiple card type maybe stored for ease of settlement and is particularly useful
when guest decide to settle part of their invoices invoice using certain card at the
end of the voyage.

1. Repeat steps 1 - 3 of Updating Credit Card Details.

2. System will prompt for confirmation that there are more than one card being
registered. Select Yes at the CC-Check prompt.

CC-Check |L1

% Other cards registration found,
' Would you like to register and ACTIVATE this card instead?
This will save CC Mo, 4929498311405001 with guest: Dog, John Mr

Activating Credit Card for a Particular Invoice
1. At the Credit Card tab, select the card to activate, and then click Activate Card.

@ Activate Credit Card -

CardMo: *===ssss==s=gnn4

|Ise the card to pay for the following invoices
[ All Invoices

4 Invoice 1

[ Invoice 2

[ Invoice 3

[ Invoice 4

Activate

Figure 1-135 - Activating Credit Card by Invoice

2. Select the invoice at the Activate Credit Card prompt and click Activate to
activate the card.

3. The chosen invoice is shown under Invoice column and the card is set as Active.
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[ Guest Info T Dlsc,Route,PkgT Invoice: 0.00 TMDreGuestInfUT Service Info T Activity Viewer TRevenueAnaIyzer History
CreditCardsI Comments T Other Info TTraveIDocumentsT Custom Info T Guest History TLoyaIty'fTrackIt

— Mumber of Cards Registered : 3

Remove Card Manual Increment Deactivate Card

Active Invoice |Card Type Card Number Exp Date |Card Owner Limits Signature Exist
= aster Card 5004 0320 A ARDMNOO7EM Mo =
‘fes 2,34 American Express  [eeeeeeseess 1739 |1220 TESTAMEX/DISMEY INT |Mo Limit ‘es
Na | 34 [usa i — 5001 [0320 |BMSTESTCARDME 762, [Mo Limit |ves
| |
Print Receipt View Authorizations Activate Card Set Card Limit

~ Reward Cards

Active |Card Number |Exp Date |Card Owner

View Authorizations Inguire Points

Redeem Points

Restore Points

Figure 1-136 - Multiple Credit Card Assignment

1.19. Check In Function

Passengers joining the cruise are required checked-in to the System prior to boarding,
and these reservations are categorized under Expected tab.

1. Retrieve the reservation from the Search Panel, Expected tab and then click
Check In located at the bottom of the screen.

2. At the Check In prompt, select Yes to check in the reservation and print keycard

at the same time.

[x]

Check-In

% Checkin guest:
Daoe Jane Ms

10000
¥ 10000

Check-In

Check-in Done
Print Keycard

[x]

Figure 1-137 - Check In prompt

1.20. Check Out Function

At the end of the voyage, all guest account must be checked-out from the System.
This is to ensure all accounts are in balance before performing a System Cruise

Change.

1. Retrieve the reservation from the Search Panel, Check In tab and then click
Check Out located at the bottom of the screen.
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2. At the Check Out prompt, select Yes to check out the reservation.
Check-Out ES

"-.I Check out guests:
) 10000

D000 DoeJane Ms

Figure 1-138 - Check Out prompt

3. If the account is unbalance, System will prompt for invoice to be settled before
proceeding. Click OK to return to the guest account.

Check-Out -

Unbalanced Invoice
Check Out not DOMNE

Refer Pay Invoice section for steps to settle an account.

1.21. Print Boardcard Function

The Print Board Card function enables user to print a copy of guest board card if they
are not printed earlier, and these cards is printable from the Guest Handling screen.

1. Retrieve the reservation from the Search Panel and then click the Print Board
Card located at the bottom of the screen.

2. At the Print Board Cards prompt, select Yes and System will save the board card
number under Guest Info tab.

Print Board Cards 2

| Do you want te print a copy of the existing card?

(please note that the new card will have the same charge code
and deor lock code so it will net invalidate the previcus charge card
nar doaor card}

Figure 1-139 - Print Board card prompt

Guest Handling 133



RMU Remote Update: Mo
Shore-Res. ID:

Shore-G. 10
Frequent Mo:
Folio Mumber: 1052954
10:
BoardCard Mo: 9342000101772400

reqgenerate Mumber:
External Reservation ID;

Figure 1-140 - Boardcard number in Guest Info tab.

Note: The process increases the Board Card number shown in
Guest Info tab, and last digit of the board card denotes the number
of times the board card were re-printed. The first printed card
always end with 0.

3. Inthe Print Board Card Reason prompt, select the reason from the drop-down
list, and then press OK.

4. Status of the printed card is reflected in the Batch Board Card Printing screen. If
the card status is Failed, click Reprint All failed print job to reprint.

Batch Printing Status

Reprint Al
failed print job

Printing Board Card 1 of 1.

Figure 1-141 - Batch Board Card Printing

Note: Check the Interface or Printer connectivity if the board card
failed to print.
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1.21.1. Printing New Board Card

During a cabin move or when guest extend their stay, a recode of board card is
required and such card is printable from Guest Handling, Other Info tab.

1. Retrieve the passenger reservation from Search Panel and then navigate to Other
Info tab.

2. Click the New Board Card and select Yes at the Recreate Cards prompt.
Recreate Cards *

[9] Are you sure you want to recreate the cards for Doe, Jane Ms?

3. At the Print Board Card Reason prompt, select the reason from the drop-down
list, then press OK to confirm.

1.21.2. Resetting a Board Card

For lost cards, a change of lock combination for the cabin is necessary, and this
process will re-assign a new board card number to all occupants of the same cabin.

1. Retrieve the passenger reservation from Search Panel and then navigate to Other
Info tab.

2. Click the Reset Board Card and select Yes at the Recreate Cards prompt.
Recreate Cards \LI

I "y 1 Are you sure you want to recreate all cards for Cabin that the guest
L' occupies?

(this will invalidate all charge and deor information on all cards
for all pecple in the Cabin)

Figure 1-142 - Recreate Board Card

Note: This process will invalidate all previously issued cards.

3. At the Print Board Card Reason prompt, select the reason from the drop-down
list, then click OK to confirm.

4. At the Batch Board Card Printing prompt, click Close if the card is printed
successfully. Otherwise, repeat the above process.
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1.22.

1.22.1.

Change Cabin Function

During the course of stay, the cabin may become unavailable due to defect, guest
may decide to move to a bigger cabin or prefer to have cabin closer to their
family/friends. Such occasion requires a cabin change, and depending on the policy
and procedures set forth by the Ship, a cabin change may be chargeable.

A cabin change can be perform from different avenues, either using the Cabin
Change function, Edit Information or Edit Express Reservation function. Further
setup is required if a fee is applicable for cabin upgrade and these are setup in
Administration, Financial Setup, Stateroom Upgrade Prices module.

Changing a Cabin with Cabin Change function

When a cabin change is chargeable, it is best to perform the task using Cabin Change
option in Guest Handling function. Setup such as Financial Department, General
Change Reason and Database Parameter must be in place in order for the charge to
be posted. Refer FC Administration, Stateroom Upgrade Setup for more details.

1. Look up the guest account in Search Panel, then click the Change Cabin at the
bottom of the Guest Handling screen.
2. System will prompt a pre-configured Cabin Upgrade Price Calculation table.

= Cabin Change
Cabin Information
Qld Cabin 10002 CAT.01 Suite Cat.01

Mew Cabin Iij

Mumber of Guests |1

Selected Guests |1

Embarkation Im Dis-Embarkation ,m

Reasons for Change

Price Calculation

Category Sortin| Upgrade Price | Max, Persans
Suite Cat.03 1 60.00
Suite Cat.02 40.00
Suite Cat.01 20,00
Veranda Suite Cat.07 100.00
Veranda Suite Cat.06 50.00
Veranda Suite Cat.05 60.00

L

0| n | | L R
L | L L

Post Upgrade Price To

Figure 1-143 - Cabin Change function

3. Click the “?" beside New Cabin field to search for a new cabin.
4. Inthe Cabin Availability screen, select date from/to, Deck, Category from the

drop-down list in the Search Criteria section, and then click Refresh to update
the availability grid.
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rAvailable Guest Cabins

|De13ils Deck | Cleaning Status | Total Berth | Available Berth E‘
Penthouse Deluxe Suite Cat.08 DECK10

Penthouse Deluxe Suite Cat.03 DECKw | ob | 3 |
1005 |Penthouse Grand Suite Cat.03 DECKw | ob | 3 |
1010 |Penthouse Grand Suite Cat.03 DECKW | ob | 1 |

Penthouse Grand Suite Cat.03 DECKIo | ob | 3 |

1016 SPA Suite Cat. 10 DECK10 VC 3

SPA Suiite Cat, 10 DECKI0 | o | 3 |
SPA Suiite Cat. 10 DECK10

r Search Criteria

0D = Occupied Dirty

(M| Connected OC = Occupied Clean
Date From : |29,|f01,|f2015 ':I [BaL Balcony VD = Vacant Dirty

Date To : 01/02/2015 _~ [JBUT Butler Service VC = Vacant Clean
Deck : all []€oM  Connecting Door

Category : All Count : 30

Show Deck Plan

Figure 1-144 - Cabin Availability screen

5. Select the desire cabin by highlighting the cabin number, and then click OK to
confirm.

r~ Cabin Information
Cld Cabin CAT.01 Suite Cat.01

INew Cabin
umber of Gues
Selected Guests

Embarkation IZ‘JIO 1/2015 Dis-Embarkation |02,1‘02,’2015

— Reasons for Change

IHequest for cahin close to 10005

r Price Calculation

&0.00

Suite Cat.01 | 3] 20.00]
veranda Suite Cat.06 | s 80.00

—Post Upgrade Price To

Guest: Doe, John Mr
Sub Department Code: 1010

Figure 1-145 - Cabin Change price calculation
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Note: System automatically calculates the upgrade price based on
the selected category, and in this instance, the guest is moving
from Cat.01 to Cat.03 and chargeable price is at $100, a total
comprises of Cat.02+Cat.03.

6. In the Reasons for Change prompt, enter the reason of the change in the free text
field.

7. Click Yes at the Cabin Change prompt to confirm and this will then post a charge
to the guest account.

Invoice

Purchased: 100,00 Paid: 0.00 Package Balance: 0.00
Credit Limit: MR Mon-ref, Balance: 0.00

ais epnaris Diep|
29/01/2015 [1010C

eh
100.00

ans, 10
14118836 A

oulBuve
abin Upgrade 0.00 |Doe John

KN — 2
All Invoices 1.Invoice 2. Invoice 3.Invaice 4.Invoice Package
100.00 | 100,00 0.00 | 0,00 | 0.00 | 0,00
o Criteria Ttem - Package |
e Discounts Discounts | Mo Print | | Status
Close Mave & Set Credit ) ) ) )
Postinas | Route | Limit SESRERTIE | | [ Hice Closed Pasting

Figure 1-146 — Cabin Upgrade charge posted to guest account

1.22.2. Changing an Assigned Cabin

When the assigned cabin for the guest becomes unavailable at the point of check-in,
user is required to re-assign another cabin for the guest. In such instances, the cabin
change are done by editing the reservation.

1. Look up the guest account in Search Panel, then click the Edit Information in
Guest Info tab.

2. Under Edit Guest Information form, Travel Information section, click the “?’
beside the Cabin field.

3. In the Cabin Availability screen, select date from/to, Deck, Category from the
drop-down list in the Search Criteria section, and then click Refresh to update
the availability grid.

4. Select the desire cabin by highlighting the cabin number, and then click OK to
confirm.

5. In the Reasons for Change prompt, select the reason of the change from the
drop-down list, then click OK to save the changes.

6. Click OK on the Edit Information form to save the cabin reassignment.
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1.22.3. Assigning a Cabin in Edit Express Information

At the point of creating a reservation using Express Reservation, a cabin number may
be assigned to the guest and the process is identical to changing a cabin with Edit
Information.

