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Prerequisite, Supported Systems and
Compatibility

This section describes the minimum requirement for Event module.

Prerequisite

= Event.exe

=  OHCSPSMBusiness.dll
=  OHCSPMSData.dll

=  OHCSPMSDB.dIll

=  OHCSPMSULdI

Supported Operating Systems

=  Microsoft Windows 7 - 32-bit / 64 - bit System
=  Microsoft Windows 8 - 32 bit / 64 - bit System
=  Microsoft Windows 10 - 32 bit / 64 - bit System

Compatibility

SPMS version 8.0 or later. For customer operating on version below 8.0, database upgrade
to the recommended or latest version is required.

Prerequisite, Supported Systems and Compatibility 7



Preface

This document describes the configuration and functionalities available to Event module.

Audience

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

Cruise Shipboard Property Management System.

Customer Support

To contact Oracle Customer Support, access My Oracle Support at the following URL:
https://support.oracle.com

When contacting Customer Support, please provide the following:

e Product version and program/module name

e 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

April 2017 e Initial publication.
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1.1.

General Setup

1. General Setup

The General Setup section houses various configuration settings such as booking type,
event category, locations, items use by the event, special packages and profiles of the event
required when creating an event. The following setup will assist you in organizing and
placing the necessary orders for items required by event.

Event Settings Overview
EEE ] ome

Hoeowwa&m Q BLHB

Settings Locations Items Packages Profies | Events || Pending  |Reports| Delete Save Close
Approval {0)
General Setup Schedule| | Request || Report Edit

Settings >
Configuration Type .
4% Booking Groups - Qi nd- g
& Event Category
= i Code Name Description
= EventCode
2, Group Type ki i i
fis In+House >§8 | Oracle Cruise

. Item Tvpe B o

@ Location Type

& Location Link
Package Type

43 PriceBy

& Providers

LiF SetUp Type

Orade Cloud
BKG1 Oracle University Oracle University

Figure 1-1- Setup Tab

Event Settings Overview is the main configuration screen where parameters and settings
for furniture fitting, sound system, utensils, other equipment needed by the ship operator
to organize an event is setup. The Configuration Type features Booking Groups, Event
Category, Event Code, Group Type, In-House, Item Type, Location Type, Location Link,
Package Type, Price By, Providers and Set Up Type Functions.

Configuration Type

Configuration Type contains all the general settings use in Event module and are described
below:

Booking Group
The Booking Group holds the security codes that determine who is allowed to book or
change an event location.

Event Category
The Event Category code is use to categorize the type of event and is mainly use in report
printing.

Event Code
The Event Code holds the Priced By, Event Category and Event Name that enables a quick
entry of an Event on the Event Detail Form.




Group Type
The Group Type code defines the specific type of Group and they vary from one Cruise
Line to another.

In-House
The In-House code defines an event category associated with the department or area for a
non-group event.

Item Type
The Item Type code defines the items by groups, for example, cutleries, linens, furniture
and much more.

Location Link
The Location Link holds a generic code for a location that group few locations, to facilitate

the copying of templates from one ship to another.

Package Type
The Package Type defines the Packages used to help find a specific Package.

Price By
Holds the priced by codes that are available to a cruise liner.

Table 1-1 - Price by Details

Field Name Field Definition
C Consumption
F Fixed
A Fixed Guests
R Fixed Cabins
L Calculated Guests
S Calculated Cabins
Providers
The Providers code define the shipboard group responsible for fulfilling items required by
the event.
Setup Type

The Setup Type defines the available seating or setup for the location. For example, U-
Shape seating, Theatre, Pool Party, Conference, and others.

Adding new Configuration Codes

10 General Setup



1.2.

General Setup

WoLwem G AL

Settings | Locations Items Packages | Profles | Events Pending Reports || Delete  Save  Close

Approval (0)
General Setup Schedule Reguest Report Edit

v Settings [x
.Conﬁguration Type [ E———
.0.'| Booking Groups = Li!
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|= EventCode Code Name Description
2 Group Type # I g I
*. Item Type
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= | Package Type
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Count=1

Figure 1-2 - Adding New Booking Groups

1. From the ribbon bar General Setup group, click Settings and then navigate to
Configuration Type panel on the left and select the configuration type to add.

2. The Code field is a mandatory field. Insert the code, name, and description in the field
below the Search bar, and then click Save to save the record.

When the input field for the Code is empty and Save is clicked, the system prompts a
warning message ‘Please enter a unique code. Do you want to correct the value?’.

3. Click Yes to return to the screen and insert the Code accordingly, then click Save to save

the record.

Editing a Configuration Code

1. From the Configuration Type panel, select the code to edit and then change the
description accordingly. Only the name and description column in editable.
2. Click Save at the ribbon bar to save the changes.

Deleting a Configuration Code

Select the code to delete and then click Delete on the ribbon bar.

Searching for a Configuration Code

1. Select the Configuration group from the container and then navigate to the Search bar.
2. Enter the keyword in the search bar and click Find to search. The matching results are
highlighted in yellow if any.

Events Overview

The Events Overview shows the summary of events for today and upcoming events, with
the summary of total events pending approval. You may further drill down to view the
event information by clicking the functions available on the screen.

11
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Eeth’-!gs Locations TItems Packages

C = W & -H <
s s

s Approval (0}

Schedule || Reguest

Upcoming Events
#7 4/19/2014 (01:00:00 AM - 0Z:00:00 AM) : Testl

Figure 1-3 - Events Overview
Double clicking any available event in Today’s Events or Upcoming Events section
launches the Event Booked Screen.

