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Preface

The Management module is the core module within Shipboard Property
Management System (SPMS) that maintains all passengers/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

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 e Initial publication.

May 2018 e Removed Log SQL feature

February 2022 e  Updated Gender field to include ‘Binary’

¢ Replaced New Guest Information and
Express Reservation Form

Preface
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Prerequisite, Supported Systems, and
Compatibility
This section describes the minimum requirement for Management module.

Prerequisite

e Management.exe

Supported Operating System
e  Microsoft Windows 7 - 32-bit/x64-bit System
e  Microsoft Windows 8 - 32-bit/x64-bit System
e  Microsoft Windows 10 - 32-bit/x64-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
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1.1.

1.

The Front Desk Menu comprises of functions that provide user a high-level

Front Desk Function

monitoring and overview of the operations such as Cabin Overview, Postings
Overview and check in/check out status.

Reports

The Shipboard Property Management System (SPMS) comes pre-installed with a set
of operational reports, and additional user customize reports may be added through
the Administration module, System Setup, Reports Setup.

_—) |

= _‘=‘l 1a Passenger - General
Pax Cabin Occupancy
foax Cabin Occupancy for Expected
Pax Cabin Occupancy for Onboard
Free Cabin List Passengers
Mo Show Passengers by Cabin
Special Requests by Department - ...
Spedial Requests - Delivered
Spedial Request Report
Amenities Report - Not Delivered

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

Passenger - Print Picture

Children and Teens (by age groups)
V.I.P. Guests

Handicapped Passengers List

U.5, Customs Gift Shop Repart

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

Pax cabin occupancy total

Expected Guest Reservation Rem. ..
Handicapped Passengers Report - ...
Passenger with Visas - All

Passengers with Visa (Select Visa ...
Passengers without Visa -

| Search |

- Report Printing
[~ Expand Al Print T Preview
-3 Report Status:  Report(rpt) exist in database
Reports List O
+1- e 10c US Immigration -

Selection/Criteria
Occupied From: |17/03/2016 -
To: [17/03/2016 |
Printers
Printer: Adobe PDF =
[Properties]
Status: Idle
Port: Documents* pdf
Print Range Copies
Mumber of copies:
& Print Al !
" Range Orientation: Portrait v
PageFrom: [t To [ Collation: Default -
. Custom Excel
Print ‘ Export ‘ Export ‘

Figure 1-1: Reports List

Printing a Report

1. From the Front Desk file menu, select Reports from the drop-down list.

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

report to print.

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.

Prerequisite, Supported Systems, and Compatibility



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.

Printing Report by batch,
1. Select Reports Batch Printing from the Front Desk drop-down menu.
2. In the Batch Reports Printing window, select the batch number to print.

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

Passenger Disembark Assistant Setup

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

assenger Disembark Assistant Setu
] P ger Disembark Assistant Setup
H| & Q
Save Undo Exit
[~ Expand All
----- {4 25/08/2015
..... 1 28/08/2015 Name |Grcup B
----- (1 29/08/2015
----- [ 30/08/2015 Tag Name |Group B
----- (1 06/09/2015 =
----- (1 29/09/2015 Tl | | &
----- (7 30/09/2015 Max Passanger R
----- [0 28/10/2015
----- [Z1 31/10/2015 Disembarkation Time |10:00:00 =
----- (1 03/11/2015 o =
----- [ 04/11/2015 Meeting Time 09:00:00 =
----- [0 20/11/2015 Meeting Location |11 Pool Deck |
----- [0 26/11/2015
_____ (1 29/11/2015 Luggage Location 112 Pool Deck] ~|

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

..... [Z] Group A

“.# Group B
----- [0 28/04/2017

Figure 1-2: Passenger Disembark Assistant Setup

Adding a Debarkation Group

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

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

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

Removing a Debarkation Group

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

Front Desk Function




2,

At the delete confirmation prompt, select Yes. Note that if the group has
passengers assigned, deletion is not possible until all passenger is un-assigned.

1.3. Child Locator

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

Checkn | checkout |

Cabin Name [Age Beepe |Handicap A
10000 CHAN, ANDY 0 Yes

TESTERWSVOIPO3 |6 | w0
Mao,Xizo MR [ES I
1004 Mao, Xiong 8 No
1004  [Maodorg [s [  [uo
TESTCPODEMOOL |7 | Mo
[1020 |LEE,CARMEN [EECH I
1050 |TESTER,OCCOIMR _[15 |  |[ves

1201 Goofv. 1 No

Selection Count Overview ——————— ~Guardian Information
Event Location: ey ~| | Expected: 3 NO GUARDIAN ASSIGNED
Cabin/Name/Beeper I Check-In: 5
Show All Expected: [Show Al Expected <] | chedcout 4
Refresh
Beeper Current CheckInLocation —————| |~ Relocation
Beeper: | =1 | | Event Location: [Study Room =] | | MewLocaton: [{o notmove) =
™ Set default lcation
I Showllbespers  Assian Beeper | Delete Sexper | [Ehedcin | chedou | printeand | oe |

Fi

gure 1-3: Child Locator

Checking In a Child

1.
2.
3.

Front Desk Function

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

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

If a beeper is used, at the Beeper section, select a beeper number from the drop-
down list and click Assign Beeper.

Navigate to Current Check-In Location section, select the Event Location from
the drop-down list, and then click Check-In.
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1.4.

- List of passengers pick up the child ﬂ

Cabin Name Booking No
» 004
1004 i
1004 I 9
1004 [
1004 n
1004 [
< ol
Show... Comments
2 General Comments:

(* Passengers in same cabin

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

[~ Allow to check out without supervision
[~ Print Band

Figure 1-4: Child Locator Pick Up

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

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

Checking Out a Child

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

2. From the Selection section, select one of the options, then click Refresh.
3. Select the child name from the grid and then click Check-Out.
4

At the Passenger to Pick Up Child window, verify the name and then click OK to
confirm. This then transfers the child information to the Check-Out tab.

Changing Pick Up Person

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

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

3. In the Show section, select the one of the options, then select the passenger name
from the grid and click OK. By default, the names shown are the Passengers in
the same cabin.

Advance Board Card Printing

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

Front Desk Function



B Advanced Board Card Printing E
Select BCard Template IV‘IP LI
—Card Type
* Guest (~ Crew " Group ( Visitor  Gift Card Nationality: I['b'") ;I
—Made a copy of the existing card (For Guest Cards Only) Product: I[AII) j
¥ Yes " Na Pre-product I[AII) LI
— Group ID Award Level: I[AII) j
Group ID I
r~User Define Filter
T VIP Status
IlS |299
Age From To Birthdate
 Cabin
From |
Cabi
abin Tin |
—Manifest :
From | Sorting
Manifest To I Sorting 1: INone j
Sorting 2: ICabin ;I
—Reservation Status Sorting 3: IRES_CAB j
" ChedkIn % Reservation IOSIOlIZOlG 'I
Sorting 4: [sp_a_namE |
Sorting 5: INone j
—Group Name {For Group Cards Only) ]
Group Name Sorting 6: INone ;I
Sorting 7: INone j
 Card Encoded Status
@ AllCard ¢ Only Card that had been encoded ¢ Orly Card that had not been encoded
—MName
From |
Mame
To | Cancel | Print |

Figure 1-5: Advance Board Card Printing screen

1. From the Front Desk menu, select Advanced BoardCard Printing.

2. Select the BCard Template from the drop-down list to populate the predefined
fields. Note: The selected field(s) is can be manually changed using the drop-
down list.

3. Click Print to print the board cards.

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

Figure 1-6: Total Record to print

4. Select Yes to confirm the total records to print when prompt.

5. In the Batch Board Card Printing window, the status of the board card are shown.

Front Desk Function
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1.5.

5 Batch Board Card Printing

Batch Printing Status

Cabin |Name Status
1001 |SUPPORT 01 TESTER Printing

| I
| I

Cancel Print

Printing Board Card 1 of 10. ...

Figure 1-7: Batch Board Card Printing

BoardCard Wizard

The Board Card Wizard enables you to perform a quick board card print by guest,
crew, group, visitors or gift cards, through a selection of available filters.

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

2. In the BCard Printing Wizard prompt, read and follow the instructions before
clicking Next.

3. In the following window,

e Select the type of board card to print and click Next.

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

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

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

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

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

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

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

6. Click the Finish button to proceed with printing.

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

1 Batch Board Card Printing EX|

g:;:l: Printing SmmsName —

1201 Mouse Success

Minnie Mouse Success

Printing Board Card 2 of 2.

8.

Click Close to exit and return to the main menu.

Front Desk Function



1.6. Check In/Out Status

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

o Check-In Status “

Date : 21/03/2016
Time - 16:30:28
Reservations : 4
Checked-In : 2
Remaining : 2

Figure 1-8: Check In Status

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

o Check-Out Status  IES|
Date : 21/03/2016
Time * 16:44:53
Total Disembark : 2
Ashore ; 1
Remaining : 1

Ok Refresh

Figure 1-9: Check Out Status

1.7. Cruise Comment

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

1. From the Front Desk menu, select Cruise Comment from the drop-down list.
2. Select the Cruise from the drop-down list.
3. Enter the comment in the blank field and then click OK to save.

1.8.  Cabin Availability

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

Front Desk Function 23



—Available Guest Cabins

Cabin De Cleaning Status
10000 5 Cat.01 DECK10 VC

10007 [VerandaSuiteCat04 | DECKio [ ob [ 1 |
1005 [Penthouse DeluxeSuiteCat08 | DECKio | ob | 3 |
1007 [Penthouse DeluxeSuite Cat08 | DECKio [ ob | 3 |
1010 [Penthouse Grand SuiteCat0S | DECKI0 | o | 1 |
1014 [Penthouse GrandSuiteCat03 | DECK0 | ob | 3 |

SPA Suite Cat. 10 DECKIO | oD [ 3 |

r— Search Criteria T pied Dirty

) OC = Occupied Clean
Date From : |29I01.|’2015 j' [1BAL Balcony VD = Vacant Dirty

Date To: Io?fozfznls - l [JBUT  Butler Service VC = Vacant Clean
. Al [[1CON  Connecting Door

Esferre Al Count @ 25

Figure 1-10: Cabin Availability

1.9. Searching for Available Cabin

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

2. Inthe Selection Criteria, select the Date From/To, Deck and Category from the
drop-down list.

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

Search Criteria
Date From :ISJJU]JZUIG s
DateTo: |07/02/2016 =]

Count : 1188

Refresh

Selected Cabin

2103

Cabin Type: Veranda Suite
Cat.07

Cabin Design:Pax

Total Berth 4

Available Berth 4

Fit to Width )
Fit to Height Show Classic Cabin
25%

Il

T
T I
8100 8101 &102 |5103 | 8104 |a10S.

