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Preface

The Crew module is one of the core module within Oracle Hospitality Cruise
Shipboard Property Management System (SPMS) that maintains all crew’s profile,
reservations, billings and other requests during the voyage.

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:
e Product version and program/module name
¢ Functional and technical description of the problem (include business impact)
e Detailed step-by-step instructions to re-create
e Exact error message received and any associated log files

e Screen shots of each step you take

Documentation

Oracle Hospitality product documentation is available on the Oracle Help Center at
http://docs.oracle.com/en/industries/hospitality/

Revision History

Date Description of Change

March 2017 Initial publication

May 2018 Minor update and change of document
format
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Prerequisite and Compatibility

This section describes the minimum requirements for Crew Module.

Prerequisite
OHC Crew.exe

Compatibility

SPMS version 8.00 or later. For customer operating on version below 8.00, database
upgrade to the recommended or latest version is required.

Prerequisite and Compatibility



1 Overview

The Overview Menu comprises of functions that provides an overview of the Cabin
Availability, Overview, Comments, Flights and ability to add Work Orders related to
the cabin. The function is accessible by launching the OHC Crew module from the
Launch Panel.

1.1. Cabin Availability

The Cabin Availability provides an overview of the cabin availability by date, deck,
category and/or features, including a view by deck plan along with the current cabin
cleaning status and the number of available berths.

Searching for Available Cabin

Wi Cabin Availability x

r Crew Cabins with ALL available berth

AD14 H-CREW

018 HCREW | A | oo | 2 |
a020 _ HCREW [ A | o | 2 |
022 HCREW | A | o0 | 2 |

Date From : [3 372015 =] B ATH e Lk
DateTo: [ 32872015 =] [JC-PRIV Crew Cabin -Pr VC = Vacant Clean
Duck IAII _.'_] [ "] C-SHAR Crew Cabin - Sk v

Count : 3%
Category : IAII l] Show Deck Plan
Availability: | cabin with ALL Berth avaiable -]

Figure 1-1 - Cabin Availability

1. From the Overview menu, select Cabin Availability from the drop-down list.
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.

4. Click Refresh to refresh the view.

Overview 13




14

1.2.

Viewing Cabin Availability Using Deck Plan

5 Deck Plan Viewer - o IEN|
Search Criteria Legend Selected Cabin
Date From : [31/01/2016 _~| || Available 8103 ) F:t to w.:im o G Gt
e & Partially Available E:::.u!??'[yp.e.VelandaSulte ;;;:Heght
Occupied ] Eain?é)egl‘g::?ax gg; Select
Count: 1188 [ [P e 100%
Dutoforder 1 125% Cencel
Refresh 150%
e | — 175% v
—7 - - =
!IOOI 8101 6102]5103 8104 [l‘OS 8106 8'07’_,
Lounge
Restaurant r Bar
ven s R 5 o T ﬁlm g l
Main Deck
Figure 1-2 - Deck Plan Viewer
1. From the Cabin Availability window, click Show Deck Plan.
In the Selection Criteria, enter the Date From/To, then click Refresh.
3. The status of the cabin shown is according to the color chart, and information of

the selected cabin is displayed in the Selected Cabin section.

Cabin Overview

The Cabin Overview lists all cabin by cabin clean status, date, category, and the
occupant’s name. This function allows you to update the cabin clean status by batch
within the same screen.

(s Cabin Overview ol e =4
Cabin  Cin. 3/20/2015 3/21/2015 3/22/2015 3/23/2015 3/24/2015 3/25/2015 3/26/2015 .| Available Cabins
Type  Sta. Friday Saturday Sunday Monday Tuesday Wednesday Thursday :J
Cabin_[Detais Capadit; »
ADD1  OD IXGQOW-POLONIS, MHGO FOLKERT PXTQ GEDE DHARMA KRISHNAMULIA U I CHEW 2
200 TXUQIK MASHABIEL VXNQEERTEN, SNURENTILS O. A017  |H-CREW 2
A0I18  |HCREW 2
ADOZ  OD Test, Handicapped A019  |H-CREW |2
200 EXRQQUEZ, IMBSON ADRIANO A020 |H-CREW 2
A021  |H-CREW 2
ADO3  OD Staff, EDdy A022  |HCREW 2
200 A023  |H-CREW 2
AD24 H-CREW 2
ADD4 0D CXLQ, VMMONE NICOLIE AD25 H-CREW 2
200 A026  |H-CREW 2
AD27  |H-CREW 2
A0S  OD Staff, Qaaa A028  |E-CREW 2
200 A03D  |H-CREW 2
AD31 |E-CREW 2
ADD6E  OD DX QA CRUZ, ASORENCE AD32 | H-CREW Fl
200 A033_ |E-CREW 2
A034  HCREW I2 v
chéu? 0D staff, Emma ‘ 2l
Selected Person
AD0S  OD Tester, B1 70X QA CRUZ, ASORENCE
200
AD0S  OD Tester, Staff
200
=
Kl [— »| " Embarkation: 3/14/2015
Disembarkation: 10/10/2016
o Number of guest: 1
Category [Al ~|  Cleaning [al "~ Sort order|Cabin Number ~ Doors [l Rk
- BATHTUB & SHOWER Date 3/20/2015 [V AutoRefresh Show Free Cabin
Deck |A|‘ j Designation [‘—'f _I Search Crew Cabin - Private facilities
Cabin ,7 Crew Cabin - Shared Fadilities
Locate Cabin 1SOFAFOR 2PERSONS v 4‘

Figure 1-3 - Cabin Overview screen

Navigating through Cabin Overview

The cabin numbers and category are shown on the left of the Overview screen,
followed by the cabin cleaning status and occupant’s name in the next column. If the
cabin is occupied or blocked for expected guest, the passenger name is shown in the
grid from the date of embarkation to the date of disembarkation. You may use the
filter options located at the bottom of the screen to search for a specific category or
cabin in a particular cleaning state. In the Available Cabins on the right section of the
screen, the cabins with crew name are shown when the crew name field is checked.

Overview



1.3.

Overview

Batch Update of Cabin Clean Status

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

0 Batch Update Cabin Clean Status “
Selection
Category: IA" LI Total search: 447
Deck: I All LI
Cleaning:  [0D  Occupied Dirty ~| Seach |
geoo N
v] 1011
v] 1012
v] 1013
v| 1014
v/ 1015
v 1017
1018
1019
1020
1022
1023
1025
1026
1028
1029 e
[~ Select Al
Clean Status: |OC  Occupied Clean Ll
Update | Close |

Figure 1-4 - Batch Update of Cabin Clean Status

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

Clean Status.

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

3. Cabins matching the criteria are shown. Select the cabin by checking the check

box besides the cabin number or use the Select All to check all the check boxes.

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

Comments Overview

The Comments Overview allows viewing and editing of all comments entered in
Crew Handling function, as well as adding new comments.

15
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1.4.

4y Overview Quick Functions Crew Members BoardCard Safety Reports Options Security About Bxit

Selecton Criteria 5 9 Comment Comment 1 Resoltion 1 Document Image )]
Date of Comments From: 73 /1472015 v |To[ 3 /21/2017 = 14091 | AXEQALO BOBADILLA, SLZ MARIA KRISTEL |
Comment Code: (Al - % B143|BXLQNTE bon, eDNNY JR|1ST EN|2/10/2017 &
Resolution Status: (A - Selection: [selected crew ~]
Comment Group: ) 3]
CommentReportType: [ =
omment Report Type: (A Entry Date [2/6120175:98:03 am
Comment Urgent status: [(a1) <
Comment Sensitve Status: [(al) = Entered By (User) [
Comment Category: [ — S 5
Cabin  —
EnteredBy Namefser D) [Ga) <] Reported By (Person) [
Comment Department Asigned To g
Involved: l J
I ; Comment Category I =
Guest Comments s
Acton
Subject I =
Comment Type I
< > Resolved By(Date/Time) | 3 /202015 j ‘ 9:49:03AM [=|
Associated Cost fo.00
Add Comment Remove Comment
I™ Urgent I™ sensitve I tnternal
| ot || s | ,

Figure 1-5 - Comments Overview screen

1. From the Overview 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 are shown in Comment section located in the
middle of the screen. To view the comment, select the comment from the
Comment section.

See Comments Tab section on how to add or remove a comment.

Flights Overview

This function enable you to set up the arrival or departure flights, which will allow
you to plan your resources and organize ground transfers for passengers where
necessary. To access the function, select Flights Overview from the Overview menu.

Overview



1.5.

Overview

p

Flight Dates

8 23/05/2010
T 29/05/2010
TR 30/07/2010
R 31/07/2010
TR 07/08/2010
TR 13/08/2010
T8 06/11/2013
I 29/04/2014

E-§§8 22/08/2015

24, AA105
=-¥§8 29/08/2015

+ Add Flight
X

[V Show All Flights

Flights Overview [me3m
Flight Information
Direction : Arrival v I Flight Capadity : [—
Connecting : Yes v | Flight Occupancy : [:—
International  |Yes v | Default No of Bags : ﬁ
Flight Carrier : ﬁ Bag Label : ﬁ
Flight Number : [n:o— Transfer Price [—
Flight Time: W
Flight Departure/Transfer Details Flight Arrival Details
Time (24HH:MM) : [oo:o0 Time (24HH:MM) : [oo:00
Date : iv Date : iv

Airport : Not Specified v I Airport : Not Specified v I
City : City :
Country : IT Italy vl Country : GB United Kingdc v I

Hotel Details

Name : Date CheckIn :
Address : Date Check Out :

§"04/10/2008

"04/10/2008

OK Cancel

Figure 1-6 - Flight Overview screen

Adding/Removing Flight Information
1. On the left pane of the Flight Overview window, right-click and select Add

Flight.

2. Enter all the necessary Flight Information on the right section of the screen and

then click OK to save.

3. To remove the flight information, select and right-click the Flight Number, and

then select Remove Flight.

Add Work Orders

Work order may be added singly or by batch using the Criteria Add function. Entry
of the work orders are not limited to the Crew module and this function is also
available in Maintenance module and Management module, Front Desk, Add Work

Order.

17
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Work Order Details

Work Order Request No: ‘

Priorty: |1 Medum

WorkOrder Type: [FFoceskeepng

=l Location/Cabin Usable: |1 Usable

Task Code: | H0010 Bathroom fioor dirty

E]

Picture Fie:

Work OrderReperted Date:  [2/1372017 1138 am

Browse

‘Task Desaription:

Reported by:
 Cabin Number Only.

Comment:

¥ Inform Housekeeping
¥ Print Work Order
I Rejected

Location Type @ cabn  publc

Locations (De-Select)

—

i [ame

1001 Plage
1002 Plage

Insert New Work Order

Figure 1-7 - Add New Work Order form

Adding Single Work Order

1.
2.

 Others (select Category) >

A

Remove ()

Add Al

Remove Al

Criteria Add >

v <Criteria Rem, <

€ Cabin Number / Name

Neme of Person Reportng AVO

Locations (Selected)

1d [ Name

Comment

00000 P Standard

From the Overview menu, select Add Work Orders.
At the Work Order Details tab of Add New Work Order form, enter the external
document number in Work Order Request No. field, if any.
Select from the drop-down list the Work Order Type, Task Code and enter the

Task Description and Comment.

Select the Priority and Location/Cabin Usable Status from the drop-down list
and attach a picture file, if any. You may override the predefined Priority and
Location Usable Status when adding or editing a work order.
In the Reported By section, select the Cabin number and enter the Name of

Person Reporting AVO.

Select the Location Type, either Cabin, Public or Others (Select Category)>, then

navigate to Location section and select the exact location from the grid.

Click Add to add the location to Location (Selected) section.
To de-select the location from Locations (Selected), mark the item to remove and

then click Remove(-) or Remove All.

Click OK to save the work order.

Adding Work Orders by Batch

1.
2.

Repeat step 1 to 6 of the above.

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

Overview



Overview

714 Officer Cabin DECKO7
716 |OfficerCabn | DECKO7 | oD | 1 |
718 |OfficerCabn | DECKo7 | ob | 1 |
720  [officerCabin | DECKO7 | oD | 1 |
722 |officerCabn | DEGKo7 | oD [ 1 |
724 |officerCabin | DECKO7 | oD | 1 |
726 |OfficerCabn | DECKO7 | oD | 1 |
728 |officerCabin | DECKO7 | oD | 1 |

~ Search Criteria

Not Occupied From|23/08/2015 _~ |

Not Occupied To: [01/09/2015 _~

Deck : Al

Category : Officer Cabin oc
Cabin Type Crew

Availabiity: |cabin with AL Berth available

Led Lelle ]l

] Connected

(128 2single beds [
IC 15 Snoke Ocaupancy |
[JC28B 2Bunkbeds

[]C48 4BunkBeds

[JH  Handicapped -

[JLIFACC
ae Pullman

Spedal Lift Acce

~

VC = Vacant Clean

N

Task Done:
Task Done Before: |~ 09/10/2006

Ledledled

Task Done After: |1~ 09/10/2016

Figure 1-8 - Cabin Selection Criteria

Click OK to add the selection to Locations (Selected).
To de-select the location from Locations (Selected), mark the item to remove and

then click Remove(-) or Remove All.
Click OK to complete the work order.
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2 Quick Functions

The Quick Function is designed to facilitate and expedite billing processes during
disembarkation, assigning of crew course and certificates, flight arrangements and
many others.

Quick Billing

The Quick Billing function enable you to expedite the check-out processes during
disembarkation, and invoices to be printed in batches using the available criteria.
Function is accessible from Quick Functions menu.

Selected ]
Setup Processing

Selection Criteria T

Invoices

SN Crew Invoices

e Invoice Type 1- Final Statement
g Invoice Type 2 - Detailed Statement
-¢ige Inwoice Type 3 - Split Statement
eige Inwoice Type 5 - Chedked Out
-efge Closed Postings Crew

g Crew Phone Agreement

Criteria T Report Printing Criteria ]

Disembarkation Date:
f29/2015 ~

Balancing Beq Date:
™ g /292016 =

Balandng End Date:

f29/2016 ~

Payment Type:

-y Detail Statement - Discount Redirected Payment Type:
g Crowd Management Certificate (an ﬂ mo Change) ﬂ
g Crowd and Crisis Management Certificate Package Plan:

e Detail Statament - Selected Invoice (ally -

g PPE Voucher

g PPE Returned ) [~ Do not collect non refundable credit
Folio Balance:

% PPE Received
@ [ =15

-efge Detail Statement - Closed Postings

ey Technical Data Sheet Divisions: Starboard/Portside
(an = Ja =
Positions:
[ camy |

Disable accounts: I~ Process 0 bal with transactions

-
J [ Process 0 balance accounts

|D0 not change current status

Printer
Name: | J
Copies: Orientation: J
Balance | |

[v¥ Charge commission

Figure 2-1 - Quick Billing Selection Criteria screen

Table 2-1 - Field definition of Quick Billing screen

Field Description

20

Crew Invoices

Type of invoice form

Balancing Begin Date

Date to balance from.

Balancing End Date

Date to balance until

Disembarkation Date

Disembarkation Date filter

Payment Type

Payment type filter

Redirected Payment
Type

Redirect selected payment to another payment method

Package Plan

Filter by Package Plan

Folio Balance

Filter by folio balance e.g.: greater than or equal to X value.

Quick Functions



Quick Functions

Field

Description

Do not collect non-
refundable credit

Credit balance withheld for use in future cruise.

Divisions Invoice sort order by division.
Starboard/Portside Invoice sort order Starboard/Portside.
Positions Invoice sort order by position.

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
Printer Printer assigned for invoice printing, number of copies to
print and print orientation.
~ seecton Criterio .] Selected l
GuestiCrew Details
I~ Sortby cabin sort (cab_sort) ~ SortBy (% Ascending (" Descending Statistics
Selacted: 9
nea:Ded: Pinto Cr G m = m i -
o L (=] e
100 DECK03 |TESTER PAYROLL HOLIDY =5, 00 ‘fes B . 9
110 DECK 10 |TESTER TCN CRWO1 2,5%.19 Yes Balance Total: 3,189.41
120 DECK10 |TESTER PAYROLL 003 =45, 64 ‘fes Comission Total: 0.00
120 DECKO3 | TESTER SAFETY 005 -10.,00 es Balance Charged: 0.00
190 DECK 10 |Petrov Martin Petrov -1§.25 Yes Package Balance: 0.00
190 DECK10 |TESTER SAFETY 004 7.88 ‘fes Mon-ref. Balance: 0.00
210 DECKO3 |Bappoo Mandrow 43,43 fes Balance Remaining: 3,188.41
260 DECK03 |Epayana [ Made 0, 20 s

It will only send to these account
with enboard e-Mai define

Balance | Print

Close Postings

Send eMail

Figure 2-2 - Quick Balance Selected tab
Table 2-2 - Field definition of Crew Quick Balance

Field Description
Division Division number
Deck Location of Cabin
Name Crew Name

Balance Total Invoice Balance
Auth Authorization Status
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Field Description

Print Invoice Printed status.

Statistics Indicator count of selected, processed and remaining
accounts with its value in balance or charged.

Send eMail Invoices are emailed to crew on-board email account
Close Postings Set invoice postings to Disallowed

Balance Process balancing for selected accounts

Print Print invoices for selected accounts

Crew Quick Billing

Quick Bill Printing

The Selection Criteria tab in Crew Quick Billing function determines the type of
invoices to print/pay based on the criteria entered for all disembarking crews. For
example; crew paying by credit card or only crew with x outstanding amount.

1. From Quick Billing, Selection Criteria tab, select an invoice type, Balancing
Begin Date, Disembarkation Date, Payment Type, Folio Balance (if applicable),
Division and Position.

2. At the Printer section, select an invoice printer, enter the number of copies to
print and choose the print orientation, and then click Print.

3. At the Quick Printing prompt, select Yes to continue.

Quick Bill Balance

Apart from printing invoices by batch, balancing of the crew account is only possible
when there is a credit card on file.

1. Repeat steps 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
you achieve the desire result.

4. To exclude a crew from the search result, right-click on the name and then click
Remove. When a crew is removed from the grid, the statistic count is updated
accordingly.

5. At the Confirmation prompt, click Yes to confirm and then click Balance at the
bottom of the screen.

6. At the Quick Balance prompt select Yes and then click OK at the Quick Balance
Info prompt.

Quick Balance Info *

System is going to balance 9 accounts,

?
! . Are you sure you want to balance all selected accounts? 10 System will collect 3,188.41 USD.

Yes Mo | OK | Cancel |

Figure 2-3 - Quick Balance Info Prompt

Quick Functions



7. In the Quick Balance Info warning prompt, read the warning, then click OK to
proceed.

Cuick Balance Info x

i & You have selected to balance accounts including those without
payment type specified.
Missing payment type will be substituted with default one.

oK | Cancel |

Figure 2-3 - Quick Balance Info Prompt

8. The total amount charged and number of account processed are shown in the
Statistic section once the accounts is balanced successfully.

Statistics

- 9
s -

Remaining: a

Balance Total: 3,188.41

Comission Total: 0.00
alance Charged: 3,188.41 |

: IR

Mon-ref. Balance: 0.00

Balance Remaining: 0.00

Figure 2-4 - Statistic of Account processed and value charged

9. Click the Close Postings at the bottom right of the screen to disallow postings on
these accounts.

Quick Bill eMail

All Crew that has an on-board email account may opt to receive copy of their invoices
through eMail, and this function is controlled by a Parameter. Please consult your IT
Department for setup, if this is not pre-configured.

1. Repeat step 1 to 4 of Quick Bill Balance.
Navigate to the Selected tab and then click Send eMail, located at the bottom
right of the screen. If no printer is assigned, the system disables the Send eMail
feature.

3. Without balancing the invoice, click Send eMail.

4. At the Quick Printing prompt, click Yes to proceed. An ‘e-Mail sent’ is added
to the Auth column when the invoice is successfully sent.

Selection Criteria ] Selected 1
Guest/Crew Details

[~ Sort by cabin sort (cab_sort) SortBy ¢ Ascending ( Descending Statistics
— pr— Selected: 1
ZUELY " " = Processed: 0
DECK10 Pinto Ciro 360,00 e-Mail sent Yes Remaining: 1
Balance Total: 360,00
Comission Total: 0.00
Balance Charged: 0.00
Package Balance: 360.00
Mon-ref, Balance: 0.00
Balance Remaining: 360.00

Figure 2-5 - Invoice successfully emailed indicator

2.2. Crew Quick Cabin Assignment

The Crew Quick Cabin Assignment function allows you to assign or unassigned
cabin individually or by a group of crews. This section describes the steps to perform
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a quick cabin assignment to Crew, based on available cabin or cabin which has

assigned to crew.
B3+ Crew Quick Cabin Assignment

Date Range

From ‘3;29.'2014 L] To \5129;2015 —vj

Show Expected Crew Show

Available Cabin

Available Cabin |

Assigned Cabin W

==

Staterooms

Cabin Details Deck  |Status |Avaiable | ~
107 Officer Cabin DECK10 OD 2
-Expected Crew With Cabin Not Assign - 1113 = Intema 2 leth bass DECK.10 |OD 1
Crew Name Emb Date  |DisEmb Date |Nationality Position 201 Crew cabin DECKO3 |OD 1
Tran, Thi Kim Hoa 8/22/2015 8/22{2015 Viet Nam 203 Crew cabin DECKO3 |OD il
Ahmadzada, Akif 8(22/2015 |8/22[2015 i 207 Crew cabin DECKO3 |OD 2
Shrestha, Jagajeet 8/22/2015 [8/22f2015 |Nepal 208 Crew cabin DECKO3 |OD ik
Mahmud,Osama 8/22/2015 |8/22/2015 |Irag 209 Crew cabin DECKO3 (0D 1
210 Crew cabin DECKO3 |OD i
211 Crew cabin DECKO3 [OD 2
212 Crew cabin DECKO3 |OD 2
2124A  |1-Interna 2 letti bassi DECK12 |OD 1
215 Crew cabin DECKO3 |OD 2
216 Crew cabin DECKO3 |OD 3
217 Crew cabin DECKD3 0D 1
218 Crew cabin DECKO3 |OD 1
219 Crew cabin DECKO3 |OD 2
221 Crew cabin DECKO3 |OD 1
224 Crew cabin DECKO3 |OD i W
Crew Currently Assign to Cabin 107 with 4 bed(s)
Crew Name Nationality Position Status Emb Date DisEmb Date
Palomba, Salvatore Italy Captain Waiter Checked-In | 10/16/2003 8/23/2015
Staff,861 Italy Checked-In |9/22/2014 11/27/2014
TESTMAY,SPD 01 Italy 1st Officer Checked-In |12/13/2014 12/18/2015
TESTER,CREW 008 Cambodia Reserved | 5/16/2013 5/20/2014 Assign Cabin : l
TESTER,CREW 861C Italy Staff Captain Reserved 9/22/2014 9/23/2014
Tester, Crew A MR Italy Reserved 4/7/2015 4/21/2015

Cancel

R

Figure 2-5 - Invoice successfully emailed indicatorQuick Cabin Assignment screen

Assigning a Cabin

1. From the Quick Functions, select Crew Quick Cabin Assignment from the drop-

down list.

2. Select the Date From and Date To using the date editor, then click the Show
Expected Crew. The expected crew that do not have a cabin assign are displayed

in the Expected Crew With Cabin Not Assign grid.

Date Range

From |?,r29,r2015 j To |8,|f29,|f2015 j

Show Expected Crew

Show Available Cabin

Expected Crew With Cabin Not Assign

Crew Name

Nationality Position

Tran, Thi Kim Hoa Viet Mam I
Ahmadzada,Akif 8/22/2015  |8/22{2015 baij

Shrestha, Jagajeet |8/22/2015 [8/22/2015 |Nepal

Mahmud,Osama |8/22/2015  |8/22/2015 |Irag

Figure 2-2 — Show Expected Crew screen

Table 2-1 - Field definition of Quick Cabin Assignment for Expected Crew

Field Description
Crew Name Name of Crew
Emb Date Embarkation Date of Crew
DisEmb Date Disembark Date of Crew
Nationality Nationality of Crew
Position Position of Crew

3. Available cabins are shown in Available Cabin section. Selecting any cabin from
the grid will show the cabin assignment history of Checked-In and Expected

Quick Functions



crew in the Crew Currently Assign to Cabin xxx with x bed(s) grid.

B3 Crew Quick Cabin Assignment @
[ Date Range

Available Cabin Assigned Cabin

From |7.129,rzu15 j To |s,rzgjzu15 j Show Expected Crew | Show Available Cabin

i~ Expected Crew With Cabin Mot Assign

201 [Creweabn  [oEckosfob  [1
207 [Creweabn  [oEckozfob  [2
208 Crewcabn  [bECKD3[oD |1

Tran, Thi Kim Hoa 8/22/2015 8222015 VietNam

Shrestha, Jagajeet

211 [creweabn  [oEckosfob  [2
21244 [1-Interna 2lettibass __ [DECKi2 oD [1
266 [Creweabn  [oEckosfob  [3
218 [Creweabn  [oEckosfob |1
221 crewcabn  [bECKD3joD |1

Crew Currently Assign to Cabin 107 with 4 bed(s)

Crew Name [Mationality |Position [status |Emb Date |DisEmb Date |
Palomba, Salvatore Ital Captain Waiter Checked-In | 10/16/2009

TESTMAY,SPD 01 Italy 1st Officer Checked-In [12/13/2014
Assign Cabin Unassign Cabin
TESTER,CREW 861 C Italy Staff Captain 9/23/2014 9/23/2014
cel

Figure 2-6 - Available Cabin screen

4. Navigate to Assigned Cabin tab to view all cabin assigned with crew. The cabin
assignment history of Checked-In and Expected Crew is shown in the Crew
Currently Assign to Cabin xxx with x bed(s) grid when a cabin is selected.

Date Range Available Cabin l i ‘Cabin I

From | 7 /29/2015 j To | 3 [29/2015 j Show Expected Crew | Show Available Cabin - Staterooms
Cabin I
- Expected Crew With Cabin Not Assign Cabin Jcrew Hame |Emb Date | DisEmb Date |Available
107 Tran, Thi Kim Hoa 8/22/2015
Mahmud,Osama [ 8/22/2 a 201
206 Test,Crew 3 /212015 |10/31/2016
Shrestha, Jagajeet 8/22/2015 |8/22/2015 |Nepal 292
208 TESTCP,MULCREW 01 8/20/2015  §/29/20156 0
600

Sudane, I Ketut Mr : = _

TESTCP,MULCREW 01 Italy | |Expected [8/23/2015 3/25/2016
Assign Cabin

Unassign Cabml

Cancel

Figure 2-4 — Assigned Cabin screen

Table 2-2 - Field definition of Quick Cabin Assignment for Staterooms column
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Field Description

Cabin Cabin number
Details Details of Cabin
Deck Location of Cabin
Status Status of Cabin
Available Available unit of cabin
Crew Name Name of Crew
Emb Date Embarkation Date of Crew
DisEmb Date Disembark Date of Crew
Quick Cabin Assignment Crew Currently Assign to Cabin xxx with xbed(s)
Crew Name Name of Crew
Nationality Nationality of Crew
Position Position of Crew
Status Status of Crew
Emb Date Embarkation Date of Crew
DisEmb Date Disembark Date of Crew
5. Select the crew and the cabin from either the Available Cabin or Assigned
Cabin, then click the Assign Cabin. The assigned crew cabin is now shown in
the Crew Currently Assign to Cabin xxx with x bed(s) grid.
6. Other option to assign a cabin is by clicking the Show Available Cabin. This

function only displays cabin without an assignment, and in the Available Cabin
tab, list of available staterooms are displayed in the grid and cabin assignment
history for Checked-In and Expected Crew are then shown in the Crew Currently

Assign to Cabin xxx with x bed(s) grid.