TESTL (Saturday, April 19, 2014 01:00 AM - 02:00 AM)
| Event Details [T Event Attendees
Event ID: | Testl | Event Inf ]
Event Code | DESK - Desk: = IS I T 2014 -
Eapiaas [Testt | Start Time: | onoo I
St parie |1-GAP -Gap ~ || End Time: | o200 I
SetUp Type: | Conference = M e | o0 =
—
‘Set Up Time {mins): | TR
Description: Breakdown Time (mins): | o
Duration: | 6o |
LI
Message: I‘ | - — —
EX Expected attendance: | Z =
‘Compliments: [ il e . i s =
| Location Information ] Auto
Location: | 5 Vestfiorden ~ | —
Location Status: | Approved |
Priced By: | € - Comsumption -
latErsody Herporiiie | Price: [ =
Search By Mame/ Cabin: | | -] Extended Price: | 3
Last Name: [ ] Calculated Price: =
First Name: | |
Cabin: | |

Figure 1-4- Events Details

Clicking the number of events in the Events section displays the event in Date, Week,
Month or Timeline grid view. You may also add, edit an event from this screen. See Events

Management section for steps to add, delete and edit and event.
Events

>

General Setup



1.3.

General Setup
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Figure 1-5 -Events Timeline View

Clicking the number of Pending Approval section displays the list of events that are

pending approval.
Pending Approval

Settings  Locations Items Packages Profies | Events | Pendng | Reports | Approve Declne Covmenis Close
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Figure 1-6 - Pending Approval
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Figure 1-7 — Functions in Location Tab

Locations setup function is accessible through the General Setup, Locations icon on the
ribbon bar. It shows the location available for an event booking and is group by location
category.

In each of the location, you can then define the location details, seating style suitable for
that location, attached a photo gallery and set the minimum/maximum person allowed,
and all these settings are linked to codes configured in Event Settings Overview.

Adding New Location

Location Details

Location Code: General !

Location Name:
Private: No

Link; =
Minumum Attendees: o0:
External Code
Deck:
Ship Lacation: -| Location Availability
Sooling Graup:
i Availabiity: Yes

Location Type:
Date From; 4/18/2014

Description: Date To: 12/31/2089

Parent Location

I .

Comments: Is Parent Location: | No

Parent Lacation: (ot Applicable)
Other Limits Photo Gallery

Set-Up Type Min Pax Max Pax Private Image Name

>| codai
Conference
Seated
Theater
U-Shape

0
;
0
: NO IMAGE

FOUND

Figure 1-8 - Add New Location

1. Click Location from the General Setup group.

2. On the left pane of the Location tab, the sub-locations are listed in a container view.
Click the + to expand the container list.

3. To add a new location, select the main location, and then click Add on the ribbon bar.

4. Inthe Location Details section on the right pane, enter all the necessary fields.

The Location Code, Location Name, Booking Group and Location Type are mandatory
fields and the system prompts an error when the field is empty.

5. Navigate to the Other Limits section, select the Set-Up Type suitable for this location,
enter the minimum/maximum person allowed for each seating type and check the
Private check box for events that are held privately.

6. Click the Upload Photo icon on the ribbon bar to attached images of the location to the
Photo Gallery section.

7. Inthe General section, turning the Private toggle to Yes indicates that the location can
be overlapped with other events at the same time, and insert the minimum/maximum
attendees allowed using the arrow up/down key.

8. In the Location Availability section, the availability is default to Yes. Sliding it to No
will make the location unable. Select the available date from/to using the date editor.

9. At the Parent Location section, select the Parent Location from the drop-down list if it
is a sub-location. Sliding the toggle to Yes makes the location as a Parent Location.

10. Click Save at the ribbon bar to save the location.

General Setup



Editing a Location

To edit a location, select the location from the location tree view and edit the information
and then click Save to the changes.

Deleting a Location

To delete a location, select the location from the location tree view and then click Delete on
the ribbon bar. A Location cannot be deleted if it has events linked to the location.
Search a Location

To search for a location, enter the keyword in the search panel and then click Find and all
the relevant records will be shown in yellow.

libra -

m

== {N/a) - Not Applicable
-2 1 - {ibrary

-5 10 - Stad

~{=5] 11 - Library

¥ 12 - Smaoking area
-[=5] 2 - Folda

=5 3 - Stad and Folda
45| 4 - Staircase

-85 5 - yestfiorden
-{*5] & -Loppa

-I¥5] 7 - vestfiorden and Loppa

Figure 1-9 - Search Location

1.4. Items Setup

The Items Setup allows you to define every single item use for an event from the type of
cutleries, flowers arrangements to furniture and others. Multiple prices per item based on
date period is allowed, enabling a selection based on the cruise selection and Effective
From and Effective To date.

L= ] |
] 5T (]
Settings | Lo Close
Private: =
77 (N/A) -Not Applicable. Package Only: T N
TenType: z —
49 b -personal Computer =
o o Shon InRefundReport: || I«
49 Tabie1-Table prced by = Daiy: =
5 WB0ARD - White Board NO IMAGE —
5 non -ron Lok oses FOUND o =0
7 BEV-Bev Warning: o 0:
3] Alcohol - Alcohol -
I Tme (nins): 0
7 DRINK1 - Coffee/Tea set Description: e
i~ e ¥
A9 Teapot - Teapot Delvered Before (nins): 0.5
£ FooD -Foad o
43 12- 1 Fixed To Location: b No
49 popCom -Pop Com Locaton: ot Applcabe)
B3 HSKEEP -| keeping ITtem Price Availability: Yes | i
49 Foer - Fower bacuet r = . ~ . -
Cruise Effective From Effective To Regular Price Sale price
5] Marker Pent -Marker Pen = Date From: 4/18/2014
E DateTo: 12/31/2098