R
5108 | 5107 |
I
108 |atos & L e
o

Main Deck

Figure 1-11: Deck Plan Viewer

1.10. Viewing Availability Using Deck Plan
1. From the Cabin Availability window, click Show Deck Plan.

In the Selection Criteria, enter the Date From/To, then click Refresh.

w N

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

Front Desk Function



1.11. Cabin Overview

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

4 Cabin Overview o & s
Cabin  Cin. 31/01/2015 01/02/2015 02/02/2015 03/02/2015 04/02/2015 05/02/2015 06/02/2015 | Avaiable Cabins
Type  Sta. Saturday Sunday Monday Tuesday Wednesday Thursday Friday
— |cabin |Details Capadt »
1002 OC Crawford, Andrew 10000 _ Suite Cat.01 1
10002 |Suite Cat.01 1
CAT.04 10003 |Suite Cat.03 1
10034 ©OC Schmidt, Jan Schmidt, Jenny 10004 |Suite Cat.02 1
Schmidt, Peter 10005 _[Suite Cat.02 1
CAT.03 10007 | Veranda Suite Cat.04 |1
004 OC Wilson, Cindy 1001 |Veranda Suite Cat.04 |3
1005 |Penthouse Deluxe Suit|3
CAT.08 1006 |Penthouse Deluxe Sui |3
1005  ©D 1007 | Penthouse Deluxe Sui 3
1008 |Penthouse Grand Sib|3
jCAT-08 1010 |Penthouse Grand Suit 1
1006  OD 1011 |Penthouse Grand Suib|3
1014 Grand Suiti 3
CAT.08 1017 |SPASuiteCat10 |3
1007 0D 1015 |SPASUtsCat10 3
1020  [SPASuteCatd |3
JoaT-06 1022 |SPASuteCat10 |3 v
1008  ©D 4 N
CAT.08 Selected Person :
s o Chan, Kehin
CAT.08
101 oD Test
CAT.03 =]
< »|  Embarkation: 31/01/2015
Disembarkation: 05/02/2015
- Number of guest: 1
Category [al =] Clezning [l ] sortorder =l (W] Connected Doors ~ Cabin 1002

Balcony [¥ Auto Refresh Show Free Cabin
Deck  far x| pesignation [Guest =] Search Butler Service o |E1R ETATE
Batch Update Cabin
Clean Status

Figure 1-12: Cabin Overview screen

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

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

e To search for a specific category, cabin cleaning state, use the filter fields located
at the bottom of the screen.

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

Batch Update of Cabin Clean Status

This function allows you to update the cabin status by batch, using the available
filters.
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1.12.

—Selection

Category: IA” j Total search: 447
Deck: IA"

=l
Cleaning: |0|3 Occupied Dirty LI erl
1010 ~

w1011
vl 1012
v 1013
vl 1014
¥ 1015
vl 1017
11018
11019
11020
11022
11023
11025
11026
11028
11029

[ select Al

Clean Statug: |0C  Occupied Clean

Figure 1-13: Batch Update of Cabin Clean Status

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

Clean Status.

2. In the Batch Update Cabin Clean Status window, choose the category or deck,

followed by cleaning status, and then click Search.

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

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

Cabin Status

The Cabin Status function sets the cabin into unavailable mode over a period of time,

be it for servicing or maintenance purposes.

~ Staterooms

|Details
Veranda Suite Cat.07

r Search Criteria
Deck : All -

Category : |veranda Suite Cat.07 vl
count: n

— Cabin Status

Status IOut of Order hd

Block from |31,10 1/2015
Block until 03/02/2015

|Preventive Maintenance

Unavaiability Reason

Cabin Status :
AV = Available | VC = Vacant Clean | BL = Blocked
00 = Out of Order | 05 = Out of Service

Figure 1-14: Cabin Status Change

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

Front Desk Function



1.13.

1.14.

Front Desk Function

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

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

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

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

cabins are highlighted in light orange in the Cabin Overview screen.

Postings Overview

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

3

=] =

Postings Overview

All Financial Departments

Postings

[+ Exclude Disable Department Code

Date

Total

Discount #1

Discount #2

Vat Tax

Payer

Buyer

User

Trans. Id

[3

23/08/2015

10.00

0.00

0.00

o

{1002) John Doe

1002) John Doe

14145913

[

43} 23/08/2015 QA DS
G-} 1000 Cruise package

Lad

it 10000 SHIP DAMAGE
1010 Cabin Upgrade
1011 Cabin Change
-dk 1020 CC Commission
2000 Buddha Bar
2010 Casino Bar
2020 Capri Bar
2030 Caffé del Mare

3.
5.

L

e

3
e
-

2050 La Terrazza
2080 Manhattan Bar

wiit 2080 Sinfonia Lounge
2§ 2090 Le Baroque

~i 3000 Covo

3010 1l Galeone

<31 3021 Roam Service
& 3022 Room Service
& 3023 Room Service
& 3024 Room Service
& 3025 Room Service
& 3026 Room Service
# 3027 Room Service
G 3028 Room Service
& 3028 Room Service
3030 Crew Bar

2040 Pasha Club Discoteca

Jt 2070 Shelagh's House Irish Pub

- Beverage

- Champagne
- Food

- Tobacco

- Package

- Service Che
- Sales Comm
- Mini Bar

- Mini Bar Foc

23/08/2015

10.00

0.00

0.00

(1017) J0HN DOE

1017) JOHN DOE

14145914

23/08/2015

10.00

0.00

0.00

(1]
o
o

(1201) Goofy

14145912

23/08/2015

10.00

0.00

0.00

(10009) CHAM KELVI

(
(
(1201) Goofy
(1000) CHAN KELVI

14145911

ETE

Total Balance:
No of postings:
Gross Balance:

3040 La Birreria

40.00 USD

4
40.00 USD

KN
Filter

Date from: | 23/08/2015 A

To: | 23/08/2015 -

Account Type: |(all) -

User:

(A

Figure 1-15: Posting Overview screen

o 0 Dd =

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

Double-click the date to expand the container.

Select the Department code to view.

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

Double-clicking the transaction opens the posting details screen, where bill image
is shown.

Amenities Overview

Amenities Overview allows you to view all the amenities requests from a single
screen, be it pending delivery or delivered. It also has the capability of adding new
amenities or editing existing ones.
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1.15.

(B2 =R =]

Selecton Criteis
Cabname: I Cabin Category: ] ~]
Delivery Date From: [osr20/2014 ~| Delivery Date To: [3w012015 |
Oehvery Stats: oot = o [oone =]
Reservation Status: M =] 5 e [ =
Exterral Brachure Coder I Ocamence: r L |
Type 2sendes 21 I Delvery Divsan: I =] gt | " |
Amenity Comments: I
Refiesh glose |

Figure 1-16: Amenities Overview screen

Viewing Amenities Request

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

2. In the Selection Criteria, choose from the available filters for information to be

displayed, and then click Refresh.

3. Information matching the selection criteria are displayed at the top section of the

screen.

Adding/Editing/Delivering Amenities

See topic Cashier Function, Guest Handling, Service Info Tab for more information.

Itinerary Overview

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

Setup, Itinerary Setup.

by Itinerary Overview
— Criteria Activity

I Details T Reserved T Packages T Tables TSEatsﬂ—ICkETS]

EI--gg Locations ~ Graph

-85} 23/02/2015 HKVN/BKK
&_@ 03/02/2015 Hong Kong,Vietnam,Bangkok
=8 31/01/2015 A

31/01/2015
1

| wmn. | somn.  [EESmes

31/01/2015
16:30

[=- 5@ Main Dining Rgom — Description
% 31/01/2015 15:00 High Tea Type: Dining
31/01/2015 18:00 Pre-dinner Cockt Title: High Tea

4 31/01/2015 19:30 Dinner Description: High Tea

Mo Waiting List
Mo ticket

-4l Castaway Beach
&é 29/01/2015 Vietnam/Hong Kong/Macau

Q Packages
gg Counselors

— Demographics

Family: All
Marital: All

Age Range: 0-999 not restricted

Gender: Al
Group:

— Time and Place
Deadline OT:
Location: Main Dining Room
Meet Place: Main Dining Room
Clothes: Casual
Comments:

Meeting OT: 31/01/2015 00:00

— Priding

Department:

Adult Cost Price: 20,00
Child Cost Price:

Booked: 0
Waiting List: 0

Max Available: M/a NjA
Min Required: 1 Enabled

Figure 1-17: Itinerary Overview

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

2. Expand the Locations or Packages container, then double-click on the Cruise

Date to display available activities.
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1.16.

1.17.

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

Flights Overview

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

el Flights Overview ==
Flight Dates
-0 23/05/2010 Flight Information

g ;3’;32;3 13 Direction : Arrival | Flight Capacity :

B8 31/07/2010 Connecting : Yes - Flight Occupancy : 12

T8 07/08/2010 International  |Yes w| Default Mo of Bags :

ﬁ 13{08{20 10 " - ’7 ’7
G 06/11/2013 Flight Carrier : |44 Bag Label :

T 29/04/2014 Flight Mumber : |100 Transfer Price

T 22/08/2015 Fight Time:  [0800

[ = WY1

= ﬁ EEMB,‘ZU 15 Flight Departure/Transfer Details Flight Arrival Details
Time (24HH:MM) @ |00:00 Time (24HH:MM) 1 |00:00

4 Add Flight Date : iiagjosj015 v Date :
Airport : Mot Specified - Airport : Mot Specified -
City : City :
Country : IT Italy - Country : GB United Kingde +
Hotel Details

Mame : Date Check In :
Address : Date Chedk CQut @ |;

[ Show All Flights

oK Cancel

Figure 1-18: Flight Overview screen

Viewing of Flight Details

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

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

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

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

Enter the Flight Information on the right section of the screen.
Click OK to save.

o 0 Dd =

then select Remove Flight.

Comments Overview

Comments Overview allows you to view and edit all comments entered in Guest
Handling module, as well as adding new comments.

Front Desk Function

To remove the Flight information, select and right-click the Flight Number, and
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1.18.