B3+ Crew Quick Cabin Assignment

=)

Date Range Available Cabin | Assigned Cabin |
From | 7/29/2015 j To | 8 /29/2015 j Show Expected Crew § Staterooms
Cabin Details Dedk Status _|Available | A
I 107 Officer Cabin DECK10 OD 2
Expected Crew With Cabin Not Assign 1113 5 = Int=mia 2 leti bass 1
Crew Name [EmbDate[DisEmb Date [Nationality |Pesition Crew cabin DECKO3 0D 1
207 Crew cabin DECKD3 |OD 2
208 Crew cabin DECKD3 |OD i
209 Crew cabin DECKD3 |OD i
210 Crew cabin DECKD3 |CD 1
211 Crew cabin DECKD3 |OD 2
212 Crew cabin DECKD3 |OD 2
215 Crew cabin DECKD3 |OD 2
216 Crew cabin DECKD3 |CD 3
217 Crew cabin DECKD3 |OD 1
218 Crew cabin DECKD3 |OD 1
219 Crew cabin DECKD3 |OD 2
221 Crew cabin DECKD3 |OD 1
224 Crew cabin DECKD3 0D 1
226 Crew cabin DECKD3 |00 1
227 Crew cabin DECKD3 |OD 3 w
Crew Currently Assign to Cabin 107 with 4 bed(s)
Crew Name Nationality Position Status Emb Date DisEmb Date
Palomba, Salvatore Ttaly Captain Waiter Checked-In | 10/16/2009 8/23/2015
Staff,B61 Ttaly CheckedIn |5/22/2014 11/27/2014
TESTMAY,SPD 01 Italy 1st Officer Checked-In | 12/13/2014 12/18/2015
TESTER,CREW 008 Cambodia Reserved  5/15/2013 5/20/2014
TESTER,CREW 861 C Italy Staff Captain Reserved  |9/22/2014 'Efzsfzn 14
Tester,Crew A MR Ttaly Reserved  |4/7/2015 |4/21/2015
Tran,Thi Kim Hoa Viet Nam Reserved 8/22/2015 |Bf22[20 15 Cancel

Figure 2-5 — Show Available Cabin screen

7. Repeat step 3 to 5 of the above to assign a cabin.

Un-assigning a Cabin
1. Repeat step 1 to 2 of the above.
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2.3.

Quick Functions

2. Navigate to Assigned Cabin tab to view all cabin assigned to crew.

3. Select the cabin from the Staterooms list to display the crew assignment history
for Checked-In and Expected Crew are shown in the Crew Currently Assign to

Cabin xxx with x bed(s) grid.

3.+ Crew Quick Cabin Assignment

5
~Date Rang Avalable Cabin | dcabin |
From i 7/29/2015 j To | 3/20/2015 j Show Expected Crew |  Show Available Cabin - Staterooms |
cabn | |
=
[~ Expected Crew With Cabin Not Assign Cabin Crew Name Emb Date |DisEmb Date |Available
Crew Name Emb Date | DisEmb Date |Nationali Position Mahmud,Osama 8/22/2015 [8/22/2015 |0
Staff Captain TESTCP,MULCREW 01 8/29/2015 |8/29/2016 |1
Shrestha, Jagajeet 8/22/2015  8/22/2015  Nepal T Test,Crew 3 8/21/2015 |10/31/2016 |1
Ahmadzada, Akif 8/22/2015 |8/22/2015 |Azerbajjan KWAN,CP 8/22/2015 8/29/2015 1
Tran, Thi Kim Hoa 8/22/2015 |[8/22/2015 |0
TEST,VING ENCODE 18/22/2015  |12/22/2016 |1
+-Crew Currently Assign to Cabin 600 with 2 bed(s)
Crew Name [Nationality [Pasition |status Emb Date DisEmb Date _
TESTCP,MULCREW 01 |1taly | |Expected  |3/29/2015 8/29/2016
Test,Crew 9 Italy Staff Captain Reserved | 8/21/2015 10/31/2016
Tran, Thi Kim Hoa Viet Nam Reserved  |8/22/2015 8/22/2015
IMahmud, Osama Iraq Reserved 8/22/2015 |8/22/2015 pssign Cabin | | unassign Cabin
KWAN,CP Italy Reserved  |B/22/2015 |B/23/2015
TEST,VING ENCODE Italy Reserved | 8/22/2015 |12/22/2016
Cancel

Figure 2-6 — Assigned Cabin screen

1. Select crew from the Staterooms grid or Crew Currently Assign to Cabin xxx
with x bed(s) grid, then click Unassign Cabin to un-assign the cabin for the crew.

Quick Courses Assignment

The Quick Courses Assignment function enable crew courses and certificates to be

assigned.
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<® Courses/Certificates Assignment x

Account Identifier Courses l Certificates ]
1000 1000 TESTER SAFETY 004 (= || mm—
s { £ i
Ve All Safety Operational
e~ :
+ Search by Cabin Number Selected |Code Heames Related To
CA-01 Courze A Safety
(" Search by Safety Mumber CA-02 Course B Safety
CA-03 Course C Safety
Additional Information

CourseCertificate Mumber: |

Training Centre: v]
Training Centre Address:

Completion Date: ¥ §/29/2015 ~ ISPS Bomb Search Training Safety
] MAMS Marittimo Abilitato Survival Crafi|Safety

Expiration
{* valid until a specdfied date
Renewal Date: I— 8 f29/2015

(" Valid until crew Disembark

Search
[T Clear fields after assigning I Assign I Assign & Print

Figure 2-7 - Courses Assignment screen

Table 2-3 - Field definition of Courses/Certificate Assignment screen

Field Description

Code Code of Courses/ Certificates

Name Course/Certificate Name

Related To Belong to Safety/Operational category

Courses Assignment

1. From the Quick Functions file menu, select Quick Courses Assignment from the
drop-down list.

2. Navigate to the Courses tab and select the type of course to assign by checking
the checkbox beside the code.

3. Inthe Account Identifier section on the left, select either to Search by Cabin
Number or Search by Safety Number radio.

. In the Additional Information section, fill in the Additional Information if any.

5. Check the Completion Date and select the date from the date editor.
Choose the course expiration period either by selecting the Valid until a
Specified Date or Valid until Crew Disembark. If the Valid until a Specified
Date is selected, check the Renewal Date and select the date from the date editor.

7. Click Assign to assign the courses or click Assign & Print to assign the course
and print the course assigned at the same time.

8. Courses can be search using the Search Panel below the course grid.
Checking the “Clear fields after assigning’ check box clears all details after the
course assignment completes.

Quick Functions



Quick Functions

Certificates Assignment

<® Courses/Certificates Assignment

— Account Identifier Courses

|10000 10000 TESTERPAYROLLOO3 |

Advanced |

* Search by Cabin Number

™ Search by Safety Number CertB Safety
— Additional Information FADVAC Firefighting Advanced |Operaﬁonal

FADVAM Basic Safety Training Safety

Course/Certificate Mumber: FEASIC |Firefighting Basic Safety
- . GMDSS Radio Operator's Certificate Cperational

e I— . | 3 MO MO 1935 Safety

Training Centre Address: M.CARE Medical Care Safety

Completion Date: MAIS Marittimo Abilitato Mezzi di Salvs|Safety

MFA Medical First Aid Safety

Expiration PABOOK Panama Seaman Book Safety

% valid until a specified date PSR Personal Safety & Social respon:|Safety

RADAR Radar Certidicate abilitation Safety

SOPPR. Competence Personal SurvivalTe Safety

" valid until crew Disembark

Cert

[™ Clear fields after assigning

I Assign I Assign & Print

Figure 2-8 - Certificates Assignment screen

1. From the Course/Certificates Assignment screen, navigate to Certificates tab,

and select the course to assign by checking the checkbox beside the code.

2. Repeat above step 3 to 9.

Advanced Courses/Certificates Assignment

Advanced Course Assignment allows you to assign multiple crew to a

course/certificate.

1. Under the Account Identifier section in Courses/Certificates Assignment screen,
click Advanced to open the Multiple Accounts Selection window.

Account Identifier

% Search by Cabin Numnber

Figure 2-9 - Course/Certificates Assignment — Advanced
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2. Crew listed in the Non Selected Accounts section is based on default setting in
Status and Account Type criteria.

@ Multiple Accounts Selection X
Accounts
Status: Checked In - Pre-Selection: |<ALL> -
Account Type: |Crew
Non Selected Accounts Selected Accounts
Mame/Cabin: Found : 833 Mame,/Cabin: Listed ; 2
Cabin | Name -~ Add All > Cabin | Name |
404 Adriyanto, 206 Tester Crew,851

212 Agus Miasa,l Gede
260 Agus Sunanta, Made
w7 Ahmad,Rosi

269 Aldrin William, Edwin
417 Aleksic,Vasilj

325 Aleksiev, Ivaylo Valentinow (>
266 Alimuddin, .

512 Almeida, Vincy Bonifacio <Remove
223 Aly,5alimo

< Remove Al 292 Tester,Crew

496 Amador Torres,Marcela

9938  Ambrosino,Alessandro

269 Andriamalazavola,Jacgues Adriano Criteria Add >

412 Andriamampianina, Aubin Anthony

216 Andriamanantena,Heriniaina Ginoh o

1002  Andriamanjarisoa, Justin Paulin Etienne < Criteria

423 Andriamihaja,Mamitiana Falimanana Rem.

292 Andriamparany,Michael

431 Andrianaly,Frands Claude w

< » Pre-Select 4 ¥

oK Cancel

Figure 2-10 - Routing Multiple Account Selection window

3. Choose the reservation status of the crew from Status drop-down list.
To select all crew, click the Add All> button to transfer the crew list to the
Selected Account window, or individually select the crew name and then click
Add.

5. Click OK to confirm the multiple accounts selection and this opens the New
Courses/Certificates Assignment window.

6. The cabin search function under Account Identifier section is now dimmed and
is replaced with (multiple selection).

7. Repeat step 4 to 9 Courses Assignment.

2.4. Quick Discounts Assignment

The Quick Discounts Assignment function enable discounts to be assign to multiple
crew’s account, either by percentage or by value.
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L',} Discounts *

Account Selection

| | j Advanced

How much

Percentage Apply Count v Percentage

Reason |

What

All F o
All Bars

All Beverage

All Champagne

All Food

All Shops

All Tobacco

CP1

rp7

< >

[ Discount Template J

When

[+ Actual Postings
[ Future postings

‘ ‘ Cancel ‘

Figure 2-11 - Quick Discount screen

Assigning Discount to Individual Crew

1.
2.

From the Quick Functions file menu, select Quick Discounts Assignment.

In the Discounts window, Account Selection section, enter the cabin number and
select the respective crew from the drop-down list.

Navigate to How much section and enter the percentage value, number of
applicable discounts and reason. To apply a Value discount, uncheck the check
mark next to Percentage.

Select the department group or department code in the ‘What section’, and check
whether the discount is applicable to Actual or Future Postings.

Click OK to confirm.

Assigning Discount to Multiple Crew

1.

From the Quick Functions option menu, select Quick Discount Assignment
from the drop-down list.

Under the Account Identifier section in Discounts assignment screen, click
Advanced to open the Multiple Accounts Selection window.

Account Identifier

| | =

{* Search by Cabin Number
Figure 2-12 - Course/Certificates Assignment — Advanced

Crew listed in the Non Selected Accounts section is based on default setting in
Status and Account Type criteria.

Choose the reservation status of the crew from Status drop-down list.

To select all crew, click Add All> to transfer the crew list to the Selected Account
window, or individually select the crew name and then click Add.
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6. Click OK to confirm the multiple accounts selection and this opens the New
Discounts Assignment window with the selected crew account listed on the right
table.
(& Discounts ®

— Account Selection 1
I I{mulﬁple selection) j f ‘

— How much

Percentage | Apply Count | [V Percentage

Reason I

— What

All Fa
All Bars

All Beverage

All Champagne

All Food

All Shops

Al Tobacco

CP1

(=)

£ >

™ Discount Template I LI

— When
[V Actual Postings
™ Future postings

Delete | oK | Cancel |

Figure 2-13 -Quick Discount to Multiple Account

7. Repeat step 2 to 5 of Quick Discount to Individual Crew by Percentage/Value.

2.5. Quick Effects Assignment

The Quick Crew Effects Assignment allows you to record crew’s effects for
single/multiple accounts.

& Crew Effects Assignment X
— Account Identifier Crew EFf ]
I |{multi|:|le selection) ;I
[J1vcr/ovD
Advanced i
¥ Search by Cabin Mumber [ 10 wine (bts.)
[[] 11 Tobacco (ar.)
" Search by Safety Number [[] 12 Miscellaneous
D 13 Testing
[[] 2 Photo video camera
— Additional Information [ 3 walkman/ cd player
[J4Pc/ Laptop
Count: | 1 5 Printer
Date of Transaction: |8f29f2ﬂ15 J [ & stereo system
Rt [[17 Mobile Phone
[[] 5 Cigarettes (single)
[[19 spirits {btls.)
< >
[~ Clear fields after assigning fssign Assign & Prink

Figure 2-14 - Quick Crew Effects Assignment

4. From the Quick Functions file menu, select Quick Effects Assignment from the
drop-down list.

Quick Functions



5. In the Account Identifier section on the left, select either to Search by Cabin
Number or Search by Safety Number radio button.

6. In the Additional Information section, enter the number of items in the Count
field, select the Transaction date using the date editor and enter a remark if any,

7. Select the Crew Effects item by checking this item check box. Multiple selection
is permissible.

8. Click Assign to assign the courses or click Assign & Print to assign the course
and print the course assigned at the same time.

9. Checking the ‘Clear fields after assigning’ clears all details after completing the
course assignment.

2.6. Quick Flight Assignment

The Flight Assignment function enables you to assign the arrival/departure flight
individually or by a group of passengers.

%4 Quick Flight Assignment @
Flight Assignment

Account Identifier: Flight Information

| |:mu|tip|e selection) J Direction * |Arrival

Departure Date  [8/23/2015

LedLef]<]

[+ Clear fields after adding to postings list Flight Mumber : |AA 100
Additional Information

o Flight Time: 0800
Destination Code :

Package Code : | Departure Arrival
Transfer Price : [ Time : Time :
Date : 5/29/2015 Date : 8/30/2015
Mo of Bags : [ City : City :
. Country : Ttaly Country : United
Bag Label : [ Kok
[~ Assign these information only
Add Guest
Flight Assignment List
Totals
Cabin | Mame | Flight Date | Fiight No Dest Cod
1000 TESTER, SAFETY 004MR  8/29/2015  AA 100 mee | Ferson Selected : 2
216 TESTER, SAFETY 005 8/29/2015 AA 100 ITGB

< > Post

Figure 2-15 - Quick Flight Assignment

1. From the Quick Functions File Menu, select Quick 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,
and Flight Number from the drop-down list.

. In the Additional Information section, enter the additional information if any.

5. Click Add Crew to add the selected crew 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 crew’s account in Crew
Handling, Flight Info tab.
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2.7.

Quick Posting

The Quick Postings function posts posting by batch to single account or multiple

accounts. This function is extremely useful when there is a large quantity of checks

such as laundry or telephone charges to be posted at the same time. The usage of the

function is described below.

@ Quick Posting d
Posting
Account Department: | Search
tester  [208 TESTER SAFETY 003 || 2030 Caffe del Mare | Add
Advanced Department Amount A
| |Caffé del Mare - Beverages 19 J
[¥ Clear fields after adding to postings list Caffé del Mare - Champagne 0.00
Caffé del Mare - Food 0.00
Caffé del Mare - Tobacco 0.00
Additional Information Caffé del Mare - Package 0.00
Check Number: | Caffé del Mare - Service Charge A 0.00
Server #1: | Caffé del Mare - Sales Commission 0.00
Server #2: |
MNumber of People: |
Invoice Number: 1 2 3 4 ]
CorEE | 5ub Total: 15.00
Postings List
= p Totals
Acc. ID  |Acc. Identifier Dept. ID  |Dept. Details Amount A
208 TESTER SAFETY 003 2030 Caffe delMare |10 Batch Count:
208 TESTER. SAFETY 003 1011 Cabin Change 50
Current 2
Batch Total:

Current Total: 60.00

i Post

Figure 2-16 - Quick Posting screen

Quick Posting to Single Account

1.
2.

From the Quick Functions Menu, select Quick Posting from the drop-down list
Select the Account using the drop-down list, then navigate to Department, select
the department code, and then enter the value to post.

In 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.

Click Add to add the account to the Posting List grid. Repeat the above step until
all checks are added to the Posting List. Note and tally current count and Current

Totals with physical crew checks.
Click Post to confirm posting.

Quick Posting to Multiple Accounts

Under the Account field of the Quick Posting screen, click Advanced.
In the Multiple Accounts Selection window, select the Status from the drop-

1.
2.

down list.
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\é Multiple Accounts Selection X
Accounts

Status: Checked In hd Pre-Selection: |<ALL> hd
Account Type: [Crew

Mon Selected Accounts Selected Accounts

Mame/Cabin: Found : 833 MName/Cabin: Listed : 2
Cabin | Name A Add All > Cabin | Name
218 TEST, 11 292 TESTER,CREW 02

9988  TESTER,CP QAL
241 TESTER,CREW HOLIDAY PAY

108  TESTER,CREW LINKED ‘A’

205  TESTER,CREW NO PAYROLL

295  TESTER,CREW PAYROLL (VACATIO...
C001  TESTER,CREW PAYROLL 004

225  TESTER,CREW PAYROLL 04

204  TESTER,CREW PY

202 TESTER,CREW T&A 01

217  TESTER,CREW TRAIN 01

250 TESTER,CREW WS 01

214  TESTER,HOTEL SERVICE CHARGE Criteria Add =
204  TESTER,HOUSEKEEPER 01
209 TESTER,HOUSEKEEPER 02

< Remove All 108 TESTER,CREW 010

I

< Remove

208 TESTER,LOYALTY BONUS < Criteria

10000 TESTER,PAYROLL 003 Rem.

203 TESTER,PAYROLL HOLIDAY PAY

223 TESTER,PAYROLL SPA v

< > Pre-Select < >

=3
=
-l
==

oK | Cancel

Figure 2-17 - Quick Posting Multiple Account Selection

3. 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 Selecting Account Using Criteria Option section on how to
select accounts using Criteria Add.

4. Account selected are shown in the Selected Account window. Click OK to return
to Quick Posting window.

5. Navigate to the Department field and select the department code and then enter
the value to post.
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& Quick Pasting x
— Posting
Account Department: | Search
| | (muitiple selection) | | | Add
Arfrericed | Department Amount ~
La Terrazza - Beverages 0.00 _I
¥ Clear fields after adding to postings list La Terrazza - Champagne 0.00
La Terrazza - Food 0.00
La Terrazza - Tobacco 0.00
— Additional Information La Terrazza - Package 0.00
Check Mumber: | La Terrazza - Service Charge A. 0.00
Server £1: I La Terrazza - Sales Commission 0.00
Server #2: |
Number of People: |
Invoice Number: | 1 2 3 4 | W
Comments: | Sub Total: | 0.00
— Postings List
: p Totals
Acc. ID  |Acc. Identifier Dept. ID  |[Dept. Details Amount A
292 TESTER,, CREW 02 4500 Logo Shop 5 _I Batch Count: I
108 TESTER, CREW 010 4500 Logo Shop 5 ———
292 TESTER, CREW 02 3000 Covo 15 Current 4
108 TESTER, CREW 010 3000 Covo 15 BatchTotal: |
CurrentTmal:l 40.00
h Paost |

Figure 2-18 - Quick Posting to Multiple Accounts

6. At 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.
7. Click Add to add the account to the Posting List grid.
8. Click Post to complete the postings.

Selecting Account Using Criteria Option

The criteria options filters the accounts based on the criteria entered, for example by
embarkation/disembarkation date, age, cabin category and other.

1. At the Multiple Accounts Selection window, click Criteria Add>.

2. Select the options from the drop-down list in the General tab, then navigate to
Crew tab.
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& Accounts Criteria Selection ¥
General I Crew T Mationality T Financial ]
[~ safety Department I ;I
[~ safety Position | |
[~ safety Group I ;I
[v Eafety Role: | (ot applicable) ~|
[~ safety Function I ;I
[~ Muster Station | ;I
[~ Life Boat | |
oK I Cancel
Figure 2-5 - Accounts Selection Criteria - Crew
2.8. Quick Posting Status
The Quick Posting Status Enable/Disable function sets the account posting status by
37
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ﬁ Accounts Criteria Selection

General T Crew

T Mationality T

Finandial

[~ Embarkation Date / Port
[~ Disembark Date / Port
[~ Age

[~ Flight Destination Code
[~ Flight Package Code

[~ Cabin Category

[~ Cabin Classification

-

10/ 7 /2016 j

=

- =

|
|1U,f?,f1016 j
|

[~ Guest With no Gangway Activity I 10/ 7 j2016 vI

Led Lef Lef L

Cancel

Figure 2-19 - Accounts Selection Criteria - General

3. In the Crew tab, select from the available options using the drop-down menu and

continue to select from the remaining tabs, if required.
4. Click OK to return to the Multiple Account Selection window.

batch.
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2.9.

B - Enable/Disable Posting by Selection [
Account Selection

|| | j Advanced

Reason: |

[ Allow manual postings

‘ Cancel ‘

Figure 8-1 - Enable/Disable Posting Selection

—_

From the Quick Functions File menu, select Quick Posting Status

Enable/Disable from the drop-down menu.

2. In the Enable/Disable Posting by Selection window, select the account from the

drop-down list or click Advanced to select multiple accounts.

Insert a reason in the Reason field.

4. Check the Allow manual postings check box if manual posting is allowed for
Disabled accounts.

5. Select one of the option - Enable or Disable the account.

W

Quick Remote Check-In

The Quick Remote Check-In enable you to check-in the crew by Deck.

@ Quick Remote Check-in 4

Selected Details

Cabin Mame Status Statistics

Coo1 Tester Crew 859_1 Ready Selacted: i
Processed: 0
Remaining: i
Checked-in: i}
Failures: i

Search Criteria
Account: |C|'E'.'. J
Deck: [T NN ~

Refresh

Process | Close ‘

Figure 9-1 - Quick Remote Check-In

1. From the Quick Functions options menu, select Quick Remote Check-In from
the drop-down list.
Select the Deck from the drop-down list and then click Refresh.

3. At the Selected Crew section, cabin number and name of crews due to check in
are listed, with the total selected account shown at the Statistic section.
Click Process and select Yes at the confirmation prompt to proceed.

5. The system updates the number of record processed and its status in Statistic
section. Click Close to return to the Main Screen.
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3.1.

3 Crew Members Function

This section describes the function to access the crew data such as Crew Information,
travel documents, invoice, crew history, group account and others. It allows you to
create, amend and cancel a reservation, post a charge and check out a crew account.
These functions are access via Crew Members drop-down menu.

ew Quick Functi Members Eoar sfety Reports Options Securty About
Department Selector
‘ 5 GedtCards | safetylo | Fiohtio | Doaments | Revewednsyrr | Cstomifo | Commens |
(A Sekected) e -
Crewinfo | DscRoutepkg |  Invoce:000 |  MoeGrewinfo | CouwsesiCerts | Otherlnfo |  EffectsMamngs | HistoryPromotons
Grew Found: 5 Selected: 1
. Name, Adéress Cabin Infornaton
g 2| || [ restndarpes ocapedorty
% > A002 (berth 1)
i e 7)o FREEL
% —" Tel s
S | e E———" = Moble Tel: (i
2 ‘ 1°lo Maning Agent: Enbarkaton 5771
3 [[rors [resterzre ik Port ABERDEEN, SCOTLAND
& ° Debark: 1312017
CF i = Port ALTER DO GHAO
- Ao B
3 [E PassportInformation/Custom Info e O Sra e
g i Manfest Yes
g - Shoreg D
& - Date of Issue: Charge ID 9822000186060400
L Pace of Issue: Folo fumber: 1936512
= @ Expiration Date: Priviege Level:
| Je arinay 12729/1398 Postng Alowed: No
b _ Pace of Bith: Routing Status:
3 = ty: s Payment: 95012 Cash Payday Guest/Of
£ "< Brih Natonalty:
§ _ Sex:
- Langusge: EY HBer S/Chg Start 32072015
= | = Pos Dic Tenplate: /B S/chg End ;
s Doaments: Stay Overght Shoresde No
: 1) e FR—
2 =
Lk r
=
= PostngStatus | PrintPassportLabel | PrintSafety Card | ResetBoard Card | Cancel Reservation | New Reservation | EditInformation
s st & Crew
s e e T D e weses | ‘
€ suff
sonies | e T
™ Show expected dsembarkaton

Figure 3-1 — Crew Handling

Crew 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 from the Crew Handling screen.
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3.1.1.

Department Selector

[(a1 Selecteq) =l
:é = Crew Found: 0 Selected: 0 .
"o
3 na
| =
z
) T aow
Date /201015 | ¢ suf
I Show Onboard Only
Figure 3-2 — Crew Search Panel
Table 3-1 - Search Panel List
Tab Description
Checked-In Tab list all registered passengers.
Checked-Out Tab list all checked-out crew of past and current cruise.
Expected Tab lists all crew 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 Onboard Only Displays crew that has onboard status.

Search using the Search Panel

1. At the Search Panel, select the Status tab on the left.

2. On the right of the Search Panel, select an alphabet corresponding to last name of
the reservation. Selecting ALL will list all reservations in alphabetical order.