N R [ T R
4/15/2014 4/17/2014 8.00 0.00
4/13/2014 4/13/2014 11.00 0.00

= = =

Figure 1-10 - Items Tab Function
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Item Details

Ttem Code: |
Ttem Name:

Ttem Type:
Provider:

Priced By:

Link Code:

Warning:

Description:
Comments:

Item Price

Cruise Effective From

4/15/2014
4132014

Private No

Package Only: Mo

Show In Refund Report: No

NO IMAGE Daily: E Mo

FOUND More Info: MNo
Quantity:

Ereakdown Time (mins):
Setup Time {mins):
Delivered Before (mins):
m Fixed To Location; : Mo

Location: (Mot Appiicable)

Avaiabiity: Yes

Effective To Regular Price Sale Price ot oo e

Date To: 12/31/2099

4f17f2014 8.00 000

4/13/2014 1L.00 0.00

Figure 1-11 - Add New Item Details

Table 1-2 - Item Price controls

Field Name Field Definition

Private Determine whether the item is available for private event
or public and this is based on item’s status.

Package Only An indicator that item may be used as a Package.

Show in Refund Report An indicator whether the items should show in Refund
report use by Affair Where.

Daily Control the quantity of the item to be multiplied by the
number of days in the cruise.

More Info A control to prompt Item Form for additional information

Breakdown Time
Setup Time

Delivered Before
Fixed to Location

Availability

to be entered when items are added to an event.
The number of minutes required to take down the item at
the end of an event.

The number of minutes required to set up the item at the
beginning of an event.

A number of minutes the item to be delivered before the
start of the event.

An indicator that item is fixed to a certain location and are
movable.

Indicates the item availability by period specific.

Adding an Item/ltem Price

1.

Under General Setup group at the ribbon bar, click Item Setup. The Item Code, Item
Name, Item Type, Provider and Priced By are mandatory fields. The system prompts
an error if one of the fields is empty.

On the left of the Items tab, expand the tree view and then click Add to add a new

item.

In the Item Details section, enter all the necessary fields.

General Setup



General Setup

4. Navigate to Item Price section, select the cruise date from/to from the drop-down list

and insert the regular price and sale price.

Overlapping dates is not permissible in item price setup. For an item price changed
that is already booked for the current system date or future event, the price change
applies to these events also.

Trem Price
Cruise Effective From Effective To Regular Price Sale Price
-
8/26/2014 8/20/2014 40.00 200
8/22/2014 8/27/2014 50.00 100
[ | s/23/2014 - 10,00 200

©
- EiE]

Figure 1-12 - Item Price Screen (New Item)

5. Itis not permissible to set up item price against an overlapping date. If the input item
price has an invalid date, the system prompts a Confirmation prompt. Click Yes to edit
or No to exit without making any changes.

6. Various controls are available on the right-hand side of the tab and switching these
controls to Yes does affect the Item Price behavior.
7. Once all the require information is entered, click Save to save the changes.

Deleting an Item

1. Repeat step 1 and 2 of the above.

2. At the Items tab container, select the item to delete, and then click Delete on the ribbon
bar.

3. Select Yes at the confirmation prompt to delete the item or No to return to the previous
menu.

Deleting an Item Price

1. Repeat step 1 and 2 of the above.

Select the Item and then navigate to the Item Price section.

Right-click on the Item Price you wish to delete and click the delete prompt.
Click Save at the ribbon bar to save the changes.

Ll N

17



2. Package Setup

Package setup function is accessible through Packages tab. This function enables you to
create packages for an event. The packages for an event booking is group by package
category, and are listed on the left panel.

Table1
WBOARD

alcohol Acobal
DRINKL Coffee/Tea set

Figure 2-1 - Packages

2.1. Adding New Package and Package Item

Package Details

Package Code:

Package Name:

Package Type:

Price By:

[RTRSRTR ockage Pri

Item Code
le
PC
PRO
Table1
WEBOARD

@ pe

Alcohal
DRINKL

© Food

Item Name

| calulated Price

JR— Item Code Item Name Priced By Quantity Price
-fl.

Persanal Computer
Projectar

Table

White Board

Alcohol
Coffee/Tea set
Glass

Teapot

Total Records = 0

Figure 2-2 - Add New Package

1. From the ribbon bar under General Setup group, click Packages.
The Package Code, Package Name, Package Type and Price By are mandatory fields.
Enter the required information and the respective price type and price by from the

~| calaatedprice

80.00

From Package

Ext Price sale

Remove From Package

drop-down list. If these fields are empty, the system prompts an error when saving the

package information.
3. Navigate to Package Items tab and select the item to add to the package and the click

Add to Package at the bottom of the tab, reducing the items from the selection grid.

4. Edit the quantity under the Item Code if more is required and then click Save.

18
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2.2,

2.3.

2.4,

2.5.

Package Setup

Removing Package Items

~HB
Save Close
General Setp epor Edt
EEEEET pacages
Package Details
— Package Code: test
Package Name: test
577 (N/A) - Not Appicable
S | Comments: i
o BV -
£ GAP Bring Wine 123 - GAP Bring your own wine tastn. Package Type: | (Not Appicable) " Cakuated Price
Price By: (Not Appicable) - 0.00
(ST Package Price |
ItemCode  ItemMame PricedBy  Quantity Price ExtPrice Sale
Find
Chars Chars 0 i3 ) ) )
Ttem Code Ttem Name
ar ar i
INHOUSE_CLP INHOUSE_CLP
Itemaq Ttem qaaea
Items2 Desk
ot s !

DEMO | System Date : 29-Aug-15 | User : A | Currency : USD | DS : FIDELIO | PC : SHSHAMSU-MY | Version 7.30.871

Figure 2-3 - Remove From Package

1. Toremove a Package Items, select the item assigned to package and click the Remove
From Package, located at the bottom of the screen.
2. Click Save to save the changes.