2910172015 ¥ ]To[31/01/2015

<

|- Selecton Criteria
Date of Comments From;
Comment Code: )
Resolution Status: (A
Comment Group: an
Comment Report Type: (A1)
Gomment Urgent Status: [(al)
Comment Sensitive Status: [(aly
Comment Category: )

Cabin:
Entered By (Name User ID): [(ay

Comment Department
Involved:

s

1l

4

5

‘Comments Overview

2= =R 5

=B Comment

P4 1004 wilson, Cindy Ms| FREETX|30/01/2019

< >

‘ Spell check |

Comment

Quick Assig
’7 Selection: [selected quest =]
Entry Date |30/01/2015 14:06:48
Entered By (User) cewTest1,
Entered By (User ID) A
Reported By (Person) [
Comment Code [FREETX Tinsert Free Text rere] =l
Comment Category [BC ExaursionsComments |
Comment Description [The tour were delayed and food were not as expected.
Remarks
Comment Report Type I =l
External Code: [
Resolved By (Date/Time) [soo1/2015 =] [10s =
Associated Cost o0
I Urgent I sensiive I nternal
Comment Department Invalved [ ;l

Figure 1-19: Comments Overview screen

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

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

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

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

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

Revenue Overview

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

Date

(=2 )

® Revenue Overview

SelectCruise | 21/08/2015 QA 04 x| cruise Closed Currency: USD US Dolar
I~ Expand All

User [+ [Payer [+ uyer v

52l Net Total | Discount| Gress Total
288088, 4, 0.00 338088.47

=1 20150821 Cruise Day - 2nd | 2l Balance Account | Opening Balance:
Total 388088.47|  0.00 388088.47
ElBuddha Bar Buddha Bar - Beverages 499.00) 0.00  499.00
Total 399,00 000  439.00
=l Catino Bar Casino Bat - Beverages 119.00, 0.00  119.00
Total 11800 0.00  119.00
Mg 51.05  0.00 $1.05
CT 1228.00 000 1228.00
85| 50.000 000  50.00
CH 62810 000  628.10
s 2000 0.00  -20.00
T 3500 0.00 3500
Tota 330678.62  0.00 390678.62
=1201508-22 Cruise Day | #IBy 1202.45 0.0 1202.45
s 200 0.00 2.00
E 499,00 0.00  499.00
'siC 589.00 0.00  589.00
#C 5100 0.00 51.00
El 600.00 0.00  800.00
ET3 1000.00 0.0  1000.00
HE: 553,55 0.000  553.55
#H6 300,00 0.00  900.00
T 127270  0.00 1272.70
L 0.00 499.00  499.00
Eh 500 0.00 -5.00
Total 6664.70 499.00 7163.70
#| 20150823 Cruise Day 5.00 0.00 5.00
Tatal 397348.32 499.00 | 397847.32
KN |

Figure 1-20: Revenue Overview screen

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

2. Select the Cruise to view the revenue by day.
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Click the ‘+/- “ to expand or collapse the information.
To further drill down the information by User, Payer, Buyer or Transaction ID,
select from the drop-down menu.

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

User [+ |Payer [+ |Buyer [+

EAA [+ [Main Dept B2

Edinterfaces Day - 2nd | =l Balance Account I
e
P = &8 F & =lBuddha Bar

1.19. Add Work Order

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

Add New Work Order o &
Work Order Details 1 Additional Image:
Work Order Request No: | Priority: [1 Medim JEa|
Work Order Type:  [ELEC Bectical | Location/Cabin Usable: |1 Usable |
Task Code: | 3000 Bectrical =l picture Files
Work Order Reported Date: |n3fn3/zn 16 11:21 Browse
Task Desaription:  [Replace fused bulb
Comment:
Reported By *
Cabin number
¥ Inform Housekeeping Name of Person Reparting AVO
¥ Print Work Order [
I~ Rejected
Location Type " Cabin  Public " Others (Select Categary) > BL BAR LOUNGE =1
Locations (De-Select) Locations (Selected)
1d | Name | comment - Add (4 1d Name Comment
CC3103  Crew cabin - Crief Engineer - Officz Fornard - Port side —_— dishios
€C3104  Crew cabin - Hotel Manager - Bedrom Forward - Port side Remove (3
CC3105 Crew cabin - Hotel Manager - Toilet Forward - Port side
CC3106  Crew cabin - Hotel Manager - Office Midships -Port side
CC6101  Crew cabin - Masters - Cabin Forward - Port side
CC6102  Crew cabin - Masters - Office Forward - Port side s
Cce103 Crew cabin - Masters - Bedrom Forward - Port side
CC6104  Crew cabin - Masters - Toilet Forward - Port side
CC6105  Crew cabin - Chief Officer - Cabin Forward - Starbord side s
CC6106  Crew cabin - Chief Offiser - Office Forward - Starbord side
CC6107  Crew cabin - Chief Officer - Bedrom Formard - Starbord side
CC6108  Crew cabin - Chief Officer - Tollet Forward - Starbord side
CD2302  CarDeck Aft
CL2101  Cloakroom - Male Forward -Port side
CL2102  Cloakroom - Femal Forward -Port side v
< > < >
Insert New Work Order Show History ‘ o Cancel

Figure 1-21: Add New Work Order form

Adding Single Work Order

1.
2,

Front Desk Function

From the Front Desk menu, select Add Work Orders.

At the Add New Work Order form, Work Order Request No. field, enter the
external document number, 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. Note that you may override the predefined
Priority and Location Usable Status when adding or editing a work order.

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

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

9. C(lick OK to save the work order.

Adding Work Orders by Batch

1. Repeat step 1 to 6 of the above.

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

3. In the Cabin Selection window, navigate to Search Criteria section, select the
criteria from the drop-down list and check the required filter, and then click
Refresh to update the information in the grid.

r— Crew Cabins with ALL available berth

Cleaning Status | Total Berth
DECKO7 oD 1

76 [OfficerCabin | DEcko7 | ob | 1 |
718 [OfficerCabn | DEcko7 [ oo | 1 |
720 [OfficerCabn | DEcko7 [ oo | 1 |
722 [OfficerCabn | DEcko7 | ob | 1 |
724 [OfficerCabin | DECKo7 | ob | 1 |
726 [OfficerCabn | DEcko7 [ oo | 1 |
728 [OfficerCabn | DEcko7 [ oo | 1 |

Officer Cabin

r— Search Criteria

Not Occupied From|23/08/2015 = |

0D = Occupied Dirty
0OC = Occupied Clean
VD = Vacant Dirty

[]Connected
2 single beds

Mot Occupied To: |01,|f09,|'2015 = I

Deck :

Category :
Cabin Type
Availability:

[]28

C 15 Single Occupancy

All

Officer Cabin

Crew

ICabin with ALL Berth available

Led LefLe L]

[1C 28 2Bunk beds
[JC 48 4BunkBeds
[IH Handicapped

[JLIFACC

P Pullman

Count :

Spedial Lift Acce

40

W

Task Done:
Task Done Before:
Task Done After:

™ 03/10/2006

Task Mot Done:

™ 09/10/2016

L L]l

Figure 1-22: Cabin Selection Criteria

VC = Vacant Clean

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

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

6. Click OK to complete the work order. Note: Work orders entered here is also

viewable from Maintenance Module, Work Order Overview function.

Front Desk Function



33

2.1.

2.2

2. Cashier Function

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

Guest Handling

This section describes the available functions to access guest data such as guest
information, travel documents, invoice, guest history, group account and others. It
also allows one to create, amend and cancel a reservation, post a charge and check
out a guest/account. These functions are access via Management, Cashier drop-down

§1 FrontDesk Cashier Options Security About Exit HER
Ep s S A e SR [ Credit Cards T Comments T Other Info Tn@ el Documents. T Custom Info T Guest History T Loyalty/ Track It ]
[Shows Al ~] et -
fso El Guestinfo | DiscRoutePkg | Invoicei000 | MoreGuestinfo |  ServiceIno | ActviyViemer | Revenue Anaivaer | istory
Guests found: 3 Selected: 1 Name, Address Cabin Information
[ Cabin]tizme ~ | Doe, John Mr Cabin Clearing Stste Occupied Dirty
1013 [aley A TS H = Debarkation Graup Nat Assign
2 - o~ Cabin/Category: 10002/CAT.01
° L Fhrone. Status: Checked-n/On-Board
— 013|M 00786/! o[ 5 Asgn/Pad Ctgr: ]
~ 1033 Mistestcardn0us N, | Bzt Embarkation: 30/01/20 15/HONGK
g L Tt Debark: 20/02/2015/
z o
2 o Dining Table/Seating:
B — Dining Location;
S 2 Passpart Infarmatan/Custam Info Pax Type/Class:
= | _l= Marifest No: 5000 [ Yes Handicapped: /
Frofession Adut/Minor: Adult
o[ Passport No Air Operator: No
E [ fm Date of ssue:
] Piace of Issue: RN Remote Update o
g - Expiration Date: Shore-Res.ID:
| = Birthday: 01/01/1950 Share-G.ID:
L Fiace of Birth: Frequent No:
c Natonality: o Folio Number: 1052804
|_lo Eirth Natianality: Queue D
E Sexational ID: Ff BoardCard No: 9342000101760400
-1 <[ Language: EN Pregenerate Number. 16636474
= | T Pos Disc Template: External Reservation ID:
3 L Documents:
= Express C.0ut: No
— = Posting Allowed: ves
— Routing Status:
} [ Serv Chg Amount 10.00
z < PPD Categary: Regular Guest
& L HelloTest Payment: 9001 Cash
2 = Test
= 2
I =
L~ - Add To Debark Remove from p
N Shaw Log Debark Group | SErvie charge Gift Card
= Remove fr Cancel
o|— Postings Status | CreatesParty | Primary Guest | AddTa Group emove rom ance New Reservation| Edit Information H
d Group Reservation

Name/Doc I~ Show Embark Dates:
‘ Express

Reicoy - Show expectad e ‘ Check-Out Print Board Card Pay Invoice Get Credit Card Messages ‘
. Coupon Sales Sopress Bt ‘ ‘ erntInvoice ‘ Add Posting ‘ Change Cabin Cose ‘
Show Party

Figure 2-1 — Guest Handling

Search Panel

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

Prerequisite, Supported Systems, and Compatibility
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Group Selector Resident Selection

Show All | Edit
Guests found: 4 Selected: 1 _
= Cabin [Name ~ =
- 3 ) 5 —
ip ;i : : Y-
S 1012 |Bruer,5 Mr 28/01/2015 ES
- 03/02/2015 L
— 10002 |Doe, John Mr 29/01/2015 - o
= - 02/02/2015 |
Q 1013 |Mastestcardn0076/M, 29/01/2015 o
= - 20/02/2015 o
= -
g —
= bl
| Jo
w [
- m
T -
= —
1 —
o -
— c |
| 5]
3 <[
z | /T
5 s
=
- o
= -
Z
w <[
E e
M
| =
> —
__ =

Name Doc I¥ Show Embark Dates

Mo/Cabin

Show Party

Figure 2-2 - Search Panel

Table 2-1 - Search Panel list

Tab

Description

Checked-In
Checked-Out
Expected
Cancelled
No Show

Show Embark Dates

Show Expected
disembarkation

Tab list all registered passengers.

Tab list all checked-out passengers of past and current cruise.
Tab lists all passengers due to arrive for current or future cruises.
Tab lists all cancelled reservations.

Tab lists all reservations that fail to show up or yet to register during
System Date Change.

To include guest embarkation/debarkation dates in the result list.

Displays disembarking guest of selected date and cabin.

Searching a guest.

1. At the left panel of the Search Panel, select the Status tab.

2.  On the right of the Search Panel, select an alphabet corresponding to the
reservation’s last name. If ALL is selected, this displays all reservations in

alphabetical order.

You may narrow down the search using either the guest name, document

number or cabin number and date.