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

Crew Info Tab

The Crew Info tab is the main tab one sees after an account/reservation search. It
provides a single view of guest's vital information's such name, address, passport
details, cabin information, and others, and enable you to further drill down into the
reservation for more information.
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[ Credit Cards T Safety Info T Flight Info T Documents T Revenue Analyzer T Custom Info T Comments ]
Crew Info I Disc,Route,Pkg T Invoice T More Crew Info T Courses & Certs T Other Info T Effects/Warnings T History,/Promotions
 Name, Address r— Cabin Information
Crew, John Cabin Cleaning State Occupied Dirty
Crew Cabin: 107
Status: Expected/Shore-Side
Clock infout Status:
N Department: Deck Officer
Tel: Position: 3rd Officer
Mobile Tel: National ID:
Maning Agent: Embarkation: 872272016
Port:
Disembark: 11/4/2016
Part:
Age: 1]
r~ Passport Information/Custom Info Handicapped: !
Marifest: Yes
" Shore-G.ID:
Ressport o} IR S Charge ID: 9838000103412400
Date of Issue: 5/22/2014 Folio Number: 1073304
Place of Issue: Miami P:\L‘I’Ieguen-l‘.e?lrell'
E)q:nrahn.n Date: 5/22/2024 Posting Allowed: No
Birthday:
. Routing Status:
Place of Birth: s t 4003 Cash O
Nationality: m ayment: asn Lrew
Birth Nationality: us
Sex:
. HyBar 5/Chg Start
LErEr . EipEEEy H/Bar S{chg End 11/3/2016
PesEETEy i Stay Overnight Shoreside No
Documents: Y 9
[~ Pax Status
Posting Status Print Passport Print Safety Card | Reset Board Card Caﬂoe\_ Mew Reservation | Edit Information
Label Reservation

Figure 3-3 - Crew Info tab

New Reservation Function

The New Reservation function creates a new crew reservation. A reservation form is
launched when the New Reservation button is clicked and below are the field
definitions of the form.

i New Crew Information X

Mame/Reservation r Addresses [ Other Info ]

C =] L — Operational Department No — Reservation Information

R Surname IMandabury Field Department .I Estimated Date: Port:
Forename I Position vl Hnbarication un/07/2016_|
E Middle Initial I External ID =

Lol

Salutation I Internal ID Re-Embarkation J
l— Crew Post ID [ || Achal Date: Fort:
rew Pos
i L |cobakatn | |
i I— Ext. ResID
Other First Name s I I
Gender - Order Emp Mo
Hair Colour Shore-G.ID — Emb. Port Comments

Deb. Port Ce ts
Eye Colour eb. Port Commen:

Lelle

- Seamans Book Information

Cabin Current Bed :

Height

gl Number Deny Boarding - | Assign i
Weight
Issue Date | Muster Station @ | Default Cabin Muster Station ~|

Marital Status | (Undefined) || | 1ssue Place
Onboard EMa\II Expiry Date l—_l Pincode

Disc Template I("'"t applicable) j' Issue Country = Longshareman Work |Mot Spedified ;I
Nationaiity Flag| (not applicable) -] - T e 1 1o Default Cabin Life Boat =

Smoker * No  Yes
Birthdate | | onBoard | * No  Yes ‘

Deny Reason

 Passport Informaton ————————————————————
Birth Place [¥ Manifest Printout [~ stay overnight shoreside

P i - !
asport e Nationality IT Ttaly 'I [~ Switch to Passenger in Manifest [ Intoxication

Issue Date lﬁ | —Document Snapshot (Only Visible in supported Reader) ————
Issue Place l— Language lENEngIlsh—;l
Issue Counhylﬁ Language 2 lﬁ
Expiry Date Iﬁ Language 3 Iﬁ
Birth Nation lﬁ National ID l—
— Payments/R: ks Fin Mumber l—

[~ Payment by Credit Card

r~Document Photo
Payment 9003 Cash Crew -

Remark

¥ Save Document Image

I Assign as
Crew Photo Swipe Passport oK Cancel

I~ Motice and Consent
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Figure 3-4 - New Crew Information screen

Table 3-2 - Field definition of Crew Information tab

Field Description

Name

Surname Last name of the crew.

Forename First name of the crew.

Middle Initial Middle name of the crew.

Salutation Salutation of crew.

Other Name Other Last Name.

Other First Name Other First Name.

Gender Gender Identifier

Hair Colour Hair Colour

Height Height

Weight Weight

Marital Status Marital Status

Onboard Email Email contact whilst on board.

Disc Template Available discount templates.

Nationality Flag Flag to determine if the crew nationality belong to
European Union (EU) or Non-European Union.

Smoker Smoker Identifier

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.

Birth Nation

Original nationality of the crew if defer from Nationality

field.

Operational Department No

Department Operational department
Position Operational position
External ID External Crew ID

Internal ID

Internal Crew ID

Crew Post ID Waiter ID number as used on POS system

Ext. Res ID External Reservation ID

Order Emp ID Crew incentive program employee number
Shore.G-ID Unique Identifier for FMS. A user definable label.

Seamans Book Information

Number

Seaman Book number.

Issue Date

Date of issue of Seaman book

Issue Place

Place of Issue of Seaman book
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Field

Description

Expiry Date

Expiry date of Seaman book

Issue Country

Country Seaman book were issued

Other Birth Information

Birthdate Birthdate of the guest.

Birth Place Birth place of the guest.

Nationality Nationality of crew

Language Main Language spoken

Language2 /3 Other spoken language

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

License

Reservation Information

Estimated Embarkation/
Disembarkation Date

Embarkation/Disembarkation date.

Estimated Embarkation/
Disembarkation Port

Port of embarkation/ Disembarkation

Re-Embarkation

Crew expected return date

Actual Embarkation/
Disembarkation Date

Embarkation/Disembarkation date.

Actual Embarkation/
Disembarkation Port

Port of embarkation/ Disembarkation

Emb. Port Comments

Sign-on harbour comments

Deb. Port Comments

Sign-off harbour comments

Cabin

Cabin number assigned.

Deny Boarding

Deny boarding identifier

Assign

Current Berth Assigned

Muster Station

Muster Station assigned. Linked to Cabin number.

Deny Reason

Reason boarding denied.

Pincode

Pin code setup for outgoing calls and access to Kiosk.

Longshoreman Work

Indicate crew to perform longshoreman work during next
port

Life Boat

Life Boat assigned to crew. Linked to Cabin number.

Other Parameter

Manifest Printout

Indicates manifest has been printed.

Switch to Passenger in
Manifest

Indicates reservation has been moved Passenger manifest.

Stay overnight shoreside

Indicates that crew stays overnight at shore side.

Intoxication

Intoxication identifier.

Others

Document Image Snapshot

Displays snapshot of scanned passport.

Photo

Displays saved crew photo
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Field

Description

Notice and Consent

Mandatory field. Indicates passenger accept and agrees to
the Notice and Consent Terms.

Zip/Postal [—
City [—
Country ]—Ll
State -

Phone
Mobile Phone
Email

R
E Street r
W

Emergency Contact Address
Name

Type I—
Sign-On I—J
Expiration l—_|
Inbound I—

Departure
VOIP Information

SIP Login |

SPExt |

Reason for Sign-0On

Street |

Zip/Postal l—
City 1]
State
Country ’ﬁ

——

Phone
Mobile Phone
Email

Work Phone

Privilege Level

[ =
Email (2) [—
Relationship
Address Reason for Sign-Off
[ E

Secondary sign-off reason

I El
Supervised Locations
BL - (1BL) GLASS WASH MACHIME

MICROS - (PRINTER) PRINTER
[_|MICROS - (REGISTER) REGISTER

[ Notice and Consent

El

L. Mew Crew Information H
Mame Reservation | Addresses / Other Info | |
C Address of Residence Contract Information PPD Category
Address 1 Company Original Join Date ‘ _J ‘Regular Crew _-J
Address 2 iuciich

Travel Insurance

Description -
Ins, Mumber

N;Ianning Agent

Description | j

Hotel & Bar Service Charge
Eligible Start Date

[ ®

Eligible End Date

Commen Access Area

‘(default gcoess to common area) j

Special Need Information

[~ Spedal Need

Special Need
Remarks

Additional Language

[ AB Abkhazian
[ AF Afrikaans
AM Amharic
AR Arabic v

Additional Remarks

oK Cancel

Figure 3-5 - Crew Information Address/Other Info

Table 3-3 - Field definition of Crew Information Address tab

Field Description

Address / Temporarily Address

Address 1 Address 1

Address 2 Address 2

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

Emergency Contact Address

Name Name of Emergency contact person
Relationship Relationship of Emergency contact person and guest
Address Address
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Field Description

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

Work Phone Business phone number of contact person

Contract Information

Company Original Join Crew join date for payroll contract use
Date

Contract Type The type of contract the crew member has
Sign On Contract sign on date

Expiration Contract expiration date

Inbound Departure

Track inbound departure date for Crew members

VOIP Information
SIP Login VOIP login ID
SIP Ext VOIP extension on board

Reason for Sign-On

Reason to sign on onboard

Reason for Sign-On

Reason to sign on off board

Supervised Locations

Locations which has been tagged as 'crew supervision
assignment'.

PPD Category

Add PPD category assignment to a crew or guest

Travel Insurance

Travel insurance type

Manning Agent

Travel insurance number

Hotel & Bar Service Charge

Eligible Start/End Date

Service charge eligible start / end date

Common Access Area

Common areas of accessible for the onboard card

Handicapped Special need information
Information
Additional Language  Additional language other than default language.

Notice and Consent

Mandatory field. Indicates passenger accept and agrees to the
Notice and Consent Terms.

Creating New Reservation

1. Click the New Reservation button at the bottom right of Crew Handling screen
to open a Crew Information form.

2. Enter all relevant information, particularly the mandatory fields and check the
Notice and Consent check box. You are not allowed to proceed if this check box

remains uncheck when the OK button is clicked, and the system prompts a

warning message.
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3. Note that the mandatory fields is set by the ship operator. Please refer to your
company standard operating procedure.
Click OK to save the form.

5. Saved information is updated and shown under Crew Info tab and categorized
the crew as Expected Arrival.

Editing a Reservation

1. Search the reservation using the Search Panel, then click Edit Information under
Crew Info tab to open the existing Reservation Form.
2. Edit all relevant information, then click OK to save the changes.

Canceling a Reservation

1. Select the Expected crew from the Search Panel, then click Cancel Reservation
under Crew Info tab. This function only applicable to Expected crew.

2. Selecting Yes at the Cancel Reservation prompt places the booking under
Cancelled tab.

Cancel Reservation

=% Cancel reservation of Crew :
Crew, David
Hotel Manager

Figure 3-6 - Cancel Reservation prompt

Posting Status
The Posting Status function enables/disable the account from accepting postings from

food and beverage or retail outlets, and provides a better management of the crew
account so that it does not exceed the credit limit allowed.

Enabling a Posting

1. Search the crew account from the Search Panel and click Posting Status at Crew
Info tab.

2. The system prompts for a response to enable the account. Selecting Yes at the
prompt resets the Posting status to allowed, or No to remain as unchanged.

Enable Postings E

'01 Do you want the account to accept postings?

Figure 3-7 - Enable Posting prompt

Disabling a Posting

1. Repeat step 1 of the above.

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.
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Cancel

Reaszon: |F‘|‘edeﬁne Reaszon j

User Define Reason: |

-

| Cancel |

Figure 3-8 - Predefined Reason to Disable Posting

3. If Allow manual postings is checked, this only disable postings through the
interfaces and manual posting within Crew Handling screen is still permissible.
4. Click OK to set the posting status for the account to a No or Manual.

Shore-G.10:

Charge ID: Q888000103412600
Folio Mumber: 1073308

Privilege Level:

|Fosting Allowed: Manual |

Routng Stats:

Payment: 9003 Cash Crew

Figure 3-9 - Manual Posting Allowed status

Print Passport Label

The Print Passport Label prints the crew’s information on a label, which are then
paste onto the crew passport for ease of identification. A label must be setup in
Administration, Report Printing, Crew — General group.

Print Safety Card

The Print Safety Card prints the ‘Blue Card’ of the crew as an identification for the
manning station to report to during emergency. Information printed on the card
derives from the Safety Info tab.

Show Log

A chronological record of activities such as crew movements, financial transactions,
system events are logged by the 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.

1. Retrieve the reservation from the Search Panel, then click Show Log in Crew Info

tab.
2. Alist of events is shown on screen, sorted by date/time order.
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& User Logfile -

Date Action User Win.User Station |Comment

Create New Reservation Manually A JESLYN  New Reservation is created for Account ID 1052808
11/02/2015 15:38:46  [Check-in A JESLYN YIP|JESLYN |Bailey, A Ms ACC_TD: 1052808
12/02/2015 1 Credit Limit Set JESLYNYIP |JESLYN |Bailey, A Ms, Credit Limit Set: 5000
12/02/2015 13 Payment JESLYNYIP |JESLYN |Added Payment into Account : Bailey, A Ms for Dept : 9505 British Pound / Amount : 40.00
12/02/2015 13:47:08  [Postings Disabled JESLYN YIP |JESLYW |Bailey, A Ms, Posting disable due to invoice balance.
12/02/2015 13: Payment JESLYNYIP |JESLYN |Added Payment into Account : Bailey, A Ms for Dept : 9001 Cash [ Amount : 80.00
23/02/2015 16 Get Credit Card JESLYN YIP_|JESLYN _|(Management) Swipe:5 / Type:vl / Crdo: ==>=5001 ] Exp:0320
23/02/2015 16: Postings Disabled JESLYNYIP |JESLYN |Bailey, A Ms, posting is allowed (enabled upon get credit card)
23/02/2015 16 Change Data JESLYNYIP |JESLYN |Deactivate card CRD_ID=205126
23/02/2015 1% Get Credit Card JESLYNYIP |JESLYN | (Management-P) Remove Crdho:***5001
25/02/2015 16 Change Debarkation Date JESLYW YIP|JESLYW |Debarkstion date is changed from 13/02/2015 to 02/02/2015 for Bailey, A Ms
25/02/2015 16: Change Embarkation Date JESLYNYIP|JESLYN |Embarkation date is changed from 13/02/2015 to 30/01/2015 for Baley, A Ms

23/02/2015 1% Change Debarkation Port JESLYN'YIP |JESLYN |Debarkation Port is changed from , to HONGK,

25/02/2015 16: Change Debarkation Date JESLYN YIP |JESLYN |Debarkation date is changed from 02/02/2015 to 01/02/2015 for Bailey, A Ms
26/02/2015 15 Payment JESLYN YIP_|JESLYN |Added Payment into Account : Bailey, A Ms for Dept : 22300 Cash / Amount : 10,00
25/02/2015 13 Payment JESLYNYIP |JESLYN |Added Payment into Account : Bailey, A Ms for Dept : 9001 Cash / Amount : 0.00
26/02/2015 15: Payment JESLYN YIP  |JESLYN |Added Payment into Account : Bailey, A Ms for Dept : 9001 Cash / Amount : 1.00
26/02/2015 15 Payment JESLYN YIP_|JESLYN |Added Payment into Account : Bailey, A Ms for Dept : 9001 Cash / Amount : 1,00
2%/02/2015 1% Payment JESLYNYIP |JESLYN |Added Payment into Account : Bailey, A Ms for Dept : 9001 Cash / Amount : 558.00
26/02/2015 16: Postings Disabled JESLYN YIP  |JESLYN |Bailey, A Ms, Posting disable due to invoice balance.

26/02/2015 16 Void Payments JESLYN YIP__|JESLYN _|Voided Payment from Account : Bailey, A Ms for Dept : 3001 Cash /Amount : 598.00 /Reason: Test
2%/02/2015 1% Payment JESLYNYIP |JESLYN |Added Payment into Account : Bailey, A Ms for Dept : 9001 Cash /Amount: 1.00
26/02/2015 16: Payment JESLYN YIP  |JESLYN |Added Payment into Account : Bailey, A Ms for Dept : 9001 Cash / Amount : 1.00
26/02/2015 16 Payment JESLYN YIP_|JESLYN |Added Payment into Account : Bailey, A Ms for Dept : 9001 Cash / Amount : 1,00
27/02/2015 13 Payment JESLYNYIP |JESLYN |Added Payment into Account : Bailey, A Ms for Dept : 9001 Cash /Amount: 1.00

27/02/2015 15:38:11  |Payment JESLYN YIP  |JESLYN |Added Payment into Account : Bailey, A Ms for Dept : 9001 Cash / Amount : 1.00

04/03/2015 1 Print Board Card JESLYNYIP |JESLYN |Board card is 123 for account 1052508

04/03/2015 1 Frint Board Card JESLYNVIP |JESLYN |Board card is test for account 1052808

05/03/2015 11:45:11 | Add Postings Error JESLYNVIP |JESLYN |Posting is dissbled for account Bailey, A Mg =
09/03/2015 1 Postings Disabled

09/ Postings Disabled
09/03/2015 14:00:28  |Postings Disabled
2015 14:09:32  [Postings Disabled

JESLYN YIP__|JESLYN _|Bailey, A Ms, posting is allowed
JESLYNYIP |JESLYN |Bailey, A Ms, Test
JESLYN YIP  |JESLYN |Bailey, A Ms, posting is allowed

JESLYNYIP |JESLYN |[Baley, A Ms, cash basis

BEEEEEEE R R EEEER

Print Export

Figure 3-10 - Show Log Events

9. Clicking Print sends a copy of the log to printer.
10. Clicking Export exports the log into a supported file format.
Export

B
Destination: Cancel |
=

|= Diskile

Figure 3-11 - File Export prompt

3.1.2. Disc, Route, Pkg Tab

The Discount, Route, Package function facilitates charges to be routed within the
same invoice or to other crew prior to crew check in, enabling allowable discounts in
SPMS and Micros, and an overview of Package Plan entitlement.

Routing

The Routing function automate transfer of charges within the crew account or to
multiple accounts, hence consolidating a number of charges into one 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'.
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[ Credit Cards T safety Info T Flght Info T Documents T Revenue Analyzer T Custom Info T Comments 1
Crew Info ] Disc,Route,Pkg r Invoice: 0.00 T More Crew Info T Courses & Certs T Other Info T Effects/Warnings T History/Promotions
Routing 1 Ficelio Discount If Package Plan I Disallon Dept I[ Micras Discount Il Micros Adv Disc
Pays For For
Crew, John o Crew, John e
Pays for following Crew Member Charges will be paid by
Crew, Jane
[5300 taundry
5305  Crew Laundry - Washing
5306  Crew Laundry - Pressing
Delete Routing ‘ o New Routing Delete Routing New Routing
Figure 3-12 - Routing tab
Table 3-4 - Routing tab definition
Section Description
1 Pays for - This section defines the payer account and whom the account
is paying for.
2 For - This section defines where the assigned financial department is
routed to.
Cabin number and name of crew payer is responsible for.
4 Financial Department code assigned.

Button to setup or remove routing instructions.

Before moving/routing the charges, be sure to first check the current routing
arrangements to avoid duplication of routing which may result to charges not being
re-directed as planned.

Paying for another party

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

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

2. Click New Routing under Pays For section to open the routing dialog box.

3. Select the Invoice number where the charges is routed to.

4. For charges within the same account, leave the cabin number and crew name as it
is.

5. In the event where crew is paying for another account, change the cabin number
and select the respective guest.
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el New Routing x

This Persan

| Crew John, All Invoices

Wil Pay For
Invoice 1 | |IM| Invoice 3 I Invoice 4 I
Icrew I Crew Jane LI
Advanced |
What

[ 15301 GuestLaundry - Washing

[15302 Guest Laundry - Pressing

[]15303 GuestLaundry - Express washing

[15304 GuestLaundry - Express pressing

w| 5305  Crew Laundry - Washing

C|5306  CrewlLaundry -Pressng |

< >

| Search i

Why
L

When
¥ Show Reservations

[ Actual Postings
[ Actual Payments
[ Package Postings

Ok Cancel

Figure 3-13 - New Routing —‘Will Pay For’
Table 3-5 - 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

Where the Actual postings are routed to.

Actual Payments

Where the Actual payments are routed to.

Package Postings

Only route package postings.

Select the Financial Department group or codes to be routed and insert the
routing reason.
Select the options where applicable, then click OK to save.

Once saved, the selected assignments is added to 'Pays for' in the Routing tab.
Pays For -
Crew, Jane

Pays for following Crew Member

5300 Laundry
5305 Crew Laundry - Washing
5306  Crew Laundry - Pressing

Delete Routing New Routing

Figure 3-14 - Routing Pays For window
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Paid by another party

Below are the steps to setup routing when crew B account/charges is paid by crew A.
1. At the Disc,Route,Pkg, Routing tab, click New Routing on the right pane under

'For' section to open the routing dialog box.

e New Routing *
Charges Of This Person
I Crew Jane, All Invaoices
Wil Be Paid By
Invoice 1 | Irvoice 2 Invoice 3 Invoice 4 ]
I| I Crew John L]
What

w| 3031 Crew Bar - Beverage
[[]13032 Crew Bar - Champagne

[ 13034 Crew Bar - Tobacco

3035  Crew Bar - Misc,

3036  Crew Bar - Service Charge M.
[]3037 Crew Bar - Vending Machine
3039  Crew Bar - Vending Machine Key

(4]3033  Crew Bar - Food

Why

When
[V Show Reservations

[~ Actual Postings
[~ Actual Payments

[ Package Postings

Ok

| Search |

Cancel

Figure 3-15 - New Routing To — ‘Will Be Paid By’

2. Repeat step 3 to 8 of Paying for another party.

Advanced Routing

Below are the steps to setup routing for multiple guests, for example; group of crew

account or parties travelling together.

1. At the Disc,Route,Pkg, Routing tab, navigate to Pays For section on the left pane
and click New Routing to open the routing dialog box.

2. At the New Routing window, click the Advanced button located just below the
Invoice drop-down list to open the Multiple Accounts Selection window.
3. Accounts listed in the Non Selected Accounts section is based on default

selection at the Status and Account Type, and these criteria can be changed using

drop-down menu.
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Accounts

: |meaﬁon vl Pre-Selection:
Amtm:lsuest vl

— Non Selected Accounts

Marme/Cabin: “ Found : 11

Cabin_| Name | Emb Date | Deb Dat

03/02/2... 07f02f2

Kelvi 03f02f2... 07/02f2

1002 ; 29/01/2... 05/02/2
; 03/02/2... 07/02/2

10007 ins, Patrici 13/02/2... 20/02/2
03/02/2... 07f02f2

03/02/2... 0702f2
30/01f2... 06/02/2
29/01/2... 03/02/2
13/02/2... 19/02/2
03/02/2... 07/02f2

Figure 3-16 - Routing Multiple Account Selection window

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

Click OK to confirm the accounts selection and this opens the New Routing
window with the selected crew account listed on the right pane.

r This Person
I Chta 5, All Invoices

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

I I(mulh'ple selection) j
Advanced |

All Food

All Shops

All Tobacco
Officers Allowance

AN Cruice narkans
<l

— Why

r When
¥ Show Reservations

W Actual Postings

™ Actual Payments
I™ Package Postings

Figure 3-17 - Routing Multiple Account instructions

On the left pane of the New Routing window, select the Financial Department,
Reason and select the check box for the routing to occurs, then click OK to
initiate the account routing.
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7. During the assignment process, the status of the crew account changes to OK,
followed by Done and the New Routing window closes automatically once the
process completes.

Deleting existing routing

1. To remove routing setup in crew account,

2. At Disc,Route,Pkg, Routing tab, select either to delete the sub-financial
department code from the individual assignment, or the Main Financial
Department to delete all department codes, then click Delete Routing.

3. The system prompts for confirmation to delete the assignment. Clicking Yes
confirms the deletion or No to return to Routing screen.

Delete routing

@=% Delete that the current guest pays for
W' Crew, John

the following charges:
5305  Crew Laundry - Washing

Yes

Figure 3-18 - Delete Routing prompt

SPMS Discount

The SPMS Discount function allows you to assign eligible discount either by
percentage or value to a crew account.

Assigning a Discount

1. At the Disc,Route,Pkg, Fidelio Discount tab, click New Discount to open the
discount dialog box.
& Discounts =

— (Give Discount For

I Crew, Jane

— How much

Percentage IlU Apply Count IE

Reason |Er1ter reason here

Duty Free Shop - General Sales
Duty Free Shop - Clothing

Duty Free Shop - Food

Duty Free Shop - Drinks

Duty Free Shop - Cosmetics
Duty Free Shop - Leisure
Free Shop - Electronics

Duty Free Shop - Jewellery
M rhs Frae Shon - 1 nan MEC

[ Discount Template I j

— When

[™ Actual Postings
v Future postings

oK | Cancel |

Figure 3-19 - Fidelio Discounts window

2. Insert the Percentage and the number of times the discount is given in Apply

Count field. For example, enter 1 to specify a onetime discount for every selected
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department code, or leave as blank for unlimited discount for every selected
department.

3. Select the Posting Department entitle to discount, either by selecting department
group or individually; for example, All Food/Beverage or Room Service Food
only.

4. Alternatively, you 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 User Guide for setup procedures.

5. 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, the
system then post the discount until it reaches the count indicated
and no discount will be accorded thereafter.

6. The system saves the assigned discounts in SPMS Discount tab. Similarly, these
are added when Future Postings is checked in Criteria Discount.

[ Credit Cards T Safety Info T Flight Info T Documents TRevenueAnalyzerT Custom Info T Comments ]

Crew Info I Diqunute,PkgI Invoice: 0.00 More Crew Info T Courses & Certs Other Info T Effects/\Warnings T History /Promotions ]
Routing Fidelio Discount [ Package Plan T Disallow Dept T Micros Discount T Micros Adv Disc
Percentage Discount for Value Discount for
Crew, Jane o Crew, Jane 9
has the following discounts has the following discounts
4600  Duty Free Shop 5300  Laundry
4601  Duty Free Shop - Gen 10.00 (5) 5305  Crew Laundry - Washi 10 (5)
4602  Duty Free Shop - Clo 10.00 (5) 5306 Crew Laundry - Press 10 (5)
4603  Duty Free Shop - Foo 10.00 (5)
4604  Duty Free Shop - Dri 10.00 (5)
4605  Duty Free Shop - Cos 10,00 (5)
4606  Duty Free Shop -Lei 10.00 (5)
4607  Duty Free Shop - Ele 10.00 (5)

Delete Discount MNew Discount Delete Discount MNew Discount

Figure 3-20 - 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)

Q = W N =

No of count assigned to each financial code. 0 = unlimited
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7. If an Actual Posting is checked, the system post an adjustment (reverse) against
the original posting and sets the adjusted posting to No Print automatically, then
repost the correct value with the discount indicated.

Deleting a Discount

1. At the Disc,Route,Pkg, Fidelio Discount tab of the account, select the Financial
code to delete, then click Delete Discount.

2. If Delete Discount is clicked without first selecting a Financial code, this process
deletes All assignment from the respective window.

Delete Discounts

, Delete all discounts for
393  Crewl,

Yes

Figure 3-21 - Delete Discount prompt

MICROS Discount

The MICROS Discount tab displays discounts accorded to crew by MICROS
Discount Itemizer level. These discounts are shown when crew has discount level

assigned in Crew Info, Edit Information, Discount Template field.
[ 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 T Revenue Analyzer T History
Routing Fidelio Discount i : Micros Advance Discount T Package Plan T Disallow Dept
10 BLUE LAGOOM TEST  Discount Template LVL1  DiscountMa: 1 * OPEN % DISC * -~
Micros Discount Itemizer 1discount = 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 Itemizer 12 discount = 10,00%
Micros Discount Ttemizer 13 discount = 10.00%
Micros Discount Itemizer 14 discount = 10,00%
Micros Discount Itemizer 15 discount = 10,00%
14POOL BAR  Discount Template LVL1  Discount Mo: 1 OPEM %: DISC *
Micros Discount Itemizer 1discount = 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 Itemizer 10 discount = 10.00%
Micros Discount Itemizer 11 discount = 10.00%
Micros Discount Itemizer 12 discount = 10.00%
Micros Discount Ttemizer 13 discount = 10.00%
Micros Discount Itemizer 14 discount = 10,00%
Micros Discount Itemizer 15 discount = 10,00%
25 BUSINESS CENTER  Discount Template LVL1  Discount Mo: 1 * OPEM % DISC *
Micros Discount Itemizer 1 discount = 10.00% >y

Figure 3-22 - Disc,Route,Pkg - MICROS Discount

Assigning a POS Discount Level

1. At the Crew Info tab of the account, click Edit Information to open the Edit
Crew Information screen.

2. In the Name section, select the discount template from the drop-down menu,
then click OK to save.
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Mame

Surname Baile

Forename |A

Middle Initial

Other Name

Other First Name |

Salutation Mg

Title |

Royality Mo |

Marital Status [ (Undefined) |
VIP | {not applicable) ﬂ

Classification |

Frequent Mo |

Award Level |
Shore-Res.ID |
Onboard EMail |

Total Mo of Cruise Days |0
Mumber of Cruises

|Disc Template [\ yL 1 Disc Template 1-10% |

Figure 3-23 - MICROS Discount Level Assignment

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

section.

Passport Information/Custom Info
Manifest: Yes
Passport No:

Date of Issue:

Place of Issue:

Expiration Date:

Birthday: 9/3/1880
Place of Birth:

Nationality: Im

Birth Nationality:

Sex: M

Pos Disc Template: wer |

Documents:
HelloTest
Test

Figure 3-24 - Assigned POS Discount template

4. To view the eligible POS Discounts by Itemizer level, go to Disc, Route, Pkg,

MICROS Discount tab.