Adding New Package Price

The Price and Sale price auto-populate base on Item Price set up in Items Configuration.
The Ext Price is the extension price where Item Unit Price x by Item Quantity, with the total
being shown in Calculated Price.

In the Package Details screen, navigate to Package Price tab.

Below the field header, select the Event From/To using the date editor.
Enter the Price and Sale Price.

Click Save at the ribbon bar to save the changes.

L A

Removing a Package Price

1. From the Package Price tab, right-click the price to delete from the grid.
2. At the confirmation prompt, select Yes and then click Save to save the changes.

Event From Event To Price sale
%

X Delete PackagePrice |

Figure 2-4 - Delete Package Price

Editing Package
To edit any of package information, navigate to the package field and edit the information
according and the click Save to save the changes.

19
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2.6.

2.7.

Deleting Package

To delete a package, select the package from the package tree view, and then click Delete
on the ribbon bar. It is not permissible to delete a package if the package is assigned to the

previous or current event.

Search Package

To search for a package, enter the keyword in the search panel and then click Find and all

relevant records are highlighted in yellow.

Find |

Bev 7

[ (N/A) - Not Applicable
L FC02 -
- BEY -Bev

53] PCO1 - Full Pack
B2 BT -Ent

LT m -
W] FC03- P
£.7 FOOD -Food
WEE P1-PL

) F05-id .

Figure 2-5 - Search Package

Package Setup



3. Profiles Setup

The Profile function lists the group or individual information for an event booking and is
accessible through Profiles tab. This function link the group leader/members or any
delegates attending the event.

5225 greeens
HOoOwEwgmQ Eass & LEHE
= Jom -
| T = e H) 9 ] & e &b Lo
Settings Locations Items Packages Profiles | Events pendng | Reports Add Group Add Close
| Approval (0) Member
General Setup |schedule || Request || Repart Edit Group

Search Name: Group D: AT GroupName: | AVT Group
Embark Date: < ||| Embarkpate:  |10/07/201 - |DebarkDate: | 10/07/2016
Fiter By Attendees: | Show Group Attendees Only <] ||| Embarkport: - | Debark Port:

Sub Group Code: | AVT2 Sub Group Name: | AVT2
5 Show All Profies

]
Show Profies With Event Bocking Orly fhsmlets —

[s==an O] [ Thame Emb Date

Debark Date

Show All Profiles

ERRRY Creaeoou: | ceeonn |

~| end g
Name Embark | Debark
-8 1119 RRYDA 12312014
119 1-1119 1
2 AV GROUP 05/22/2014  12/25/2015
2 AvT Group 10/07/2016  10/07/2015 e,
AVT1 - AVTL
2 Booking use 06/12/2014  06/13/2014 Cabin: | 12415 Prae:
2 CARNAVAL TOUR 05/08/2012  07/07/2010
= o billy Enai (1) Enail 2
% CHERADI NETWORK s.c.a.r. 05/09/2012  08/06/2010
% CIANCI VIAGGI 0s/09/2012  06/23/2010 Gk
& No image data
-3 Cosmos Coach Tours 05/03/2012  06/24/2010 Address 2
&3 Cosmos Coach Tours 05/03/2012  07/01/2010 Street:
2 Cosmos Coach Tours ossfan12  07/osf2010 e =
28 Cosmos Coach Tours osisf012  07/16/2010 " B
& Cosmos Coach Tours 05/09/2012  07/23/2010 Bhi Loy
&3 cosmos Coach Tours 05/09/2012  08/06/2010
[ I, sninznie amannn

Figure 3-1 - Profiles Setup

3.1. Group Profiles

The Main Group acts as a parent profile that holds the sub-group and group members for
the event and this profile is not deletable. A sub-group profile is use to manage multiple
events from the same group and may have as many sub-groups within the date range of
the Main Group.

Adding Group Profiles

Before creating a profile, a Group ID, Group Name, and Embark Date are required.

1. Click the Add from the menu bar to add a new main group. If the required field is
empty, the system prompts an error.
2. Enter all the necessary information and click Save to save the newly created main

group.

Group Prafie

Group ID: Q Groupame: €
EmbarkDate: € - |DebarkDate: €
Embark Port: [x] ~ | Debark Port: al

Figure 3-2 - Group Profiles

Table 3-1 - Field definition of Group Profiles

Field Definition

Embark Port  Selection based on the total port available of the selected Embark Date.
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3.2

Debark Port Selection based on the total port available of the selected Debark Date.
Group Leader Group Leader indicator of Main group and sub-group.

Address Indicates the group address and billing address.

Travel Agency Displays the travel agency information and address of the group.

Delegates

The Delegates tab list all the delegation belonging to a main group and subgroups. Within
this tab, you may assign a group leader for the group simply by selecting the group
member and then click the Assign Group Leader on the ribbon bar.

EET vovseen ) M

Sl Fnd o cear

Name Cabin Status Embark Debark Embark Port Debark Port Group Leader
k4 = SubGrowp: -
Bakenecker, Erigitte 660 Checked-out 9f10/2013 9/19/2013 BGO ORS =
Bakenecker, Horst 504 RN 9/19/2013 9/20/2013 BOO AES E
Elome, Elvira 344 Checked-n 9f10/2013 3232014 BGO BGO

Blome, Rolf 344 Checked-n 5/10/2013 3/23/2014 BGO BGO

Giirbiiz, Gabriele 616 Checked-n 9/10/2013 3/23/2014 BGO BGO

Wyzujak, Lothar 616 Checked-n 5/10/2013 3/23/2014 BGO BG0 =
& Sub Groups w

Byrne, Denise 558 Checked-n 9/10/2013 3/23/2014 BGO BGO

Figure 3-3 - Assigning Group Leader

To unassigned a group leader, select the group leader from delegate list and click Unassign
As Group Leader.