Cashier Function



2.3. Guest Info Tab

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

Cashier Function

[ Credit Cards T Comments T Other Info T Travel Documents T Custom Info T Guest Histary T Loyalty/ Track It ]
Guest Info [ Disc,Route,Pkg T Invaice: 0.00 T More Guest Info T Service Info T Activity Viewer T Revenue Analyzer T Histary
Mame, Address Cahin Information
Doe, John Mr Cabin Cleaning State Occupied Dirty
Debarkation Group Mot Assign
Cabin/Category: 10002/CAT.O1
!
I‘i'hlnne- Status: Checked-in/On-Board
E-mal\-' Asgn/Paid Ctgr: i
. Embarkation: 30/01/2015/HONGK
Member of Group Debark: 20/02/2015/
Dining Table/Seating: !
= Dining Location:
Passport Information/Custom Infa Pax Type/Class: i
Manifest No: 5000 [ Yes Handicapped: i
Profession: Adult/Minor: Adult
Passport No: Air Operator: Mo
Date of Issue:
Place of Issue: RMU Remote Update: Mo
Expiration Date: Shore-Res.ID:
Birthday: 01/01/1250 Shore-G.ID:
Place of Birth: Frequent No:
Nationality: T Falio Mumber: 1052304
Birth Nationality: Queue ID:
Sex/Mational ID: F/ BoardCard Mo: 9342000101760400
Language: EM Pregenerate Mumber: 16686474
Pos Disc Template: External Reservation 1D:
Documents:
Express C.Out: Mo
Posting Allowed: ‘fes
Routing Status:
Serv Chg Amount; 10,00
PPD Category: Regular Guest
HelloTest Payment: 9001 Cash
Test
aa
Show Log Add grnﬂashark g:l:a?—\l;erjnnur; Service Charge Gift Card ‘
Postings Status | Create a Party Primary Guest Add To Group Remave from CEHEE‘. Mew Reservation| Edit Information
Group Reservation

Figure 2-3 - Guest Info tab

New Reservation Function

The New Reservation function allows you to create a booking for guest that arrives
without prior reservation. A reservation form is launched when the New Reservation
button is clicked and below are the field definitions of the form.

35




36

T ion o ~
G Hame/Reservation L Addresses/Other info 1
tame Do
U Sumame Im“.mm!| | ,r Checked ™ Colected
Enbarkaton port | = | et —r—
E Pade iew Port Comments
S Other Name: .: bark Cate I Location |
Other Frstame_ | Desembork Port v [Othe
T Salutation Scrl Camuant ™ Resdent ™ Neandusive Guest Type
- [~ Arjseacperator [~ Charge for Chedked-Out Calls
- Cabin [ ? || | I intoxication [ Switch to Crew in Manifest
R”"’:‘ || Muster Stafion | Default Cabin Muster Staton v| | [~ Express Check Out [~ Stay overnight shoreside
Marital Stabus [—i'MM‘ ™ Group Leader I~ Aow Kiosk Chedk In
= | | OnBoard ™ v
vIP [otopicatie) ] — I~ Cempleted Oine Form
Cosscaton [ | | Do Bowdny & o ©Yes —
I Frequenttos | Deny Resson O Tender Group £
0 Award Level TdephonePrcodel [ wireless pan
ShoreRes.ID Nationsl ID —
Eiamarie
R Onboard EMal P 1
Total No of Cruise Days I~ Specal Need r—
® 9001 Cash -
M Mumber of Cruses Special Need || poyment [ =
A Ousc Template ({0t applcable) =] | [ Remets ey
T Passport Information ¥ Manifest Printout
Passport No Queue ID 20 Type [RMG-.“! 3
1 [y m— i —
0 e Life Boat DefadtCobnLfeBost v
Tssue Country -
N ExpryDate | || Bocument tmage Snapshot (Viskle anly from supported Document)

Photo
Notonalty [T 1ealy -
El
EE—
SR —

¥ Assign as Guest Pcture

x| e |

Figure 2-4 - New Guest Information screen

Table 2-2 - Field definition of Guest Information tab

Field Description

Name

Surname Last name of the guest.

Forename First name of the guest.

Middle Initial Middle name of the guest.

Other Name Other Last Name.

Other First Name Other First Name.

Salutation The salutation of the guest.

Title Title of the guest.

Royality No Additional Title. User definable label.

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

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

Classification Classification/VIP flag.

Frequent No Frequent Cruiser number. User definable label.

Award Level Frequent Cruiser Award Level.

Cashier Function
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Field

Description

Shore-Res.ID
Onboard Email

Total No. of Cruise Days

Number of Cruises

Disc Templates

Passport Information

Passport No
Issue Date
Issue Place
Issue Country
Expiry Date
Birthdate
Birth Place
Nationality
Language
Profession
Gender
Smoker

Birth Nation

Travel Information

Embarkation Date
Embarkation Port
Port Comments
Debark Date
Debark Port
Cabin

Muster Station
On Board

Deny Boarding
Deny Reason
Telephone Pincode
National ID

Handicapped

Handicapped Remarks

Manifest Printout

External System Reservation ID. User definable label.

Email contact whilst on board.

Total Cruise days signed up. Information from data import.
Number of cruises purchased. Information from data import.

Available discount templates.

Passport number of the guest.

Date travel document were issued
Place travel document were issued.
Country travel document was issued.
Expiry date of travel document.
Birthdate of the guest.

Birth place of the guest.

Nationality according to travel document.
Language spoken by guest.
Profession of the guest.

Gender identifier.

Smoker identifier.

The original nationality of the guest if defer from Nationality
field.

Embarkation date.

Port of embarkation.

Additional comments of the port.

Debarkation date.

Port of debarkation.

Cabin number assigned.

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

Deny boarding identifier

Reason boarding denied.

Pin code setup for outgoing calls and access to Kiosk.

Local identification document, for example, ID or Driving
License

Disability status of the guest. User definable label.
Disability remarks.

Default inclusion of guest in manifest print out.
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Field

Description

Queue ID
Shore.G-ID
Life Boat

Documents

Documents

Dining Preferences
Table/Seating

Location

Other Parameter

Resident

Air/Sea operator
Intoxication

Express Check Out

Group Leader
Non-inclusive Guest Type
Charge for Checked-out Calls
Switch to Crew in Manifest
Stay overnight shoreside

Guest Categories

Selection box

Payments/Remarks

Payment

Remarks

PPD Type

Agent Information
Agent Id

Booking Id
Reservation Id

Others

Document Image Snapshot
Photo

Notice and Consent

Assigned queue ID during embarkation.
Unique Identifier for FMS. User definable label.

Life Boat assigned. Linked to Cabin number.

Confirmation check box of whether travel document is checked
or collected.

Assigned table number and seating preferences for dining.

Assigned dining location.

Indicator whether the guest is a Resident.

Indicator whether the guest is an Air/Sea operator.

Intoxication identifier.

Indicates guest require Express Check Out.

Group Leader identifier.

Indicates that guest is not part of a package or all inclusion plan.
Define whether checked-out calls will be charged.

Indicates that reservation has been moved Crew manifest.

Indicates that guest stays overnight at shore side.

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

Payment Department code for this reservation
Additional remarks pertaining this payment.

Revenue per person per day tag.

Additional Agent ID for external system
Additional Booking ID for the external system

Additional Reservation ID for external system

Displays snapshot of scanned passport.
Displays saved photo of the guest.

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

Cashier Function
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]

i~ Minar Disembark Autharization

Please select the below port which the minor allow to
go shoreside without guardian company.

fi MNew Guest Information
Mame/Reservation T Addresses/Other Info
G [~ Address ~Other Info
U Address 1 Permanent Resident Id
Address 2 Common Access Area | {default access to common are
Street
E ic [~ Exdude From Quick Biling Printing
ZipfCi I
S picity [~ Do not allow update in DGS
Country -
-|- A = — Encode Additional Cabin for Ving/Onity Door
= | cabin2 |
Cabin 3
Phone i I
Email {1) — VOIP Information
Email (2) sPlogn |
Mobile Phone SIP Ext I
—Temporary Address
~ Emergency Contact Address
Address 1 geney
Address 2 Name
Street Relationship
Zip/City I Address
State Free Text - Street
| Zip/City
Phone State
Email L -]
Phone
Mobile Phone
Emil
r~ Additional Remarks
Business Phone I
r~ Travel Insurance
Description I j

Ins. Number I

Ok | Cancel |

Figure 2-5 - Guest Information Address/Other Info

Table 2-3 - Field definition of Guest Information Address tab

Field

Description

Address / Temporarily Address

Address 1 Address 1

Address 2 Address 1

Street Street name

Zip/City Zip code/ Name of city
Country Country

State State

Phone Phone number of guest

Email 1 Email address of the guest
Email 2 2nd Email address of the guest
Other Info

Permanent Resident ID
Common Access Area

Exclude from Quick

Billing Printing

Permanent Resident ID of the guest

Allowed common access area

Indicator whether to exclude from Quick Billing printing.
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Field Description

Encode Additional Cabin for Ving/Onity Door
Cabin2/3 Cabin number of joint cabin

Emergency Contact Address

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

Street Street

Zip/City Zip code/ City

State State

Country Country of Residency

Phone Phone number of contact person

Mobile Phone Mobile number of contact person

Email Email address of the contact person
Business Phone Business phone number of contact person

Travel Insurance

Description User configurable system codes in Administration, System
Codes, Travel Insurance.

Ins. Number Insurance Policy Number.
Minor Debark Authorization
Port Date/Name Selectable port allowed for minor to debark.

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

Creating a New Reservation
1. Click the New Reservation button located at Guest Handling screen to open a
New Guest Information form.

2. Enter all the relevant information, particularly the mandatory fields such as
Notice and Consent. If this check box is unchecked, the system does not allows
you to proceed and prompts warning message.

3. Your operation may define other fields as mandatory. Please refer to your
company standard operating procedure.

4. C(lick OK to save the form.

Saved information is updated and shown under Guest Info tab and is
categorized as Expected Arrival.

Editing a Reservation

1. Search the reservation from the Search Panel, then click Edit Information under
Guest Info tab to open the existing Reservation Form.

2. Edit all the relevant information and click OK to save the changes.
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Canceling Reservation

1. Search the reservation from the Search Panel, then click Cancel Reservation

under Guest Info tab.

2. Select Yes to cancel the reservation when prompt. This places the booking under

the Cancelled tab.

Cancel Reservation 28

| Cancel reservation of guest:
F' 1001 Smith, ] Mr

Figure 2-6 - Cancel Reservation prompt

Posting Status

The Posting Status is a function that assists you in managing cash paying guest or
guest that may have exceeded their credit limit. This function enables/disable the

postings from flowing through to the account.

Disabling Posting

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

Info tab.

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

Cancel

Reason: |Predeﬁne Reason

User Define Reason: |

E

-

Cancel |

Figure 2-7 - Predefined Reason to Disable Posting

3. If Allow manual postings is checked, this will only disable postings via the

interfaces and manual posting within Guest Handling screen is still permissible.