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

MICROS Advance Discount

The MICROS Advance Discounts works similar to MICROS Discount, with the
exception that the discounts are applied to MICROS Major Group, Family Group and
Menu Item level instead of Itemizer Level.
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( Credit Cards T Comments T Other Info T Travel Documents T Custom Info T Guest History T Loyaltyf Track It ]
Guest Info I Disc,Route,Pkg I Invoice: 664,00 T More Guest Info T Service Info T Activity Viewer T Revenue Analyzer T History

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

10 BLUE LAGOOM TEST  Discount Template LVL1  DiscountMo: 1= OPEN % DISC *
Major Group
1FOOD (10.00%)
2 BEVERAGE (10.00%)
& SCRETAIL (10.00%)
4 BEAUTY HEALTH (10.00%)
25 BUSINESS CENTER  Discount Template LVL1  Discount No: 1 * OPEN %% DISC *
Major Group
1FOOD {10.00%)
2 BEVERAGE (10.00%)
& 5C RETAILL (10.00%)
4 BEAUTY HEALTH (10.00%)
44MINIBAR  Discount Template LVL1  Discount Mo: 1 * OPEN % DISC *
Major Group
1FOOD {10.00%)
2 BEVERAGE (10.00%)
& SCRETAIL {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%%)
& SC RETAIL (10.00%)
4 BEAUTY HEALTH (10.00%)

Figure 3-25 - Disc,Route,Pkg - MICROS Advance Discount

See also Administration User Guide, POS Discount section on how to configure the
Advance MICROS Discount.

Disallow Department

The Disallow Department function manages posting from restricted outlets from
being posted to the crew account; for example; Casino Bar or all tobacco, and others.

Setting a Disallow Department

1. At the Disc,Route,Pkg, Disallow Posting tab, select the Financial Department
codes to disallow, either by Group or individual department code from the list,
then click Save.

l Credit Cards T Safety Info T Flight Info T Documents T Revenue Analyzer T Custom Info T Comments ]
Crew Info I Disc,Route,Pkg I Invoice: 0.00 T More Crew Info ] Courses & Certs T Other Info ] Effects/Warnings T History /Promotions
Routing T Fidelio Discount T Package Plan ] Disallow Dept l Micros Discount ] Micros Adv Disc

Disallow posting for the below selected department list

‘

00000  Communications
00001  CBand - Guest Revenue
00004  CBand - Non Guest Revenue
00007  Other - Guest Surcharge
00008  Other - Guest Revenue
00009  Other - Guest Cost Satelite
00010  Other - Guest Land Line
00011  Other - Non Guest Revenue
00012  Other - Non Guest Cost Satelite
00013  Other - Non Guest Landline
00015  Other - Company Costs
00016  LDL - Company Costs Agent
00080  MTN Guest Calling Card Revenue
00100  SIM Card Revenue
00150  SIM Card Cost
01000  Tax
01001  Florida Sales Tax
01002  Key WestTax
01003  Port Canaveral Tax
01004 Tampa Tax
01006  Spanish VAT
01007 Washington Sales Tax
01008  California
01009  New Zealand GST
01010  Australian GST
01080  New York Tax
01091  Olympic Tax v

JOoOoogor

100LC

101

Oo0o0ogo

| Search Unselect Al Select All Save

Figure 3-26 - Disallow Department tab
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2. When a posting matches the disallowed department, the system prompts that
posting is not permissible.

Could not insert the selected posting.
' Posting disable for this department - 00001

Do you want to continue?

Yes No

Figure 3-27 - Disallow department posting failure prompt

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

Package Plan

The Package Plan function enables you to customizing a cruise package that suits the
crew 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 crew account enable transactions to be posted
accurately throughout the cruise, and packages can be assigned within the crew
account.

1. At the Disc, Route, Pkg tab of the crew, select the Package Plan tab.
At the bottom of the screen, select one of these option:

3. Assign package Plan: This assigns an available package that does not have a
pre-set Purchase price.

4. Purchase Package Plan: This purchases a package setup with the purchase price.

‘ Credit Cards ] Safety Info ] Flight Info ] Documents ] Revenue Analyzer ] Custom Info 1 Comments 1
Crew Info Disc,Route,Pkg ] Invoice: 0.00 ] More Crew Info ] Courses & Certs ] Other Info ] Effects/W: g ] History
Routing 1 Fidelio Discount )| Package Plan 1 Disallow Dept 1 Micros Discount 1 Micros Adv Disc
Package Plan
Daily |Available Disc % / Max
*|package| Total val I deemed Val |~ Jable Val l bl Irmal Qty|Red |Des”'”'“’" oty |amtjoty value BE=n
< >
Selected Package Value: 0.00 Selected Package Qty: 0
I| Assign Package Plan || Purd]a's;a:sd@ge | Delete Package Plan ‘ Enable Package ‘

Figure 3-28 - Package Plan options

5. To assign/purchase a package, select the available Package from the drop-down
list, and then enter the Reason.
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Asei 5% Mariner

Empl 10% disc Shorex

Mid Cruise Retro SEP

Emp 10% disc Bar {3-5star)
Employee 0% discount Snorax

Presidents club 30-59 days
Prmithns dub <29 deys

dub >60
r~ The following gue|Fresidents club >60 days

s J
— |

First Name Last Name Cabin
p |UINROBERT MY QAGGART - 5046 00000
Fidelio Department r Micros 9700 Item Guantty
ok Limit Dscount
Description A t Group
05000 Internet Cafe 0 )
05030 Guest KCafe 7.5 100 ')
47001 C Class Revenue 9 100 0
80014 Pinnadke Gril Revenue 2 50 0
Package Qty: 0 I~ Move all existng posting to package posting
Package Vaiue: 85.51
padagerrice: .00 [ | _coe |

Figure 3-29 - Package Plan assignment screen

Check only Move all existing posting to package posting check box when you

wish to move the existing postings to package plan. For example, a crew
purchases the package part way through the cruise, and past postings that meet
the package elements are to be considered as package plan.

Package Plan tab and status is Active.

Click OK to save. Information’s pertaining to the package are displayed in the

[ credtcass | seetymnfo

Figtinfo |

Documents

| Revewesndyzer | cstominfo | comments |

Crew Info Disc,Route,Pkg

|
I

Invoice: 0.00

T More Crew Info T Courses & Certs

Otherinfo |  Effectshiamings |  HistoryPromotions

Routing )i

Fidelio Discount |

Package Plan

1 Disallow Dept | Micros Discount i Micros Adv Disc

X Empl 10% disc Bar (0-2star) Unlimited

KN
Selected Package Value: Unlimited

Select All

0.00

Unlimited

Selected Package Qty: 0

Unselect Al |A=gg|padcagep|an| P"d‘a:'h:‘m Delete Package Plan

Empl
| S0001liquor-Premum | [Unimted 10 o |
| _S0003Wine -Premum | [unimted |10 0 |
| __S0005Beer Premum | lUnimited _f10 0 |
| 50007 Non-Alccholic -Premium _____| ___[unimited [0 ____[0___|
| so009Tobacco | funimted 10 0 |

c Bar (0-2star)

ool -premm | s 0 o |
| 50103Wine Premum | [unimted 10 [0 |
“Sowsgeer-premn | lmied 0 D |
| 50107 Non-Alcoholic -Premum | [Unimited 110 0|
[ SouwsTobaco | lmes 0 b |
| S0201liquor-Premum | [Unimted 10 [0 |
[ somswre-premum | limed 0 b |

Edit Flexible Package
Plan

Disable Package

Refund Package Plan

Figure 3-30 - Package Plan Assigned/Purchased

Crew Members Function

59



60

Refunding a Package Plan

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

package.

1. At the Disc, Route, Pkg tab of the crew account, select Package Plan tab.
2. At the bottom of the screen, select Refund Package Plan.

Selected Package Value: 200.00

Select All Unselect All

Purchase Package Plan

Selected Package Qty: 10

Delete Package Plan

Routing T Fidelio Discount T Micros Discount T Micros Advance Discount T Package Plan Disallow Dept
Package Plan
Description Avaliable Disc % / Max Value |Group
* |Package Total Value [Redeemed Value |Available Value |Enable | Total Qt Amt/Qty
[201 MINERAL WATER] 0 30 1
[V | QTY PKG 1 0 112.20 -112.20 | nEE [ [201 MINERAL WATER] 3 30 1
I QTY PKG 1 0 0.00 0.00 o 4 QTY /VALUE PKG 1 0 0
v | QITY WALUE PKG 1 |200 100.00 100.00 2 2052 Galaxy of the Stars 0 0
20522 Galaxy of the Stars Beverage Non Alc. 100 100 0
[Sale Ttemizer 1] 1 [ [
FC Management [ — |
Please note you are not able to unde this operation.
Total refund amount = 167.00.
Are you sure you want to refund the package QTY PKG 17
-
‘4 3

Disable Package ‘ I Refund Package Plan |

Figure 3-31 - Package Plan Refund option

WARNING: Once a Refund is processed, it is not possible to
reverse the changes. This process also disable the package plan.

3. Once the package plan is refunded, the system disables the package and displays
the remaining value/quantity for references only.
4. In the event where the postings are more than the package price, the system
prompts that a refund is not allowed.

Routing a Package Plan posting

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

When both payer and buyer has a package, all postings then go to the payer. Once
the payer package is fully utilized, subsequent postings are posted 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’, allowing the system to automatically balances the package
invoice/account after each transaction and reduces the total package value or quantity

at the same time.
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Gedtcards | safetyfo | Fightifo | Doaments | ReveneAnabyzer |  CustomInfo | Comments |

Crew Info ] Disc,Route,Pkg ] Invoice: 155.07 ] More Crew Info ] Courses & Certs ] Other Info ] Effects/ 0 ] History/
Invoice |
Credit Limit: N/A Package Balance: Unlimited
Non-ref. Balance: 0.00
Discount|POS -Discou |Buyer Trans.ID|User ~
I
TR BE
All Invoices 1.Invoice 2.Invoice 3.Invoice 4.Invoice Package
155.07 ‘ 155.07 | 0.00 I 0.00 | 0.00 | 0.00 ‘
Figure 3-32 - 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.
Manually balancing a Package Invoice
1. Select the crew account from the Search Panel, navigate to the Invoice tab, and
then click the amount under the Package Invoice.
[ credtcass | Comments | Oterinfo | Travelpoaments | custominfo | Guesthistory | Loyalty/Tradit |
Guest Info ] Disc,Route,Pkg ] Invoice: 300.00 More Guest Info \‘ Service Info ] Activity Viewer \‘ Revenue Analyzer 1 History
Invoice 1
Purchased: 350.00 Paid: 0.00 Package Balance: 450.00
Credit Limit: NjA Non-ref. Balance: 0.00

Trans.ID|User Gross |Check#

. )
Al Invoices 1.Invoice 2.Invoice 3.Invoice 4.Invoice Package
350.00 ‘ 300.00 0.00 | 0.00 | 0.00 ” 50.00 |

Figure 3-33 - Settling a Package Plan

2. Choose the Payment method and verify the amount to settle when prompt.
3. Select Pay or Pay& Print to pay and print the invoice and reduce the Package
Invoice at the same time.
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Payment Calculation

Department: I ;J Package Plan Credit: | 50.00
Amount: I 50.00 MYR Non Refundable Credit: | 0.00

Current Balance: | 50.00

Pack 2 Received Amount: | 50.00
Package Invoice
Commission: | 0.00

2 Change due enabled I~ Collect remaining non-refundable credi Loz - | 0.00

V¥ Disable Posting Automatically Change Due: | 0.00
Pay Pay & Print Cancel |
Pay &Print Cash Receipt

Figure 3-34 - Paying an invoice

3.1.3. Invoice Tab

The Posting Handling function not only provides up to 4 invoices per crew, it also

enables you to post a manual charge to an account, route postings and handle various
ayment processes.

@ Add Postings *
— Posting
Account Department: |Crew Search
I |24D Crew John LI I{duplimte selected posting) LI Add
ﬂl Department Amount ~
» Bar - B ag 0.00
[ Clear fields after adding to postings list Crew Bar - Champagne 0.00
Crew Bar - Food 0.00
Crew Bar - Tobacco 0.00
— Additional Information Crew Bar - Misc. 0.00
Check Number: | Crew Bar - Service Charge M. 0.00
Server #1: I Crew Bar - 'u'end!ng Madﬂ!ne 0.00
Crew Bar - Vending Machine Key 0.00
Server #2: I Crew Shop - Sales 0,00
MNumber of People: | Crew Shop - General Sales 0.00
. . I_ Crew Shop - Clothing 0,00
Invoice Number: 1 M ram Shan - Ennd nnn e
Comments: | Sub Total: 50
— Postings List
: p Totals
Acc. ID  |Acc. Identifier Dept. ID  |Dept. Details Amount A
240 Crew John 3030 Crew Bar 100 Batch Count: I
240 Crew John 3030 Crew Bar 50
Current I 2
Batch Total: I
CurrentToiﬁI:l 150.00

¥ Post |

Figure 3-35 - Add Posting screen
Table 3-6 - Field definition of Add Posting screen

Field Description
Account Crew Account by Cabin No. and Name
Department Financial Department codes
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Field

Description

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 crew 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

Accumulated value to post.

Add Posting

Add Posting allows you to post or adjust a charge from the account.

Adding a Posting

1. Select the crew account from the Search Panel, then click Add Posting in the
Crew Handling window.

2. Atthe 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 ~|

Code Description ~] N
(duplicate selected posting) J J

1000 Cruise package

10000 SHIP DAMAGE

1010
1011
2000
2010
2020
2030
2040
2050
2080
2070
2030
2090

Cabin Upgrade

Cabin Change
Buddha Bar

Casino Bar

Capri Bar

Caffé del Mare
Pasha Club Discoteca
La Terrazza
Manhattan Bar
Shelagh's House Irish Pub
Sinfonia Lounge

Le Baroque ~

Figure 3-36 - 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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@ Add Postings b4
— Posting
Account Department: |Crew Search
I |2—1D Crew John j I{duplimhe selected posting) ;I Add
e | Depariment Amount h
Crew Bar - Beverage 50.00
™ Clear fields after adding to postings list Crew Bar - Champagne 0.00
Crew Bar - Food 0.00
Crew Bar - Tobacco 0.00
— Additional Information Crew Bar - Misc, 0.00
Check Mumber: | Crew Bar - Service Charge M. 0.00
Server £1: I Crew Bar - \u'end!ng Mach!ne 0.00
Crew Bar - Vending Machine Key 0.00
Server =2: I Crew Shop - Sales 0.00
Mumber of People: | Crew Shop - General Sales 0.00
) - Crew Shop - Clathing 0.00
Invoice Number: 1 M rraw Shan - Frand n nn w7
e I Sub Total: | 50
— Postings List
- - - Totals
Acc, ID | Acc, Identifier Dept. ID  |Dept. Details Amount
240 Crew John 3030 Crew Bar 100 Batch Count: I
240 Crew John 3030 Crew Bar 50
Current I 2
Batch Total: I
Current Total: 150,00
h Post |

Figure 3-37 - Adding a charge

Item count increases automatically when the posting is more than one.

Click Post to finalize the posting(s) and the posted transaction appears in Invoice
tab, amongst earlier posted charges.

Void Posting

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

Voiding a Posting

1. At the Invoice tab of the crew account, select the transaction to void and then

click the Void button.

f Credit Cards T Safety Info T Fiight Info T Documents T Revenue Analyzer T Custom Info T Comments ]
Crew Info T Disc,Route, Pkg T Invoice More Crew Info T Courses & Certs T Other Info T T ¥
Invoice 1

Credit Limit: N/A

Package Balance:

Non-ef. Balance:

Vat Tax[POS-Discou[Buyer Trans.ID[User Gross[Check#  [Manual Pos
iaidsasola | 10000l es |
14 Yes

KT —
Al Invoices LInvoice
150.00 | 150.00 |

2.Invoice 3.Invoice 4.Invoice

0.00 | 0.00 0.00

Close Postings ‘ Move &Route ‘ | Void I Set Credit Limit.

Criteria Discounts ‘ Item Discounts ‘ No Print.

[ Hide Closed Posting

| Hide NoPrints |

Figure 3-38 - Void Posting
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2. The system prompts for confirmation on the charge to void. Click Yes to confirm

the void and No to return to previous screen.
Void Posting

Figure 3-39 - Void Posting prompt

3. At the Void Posting Reason window, insert the void reason or select from the

drop-down menu, then press OK.
Void Posting Reason

Reason: IPredeﬁne Reason LI

User Define Reason: Iwrong amount

oK Cancel |

Figure 3-40 - Void Reason prompt

4. Void postings are reflected in egg-shell color with a matching debit and credit

amount.
Date |Department Credit Debit| Discount|  Vat Tax|POS-Discou|Buyer Trans.ID |User Gross|
8/22/2016 |3030 Crew Bar 100.00 0.00 0.00 0.00|Crew John | 13136850 A 100.00 |

0.00 Crew John

8/22/2016 4800 Crew Shop
8/22/2016 |3030 Crew Bar

o |

Figure 3-41 - Invoice display of voided transaction

Pay Invoice

The Pay Invoice function post a settlement against an invoice, be it part or full

payment. As the Ship accepts various payment methods, the process in applying

these payments may vary. This function requires a Cashier session to be open before
ayment can be posted.

&5 Invoice Payment *
— Payment — Calculation
Department: I LI Package Plan Credit: 0.00

Amount: I 288.37 UsD Mon Refundable Credit: 0.00
Notes: I Current Balance: I 288.37

Invoice No: v Invoice 1 . Fecsived Amount: I 288.37
™ Package Invoice

¥ Invoice 2

¥ Invaice 3 Commission: I 0.00
¥ Invoice 4 p
Due Bal = 0.00
[ Change due enabled ™ cCallect remaining non-refundable credit Ue Balance
[ Disable Posting Automatically Change Due: 0.00
Pay | Pay & Print Cancel

Pay & Print Cash Receipt

Figure 3-42 — Invoice Payment window
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Table 3-7 - 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 enabled Enable auto calculation of change due to guest.

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

Package Plan Credit Eligible credit value for Package Plan posting.

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 crew 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 time.
Receipt

Payment by Cash, Change Due

The Change Due function calculates the amount of change due to a crew when the
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, one
must check this option to activate automatic change due calculation when applying
payment.

Paying an Invoice by Cash

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

2. The 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.

3. Select an invoice to apply the payment and the system calculates the total amount
due by guest.

4. Enter the amount to settle.

5. If Change due enabled is checked and amount entered is more than Current
Balance, the system automatically calculates the change due amount and set the
invoice to Zero balance. See Figure 3-43 - Invoice Payment with Change Due
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6. If the payment applied do not have the Change due enabled checked, the system
posts the amount as negative value in Due Balance field, resembling a deposit
posting. See Figure 3-44 - Invoice Payment without Change Due.

7. If the payment is an exact amount, the system posts the value as payment
receipted, with the Due Balance or Change Due amount field as 0.00. See Figure
3-45 - Invoice Payment with exact amount.

&

Payment

Amount:

Motes:

Invoice Mot

Invoice Payment

Department: |9'J'31 Cash

=l
50 usD
[ Invoice 1
W voice2 [
[ Invoice 3
[ Invoice 4

I Disable Posting Automatically

Figure 3-43 - Invoice Payment with Change Due

Calculation

Package Plan Credit: 0.00

Non Refundable Credit: 0.00
Current Balance: 25.00

Received Amount: 50.00
Commission: 0.00

Due Balance: 0.00

I Change Due: | 25.00 I

&

Payment

Amount:

Motes:

Invoice Mo:

&

Invoice Payment

Department: |9'J'31 Cash

=l
50 UsD
™ Inveice 1
W Invaoice2 T
[ Invoice 3
[ Invoice 4

-

™ Disable Posting Automatically

Figure 3-44 - Invoice Payment without Change Due

Calculation
Package Plan Credit: 0.00
Mon Refundable Credit: 0.00

Current Balance: 25.00

Received Amount: 50,00
Commission: 0.00

I Due Balance: | —2 .[J[JI

Change Due: 0.00

&

Payment

Amount:
Motes:

Invoice Mo:

Invoice Payment

Department: | 3001 Cash

¥ Change due enabled

Calculation
j Package Plan Credit: 0.00
5.00 usp MNon Refundable Credit: 0.00
| Current Balance: | 5.00
[ Invoice 1 Received Amount: 5.00
W Invoice2 T
™ Invoice 3 Commission: 0.00
[ Invoice 4
r Due Balance: 0.00
Change Due: 0.00

I Disable Posting Automatically!

Figure 3-45 - Invoice Payment with exact amount

8. Press either Pay, Pay & Print or Pay & Print Cash Receipt to complete the
transaction. If Pay is selected, do print a copy of the invoice for crew reference.

Paying an Invoice with Foreign Currency

1. Repeat step 1 and 2 of the above and select a Foreign Currency Financial

Department.

2. The exchange rate of the selected payment method is displayed next the amount

field.

3. Enter the foreign currency amount in the Amount field and the converted value

is shown in Received Amount.
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) Invoice Payment -

Payment Calculation
Department: | 9505 British Pound ~| || Package Plan Credit: i
Amount: | 20,00 IGBP Exchange Rate: D.SDDUUI Mon Refundable Credit: 0.00
Motes: | Current Balance: 120.00
Invoice Mo: [ Invoice 1 I Receed Amohnks | —1D.DD|
W Invoice2 T
W Invoice 3 Commission: 0.00
WV Imvoice 4
: 30.00
¥ Change due enabled I ERCES
I Sisahle Posting Automatically: Change Due: 0.00

Bay ‘ Pay &Frint | Cancel ‘

Pay & Print Cash Receipt |

Figure 3-46 - Invoice Payment with foreign currency

4. If the exchanged amount in foreign currency is more than the invoice amount, the
system automatically calculates the change due amount in Ship currency when
Change Due Enable is set as default.

5. Select an invoice to apply this payment and recalculate the total amount due by
guest.

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

Paying an Invoice by City Ledger

City Ledger settlement is only permissible when there is a pre-arranged payment
mode, for example; account is settled by a company or an agent within agreed
payment terms. The invoice is typically transferred to an Account Receivable as the
holding account and begin aging until payment is received.

1. Retrieve the crew account from the Search Panel, then click Pay Invoice located
at the bottom of Crew Handling screen.
At the Payment Department field, select a City Ledger code.

3. Select an invoice to settle and the system calculates the total amount due by
guest.

4. Insert the amount to settle. If the exact amount is paid, the system sets the value
as payment receipted and Due Balance is 0.00.
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) Invoice Payment -

Payment Calculation
pELEr 074 City Ledger] j Package Plan Credit: 0.00
Amount: 5.00 usD MNon Refundable Credit: 0.00
Motes: | Current Balance: 5.00
Invoice Mo: [ Invaice 1 Received Amount: 5.00
W Invoice2 T
™ Invoice 3 Commission: 0.00
[ Invoice 4
Due Balance: 0.00

™ change due enabled I
I Disable Posting Automatically Change Due: 0.00

Bay ‘ Pay &Frint | Cancel ‘

Pay & Print Cash Receipt |

Figure 3-47 - Invoice payment by City Ledger

5. Press Pay or Pay & Print to complete the transaction. If Pay is selected, do print
a copy of the invoice for crew reference.

Disabling a Posting Automatically

Selecting the ‘Disable Posting Automatically’ check box from the Invoice Payment
window sets the Posting Allowed to No in Crew Info tab when the invoice balances

are 0.00.

Eap) Invoice Payment -

Payment Calculation

Department: | EXNENISEER j Package Plan Credit: 0.00
Amount: 0.00 usD Mon Refundable Credit: 0.00
Motes: | Current Balance: 0.00

Invoice No: W Invoice 1 Received Amount: I—DDD
W Invoicez [
W Invoice 3 Commission: 0,00

W Irvoice 4

[ Change due enabled I BT e 8.80

I [ Disable Posting Automatically I Change Due: 0.00
Figure 3-48 - Disable Posting Automatically

Express C Oyt o
IPosting Allowed: Mo |

Houting Status:

Serv Chg Amount: 10.00

PPD Category: Regular Guest

Payment: 9042 VISA

Figure 3-49 - No Posting Allowed in Crew Info tab

The system prompts below message when you try to post a charge to this invoice and
rejects the posting.
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Posting Failure £

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

Figure 3-50 — Disable Posting prompt

Resetting posting status to Allowed

1.
2.

Click the Posting Status in Crew Info tab.
At the Enable Posting prompt, select Yes to confirm and this resets the posting to
allowed.

Enable Postings £

:] Do you want the account to accept postings?

ne |
Express C Oyt [
| Posting Allowed: Yes |
Routing Status:
Serv Chg Amount: 10,00
PPD Category: Regular Guest
Payrent: Q042 VISA

FEEEEEFXEEFTONN

Figure 3-51 - Reset Posting status

Payment by Credit Card

1.

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

At the Invoice Payment form, select the Payment department from the drop-
down list, if it defers from earlier payment method.

Payment
IDeDartment: o042 VisA] v|I

Amourt: Code Description a
9042 CC VISA
Notes: 9062 |CB JCB Micros
} Q071 CL Owner City Ladger (0.C.L)
Inwi Mo: N i
MO donze |l Pre-paved
082 CD Deposit Discount

9083 CB Ship Credit

2034 CL Guest Advance

9081 CD Discount

[ Changed|s oy |8 Shipboard Credit

[~ Disable Pd2122 CB Excursion Credit

9123 CB Excursion Credit

9124 CB Prepaid- Refund Loyalty Marketing Discc
~ 9125 CB Volksfuersorge account

9131 (R Rar Credit

Figure 3-52 - Credit Card Payment selection

Amount is automatically filled, based on the current outstanding invoice
(selected); 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.
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) Invoice Payment -

Payment Calculation
Department: |9'J42 VISA j Package Plan Credit: 0.00
Amount: 50,00 uUsD MNon Refundable Credit: 0.00
Motes: | Current Balance: 50.00
Invoice Mo: W Invaice 1 Received Amaunt: 50.50
W Invoice2 T
W Invoice 3 Commission: 0.50
r Due Balance: 0.00
I Disable Posting Automatically Change Due: 0.00

Iv¥ Charge 1.00% commission

Credit Cards Payment Details

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

Pay & Print Cash Receipt |

Figure 3-53 - Credit Card Commission selection

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

Press Pay or Pay & Print to complete the transaction. . If Pay is selected,
remember to print a copy of the invoice for crew reference.

Print Invoice

The Print Invoice function is similar to Guest Handling print invoices, which enable
printing of invoices in different layout made available by the Ship. It has a preview

function that allow you 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
Crew Info tab to open the Crew Invoices screen.

Select from the Report List the invoice report to print.

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

Press Print to send the print job to printer.
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Previewing an Invoice

L
S

Report Printing

¥ Expand Al

Reports List

) §lPassenger Invoices
- Cabin Upgrade Invoice
i Change Schedule Invoice
- Walk-In Invoice

B nvoice Final Statement]

Search |

Print r Preview

( ReportStatus: Report{ipt) exist in database

Page From: 1 Ta Collation:

Selection/Criteria

Printers
Printer: |Adobe PDF 2

[Proper ties]

Status: Ide
Port: Documents\*.pdf

Print Range Copies

MNumber of copies:
@ printal .
 Range QiEntabon: Partrait -

Default =

r~Invaice will be sent to the following recipient

Email address has not been configured.

Send Email | | Print |

Export Custom Excel Export

Figure 3-54 - Print Invoice screen

This function preview the invoice prior to sending the job to a printer.
At the Crew Info tab of the crew account, click Print Invoice to open the Crew

1.

Invoices screen.