1.23. Messages Function

There may be occasions that guest are to be notified pertaining to their reservations,
tour arrangements or inquiries by means of leaving a message in their cabin. These
messages are not only presented in hard copy, it can also prompt on screen at the
Gangway, Internal Gate or Immigration Gate when scanning the guest board card.

3 Messages for Parker, P = = -
Current Message
Taken when |Sender Sender Memn i
03/12 11:25 Mary Jane
03/12 11:24 |Enter Sender name her Message Please contact ABC at 123456789
Taken by A
When 12/03/2015 11:25:34
Printed when 12032015
Delivered by
Delivered Mods Deliver at Advance QCI Wizard
Acknowledgement User Acknowledge with log
Delivered ‘ Print ‘ Light Off ‘ ‘/@\'
W
Delete Message | Edit Message | New Message Close |

Figure 1-147 - Message Form
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Table 1-17 - Field definitions of Message form

Field Description

On/Off Message light indicator.

Printed Indicator whether message has been printed.

Taken When Date/Time message were entered.

Sender Sender's Name enter.

Message Content of the message.

Taken by User who enter the message.

Delivered by User who deliver the message.

Delivered Mode Location of where to prompt for message delivery, either at
Advance QCI Wizard, Gangway, Internal Gate, Immigration
Gate or none.

Acknowledgement | Type of delivery acknowledgement, either by User, Manager or

none.

Delivered button

Sets the message status to/from delivered.

Print button Print selected message.

Light On/Off Sets on/off phone message light in cabin.

Delete Message Remove message from passenger account.

Edit Message Edit message content and/change delivery mode.
New Message Creates a new message.

1.23.1. Creating / Editing a Message

1.

Look up the guest account in Search Panel, then click Message located at the

bottom of Guest Handling screen.

On the Message form, click New Message to create a new message or Edit

Message to edit an existing message.

Enter the Sender’s name and message content in the respective area.
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5 Message Details - |B -

sender

Enter Sender name here

Message

Enter message content here

Delivery/Acknowledge

Delivery I'~’Iode|l3 - Mo Delivery

Lo Lo

Acknowledge [0 - Mo Acknowledge

Cancel ok ‘

Figure 1-148 - Message details form

Select the Delivery and Acknowledgement Mode from the drop-down list, then
click OK to save.

New Messages entered will set the message light to On automatically and this
setting is controlled by Parameter, General, Message Light On.

To edit a message, click Edit Message, then edit the content and click OK to save
the changes.

System will place a check mark in the Message tab as an indicator for
undelivered messages.

1.23.2. Delivering/Undo Delivery of a Message

1.

Look up the guest account in Search Panel, then click Message located at the
bottom of Guest Handling tab.

On the Message form, select the message to deliver, then click Delivered to
confirm delivery and System will insert the delivered by, date/time.
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Current Message

Sender Mary Jane
Message Please contact ABC at 123456739
Taken by A
When 12/03/2015 11:25:34
Printed when 12/03/2015

| Delivered by Af12/03/2015 12:27:03 |
Delivered Mode Deliver at Advance QCI Wizard

Acknowledgement  User Acknowledge with log

Delivered ‘ Print ‘ Light Off "{@\'

Note: This process does not turn off the message light
automatically. User is required to manually click Light Off to
reset the message light.

3. To reset the message delivery to undelivered, click Delivered and select Yes at
the message prompt.

Messages £t

| Set messages as not delivered

1.23.3. Deleting a Message

1. Search the guest account in Search Panel, then click Message located at the
bottom of Guest Handling tab.

2. On the Message form, select the message to delete, then click Delete Message.

3. At the Delete Message prompt, select Yes to confirm deletion of the Message or
No to return to earlier screen.

Note: Once a message is deleted, it can not be undone.

1.23.4. Printing a Message

1. On the Message form, select the message and then click Print.
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DEMO
Passenger Message

Parker, P

Print Date : 12/03/2015

DATE:

SENDER:

Print Time : 15:32:24

12/03/2015

Marv Jane

Please contact ABC at 123456789

Figure 1-149 - Sample Printed Message

2. The indicator in Printed column will then switch to Yes, and the date the
message were printed in shown in the Message Grid.

onf |pa " ~
off Printed |Taken when Sender J
On [Yes 03/12 11:25 Mary Jane
’ O 0 0 9 Enter Sender name here
Taken by A
When 12/03/2015 11:25:34
| rinted when 12/03/2015 |

Delivered by

Delivered Mode

Acknowledgement

Deliver at Advance QCI Wizard

User Acknowledge with log

1.23.5. Turning Message Light On/Off

Message light is automatically turned on as an indicator to the guest that there are
messages for them. If the message function is used as internal messaging, it is best
not to set the message light on when creating a message and this is managed in

Parameter, General, Message Light On.

1. On the Message form, select the message and then click the Light On/Off.

2. If the message light is:
On: The light bulb is illuminated and clicking Light Off will turn off the

light.

Off: The light bulb is dimmed and clicking Light On will illuminate the

light.

Guest Handling
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Current Message

Sender Mary Jane
Message Please contact ABC at 123456789
Taken by A
When 12/03/2015 11:25:34
Printed when 12/03/2015
Delivered by
Delivered Maode Deliver at Advance QCI Wizard
Acknowledgement User Acknowledge with log
Delivered Print Light OFf -}@;

Figure 1-150 - Message Light function
3. Clicking Light On/Off triggers the indicator for all message in the Message grid.

1.24. Express Edit Information Function

Express Edit Information function enables user in editing the basic Reservation
information’s as display in Express Reservation function.

1. In the Search Panel, search for the guest account, then click the Express Edit
Information located at the bottom of the Guest Handling screen.

2. Update the relevant information on the Express Reservation form and then click
OK to save the changes. Refer New Reservation Function for further information
of the field descriptions.
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2.1.

2.

System Accounts

System Accounts is a repository account mainly use for postings that does not impact
any of the passenger’s account, for example Cash postings from an outlet, Ad-hoc
purchases, Crew signing privilege or as an adjustment account. These accounts does
not have a check-in/out date, and can be easily set to ‘Inactive’ when not in use.

[ System Account == |EEn =
View
A T P T Invoice 0.00 L Discounts &Rautng 1 Crecit Cards T Revenue Analyzer
Sortby Voyage System Account
& Account € Name Y — EreditLinit A Voyage Opening Balance: 0.00
e lowed [ - [ Toate [Department[ credt]  pebit] piscount| vatTax[pos-Discou[uyer [LastPayer [ rens.pfchecks  Juser Gross| A
2051 2 e & Compilan BAR (21.50%)
1% e & Complain CITC 100%
205% 1 BAR 21.50%
20551 Trattament Passegger CITC 100%
20600 Captai's Party
1610 Bouvette mbarco pax
20630 5 0n Board
21000 Ttalcatering Phone:
[ 210w D
1030 2 ‘ar Last Day Cash
[ 20w @ i
| 21100 7] hop Phone
[ 210 7) rop Photocopy
120 % hop Last Day Cash
| 21200 [¢] ea n Phone
| 212w 2 eauty Salon Photocopy
1220 R cauty Salon Last Day Cash
| 21230 ¢) repaid SPA booking
| 210 @ asno Phone
im0 2 [Casino Photocony
1320 i Casino Last Day Cash
| a0 asino Gross Income
[ 21400 otoshop Phone
110 otoshop Photocopy v
120 otoshop Last Day Cash « 2l
|2 Photo Allinveices Lnvoice 2Invoice 3.Invoice 4Invoice
[ 21500 ecurity Phone
[ 21510 ecurty Photocopy
= = = I = = =
| 21600 + Auction Bar consumption
| 21601 -asinb Bar Consumption
[ 2102 eauty Salon Bar consumptin 6L Account: =
1603 hotoshop Bar consumption
|20 on L
[ 2o
1500 2
| 22000 ystem Account - Balance Account
210 AL G Fepid D I e O I I
22300 ysten Account -Disc Template
250 ystem Account - TEST disc templ
22500 ystem Account - Package Flan
0010 ge Commission . Inserthiew ‘ Change ‘ Delete ‘ Print Invoice: | Pay Invoice | Get Credit Card Print Goard Card Close

Figure 2-1 - System Account

In the System Account Main screen, accounts are filtered by All, Active Accounts or
Inactive Accounts, sortable by Account/Name or Voyage.

View
{+ Al

Sort by

" Account

" Active Accounts

(" Inactive Accounts

Voyage

{* Mame

|'u'ietnamﬂ-|0ng KongMacau

Account Mumber

Posting Allowed

Description

8110

Prepaid Bar

20530

.

Prepaid Bar

20531

[

Prepaid Bar - Inventory

8112

Prepaid Excursion

20550

&

Prepaid Excursion

Figure 2-2 - System Account filters

Creating a System Account

1. Launch the Management module, and then select Cashier, then System
Accounts from the drop-down menu.

appear as “‘Active’ in account list.

System Accounts

In the System Account screen, select Insert New.

Enter the information for the account and then click OK to save. The account will
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&5 System Account Entry H

Account Mo |_0..:..:. 10

MName |Currency Exchange Commission

[ Payment by Credit Card

Payment |QDEI 10 Cash Exchange Commission

=l
Access Priv | MNe privilege required ﬂ

[v Posting Allowed POS Room ID:

[ Post to Next Cruise on embarkation date

Disc Template | (not applicable)

GL Account | ° |

oK Cancel

Figure 2-3 - System Account Entry form

Table 2-1 - Field definition of System Account Entry form

Field

Description

Account No

User Assigned account number

Name System Account Name
Payment by Credit Card | Enable credit card payment type
Payment Payment type linked to Department Codes in Financial

Setup

Access Priv

Privilege level allowed to access the account.

Posting Allowed

Sets the account Active/Inactive.

POS Room ID

Assigned Room ID for MICROS POS.

Post to Next Cruise on
embarkation date

Enable posting of charges into the next Cruise when the
account is balanced.

Disc Template Linked to available Discount template and apply the
discount when the posting added is a department code
listed in the template.

GL Account Link the transactions to designated GL account. Require

Parameter: General, Enable System Account GL
Setting.

2.2. Changing Information of System Account

Information of the System Account may be changed by selecting the account from the
Account list, then click Change at the bottom of the screen, and then click OK to save.
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2.3.

2.4,

2.5.

Deleting a System Account

To delete the account, select the account and then click Delete located at the bottom
of the screen.

Note: An account can only be deleted when there are no postings
linked to the account.

Posting a Charge to System Account

Posting a charge to System Account is similar to Add Posting in Guest Handling.
Refer to Invoice Tab section on how to Add, Void, Move and Route posting, Pay and
Print an invoice, and other posting related function.

Enabling Posting to Next Cruise

Postings to System Account may be posted into future cruise by checking the ‘Post to
Next Cruise on embarkation date’ in the System Account Entry form.

1. Retrieve the guest account from the Search Panel, then click Add Posting in the
Guest Handling window.

2. On the Add Postings form, select the Financial Department from the drop-down

list or use the Search option to search for a department code.

Department: | Search

{duplicate selected posting j

Code Description ~ J ~
(duplicate selected posting) J J

1000 Cruise package

10000 SHIP DAMAGE

1010 Cabin Upgrade

1011 Cabin Change

2000 Buddha Bar

2010 Casino Bar

2020 Capri Bar

2030 Caffé del Mare

2040 Pasha Club Discoteca
2050 La Terrazza

2000 Manhattan Bar

2070 Shelagh's House Irish Pub
2020 Sinfonia Lounge

2020 Le Barogue o

Figure 2-4 - Add Posting Financial Department selection

3. Insert the Value, Check Number and select the Invoice number to post, then

click Add. This transfers the posting to the Postings List at the bottom right of
the screen, enabling you to post more than one charge.
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4.