4. Click OK to set the posting status for the account to either No or Manual.

lﬁm C.Out: ]
Posting Allowed: Mo |

Houting Status:

Serv Chg Amount: 10,00

PPD Category: Regular Guest

Payment: 2001 Cash
|Posting Dizallowed Reason: cash basis ||

Figure 2-8 - Posting Allowed status

Express C.0ut: Mo
LPosting Allowed: Manual _]
Routing Status:
Serv Chg Amount: 10,00
PPD Categaory: Regular Guest
Payment: 9001 Cash
[Manual Posting Reason: cash basis|

Figure 2-9 - Manual Posting Allowed status
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Enabling Posting

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

Info tab.

2. The system prompts for a response to accept the postings. Selecting Yes resets the

Posting status to allowed, whereas No will remain as unchanged.

Enable Postings 28

| Do you want the account to accept postings?

Figure 2-10 - Enable Posting prompt

Create a Party

This function manages and identifies a small number of persons traveling together
that may not necessarily be in the same cabin. In addition to identification purposes,

the person responsible for payment of accounts or main contact liaison
as "primary" passenger.

Creating a Party

1. Search the reservations in Search Panel, then use the CTRL+ key to
names that make up a party.

Guests found: 4 Selected: 2
Cabin|Mame
1018 Bailey,A Ms

1012 Bruer,S Mr

10002 |Doe, John Mr

1013 | Mastestcardn00 76N,

Figure 2-11 - Create Party Guest List

2. Click Create Party located on bottom right of the Guest Info tab.

can be made

select the

3. The system updates the guest in the same party with Shore-Res.ID.

é‘mre Hes,ID: 9393141153797 |

Shore-.1D:

Freguent MNo:

Folio Mumber: 1052308

Queue ID:

BoardCard Mo 953420001017605801
Pregenerate Mumber: 16864056

External Reservation ID;

Figure 2-12 - Party Identifier

Show a Party

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

Showing a Party
1. In the Search Panel, click Show Party.
2. The affiliated passengers of the searched party will be listed.

Cashier Function



Guests found: 2 Selected: 1
Cahin|MName

1012 |Bruer,5 Mr

Figure 2-13 - Party List

Add to Group

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

Adding to Group
1. Search the guest name from the Search Panel.
2. Mark the reservation(s) and then click Add to Group in the Guest Info tab.

3. The system prompts for a response whether to assign selected guest(s) to the
group. Click Yes to proceed.

Add guest to a group 2

o

o you want to assign 2 guests to the selected group 7

' Warning! System will not remove activities for guests that already has
been assigned to ancther group, Remove them from the other group
first,

Figure 2-14 - Add to Group prompt

4. In the Group Selection window, select the group from the list.

8] Group Selection -
Groups Checked In or Expected
(6054545 EQUESTRE TOUR SAS A
G052545 FAMILY'S PLAN TOUR S.R.L.
G0570584 FAMILYS PLAN TOUR S.R.L.
GTNEO12M FCMET =
G0556431 FINI VIAGGI =
G047434 FV { LA BOUTIQUE DES CROISIERES

223366 Fidelio Cruise Group

1223455 GROUP 010
1011 GROUP 011

837 GROUPS37

GO51177 GRUPC RAM

GO56680 HOBBY VIAJES, S.L.

G052323 IDEALTOURS™

GO51729 IES ALIRAMTIA

[~ Assign as group leader

oK Cancel |

Figure 2-15 - Add to Group selection
5. If Assign as group leader is checked, this will make the guest as a leader. It is
possible to have more than one leader in a group.

6. Once added, the group name is shown under Member of Group in Guest Info
tab. If the guest is a Group Leader, the word (Leader) appears after the group
name.
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[ Comments T Cther Info T Travel Documents T Custom Info

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

Mame, Address
Chan, Kelvin

Phone:
E-mail:

Member of Group
Fidelio Cruise Group {Leader)

Figure 2-16 - Group Leader Identifier

7.

Search Panel.

:iﬁrontDesk Caghier Opticns  Security  About  Exit

Group Selector/Resident Selection

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

MameDoc [T Show Embark Dates

Mo/ Cabin
Shaow Party

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

Figure 2-17 - Group Guest List

Remove from Group

Guests affiliated to the group is listed when searched by group name from the

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

Removing a guest from group

1.
2,

Search the guest name using the Search Panel.

Click Yes to proceed.

Mark the reservation(s), then click Remove from Group in the Guest Info tab.

The system prompts for a response to remove selected guest(s) from the group.
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Remove guest from a group \L‘

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

Figure 2-18 - Remove from Group prompt

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

Primary Guest

In earlier mentioned topic Create a Party, one is able to designate a guest within a
party as a primary guest, or the person in the party who is in charge and responsible
for accounts. Below are the steps to assign a Primary guest. Do note that this process
supersedes earlier assigned Primary guest, if any.

Assigning a Primary Guest
1. Identify the party by clicking the Show Party button.
2. Highlight the name of the person to be designated as Primary.

3. Click Primary Guest to assign the selected person and the word Primary will
show under the Cabin Information section.

Cabin Information

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

Status: ecked-in/On-Board
Asgn,/Paid Ctagr:

Embarkation: 29/01/2015/HONGE,
Debark: 01/02/2015/HONGK

Figure 2-19 - Primary Guest Identifier

Show Log

A chronological record of activities such as passenger’'s 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.

Showing Log
1. Retrieve the reservation from the Search Panel, then click Show Log in Guest Info
tab.

2. The system returns a list of events on screen, sorted by date/time order. Click
Print to send a copy of the log to the printer.

Cashier Function 45



46

User Logfile -

06/02/2015 16:50:53

User Win.User

Create New Reservation Manually A

Station
JESLYN

Comment

New Reservation is created for Account ID 1052808

4

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

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

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

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

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

23022015 Change Datz A JESLYNYIP_|JESLYN |Deactivate card CRD_ID=205126

23/02/2015 Get Credit Card B JESLYNVIF |JESLYN | (Management) Remave Crdlio: =500 1

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

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

26/02/2015 Yoid Payments A JESLYNYIP_|JESLYN _|Voided Payment from Account : Bailey, A s for Dept : 5001 Cash /Amount : 598.00 /Reasan: Test
2/02/2015 Payment B JESLYNVIF_|JESLYN |Acded Payment into Account : Balley, A Ms for Dept : S001 Cash / Amount : 1,00
26/02/2015 16:2405 _|Payment A JESLYNYIP_|JESLYN _|Added Payment into Account : Bailey, A Ms for Dept : 9001 Cash / Amount : 1,00
26/02/2015 0 [Payment A JESLYNYIP_|JESLYN |Added Payment into Account : Bailey, A Ms for Dept : 9001 Cash / Amount : 1,00
27/02/2015 7 |Payment B JESLYNVIF_|JESLYN |Acded Payment into Account : Balley, A Ms for Dept : S001 Cash / Amount : 1,00
27/02/2015 15:38:11_|Payment A JESLYNYIP_|JESLYN _|Added Payment into Account : Bailey, A Ms for Dept : 9001 Cash / Amount : 1,00
04/03/2015 Print Board Card A JESLYNYIP_|JESLYN |Board card is 123 for account 1052308

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

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

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

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

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

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

Brint Export

Figure 2-20 - Show Log Events

3. Click the Export button to export the log into a supported file format, by selecting
the format from the drop-down list.

Destination:

Export

|= Diskfile

|
=

Cancel |

Figure 2-21 - File Export prompt

Guardian Assignment

Depending on the Ship's policy and age set forth as a Minor, a guardian may be
required to accompany a Minor on certain activities or in the absence of the parents.
This function is available to account for passengers age is below the Minimum Adult
Age sets in parameter, General, Guardian Auto Assignment.

Assigning a Guardian

1. Navigate to the Guest Handling screen and search for the Minor's name/cabin.

2. C(Click the Guardian Assignment.

3. At the Guardian Assignment window, choose from the following options.

e DPassengers in the same cabin.

e Passengers with same booking number.

e Search Name/Cabin number.
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03 Guardian Assignment -
Guest List Guardian List

Cabin Mame Booking Mo | cabin Name: [Booking No |
[ 10034 Schmidt, Jenny
1003A Schmidt, Peter

Show...
Add as
{¥ Passengers in same cabin Guardian

" Passengers with same booking number

" Search Name Cabin:

Figure 2-22 - Guardian Assignment window

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

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

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

Removing Guardian Assignment
1. Retrieve the Minor's account and click the Guardian Assignment.

2. Select the name of the guardian under the Guardian List, and click Remove as
Guardian.

Guardian List

Cabin Mame Booking Mo
[ 1003A Schmidt, Jenny

Remove as
Guardian

Figure 2-23 - Guardian List

Mark No Show

The Mark No Show function enables you to change the guest status from Expected to
No Show prior to End of Day (EOD) process and is only permissible to users that are

assigned with such access rights.
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Mark No Show

1. Search for the guest name using the Search Panel, Expected tab.
2. Click the Mark No Show button located at the bottom right of the Guest
Handling screen.

3. At the Mark Guest to No Show prompt, click Yes to change the reservation status
from Expected to No Show.

Mark guest to No Show £

:I Are you sure you want to mark 1 expected today guest(s) to no show ?

Figure 2-24 - Mark No Show prompt

4. The booking will now appear under the No Show tab.

Service Charge

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

Posting a Service Charge

1. At Guest Info tab of the selected account, click the Service Charge button located
at the bottom of the screen to open the Change Service Charge Posting Amount
window.

2. The selection is default to Post the following amount daily with Use System
Default Value checked. Click OK to post.

Change Service Charge Posting Amount n

" Disable Service Charge Posting

{* Post the following amount daily;

Service Charge Posting Amount

[v Use System Default Value 10

Cancel

3. If the amount is not per defined, uncheck the Use System Default Value check
box and manually insert the amount.

4. Inthe Management prompt, select Yes to override the system default value.
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Express C.0Out: Mo

Posting Allowed: Yes
Routing Status:

|5erv Chg Amount: 10,00 |
PPD Category: Regular Guast
Payment: 9001 Cash

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

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

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

Express C.0Out: Mo

Posting Allowed: Yes

Routing Status:

|=erv Chg Amount: Mo Service Charge Poshngl
PPOCategory: FEegular GUes:

Payment; 9001 Cash

Add to Disembark Group

Add to Disembark Group function allows you to organize disembarking passengers
to disembark in batches at a designated assembly location, departure time and
luggage collection location.

1. At the Guest Info tab of the guest account, click Add to Disembark Group.

2. In the selection window, select the available group from the grid and then click
Select.

|Name |Ti Name|Meet 'I'|me|Disembarkat'on T|me|AvaiIabIe

Group B |Group B |09:00 AM |10:00 AM 45

Figure 2-25 - Debarkation Group Assignment

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

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

Debarkation Group

Occupied Dirty

Cabin/Category: 1017/11

/
Status: Checked-injOn-Board
Asan/Paid Ctar: /
Embarkation: 09/03/2014/EBBGI
Disembark: 31/08/20156/ATSEA

2.4,

Figure 2-26 - Assigned Debarkation Group

Remove from Debark Group

When a passenger is wrongly assigned to a debarkation group, or they would like to
depart with their friends, you are required to firstly remove the assignment and then

reassign to the desired group.