Events

The Events tab is an information screen that displays the individual event or group attendees
of the past or future date by main group or subgroups.

Editing Main Group Profile

1. To edit group details, search the group using the search function on the left pane.
2. Navigate to the Group Profile tab, edit the information, and then click Save on the
ribbon bar.

Adding Sub Group

A sub-group profile is use to manage multiple events within a group and is linked to the
Main Group profile.

1. Search the Main Group profile using the Profile Search on the left of the screen, then
select the Profile.

2. Click the Add Sub Group from the menu bar to add a new sub-group.

3. In the Sub-Group window, enter the Sub Group Code and Sub Group Name, and
then click Save to save the newly created sub-group.

4. At the confirmation prompt, click OK to return to Profile screen.

Profiles Setup



Checked-In

| Fnd |

I

'Embark | Debark |

| Name
[BI ) DIE RETSEHEXEN CHARTER 08/11/2... |0gj21)... |

g’«’,., NYCII - FIDELIO 08/10/2... 08/21)...
-3 STUDENTFORENINGEN AJOUR. UNIVERSTTE...  09/13/2... 09/13/.. |
- % TIENESTEREISER PL 08/11/2... 09/24... |
L. 8% VANTAGE BGO-BGO 09/10/2... 09/21}...
-3 ZEITUNGSVERLAG AACHEN 08/11/2... 08/21/...

5G1 - 5ub Group 1
562 - 5ub Group 2

|
Figure 3-4 - Profiles Sub Group

3.3. Editing Sub Group

The information in the Sub Group Profiles is editable and this is limited to Group Name,
Embark/Debark Date, Embark/Debark Port, and Sub Group Name. Changing the Sub
Group code is not permissible.

To change the information, select the Sub Group Name from the profile listing, edit and
then click Save to save the changes.

Group Profile [EEEEI0]

Group ID: 63991 GroupName:  ZEITUNGSVERLAG AACHEN
Embark Date:  |03/11/2013 - DebarkDate:  09/21/2013

EmbarkPort: | FRO Florg 09/11/2013 02:00 am - DebarkPort:  BGO Bergen 09/21/2013 02:30 pm

Sub Group Code: |5GL Ism: Group Name: | Sub Group 1 I

Figure 3-5 - Sub Group Name

3.4. Adding Group Delegate

The Group Delegate function link all attending group members to the event. A delegate
can be added through the Add Group Member function in Profiles, which then allow you
to select the group members attending the event from Event Attendees tab.

1. Search the event using Profiles Search function on the left pane of Profiles.
2. Click Add Group Member from the menu bar to launch the Guest List.
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Guest Listing X

Cabin

1020

1020

5] 1020

Li, Yeuk Ku 9037
B
B Mao, Jichuan 1004 Checked-in
B Mao, Jichuan 1004 Checked-n
| =] Mag, Xiao 1004 Checked-n
[ Mag, Xiorig 1004 Checked-n
B i} Mao, Zhong 1004 Checked-n
B Maa,, He 1004 Checked-in
B May, A Cu 12418 Checked-in
& ] May, B Cu 12418 Checked-in
5 Mende, Meike 5799 Checked-in
B Mickey Mouse, 1201 Checked-n
B B Mouse, 1201 Checked-n
B ODZA, MILICA GRT Checked-n
B i} PAX0003 gg, Shorex  ewdewdwd 106 Checked-n
B RESONLINE 03, TESTER 1025 Checked-in

h" Add To Group ‘ﬂ “" Close '1

Figure 3-6 - Add Group Member

In the Guest Listing window, select the guest by checking the check box beside the
name or use the search function on top of the screen to search for the name and
returned matching results are highlighted in yellow. Click Add To Group at the
bottom of the screen. The new group member name(s) are then shown in Delegates tab.

I W

i 8yrme, Denise 555 Chedked-n 3/10/2013 3/23/2014 860 BCO
|7 & Sub Group: -

| | vk, Lothar 515 Chededn 3/10/2013 3/23/2014 860 8GO
| | Grbiz, Gabricle 515 Chedkedn 3/10/2013 3f23/2014 860 BGO
| | Blome, Rolf 94 Checkedin s/10/2013 3/23/2014 BGO BCO
| Blome, Ehira 394 Checkedin /10/2013 3723/2014 BGO BCO o
|| sakeneer, Horst 504 AN 5/18/2013 9/20/2013 800 AES
|| Bakenedker, Brigitte &80 Checked-out 9/10/2013 9/19/2013 BGO oRs

Figure 3-7 - Add to Group in Delegates Tab

Adding multiple delegates to an event is permissible. If you are adding guest that
belongs to another group, the system prompts a reassignment warning. Click Yes to
confirm the reassignment.

0 The following guest already belongs to others group. Do you want to reassign?

CC 3, TESTER. - ZEITUNGSVERLAG AACHEN

E' Vg -i |_p Mo ]|

Figure 3-8 - Selected Guest Assigned Previously
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3.5.

Profiles Setup

Removing Group Delegate

The Remove Group Member removes the selected delegate from the group profile. This
process deletes the guest from the event group attendees in Event Booking.

1. Search for the group profile from Profiles Search function on the left pane.

2. Select the profile and then navigate Delegates tab.
3. Select the delegate to remove then click Remove Group Member from the ribbon bar.

25
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4. Events Management

The Events tab gives you a visibility of the location availability by day, month or timeline
view and manages the events booking within the same function.