Select from the Report List the invoice report to print.
Navigate to the Preview tab to view the invoice.
Press the Printer icon if you wish to send the print job to printer.

& Report Printing
¥ Epand Al
Reports List

= Sorew invoices
Invoice - Retrieve Statement for checked out crew

irvoice Type 1 -Final Statement

SETIABUDII AXEQANDER HENRI
ASST STEWARD
Cabin No.: B144

71004
Embariation 32012015
Dsemsariation: 710312017

=

CREW INVOICE Verape: WEOUS: Paga i
Dota_ Tiars Ha:_Losetise et Creat  WeCrange
37202015 Signature Beverage Progmm 155.07 0.00 15507
03 OAY-58P
37202018 Cash Payments - Final Day 0.00 155.07 0.00
Balance US §: $0.00

Figure 3-55 - Preview Invoice before printing
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Email Invoice

In a paperless environment, copy of the invoice may be sent to the guest's email

account, only when the on-board email is listed in the crew account. A special setup
is required before an invoice can be pushed out by email. Such entry requires setup

by your System Administrator.

Emailing an Invoice

1. Repeat step 1 and 2 of the above.

2. At the Print tab, select Send Email. The system prompts a dialog box once the

email is sent successfully.
3. Click OK to close the dialog box.

Exporting an Invoice

Exporting of invoices into other file format is possible and the supported file format
are: Acrobat Format, Crystal Report, MS Word, MS Excel and many more.

1. Repeat step 1 and 2 of the above.
2. In the Print tab, press Export.
3. Select the file format and destination type from the drop-down list when prompt.

Format:

Destination:

Export

(=} Acrobat Format (PDF)|

K

i

|= Disk fils

=
Cancel
=

Figure 3-56 - File Export Format selection

Select the page range to print.
5. Enter the file name to save and location path when the system prompts for file

saving location.

CREW, MR
ASST.STEWARD Embarkation 1112212015
Cabin No.: BO74 Disembarkation : 9/04/2016
Page : m
CREW INVOICE Voyage:
Date Trans No. Location Debit Credit Net Change
5/18/2014 Gift Card 50.00 -50.00
Activate Gift Card - Cradit

5/18/2014 4080  Explorations Cafe 295 -47.05
5/18/2014 4060 Hotel Service Charge 0.44 -46 61
5/18/2014 7052  Crow's Nest 22,00 2461
5/18/2014 7082 Hotel Service Charge 3.30 -21.31
5/22/2014 8420 Sea View Bar 12.45 -8.86
5/22/2014 8420 Hotel Service Charge 1.87 -6.99
5/22/2014 8631  Crow's Nest 3.28 371
5/22/2014 883 Hotel Service Charge 371 0.00

Balance US §: $0.00

Figure 3-57 - Sample Invoice
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Custom Excel Export

This function exports the invoice into a predefined Excel format.

1. Repeat step 1 and 2 of the above.

2. In the Print tab, select Custom Excel Export.

3. Enter the file name to save and location path when the system prompts for file
saving location.

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 crew would like to separate
certain charges from the main invoice. Charges are easily moved using the drag and
drop movement and various method is available to suit the operational needs.

Moving a charge from one invoice to another

1. Select the crew account and navigate to the Invoice tab.
Highlight the transaction to be move.

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

Drag the transaction to the location by moving the mouse pointer.
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 ‘” 0.00 0.00 0.00

SN

Figure 3-58 - Move & Route function

6. The original invoice amount decreases and the newly created invoice amount

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

Setting up a Charge Route

The following function allow crew 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 crew account and navigate to the Invoice tab.
2. Click Move & Route to open a Move posting menu.
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i Move postings -

From

1018 Bailey A, All Tnvoices

To
Invoaice 1 | Invaice 2 | Invoaice 3 Invoice 4

1018 |1018 Baiey A =l

2014 Casino Bar - Tobacco

2015 Casino Bar - Package

2016 Casino Bar - Service Chargs A,

2017 Casing Bar - Sales Commission -
MR Tav Calecting

£ m »
Why

When
¥ Actuzsl Postings

I~ Future Postings
™ Actual Payments

I” Package Postings

Ck Cancel

Figure 3-59 - Move Posting tab
Table 3-8 - Definition of Move Posting tab

Field Description
From Default to Crew account, All Invoices.
To Selectable invoice from Invoice 1 to 4 or another

guest/payer 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 should be routed to.

4. If charges is routed to another guest/payer, enter the cabin number and select the
crew name.

5. Select either the department group or financial department code to route, and
then insert the routing reason.

6. Choose the type of posting to route, actual/future postings or actual payments.

7. If Future Postings is checked, the system automatically places the department
code in Disc, Route, Pkg tab, Routing window.

See also Disc, Route, Pkg Tab

Criteria Discount

The following function works exactly the same as Percentage Discount in Disc, Route,
Pkg tab and has an additional check box for Actual Postings, allowing you to apply a
discount to the actual posting. This function creates a record in discount portion in
Disc, Route, Pkg tab when Future Posting is checked.
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See Disc, Route, Pkg Tab, SPMS Discount on how to apply a discount.

Item Discount

The Item Discounts deducts a specific percentage of selected postings on the crew
invoice. This function is a Percentage discount and not available as value discount.

According an Iltem Discount

1. On the Invoice of the account, mark the posting entitled to the discount, then
click the Item Discounts button.

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

@ Discount Percent... -
Discount : [10] 0

Ok | Cancel |

Figure 3-60 - ltem Discount

3. The system 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 Vat Tax |POS-Discou|Buyer Trans.ID |User Gross|Checks
30/01/2015 |3070 Minibar -20.00 0.00 0.00 0.00 (Bruer § 14118314 |A -20.00)123
30/01/2015 | 3070 Minibar 18.00 2,00 0.00 0.00 [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 § 141189121A 20.00(123

Figure 3-61 — Example of Item discount transactions

Hide No Print

This function works with transactions that are marked with No Prints; For example, a

voided transactions. This process changes the information displayed on screen,
giving you an organized invoice view.

Hiding/Showing NoPrints transactions

1. Clicking the Hide NoPrints switches the button from Hide NoPrints to Show
NoPrints, or vice versa.
2. Transactions marked with NoPrints (pale yellow) are hidden from the invoice

screen until you click the Show NoPrints.
|28/01/2015 |3000 Cash | -5e3.00] | 0.00| 0.00| 0.00|Bailey A | 14118582|A

-583.00 |

|2gj01/2015 [9000 Cash | ses.00] [ 0.00] 0.00] 0.00|Bailey A | 14118881[A
Figure 3-62 - Example of NoPrints transactions
No Print

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

Hiding NoPrint transactions

1. Retrieve the account and navigate to the Invoice tab.
2. Select the desire transactions and click NoPrint.
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Pastings Selection Error

:] Balance of selected postings must be 0,

Figure 3-63 -No Print posting not equal to 0

3. If the transaction balance does not equal to 0.00, the system prompts an error.

Resetting No Print transactions to original state

1. Select the NoPrint transactions, then click NoPrint.

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

Set Credit Limit

The floor limit is pre-set within the Financial Credit Sub-Department code and this is

adjustable for specific crew at the jurisdiction of the Chief Purse

Setting a Credit Limit
1. On the Invoice tab, click Set Credit Limit button.

T.

2. Insert the credit value in the dialog 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, a warning prompt appears in both SPMS and MICROS System during
posting and charges won’t be added. The same warning prompt appears if the

account is routed and payor has a Credit Limit defined.

[ credtcards 1 Safety Info 1 Fight Info 1 Documents ] Revenue Analyzer ] Custom Info ] Comments 1
Crew Info ] Disc,Route,Pkg Invoice: 50.00 1 More Crew Info ] Courses & Certs ] Other Info ] Effects/Warnings ] History Promotions
Invoice ]
| Credit Limit: 50.00 I Package Balance: 0.00
Non-ef, Balance: 0.00
l Gross|Check# ~
:i} Ad X
Account Department: Search
[ [6143 AxAQG fALZAN wan1 | [(duplicate selected posting) | Add
Item ID_|Department Amount| A
4001 Chocolate Seduction Cafe - Bever 0.00
I Clear fields after adding to postings list 44002 _|Chocolate Seduction Cafe - Food 0.00
44003 _|Chocolate Seduction Cafe - Other | 0.00|
0.00
Additional Informg Credit Limit X 0.00]
Check Number: 0.00
ittt Credit Limit Exceeded!
Server #2: l %, Please increase credit limit for B143 AXAQG fAUZAN wan1 ad
L 1 Number of People: Could not insert the postings for this account. 2l
s v 4.Invoice Package
| [Acc. 1D [Acc. 1dentifier Dept. 1D [Dept. Detals__ [Amount_ A | 00"
J Batch Count:
Crite Current 1
= Batch Total: =
turreﬂt Total:| 10.00 I’
Re-New o fard | Messages ‘ Print PBX Pin ‘
i : B
; ||BEEEEE R = | Mark No Show ‘ Generate New PBX Pin

Figure 3-64 - Warning prompt when Credit Limit exceeded
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3.1.4.

Consult your Chief Purser/Front Desk Manager or refer to the Ship's Operating

procedure for next course of action.

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.

Closing an account with Close Posting

1.
2.

Retrieve the account and navigate to Invoice tab.

Ensure all invoices are 0.00 balance. If account is unbalance, the system prompts
Balance not zero message. Click OK to return to previous screen.

If the account is balance, click the Close Postings.

Select Yes when the system prompt for a response. If No is selected, it return to
Invoice tab without closing the postings.

Close Postings

l:o:l Areyou sure you want to Close all above Postings 7

Figure 3-65 - Close Posting confirmation

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

More Crew Info Tab

The More Crew Info tab stores various information's such as Other Related
Information, Visa/Customs Info and Live Picture, and these information’s are
update from the Crew Info tab and the main reservation screen.
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[ Credit Cards | Safety Info I Fiight Info | Doamei | revenepnabyer | Custom Info [ Comments 1
Crew Info T Disc,Route, Pkg T Invaice: 0.00 | vorecrewmo |  cousesacerts T Other Info T Eff g T Histor nl

- Visa/Customs Info
Live Picture Stored Picture

Hair Colour: Brunnette
Eye Colour: Hazel
Height: 5.11
weight: 185

Take Picture

Other Related Info

Cruise Reservation Related Info:
Trav. Insurance: ()

Contract Related Info:
Company Criginal Join Date -

Wiorked Days: 36 days @ 10/29/2014
External BCard

Figure 3-66 - More Info tab

Take Picture option

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

1. Retrieve the account and navigate to the More Crew Info tab.
The live image of the crew is displayed in the Live Picture window.
3. Click Take Picture to capture the image.

Live Picture - i Stored Picture -

Take Picture

Figure 3-67 - Take Picture

Cruise Reservation Related Info

The Other Related Info section displays the Crew Travel Insurance Number and the
number of days works from original joined date.

Visa/Customs Info

This section displays the information entered in Edit Reservation form.
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3.1.5. Courses & Certs

All crew is required to complete various safety and operational courses throughout
their tenure, and these courses are recorded in Course & Certs tab, with the require
courses/certificates being listed in the top section and completed course in the bottom
section of the tab.

[ Credit Cards T Safety Info T Flight Info T Documents T Revenue Analyzer T Custom Info T Comments ]

Crew Info T Disc,Route,Pkg Invoice: 288.37 T More Crew Info Courses & Certs Other Info T Effects/Warnings T History/Promotions | |

r~ Courses & Certificates Required

CA-01 Course A

ceos ___lcetc ___________________[Certfcate |

o moss ______________[Certficate |

i~ Courses & Certificates Completed

1 010 tre 1

7/9/2010 Training Centre 1 No
IND2 7/10/2010 Training Centre 1 No
IND3 7/13/2010 Training Centre 1 Yes
IND4 7/15/2010 Training Centre 1 No
ISPS 7/14/2010 Training Centre 1 No
M.CARE Certificate  |M00320 8/22/2016 Training Center 1 |8/21/2018 No Safety

Show Validity Show Type Assign Course Done Delete Course Done
(GAI € valid " Expired @ Al " safety € Operational
Edit Course Done Print Certificate

Figure 3-68 - Courses & Certificates tab

Assigning Course Done

When a crew completes an assigned course, the course information such as certificate

number, course location and validity are updated in the system.
&y Assign Courses/Certificates X

—Course/Certificate: ~ De Snapshot

ICPSC |Certificates Proficiency Survival

Crowd Managment Certificate

Enviromental Training

Firefighting Advanced

Course/Certificate Number: [I
Training Centre: | tundefined) ~l
Training Centre Address:  [Training Centre 1

Completion Date: [F7 42010 =]

' valid until a specified date
Renewal Date: [§¥110/4 /2020 ~

€ valid until crew Disembark

ScanDocunentl Luoadﬁel o« | concel

Figure 3-69 - Course/Certificate Assignment screen
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1. Select the course name from Courses & Certificates Completed section.
Click Assign Course Done at the bottom right of the screen.

3. Inthe Assign Courses & Certificates form, enter the Course/Certificate number
and select the Training Center from the drop-down list.

4. Update the completion date and select the expiration date accordingly.

5. The completion date cannot be change once it is updated.

6. Select either Scan Document or Upload File to store a copy of the certificate.
7. Click OK to update the course details.

Editing Course Done

1. Select the course name from the Courses & Certificates Completed section and
click Edit Course Done.

2. In the Assign Course/Certificates form, update the necessary information.

3. Click OK to save.

Deleting Course Done

A completed course can be deleted from the grid and is permissible to user who has
access rights #740 assigned.

1. Select the course to delete and click Delete Course Done.

2. At the confirmation prompt, click Yes to complete the deletion.

3.1.6. Other Info Tab

Other Info tab stores the crew medical certificates, uniform inventory, as well as
function to enable/disable the cabin telephone which only work with an interface.

f Credit Cards T Safety Info T Fiight Info T Document ts T Revenue Analyzer T Custom Info T Comments 1

Crew Info T Disc,Route Pk T Invoice T More Crew Info T Courses & Certs | Other Info | T Histar I

Uniform Inventory

CRAVATTA IN SETA BLU TINTA IN FILO

(" Each Transaction

Shaw Uniform Show Ttem
" EachTransaction ‘

& Sumary € Summary

‘Add Uniform ‘ ‘ | Disable Phone Enable Phone

Figure 3-70 - Other Info Tab

Assigning/Editing Medical Certificates

1. Retrieve the account and navigate to Other Info tab.
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2. Click Assign to open the Courses/Certificates window.
& Assign Courses/Certificates X
CoursefCertificate: Document Snapshot
Shaw
@ al " safety " Operational
Code Name Related To
F.AID First Aid - Medical certificate Safety
Mool Medical Cert 1 Safety
Moo2 Medical Cert 2 Operational
Moo3 Medical Cert 3 Operational
MOO4 Medical Cert 4 Operational
l I
‘ Search
Course/Certificate Number: ‘A}Hlﬁ#lﬁ
Training Centre: ‘TCDUlTra\ning Center 1 j
Training Centre Address: ‘
Completion Date: %1270t >
Expiration
@ valid until a spedified date
Renewal Date: [T 15 /22/2017 ¥

" valid until crew Disembark Remove Document
Scan Document | Upload File | oK Cancel |

9.

10.
11.

Figure 3-71 - Assign Course/Certificates

Select the type of Course/Certificate to show or use the Search field to search for
specific course/certificate.

Select the line item from the courses displayed and enter the Course/Certificates
Number in the field provided.

Select the Training Centre from the drop-down list and enter the centre address,
if any.

Select the Completion Date using the date-picker.

In the Expiration section, select the validity of the certificate.

Click Upload File to upload a copy of the certificate or use the Scan Document to
scan a copy of the certificate, if any. Function requires a scanner to be installed.
Click OK to complete the process.

To edit the certificate, select the certificate from the list and then click Edit.
Change the necessary information and then click OK to save.

Uniform Inventory

This function records uniforms issued to/returned by the crew and function buttons
is enabled depending on the type of transaction to show.
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Adding/Returning Uniform

JOrGrm Inventory |
Code Item Name Given When Count Given |Returned When Count Returned
ANIDOS Adriyanto 8/22/2016 5
ANIODS Adriyanto 8/22/2016 1

Show Item
(" Each Transaction
" Summary " Summary
| Add Uniform ] Edit Uniform ] Delete Uniform I Disable Phone Enable Phone |

Figure 3-72 - Crew Uniform Inventory

1. Retrieve the account and navigate to Other Info tab.
Under the Uniform Inventory section, select the Show Uniform and the
transaction type to enable the function buttons on the left.

3. Click Add Uniform to open the Uniform Transaction window.

% Uniform Transaction X

Transaction
Type of Transaction o Giventoa o Returned by a

Crew Member Crew Member
Uniform Code | ANIDOS Adriyanta ~|
Count |5
Date of Transaction |3;22Jfgu 16 J
Remarks

oK Cancel

Figure 3-73 - Assign Course/Certificates

Select the type of transaction and the uniform code from the drop-down list.
5. Enter the Count and select a date from Date of Transaction.
Click OK to save the transaction.

Editing Uniform Inventory

This function allows you to edit the transaction record, for example the count and
date of transaction. Editing the transaction type is not permissible.

Deleting Uniform Inventory

When a transaction type is entered incorrectly, you are required to delete the
transaction first before reentering the correct transaction.

Adding/Returning Uniform Items

Function of this feature is the same as Uniform Inventory and it record the inventory
at item level.
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3.1.7.

‘F Em Tn\ren BFY 1

Code Item Name Given When Count Given |Returned Count Returned
SECO01 Safety Boot E: 2

r— Show Uniform Show Item
" Each Transaction * Each Transaction
 Summary  Summary
&dd Uniform | Edit Unifarm | Delete Unifarm | Disable Phone Enable Phone I Add Ttem | Edit Item | Delete Ttem I

Figure 3-74 - Iltem Inventory

To enter an item, repeat the above steps and select Show Item to enable the function
buttons of the right.

Effects/Warnings

The following function records items that are prohibited, confiscated or submitted for
Customs Declaration, as well as Warnings issue to crew.
[ credtcads | safetyinfo | Fightinfo |  Documents | RevenueAnalyzer |  Custominfo |  Comments |
Crewinfo | DiscRoutePkg |  Invoce | MoreCrewnfo | Courses&Certs |  OtherInfo || Effects/Warnings} History/Promotons | |

i~ List of Crew Effects for Custom Dedaration
|Code o

|Remarks |

1| [3/18/2010 [3/18/2010 12:43:14PM

|10-Wine ®s) | 4 | [8/22/2016 [12/9/2016 11:38:23 AM |
=

When Level of Warning Code
12/1/2015 Verbal Warning Verbal Warning

Figure 3-75 - Effects/Warning tab

Effects Item

Adding/Deleting Items
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List of Crew Effects for Custom Dedaration

|Code Qty|Value|Trans Date |Entered [Remarks
1-VCR/DVD 1 3/18/2010 |3/18/2010 12:43:14PM
__|s<Cigarettes (single) | 1 3/18/2010 |3/18/2010 12:43:18 PM
10-Wine (btis.) 4 8/22/2016 |12/9/2016 11:38:23 AM
% | =

Add Delete Save

Figure 3-76 - List of Crew Effects

1. Retrieve the account and navigate to Effects/Warning tab.
Under the List of Crew Effects for Custom Declaration section, click Add.
3. Inthe Code field, select the item from the drop-down list, enter the quantity and
transaction date.
Click Save to save the record.
5. To delete an item, select the transaction line and press Delete.
At the confirmation prompt, click Yes to complete the deletion.

Warnings

Warnings feature enable the Ship operator to record any warning given to the crew,

be it verbal or written and by severity.
& Crew Wamings X

Warning For

Ahmad, Rosi

Safety Number.:

Position: Pool Boy
Department: Housekeeping

Warning Code : IVER Verbal Warning LI
Warning Level : [0 Verbal Warning ~|
When : [12/1/2015 00:00

Place : ICrew Cabin

Issued By : ]Housekeepmg Manager

Shoreside leave denied l
from-to Date and Time
required :

Selection of warning text : |04 Crew cabin dirty during inspect LI

Warning Text:

Crew has been warned for his tardyness and advise to maintain
standard deaniless of the cabin.

Action Taken :
To clean the entire cabin for the next 3 days.

Figure 3-77 - Crew warning

Adding New Warning

1. Retrieve the account and navigate to Effects/Warning tab.

2. Under the Warnings section, click New.

3. In the Crew Warning window, select the warning code, warning level from the
drop-down list, then enter the date/time in, location and issued by in the
respective fields.

4. Insert the Shoreside leave denied period from/to, if any.
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5. Select the warning type from the drop-down list, enter the warning text and
action taken against the crew.
6. Click OK to save the record.

Updating Warnings
1. Double-click the line item or click Update to open the Crew warning window.
2. Update the necessary information, then click OK to save the changes.

Deleting Warnings

1. Select the line item and then click Delete.
2. At the confirmation prompt, click Yes to delete the record.

3.1.8. History/Promotion Tab

The History tab stores future and past reservation records, as well as the
promotion/demotion supervene during the crew’s tenure. Other than the Future
Reservations section where one insert, edit and remove a reservation, all other
information on this screen are non-editable.

&} Ovenview QuickFunctions Crew Members BoardCard Safety Reports Options Security About Exit _l8lx
Department Selector e s
‘ 5 [ credtcads | safetyinfo |  Fightinfo |  Doaments | RevenueAnalyzer |  Custominfo | Comments |
(Al Selected) id Y 4 -
lakeanaal) Crewinfo | DiscRoutefkg | Invoice | Moecrewinfo | CousessCerts | Otherinfo | EffectsMamings | History/Promotion:
Crew Found: 2 Selected: 1

[Cabin __[Name Previous Reservations
»

240 |Crew, John M.

From [To [position

Future Reservations

From To |Cabin [Not Onboard
8/23/2016 8/29/2016 1234 [

| conceled | Ewected | Checked-owt | Checkedin
s[4 [ 3 [ a[ > e[ v]

New Edit Remove

Promotions/Demotions

| Noshow

|||v|z|A|x|M|/\|n|1|s|u|b|d|0|N

(O O T I O

New Edit Remove

Figure 3-78 — History/Promotion tab
Table 3-9 - 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 the crew checks out.

2 This section stores records of future reservations.

During System Date Change, the system checks 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 promotion/demotion records of crew during
their employment.
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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. Clicking OK saves and inserts the record in the Future Reservation section.
) Future Reservations -

Cabin 1015
Expected Embarkation Date
Expected Disembarkation Date

QK Cancel

Figure 3-79 - Future reservation

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.

Adding Promotion/Demotion

1. In the Promotions/Demotions section of the crew, click New.

&} New Promotions/Demotions X
Current Department : |No Department
Current Position : INo Position
New Department : | 125 Hotel Department ﬂ
New Position : I 1388 3rd Purser\Crew Purser L]
When : [3/4/2015 |
Reason for Promotion : I L]

Remarks : |

2. At the New Promotions/Demotions form, select the New Department, New
Position, effective date, Reason for Promotion from the drop-down list.

3. Insert a remark if any, and then click OK to save.

3.1.9. Get Credit Cards Function

Similar to Get Credit function in Management module, this function enables
updating of crew’s credit card details by swiping the card through the magnetic card
reader.

Updating Credit Card Details

1. At the Search Panel, search for the crew, then click the Get Credit Card located at
the bottom of the Crew Handling screen to open the blank Credit Card Entry
form.
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Credit Card Entry
Card Details
Number: Credit
Card
Expiry Date:
Owner:
Use the card to pay for the following invoices :
|—
-
-
r r
r ~
Manual ‘ QK | Cancel ‘

Figure 3-80 - Credit Card Entry form

2. At the blank Credit Card Entry form, swipe the credit card through the magnetic

card reader, and the system auto populates the credit card details on screen.
Credit Card Entry

Card Details
EUROCARD

Number:  AOOMESXBODRRI00 B@
Expiry Date: 03/20

Owner: MASTESTCARDNOO76/M

Use the card to pay for the following invoices

| % set spending Limit | |
=

=
-
-
-
-

Manual ‘ oK | Cancel ‘

Figure 3-81 - 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.

Credit Card Entry

Card Details

Credit
Mumber:

Card
Expiry Date:
Owner: |
Use the card to pay for the following invoices :
¥ All Invoices
-
-
r r
r v Make this card active
Swipe | oK | Cancel
Please enter card number

Figure 3-82 - Manual Credit Card Entry form

3. Click Yes at the CC-Check prompt to update the credit card details onto the crew
account.
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[x]

CC-Check

R This will save CC Mo tsoonoonooos 2004 with guest:
Mastestcardn007e/N,

Figure 3-83 - Credit Card check prompt

Stored credit card details are viewable in Credit Card tab.

|' Crew Info ] Disc,Route,Pkg 1

Effects/Warnings
Safety Info ]

Invoice: 0.00 | MoreCrewinfo |  CowrsesaCerts | Oterinfo |

]j' History Promotions

Credit Cards Flight Info Documents Revenue Analyzer ] Custom Info Comments
Number of Cards registered: 1
Active pyoice |Card Type X 3 mber xp Date _|Exchance Rate 2rd Owne enc mits ignature Exis
Yes Al Visa Fidelio N sassEgaRERRE bl ] 0120 0 tester Mo Limit No

4]

i
Signature Captured
Set Min Auth | Manual Increment View Authorizations | Activate Card ‘ Set Card Limit |
Deactivate Card | Remove Card 1 Print Receipt |
Reward Cards
Active |Ca(d Number |Exp Date |Card Owner
View Authorizations Inquire Points Redeem Points Restore Points

Figure 3-84 - Crew Handling Credit Card tab

Registering Multiple Credit Card

Multiple card type maybe stored for ease of settlement and is particularly useful
when crew decide to settle part of their invoices invoice using different card at the

end of the voyage.

1.
2.

Repeat steps 1 — 3 of Updating Credit Card Details.
The system prompts for confirmation that there is more than one card being

registered. Select Yes at the CC-Check prompt.

CC-Check

[x]

I
|
-

-

¥ Would you like to register and ACTIVATE this card instead?
This will save CC Mo.: 4529458311405001 with guest: Doe, John Mr

Other cards registration found.

Activating Credit Card for a Particular Invoice

1.

Crew Members Function

At the Credit Card tab, select the card to activate, and then click Activate Card.
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& Activate Credit Card -

Card Mg ¢ sFssssss====g004

Use the card to pay for the following invoices :
I~ All Invoices

¥ Invoice &
™ Invoice 2
™ Invoice 3
™ Invoice 4

Activate |

Figure 3-85 - 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 are shown in the Invoice column and the card is set as

Active.