In order to remove a passenger from the debark group, click the Remove from
Disembark Group from the Guest Info tab.

Disc, Route, Pkg Tab

Discount, Route, Package function facilitates charges to be routed within the same

invoice or to other guest prior to guest check in, setting up of allowable discounts in

SPMS and MICROS and a view of Package Plan entitlement.

Routing

The Routing function is designed to automate the transfer of charges within the guest

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 using one of this option - Pay for' or 'Paid by'.

[ Credit Cards T Comments T Other Info TTra\:eIDocumenisT Custom Info T Guest History TLovaltw'Trad(It]

Guest Info IDEqRoube,PkgT Invoice: 645.00 T Mare Guest InfoT Service Info T Activity Viewer |Revenue Analyzer History

|

Routing I Fidedio Discount T Micros Discount TMicros Advance Discaun] Package Plan T Disallow Dept

[~ Pays for 1~ For
1018 Bailey, A o 1018 Bailey, A o

| Pays for fallowing guests Charges will be paid by

4405 Boutigue - Cosmetics

4406  Boutique - Leisure

4407 Boutique - Blectronics

4408 Boutique - Jewelery

4409  Boutique - Logo MSC

4410  Boutique - Watches

4411  Boutique - Souvenirs Destination
4412  Boutique - Tobacco

4413 Boutique - Utilibes

Delete Routing | e New Routing

Delete Routing | New Routing

1018 Baiey, A 1018 Baiey, A
3 1012 Bruer, S
<[ m > <[Tm] >
| Done by: A Done by: A o
| Reason: Request separate invoice Reason: Laundry paid by Bruer, Cabin =1012
4400 Boutigue 5300 Laundry
4401 Boutique - General Sales 5301 GuestLaundry - Washing
4402 Boutique - Clothing 5302 GuestLaundry - Pressing
4403 Boutique - Food 5303 GuestLaundry - Express washing
4404 Boutique - Drinks 5304 GuestLaundry - Express pressing

Figure 2-27 - Routing tab
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Table 2-4 - Routing tab definition

Section Description

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

For - This section defines where the assigned financial department is routed to.
Cabin number and name of guest payor is responsible for.
User who setup the routing and reason.

Financial Department code assigned.

N G s WN

Button to setup or remove routing instructions.

# NOTE:

Before moving or routing the charges, do check the current routing
arrangements first to avoid duplication of routing which will result to
charges not being re-directed as planned

Pay for another party

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

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

2. Click the New Routing button to open the routing dialog box.

3. Select the Invoice number where to route the charges.

4. For charges within the same account, leave the cabin number and guest name as

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

e Mew Routing -

This Person
|1El 18 Bailey A, All Invoices

will Pay For
Invoice 1 Invoice 2 Invoice 3 Invoice 4 |
[1018 [1018 Baiey A =l
Advanced |

[T actual Payments

[ Package Postings

ok | Cancel |

Figure 2-28 - New Routing —‘Will Pay For’
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6. Select the Financial Department group or codes to be routed and insert the
routing reason.

7. Check the options where applicable:

o Show Reservations: Include expected to embark and reserve
bookings. Checked-in booking is shown when the check boxes are
un-checked.

o Actual Postings: Actual postings routed to another account.
o Actual Payments: Actual payments routed to another account.
o Package Postings: Only route package postings.
8. Click OK to save.
9. Once saved, the selected assignments is added to 'Pays for' in the Routing tab.

Pays for
| 1018 Baiey, A

| Pays for following guests

| Done by: A

Reason:

4400  Boutique
4401 Boutique - General Sales
4402  Boutique - Clothing
4403  Boutique - Food
4404 Boutique - Drinks
4405 Boutigue - Cosmetics
4406  Boutique - Leisure
4407  Boutique - Elsctronics
4408  Boutique - Jewellery
4409  Boutigue - Logo MSC
4410  Boutique - Watches
4411  Boutique - Souvenirs Destination
4412 Boutique - Tobacco
4413 Boutique - Utiities

Delete Routing || NewRoutng |

Figure 2-29 - Routing Pays For window

Paid by another party

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

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

2. Click the New Routing button on the right panel under 'For' section to open the
routing dialog box.

Select the Invoice number where charges are routed to.

4. Enter the cabin number and select the respective guest name from the drop-down
list.
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ey Mew Routing -

— Charges Of This Person
|1012 Bruer S, All Invoices

— Will Be Paid By
I Invoice 1 Invoice 2 I Invoice 3 Invoice 4 I

[10003 [10003 Doe John |

— What

All Shops
All Tobacco D
Officers Allowance

— Why
IChiIdren's Cabin

— When
¥ Show Reservations

I3
[T Actual Payments

[ Package Postings

ok | Cancel |

Figure 2-30 - New Routing To — ‘Will Be Paid By’

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

routing reason.
6. Select the options where applicable.
7. Click OK to save.

8. Once saved, the selected assignments are added to 'Pays for' in the Routing tab.

— For
1012 Bruer, 5

Done by: A

Reason: Children's Cabin

2000  Buddha Bar

2003  Buddha Bar - Food
2010 Casino Bar

2013 Casino Bar - Food
2020 CapriBar

2023 CapriBar - Food
2030 Caffé del Mare

2033 Caffe del Mare - Food
2040 Pasha Club Discoteca

2043 Pasha Club - Food
2050 LaTerrazza

2053 LaTerrazza - Food
2060  Manhattan Bar

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

2073 Shelagh's House - Food
2080 Sinfonia Lounge

2023 Sinfonia Lounge - Food
2090  Le Barogue

2093 Le Barogue - Food

Delete Routing | e Routing

Figure 2-31 — Routing Paid By window

Advanced Routing

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

parties travelling together.

1. Search for the guest account and navigate to Disc,Route,Pkg, Routing tab.
2. C(lick New Routing to open the routing dialog box.
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3. Inthe dialog box, click Advanced located below the Invoice drop-down list to
open the Multiple Accounts Selection window.

Wwill Pay For
Inwvoice 1 Invoice 2 | Invoice 3 | Invoice 4 |
| | ohtas |

Figure 2-32 - New Routing - Advanced

4. Guests listed in the Non Selected Accounts section is based on the default set in
Status and Account Type criteria and this criterion can be changed according to
the user requirement.

@

Accounts

Mon Selected Accounts

MNameCabin:

Status: Reservation -
Account Type: |Guest -

—

Multiple Accounts Selection

Pre-Selection:

Found : 11

1

<ALL>

Cabin | MName

| EmbDate | DebDat

Add Al >

Bell,J
Chan,Kelvin

10000 Doe,Jane

Lee,Jones
1021 LeeMay
Chta,5
Parker P
1001 Smith,J
Zhang,Joe

1002 Crawford,Andrew

10007 Hawkins,Patricia

m >

< Remove All

Add >

< Remove

Criteria Add >

< Criteria
Rem.

Pre-Select

il L

Selected Accounts

——

IMame,Cabin:

Listed : 2

Cabin | Name

Ota,A
Otani,

o

Cancel |

Figure 2-33 - Routing Multiple Account Selection window

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

6. Click OK to confirm the multiple accounts selection and this opens the New
Routing window with the selected guest account listed on the right table.
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i New Routing -

This Person Cabin Harme Status
| Chta 5, All Invoices Ota, A
Otani,
Will Pay For
Invoice 1 Invoice 2 Invoice 3 | Invoice 4 |
| |:"x.:35555:::--‘: J
Advanced

Officers Allowance

1000 Cruiee narkans

Why

When

¥ Show Reservations
¥ actual Postings

I Actual Payments

™ Package Postings

ok ‘ Cancel |

Figure 2-34 - Routing Multiple Account instructions

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

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

Deleting an existing routing
Below are the steps remove the routing set up in a guest account.
1. Search the guest account and navigate to Disc,Route,Pkg, Routing tab.

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

3. The system prompts for a confirmation to delete the assignment. Click Yes to
confirm or No to return to Routing screen.

Delete routing =

% Delete that the current guest charges will be paid by
yo102 Bruer, 5
forthe following department codes:
3300 Laundry
3307 GQuest Laundry - Washing
2 Guest Laundry - Pressing
3 Guest Laundry - Express washing
04 Guest Laundry - Express pressing

Figure 2-35 - Delete Routing prompt

SPMS Discount

The SPMS Discount function enables you in assigning eligible discount either by
percentage or value to a guest account.

55



Assigning a Discount

1.
2,

Look up the guest account and navigate to Disc,Route,Pkg, SPMS Discount tab.
Click the New Discount button to open the discount dialog box.

Loy Discounts -

Give Discount For
|12 Bruer, 5

How much

Percentage |10 Apply Count |5

Reason [Enter reason here|

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

™ Discount Template J
When

¥ Actual Postings
I Future postings

Delete | Ok | Cancel |

Figure 2-36 - SPMS Discounts window

3.

7.

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

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

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.

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 posts the discount until it
reaches the count indicated, and No discount will be accorded to any
postings thereafter.

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

Cashier Function
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[

Credit Cards T Comments T Other Info T Travel Documents T Custom Info T Guest History T Loyalty/ Track It ]

Guest Info I Disc,Route,Pkg [ Invoice: 50.00 T More Guest Info T Service Info T Activity Viewer T Revenue Analyzer T History

Routing I iFidelio Discount: I Micros Discount T Micros Advance Discount T Package Plan T Disallow Dept

Walue Discount for
1012 Bruer, S
has the following discounts

Percentage Discount for o

1012 Bruer, S
has the following discounts

2000 Buddha Bar 4000 Logo Shop
2003 Buddha Bar - Food 10,00 {5) 4001 Logo Shop - Sales 5(1)
2010 Casino Bar 4010 Boutique
2013 Casino Bar - Food 10.00 {5) 4011  Boutique - Sales 5(1)
3070 Minbar 4020 Perfumeria
3071 Minibar - Beverage 4021 Perfumeria - Sales 5(1)
3073 Minibar - Food 3 Iry Shop
3078 Minibar - Minibar j] welry Shop - Sales 5{1)
3079 Minibar - Minibar Fo 10.00 {5) 4040 Wine + Spirit Shop
4041 Wine + Spirit Shop - 5{1)
o o 4050 5th Avenue AFT
4051 5th Avenue AFT - Mis 5{1)
4060 Alinghi Shop
4061 Alinghi Shop- Sales 5{1)

Delete Discount | New Discount |

Delete Discount New Discount

Figure 2-37 - Disc, Route, Pkg - SPMS 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)

S N

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

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

Deleting a Discount
1.
2.

Look for the guest account, then go to Disc,Route,Pkg, SPMS Discount tab.
Select the Financial code to delete, then click Delete Discount.