— Posting
Account Department: | Search
I I 10000 Doe Jane LI I (duplicate selected posting) ;I Add
advanced | Department Amount| ~
p | Telephone 15,00 _I
™ Clear fields after adding to postings list Telefax 0.00
= - E-mail 0.00
Additional Information Cren Connaction 0.00
Check Number: | G5M Onboard 0.00
Call Charge 0.00
5 =1
Erver I Call Charge Discount 0,00
Server =2 | Call Charge Service Charge 0.00
Number of People: I
Invoice Number: [ 1 2 3 4 | v
Comments: | Sub Total: | 15
— Postings List
|acc. 1D [Acc, Identifier |Dept. 10 |Dept. Details Amount | e
10000 Batch Count: I
10000 Doe Jane Telephone
Current I 2
Batch Total: I
Current Total: 20.00
h Post |

Figure 2-5 - Adding a charge

Item count increases automatically when the posting is more than one.

— Postings List
- - - Totals
Acc. ID |Acc, Identifier Dept. I |Dept. Details Amount | -
10000 Doe Jane 3070 Miribar 5 Batch Count: I
10000 Doe Jane 8100 Telephone 15

Current I 2

Batch Total: I
CurrentTmﬁl:l 20.00

Past

Figure 2-6 - Add posting count
Click Post to finalize the posting.

At the Make Posting warning prompt, select OK to proceed posting the next

cruise.

Are you sure you wish to make this posting?

¥You have selected an in-transit account and Fidelio Cruise will record

this transaction under the next system cruise!

Figure 2-7 - Posting to future cruise warning prompt

Note: Posting will not appear in Invoice tab until System Cruise

Change is performed.
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2.6.

Applying Payment to Next Cruise Posting

When applying a payment to future cruise, the account must have ‘Post to Next
Cruise on embarkation date’ checked, otherwise payment will be posted to Current

Cruise.

1. In System Account Invoice tab, select Pay Invoice.

2. InInvoice Payment screen, the “Enable System Account to post to future cruise
on Embarkation date after full payment’ is checked.

Z)

Invoice Payment

Payment

Amount:
Motes:

Inwvaice Mo:

LS o185 Prepaids|

Ll

10.00 UsD

v Invoice 1
¥ Invoice 2
IV Invoice 3
¥ Invoice 4

[+ Change due enablad
[+ Disable Posting Automatically

-

v

Enable System Account to post to
future cruise on embarkation date after
full payment

=

Caloulation
Package Plan Credit:

Mon Refundable Credit:

Current Balance: 10.00

Received Amount: 10,00
Commission: 0.00

0.00
0.00

Due Balance: 0.00
Change Due: 0.00
Bay ‘ Pay & Print Cancel
Pay & Print Cash Receipt ‘

Figure 2-8 - Payment to Next Cruise

3. Click the Pay or Pay & Print to post the payment.

4. Under the Make Payment warning prompt, select OK to post payment into the
next cruise.

Make Payment

Are you sure you wish to make this payment?

/2% You have selected an in-transit account and Fidelio Cruise will record

this transaction under the next system cruise!

Cancel

Figure 2-9 - Payment to future cruise prompt

System Accounts

Note: If the ‘Post to Next Cruise on embarkation date’ is not
checked in the System Account Entry form, System will post the
payment into current cruise by default, and this may cause an

imbalance.
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2.7. Discount & Routing Tab

The Discount & Routing tab in System Account function is similar to Discount
handling in Guest Handling. See Disc, Route, Pkg Tab for more information.

2.8. Registering a Credit Card

The Credit Card registration process in System Account is the same as in Guest
Handling, Get Card Function. See Get Credit Cards Function for more information.

2.9. Setting an Inactive Account

An account can be easy enabled/disabled by un-checking the ‘Posting Allowed’ in
the System Account Entry form. An Inactive Account carries a Red Cross symbol in
the ‘Posting Allowed’ column in the System Account number grid.
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3.1.

3.1.1.

3. Groups

Passengers travelling in a group may be defined by assigning a group ID and group
leader. Apart from travelling together, these groups usually have a preset itinerary,
other special arrangements and a group billing account. These arrangements are
setup/ access via Management, Cashier, Groups drop-down menu.

#] FrontDesk Cashier Optins Security Apout Exit
Groups found: 10 [ Revenuepnalyzer | Custom Info T Group Members T MoreGowInfa |
= =
= Group Name: ~ Group Info | DicountsaRoutng || Tnvoice: 6,319.55 1 Ttinerary Planner 1 Credit Cards
% Cosmas Coach Tours I
£ CQUATOR 545 o N Group Status Travel Agency
N [ Group ID 012345 May Travel
— — Name FC NET GROUP Tower 1
EQUESTRETOUR SAS - Embarkation 05/08/2011/AGS10 MR Hudson Jmmy
E - o Disembark 31/08/2016/BBBGI May Street
g FAMILY'S PLANTOLR SR L. — Status Checked-n Las Vegas, LA 53654987
5] B o [ Members 7 us
5 = Tel.: +1800-887777777
S — Fax.:+1800-387777778
— | - E-Mail: huston @bb. com
: o
3 GROUP 011 [ Group Address Information Group Leader
g - @ 10, Apliu Street
g ‘LGRDUPK.W | Jm m Name EmbDate  [Disembark [PortFrom [por
= A ¥ [DOE, JorN 07/06/201% |11/06/201% |ATSEA
| |NEW GROUP - Kowloon,HK 78300
| . m HK
PIPPI TRAVEL SRL [
I c
®
— Group Bilng Address
= KN — |
ES
— Las Vegas, LA 671531 Remarks
s HK
. Payment/Custom Info
— Pasting Allowed ; Ves
<[ Payment : 9001 Cash
Bl New Reservation EditReservation | Cancel Reservation show Log ‘
= =
v
Check-Out | Print Board Card ‘ Reset Board Card | Pay Invaice | Get Credit Card
b I~ Show Emb.Dates
| Print Invoice ‘ Posting Status | Add Posting |

Fri'gure 341 V-Gi'aﬁp Handling )

Group Info Tab

Information’s pertaining to the group are entered through the Group Info tab.

Creating New Group Account

A group account containing a group ID, billing address, travel information and
payment type is created prior to adding its group members.

Groups
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— Account Identifier

Mame IFideIio Cruise Group
Group ID |117_7_3355

Group Type I

Group Leader I

— Address
Address 1 IFideIio Cruise, Inc.

Address 2 |5300 NW 33rd Avenue,
Strest ISuite 114

ZipfCity |33309 IFnrt Lauderdale
State IFIcrida
Country [US Urited States |

— Biling Address

Mame IFideIio Cruise Software GmbH

Street IEnrseIstrasse 16c

[ [az78s

City/State/Zip IHamburg

Country |DE Germany LI

— Travel Insurance

(not applicable) ;I

Description

Ins. Mumber

— Payment
[~ Payment by Credit Card

Payment |9001 Cash j

— Travel Agency

Mame Inmex Travel

Street IZDU Vesey Street

City/State/Zip INew Yark

Country U5 United States

Phone +1 111111111

Fax |

Salutation IMr

First Mame I:Ighn

Last Mame ISmiLh

E-Mail Ijsrniﬂﬂ @email, com

— Travel Information

Embarkation IEBIOEJZD 13

Port I{nnt applicable)

Debark 07/03/2015

Port I{nnt applicable)

Remarks

Additional
Remarks

Figure 3-2 - Group Information screen

1. Navigate to Group Info tab in the Group Handling screen.

Under the Group Info tab, click New Reservation.

3. In the Account Identifier section, enter the Group name, Group ID, group type

and then select the Group Leader.

5. In the Travel Information section, select the Embarkation/Disembarkation Date

Enter all relevant information in Address, Billing Address and Travel Agency.

and Port from the drop-down list, then click OK to save.

Editing a Group Account

1. From the Search Panel, select the Group Account and then click the Edit

Reservation.
2. Click OK to save the changes.

Cancelling a Group Account

1. From the Search Panel, select the Group Account and then click the Cancel

Reservation.



2. At the Cancel Reservation prompt, click OK to confirm.

Cancel Reservation

.
| |
k. ©

Cancel group reservation:
123 CX1111

Note: Once a group account is cancelled, information will not be
displayed nor searchable.

3.2.

Discounts & Routing Tab

Special billing arrangements for the group such as Routing, Discounts and Disallow
Department are set up in the Discount & Routing tab.

3.2.1.

Setting Up Group Routing

A routing may be set for the entire group members, or individually select from the

group members list.

[ Revenue Analyzer T Custom Info T Group Members T Mare Group Info W
Group Info | Discounts & Routing I Invoice: 0.00 T Itinerary Planner T Credit Cards B
Routing T Discount T Disallow Dept
Routing

0  Fidelio Cruise Group,

Pays for following guests

1002 Crawford, Andrew
Lee, Jones
Zhang, Joe

Chan, Kelvin
<

Done by: A
Reason:

1000  Cruise package
1000 Cruise package
8870  Service Charges
83871  Service Charges Posting
8872  Bar Service Charge

Delets Routing

Mew Routing :

Figure 3-3 Discounts & Routing

1.
2.

Navigate to the Routing tab with Discounts & Routing, and click New Routing.
In the Routing window, select the Invoice to route and check “All Group

Members’ to route all members, or click Advanced to select an individual.

Groups
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3.2.2.

3.2.3.

3.3.

r— This Person

|11223366 Fidelio Cruise Group, All Invoices

— Will Pay For

I Invoice 1 Invoice 2 I Invoice 3

Invoice 4

I I(.-'-\II Group Members)

v all Group Members I

=
Advanced |

What

[]18862 ‘Wedding Package Extra

8 Service Charges Posting
8872  Bar Service Charge
[718881 SPA Posting - Retail
[718882  SPA Posting - Treatment
[718883  SPA Posting - Wellness
[]18384  SPA Prepaid
[7]18385  SPA Package
[718886  SPA Service Charge
[(18891  Gift Card Posting
[T18892  Gift Card Collector
[718893  Gift Card Discount
[718894  Gift Card 2nd Posting
[718895  Gift Card Credit Posting
[18301  Prelievo Cambusa Beverage Chief Eng.
[18202  Prelieve Cambusa Champagne
[718303  Prelieva Cambusa Spirits
[718904  Prelievo Cambusa Tobacco

- When

[~ Show Reservations
[~ Actual Postings
[ Actual Payments

Figure 3-4 - Group Routing

3. Select the department code to route and when to route the postings by checking

the box beside the code.
4. Click OK to save the routing.

Setting Up Discounts

Discount set up in group account is identical to according a guest discount. See Disc,

Route, Pkg Tab, Fidelio Discount and Micros Discount for more details.

Setting Up Disallow Department

Disallow Department set up in group account is identical to guest disallowed
department. See Disc, Route, Pkg Tab, Disallow Department for more details.

Group Invoice Tab

Unlike the Guest Invoice, the Group Invoice tab has two tabs - Invoice and Closed

Posting, and all Closed Postings are displayed in a tab.

Groups



Functions within Invoice tab works exactly the same as Guest Invoice. See Invoice
Tab for more details.