Types of View

The Events booking can be viewed by Day, Week, Month and Timeline View and each

layout defer from one to another.
i

i Q = W & & &
Settings Locations Items Packages Profies | Events Pending Reports #D.

pproval (0)
General Setup Schedie || Request || Report Arrange Edit

DEslielray S

Veek View Month Timeine | Add Close | Fiter | AutoRefresh
Vi i

Evenis Gverview. Events [

« February + ¢ 014 » | || Day View
SMTWTES Frcay, Anr 18 <]

1
5 8 4.8 8§
910111213 1415 124
16 17 18 19 20 21 23

232425 26 27 28

,_.

March 014
SR W RS,
1
2345678
910 11 12 13 14 15
1617 18 19 20 21 22
23242526 27 28 29
0 31
April 014
SMTWTEFES
12345
67 8 9101112
1314 15 16 17(18/15
202122232425 25
2722930 1

AGM (meeting room)

||| Test (vestforden) || @1 @iano bany |

Today

o o N o u & w N

H
=

e
12
Figure 4-1 - Events Day View
[EEE] T ome

WowweSm e & O @B Y G

Settings Locations Items Packages | Profiles = Events Pending Reports | Day View| Month  Timeline: Add Close Filter | Auto Refresh
Approval (0) View
General Setup Schedule Reguest Report Arrange Edit.
vents
4 February » 4 2014|» ‘Week View
A MER T ES Monday, April 14 Thursday, April 17 [
:
5995 & SV T B 3:00 PM 400 PM ww (Staircase)

91011 1213 14 15
16 17 18 18 20 21 22
23242526 27 28

March 14
SMTWTEFS

1
2345678
91011 12 13 14 15
1617 18 19 20 21 2

S e o Tuesday, April 15 Friday, April 18
0 3t 400 AM 5:00 AM coffee svent (Smoking ares) 6:00 AM 10:00 AM AGM (ieeting room)
April 014 7:00 AM 5:00 AM Test (Vestfiorden)

SMTWTEFS
= W TW BEE 7:00 AM 8:00 AM QA1 (piaro bar)

2345
=

6§ 7 8 9101112
1314 15 16 17(38 19
0 2172232425 %
27823 1

Today
Wednesday, April 16 Saturday, April 15

1:00 AM 2:00 AM Test1 (Vestfiorden)

Sunday, Apri 20

Figure 4-2 - Events Week View

Events Management



[EEEETT e

W oe == o Q &8 0oEsLEEray G
il - LN o (= 1 2|50 & L G
Settings | Locations Ttems Packsges Profies | Events | Pending | Reports| Day View Wesk View| Month fTimeline | Add - 2 Close | Fiter  Auto Refresh

Approval (0) view | View
General Setup |Schediiie || Request || Report Arrange Edit

fvents =

4 February b ¢ 2014 > Calendar View
SMTWTEFS

1

2 3945 6 78
910 11 12 13 14 15 1 {Casino) EVE1 (Cinema) 111 (Stad)

16,4740 D203 EVE2 (Vestfiorden and 222 (Staircase)
2B2#B B YA Loppal
EVE321 (Smoking area)
March 214 Sosptlt) ~ EVE123 (Casino)

Sunday Manday Tuesday Vednesday Thrsday Friday Saturday -
April 6 7 8 : 10 11 12

SMTWTEFS

i
23456738 111 (Staircase) winw (Staircase) coffee event (Smoking AGM (meeting room) Testt. (Vestfiorder)
9101112133415 test2 (Staircase) e Test (vestforden)

B7BBDAZ
BUBBTBH QAL (piano bar)

e e
nprt 2014

=B MLT WL P

132345
s§7s39pun E

131415 36 {1819
w222325%
vEHR L

27 2% 2 30 May 1 2 8
Today.

Figure 4-3 - Events Month View

7
- &5 Q@ 800 & s Y S
e », i
i Q == o [ 0 i~ 7 oL &
Settings Locations Items Packages Profies = Events Pending Reports | Day View Week View Month [Timel = Close | Filter ~ Auto Refresh
Approval (0) view || View
General Setup schedile || Request || Repart Amange Edit

E o
4 February » 4 2014 » Timeline View BET01H5T8

SMTWTFS Friday, 18 April 2014 :’
A Da00mn | soomn | aoomn | moom | acoan | soomn | seom | noomw | seon | soomn | ooan | tuoomn | mwom | uoorn | 2wl
9 10 11 12 13 14 15 |
16 17 18 19 20 21 22 Vestfjorden and Loppa
BH¥BABUB

March 14 Casino

S MU TR
1

2.9 4 56 7 8 Cinema

ERIRIE-RERT ST

161716 19 20 21 2
BUBBABN

0 31 Dicso
April 014
123435 DeE =

67 8 9101112
1314 15 16 17(18 19
WARBHBEB Hospitality
7BWD 1

AGM {meeting room)

suTwTEs ’

Today ‘meeting room
QA1 (piano
piano bar bar)

da
5|
]

fa =

al I " I 12

Figure 4-4 - Events Timeline View

To select the type of view to display,

1. Click Event at the ribbon bar, then navigate to Arrange group and select the view.

2. On the left of the Events tab, select the date using the date editor.

3. On the left of the Events tab, locations for events are displayed. If there is an event
booked at that location, the event name is shown in a tree view under the location.

4. Double-clicking an event on the calendar view displays the event by location and
start/end time.

5. Clicking More Details opens the Event Booked form, which displays more information
of the event, additional details, event attendees and event items booked.

Below are the available Event status.
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Table 4-1 - Event Booking Status

Field Name Field Definition

Hold Represents a group status that indicates the travel plans
are uncertain or there might be a cancellation.

Tentative Represents a group status that indicates the travel plans is
temporarily blocked.

Booked When all the location or items added to an event have been
approved.

Paid A paid event.