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

[ x]

Delete Discounts

e

f \-.I Delete all discounts for
& 1012 Bruer, 5

Yes |

Figure 2-38 - Delete Discount prompt

Micros Discount

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

Routing Fidelio Discount

Guest Info I DiE‘RoutE‘Pkg I Invoice: 564.00 T More Guest Info T Service Info T Activity Viewer TRevenueAnaIyzerT History

Micros Advance Discount T Package Flan T Disallow Dept

10 BLUE LAGOCM TEST  Discount Template LVL1  Discount Mo: 1 * OPEM % DISC *
Micros Discount Itemizer 1 discount = 10,00%
Micros Discount Itemizer 2 discount = 10,00%
Micros Discount Itemizer 3 discount = 10,00%
Micros Discount Ttemizer 4 discount = 10.00%
Micros Discount Ttemizer 5 discount = 10.00%
Microg Discount Itemizer & discount = 10.00%
Micros Discount Itemizer 7 discount = 10.00%
Micros Discount Itemizer 8 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 Ttemizer 12 discount = 10.00%
Micros Discount Ttemizer 13 discount = 10.00%
Microg Discount Itemizer 14 discount = 10.00%
Micros Discount Itemizer 15 discount = 10.00%

14POOLBAR Discount Template LVL1  Discount Mo: 1 * OPEM % DISC *
Micros Discount Itemizer 1 discount = 10,00%
Micros Discount Itemizer 2 discount = 10,00%
Micros Discount Itemizer 3 discount = 10,00%
Micros Discount Ttemizer 4 discount = 10.00%
Micros Discount Ttemizer 5 discount = 10.00%
Microg Discount Itemizer & discount = 10.00%
Micros Discount Itemizer 7 discount = 10.00%
Micros Discount Itemizer 8 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 Ttemizer 12 discount = 10.00%
Micros Discount Ttemizer 13 discount = 10.00%
Microg Discount Itemizer 14 discount = 10.00%
Micros Discount Itemizer 15 discount = 10.00%

25 BUSIMESS CENTER.  Discount Template LVL1  Discount Mo: 1 * OPEM % DISC *
Micros Discount Itemizer 1 discount = 10,00%

B

Figure 2-39 - Disc,Route,Pkg - Micros Discount

Assigning Point-of-Sale (POS) Discount Level
1. Search for the guest account in Search Panel.

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

3. Inthe Name section, select the discount template from the drop-down list.

— Mame
Surname 'E
Forename A
Middle Initial
Dther Name

Other First Name

Salutation Ms
Title

Rovyality Mo
Marital Status (Undefined)

Ledle

vIP (not applicable)

Classification

Freguent Mo

Award Level

Shore-Res,ID
Onboard EMail
Total Mo of Cruise Days [0

Mumber of Cruises

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

Figure 2-40 - Micros Discount Level Assignment

4. C(lick OK to save.

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

Manifest Mo 5005 f Yes
Profession:

Passport Mo: A1234567399
Date of [ssue: 05/05/2013
Place of Issue: Texas
Expiration Date:

Birthday: 16/07/1370
Place of Birth:

MNationality: I

Birth Mationality:

Sex/Mational ID: Ff
Langugage:
|Pos Disc Template: VL1 |
Documents:

Figure 2-41 - Assigned POS Discount template

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

See also Administration, POS Discount section on how to configure the Discount

Itemizer.

Micros Advance Discount

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

[ Credit Cards T Comments T Other Info TTraveIDocuments 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 Activity Viewer TRE»‘EnueAna\yzerT History

Routing T Fidelio Discount T Micros Discount iMicros Advance Discounl Package Plan T Disallaw Dept

10 BLUE LAGOON TEST  Discount Template LVL1  Discount No: 1 * OPEN % DISC *
Major Group
1FOCD {10.00%)
2 BEVERAGE (10.00%)
6 SCRETALL {10.00%)
4 BEAUTY HEALTH (10.00%)
25 BUSIMESS CEMTER.  Discount Template LVL1  Discount Mo: 1= OPEN 9% DISC *
Major Group
1FOOD (10.00%)
2 BEVERAGE (10.00%)
6 SCRETAIL (10.00%)
4 BEAUTY HEALTH (10.00%)
44MIMIBAR  Discount Template LVL1  Discount Mo: 1 * OPEM % DISC *
Major Group
1FOOD (10.00%)
2 BEVERAGE (10.00%)
6 SC RETAIL {10.00%)
4 BEAUTY HEALTH (10.00%:)
52 FITNESS 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 2-42 - Disc,Route,Pkg - Micros Advance Discount

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

Disallow Department

The Disallow Department function manages charges not permissible from being
posted to the guest account. For example, Casino Bar, all tobacco and others.

Setting Disallow Department

1. Retrieve the guest account, then navigate to Disc,Route,Pkg, Disallow Posting
tab.

2. Select the Financial Department codes to disallow, either by Group or
Individual department code from the list, and then click Save.
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[

Credit Cards T Comments T Other Info TTraveIDocuments T Custom Info T Guest Histary T Lovyalty/ Track It ]

Guest Info | Disc,Route,Pkg | Invoice: 645.00 T More Guest Info T Service Info T Activity Viewer TRevenueAnalyzerT History ]—

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

Disallow posting for the below selected department list
Al Bars

All Beverage

All Champagne

All Food

All Shops

Goeco

Officers Allowance

m | >

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

Unselect All Select All Save

Figure 2-43 - Disallow Department tab

3.

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

Posting Failure £t

¢ 1 Could not insert the selected posting.
' Puosting disable for this departrent - 2024
Do you want to continue?

Figure 2-44 - Disallow department posting failure prompt

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

window.

Package Plan

The Package Plan function enables you to customize a cruise package that suits the

guest requirements, by combining various food and beverage outlets, excursions
and/or activities using the flexi package plan option.

Assigning/Purchasing a Package Plan

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

1.

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

At the selected guest record, navigate to Disc, Route, Pkg tab, and then Package
Plan tab.
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3. At the bottom of the screen, select one of this option:

e Assign package Plan: To assign an available package that does not have a pre-set

Purchase price.

e Purchase Package Plan: To purchase a package setup with the purchase price.

Guest Info DiscRoutePky |  Inoce:0.00 |  MoeGuestinfo | Sekelnb | AchvityVews |  Reveruedndlyzer |
Routing i Fidelio Discount 1 Micros Discount | mcros advance Discount | Package Plan 1 Disalow Dept
~ Package Plan
z sisble  [Disc %/ Max
«|Package|rotal m:|n:dmmi Value | avaiable Vakue | Enable Total QtyIRnt( |°°”"“°" |me gty vk ! [G"’“’

o | i
Sgnature Captusred
Selected Package Vakie: 0.00 Selected Pockage Qty: 0
Select & [ |Axs'wPadfagePh1I R tocee: 'Mupmml:"“ e Parkan | Enable Package Iur\mvadugenml

Figure 2-45 - Package Plan options

4. Inorder to assign/purchase a package, select the available Package from the
drop-down list, and then enter the Reason.

[~ Package Plan
Acsignment  [5% Mariner |
Emgl 10% disc Car (3-Sstar) =
; “|Errpl 1096 dise Shorex
Reason : Erpoyee (0% discount Snorex
Mid Cruse Retro SEP B
Fresdents chih 30-58 days
Fresdents dub <29 deys
Frecdents cub =80
[~ The following guelFreadents dub >60 days w |
First Name ]Lut'hnc Cakir
b |UNROBERT MX CAGGART - 5046 00000
Fidclio Department [ Micrae 9700 [tem Guantty
Descripts Limit Descount
= Amount  |Percertace Group
p 25000 Internet Cafe 0 1]
0503 Guest Cafe 7.5 100 1]
47001 Cookry Cass Revenue 9 100 ]
30011 Pnnade Gril Revenue P 50 o
Package Qty: 0 [~ Move all existng posting 'o padkage posting
Package Vaue: 85,51
Package Price: 0.00 x I Garcl I

Figure 2-46 - Package Plan assignment screen

# NOTE:

Only check the Move all existing posting to package posting when you
wish to move the existing postings to package plan. For example, A guest
purchases the package part way through the cruise, and past postings that
meet the package elements are to be considered as package plan
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Click OK to save.

and status is Active.

Information’s pertaining to the package are displayed in the Package Plan tab

Loyaty/ Track1t |

J Credit Cards ] Comments 1 Other Info ] Travel Documents ] Custom Info ] Guest History ]
Guest Info J Disc,Route,Pkg ] Invoice: 0.00 1 More Guest Info 1 @ Service Info ] Activity Viewer l Revenue Analyzer ] History
Routing 1 Fidedo Discount il Mcros Discount | Mcros advance Discount. | Package Plan [ Disallow Dept
Padkage Plan
Daly [avaiable [Disc % / Max
= [Package Total l Value |Avalable l TR oty [amiig Value fkimst
Presidents dub <29 days [ 0
i Presidents dub <29 days 284 0.00 284.00 ] 05000 Internet Cafe 0 0
05001 Time 55 1 0 |
05030 Guest Cafe Iss [100 [ T—
47001 Cooking Class Revenue 0 0 |
1 Class | = [100 o |
80014 Prnade Gril 0 0 |
80014 Prnade Grll Revenue. 1145 150 o |
1 2l
Selected Package Vakie: 284.00 Selected Package Qty: 0
Select Al Unselect Al ||A.=wPadugeP|m p“"""':";“"‘* Delete Package Plan Disable Package

Figure 2-47 - Package Plan Assi

gned/Purchased

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

package.

1.
name or cabin number.

In the Guest Handling screen, search and select the guest record using the guest

2. In the selected guest record, navigate to Disc, Route, Pkg tab, and then Package
Plan tab.
3. At the bottom of the screen, select Refund Package Plan.
Routing I Fidelio Discount 1 Micros Discount | micros Advance Discount || Package Plan | Disallow Dept
- Package Plan
) Available
* |Package Total Value |Redeemed Value | Available Value [Enable [ Total Qt |DES"'"““" Amt/Qty e | |
[201 MINERAL WATER] 0 1
[¥/|QTY PKG 1 0 112.20 112.20 | e [201 MINERAL WATER] 3 30 L
o QTY PKG 1 0 0.00 0.00 4 TV [VALUE PG 1 o o
o | QY [VALUE PKG 1 |200 100.00 100.00 2 i 3
100 100 o
1 0 o
FC Management [
Please note you are not able to undo this operation.
Total refund amount = 167.00.
Are you sure you want to refund the package QTY PKG17
Ves No
4 13
Selected Package Value: 200.00 Selected Package Qty: 10
Edit Flexible Package
Select All Unselect Al Purchase Package Plan Delete Package Plan E Disable Package Refund Package Plan

Figure 2-48 - Package Plan Refund option

> WARNING:

It is not possible to reverse the charge once a refund it is processed. This

process also disable

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

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

Routing a Package Plan posting

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

In the event where both payer and buyer has a package, all postings will go to the

payer. Once the payer package is fully utilized, subsequent postings are posted to the
payer account as normal posting.