[ Revenue Analyzer 1 Custom Info T Group Members 1 More Group Info )|
Group Info 1 Discounts &Routing || Invoice: 6,319.55 1 Ttinerary Planner 1 Credit Cards
Invoice L Closed Posting 1
Credit Limit: N Non-ref, Balance: 0.00
Discount| _Vat Tax|POS DiscoulBuyer Trans. D User Brutio|Chedk # ~
0.00 14120738 Inte 0 0
¥ [ 1 [FCMICROS, MICI 655
ewelery CNET GROLP | 14120724 |IFC/MICROS, MICl|
FCNETGROUP | 14120719 IFC/ABADINES
udcha Bar CNETGROLP | 14120701 |IFC/ABADINES
FCNETGROUP | 1412069 [FC/ABADINES
ewelery CNET GROLP | 1
FCNETGROUP | 141 .
Hospital CNETGROLP | 14111841/A =
ervice Charge: FCNETGROUP | 14104297/ 3421
CNETGROLP | 141042964 2340
FCNETGROUP | 14094141t 70.
CNETGROLP | 14034140t 17.
FCNETGROUP | 14094139t 127.
CNETGROLP | 14034136t E
FCNET GROUP | 14093080 A
CNETGROLP | 14033081/A
CNET GROUP | 14033083 A E
CNETGROUP | 13093076 |A .
FCNETGROUP | 14093077 A 2,
CNETGROUP | 14083193 | 0.
FCNETGROUP | 14079599 A 0.
v
I — i
AllInvoices 1Invoice 2.Invoice uInvoice 4.Invoice
6,319.55 | 5,309.55 | 10.00 | 0.00 | 0.00 |
Close Postings | Move &Route | Void | Criteria Discounts | No Print | Items Discounts | Hide NoPrints |

Figure 3-5 - Group Invoice tab

Itinerary Planner Tab

The Itinerary Planner tab displays the Excursion, Dining arrangements or any
activities available to the Group. These activities are configured in Administration
Module, Itinerary Setup.
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[ Revenue Analyzer T Custom Info T Group Members T More Group Info ]
Group Info T Discounts & Routing T Invoice: 0.00 I Itinerary Planner I Credit Cards

— Itinerary Booking

4| Sat,31Jan2015 [»| 12 13 14 15 16 17 18 189 20 21 |a
I

I I 1 1 I I I I I
High Tea
Indoor Games
Dinner

— l
Activities Packages | ﬂ | » I
— Filter Legend
Assignment: IScheduIed and Suggested ;l B 5cheduled Activites
[~ Fully Booked [N suggested Activites
I Open Activites
Event Type: [show Al =J|| —iting st

Figure 3-6 - Itinerary Planner Tab

Viewing an Available Itinerary
1. Navigate to the Itinerary Planner tab.

2. In the Filter section, select from the Assignment and Event Type drop-down list
the information to display.

3. Information are shown by date and hourly grid.

3.5. Group CreditCard

Registering a Credit Card in Group Account is the same as Guest Handling, Get Card
Function. See Get Credit Cards Function for more information.

3.6. Group Members Tab

The members tab lists all the passengers that are linked to the Group ID, and
member’s details are editable from this screen.
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3.6.1.

3.6.2.

[ Group Info T Discounts & Routing T Invoice: 0.00 T Itinerary Planner Credit Cards
Revenue Analyzer T Custom Info 1 Group Members If Mare Group Info
Cahin NUl Status| Embarkation Date Debark Date | Guest Name Group Leader
» 1002 RN 29/01/2015 05/02/2015|Crawford, Andrew v
1009,  Expected 03/022015 07/02/2015 | Chan, Kelvin v
Expected 03/02/2015 07/02/2015 |Lee, Jones
Expected 03/022015 07/02/2015 | Zhang, Joe

Edit Information

Figure 3-7 - Group Members tab
Table 3-1 - Field definition of Group Member tab

Field Description
Cabin No Passenger cabin number.
Status Booking status of the passenger

Embarkation Date

Embarkation Date

Debark Date

Debarkation Date

Guest Name

Passenger name

Group Leader

Group Leader of the group

1. Select the member name from the grid and then click Edit Information.

2. Edit all the relevant information in the Edit Information screen, and then click

OK to save and return to the group members’ grid.

Adding Reservation To Group Account

Reservations may be added to/remove from Group Account using ‘Add to Group’

and ‘Remove from Group’ function. Refer Add to Group and Remove from Group for

more details.

Assigning a Group Member as Group Leader

Member of the group may be assigned as a Group Leader, and System permits more

than one Group Leader.

To assign the passenger as group leader, check the box under ‘Group Leader’ column
in Group Member tab, or click Edit Information and select Group Leader in Other

Parameter section.

Groups
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3.7.

3.8.

3.9.

Other Parameter

[~ Resident [~ Mon-ndusive Guest Type
[ Airfsea operator [ Charge for Cheded-Out Calls
[~ Intoxication [~ Switch to Crew in Manifest

|~ Express Check Out [~ Stay overnight shoreside
||7 Group Leader I v allow Kiosk Chedk In

[ Completed Online Foarm

Figure 3-8- Group Leader Assignment

Custom Info, More Group Info, Revenue Analyzer
Tab

Refer to Custom Info Tab, More Guest Info Tab and Revenue Analyzer Tab for handling of
these tabs.

Checking In Group Account

A group account must be checked-in in order to route group members charges to the
group account.

1. From the Expected tab of the Search Panel, search for the group account.
2. Select the account and click Check In located at the bottom of the screen.
3. Select Yes at the Check-In Group prompt, and then click OK at the confirmation

prompt.
Check-in Group “

"-.I Check in group:
' 11223Fidelio Cruise Group
Fort Lauderdale, 33309 Florida

Checking Out Group Account

A group account can only be check out when the invoice is balanced.

1. Retrieve the group account from the Search Panel, Check Out tab and then click
Check Out located at the bottom of the screen.

2. At the Check Out prompt, select Yes to check out the account.

3. If the account is unbalance, System will prompt for invoice to be settled before
proceeding. Click OK to return to the guest account.

Groups



Check-COut -

Unbalanced Invoice
Check Out not DOME

Refer Pay Invoice section for steps to settle an account.
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4.1.

4.

Visitors

The Visitor function allows the Security Officer and Gangway staff to enter visitors
information, produce visitor passes and track whether the visitor is onboard or shore
side. This function is accessible in Management module, Cashier, Visitor drop-

down menu.
i § Visitors Setup = B
~ Selections
I~ By Vaidity Period From  [oor01s -] Visitor Info 1 Documents 1 Custom Info 1 Fulure Vists
To  |30/04/2018 - [~ Detals
Lastname:
[~ By Category [rere -1 First Name: Q
Other Name: Maggie
I~ By Type [Show All Types | Other First Name:
Salutation: e
1D Number:
search Netionatty: B5454654
: United States
- Row Count: 5 ::}:g g,:m; —
~ Birthday: 02/03/2016
Name Valid Or ctive irtnday:
|| Internal ID: 15/08/1380
Q 01515 |No No Visitor Type: 534200010 1328500
James 08/02/16 Posting Allowed: hamed
Q 013115 No Mo System Account: o
Maggie 03/02/16 Remarks:
QUAGLIO 05/09/12  |No No
STEFANIA 12/31/10
QUINTANA 05/09/12  |No No
LUCIANA 12/34/10
lQUIQUETO 050912 |No  |No
BRUNO 12/31/10
Live Picture Stored Picture
0
Take Picture
v
== g Enable Disable Posting Status P””i';:?’“’t dlose
New Edit Delete Print Card Show Log
v

Figure 4-1 - Visitor Setup screen

Adding New Visitor

1. Launch the function from Cashier, Visitor drop-down menu.

2. At the bottom of Visitor Setup screen, click New to open the New Visitor

Details form.
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Visitor Details

 Visitors Details —Document Snapshat (Visible only with supported document reader)
Last Name

First Name ¥ Save Document Image

Other Name
Other First Name
Salutation Ms

Passport/ID Number  |g5454554
Nationality US Urited States |

|
Valid From-Ta |31'r01';2015 L||°2f°3a’2015L|

Birthdate [* 15j08/1980 ¥

Visitor Category I HELP j
Vigitor Type & Named " Generic
System Account (Mone)

Remarks
¥ Assign as Visitor photo

Figure 4-2 - New Visitor Details form

3. Enter the Visitor’s name, passport ID and select the Nationality, Valid-From-
To date, birthdate and Visitor Category from the drop-down list.

4. Click OK to save the information.

4.2. Editing Visitor Information

1. Select the Visitor using the selection filters on the top right of the Visitor Setup
screen.

2. At the bottom of the screen, click Edit to open the Visitor Details form.

3. Edit the relevant information and then click OK to save.

4.3. Enabling/Disabling a Visitor

As Visitor account does not have a cabin assigned or required to be check in/check
out, the account is managed by setting the status as Active/Inactive in Enable /
Disable function.

1. Select the visitor name from the Visitor Account grid and click either Enable or
Disable.

2. At the Disable Visitor prompt, click Yes to proceed.

3. In the Visitor name grid, Inactive column, status of the visitor changes to
Yes/No, depending on the selected option.
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— Row Count: 1216

01/31/15

03/02f16

Figure 4-3 - Visitor Status

4.4. Changing Status to Onbhoard/Ashore

When a Visitor goes onboard/ashore, Security Officer is required to set the visitor
status as Onboard/ Ashore to ensure all visitors movement is registered and
accounted for.

1. Search the visitor name from the Visitor Setup screen.

2. Double click on the visitor name and select Yes at Change Status prompt.

@ Are you sure you want to change O status to onboard?

4.5. Scanning Travel Document

Visitors going on-board is not only required to be registered, their travel document
will also be scanned and stored in the System. See Travel Documents Tab for steps to
scan travel documents.

4.6. Adding Future Visit

Future visits may added to visitors who will be revisiting the Ship in the near future.

1. Search the visitor name from the Visitor Setup screen, and then navigate to
Future Visits tab.

2. Click New at the bottom of the screen, and then enter the future
embarkation/debarkation date in the Future Reservations window.
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Expected Embarkation Date

Expected Disembarkation Date

Figure 4-4 - Visitor Future Reservations

3. Click OK to save the reservations.
4. The saved dates will appear in the Future Visits tab grid.
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5. Gift Card

The Gift Card function allows the Cruise Operator to extend a pre-paid credit to its
passengers in the form of Gift Card. The Gift Cards may be offered to passengers as
consumer incentives, through promotional programs, or integrated into a reward
point program to increase sales volumes. Refer to Gift Card Handling for detail
configuration and usage.
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6. Quick Billing

The Quick Billing function is designed to expedite check out process during
disembarkation, and enable invoices to be printed in batches using the available
criteria. This function is accessible from File Menu, Cashier, Guest Quick Billing.

Selection Criteria

Invoices

T Selected ]

Setup Processing

= ‘f] Passenger Invoices

iy Cabin Upgrade Invoice
o Change Schedule Invoice
- Invoice Final - Checked Out
i Walk-In Invoice

g Invoice Prelim

i Invoice Prelim - Select
- Invoice Prelim - Date Range
- Invoice Final - Date Range

Criteria T Repaort Printing Criteria ]

Embarkation Date: Express Check-Out:
Both -

Disembarkation Date:

042015 -

Payment Type: Redirected Payment Type:
| (Al ﬂ (Mo Change) j

Package Plan:

(Al -

™ Do not collect non refundable credit

Folio Balance:
=l
Deck: Starboard/Portside
[(an = fan =l
Section:
{all) |

Disable accounts: I~ Process 0 bal with transactions

|Do not change current status | ™ Process 0 balance accounts

Group:

[ =]

Printer

Mame: |Adobe FDF ﬂ Properties
Copies: |1 Orientation: |Landscape ﬂ
Iv¥ Charge commission Balance | Print |

Figure 6-1 - Quick Balance Selection Criteria

Table 6-1 - Field definition of Quick Billing screen

Field

Description

Passenger Invoices

Type of invoice form

Embarkation Date

Embarkation Date filter

Disembarkation Date

Disembarkation Date filter

Express Check Out Select to include/exclude in Express Check-Out
Payment Type Payment type filter

Redirected Payment Redirect selected payment to another payment method
Type

Package Plan Filter by Package Plan

Folio Balance

Filter by folio balance eg: greater than or equal to X value.

Do not collect non-
refundable credit

Credit balance withheld for use in future cruise.

Deck

Invoice sort order by deck.

Starboard/Portside

Invoice sort order Starboard/Portside.

Section

Invoice sort order by section.

Quick Billing
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Field

Description

Disable accounts

Update account status to "allow manual postings only" or
"blocked all postings"

Process 0 bal with
transactions

Include guests that has already settled in full and allow a
reprint of the invoice in Quick Billing screen.

Process 0 balance

Include 0 balance accounts with/without transactions.

accounts
Group To include Group Account.
Printer Printer assigned for invoice printing, number of copies to

print and print orientation.

Charge Commission

Define whether to applicable commission applies when
balancing the accounts.