Requested Location or items added to an event and are pending
approval.

4.2. Adding New Event

Before an event is successfully added, these fields must be filled Event ID, Event Code,
Event Name, Category and Priced By.

Event Details

Event Booked

New Event (Friday, April 18, 2014 07:00 AM - 08:00 AM)

Event ID; Event Information
Event Code - Date: 18-Apr-2014 ~
v ilaes Start Time: 07:00 2
SaT: " EndTme: 08:00 *
SeRipype: = Seating Time: o000 o
Set Up Time {mins): o3
Description: Breakdown Time {mins): o
Duration: &0
Attendance
Message:
Expected Attendance: i
Actual Attendance: PR
Compliments: Al At

Location Information

Location: 4 - Staircase - Exi

Priced By: -
Person Responsible B =
Search By Mame/ Cabin: - Extended Price; =
Last Mame: Calculated Price: =
First Name:
Cabin:

|
Q Status: Requested . Save : | Close

Figure 4-5 - Add New Event

1. Select the Types of View from the ribbon bar, for instance, Timeline View and place
the mouse on the start time of the required location.

2. Drag your mouse over the timeline on the grid and click Add. The system auto-
populates the Location, Date, Start Date, End Time and Duration based on the
location selected in booking calendar.
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3. If the mandatory field is empty, the system prompts an error and mark the fields with
ared x.

Additional Details

The Additional Details tab stores event notes if any, and itinerary printing information

Event Booked X

New Event (Saturday, August 29, 2015 09:00 AM - 10:00 AM)

—
Additional Details BRI

Printing General Setting
Print Time: Sales Price: No
Print Location: No End: No
Print Provider:
Private: No
Event Notes Party / Function Grid: No
Note ] Digital Display: No
Daily News: No
Meals
Breakfast: No
Lunch: No
Dinner: No
0 Status: Requested Save Close

Figure 4-6 - Event Booked Status

Table 4-2 - Additional Details tab

Field Name Field Definition

Print Time For client itinerary, if the specific time of the event
should be shown in a different manner, what should
display. For example, if the event is for the sail away
party and is scheduled for 5 PM for 60 minutes, a Print
Time could be After boat drill.

Print Location A location description that overrides the default printer
location.
Print Provider Some events may not have any items included for

fulfillment but still need to show a provider. In this case,
the Print Provider can be used to show who should
fulfill the event.
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Event Attendees

The Event Attendees tab allow you to add Group Attendees and Guest for the event. In
Event Booking, members of group attendees is based on attendees in Group Attendees
setup in Profiles. For example group “861B TESTER” has total five attendees setup in
Profile. When the group “861B TESTER” is selected, these five names then appears in List
of Available Guest in Event Attendees tab.

Guest

List of Awvailable Guest:

o=t -4 Fnd |

Name Status .
| 02, TESTMAY Checked-in
861 B, TESTER Checked-in
C, Tester Checdked-in
CAB PAX 1, TESTER Checked-n
| CAB PAX 2, TESTER Checked-in
CC 3, TESTER Chedked-in
Cabin Change 2, Tester Checked-in
HRG 03, Tester Checked-in
! HRG 11, Tester Checked-in
HRG 12, Tester Checked-in
HRG 13, Tester Checked-in
HRG 19, Tester Checdked-in
HS ALERT 01, TESTER Checked-in
TEST, SHX A Chedked-in
TEST | ER, SIMP,HONY | 01 Checked-in

| Blis, Adult 0 Uhecked i

| Add To Event |

Figure 4-7 - Event Attendees (Find Function)

1. To add an attendee, navigate to Event Attendees tab of the select group.

2. Inthe Attendees selection window, select the guest to add from the Group Attendees
or Guest tab, and then click Add to Event at the bottom of the screen.

3. To remove the attendee, choose the attendee from the existing list and click Remove
From Event.

Event Iltems

The Event Items allow you to choose and add items or packages use in the event from
items setup in Items Setup.
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o oo |

List of Avaﬂ.;clble Items:

== - e

g 1 -
Item Code Item Name
Marker Penl Marker Pen

| Add To Event

Figure 4-8- Event Iltems - Add To Event

1. From the Event Booking screen, navigate to Event Items tab and select one of the tabs.
Available Items or Packages are listed below the tab. Select the item listed in List of
Available Items or Package, the click Add to Event. Do note that some items may
increase the setup/breakdown time of the event.

3. By default, the quantity of the selected item is one and to increase the quantity,
navigate to Items use for this event section and use the arrow up/down to
increase/decrease the quantity, thus increases the Total Item Price.

4. Depending on how the Item is set up and provided the warning message prompt is
configured, the system prompts an ‘Out of Stock” warning when the item is fully
utilized. Click OK to close the prompt and add the item to the event.

Oracle Hospitality Cruise SPMS Event - Warning

i l-.)'L Red color is out of stock

Item Details

Item Code:  Marker Penl

Item Name: Marker Pen B,
Item Type: HSKEEP - Housekeeping " '5';;;;' 2 3
Pravider: {'Nnt Applicable) » "-’w '
Priced By: L - Calculated Guest - ¢
Link Code: 123 é

IWammg: Red color is out of stack I

Description:

Comments:

Figure 4-9 - Out of Stock Prompt
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43.

5. If the item is set as Private in Item’s Setup, the system prompts a confirmation message
when adding the item to the event. Clicking Yes on the Confirmation prompt add the
item to the event and set the event as Private. Click No to exit without making any
changes.