[ Guest Info T Disc,Roube,PkgT Invoice: 0.00 TMoreGuestInf\:T Service Info T Activity Viewer TRevenue Analyzer History
Credit Cards T Comments T Other Info TTraveI DDcumenIsT Custom Info T Guest Histary T Loyalty/ Track It

— Mumber of Cards Registered : 3

Active Invoice |Card Type Card Number Exp Date |Card Qwner Limits Signature Exist
aster ard 9004 0 0 4 ARDNOOTS o Limi

‘fes 2,34 American Expresg [ FEseeeseEeEs 1739 |1220 TESTAMEX/DISMEY INT [Mo Limit ‘fes

Mo [ 34 Jusa |50 [0320 [BMSTESTCARDME 762,V [No Limit |ves

Print Receipt View Authorizations Activate Card Set Card Limit

Remove Card Manual Increment Deactivate Card

~ Reward Cards
Active |Card MNumber |Exp Date |Card Qwner

View Authorizations Inquire Points Redeem Points Restore Points

Figure 3-86 - Multiple Credit Card Assignment

Capturing Signature with Signature device

Similar to Guest function, if a Signature Capture device is installed, a sample of the
crew signature are 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.
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Piease Sign below to Accept the Charges

Disclaimer,

Figure 3-87 - Sample signature on Signature Capture device

3. Stored credit card details and signature are viewable from Credit Card tab.

3.1.10. Safety Info

The Safety Info tab provides a view of all the Safety assignment assigned to the crew
member. All information shown in this tab are updated through the Muster List
Assignment function.

i} Oveniew Quick Functions

Crew Members

BoardCard Safety Reports Options

Security About Edt

&=

{ [ seiected)

L

[ cewmd | DicRouepi | Imoce:000 |  MaeCewin® | ComsesaCerts |  Oterinfo | Effectsarings
CredtCads | Safety Info Figntinfo | Douments | ReveneAnayzer | CustomInfo Comments

]‘T Hstory Promtons

Crew Found: 4 selected: 1 ]

Checked-out | Checkedtin

Expected

| cancelled

No Show

Schedue,

bl

1

w [ z[A[x[mw[a[n]L[s[a[Oo][afo[N
[ cl 1 [wla[4[a[alo]a][yv

Name/Cabin
e oo Bem

© staff

I Show expected disembarkation

- Safety Information - safety

Marning Number: Fire Duties
0030 LIFEBOAT PREP. TEAM. STBLIFEBOAT 9, FWD.
Required:

Abandon Ship Duties
[feBoat: 2ND COMMAND LIFEBOAT @ FWD BOWSING TACKLES
Lifeboat &

Special Emergency Duties
Safety Department: LIFEBOAT PREP. TEAM. STBLIFEBOAT 9, FWD.

Safety Comments:
Muster Statian:
Musterstation S
Safety Group:
Safety Role:
Safety Functon:
Safety Function Desarption

PPD Category : Reglar Crew

I Excuse from Safety Dril
[~ Safety History
[ [StartDate |
Re-New Reservation Chedc-Out Print Board Card Pay Invoice GL Get Credit Card Messages
Show Log CheckIn Print Invoice: 4dd Posting Close MarkNo Show

Figure 3-88 - Safety Info tab

3.1.11. Flight Info Tab

Flight Info tab stores the crew flight assighment and home airport location, enabling
flights and transfers to be schedule closer to home airport.

Crew Members Function
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&) Overview Quick Functions CrewMembers BoardCard Safety Reports Options Security About Eit BEE

Department Selector
[ AI ;I } Crew Info Disc,Route,Pkg Invoice: 0.00 T More Crew Info T Courses & Certs T Other Info TEMMM History/Promotions
f¢ Credit Cards Safety Info FlightInfo | Documents TRAvanairzerT Custom Info T Comments
Crew Found: 2 Selected: 1 |
S Cabin __|Name = ‘ Flight Assignment
2 ||y = A tNo ture Details Arrival Details T/F Price_| No of Label [ PNR International
g > :‘ A AAI00  8/29/2016,IT 8/30/2016,68 Yes
I :_
P -|
3 =
] |
|| o[
|2 ‘ < >
3 m Package Code:
g | e ‘ Destination Code: Add Edt I Delete |
& n _‘
= | )=
@ — | [ Home Arport
!; e ‘ Country Aaport Vaiid From Valid Until _I
5 L P US - United States |DEN - Denver, CO, USA Denver |12/13/2016 | [V
<‘ *
; e
E 1= )= ‘
1= - —
|
|
-
|2 L
o o | | | |
Re-New Reservation Check-Out Print Board Card Pay Invoice Get Credit Card
C staff
Show Log l Check-In | Print Invoice | Add Posting | Close
I Show expected disembarkation
Figure 3-89 - Flight Info Tab
Flight Assignment

Arrival/departure flight information and transfers arrangements are updated in the

Flig

ht Assignment section.

r Assign Flight
Flight Direction : =
Flight Date : |29/08/2015 00:00

Fiight Carrier/No : |AA 100

Flight SeatNo: |

Flight Class : |

Passenger Name I
Record (PNR):

Figure 3-90 - Flight Assignment in Other Info tab

Adding arrival/departure flight details,

1.
2.

In Flight Info tab, Flight Assignment section, click Add.

Select the Flight direction, date, Flight Carrier from the drop-down list, and then
enter the Seat No, Flight Class and Passenger’s Name.

Click OK to save the record.

The Edit assignment only allow you to edit the Transfer price, number of bags, bag
label or Seat number.
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54 Edit Guest Flight
Guest Flight Options
Transfer Price [100]
Number of Bags : [2
Bag Label : [poE
Flight Seat No : |15
Flight Class : [e

OK

| Cancel

Figure 3-91 - Edit Flight Assignment

Adding Home Airport

1.
2.
of the home airport.

3.1.12. Documents Tab

Click the field name in Flight Info tab, Home Airport section.
Select the code from the drop-down list for each field, and then enter the validity

Details of the crew passport, identification or any travel documents captured through
passport/ID scanning device are stored in this tab, and are purged at the end of the

Disc,Route,Pkg

cruise or according to the policy defined by the Ship.
I 1

[ GuestInfo T

Invoice: 0.00 More Guest Info T Service Info T Activity Viewer 1 Revenue Analyzer History

!

Credt Cards | Comments Il

Other Info | Travelbocuments | Custom Info | Guest History | topaityreant

Documents List

Predefined Document Type: PPC-Passport Card
Document Type: B2-Tourist Visa

Document Name:

Document Number:

Document Issue Date:

Document Expiry Date:

PASSPORT

31/10/2022
CN-China

Document Issue Country:
Document Issue Place:
First Name:

Last Name:

BirthDate:

MRZ 1:

MRZ 2:

MRZ 3:

Number of Entries: 1
Vaiid From:

Allow Duration of Stay:

DT 5C<<CCLLLLLLLLLLLLLLLLLLLL

=

Figure 3-92 - Travel Documents tab

Table 3-10 - 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 Name

Document type

Crew Members Function
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Field

Description

Document Number

Passport or ID number

Document Issue Date

Document issue date

Document Expiry Date

Document expiry date

Document Issue Country

Country document were issued

Document Issue Place

Document issued place

First Name First Name

Last Name Last Name

Birthdate Crew Birthdate

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

Valid From Validity of document

Allow Duration of Stay Allowed duration of stay on each visit.

Adding/Editing a Travel Document

>

Document Add/Edit

Documents Add/Edit

Document Details

Document Type:
Document Number:
Issue Date:

Expiry Date:
Birthdate:

Issued Country:

Valid From: iv122/08/2015

Document Photo

Predefined Document Type: || v| Document Name:

Document Snapshot

Issued Place:

First Name:

Code MRZ1:

Code MRZ2:

|
l
l
Last Name: l
l
[
|

Code MRZ3:

v| Number of Entries: Allow Duration of Stay:

[V save Document Image

Document Holder's Photo
Capture from Reader

[V Assign to Account

Upload File oK

Figure 3-93 - Travel Document Add/Edit screen

1. Inthe Documents tab, click Add New to open the Document Add/Edit form.

2. Choose all relevant information using the drop-down list or manually enter

them.

3. Click Upload File to upload the picture or scanned document.
Click OK to save the travel document.
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5. To edit, click the Edit, update the relevant information, and then click OK to
save.

3.1.13. Revenue Analyzer Tab

The Revenue Analyzer features a revenue analysis of selected crew 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
information, check the Expand All check box or manually click the ‘+/- key to
show/hide the column, or click the arrow down key on the drop-down list to further
expand the information of respective column. This feature is also available in

Management, Guest Handling function.
[ Credit Cards T Comments T Other Info T Travel Documents T Custom Info T Guest Histary T Loyalty/ Track It ]

Guest Info T Disc,Route,Pkg T Invoice: 39.00 T Mare Guest Info T Service Info T Activity Viewer I Revenue Analvzerl History B
Department Details T Item Details ]
v Expand All
ransaction Date [+ |Department e e Ed et Total|Gross Total
E12015-01-29 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
=lan00 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, 39.00

A ar |1

Figure 3-94 — Revenue Analyzer Viewer Screen

Table 3-11 - 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)

3.1.14. Custom Info Tab

The Custom Info tab is a user definable fields that allows you to customize the field
according to the operational requirements. The field names are defined in
Administration, Administration, User Definable Field Setup.
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[ Crew Info TDisc,Route,PkgT Invoice: 0.00 TMoreCrew InfoTCou'ses&CertsT Other Info TEffects/Wami'igs History/Promotions|
Credit Cards T Safety Info T Flight Info T Documents  |Revenue Analyzer] CustomInfo | G ts

User Definable Fields (Customized Informations)
FB Placecard [
FBMisc [
FO Charge Instruction [

{
{

Fin Email Statement
Fin General

Apply Changes U

Figure 3-95 - Custom Info Tab

3.1.15. Comments Tab

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

[ Crew Info T Disc,Route, Pkg T Invoice: 5.00 T More Crew Info T Courses & Certs T Other Info T Effects/Warnings History/Promotions
Credit Cards T Safety Info T Flight Info T Documents T Revenue Analyzer T Custom Info [ Comments

-2 Comment Comment I Resolution 1l Documentimage |
-1 12/6/2017 9:49:03 AM| by a

Quick Assignment
’7 Selection: ISele:&d aew ;I

Entry Date [2/6/2017 9:48:03 Am
Entered By (User)
Entered By (User ID)
Reported By (Person)
Assigned To
Comment Category

—_— =

Led L

Guest Comments it

Action

Subject | ;]
Comment Type |
Resolved By(Date/Time) | 3/20/2015 ~| |9 149:03 AM
Assodiated Cost fo.00

¥ urgent ™ sensitive
Comment Department Involved I 2 I

Figure 3-96 - Comments Tab
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Adding a Comment/Sub-comment

1.
2.
3.

Click the Add Comment at the bottom left of the screen

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

Enter the Reported By, Assigned To, Comment Category, Comment, Associated
Cost and check the urgency and sensitivity, if any.

Click Save to save the record and this add a Red Cross indicator on the
Comment tab.

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.

Attaching Image File

1.
2.

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

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

Click Save to save the image to the database.

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).
4. Checking the Resolved check box sets all sub-comments as resolved.
B8 Comment Comment 1 Resolution | Document Image )]
(% CABSAF|23/08/2015 10:49:32| Complaint - Service by T
#® 23/08/2015 11:04:40 Complaint - Service by TESTEF
Entry Date [23/08/2015 11:12:46
Entered By (User) [TESTER, CREw LiNkED 'A'MR
Date/Time Resolved IBNS/ZM j [“:,z;% =
Resolved By (Person) [
Resolution Code | ~
Resolution Description
Comments
External Code [
‘Add Comment Remove Comment
Assodiated Cost [o.00
‘ Spell Check ‘ I™ Resolved

Figure 3-97 - Comment Resolution tab

3.1.16. Renew Reservation Function

Instead of making a new reservation for passengers that has checked-out and is not
onboard, a reservation may be renew using the crew historical data.

1.

Navigate to the Check Out tab in Search Panel.

Crew Members Function 97



98

3.1.17.

3.1.18.

2. By default, the date is set to System Date in Search Panel. Change the date to the
passenger checked-out date.

3. Enter the crew’s Last Name or use the alphabets tab to search for the last name by
alphabet. Select ALL tab to list all passengers departed on the date specified.

4. Click the Re-New Reservation located at the bottom of the Crew Handling
screen.

5. At the New Crew Reservation prompt, select Yes to renew the reservation.
Click Edit Information to change the expected arrival date and any other
required information.

Check In Function

Crew joining the cruise are expected to 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.

Check-In

- . Check in Crew Member:
Crew,David
Hotel Manager

No |

Figure 3-98 - Check In prompt

Check Out Function

At the end of the voyage, all crew 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.
At the Check Out prompt, select Yes to check out the reservation.
3. If the account is unbalance, System prompts for invoice to be settled before
roceeding. Click OK to return to the crew account.

Check-Out

Unbalanced Invoice
Check Out not DOMNE

Refer Pay Invoice section for steps on how to settle an account.
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3.1.19. Print Boardcard Function

The Print Board Card function enables you to print a copy of crew board card, if they
are not printed earlier, and these cards are printable from the Crew Handling screen.

1. Retrieve the reservation from the Search Panel and then click the Print Board
Card located at the bottom of the screen.

— Cabin Inf
Cabin Cleaning State Occupied Dirty
Crew Cabin: 207
Status: Checked-in/On-Board
Clock infout Status:
Department: Housekeeping
Position: Pool Boy
National ID:
Embarkation: 3/18/2010
Port: DURBAN
Disembark: 3/5/2016
Port:

Figure 3-99 - Boardcard number in Crew Info tab.

2. The process increases the Board Card number shown in Crew Info tab, and last
digit of the board card denotes the number of times the board card was re-
printed. The first printed card always ends with 0.

3. 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
Cabin

Reprint Al
failed print job

Printing Board Card 1 of 1.

Figure 3-100 - Batch Board Card Printing

4. Check the Interface or Printer connectivity if the board card fail to print.
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Resetting a Board Card

For lost cards, a change of lock combination for the cabin is necessary, and this
process re-assign a new board card number to all occupants of the same cabin.

1. Retrieve the reservation from Search Panel and then click the Reset Board Card
located at the bottom of the screen.
2. At the Reset Board Card prompts, select Yes at the Recreate Cards prompt.

WARNING: This process invalidate all previously issued cards.

3. At the Batch Board Card Printing prompt, click Close if the card is printed
successfully. Otherwise, repeat the above process.
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4 Boardcard

The BoardCard function enables the type board cards to be print by batch, based on
the criteria set in a template.

Refer to Advanced Board Card Printing User Guide.pdf for detail setup and printing.
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5 Safety

Emergency roles of crew are defined in the Safety management function within the
Safety tab. The defined emergency roles may be use as standard when assigning
emergency functions across the fleet, based on the crew accreditation.

5.1. Muster List Setup

The Muster List setup is a representation of the Ship’s emergency stations.
Information entered here requires a crew entry, thus building the foundation for
future safety reporting purpose. The Safety Manager or Safety Coordinator is
responsible in setting up and updating this information.

Such function is controlled by Parameter ‘Safety’, ‘Advance Safety Drill’ (0=Standard /
1= Advance Safety Drill) and the setup of the Muster List Setup for Standard Safety
Drill Mode is described below.

5.1.1. Configuring Standard Muster List Setup

W Overview Quick Functions Crew Members BoardCard Safety Reports Options Security About Exit

1 AddNew Modif . Delete Duplicate H Save Exit
& Pl 1 ] i 1)
[safety Department & <] A Safety Department @) _~| | Definition Comments 1 ceracters eft
Compkance: c & isdfsdifsdf
[safety posiion @ x|Asafetyroston @) +| L
Manning Nunber @ fooor
Manning Number @ Search Safety Department @ —J
Found: 760 Safety Position & =l
Assigned Not Ast d
phitomdos Safety Team & El
Requred 13 746
Optional 1 [} Safety Role @ |
Survival Craft Function @ =
Actv_Maming ~
e Number @ Descreton Muster Station @ |
Engine
u safety Officer LfeBoat @ Kl

Medical

200 |safaty Officer

Current Assigned Crew

Active Date From Date Untl Status Frst Name Last Name

Staff Captain

%

Deck
£ chefofieer
IDeck Scheduled Crew
(Chief Officer
IDeck Active Date From Date Until Status Frrst Name Last Name
0006 Chief Officer

! Deck
M [°7  |and officer safety

|Deck
B %% adoficer

Assignment History

Deck
A (0009
% rd Officer
. L Active Date From Date Unt Status First Name Last Name

[peck
010 Radio Officer

oy |peck
M |1 |peckcadet
] 92 peckCadet
o oz [P S0} Definition | AR  Emergency Dutes & Eigbity d Dril Defivion
|5 Bosun he'ad [ A Y

Figure 5-1 - Standard Muster List Setup

The Standard Muster List Setup mode is comprised of four main tabs — Definition,
Emergency Duties, Eligibility and Drill Definition. Each of these tab defines the
Safety task to be carried out during emergency, required accreditation and the drill
courses.

Search Panel

Information to be display in Muster List Setup are managed through a Search Panel
on the left of the screen using a few filter selections; filter by Safety Department,
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Safety Group, Muster Station, Safety Position, In Port Manning (IPM group),

Emergency Function, Life Boat or Life Raft.

ISafety Department L]All Safety Department) Ll
ISafety Role L]AII Safety Role) L]
Manning Number Search
Found: 192
Assigned Not Assigned
Required 3 188
Optional 1 0
i Manning e A
Active Number Description
Medical
0000 |7ND COMMAND LIFERAFT
Housekeeping
0001 | OpPERATIONAL COMMAND
Deck
0002 | COMMANDER LIFEBOAT
Deck
0003 |FIRE TEAM 1LEADER
Deck
0004 | COMMANDER LIFERAFT
Deck
0005 | COMMANDER LIFEBOAT
Deck
s COMMANDER LIFEBOAT

Figure 5-2 - Muster List Setup Search Panel

In the Summary Section,

e  The total number of Required/Optional Safety Numbers Assigned/Unassigned
are shown.

e Safety Numbers that are Active are checked.

Definition Tab

The Definition section defines the safety number associates to the safety information.
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Definition Comments 91 characters left
Compliance: o £ [setsatsat
Manning Number

Safety Department

Safety Position

Safety Group

Safety Function

Muster Station

Lef L Led Led Lef L] e

I
[
l
[
Safety Role E
l
l
[

Life Boat

Current Assigned Crew

Active Date From Date Unti Status First Name Last Name

Active Date From Date Unti Status Frst Name Last Name

Assignment History

Active Date From Date Unti Status First Name Last Name

»vf Definiton | AN Emergency Dutes ‘ Eigbiity d Ori Defruton

Figure 5-3 - Definition tab
Table 5-1 - Drill Definition tab

Field

Description

Compliance

Safety Number flag — Required or Optional.

Manning Number

A unique Safety Number that identifies the Emergency
Function. Field is compulsory and alphanumeric.

Safety Department Crew Safety Department related to Emergency Function. Field
is compulsory and reference to setup in Administration, Safety
Setup, Safety Department.

Safety Position Defines the Safety Position in emergency, and is a compulsory
field.

Safety Group Grouping of releated safety functions. Reference to
Administration, Safety Setup, Safety Group

Safety Role Crew Safety Role. Reference to Administration, Safety Setup,
Safety Role.

Safety Function Function define in Survival Craft. Reference to Administration,

Safety Setup, Survival Craft Function.

Muster Station

Muster Station assigned to the Safety Number. Reference to
Administration, Safety Setup, Muster Station.

Life Boat

Life Board assigned to a specific emergency function.
Reference to Administration, Safety Setup, Life Boat.

Current Assigned
Crew

Crew currently assigned to the Safety Number.

Scheduled Crew

Crew scheduled to the Safety Number.

Assignment History

Past records of crew assigned to the Safety Number.
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Field

Description

Comments

Additional comments pertaining to the Safety Number.

Emergency Duties Tab

Emergency Duties to be carried out by crew that are assigned to the Safety Number
are defined in this tab. The headings of the Emergency Type are set up in
Administration, System Setup, Label Setup under SFTEM group.

Comments: 466 characters left

0Oil Pollution Duties

| [oPeraTIONAL

COMMAND/BRIDGE. test

Safety Group
Safety Role
Safety Function
Muster Station

Medical Duties

LIFERAFT 4

Comments: 465 characters left

Safety Group
Safety Role
Safety Function
Muster Station

Comments: 481 characters left

I (undefined) ;I
(undefined) v

(undefined) v

(undefined) v

(OPERATIONAL COMMAND

[¢ 481 characters left

I (undefined) Zl
(undefined) v

(undefined)

(undefined) v

7 - User

Fire Duties

Safety Group I"‘L"'

Safety Role

Safety Function ABOSUN AS!

Muster Station

Abandon Ship Duties

Safety Group [(u'vceﬁﬂedj :I
Safety Role (undefined) v
Safety Function (undefined)

Muster Station (undefined)

General Emergency Duties

Safety Group [ (undefined) ~|
Safety Role (undefined) v
Safety Function (undefined) v
Muster Station

(undefined) v

Man Overboard Duties

OPERATIONAL
COMMAND/BRIDGE. test1

Comments: 481 characters left

Safety Group
Safety Role
Safety Function
Muster Station

(OPERATIONAL COMMAND

Comments: 500 characters left

(undefined)

Safety Group I (undefined) ;l
Safety Role (undefined)

Safety Function (undefined)

Muster Station

(undefined) v

(OPERATIONAL COMMAND

s’\r} Definition

&\ Emergency Duties

& s

Figure 5-4 - Emergency Duties tab

Eligibility Tab

Comments: 500 characters left

|(wce‘:‘ed} ;I

Emergency 8 - User Definabl
Safety Group

Safety Role

Safety Function (undefined)
Muster Station

‘ ; Drill Definition

(undefined) v

In the Eligibility tab, Operational Position required courses and certification are
defined in accordance to SOLAS regulation and the Ship’s safety rules.
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Eligibility
Requirements Required Courses

D S.0.LAS Primary: 4‘ Substitution For "Course 4]
g Z";::&“ Selected Code Neme A | selected Code Name
Elvan Overbosrd Tean
Oil Pollution Team [} CA-02 Course B (m} CA-03 Course C
Medical Team ] ca03 Course C 0O CRISIS (Crisis Managment Certificate
Dltestng O CRISIS Crisis Managment Certificate (m} CROWD Crowd Managment Certificate
D CROWD Crowd Managment Certificate D ENV Enviromental Training
(@] ENV Enviromental Training (] IND1 1st Induction A"
D IND1 1st Induction "A™ D IND2 2nd Induction B
(m] IND2 2nd Induction B* (m] IND3 3rd Induction "C*
] 03 3d Inducton "C” ] D4 4th Tnducton D"
(m] IND4 4th Induction D (m] IsPS Bomb Search Training
D ISPS Bomb Search Training D MAMS Marittimo Abiitato Survival Craft
' _ =
Required Operational Positions Required Certificates
| “ | Primary: I Substitution For "Cert C* Al I
Selected Code Name A Selected Code Name A
Selected Code Name A CE03. CertC
5 & =
Z s 1 mtd\‘zf D CE-01 CertA D CPSC Certificates Proficency Survival Craft
IZ e B D CE-02 CertB D FADVAN Basic Safety Training
(5] 13 1atEngineer 0O cpsC Certificates Proficency Survival Craft ] FBASIC Firefighting Basic
104 1st Officer ] FADVAN Basic Safety Training O ™Mo MO 1995
(%] 451 1stPantryman ] FBASIC Frrefighting Basic 0 M.CARE Medical Care
(%] 351 1st Provision Master O M.CARE Medical Care 0O MAIS Marittimo Abiitato Mezzi di Salvataggio
(] 128 Ist Purser ] MAIS Maritimo Abiitato Meza diSalvataggo 7] MFA [Medical First Aid
@ 127 1st Purser D MFA Medical First Aid D PABOOK Panama Seaman Book
432 2nd Baker ] PABOOK Panama Seaman Book ] PSR IPersonal Safety & Sodil responsability
Z 162 2nd Bosun .(— e [e— s ey e _..4,_..u; v 7 nnnnn e dee Poctidieebe ~Ldiebion 5 ¥
|w] 442 | 2nd Butcher v
= | = | p—
g’i} Definition & Emergency Duties ’ a Drill Definition
Figure 5-5 - Eligibility tab
Table 5-2 - Eligibility tab Field Definition
Field Description
Requirements Reference to governing authorities’ requirements for selected
position to be onboard at all times.
Required Courses Courses required to be completed by Crew that are attached to

this Safety number, either the selected primary course or
substitute course.

Required Operational Operational Positions requires in the Safety Number.
Positions

Required Certificates Mandatory Certification held by crew who are assigned to the
Safety Number.

Drill Definition Tab

The Drill Definition tab is a view only screen and it displays information of drills
assigned in Safety Drill module. Refer Safety Drill User Guide for more information on
drill setup.
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Once Unitof
Every  Frequency

Status Code Description Type Required x Days After Embarkation

Location Comment Name Function

DCLO3 Theater Room A4

Schedule Summary

Drill Date Scheduled Count  Excuse Pending Count  Excused Count Attended Count

P F—

Figure 5-6 - Drill Definition tab

Adding Manning Number
1. At the Muster List Setup window, click Add New.
2. Enter all the required fields in the Definition tab using the drop-down list.

3. Navigate to Emergency Duties tab and define the type of duties for the Safety
Number by selecting the Safety Group, Safety Role, Safety Function and
Muster Station from the drop-down list.

4. Navigate to Eligibility tab and choose the mandatory requirements,
courses/certification and Operational Position by check the respective check
boxes.

5. Click Save to save the Safety Number.

Duplicating Manning Number

A Safety Number may be duplicated if majority of the information are the same by
defining the new Safety Number for the duplicate record.

To copy the Safety Number,
1. Select the Safety Number from the Search Panel and then click Duplicate.
2. Update the necessary information and then click Save to save the record.

Deleting Manning Number

A Safety Number that are not in use may be deleted, simply by selecting the Safety
Number and then click Delete.
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5.1.2. Configuring Advance Muster List Setup

The Advance Muster List Setup has less tab than the Standard Muster List Setup and
only has two main tabs; Definition and Eligibility.

Definition Tab

The Definition section defines the safety number associates to the safety information,
and has added fields compared to the Standard Muster List Setup.

Definition Comments 500 characters left
Compance:
Manning Number [Dom iMASTER
Safety Department [ |
Safety Positon [ |
Safety Group [ |
Emergency Station [ =] Muster Station [ =]
[ = <] | LifeBoat [ =]
P = Safety Functon [ |
Safety Role [ =l Critcal € # v
List Group [ =]

Current Assigned Crew

Active Date From Date Until Status First Name Last Name

1/3/2015 5/7/2015

Active Date From Date Until Status First Name Last Name

1/3/2015 5/7/2015

Assignment History

Active Date From Date Unti Status First Name Last Name

& -

Figure 5-7 - Muster List Setup Definition tab
Table 5-3 - Muster List Setup Field Definition

Field Description

Compliance Safety Number flag — Required or Optional.

Manning Number A unique Safety Number that identifies the Emergency
Function. Field is compulsory and alphanumeric.

Safety Department Crew Safety Department related to Emergency Function. Field
is compulsory and reference to setup in Administration, Safety
Setup, Safety Department.

Safety Position Define the Safety Position in emergency, and is a compulsory
field.

Safety Group Grouping of related Emergency function, and is a compulsory
field.

Emergency Station A station assigned to the Safety Number. Reference to setup in
Administration, Safety Setup, Muster Station.

Safety Role Crew Safety Role. Reference to Administration, Safety Setup,
Safety Role.

Muster Station Muster Station assigned to the Safety Number. Reference to

Administration, Safety Setup, Muster Station.

Life Boat Life Board assigned to a specific emergency function.
Reference to Administration, Safety Setup, Life Boat.
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Field Description

Safety Function Function define in Survival Craft. Reference to Administration,
Safety Setup, Survival Craft Function.

Critical E# An indicator flag if the Safety Number is a critical Emergency
Number.
Eligibility Tab
Information contained in this tab are similar to the Eligibility tab in Standard Muster
List Setup.

To setup the Advance Muster List Setup, refer steps in above section, Adding Manning
Number.

5.2. Muster List Assignment

The Muster List Assignment function is used to assign a specific Safety Number to
crewmembers onboard or expected to arrive. This function is the second option from
the Safety file-menu, and the assignment is done either by Function or Person. The
behavior of the Muster List Assignment is dependent on Parameter defined in
‘Safety’, ‘Allow Multiple Safety Number Assignment’.