Pel Guest Quick Balance -
Selection Criteria T Selected ]
Guest{Crew Details
SortBy {* Ascending " Descending Statistics
- - Selected: 4
Cabin Deck Name Balance Auth  |Print Erresssmik 0
10003 DECK10 Doe 167.00 Es Remaining: 4
1012 DECK10 (Bruer S 118.40 fes

1013 DECK10 |Mastestcardn00 78,1 32.00 Yes Balance Total: 1,158.40
1018 DECK10 [Bailey A 333.00 Yes Comission Total: 0.00
Balance Charged: 0.00
Package Balance: 0.00
Mon-ref, Balance: 0.00
Balance Remaining: 1,158.40

It will only send to those account 5.4 sl
with onboard e-Mail define =na et

Close Postings Balance | Print

Figure 6-2 - Quick Balance Selected tab
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Table 6-2 - Field definition of Guest Quick Balance

Field Description

Cabin Cabin number

Deck Location of Cabin

Name Guest Name

Balance Total Invoice Balance

Auth Authorization Status

Print Invoice Printed status.

Statistics Indicator count of selected, processed and remaining
accounts with its value in balance or charged.

Send eMail Invoices will be emailed to guest on-board email

Close Postings Set invoice postings to Disallowed

Balance Process balancing for selected accounts

Print Print invoices for selected accounts

6.1. Guest Quick Billing
6.1.1. Quick Bill Printing

The Selection Criteria tab in Guest Quick Billing function will determine the type
of invoices to print/pay based on the criteria chosen for all disembarking
passengers, e.g.: passenger paying by credit card or only guest with X outstanding
amount.

1. From the Cashier file menu, select Guest Quick Billing function.
In the Guest Quick Balance window, select an invoice type, Embarkation Date,
Disembarkation Date, Payment Type, Folio Balance (if applicable), Deck and
Section.

3. In the Printer section, select an invoice printer, enter the number of copies to
print and select print orientation, and then click Print.

4. At the Quick Printing prompt, select Yes to continue.

6.1.2. Quick Bill Balance

Other than printing invoices by batch, balancing of the passenger account is
possible if there is a credit card on file.

1. Repeat step 1 to 3 of the above.
In the Disable accounts field, select the appropriate Posting status from the
drop-down list.

3. Navigate to the Selected tab to verify the results, and adjust the selection until
desire result is achieved.

4. To exclude a passenger from the search result, right click on the name and then
click Remove.

Note: When a passenger is removed from the grid, the statistic
count will update accordingly.
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At the Confirmation prompt, click Yes to confirm and then click Balance at the

bottom of the screen.

Select Yes at the Quick Balance prompt, then click OK at the Quick Balance Info
rompt.

Quick Balance =

! | Areyou sure you want to balance all selected accounts?

CQuick Balance Info

I.-"'_"‘-.I System is going to balance 20 accounts,
" System will collect 440.00 USD.

Figure 6-3 - Quick Balance Info Prompt

In the Quick Balance Info warning prompt, read the warning, then click OK to

Quick Balance Info -

roceed.

I.-" '“-.I You have selected to balance accounts including those without
W payment type specified.

" Missing payment type will be substituted with default one,

OK

The total value charged and number of account processed are shown in the
Statistic section once the accounts is successfully balanced.

Statistics
Selected: 1
|Processed: 1]
Remaining: a
Balance Total: 520,00
Comission Total: 0.00
lEzlance Charged: 590,00 |
Package Balance: 0.00
Mon-ref, Balance: 0,00
Balance Remaining: 0.00

Figure 6-4 - Statistic of Account processed and value charged

Next, click the Close Postings at the bottom right of the screen to disallow postings
on these accounts.

6.1.3. Quick Bill eMail

Passenger or crew that has on-board email account may opt to receive copy of their
invoices via Email, and this function is Parameter controlled. Please consult your IT
Department for setup if this is not pre-configured.

Repeat step 1 to 4 of Quick Bill Balance.
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2. Navigate to the Selected tab and then click Send eMail, located at the bottom
right of the screen.

Note: If no printer is assigned, the Send eMail will be disabled.

3. Without balancing the invoice, click Send eMail.
4. At the Quick Printing prompt, click Yes to proceed. An ‘e-Mail sent’ will be
added to the Auth column when invoice is successfully sent.

Selection Criteria T Selected ]
Guest/Trew Details
SortBy (% Ascending (" Descending Statistics

Selected: 3
Processed: 3
= Remaining: 0
5164 |6 [HEATH DOROTHY [ ©6.00]eMail sentfio Balance Total: 158.00
Comission Total: 0.00
Balance Charged: 0.00
Package Balance: 198.00
Mon-ref, Balance: 0.00
Balance Remaining: 198,00

Figure 6-5 - Invoice successfully emailed indicator

6.1.4. Quick Bill Balance with Commission

The Quick Bill Balance with Commission enables credit card commission to be
charged at the point of balancing the passenger account. By default, the Charge
Commission is checked in the Criteria Selection tab and System will calculate the
commission value based on the pre-defined commission linked to the Financial
Department — Credit.

1. Repeat step 1 to 4 of the Quick Bill Balance.

Note: To exclude a commission charge for certain payment type,
filter using the Payment type and un-check the Charge
Commission check box.

2. Navigate to the Selected tab to verify the results, and adjust the selection until
desire result is achieved. The chargeable commission is shown in the commission
column.

3. To exclude a passenger from the search result, right click on the name and then
click Remove.

4. Click Balance at the bottom of the screen to proceed.

5. On the follow on prompt, click OK and note each prompt messages before
proceeding to the next.

6. In the Statistic section, the total value charged and number of account processed
will be updated.

7. Next, click Close Postings to disallow further postings for these accounts.
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6.2

6.3

Residents Quick Billing

The Residents Quick Billing function is the exact same function as Guest Quick
Billing, with the exception that it only filters the Residents accounts instead of
passengers. These accounts must have a check mark in the "Residents" field in Edit

Information, Other Parameter Resident.

System Accounts Quick Billing

System Accounts Quick Billing is a process that only balances the System Accounts
and has lesser criteria to choose from than Guest Quick Billing.

| Selection Criteria Il Selected

]

Invoices Setup Processing

= :"] Account Invoices

- System Accounts Analysis

- System Accounts Summary - date

e System Accoutns Summary - department
e System Accounts Analysis by Voyage
-« System Accounts Analysis by Window
- System Accounts Summary by Voyage

Criteria

Balancing End Date:
¥ os5io1/2013 =

T Report Printing Criteria ]

Redirected Payment Type:

¢ Syst.Acct.Invoice by Voyage Payment Type:
Al
g System Account Card (ary
Faolio Balance:

j | (Assigned payment methods) j

v Enable System Account to post to future cruise |
ion embarkation date after full payment

[ Do not collect non refundable credit

Disable accounts:

3|

[ Process 0 bal with transactions

Do nat change current status

ﬂ [ Process 0 balance accounts

Printer

Mame: |Ad0he PDF
Copies: |2

W Charge commission

j Properties

Crientation: |Portrait ﬂ

Balance | Print

Figure 6-6 - System Account Quick Billing

1. From the Cashier file menu, select System Account Quick Billing from the

drop-down list.

2. In the Invoices section, select the Invoice format, then navigate to Criteria tab
and select the Balancing End Date, Payment Type, Folio Balance, if any.

Note: If Enable System Account to post to future cruise on
embarkation date after full payment is checked, all postings
posted after the invoice is fully paid will be recorded in the next

cruise.
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3. In the Printer selection, select an invoice printer, enter the number of copies to
print and select print orientation, and then click Print.
4. Repeat step 3 -9 of Quick Bill Balance.

Group Quick Billing

The Group Quick Billing function similarly to Guest Quick Billing, and it only filter
the Group Account, excluding all its group members.

| Selection Criteria |||

Selected ]

r Invoices

— Setup Processing

= 5 Group Inveoices
(7] Group Invoice - Final

Criteria T Report Printing Criteria ]

Embarkation Date:
™ 21j04j2015 >

Disembarkation Date:
7 24/05/2015 ~

Payment Type: Redirected Payment Type:
I[AII) vl I(No Change)

[~ Do not collect non refundable credit

=] |

Folio Balance:

Disable accounts:
Do nat change current status

™ Process 0 bal with transactions
LI ™ Process 0 balance accounts

— Printer

Copies: |1

Mame: IAdobe PDF

j Properties |
=

Crientation: |Portrait

¥ Charge commission

Balance | Print |

Figure 6-7 - Group Quick Billing screen

Repeat steps 1 to 9 of Quick Bill Balance.

Quick Billing
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7.1.

7.1.1.

7.

Quick Postings

Quick Postings function allows user to perform posting by batch to single account or

multiple accounts.

Quick Posting

This section describes the steps to perform a quick posting to Guest, Crew, Group
and System Accounts. This function is extremely useful when user is required to post
a large quantity of guest check at a time, for example Laundry or Telephone.

Quick Posting to Single Account

Comments: |

Postings List

@ Quick Posting
Posting
Account Department: | Search
|j0hn | 1017 JOHM DOE ﬂ | {duplicate selected posting) j Add
Advancad Department Amount ~
& |Telephone 3
[¥ Clear fields after adding to postings list
Additional Information
Check Number:
Server #1; |
Server #2: |
Mumber of Peaple: |
Invoice Mumber: [ 1 2 3 4 v

Acc. ID | Acc. Identifier Dept. ID  |Dept. Details Amount
1017 JOHM DOE 4080 Electronic Shop  |300
1017 JOHM DOE 2010 Casino Bar 20

1017 JOHM DOE 5300 Laundry &0
1017 JOHN DOE 8100 Telephone 5

1017 JOHM DOE 8100 Telephone 15

1017 JOHM DOE 8100 Telephone 3

Sub Total: 0.00

Totals

Batch Count:
Current &

Batch Total:
Current Total; 408.00

Post

Figure 7-1 - Quick Posting screen

1. From the Cashier File Menu, select Quick Posting from the drop-down list.
Select the Account using the drop-down list, then navigate to Department and
select the department code and then enter the value to post.

3. In the Additional Information section, insert the check number, Serveril, if any,
and then choose the invoice number to post to. System default Invoice is 1.

4. Click Add to add the account to the Posting List grid. Repeat the above step
until all checks are added to the Posting List.

5. Note and tally current count and Current Totals with physical guest checks.

6. Click Post to confirm posting.
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7.1.2.

Quick Posting to Multiple Account

Quick Posting to Multiple Account allows user to post transaction to many Guests,

Crews, Group and System Account.

1. From the Cashier Menu, select Quick Posting from the drop-down list.

2. Under the Account field, click Advanced.

-1 Multiple Accounts Selection

Quick Postings

Accounts

Status: Chedked In - Pre-Selection: |<ALL> -
Account Type: |Guest hd

Mon Selected Accounts Selected Accounts

Mame /Cabin: Found : 1312 Mame Cabin: Listed : 5

Cabin_| Name ~ Add All > Cabin_| Mame

488 Benjamin, A 1017 JOHN,DOE
10011 CHAMN,ANDY 1002 John Doe,
103 CHEAH YEE SWAN, 1201 Goofy,

1047  Ching,I 10009 CHAM KELVIM
1020 CHONG,LINDA 1012 chan Lin Chin,
10002 Ciuraj- AQCI,Marion

1017 DU XINBIM

1029  Fourtanet,Patrick Jacques Claude
5739 GONG,FENGHONG < Remove
438 Gorla,Mickael Julien Charles
1018 HUAMNG,GANYANG

1020 LEE,CARMEM

1020 LEE,JAMES Criteria Add >
1020 LEE,KAYDENM
9037 Li,Yeuk Ku

< Remove All

it

1004 Mao,Jichuan < Criteria

123... Mao,Jichuan o

1004  Mao, Jichuan

5799 Mende,Meike v

< > Pre-Select < =

|t |
s
e |
_rese |

oK Cancel

Figure 7-2 - Quick Posting Multiple Account Selection

3. In the Multiple Accounts Selection window, select the Status and Account

Type from the drop-down list.