Oracle Hospitality Cruise SPMS Event - Question

e Adding this item will make this event private. Are you sure?

i Yes =.J | Mo

Figure 4-10 - Adding Item Confirmation Prompt

6. To remove the item/packages, choose the item from the Items use for the event and the
click the Remove from Event.
Ttems use for this event:

Item Code Item Name Qby Unit Price Total

v+ |

| Remove From Event

Figure 4-11 - Event Items - Remove From Event

Deleting an Event

Deleting an event is possible if the guest no longer wishes to go ahead with the booking.
Below are the steps to delete an event.

1. To delete an event, navigate to Event Overview screen and right-click the event to
delete.

2. At the context menu, select Delete Event. This prompts a Confirmation message.
Clicking Yes on the prompt deletes the event or No to exit without making any
changes. Alternatively, you may select the event and click the Delete icon from the

ribbon bar.
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4.4. Editing an Event

1. To change the event details, select the event from the Event Overview screen, then click
Edit on the ribbon bar to open the Event Booking form.
2. Alternatively, you may right-click on the Event and select Edit Event from the context

menu, then click More Details to open the Event Booking form.

Test1 {(Vestfjorden)
Event Location: Vestfjorden

Event Description: l

Event Start Time: | 01:00

ARk

EventEnd Time;  02:00

Save ‘ ‘ Cancel ‘

| |
Figure 4-12 - Event Information in Detail

3. Edit the information and then click Save to update the changes made.

4.5. Filter

The Filter functions allow you to filter the Events by location. You may choose to
permanently dock the filter or set it to Auto Hide.

(n/A) - (Not Applicable)
- Tore Hund

AVT -t

Test - Test
7| 2 - Helmer Hanssen
3 - Helmer Hanssen and Tore Hund
Hospitality - Hospitality
Hospitality 2 - Hospitality 2
MNEW - NEW
PLANETE123 - Planete Hall123
5 _ABCO1-5_ABCO1-ABCD
TEST:

SlUaA3 - sUO|jES0Y

| Search

Figure 4-13 - Filter

1. Click Filter from the ribbon bar and this opens the Locations — Events window at the
right of the Event screen.

2. All existing events are shown in a tree view by location. Check the check-box for the
location to filter and click Search at the bottom of the screen.

3. The system returns relevant events based on the location filter.

4. The Location — Event window can be set to dock permanently or set to Auto Hide by
clicking the pin icon on the header bar.
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4.6.

Auto Refresh

The Auto Refresh function refreshes the Event Booking every 60 seconds. The Auto
Refresh button color changes to orange when enabled and to disable the function, click
Auto Refresh again.
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5. Pending Approval Request
5.1. Pending Approval

The majority of the event data are imported through DGS ResOnline and the event
bookings status is pending approval. This would require a user with access rights #4657
granted to approve/decline the event booking, items, location that are set to Privacy. The
Pending Approval icon is disabled when a user without the access rights #4657 login.

HosWdmE QGHOvoEDY
- 3 =
[kl - W EH G F v L,_
Setings Locafions Items Packages Profies | Eients | Oendng | Reparts | Approve Jechre Cose | Stehus

Heprovd (2
GereralSetup schece | Request || Report

Pending Approval (1) [x

| Fnt
Drag ckam esderhere o o by et con
Date Created Location Ttem Event Date Fuent Time Fvent ame Status
>iBsend ) ) " [p— Personal Conputer 14 1300 J— e |
13521 Hosaay WaterPan e 50 patentbithdey Ade

Figure 5-1 - Pending Approval

Approving an Approval Request

1. Select Pending Approval from the ribbon bar.
Bookings pending approval are shown in the grid. Select the booking from the grid
and then click Approve on the ribbon bar.

3. At the confirmation prompt, click Yes to confirm.

Declining an Approval Request

1. Repeat step 1 of the above.
At the booking from the grid and then click Decline on the ribbon bar.
3. At the confirmation prompt, click Yes to confirm.

Oracle Hospitality Cruise SPMS Event - Confirmation

0 Are you sure want to dedined the selected pending request?

L Yes i! | Mo |

Figure 5-2 - Request Declined Confirmation

4. Enter the deny reason in the Request Comments window and then click Deny to
proceed.
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Request Comments ﬂ |

Comments

Cancel

Figure 5-3 - Request Comments

Viewing a Comment

Comments or declined approval requests entered is viewable by clicking the Comments
icon at the ribbon bar.

Request Comments

Comments

> itestl
test2
test3

Figure 5-4 - Approval Request Comments

Clicking the Status Filter from the menu bar, all approval request for can then be filtered
by status as shown in below screenshot.

All Open
Open ltems
Open Location
Declined
Approved

Figure 5-5 - Request Status Filter
Table 5-1 - Pending Approval Filter

Field Name Field Definition

All Open Lists all open status request for location or item that is waiting for
approval.

Open Items Lists entire item request in open status that is waiting for approval

Open Location List entire location request in open status that is waiting for
approval.
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Field Name

Field Definition

Declined
Approved

Display list of location/item request that has been declined.
Display list of location/item request that has been approved.

Pending Approval Request

37



6. Report Setup

All event reports can be previewed, printed, export to other format or custom excel report

from the Report Printing group at the menu bar.

This function requires report template to configured in Administration, System Setup,
Reports Setup. Refer Administration User Guide for detail report configuration.

le=22]
= Home:
L= . ‘@, == CL\ i
=1 9 - ‘e | [ 0 i~
Settings | Locations Items Packages | Profles | Events || Pending || Reports
Approvel (2)
General Sebup Schedule Request Report

Report Printing [

Expand All

Search Report.

Mame

(] ;_., ..X Q m
Print  Export Custom Excel Search Close

Report
Report Prinfing

L previes

Selection/Criteria

Printers
Frinter:

Status: No Printer
port:

Print Range

) Print All

Range

Figure 6-1 — Report Printing function
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- [properties |

Copies

Number of copies: | 1
Orientation; Portrait
Collation: Default
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