All records in the Muster List are active assignments that were committed after
changes has been made. The system checks and ensure only qualified Onboard crew
members are assigned to specific Safety Number /Function, based on comparison of
crew’s qualification and Muster List Setup.

5.2.1. Standard Muster List Assignment

Active Muster List Assignment — Standard

The Muster List Assignment has two function; an assignment by function or person.
Although the information on these tab is different, they yield the same results.

The Assign by Function tab has two section; the Muster List and Eligible Crew, and
the Assign by Person has Crew List and Eligible Function.

CrewMembers BoardCard  Sofety Reports Options Security About Exit

E Export 0 Bit ‘

Muster List Eligible Crew

Found 751
Safety Nomber: Nome: rew, Rosi
ety b Assigned Not Assigned Oupicate o ;”v

ositon: ety Officer

0002 Requred 3 747 0

Optional 1 0 o

Assign Function
a

Assgned (o0 Desaription Priority Course Code

Scheduled I how Duplicates

| Refresh Scheduled

Safety Department owanm\mnen Status  Embark Date DisembarkDate ¢ “1=% |, Prioity Course Taken

(CA-01,CA-03,CE02
stekeep-‘\g

018
| onboard '3/4/2015 ;s/m/zms
3rd Officer [Expected (8/22/2016_[11/4/2016

Expected 8/22/2016 |11/4/2016

0003 o Officer anwoz Crew  |David | |Hotel Manager | Expected [8/22/2016 |11/4/2016

[Engine

Deck.
2 Offcer Sty
Zﬂd Officer

yd Officer

Rad io Officer |
T

o010
- v serchifoen Search
Search: search | showEmergencyOutes | Shon: [(al Eigble Crew) =l
show: [Both =l = [(@oth Assigned/nassigned Crews) =l
Fiter Group: [Safety Department =] [(asafety Department) | Fiter: [ (Both Expected/Onboard Crew) ~]
[Safety Positon =] [(arssety positon) K|
[Both Expected/onboard Crew) =]

B sign by Function \ Assionby Person
J Save Active Muster List Reload Active Muster List
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Figure 5-8 — Standard Muster List Assignment

@ Ovenview QuickFunctions CrewMembers BoardCard Safety Reports Qptions  Securty About  Exit

Y @ s | g rerenscrtis | (7 srowoupicns |[3] Bt

(1) =

Muster List Eligible Crew

Found 765
Safety fumber: Nome: Crew, Rosi
Assgned Not Assgned Oupcate
positon: Safety Officer
0026 Requred . 759 1
Optonal 1 o o
Assign Function
Found: 162

|
i

g
OO
SR
H
5
3
H

JCopooopooooooo
g
8

Onbowrd [79/2010 3
doffcer Onboard [7/23/2010 | 12/12/2015 [5566
d Offcer Expected 3/22/2016__[11/472016

Expected 82272016 [1/3/2016

Fote Vanager [Expected 52272016 | 1/4/2016

Descrpton Proniy Course Code B ssoned  Lastiiame  Frstiame. wm Safety Departent OperatonslDnvsion Operationsl Positon Status  Denbark Date Debark Date Crew External1d. Prionty Course Token

] [Gor Rspredirmmred G

] [(a Safety Department)

=] et cae:

Deck
e =
O | P
ek
0 02 (o
o ro— v searcr sexch
search: e ‘ Shom Eergency utes ‘ Show: [(U BB Gom)
Show: [0t Assgedlmassgred Fancions) =] ot Reauec/optons) El Fiter Groups [Safey Depariment
Fiter Goup: [Soety Department =] [ sofety Depertmen) =] Fiter: [Both Expected/onboard Crew)
ety oo S| [ rosien =
[Both Expectedjonboard Crew) S|
n by Function Aesonbyperson
53 s :‘, Save Active Muster List

| S ——

Figure 5-9 — Advance Muster List Assignment by Function

In Assign by Function tab, a summary of assigned/not assigned count is shown on
top left of the screen, with a list of all Safety Numbers associated to a position

according to Muster Station underneath.

In Eligible Crew section, lists of crew matching the eligibility criteria and to be assign
to the Safety Number is shown. List of courses taken are shown in the grid if this is
defined in Parameter ‘Safety’, ‘Display Valid Courses on Muster List Assignment’.

An assigned function/crew has a check mark besides them and information on the

grid may vary depending on the filter selection.

In both the tabs, saving or reloading the Active Muster List is allowable.
e Save Active Muster List: Saves all current safety number assignment as backup

in a text file format.

¢ Reload Active Muster List: Allow restoration of previous backed up safety

number assignment base on the saved muster list file. This function is mostly use

to undo all the changes after Schedule Muster List is activated.

Assigning Safety Number by Function

1. At the top of the Muster List Assignment screen, click Active and Assign by

Function.
Select the criteria from the drop-down list.

3. To view more information about the selected Safety Number, click the Show

Emergency Duties.
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5. Emergency Duties

Safety No: 0003

Fire Duties
Safety Group: 1FIRE TEAM 1
Safety Role: 1L FIRE TEAM 1LEADER

Safety Function: FBCOMM RESCUE BOAT

Assembly Point:

Abandon Ship Duties

Safety Group: ’—
Safety Role: ’—
Safety Function: ’—
Assembly Point: ,—

General Emergency Duties

Safety Group: F 1FIRETEAM 1
Safety Role: 1L FIRE TEAM 1LEADER

Safety Function: RBCOMM RESCUE BOAT
Assembly Point: A Musterstation A

Man Overboard Duties
Safety Group: ’—
Safety Role: ’—
Safety Function: ,—
Assembly Point: ,—

Comments: 357 characters left

AT THE SCEME OF EMERGENCY.IN A
(CHARGE OF INVESTIGATION, FIRE
TEAMS ,COOLING TEAMS ETC.,
UMDER. STAFF CAPT. CO-
(ORDINATION - FIRE TEAM N® 1 ]

Comments: 480 characters left

COMMANDER LIFERAFT 4

Comments: 360 characters kefi

AT THE SCENE OF EMERGENCY.IN ~
(CHARGE OF INVESTIGATION, FIRE
TEAMS ,COOLING TEAMS ETC.,
UNDER. STAFF CAPT. CO-
(ORDINATION - FIRE TEAM 1 "]

Comments: 479 characters feft

RESCUE BOAT COMMANDER

0il Pollution Duties

Safety Group: 1FIRETEAM 1
Safety Role: 1L FIRE TEAM 1LEADER

Assembly Point: A Musterstation A

Medical Duties
Safety Group: ’—
Safety Role: ’—
Safety Function: ’—
Assembly Point: ,—

Emergency 7 - User Definable
Safety Group: ’—
Safety Role: ,—
Safety Function: ’—
Assembly Point: ’—

Emergency 8 - User Definable
Safety Group: ’—
Safety Role: ’—
Safety Function: ,—
Assembly Point: ,—

Comments: 464 dharacters keft

ALERT AND PREPARES THE FIRE
FIGHTING

Comments: 475 dharacters keft

ASSIST MOBILE COORDINATOR

Comments: 500 dharacters keft

Comments: 500 dharacters feft

Figure 5-10 - Emergency Duties Information

1. Navigate to the Eligible Crew section and further filter the information to

display.

2. Double-click the Crew name to view the Crew Eligibility Status and course

history.

-| Crew Eligibility Status Information

0003 for A

[ —

2|

Total Completed : 10
Requirements : 4 Requirements Completed : 5 out of 4
Code Course Name Code Course Name CertNo Date
100 AWWPS-BASIC 1 LAW I 1/2/2009
103 |BASIC PERSONAL SURVIVAL 10 |NEWHIRE ORIENTATION | | 1/2/2009
105 'BASIC FIRST AID 100 |AWWPS-BASIC '456456 | 1/2/2009
109 |F.O.TR-MANILA 103 |POWER MGMNT TR |1234 | 1/2/2009
103 |BASICPERSONALSURVIVAL  |k87978  |1/2/2009
105 |BASIC FIRST AID |1222 | 1/2/2009
1078 | VERY BASIC FIREFIGHTING | | 1/2/2009
109 |F.O.TR-MANILA | |1/2/2009
12 |SAFETY FAM TRAINING. | 1/2/2009
SECA |Security Awareness-CBT | 1/2/2009
History
SafetyNo Start Date Safety Department Safety Position
No History

Figure 5-11 - Crew Eligibility Status Information screen

6. Select the desire Crew name and then click Assign Function on top of the grid.

Only crew with on-board status can be assign.
7. At the confirmation prompt, click Yes to proceed and this places a check mark on
the Assigned column or No to return to previous screen.

Assigning Safety Number by Person
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@ Ovenview Quick Functions  Crew Members BoardCard Safety Reports Qptions Security About Exit
Active ’ Scheduled | Refresh Scheduled | [ Show Duplicates E Export @ Bit
Crew List Eligible Function
Name: Crew, Instructor
e s i Mannina Number: - 0005 Assign Function
Found: 8 Found: 740
Manning  Last Operational Disembark Crew Operational ] ~
assigned Yor? (25 Festhame Openion® embarkDate DT staws o SO 0Pl prionty Cour || [Assigned oo LastName FrstName Status Priority Course Code
] Crew Instructor Laundryman 7/23/2010 | 12/31/2016 | Onboard 8899 Laundry 0006 Deck Expected
[ [oo0r [orew [sohn  [safetyofficer | 7/5/2010 | 11/11/2012 | Onboard [010p  [Housekeepng  [mozmo3n || [ lo00s Deck Expected
! 1 (m) 0010 Deck Expected
(m} Crew Adri 3rd Officer 7/23/2010 | 12/12/2018 | Onboard |5566 Deck (m |0011 Deck Expected
T T O o012 Deck Expected
& [0003  [cew [Rosi Safety Officer | 3/18/2010 | 3/5/2016 |Onboard (12730 |Deck Officer mo2 03N || [T oot Deck Expected
T O o014 Deck T | Expected
@ [0 |oen fom  [xdpuser | pams | 02015 |onbom otel Department o Jooss s 1 ey
I | T Deck | Expected
(m] Crew |John  |¥dOfficer | 8/22/2016 | 11/4/2016 |Expected Deck Officer —Toons ook )
(m] Crew  |Jane 8/22/2016 | 11/4/2016 |Expected ] Joo1s Deck ! Expected
O fooss Deck 1 1 Exvected
(m] Crew  [David  |Hotel Manager | 8/22/2016 | 11/4/2016 |Expected Hotel Department ]~ [o020 Deck |Expected
= 5 = = & = () 0021 Deck Expected
O o022 Deck Expected
(m) 0023 Deck Expected
O o024 Deck Expected
O loo2s Deck I T Expected
0 o026 Deck Expected
- , | [z veck i Epectes
O ooz Deck Expected
e o = e —— [omeses .
Show: [(Both Assigned/Unassigned Crew Members) ~| Search: | i ‘Show Emergency Duties
Fiter: [ (Both Expected/Onboard Crew) | show: (a1 Eigile Functons) |
Fiter: [(Both Assigned/Unassigned Functions) K|
ui AssgnbyFuncton | B Assign by Person)
- Save Active Muster List Reload Active Muster List

Figure 5-12 - Muster List Assignment by Person

In Assign by Person tab, lists of crew on-board/expected are displayed on the right,
with the total number of records found indicated above the grid.

In Eligible Function section, crew matching the eligibility function to be assign to the
Safety Number is shown. List of courses taken are shown in the grid if this is defined
in Parameter ‘Safety’, ‘Display Valid Courses on Muster List Assignment’.

An assigned function/crew has a check mark besides them and information on the
grid may vary depending on the filter selection.

Assigning Safety Number

1. At the top of the Muster List Assignment screen, click Active and Assign by
Person.

2. Select the criteria from the drop-down list.

3. To view more information about the selected Safety Number, click the Show
Emergency Duties at the bottom left of Eligible Function section.

4. Select the desire Crew name and then click Assign Function in Eligible Function
section.

5. If the Safety Number is assigned, the system prompts an overriding confirmation.
Selecting Yes reassigns the Safety Number to the selected crew.

Un-assigning Safety Number by Function
1. Select the Crew you wish to un-assign and then click Unassign Function.
2. At the confirmation prompt, click Yes to proceed.

Scheduled Muster List Assignment — Standard

This function allows Safety Officers to plan ahead and assign a safety number in
advance, enabling arriving crew to replace those due to disembark.

In the Scheduled tab, the system checks and ensure only qualified Onboard and
Expected crew members are assigned to specific emergency functions.
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The assignment of Safety number per crew or by onboard/expected is manage by
Parameter ‘Safety’, “Allow SafetyNo Assignment to Onboard or Expected’. See

Appendix - Parameter for further details.

@ Overview QuickFunctions Crew Members BoardCard ~Safety Reports Options Security About ~Exit

A [

-

I Scheduied | | g Refres Scheduied I [T show duplcates ‘E Bport @
Muster List

Eligible Crew
Found 751
‘Safety Number: Not. - Name:
0012 Requred s 745 ° b
Optional ° 1 o

Found: 4

Crew, Jane

Assign Function

g
i
g

Priority Course Code.

i
i

<}

H
17

4

[crew |3ohn
Cre

Manning  Safety
Assigned Last Name FirstName | S

Status  Embark Date

0013
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0016
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mooooooooo@
g

Peck M
Search: ,— Search
show: [t K]
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LefLef Lo
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=] s
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Activate Scheduled Muster List

Figure 5-13 - Standard Schedule Muster List - Assign by Function

@ Overview QuickFunctions CrewMembers BoardCard Safety Reports Options Security About Exit
& B =0

Scheduled | | RefreshScheduled | [T showuplcates

Fiter: [(Both Expected/Onboard Crew)

Fiter Group: [Safety Department =] [(safety Department) =l
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[@oth Expected/Onboard Crew) 5|

5]
=
=
Activate Scheduled Muster List

Muster List Assigned Crew
Safety Number: Foamd 751 ot " Name: TESTHAY, CREW2
? Poston:  Staff Captain
0006 Required 4 746
Optional o 1 o
o0 Unassign Function

Assigned  Manning Descrpton Pririty Course Code A || [soned Lasthiame  Frsthome T8 SR operagonaipositon  Status Embark Date Disembark Date g, cren g Prirty Couse Taken
O fooor Housekeeping a1 TESTMAY _ CREW2. 0006 Deck Staff Captain Onboard 8/1/2014 2016102

Hester ist Engineer onboar

0002 ist Officer board [9/6/2014 _[9/5/2015
= Staff Copten 15t Officer board [9/6/ /2015
(] 0003 e iicer 01,102 ist Officer board [9/6/2014 _9/5/2015
1st Officer board [9/6/2014 |

o 0004 Chief Officer 15t Officer nboar

Deck 15t Officer nboare
(] 0005 Chief Officer 1st Officer dnboare

Deck 15t Offcer boar
% 00 Chief Officer 15t Officer boar
0 |ooo7 o fhce Safety [BASIC, ot Offcer =

I T Systems Manager | Onboar

De:
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Deck fst Officer board [9/22/2014
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Dec 1st Officer dnboare ¥
a 0011 Deck Cadet
r— neck 9 Search: Search

search: Search Show Emergency Duties Show: [(all Eigble Crew) ~]
show: [ o) ~| [@oth Required/Optional) - [Both Assigned/unassigned Crews) =

Figure 5-14 — Advance Schedule Muster List - Assign by Function

The Information displayed in Assign by Function tab is similar to Active Muster List
and has additional filter by Embarkation From/To and Disembark From/To in

Eligibility Crew section.

Scheduling Safety Number by Function

1. At the top of the Muster List Assignment screen, click Schedule.

2. Select the criteria from the drop-down list.

3. To view more information about the selected Safety Number, click the Show

Emergency Duties.
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5. Emergency Duties

Safety No: 0003

Fire Duties
Safety Group: 1FIRE TEAM 1
Safety Role: 1L FIRE TEAM 1LEADER

Safety Function: FBCOMM RESCUE BOAT

Assembly Point:

Abandon Ship Duties

Safety Group: ’—
Safety Role: ’—
Safety Function: ’—
Assembly Point: ,—

General Emergency Duties

Safety Group: F 1FIRETEAM 1
Safety Role: 1L FIRE TEAM 1LEADER

Safety Function: RBCOMM RESCUE BOAT
Assembly Point: A Musterstation A

Man Overboard Duties
Safety Group: ’—
Safety Role: ’—
Safety Function: ,—
Assembly Point: ,—

Comments: 357 characters left

AT THE SCEME OF EMERGENCY.IN A
(CHARGE OF INVESTIGATION, FIRE
TEAMS ,COOLING TEAMS ETC.,
UMDER. STAFF CAPT. CO-
(ORDINATION - FIRE TEAM N® 1 ]

Comments: 480 characters left

COMMANDER LIFERAFT 4

Comments: 360 characters kefi

AT THE SCENE OF EMERGENCY.IN ~
(CHARGE OF INVESTIGATION, FIRE
TEAMS ,COOLING TEAMS ETC.,
UNDER. STAFF CAPT. CO-
(ORDINATION - FIRE TEAM 1 "]

Comments: 479 characters feft

RESCUE BOAT COMMANDER

0il Pollution Duties

Safety Group: 1FIRETEAM 1
Safety Role: 1L FIRE TEAM 1LEADER

Assembly Point: A Musterstation A

Medical Duties
Safety Group: ’—
Safety Role: ’—
Safety Function: ’—
Assembly Point: ,—

Emergency 7 - User Definable
Safety Group: ’—
Safety Role: ,—
Safety Function: ’—
Assembly Point: ’—

Emergency 8 - User Definable
Safety Group: ’—
Safety Role: ’—
Safety Function: ,—
Assembly Point: ,—

Comments: 464 dharacters keft

ALERT AND PREPARES THE FIRE
FIGHTING

Comments: 475 dharacters keft
ASSIST MOBILE COORDINATOR

Comments: 500 dharacters keft

Comments: 500 dharacters feft

Figure 5-15 - Emergency Duties Information

4. Navigate to the Eligible Crew section and further filter the information to
display.
5. Double-click the Crew name to view the Crew Eligibility Status and course
history.
-| Crew Eligibility Status Information &J
[ R ee—
0003 for A
Total Completed : 10
Requirements : 4 Requirements Completed : 5 out of 4
Code Course Name Code Course Name CertNo Date
100 AWWPS-BASIC 1 LAW I 1/2/2009
103 |BASIC PERSONAL SURVIVAL 10 |NEWHIRE ORIENTATION | | 1/2/2009
105 |BASIC FIRST AID 100 |AWWPS-BASIC | 456456 | 1/2/2009
109 |F.O.TR-MANILA 103 |POWER MGMNT TR |1234 | 1/2/2009
103 |BASIC PERSONAL SURVIVAL .kl87978 | 1/2/2009
105 |BASIC FIRST AID |1222 | 1/2/2009
1078 | VERY BASIC FIREFIGHTING | | 1/2/2009
109 |F.O.TR-MANILA 3] [1/2/2009
12 |SAFETY FAM TRAINING. |1/2/2009
SECA |Security Awareness-CBT | 1/2/2009
History
SafetyNo Start Date Safety Department Safety Position
No History
Figure 5-16 - Crew Eligibility Status Information screen
6. Select the desire Crew name and then click Assign Function on top of the grid.
7. At the confirmation prompt, click Yes to proceed and this places a check mark on

the Assigned column or No to return to previous screen.

Un-assigning Safety Number by Function

1. Select the Crew you wish to un-assign and then click Unassign Function.

2.

Scheduling Safety Number by Person

At the confirmation prompt, click Yes to proceed.
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@ Overview Quick Functions Crew Members BoardCard Safety Reports Options Security About Exit

a Active | s Scheduled | | ) Refresh Scheduled

[T showDuplicates

(=

Export

Q

Bit

Crew List

Name: Crew, John
Positon:  3rd Purser

Found: 4

Eligible Function

Manrinatumber: 0002

Found: 737

Assign Function

Assgne Maming Last  Fist | Operational
G Number Name Name Poston EmoarkDate

Disembark.
Date

Crem
SBUS  etemal 14

Operations D

epartment ¢

Prio

ity
ourse

Crew 3/4/2015 | 8/10/2015 e Hotel Department
0 Crew Jon 3dOffcer | 8222016 | 11472016 Expected Deck Offcer
0 Crew Jane 82202016 | 11/4/2016 Expected
0 Crew Davd HotelManager | §/22/2015 | 11/4/2016 Expected Hotel Department
Search: [Cren Search Expected Crew
Show: [(Both Assigned/Unassgned Crew Members) =~ Onbosed Crew!
Fiter: [(Both Expected/onboard Crew) K|
Enberkaton FromTo: [[| K|
Disembark Fromo: [|_| -l

D[Y G F
—

OO0000000000000RIMO00&T

Staff Coptain [ TESTIAY

Kenneth € | Onboard [32191

Search Show Emergency Duties

Activate Scheduled Muster List

Figure 5-17 — Schedule Muster List Assignment by Person

Functionality in Assign by Person is the same as Assign by Function. The added
functionality to this screen is the ability to customize the grid display color scheme
for crew onboard or expected.

Scheduling Safety Number

1. At the top of the Muster List Assignment screen, click Schedule.
2. Select the criteria from the drop-down list.

3. To view more information about the selected Safety Number, click the Show

Emergency Duties at the bottom left of Eligible Function section.
4. Select the desire Crew name and then click Assign Function in Eligible Function

section.

5. If the Safety Number is assigned, the system prompts an overriding confirmation.

Selecting Yes reassigns the Safety Number to the selected crew.

Activating Muster List

The Activate Scheduled Muster List is a function that activates all the changes made
to Safety Number/Functions assignment in scheduling mode. Once activated and
committed, changes are reflected in Active Muster List.

1. Under Eligible Crew section in Schedule Muster List, click Activate Scheduled

Muster List.
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»

Activate Scheduled Muster List

Completed

- ]

éz

Activating Scheduled Muster List...
Assigned new function 2051 to A
Assigned new function 2051 to A

Completed!...
2 Crew records processed...

[v Save to logfile

Completed! Saved logfile to C:\Program Files (x86)Fidelio Cruise\R059\MusterListActivation_2016-1Z

Figure 5-18 - Activate Schedule Muster List

In the Activate Scheduled Muster List dialog window, check the Save to logfile if

you wish to save the process into a log.

Click Start in the dialog window and select and select Yes at the confirmation

prompt.

The number of records processed are shown under status bar.

Click Exit once the process shows Completed.

During this process, the system checks and prompt a warning if discrepancies are
found; for example, the status of the assigned crew is still in Expected status or
new crew has the same safety number as existing crew onboard.

0000 TESTER CREW 003

& The system has detected that there are crew members which have been assigned safety numbers but still in expected status,
\:!-) Flease ensure they are checked-in in order not to risk violating the safety compliance.

Question

=52

| -
same safety ber as an exist board crew.

and newly embarking crew OR

unassign it for the checked in crew.

'e Systemn has detected that the NEW crew, thibeault,laura jessica has the

Press Yes' to keep both safety numbers assigned for checked in crew

Press ‘Mo’ assign the safety number for the newly embarking crew and

The log file is save in Oracle Hospitality Cruise program folder.

The system is able to automate the Safety Number assignment without
prompting a dialog box based on value define in Parameter, ‘General;’,
‘Duplicate Safety Number Action’. See Appendix - Parameter for more

information.
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Refresh Scheduled

The Refresh Schedule functionality imports previously saved Activate Schedule
Muster List into current Schedule muster list. At every embarkation port, Safety
Officers is required to compile the current crew manifest and import into the
Scheduled in order to make an emergency assignment prior to embarkation date.
Re-importing of the current crew manifest allows the Safety Officer to determine the
status of newly embarked crew and those scheduled to disembark and ensuring the
Muster List has the most current data and assignments.

Refreshing a schedule
1. Click Refresh Schedule at the ribbon bar.

Confirmation

0 This will re-import current Active Muster List data into the Scheduled
’Muster List.

Last Import Date - 8/2/2016 11:55:38 AM.

Select Yes to proceed.

Yes | No |

2. The Last Import date is indicated on the confirmation prompt. Select Yes to
proceed.

This process refreshes and overrides any unsaved Scheduled Muster List with the
Active Muster List.

Show Duplicate

The Show Duplicate functionality displays all duplicate functions assignment of the
crew members as System only permit one (1) Emergency Function per crew member,
with the exception on Scheduled Muster List, which permits assignment of the same
function to an Expected Crew Member and On-board Crew member.

Depending on the selected tabs — Active or Scheduled, the system prompts a list of
duplicated Emergency Function assignment when Show Duplicates is clicked. Safety
Officer is required to re-assigned the Emergency Function to a unique crew member,
if any.
v X

’ W Active Muster List - Duplicate Functions

Please re-assign so that each function is unique per crew member.

Last Name First Name Function

Onboard  Crew

Onboard  |Fu |si
0 TESTER [SAFETY 005
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5.3.

Export

The Export function exports the entire Emergency Functions assignment manifest
into an MS Office Excel spreadsheet.

1. At the top of the Muster List Assignment screen, click Export to export all the

data.
= (X

Export to Excel

Exporting record 426 of 6339

2. System launches Microsoft Excel application and display the information on a

spreadsheet when the export completes.

A B G D E F G H | J K
Assigned | Manning |LastName | First Name | Operation | Embark Debark Status Crew Operational Priority Course Taken
Humber al Position Date Date ExternalId| Department
v v J v v v v v v v v
; No Crew John 1/31/2015|  11/7/2016 Expected
1/No Crew Jane 1/31/2015| 11/7/2016 [Expected
5|Yes 4|Crew04 Tester 10/2/2013| 11/29/2013(Onboard
5|Yes 30(Crew1 11/9/2012 11/20/2012(Onboard
+No cren0s 10/26/2012|  11/1/2012|Onboard

Figure 5-21 - Sample Exported Muster List Assignment

3. Click Exit to return to Muster List Assignment window.

Violation Overview

Every crew is required to complete certain courses/certificates related to the safety
number but not all are on the eligible operational position list, or vice versa. In the
Violation Overview screen, you can filter and view the violation, if any. You must
have access right #4655 — Access to Violation Overview screen assigned in order to
access this function.

[ Violation Qverview

X

First Name Manning Number

SAFETY 000

Safety Department

L Operational requirement violation

Operational Position

2nd Officer

Status

Embark Date

Onboard |8/1/2013

Debark Date

Crew External 1d

Devcharan |9898 Galley Utility Onboard |1/29/2014 |8/30/2014 26895
Selection Count: 2
Vilabon Type  [Both |
Both Close

IBath  ——
‘Qualification requirement violation
Figure 5-22 - Safety Violation Overview

There are only three type of violation to choose from the drop-down list:
e Operational Requirement Violation: Crew with Safety number assigned but
Operational Position not linked to assigned Safety Number.
¢ Qualification Requirement Violation: Crew with Safety number assigned
but does not fulfil the primary/substitution course and certificate required for
that safety number.
e Both: Crew that violates both the above requirements

To view the violation, select the Violation Type from the drop-down list.

Safety
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5.4.

In Port Manning

The In Port Manning (IPM) is a special function that enable Safety Officer to assign
and schedule crew duty whilst the ship docked at port. This function is enabled with
Parameter, ‘Safety’, “Allow to use special In Port Manning handling’ =1.

The following setup must be in place prior to using this function, and these are
configure in Administration, Safety Setup and System Setup. See Administration User
Guide, Safety Setup.

e IPM Group or otherwise known as Safety Group

e Safety Roles

e Safety Department

e InPort Occurrence

e IPM Parameter

IPM Port Occurrence
The IPM Port Occurrence distinguishes the Safety Occurrence of some IPM duties or
functions which may defer when the ship docked at different type of port, for
example,

e At Port: Ship is docked alongside the port

e Tender: Ship is docked at Tender Port

¢ Undefined: Ship is at Sea Day.