4. Select the account name from the Non Selected Accounts pane, and then click

Add to add the account singly or Add All> to add all account listed or use the
Criteria Add>. See next section to select accounts using Criteria Add.

5. Account selected are shown in the Selected Account.
6. Click OK to return to Quick Posting window.
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— Posting
Account Department: I
Chan |1012 Chan Lin Chin LI I[duplimte selected posting)

advanced | Department
Minibar - Beverage

v Clear fields after adding to postings list

Minibar - Champagne
Minibar - Food

Minibar - Tobacco

— Additional Information Minibar - Package

Check Mumber: | Minibar - Service Charge
Server #1: M!n!bar Sal_es_ Commission
Minibar - Minibar

Minibar - Minibar Food

Server #2:

Mumber of People:

Inwvoice Number: | i 2 = 4 |

Comments: |

Sub Total:

— Postings List

Acc. 1D |Acc, Identifier Dept. 10 |Dept. Detals  |Amont_ ~ | 102

1017 JOHN DOE 3020 Room Service _I Batch Count: I
1002 John Doe 3020 Room Service

1201 Goofy 3020 Room Service Current I 5

10009 CHAN KELVIN 3020 Room Service

Batch Total: I
10009 CHAN KELVIN 3070 Minibar .
Chan Lin Chin Minibar Current Total :I 26.50

Post |

Figure 7-3 - Quick Posting to Multiple Accounts

7. Navigate to the Department field and select the department code and then enter
the value to post.

8. In the Additional Information section, insert the Check number, Server#1, if

any, and then choose the invoice number to post to. System default Invoice is 1.
9. Click Add to add the account to the Posting List grid.

7.1.3. Selecting Account Using Criteria Option

The criteria options is made available to further filter the accounts based on the

criteria entered, for example by embarkation/disembarkation date, cabin category,
VIP status, nationality and etc.

1. Atthe Multiple Accounts Selection Window, click Criteria Add>.

2. Select the options from the drop-down list in the General tab, then navigate to
Guest tab.

174 Quick Postings



General T Mationality T Sales Agent T Financial ]

[ Embarkation Date [ Port = [zms/2015 ~]
|¥ Disembark Date / Port | [23/08/2015 |
I~ Age =l
[~ Flight Destination Code

[~ Flight Package Code

[~ Cabin Category

[~ Cabin Classification

[~ Guest With no Gangway Activity |z3,f08,f2015 vl

Figure 7-4 - Account Selection Criteria

3. Inthe Guest tab, select from the available options using the drop-down menu
and continue to select from the remaining tabs if required, and then click OK to
return to the Multiple Account Selection window.

General I Guest T Mationality T Sales Agent T Financial ]

[~ Group Accounts I(Ngne) vl
[~ Marketing Product Code Im
[~ Marketing Promotion Code I(None) vl

v VIP Status VIP v

[~ Primary Guest Selection Yes hd

Note: Tabs in Accounts Criteria Selection may varies depending
on the Guest Type chosen in Multiple Account Selection window.

7.2. Quick Posting Status

Quick Posting Status allows user to Enable/Disable the account posting status by
batch.
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7.3.

Account Selection

'B- Enable/Disable Posting by Selection

=

Fc 012345 FCNET GROUP

j Advanced

Reason: |Pay per use

™ Allow manual postings

Enable

Disable Cancel

Figure 7-5 - Enable/Disable Posting Selection

1. From the Cashier File menu, select Quick Posting Status from the drop-down

menu.

2. Inthe Enable/Disable Posting by Selection window, select the account from the
drop-down list or click Advanced to multiple accounts.

3. Insert areason in the Reason field.

4. Check “Allow manual postings’ if manual posting is allowed in Disabled

accounts.

5. Select one of the option - Enable or Disable the account.

Quick Discount

Quick Discount allows user to set up discounts for multiple passenger’s accounts
using the available selection criteria - by percentage or value. See Invoice Tab, Item
Discount for discount assignment to individual passengers.

o Discounts

Account Selection

How much

Percentage Apply Count v Percentage

ﬂ Advanced

Reason |

What

All

All Bars

All Beverage
All Champagne
All Food

All Shops

Al Tobacco

CP1
B3
<

[ Discount Template

When

Iv Actual Postings
[ Future postings

Cancel

Figure 7-6 - Quick Discount screen
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7.3.1. Quick Discount to Multiple Guest by Percentage/Value

1. From the Cashier File Menu, select Quick Discount from the drop-down list.
2. Repeat step 2 to 5 of Quick Posting to Multiple Account, then click OK to return
to Discounts window.

— Account Selection

I I(multiple selection) j Advanced |
— How much

Percentage |1° Apply Count |5 [ Percentage

Reason IFamin package discount

™ Discount Template I

— When

I Actual Postings
¥ Future postings

Figure 7-7 - Quick Discount to Multiple Account

3. In the Discounts window How much section, enter the percentage value, number
of applicable discounts and reason. To apply a Value discount, uncheck the
check mark next to Percentage.

4. In the What section, select the department group or code the discount is
applicable to, then click OK to confirm.

7.4. Quick Check-Out

Quick Check-Out allows user to check-out passenger’s by Deck and selected Check
Out Date.
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7.5.

'] Quick Check - Qut ﬂ

Selected Guests Details

Cabin Mame Status Statistics

93910 GUESTMAY FIRSTDAT Ready Selacted: 10
99910 GUESTMAY FIRSTDAT|Ready Processed: .
99310 GUESTMAY FIRSTDAT|Ready -

99910 GUESTMAY FIRSTDAT|Ready Remaining: 10
99911 GUESTMAY FIRSTDAT|Ready Cheded-out: 5
99911 GUESTMAY FIRSTDAT|Ready Failures: J
99911 GUESTMAY FIRSTDAT|Ready

99911 GUESTMAY FIRSTDAT|Ready cearch Criteria

99911 GUESTMAY FIRSTDAT|Ready

99511 GLUESTMAY FIRSTDAT|Ready Deck: -

Ched:-out Date: |23/08/2015
Refresh

Process Close |

Figure 7-8 - Quick Check Out

1. From the Cashier File Menu, select Quick Check Out from the drop-down list.
Select the Deck and Check Out date from the drop down list and then click
Refresh.

3. In the Selected Guest section, cabin number and name of passengers due to
check out will appear, and the total selected account is shown in the Statistic
section.

4. Click Process and select Yes at the confirmation prompt to proceed.

5. System will update the number of record processed and its status in Statistic
section.

6. Click Close to return to the Main Screen.

Quick Service Charge Posting

The Quick Service Charge Posting is a function that post service charges in bulk or
individually based on the criteria set in Quick Edit tab.
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Service Charge Posting (1082) Exceptions (223)

— Guest Selection

I(multiple selection) ;I {+ Disable Service Charge Posting

" Post the following amount daily

Service Charge Posting Amount

[~ Use System Default Value I
Update

Guest Name Service Charge Amount
GUESTMAY, FIRSTDATA 0914 MS

Figure 7-9 - Quick Service Charge Posting

7.5.1. Posting a Service Charge by Batch

1. From the Cashier File Menu, select Quick Service Charge Posting from the
drop-down list and navigate to Quick Edit tab.

2. In the Guest Selection section, click Advanced to open the Multiple Account
Selection window.

3. In the Multiple Accounts Selection window, select the Status and Account Type
from the drop-down list.

4. Select the account name from the Non Selected Accounts pane, and then click
Add to add the account singly or Add All> to add all account listed or use the
Criteria Add>.

5. Accounts selected are shown in the Selected Account.

6. Select ‘Post the following amount daily’, and check “Use System Default
Value’ or manually enter the value in the field beside it, if the value defers.

7. Click Update to update the service charge value and information is shown in
Guest Handling, Guest Info, Cabin Information section.

8. Navigate to the Service Charge Posting tab to review the accounts with Service
Charge pending.
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7.5.2.

7.6.

& Quick Service Charge Posting = =

Service Charge Posting (1092) | Exceptions (21) 1 Quick Edit
| Skip Credit Limit Check
Post
Total Service Charge Amount: 10,920.00
. Service Charge A
Guest Name Cabin Amount Status res_acc

TESTMAY, INGENICO 10.00| Pending 1058357
TESTMAY, PAX m 10,00 1060154

Figure 7-10 - Service Charge Posting
9. Click Post to post the service.

Note: By default, the ‘Skip Credit Limit Check’ is checked,
allowing System to post the service charge even when the account
exceed the credit limit.

10. At the confirmation prompt, click Yes to the value of the service charge to post.

Management “

Systern will post 10,980.00 amount of service charge, are you sure?

Ees No

Disabling Service Charge Posting

1. Repeat above steps 1 to 5.
Select ‘Disable Service Charge Posting’, then click Update.

3. Updated accounts are shown in Exception tab and in Guest Handling, Guest
Info, Cabin Information section.

Quick Messages

Quick Message function allow user to send messages to a group of passengers or
individually, using the Advanced Selection.

1. From the Cashier File Menu, select Quick Messages from the drop-down list.

In the Quick Message window, click Advanced to open the Multiple Account
Selection window.

3. In the Multiple Accounts Selection window, select the Status, Account Type from
the drop-down list.

4. Select the account name from the Non Selected Accounts pane, and then click
Add to add the account singly or Add All> to add all account listed or use the
Criteria Add>, then click OK to return to Quick Message window.

5. At the Quick Message window, enter the Sender’s name and message content.

6. Select the Delivery Mode and Acknowledge mode from the drop-down list, then
click OK to save.
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7. System will place a check mark in the guest account in Guest Handling, Message
tab as an indicator for undelivered messages.

— Account Selection

I{mulﬁple selection)

— Sender
Guest Relations Officer

Message
This evening pre-dinner cocktail will be held at :

Venue: Poolside
Time: 1300 - 1930haurs

— Delivery f Acknowledge
Delivery Modelﬂ - Mo Delivery

Acknowledge IU - Mo Adknowledge

Figure 7-11 — Quick Message form
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8.1.

8.

Flight Assignment

Flight Assignment function is similar to Quick Billing and Quick Posting. This
function allow users in assigning arrival or departure flight individually or by a

group of passengers.

| |:mu|tip|e selection)

Advanced

=

Direction :

[ Assign these information only

Flight Assignment List

-

LA Quick Flight Assignment ==
Flight Assignment
Account Tdentifier: Flight Information

|.-5.rriva|

Departure Date  |29/08/2015

LedLefle]

v Clear fields after adding to postings list Flight Mumber : |AA 100
Additional Information ,
o Flight Time: 0300
Destination Code |1'I'GB
Package Code : | Departure Arrival
Transfer Price : Time : Time :
|100.00 Date : 29/08/2015 Date : 30/08/2015
Mo of Bags : |15 City City :
. Country : Italy Country : United
Bag Label : |TeE-GR | i

Add Guest

Totals
Cabin | Name | Flight Date | Flight No | Dest Cod
99510 GUESTMAY, FIRSTDAT... 29/08/2015 AA 100 mee | Person Selected : 2
99911 GUESTMAY, FIRSTDAT... 29/08/2015 AA 100 ITGB
< :

Figure 8-1 - Quick Flight Assignment

Assigning Flight Details

1. From the Cashier File Menu, select Flight Assignment from the drop-down list.

2. Enter the account in Account Identifier field or click Advanced to select Multiple
Account.

3. Navigate to Flight Information section and select the Direction, Departure Date,
Flight Number from the drop-down list.

4. In the Additional Information section, enter the additional information if any.

5. Click Add Guest to add the selected guest to Flight Assignment List, and take
note of the Total count beside the Flight Assignment List grid.

6. Click Post to update the flight assignment into the guest account in Guest

Handling, Other Info tab.
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9.1.

9. Ashore Deny List

Ashore Deny List is a function that manages passengers or crew movements, by
denying certain passenger or crew from going ashore.

-

4 Guests Ashore Denied List =]
Filter
Cruise Date: |23/08/2015 ~ Refresh
Cabin |Forename |Surname ‘Deny From Date |Deny Until Date |Naﬁonality |Deny Reason User
4 Shore Leave Denial Selection Ex
Mationality Mame/Cabin ]
Person Identifier: [IOHN  [1017 JOHN DOE |
Additional Information = —
Cabin | Forename | Surname | Nationality |
Selected: 3 |M0s FEX SCHAEFER Germany
Denied From:|23/08/2015 06:00 438 A Berjamin Germary
1017 DOE JOHM * Remove
Denied Until: |24/08,/2015 06:00 i
Comments:
7 oK | Cancel | ﬂ
Add ‘ Close ‘
Figure 9-1 - Guest Ashore Denied List
Denying Passenger from Going Ashore
1. From the Cashier File Menu, select Ashore Deny List from the drop-down list.
2. Select the Cruise Data from the drop-down list and click Refresh.
3. Click Add at the bottom of the Guests Ashore Denied List to open the Shore
Leave Denial Selection window.
4. Navigate to either the Nationality or Name/Cabin tab, then select the nationality
or cabin from the drop-down list.
5. Click Add to add the selected passenger(s) to the denied list grid.
6. To remove the name from the Denied List grid, right click on the name and select
Remove.
7. Select the Denied from/until date in Additional Information section and click
OK to return to the Guests Ashore Denied List.
8. Click Close to return to the main screen.
Note: Denied passengers name are highlighted in Red on
Gangway Log.
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9.2. Removing Passenger from Going Ashore List

1. Repeat step 1 and 2 of the above.

In the Guests Ashore Denied List, select the name from the grid and click
Remove at the bottom the screen.

3. Select Yes at the confirmation prompt and then click Close to return to the main
screen.
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10. Batch Assign Disembark Group

The Batch Assign Disembark Group function similarly to Add to Disembark Group
in Guest Handling, and this function allows user to organize disembarking
passengers in batches.

~ Selection ~ Assign Passenger

Disembarkation Date lZWME—LI Name | Tag Name Meet Time Disembarkation Tme| Available
Detail Selection
I™ Reserve Graup | =l
I Transfer Bonked | Ll
™ Flight Info | =]

I~ Exdude those already assign

I~ Indude Reservation Passenger

Last Mame _|First Name Cabin Disembark Grouy

Search

GUESTMAY  |FIRSTDATA 0915

GUESTMAY  |FIRSTDATA 0918 29910

Unassign All Unassign Selacted Assign Al Assign Selected

Figure 10-1 - Batch Assign Disembarking Group

10.1. Assigning Passengers to Disembarkation Group

1. From the Cashier File Menu, select Batch Assign Disembark Group from the
drop-down list.

Select the Disembarkation Date from the drop-down list.
3. In the Detail Selection section, select the appropriate option and click Search.

4. Select the Group in Assign Passenger section, then select the passenger
name/cabin. Use the CTRL+ key to select multiple passenger.

5. Click Assign Selected to assign. To assign all passenger, click Assign All

10.2. Unassigning Passengers to Disembarkation Group

1. Repeat step 1 to 4 of the above.
2. Click Unassign Selected to unassign from the grid.
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11. Print Disembark Letter

The Print Disembark Letter allows user to print and notify passenger of the
debarkation time and meeting location.

Letter ~ Selection
~egp Disembark Letter Default Disembarkation Date IZS{OS,JZO 15 -]

Detail Selection

Disembark Group IGroup 1

Cabin Type IBoLﬁ 0dd and Even Cabin
Deck |m|

fa

— Selected Passenger

GUESTMAY FIRSTDATA 1038 99911
GUESTMAY (FIRSTDATA 1084 |99911

i Print Sele Print All

Figure 11-1 - Print Disembark Letter

1. From the Cashier File Menu, select Print Disembark Letter from the drop-down
list.

2. Select the Disembarkation Date from the drop-down list.

In the Detail Selection section, select the appropriate option and click Search.

4. Select the Passenger name from Selected Passenger section and then click Print
Selected.

@
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12. Unposted Package Posting

Unposted Package Postings are predominantly postings imported via Data Import or
DGS ResOnline.

12.1. Viewing All Unposted Package Postings

1. From the Cashier Menu, select Unposted Package Posting.

2. Select the item and click Post to post the package amount to the system account.
The package will then show in the Guest Account.

WARNING: System will not check for unposted package postings
when checking out the passenger account.

Unposted Package

Selected First Name Last Name Package Name Total Prepaid Status
& Catherine TEST Delmas Standard Pkg 1 300 ¥

—
Select All Unselect All Post Close
2

—

Figure 12-1 - Unposted Package Postings screen
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13. Cashier Sessions

Cashier Sessions is a function that register all credit collections for the day, by
individual user, and user must have rights #371 - Cashier Sessions assigned. This
function is enabled with Parameter Cashier, Use Full Cashier. A session code
is required before the assigned cashier is able to open the cash register. These session
codes are setup in Administration Module, System Codes, Session Codes.

g Cashier Sessions @
Sessions Cashier Session
™ Show Al Detais
Mame: [AM  Moming ~|  Opening Date: [01/04/2016 14:04 System Date: [27/08/2015
-4l Cashier
T Cashier: [iy Closing Date: | Status: [opening
g sesso ) Gpen Session (Empty) - — Calculated | Opening |Transferred| Closing | Accepted = = ~
#7 Open Session (Linked) el Amount | Amount | Amount | Amount | Amount ommen
9001 Cash 0.00 0.00 0.00 0.00
90010 Cash Exchange Commission 0.00 0.00 0.00 0.00
90011 Cash - Expected Pax 0.00 0.00 0.00 0.00
90012 |Cash - Unused 0.00 0.00 0.00 0.00
90013 Sys Account None Payment 0.00 0.00 0.00 0.00
90014  [FCUI Payment 0.00 0.00 0.00 0.00
9002 Cash Currency Exchange 0.00 0.00 0.00 0.00
9003 Cash Crew 0.00 0.00 0.00 0.00
9004 Payment to Payroll 0.00 0.00 0.00 0.00
9083 |Ship Credit 0.00 0.00 0.00 0.00
9121 Shipboard Credit 0.00 0.00 0.00 0.00
9122 Excursion Credit 0.00 0.00 0.00 0.00
9123 Excursion Credit 0.00 0.00 0.00 0.00
9124 Prepaid- Refund Loyalty/Market 0.00 0.00 0.00 0.00
9125 Volksfuersorge account 0.00 0.00 0.00 0.00
9131 Bar Credit 0.00 0.00 0.00 0.00
9141 ITC Personnel Bar Consumption 0.00 0.00 0.00 0.00
9152 Refund Prepaid Shorex 0.00 0.00 0.00 0.00
9161 Casing Gross Income 0.00 0.00 0.00 0.00
9189 Shipboard Credit Token 0.00 0.00 0.00 0.00
9151 Teen Card Credit 30 0.00 0.00 0.00 0.00
9152 Teen Card Credit 50 0.00 0.00 0.00 0.00
9193 Teen Card Bonus 5 0.00 0.00 0.00 0.00
9194 Teen Card Bonus 10 0.00 0.00 0.00 0.00
9199 Teen Card Tokens 0.00 0.00 0.00 0.00
9201 Pre-paid Excursion 0.00 0.00 0.00 0.00
9301 Package Plan 0.00 0.00 0.00 0.00
9911 Gift Card Credit Posting 0.00 0.00 0.00 0.00
9951 Closing Balance 0.00 0.00 0.00 0.00
9952 test 0.00 0.00 0.00 0.00
9961 Limit Cash 0.00 0.00 0.00 0.00
9971 DRS Settiement 0.00 0.00 0.00 0.00 v
oK Cancel | Apply

13.1. Opening a Cashier Session

1. From the Cashier Menu, select Cashier Session from the drop-down menu.

2. Press the “+’ key to expand the Cashier container on the left, then right click on
the user name and select one of this option:

=  Open Session (Empty) - This function open a cashier session for the
selected shift.

= Open Session (Linked) - This function open a cashier session with
previous closing balances being brought forward as Opening Amount.

3. Inthe Name field, select the Session code from the drop-down list.

4. Enter the Opening Amount for the respective department code, then click Apply
to save.

13.2. Closing a Cashier Session

1. From the Cashier Menu, select Cashier Session from the drop-down menu.

2. Press the “+" key to expand the Cashier container on the left, then right click on
the session and select one of this option:

=  Close Session (Balance) - This function closes the cashier session by
automatically filling in the amount in the Closing Amount column.
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= Close Session (Empty) - This function requires user to input the value in
Column Amount column.

3. Click Apply to save the value entered.

4. System will prompt when there is discrepancy on the value. Select Yes will set
the session status to Discrepancy, allowing user to further research and resolve the
discrepancy.

Discrepancy detected H

. Discrepancy between calculated and reported values detected.
__I,; Payments details may be saved but session will not be closed before all
discrepancies are resolved.
Are you sure you want to save session details?

Mo Cancel

Figure 13-1 - Cashier Closing Discrepancy

13.3. Resolving Imbalance Cashier Session

1. From the Cashier Menu, select Cashier Session from the drop-down menu.

2. Press the ‘+" key to expand the Session container on the left, right click on the
session and select “Close Session (Balance)’.

3. Enter the correct value in the Accepted Amount column, then click Apply to save
the amount and print the final closing report.

13.4. Transferring Money From/To Ship

As the Ship may transfer funds from Ship to bank or shore side office or vice versa,
such transfers are performed through this function.

o Money Transfer El

Details
Transfer: |1x: ﬂ |{5hi|3 Bank) j
Comments: |Cash Callection|
Id Description Current Transfer -

Q001 Cash 90,000.00 5000.,00
90010 |i Exchange Commis| 100,00 0.00

90011 |ash - Expected Pa 0.00 0.00

20012 | Cash - Unused 0,00 0,00

90013 [Account Mone Payr 0.00 0.00

Q0014 FCUI Payment 0.00 0.00

9002 | h Currency Exchar 0.00 0.00

2003 Cash Crew 0,00 0.00

9004 |*ayment to Payrol 0.00 0.00

q0a3 Ship Credit 0.00 0.00

9121 | Shipboard Credit 0.00 0.00

9122 | Excursion Credit 0.00 0.00

9123 Excursion Credit 0.00 0.00

9124 |und LoyaltyMarke’ 0.00 0.00

9125 |lksfuersorge accou 0.00 0.00 j

0K | Cancel |

Figure 13-2 - Money Transfer
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1. In the Cashier Session, press the ‘+ key to expand the Session container.
Choose the session to transfer the amount, then right click and select Money
Transfer.

3. Select the transfer type from the drop-down list, enter a comment in the
Comment column and amount to transfer in the Transfer column.

4. Click OK to confirm the transfer.

5.  Amount transferred will be shown in Cashier Session, Transferred Amount
column.
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C. Options

The Options Menu is an area where supported hardware’s and devices are setup, and
is accessible from the Main Menu.

General Tab

In the General Tab, user is able to determine the options to switch on/ off by checking
the check box. By default, the check boxes are un-checked.

Options
General I[ Colors T Hardware T Video Parameters T Document Scanner T Support ]
General Internet PC Mode & Control
[ Hide BCard Wizard Information Card Charge Type : Fixed v
[” Default to Department field in Pay Invoice screen [~ Use Time Blocking for Guests
[™ Use Separate Print Job for board card printing and encoding [~ Use Time Blocking for Crew Members
[ Enable Access to Micros Database in Management (If configure in PAR) [~ Enable Daily Limit for Crew Members

[ Disable Camera (Restart Application Require)

Authorization
Change Cabin Password:

0K Cancel Apply

Figure C-1 - Options Menu — General Tab

Colors

The Colors tab enables user in defining a standard color scheme suitable to their
operations. These colors can be easily change by clicking the color bar and then
choose the color from the color chart.
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General Colors I

Hardware T Video Parameters T Document Scanner T Support

— General
N i correct Entry

Mo Print Postings
Inactive Credit Card
Delivered Messages

N 5plash Label
- Main Page Label

~ Work Order Priority
I ich Priority
|Medium Priority
|Low Pricrity

 Kiosk ~ Activities

I s cheduied

| open
| vziting List
- Available

N setup Time

Suggested

Fully Booked
Overbooked

Cleanup Time

Figure C-2 - Options Menu, Colors Tab

Hardware

In the Hardware tab, supported peripherals, printers and devices are configured.
The screen may varies depending on the type of report printers user select. Please
contact Fidelio Cruise Customer Support for assistance.