The occurrence is link to System Cruise in Administration, System Cruise Setup. IPM
Port Type.

In Port Manning Setup

The IPM Setup consists of two tabs; an Overview and IPM Setup. Multiple IPM
Group may be setup with safety functions defined on each one. In each of the IPM,
only one Safety Department is allowed to be assign and is based on the IPM Port
Occurrence.

Assigning IPM Group

< Overview Quick Functions Crew Members BoardCord Sofety Reports Options Security Aout Exit

In Port Manning Groups/Functions All Assigned/Unassigned 1P Compliance
Occurrence Required for: € PortOnly [ Tender Only @ Port/Tender
nssgned YRR pfsafety Role Descrption Comments
Safety Department 3 Hotel - General ~|
» I} 1A0C  |ALL OVER COMMAND
TPM/Safe. Ipw/safety Role Descrption Comment Safety Department  Required % Requred of The Group
2NDIC  [SECOND IN COMMAND .
T ) 2DIC  [SECOND IN COMMAND Ship's Command 1 N
O M ‘mﬁ
! n [EaMiEaoR Hotel - General 1 N/
[0 o< |oNsceNEcOMMAND (FIRE) i fie fihtng process
o = ‘s{m ‘
n TEAM LEADER
>>
<<
Search: Search | Found: 6 Search: Search Found:2

IPM GroupsFunctions: | (All Assigned/Unassigned) ~

Figure 5-23 - IPM Setup
Table 5-4 - Field description of IPM Setup screen
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Field Description

IPM Groups/Functions  List of available IPM Groups

Assigned Indication of IPM Group currently assigned if check box is
ticked.
IPM/Safety Role Defines the Safety Department the IPM Group belongs to.

Occurrence Required ~ Occurrence based on selected port and IPM Group.

Port Only: Belong to specific Safety Department Occurrence
at Port.

Tender Only: Belong to specific Safety Department
Occurrence at Tender Port.

Port/Tender: IPM Group applicable to both type of port.

Required Define the number of required crew member(s) to remain
onboard to perform the safety function and this may be
overwritten. This value take precedence if no value is define
in % Required of The Group.

% Required of The Define the minimum number of crew onboard by percentage.

Group If the number of crew in the group changes, the required
crew onboard changes automatically based on the percentage
specified. For example, a safety group with 20 crewmembers
and % is set to 50%, the required crew is 10.

1. From the Safety Menu, select In Port Manning Setup from the drop-down list.

2. Navigate to IPM Setup tab and select the Occurrence Required and Safety
Department from the top right pane.

3. Select the In Port Manning Groups/Functions from the left pane, then click the
right arrow.
In the Required or % Required of The Group field, enter the desire value.

5. Use the Search function located at the bottom of the screen to search for IPM
Group. The search field is case sensitive.

Defining IPM Eligibility
Eligibility of IPM is based on crewmembers Operational Position, Emergency

Functions (Muster List) or Course and Certificates. The selection may be either one
or both of these criteria.

1. At the IPM Setup screen, IPM Compliance section, double-click the IPM/Safety
Role Description field.

2. Select the eligibility by Operational Positions, Emergency Functions or required
Course and Certificates per each IPM Group.

120 Safety



& X
H Save ‘ (4 ) Exit ’

TL - TEAM LEADER

Selected: 3

Staff Engineer, 1st Engineer, 2nd Engineer

Eligible Operational Code Operational Position 2

] ’ 111 \Ch'ef Engineer

112 Staff Engineer

’ 113 ’ 1st Engineer

w7 114 2nd Engineer

] 115 ’3d Engineer

0O 116 Cadet Engineer

] ‘ 117 ’Hobel Engineer

O 119 Chief Electrician

0O 126 Hotel Manager

] ’ 127 ’ 1st Purser

Il 128 2nd Purser v

Found : 309
Search: Search
Departments: ] (Al) L]
7’\,/} Operational Positions Safety Function Courses & Certificates

Figure 5-24 - IPM Setup Eligibility

3. Operational Positions — Crewmembers whose position matches the selected
operational position.

4. Safety Function — Crew members who's Safety Number assigned is the same as
the selected safety function.

5. Course & Certificates — Crewmembers have either completed the selected
primary course or selected substitution course AND primary certificate OR
selected substitution course.

6. If you decide to un-assign the IPM Group from the Safety Department, the
system then check if the IPM Group has crewmember assigned in IPM
Assignment. If the answer is yes, then the system prompts a warning message
before allowing you to proceed.

7. If the IPM Group has crewmember scheduled, un-assignment of IPM Group from
the Safety Department is not allowed.

8. Click Save to save the selection, and then click Exit to close the screen.

Overview of IPM Setup

IPM Overview screen shows all the required Head Count, Eligible Operational
Positions, Emergency Functions, Required Course and Certificate per each Safety
Department, IPM Group/Function.
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1PM/Safety IPM/Safety Role Required  Eligible Position Eligble Safety Eligble Safety Required Course Required Course Required Required Certificate
Safety Department  Port/Tender Role Description Headcount Codes Elghle Postion Names. Function Code Function Names Codes Names Certificate Codes
Chief Engineer, Excursion Manager,
Administration Tender  |180C /ALL OVER COMMAND. 1 (DLI610L1021 oy Staff Captain, 1st Officer, ca01 Course A cE01 CertA
04,103 ", g g
Safety Officer
13 | 2nd Purser \Accounting Mgr, Accounting
Port/Tender M MEMBER 1 |63,137,138,138A,1 |Mgr, Cadet Purser\Crew Purser, 3rd ca-01 Course A FADVAN |Basic Safety Training
Engine A IrS)
» Tender TEAMLEADER
Ships Command  [Port/Tender |2NDIC ISECOND IN COMMAND 2 [191,193,1934, 102 [ChiefElectidan, ist Pectricen,

Electronic Technician, Chief Fireman

Figure 5-25 - IPM Overview screen

On this screen, the assignment of eligible Operational Positions or Emergency
Functions is performed by double-clicking the field name.

IPM Assignment

Other than setting up the IPM, the Safety Officer is require to assign crew onboard
based on their eligible criteria to the respective IPM Group. In this function, only
crew that are onboard are shown in the IPM Assignment screen. Crew that has
signed-off are removed from the list.

L N 1 Terser iy € ponirender

entdoen | Geendoea | BT J—
| 5 mactar cak | 200,11, a0
e [ pv— ' : won gy S——— I seyomen ook . 0, e
e e eaven: Fortenis 1 ‘ 2 ‘ wom 5 ‘ m sty Offcer = iua
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Figure 5-26 - IPM Assignment screen

Assigning Crew to IPM Group

1. From the Safety menu, select IPM Assignment.

2. In the IPM Assignment screen, choose the Occurrence Required to display, and
then select the Safety Department from the drop-down list.

3. At the bottom section of the screen, Operational Department to display is default
to All. Choose the department, if required.

Safety
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4. Select the Type of Eligibility to display and/or type of crew to filter from the
drop-down list.

5. Check the Assigned check-box to assign the selected crew from the grid
individually or use the Select All to assign all crew shown in the grid.

6. Crew with multiple assignments have additional IPM Code indicated in Belongs
to IPM column. To view crew with multiple assignment, select Crew with
Multiple Assignment from the Filter option.

7. Once a crew is assigned to the IPM Group, number of crew assigned to the IPM
Group populates in the Compliance Requirements.

8. Some of the IPM Groups may have the same eligible Operational Positions or
Emergency Functions and some crewmembers may appear or assign to more
than one IPM Group, depending on the Ship’s operation. Assignment of a crew
to multiple IPM Group is controlled by setting the Parameter, ‘Safety’,
‘InPortManning Enable One Crew Assignment per Group’ to 0. If the
Parameter is set to 1, the system prompts a dialog before removing the Crew
from previously assign IPM Group.

9. To un-assign the crew from the IPM Group, un-check the Assigned check-box
and at the message prompt, select Yes to confirm.

Question

Selected crew has already been scheduled for duty on a later date, do
! you still want to remove this crew from the IPM Group? Select 'Yes' to
remove the crew from the scheduled date, ‘No' to cancel’

IPM Scheduling

IPM Scheduling Tool allows the respective Department Head to schedule
crewmembers on duty their daily task when at port based on the setup in IPM Group
and IPM Assignment.

In the IPM Scheduling screen, the system displays IPM Groups per department based
on IPM Port Occurrence setup for that day. Refer IPM Port Occurrence for more
information.

In the Scheduled Crew Members section, System display the list of crewmembers
according to the respective IPM Assignment and crew embarkation/disembarkation
within the system Cruise Date.

Crew that has IPM duties are not allowed to go ashore. The Gangway Security staffs
receives an alert when crew swipes their card at the gangway . This setting is
configured in Administration, Security Alert Setup using below SQL Script.

INSERT INTO SAG (SAG_SQLCHECK, SAG MESSAGE, SAG OVERRIDE,
SAG CHKGUEST, SAG_CHKCREW,
SAG_CHKVISITOR, SAG ENABLED, SAG REMARKS, SAG DIRECTION )

VALUES (
'FROM ipms WHERE ipms res acc = <ACCOUNTID> AND
ipms_scd date = (select sys date from asys)'

, 'In-Port Manning requires you to be onboard.', 0, 0, 1,
0, 1, '"IPM Security Alert', 2);
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5.5.

<% In Port Manning - Schedule Overview

=

Saturday, January 31, 2015 : Embarkation Day PORT
Daily Schedule Overview by Safety Department
< Sonuaey 2015 Sofety Department ISafety R -Code S0msapton | pOmme | oo Gon o
Sin Mon Tue Wes Thu Fri Sat
el o R
12 t
2-engne M- MEVBER » 1 1 o
6 7 8 9 1
TL-TEAMLEADER 1 e
Moo 15 16 1
© 18 2 o 2 B n
s x oz =
Legend
B et o
R e ooy Coor
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Fiter Scheduled Crew Members
- Soeded PR Opeatrl oson Previs Gl T QTSGR TM | 1 ToTime
) — El
= lwa |crewscheauie, Safety Offcer [oesk ‘ omowd | yysarmy 1 :00:00pM 10:00:00 P
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O 103 1m.o\5wm }S-!fﬂyoﬂks oeck | onbomd ‘ 3372015 A 200:00AM | 2:00:00AM
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From  [[¥76:00:00PM
= Update
T [lwosoom =

Figure 5-27 - IPM Scheduling screen

Only the crew with IPM Assignment is able to view other crew within the same IPM
group.

For example:

Crew A, B, C s eligible to IPM Group — Commander Lifeboat. Assign crew A, B to
same IPM Group, where crew C is not belong any IPM group. If crew C login, IPM
scheduling will not show any available crew for scheduling. If crew C is assigned to

I

PM group and login, IPM scheduling then shows all available crew that belong to

same group of logged in crew.

Scheduling a Crew

1.

In the IPM Scheduling screen, select the date and the Safety Role from the Daily
Schedule Overview by Safety Department

2. In the Scheduled Crew Members section, check the Scheduled check box of the

crew.
In the Time Range editor, check the checkbox and adjust the time accordingly,
and then click Update to populate the time in From Time/To Time field.

It is allowable to schedule one crew duty in advance over the period of current
cruise. If crewmember is assigned to more than one IPM groups, only one duty
per day is allowed.

If scheduling is performed on the same day as the System Date, the system only
allow schedule of crewmembers whose status is onboard. This is to prevent
accidental assignment to crewmembers who are already ashore and not able to
perform the duty.

All scheduled done on past cruises is not modifiable.

Ashore Deny List

Ashore Deny List is a function that restrict crew movements, by denying certain crew
from going ashore, either by Safety Number, Nationality, Name/Cabin/Crew ID or
Manning Number.
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Cre nbers Ashore Denied List [ =
Filter

Cruise Date: | 1/31/2015 ¥ Refresh

Operational Division |Operation Position |Forename
§ Shore Leave Denial Selection X
Safety T Nationality T Name/Cabin/Crew Id ] [} ing Numb
Manning Number: ~ [0000
 Additional Information — -
f Code I Position I Forename | Surname I Nationz
Selected: 3 | 206 851 Tester Crew Ttaly
Denied From:|1/31/2015 6:00 am 208 SAFETY 000 TESTER Italy .
0000, SAFETY 004 . TESTER Italy....
Denied Until: [2/1/2015 6:00 am
Comments:
< >
oK Cancel | _yl

Figure 9-1 - Crew Ashore Denied List

Denying Crew from Going Ashore

From the Safety Menu, select Ashore Deny List from the drop-down list.

Select the Cruise Date from the drop-down list and click Refresh.

Select the tab to add the deny list from then enter the search identifier.

In the Additional Information section, enter the date to deny from/until and

reason in the comments field.

5. Click Add to add the crew name to the selection grid and then click OK to
confirm.

6. Denied crew name(s) with its Operational Position, Denied From/Until date and
Nationality are shown in the grid

7. To remove the name from the Denied List grid, select the name and then click
Remove. Use CTRL+ or SHIFT+ to remove crew name by batch.

8. At the confirmation prompt, select Yes to proceed.

9. Click Close to return to the main screen.

LY
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6 Reports

A set of operational reports are pre-installed with the software, and additional
customized reports may be added through the Administration module, System

Setup, Reports Setup.

=

_—] |

Report Printing

[~ Expand All

Reports List
+- «d10c US Immigration -
=} sj¢1a Passenger - General
Pax Cabin Occupancy
Pax Cabin Occupancy for Onboard
Free Cabin List Passengers
No Show Passengers by Cabin
Special Requests by Department - ...
Special Requests - Delivered
Spedial Request Report
Amenities Report - Not Delivered
Amenities Report - Delivered

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

Passenger - Print Picture

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

Handicapped Passengers List

U.S. Customs Gift Shop Report

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

Pax cabin occupancy total

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

I Search ]

Print 1 Preview )

Q Report Status: Report(rpt) exist in database

Selection/Criteria

Occupied From: [17/03/2016
To: [17/03/2016

LefLe]

Printers
Printer: Adobe PDF X

[Properties]
Status: Idle
Port: Documents\*.pdf

Print Range Copies

Number of copies:
@ Print Al )
Portrait Y,
Default v

" Range Orientation:

To Collation:

Page From: |1

Custom Excel

Print Export Export

Figure 6-1 - Reports List

Printing a Report

1. From the Crew 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.
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 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.

Reports



To print the report by batch,

1. Select Reports Batch Printing from the Reports drop-down menu.

2. In the Batch Reports Printing window, select the batch number to print.
3. In the Printer selection section, select the Printer and then click Run.
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7 Options

The Options Menu is an area where supported hardware’s and devices are setup, and

is accessible from the Crew Main Menu.

7.1. General Tab

In the General Tab, the options to switch on/off is determined by checking the
respective check boxes. By default, the check boxes are un-checked.

Options
I General I Colors. ] Hardware ] Video Parameters ] Document Scanner 1
General Internat PC Mode & Contrel
[T Hide BCard Wizard Information Card Charge Type : Fixed -
[T Default to Department field in Pay Invoice saresn I~ Lise Time Blocking for Guests
™ Use Separate Print Job for board card printing and encoding I Use Time Blocking for Craw Mermbers
¥ Enable Access to Micros Database in Management (If configure in PAR) ™ Enable Dady Limit for Crew Members
[™ Disable Camera (Restart Application Requie)
Authorization
Change Caban Passwend,
Change Cabin Status Password:
oK Cancel

Figure 7-1 - Options Menu — General Tab

7.2. Colors

The Colors tab allows you to define a standard color scheme suitable for your
operations. These colors can be easily change by clicking the color bar and then

choose the color from the color chart.

Options
I General I Colors ] Hardware ] Video Parameters ] Document Scanner 1
General Internet PC Mode & Control
™ Hide BCard Wizard Information Card Charge Type : Fixed -
[T Default to Department fisld in Pay Invoice soresn ™ Use Time Blodking for Guests
™ Use Separate Print Job for board card printing and encoding I~ Use Time Blocking for Craw Mermbers
¥ Enable Access to Micros Database in Management (If configure in PAR) [ Erabie Dy Linskt for Crews M 2
[ Deable Camera (Restart Applcation Reguire)
Authorization
Change Cabin Password:
Change Cabin Status Password:
oK Cancel

Figure 7-2 - Options Menu, Colors Tab

7.3. Hardware
In the Hardware tab, supported peripherals, printers and devices are configured.
The screen varies depending on the type of report printer’s you select. Please contact
Oracle Hospitality Cruise Customer Support for assistance.
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General ] Collors ] Hardware | Video Parameters : Document Scanner
Report Printers NCoder = onmection)]
Y . || CarcResder Type £1: [(Nene) ]| Pork Humber: -
Cards Port 12 | ||| speed (Bits Per Second): -
Carch Book Vowchers RFID Type =1:
Certificates Data Bits: -
tvoces I ] | &
Key Runner Receipts aity: -
Label Card Reader Type &2: [-{Nme] El Stop Bits: l—;l
Labels Port #2: :
Recept [ j Passport Readers
Receipts RFID Type =2:
Reports IM} ..:.I
L R vl = RFID Type:
|f’f i =] | Encode oo ok crrack 3Ky [fe ]| [rtopetec =1
== Door Key Options : [ Encode At Loc: =] ™ Enable MyCard ACR38 Reader
| J ™ Do not encode Magnetic Stripe Signature Device
Zebra Device Name: ; f F [tiene) K|
| embZeba J Credit Card Fieader: lﬂ‘i:l‘!:l 3
Specal
|(uﬁefned] :! r RFIDE“‘MPCI‘IZI i
R I™ CEIA Reader Port: | -
t Manager Mapping
[z =] || [ use Right Mouse Button Emuiation

Track 15tart Sentinel : [5 End Sentinel : [
Track 2 Start Sentinel : [, Track 3 Start Sentinad : [~
Additional Cmd for Pebble Evolis when encode track 3:

Figure 7-3 - Options Menu, Hardware

7.4. Video Parameters

This section defines the video format, source and type of compression to store in the
database.

Gereral 1 Colors ] Hardware Video Parameters | Dooument Scanner 1

Use oplions below to set-up camera. You should adust the setiing so that the whole picture fits
the frames visible here. Changes are immediate and will be shown in the lve video box immedistely,

Live L Stored Picture
- ‘ B
1 1

Video Format Video Source Video Display Video Compression

Figure 7-4 - Options Menu, Video Parameters

7.5. Document Scanner

Options

This section link the type of scanner use for specific forms, for example, driving
license, passport, and others.
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7.6.

Select A Document Type
Choose Scanner o be used with Selected Dooument Type
Predefined Documen : -
L | ) SeectScaner:  [CSSN-SCANSHELL 800 -l
- W Set as Defmit
I Enable Manufacturer Default Settings Dialog before Scan
Paper Size: | =l
Resohution [DPT): [ =
Scan Mode: I _.J
M MtoBrghtness [ Deshew
Brightness: Ll »
Contrast: 1 0

Figure 7-5 - Options Menu, Document Scanner

Field Definition

This section allow you to customize the crew reservation screen labels in Crew’s
ersonal/additional/visa details tab.

Options

General

_

T Hardware T Video Parameters TDocunmtScamer I Field Definition I

Support

(54, Crew Reservation Setwp
El-¢p Field Definition

Additional Details
Addresses
Documents

Specify passenger's personal/additional /visa details that should be made available
for editing. You may specify if columns are required and their default value. The
default value must match column data type.

PSS . | (i Properties
uxp_a_titel S li
uxp_a_fstn Description: Salutation

uxp_h_mname Status: Visble, edtable v |

uxp_a_othname Required: I~

uxp_a_othfstn Default Value:

res_email_ship
uxp_a_loyalty
res_dep_pay_cc
res_dep_pay N

Figure 7-6 - Field Definition tab
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8 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.

8.1. Login

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

8.2. Change Password

The Change Password function allows password to be reset. You are required to
login prior to accessing this function.

& X

Change Password for e

A T

Old Password:

Password:

I'.:::e:u-e:
I
I

Confirm Password:

Apply Cancel

Figure 8-1 - Change Password screen

1. From the Security Menu, select Change Password from the drop-down menu.
. Enter the New Password and Confirm Password, then click Apply.
3. At the Password successfully changed prompt, click OK.

8.3. User Lodfile

User Logfile records all transactions performed by users by date and time order. This
information’s are retrievable using the available filters such as by user, type of
activities, date, time or workstation. Transaction logs are also printable and
exportable to supported file format.
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¢ FrontDesk Cashier Options Security About Exit

Smith JMr  Cabin changes from cabin 10007 to cabin 1001

Smith, J Mr has cancelled the reservation

smith JMr__[Renew reservation is done for Smith, J Mr

Smith J Mr ion date is changed from 06/02/2015 to 13/02/2015 for Smith, J Mr
Bailey AMs _|New Reservation is created for Account ID 1052808

Smith J Mr date is changed from 13/02/2015 to 19/02/2015 for Smith, J Mr

Check-in

Doe Jane Ms 'goe, Jane Ms ACC_ID: 1052805
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
(CABIN 10000: Clean Status Change From OD to VD

Cabin 10000. New VD Linen Rule task created by COUT/CABINCHANGE process

Doe Jane Ms |Doe, Jane Ms ACC_ID: 1052805

Cabin Clean Status Changed
Task Assignment

Check-out

[Uw [ ~]  FrompDate/mme: [06/02/2015  [16:00  wWorkstation: Iij ﬁ, m—

~|—_To Date/Time: 106/02/2015 17:00 __comment: |
T = e r

= ——( a1 e =

Figuré 8-2 ) User .Logfi>le
Gangway Lodfile
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.

& Gangway Log ] x

10/13/2016 3:57:12 PM_ BETHAM-MY A-Deck Aft - Portside  AHU AXDQIANTO Going Shore—side  C

10/13/2016 3:58:22 PM ADeck Aft —Portside [AHU______________|AXDQIANTO ComingOnboard C_______INo [ |

2/7/2017 5:10:%3 P ADeck ATt Poriode [Mandcapped _llest ___lcongshoreside [C N0 lavoz |

2/7/2017 4:11:10 PM A-Deck Aft - Portside |UNSON Going Shore-side |C

Selection Criteria

From Date/Time: [3/20/2015 00:00
ToDate/mme:  [3/20/2017 23:59

tocation: [

Movement : [Both ways

Cabin:

Name: -

Ll L]

Type : Je  crew

Figure 8-3 - Gangway Logfile

8.4. Count Onboard/Shoreside

Security

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

133



134

F 7
Guest Total 132 P Guest
- Onboard: 1324 .
R o eade: 2 [V Resident
- Shoreside(OverLAND Tour): 1 [v  Crew/staff
[V  Visitors
Resident Total: 2
- Onboard: 2
- Shoreside: 0
- Shoreside (OverLAND Tour): 0
Crew Total: 835
- Onboard: 835
- Shoreside: 0
- Shoreside (OverLAND Tour): 0
Visitor Total: 1210
- Onboard: 0
- Shoreside: 1210
Total: 3374
- Onboard: 2161 (0 visitor(s))
- Shoreside: 1212 (2 non-visitor(s))
- Shoreside(OverLAND Tour): 1
| o= |

Figure 8-4 - Count Onboard/Shoreside

Clicking the Reset Security resets the count. The messages prompt varies on each
reset.

Guests/Crew Onboard

The Guest/Crew Onboard lists all crew onboard, with its last Coming On-Board

status being displayed when selecting the crew’s name.

Check-out
Page Up Resident

~ Show
Al

“ Only Guest

-
. © Only Resident

1004 Mao, Xiong
Mao,Zhong
il  Only Crew

© Only Visitors

© Only Check-Out onboard

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

Gangway Log| Go Ashore Pagerwn’ Close |

Figure 8-5 - Guest/Crew Onboard
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1. Clicking the Go Ashore / Go Onboard sets the selected crew status from
Onboard to Ashore or vice versa.
2. Clicking the Gangway Log opens the Gangway movement log.

8.5. Port/Visa Requirement

This function enables you to restrict crew of selected nationality with travel
restrictions on the travel document from going ashore on port day. Once setup, the
system prompts on screen when a restricted passenger’s passport/travel document
are swiped at the Gangway.

% Port/Visa Requirement
Setup
Date &Time From [27/8/2015 00:00: 15 Date &Time To [27/08/2015 23:00:00
Remarks Port [ (not applicable) LI
Apply To (¢ Pax and Crew
" Pax
" Crew
— Conditions
Nationality IMY Malaysia L] Visa Type [BZ Tourist Visa LI
Add New Delete | Save Close |
Nationality |Visa Type Start From Until Remarks

27/08/201500:00:01  28/08/2016 23:00:00

Insert Confirm ? | x |

40 ) Nationality of MY Malaysia without document B2 Tourist Visa not
LW allowed for port entry From 27/8/2015 00:00:15 To 27/08/2015 23:00:00

No

1.0 Port/Visa Requirement X

Setup
] Date & Time From IZD/E]ZOIS 00:00:01 Date &Time To {20/3/2015 23:00:00

Remarks Port [ (not applicable) j

Apply To
! * Crew
{ t— Conditions
;1| Nationality | MY MALAYSIA > visaType [B2USB2Visitor's Visa |
: Add New | Delete | Save Close |
H
{ [visa Type | Start From | Until | Remarks
i
| | = |
i
| Natienality of MY MALAYSIA without document B2 US B2 Visitor's Visa
' not allowed for port entry From 20/3/2015 00:00:01 To 20/3/2015

23:00:00

Figure 8-6 - Port/Visa Requirement

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

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

3. In the Conditions Setup section, select the Nationality and Visa Type from the
drop-down list, the click Save.
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4. At the Insert Confirmation prompt, select Yes to confirm, then click Close to exit.
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Appendix A. Parameters

This section describes the Parameters available to the Crew module, and they are
accessible from Administration module under System Setup, Parameter.

PAR_GROUP Safety

Table A-1 - PAR Group Safety

PAR Name PAR Value Description
Advance Safety Drill Oorl 0 - Standard Safety Drill Handling;

1 - Advance Safety Drill Handling
Course Code for Boat XXX Qualifying course for Boat Commander.
Commander (XXX=COU_CODE)
Allow Multiple Safety Oorl 0 - Do Not Allowed Multiple Safety
Number Assignment Number Assignment

1 - Allow
Allow to use special In Port  Oor1l 0 - Disallow,
Manning handling 1 - Allow

Auto Set Ashore Denial
During Drill Scheduling

Specify duration before a Drill starts that
going ashore is denied. Duration in
minutes.

Display Valid Courses On
Muster List Assignment

Display list of important courses on
Muster List Assignment screen.
PAR_VALUE should contain COU_CODE
separated by commas (eg. 331,321)

Operational Position that
Receive Message

Crew of certain operational position to
receive warning message in Active Muster
List when there is expected crew in the
muster list

Allow SafetyNo Assignment
to Onboard And Expected

0 = both onboard and expected crew per
safety number

1 = one crew per safety number at any one
time

InPortManning Enable One  Oor1
Crew Assignment per Group

0 = Crew is allowed to be assign to
multiple IPM Group

1 = Crew is not allowed to be assigned to
multiple IPM Group.

PAR_GROUP General

Table A-2 - PAR Group General
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PAR Name

PAR Value Description

Duplicate Safety Number

0,1,20r3

0 = Prompt for further action

1 = Keep both safety numbers assigned for
checked-in crew and embarking crew.

2 — Assign Safety Number to newly
embark crew and un-assign checked-in
crew.

3 = Remove the safety number from
expected crew and maintain safety number
for checked-in crew. This option is
perform in silent mode.

Parameters