General T

Hardware

— Report Printers

Invoices

Key Runner Receipts
Label

Labels

Messages

Receipts

Safety Forms
Tickets

Visa Forms
Visitors Forms
Vouchers
WorkOrders

r—Card Printer

IEIh’on

Zebra Device Mame:  Discaver Zebra Printer |

I cmbZebra

HP Laserlet M1536dnf MPP-MM g
Board Card Print Manager Mapping
Mo Mapping

Video Parameters T Document Scanner T Support ]

|~ Barcode Reader (R5232 Connection) ——

— Card Reader Encoder #1
Card Reader Type: IStandard LI
Port: I _I

RFID Type:

=
| =
=

Encode Door Lock (Track #3) Key : INo vl

Door Key Options : | Encode At Lock
™ Do not encode Magnetic Stripe
¥ Enable Sound for Desko Penta

=
Credit Card Reader: I(None} LI

Port Number: I VI
Speed (Bits Per Seoond}:l VI
Data Bits: I VI

Stop Bits:

—Passport Readers
I(None}
RFID Type:
Jauto Detect

~ Spedal
[~ RFID Encoding Port: I 'l
[ CEIA Reader Port: | v[

[~ Use Right Mouse Button Emulation

Track 1 Start Sentinel : ﬁ End Sentinel : |;_
Track 2 Start Sentinel : |:_ Track 3 Start Sentinel : |T

Additional Cmd for Pebble Evolis when encode track 3:

[~ Enable MyCard ACR.38 Reader

 Signature Device
I(None}

Figure C-3 - Options Menu, Hardware
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Video Parameters

This section defines the video format, source and type of compression to store in the
database.

General T Colors T Hardware I Video F : Document Scanner T Support

r Video Camera

Use options below to set-up camera. You should adjust the setting so that the whole picture fits
the frames visible here. Changes are immediate and will be shown in the live video box immediately.

Live Picture ————— ~ Stored Picture

Capture |

Video Format Video Source Video Display | Video Compression |

Figure C-4 - Options Menu, Video Parameters

Document Scanner

This section link the type of scanner use for specific forms, for example, driving
license, passport, and others.

LOCUIEnL

Support

General T Colors T Hardware T Video Parameters

e——

~Select A Document Type

—Choose Scanner to be used with Selected Document Type

Predefined Document Type: I D Driver License _I
-

cturer Default Settings Dialog before Scan

Scanning Side:

Scan Mode:

Auto Brightness ¥ Deskew

Brightness: |:| E|
150
Contrast: |:| E|

N

Figure C-5 - Options Menu, Document Scanner
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Support

This section enables the System SQL Log for support purposes.
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D. Security

Function such as User Login, Passenger movement from ship to shore or vice versa,
statistic count of passengers on-board or at shore side 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.

Change Password

Change Password function allows user to reset their password. User is required to
login prior to accessing this function.

& x|
Change Password for N

A L &

Old Passwaord: Mot Reguired
Password: ||
Confirm Password; |
Apply Cancel

Figure D-1 - Change Password screen

1. From the Security Menu, select Change Password from the drop-down menu.
2. Enter the New Password and Confirm Password, then click Apply.
3. At the Password successfully changed prompt, click OK.

User Logfile

User Logfile records all transactions performed by users by date and time order.
These 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.
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¢y FrontDesk Cashier Options Sgcurity About Exit
Guest Name
A JESLYNYIP JESLYN Smith JMr  Cabin changes from cabin 10007 to cabin 1001
Reservation Cancelled A |JESLYN YIP |JESLYN |Smith JMr mith, ] Mr has cancelled the reservation
131 Renew Reservation A |JESLYN YIP |JESLYN |Smith J Mr enew reservation is done for Smith, 1Mr
:32:43 |Change Date A~ [JESLYN YIP [JESLYN [Smith I Mr date is changed from 06/02/2015 to 13/02/2015 for Smith, JMr
Create New Reservation Manually [A | JESLYN VIP |JESLYN |Baiey A Ms lew Reservation is created for Account ID 1052808
:31 |Change Debarkation Date A~ [JESLYN YIP [JESLYM |Smith JMr | Debarkation date is changed from 13/02/2015 to 19/02/2015 for Smith, J Mr
193 Check-n A |JESLYN YIP |JESLYN |Doe Jane Ms |Doe, Jane Ms ACC_ID: 1052805
:54:51 |Postings Closed A~ [JESLYNYIP [JESLYN |Doe Jane Ms |Close postings. Ssql=UPDATE res SET res_bcard_door =NULL res_bcard_door_hex=NULL,res_dis_a=TO_DATE(2015-01-30",YYYY
Head Cabin Clean Status Changed A |JESLYN YIP |JESLYN CABIN 10000: Clean Status Change From OD to VD
:54: Task Assignment  [A | JESLYN YIP |JESLYN Cabin 10000. New VD Linen Rule task created by COUT/CABINCHANGE process
ead Check-out A |JESLYN YIP |JESLYN |Doe Jane Ms |Doe, Jane Ms ACC_ID: 1052805
v
< >
Selection Criteria Brint TREE
user [al | FromDate/rme:  [05/02/2015 16:00 Wiarkstation:
Export Close
Tvoe [ai ~|—_ToDate/Tme: nslnzlzms 17:00 —_Comment:

Figure D-2 - User Logdfile

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.

Last Mame irecti Person Type [Swipe Card |Manually Reset by
Guest Gangway JANE C Going Shore-side P Yes

|11/02/2015 15:48:27  [FCYK  [GuestGangway  [JANE  [DOE  [GongShoreside [P fves | |
11/02/2015 15:48:40 GuestGangway  |JANE  [DOE  |GoingShoreside [P [Yes |
11/02/2015 15:48:46 Gongshoreside [P [ves | |

12/02/201501:37: 14 Guest Gangway

Selection Criteria

From [oz0ss [100
To DatefTme: [12/02/2015  |23:59 Print
Cabin: I— Export Close |
Name: I—

Location : IA”

Movement [goth Ways

Led L]l

Type : I.ﬂ Al

Figure D-3 - Gangway Lodgfile

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.
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s

i Display Security Count ==
Count Reset Security Counters
Guest Total: 1327
Hest e v Guest
- Onboard: 1324 )
- Shoreside: 2 o e
- Shoreside{OverLAMD Tour): 1 WV Crew/Staff
v  Visitors
Resident Total: 2
- Onboard: 2
- Shoreside: 0
- Shoreside(OverL AMD Tour): 0
Crew Total: 835
- Onboard: 835
- Shoreside: 0
- Shoreside(OverL AMD Tour): 0
Vigitor Total: 1210
- Onboard: 0
- Shoreside: 1210
Total: 3374
- Onboard: 21561 (0 visitor (s))
- Shoreside: 1212 {2 non-visitor(z))
- Shoreside(OverLAMD Tour): 1
{Heset Show
 Seurity | Count ‘ Close ‘

Figure D-4 - Count Onboard/Shoreside

Clicking the Reset Security will reset the count.

Note: Do read the message prompt when resetting the count 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.
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Check-out

Page Up Resident

868 MUSICIAN,3
- - Show
= All
-
% Only Guest
) - .
1004 Mao,Xiong Only Resident

Mao,Zhong
-  Only Crew
- Only Vs

NACLERIO, CATERINA MRS  Only Check-Out onboard

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

Gangway Log| Go Ashore | Page Down ‘ Close

Figure D-5 - 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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Mame j
TESTER, 870 QA 02 MR Resident

1002  John Doe, I A"

" Only Guest
ror™pusere i
porpeosens
™ Only Visitors
[ poemepmae
i  Only Check-Out onboard

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

 Only Crew

Gangway Log| Go Onboard | Page Down ‘ Close

Figure D-6 - 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

~ Setup
Date & Time From IZ?ISIZD 1500:00:15 Date &Time To IZ?!OB!ZUIE 23:00:00
Remarks Port I {not applicable) d
Apply To {* Pax and Crew
" Pax
" Crew
— Conditions
Nationality MY Malaysia w|  visaType |B2Tourist Visa ~|
Add Mew | Delete | Save I Close |
Mationality |Visa Type Start From Until Remarks

27/08/2015 00:00:01 28/03/2015 23:00:00

Mationality of MY Malaysia without document B2 Tourist Visa not

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

Figure D-7 - Port/Visa Requirement

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

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.

In the 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.

Immigration Filtering

This function enables the Ship Operator to define the guest or crew to exclude from
the Immigration Inspection.
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~ General ~Guest List
Account Type Embarkation Date Disembarkation Date
¥ Guest @ = ||_31fusjzu16 j © = ||—31f03fzu16 j in, =
Clloew oS Lol Chan Lin Chin, 04/03/2015 |11/03/2015
(ol (ol L
Ciuraj- AQCI, Marion 22{09/2015 |26/11/2015
]
GUESTMAY, FIRSTDATA 0914 MS | 23/09/2014 |23/08/2015 |Italy
Search ]
GUESTMAY, FIRSTDATA 0915 M5 | 23/09/2014 |23/08/2015  |Italy
]
GUESTMAY, FIRSTDATA 1084 M5 | 23/09/2014 |23/08/2015  |Ttaly
~ Document Type ~ Mationality ]
GUESTMAY, FIRSTDATA 1085 M5 | 23/05/2014 |23/08/2015  |Ttaly
(Without Any Document) Albaria ]
v Alien Registration Card Andorra GUESTMAY, FIRSTDATA 1088 M5 | 23/05/2014 |23/08/2015  |Ttaly
¥|Birth Certificate v Argentina ]
[V CARIPASS CARD Australia Goofy, __[30/04/2014 |29/08/2015
Consular Report of Birth Abroad China I
Crew Member Certificate Cuba 04/05/2014 [13/08/2016  [Italy
| Diplomatic Identification France I
Driver License Germany 04/09/2013 [31/03/2014  [Italy
|| Enhanced Driver's License (ME) Hong Kang T
| Enhanced Drivers License (NY) Italy |Mao, Jichwan  [03/05/2013 [31/03/2014
|v| Enhanced Driver's License (ON) Japan T
|v| Enhanced Criver's License (QC) Macau Mao, Xiao MR 04/03/2015 |04/11/2015 United States
|w| Enhanced Driver's License (VT) Malaysia )
[w| Enhanced Driver's License (WA) Montenzaro 18/05/2012 [03/11/2012  |United States
|| FAST ID Type || Stateless |
Global Entry United States |Mouse,  [27/08/2015 [28/03/2016  [Italy
]
Mouse,  |27/08/2015 [18/03/2016 [ltaly
]
Unselectall | selectal | Unselect Al | sekectal | A7a e D EE T oy e
Unselect All Select All Add to immigration gate Remove from immigration gate

Figure D-8 - Immigration Filtering

1. From the Security Menu, select Immigration Filtering.

In the General section on the left, select the Account,
Embarkation/Disembarkation, and then click Search.

3. Select the Document Type and Nationality and then click Search to further filter
the guest list.

4. Inthe Guest List on the right, select the passenger to add or exclude from
immigration gate, then click the respective button.

5. Excluded passengers will have a check mark in the ‘Exclude’ column

Note: If Guest has ‘Switch to Crew in Manifest’ setup, then the
guest account is shown under Account Type ‘Crew’. If Crew has
‘Switch to Passenger in Manifest’ setup, then the Crew account is
shown under Account Type ‘Guest’.
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