Auto Balancing a Package Plan

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

[ Credit Cards W % Comments ] Other Info } Travel Documents T Custom Info ] Guest History ] Loyalty/ Track It W
Guest Info ] Disc,Route,Pkg ] Invoice: 0.00 ] More Guest Info 1 Q Service Info T Activity Viewer 1 Revenue Analyzer | History
Invoice |
Purchased: 390.48 Paid: 390.48 Package Balance: Unlimited
Credit Limit: 1,000.00 Non-ref. Balance: 0.00
Date |Department Credit Debit] Discount|  Vat Tax|POS-Discou[Buyer Trans.ID[User | Gross[Check#  [Manui A
P [11/09/2013 [8200 Gift Card 200.00 0.00 0.00 0.00 [PKG TEST 1 19873|a 200.00 ves_ |
P 1 13 /9000 Cash - Ship Currency 200.00 0.00 0.00 0.00 PKG TEST 1 19873/a | 200.00 \Yes
P [26/08/2013 [3000 Cash - Ship Currency 60.00 0.00 0.00 0.00|PKG TEST 1 18647|TFC/MICROS, MICI 60.00530 Yes
P |26/08/2013 |2036 Oasis Bar 60.00 0.00 0.00 0.00|PKG TEST 1 18647 |IFC/MICROS, MICI|  60.00/530 [ves |
P [15/08/2013 9000 Cash - Ship Currency 4.00 0.00 0.00 0.00 PKG TEST 1 18519(a 4.00 Ves
P 2013 |2000 &Terrace 4.00 0.00 0.00 0.00|PKG 18519/a | 4.00] [res
P 5000 3.00 0.00 0.00 0.00
P

18516)a 3.00 Yes
Yes

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

0.00 ‘ 0.00 0.00 ‘ 0.00 | 0.00 ‘ 0.00 I

Figure 2-49 - Package Plan Invoice screen

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

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

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

4. Navigate to the Invoice tab, and then click the amount under the Package
Invoice.
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2.5.

[ Credit Cards T Comments T Other Info T Travel Documents ] Custom Info I Guest History ] Loyalty/ Track It ]

Guest Info T Disc,Route,Pkg T Invoice: 300.00 ] More Guest Info ] Service Info ] Activity Viewer T Revenue Analyzer ] History
Purchased: 350.00 Paid: 0.00 Package Balance: fitd
Credit Limit: NfA Non-ref. Balance: 0.00

K — )

All Invoices LInvoice 2.Invoice 3.Invoice 4.Invoice

350.00 [ 300.00 0.00 I 0.00 I 0.00

Figure 2-50 - Settling a Package Plan

5. Choose the Payment method and verify the amount to settle when prompt, and
then click Pay or Pay & Print to pay and print the invoice at the same time, and
reduces the Package Invoice balance accordingly.

Payment Calculation

[0 T TR I90001 Cash - Ship Curren ;] Package Plan Credit: | 50,00

Amount: I 50.00 MYR Non Refundable Credit: | 0.00
Notes: l Current Balance: | 50.00

Invoice No: [ Invoice 1 s O Received Amount: | 50.00

BT ackage Invoice
™ Invoice Commission: | 0.00
(B veiees

¥ Change due enabled T Collect P | e | s

flect remaining non-refundable «

|V Disable Posting Automatically Change Due: | 0.00

Pay Pay &Print

Cancel |

Pay &Print Cash Receipt

Figure 2-51 - Paying an invoice

Invoice Tab

The Posting Handling function not only provides up to 4 invoices per guest, it also
enables you to post a manual charge to an account, route postings and handle various
payment processes.

Cashier Function



®

Posting
Account

Add Postings -
Search

Department: |

| | 10002 Doe John

J | {duplicate selected posting)

j Add

Department Amount ~
& |Guest Laundry - Washing 60,00
W Clear fields after adding to postings list Guest Laundry - Pressing 0.00
Addiional Information Guest Laundry - Express ';-.'ashi.ng 0.00
Guest Laundry - Express pressing 0.00
Check Number: |= 1223458 Crew Laundry - Washing 0.00
Server £1: | Crew Laundry - Pressing 0.00
Server #2: |
Mumber of People: ||
Invoice Number: 1 2 3 4 w

Comments: |

Postings List

Sub Total: 0.00

Acc. ID |Acc, Identifier

Totals

Batch Count:
Current 1

Batch Total:
Current Total: 50.00

i Post

Dept, ID |Dept. Details Amount

Figure 2-52 - Add Posting screen

Table 2-5 - Field definition of Add Posting screen

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

Clear fields after adding

to postings list
Check Number
Server #1:

Server #2:
Number of People
Invoice Number
Comments
Posting List

Batch Count

Current Count
Batch Total

Current Total

Clear all information in Additional Information section after adding
posting

Check Number from POS System or any manual posting reference.
Server name appeared on POS check.

Server name appeared on POS check.

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

Invoice number to post to

Additional comments.

List of postings added

Confirmation of a number of postings added in Quick Posting
function.

Current count recorded in Postings List
Confirmation of total value posted in Quick Posting function.

Accumulated value to post.

Add Posting

Add Posting allows you to post and/or manually adjust a charge.

Cashier Function

65



66

Adding a Posting

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

Guest Handling window.
2. At the Add Postings form, select the

Financial Department from the drop-down

list or use the Search option to search for a department code.

Department: | Search
{duplicate selected posting - Add
Code Description ~

(duplicate selected posting)

1000 Cruise package

10000 SHIP DAMAGE

1010 Cabin Upgrade

1011 Cabin Change

2000 Buddha Bar

2010 Casino Bar

2020 Capri Bar

2030 Caffé del Mare

2040 Pasha Club Discoteca
2050 La Terrazza

2060 Manhattan Bar

2070 Shelagh's House Irish Pub
2080 Sinfonia Lounge

2080 Le Barogue o

_

Figure 2-53 - Add Posting Financial Department selection

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

— Posting
Account Department: | Search
I I 10000 Doe Jane LI I (duplicate selected posting) LI Add
wdbearmal | Departﬂent Amount ~
p | Telephone 15,00 _I
™ Clear fields after adding to postings list Telefax 0.00
— - E-mail 0.00
— Additional Information Tren Connaction .00
Check Number: I G5M Cnboard 0.00
v Call Charge 0.00
BEmEr Ak | Call Charge Discount 0.00
Server £2: I Call Charge Service Charge 0.00
Number of People: |
Invoice Mumber: | 1 2 3 4 | v
Comments: | Sub Total: I 15
— Postings List
|.-'-\cc. 1D |.-'-\cc. Identifier |Dept. D |Dept. Details |Am0unt - oS
10000 Batch Count: I
10000 Doe Jane
Current [ 2
Batch Total: I
Current Total :I 20,00
h Post |

Figure 2-54 - Adding a charge

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

— Postings List
- r - Totals
Acc, ID  JAcc, Identifier Dept, ID |Dept. Details Amount |
10000 Doe Jane 3070 Minibar 5 Batch Count: I
10000 Doe Jane 8100 Telephone 15

Current I 2

Batch Total: I
CurrentTotaI:I 20.00

Post

Figure 2-55 - Add posting count
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5. Click Post to finalize the posting(s).

6. Posting will appear in Invoice tab, among other posted charges.

Void Posting

The Void Posting function is used to

Voiding a Posting

adjust the earlier posted transactions.

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

tab.
2. On the Invoice tab, select the transaction to void, then press the Void button.
Invoice ]
Purchased: 70.00 Paid: 0.00 Package Balance: 0.00
Credit Limit: MNfA Mon-ref, Balance: 0.00
Date Department Credit; Debit| Discount]  Vat Tax|POS-Discou|Buyer Trans.ID|User Gross|Ch ~
30/01/2015 |8100 Telephone 15.00 0.00 0.00 0.00 |Doe Jane 14118556 |z 15.00
30/01/2015 (4400 Boutigue 30.00 0,00 0,00 0,00 |Doe Jane 14118559 |z 30.00]7g
30/01/2015 |3070 Minibar 5.00 0.00 0.00 0.00 |Doe Jane 14118558 |z 5.00
L
Kl — 2
All Invoices 1.Invoice 2. Invoice 3. Invoice 4. Invoice Package
70.00 | 70.00 | 0.00 | 0.00 | 0.00 | 0.00
. Criteria . . Showe Pre Cruise
I Void I Discounts | Item Discounts | To Print Invoice Package Status |
Close Postings | Move & Route || Set Credit Limit | Hide MoPrints | = ?_?rﬁi?dmg | [V Hide Closed Posting

Figure 2-56 - Void Posting

3. The system prompts for confirmation on the charge to void, indicating the outlet
name and amount. Press Yes to confirm.

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

Void Posting Reason

Reason: IPredeﬁne Reason

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

Figure 2-57 - Void Reason prompt

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

amount.
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Date Department Credit Debit| _Discount Vat Tax|POS-Discou [Buyer Trans.ID|User Gross|Ch
30/01/2015 |2020 Capri Bar -20.00 0.00 0,00 0.00[Doe Jane | 14118561z 20,0001 |
30/01/2015 2020 Capri Bar 20.00 0.00 0.00 0.00/Doe Jane | 14118560z 20.00| 12
} 30,/0 0 8100 Telepnone 00 0.00 0.00 0.00 Doe Jane 4118 ¥ 00
30/01/2015 |4400 Boutioue 30.00 0.00 0,00 0,00 Dos Jane | 14118558z 30007
| [30/01/2015 |3070 Minibar | | 5.00] 0.00] 0.00] 0.00[Doe Jane | 14118558z | 5.00]
W
KN v

Figure 2-58 - Invoice display of voided transaction

Pay Invoice

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

o Invoice Payment -

Payment Calculation

Department: |9042 VISA ﬂ Package Plan Credit: 0.00
Amount: 50,00 UsD MNon Refundable Credit: 0.00
Motes: | Current Balance: 50.00

Invoice Mo: W Invoice 1 - Received Amount: 50,50

¥ Invoice 2
¥ Invaice 3 Commission: 0.50
W Invoice 4
: 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 Fay ‘ Pay & Print | Cancel ‘

Pay &Print Cash Receipt |

Figure 2-59 — Invoice Payment window

Table 2-6 - 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 Guest Info tab.

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

Commission field when checked.

Cashier Function



Cashier Function

Field

Description

Credit Cards Payment
Details

Package Plan Credit
Non Refundable Credit
Current Balance
Received Amount

Commission

Due Balance

Change Due

Pay
Pay & Print
Pay & Print Cash Receipt

Displays masked credit card number assigned to this invoice.

Eligible credit value for Package Plan posting.
Credit value non-refundable to the guest.
Current Invoice Balance

Amount received.

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

Outstanding sum after deducting payment applied.

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

Apply payment receipted and does not print cash receipt.
Apply payment receipted and print invoice at the same time.

Apply payment receipted and print cash receipt at the same
time.

Payment by Cash, Change Due

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

applying the the payment.

Paying an Invoice by Cash

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

2. The payment department is defaulted 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 then calculates the total
amount due by the guest.

4. Enter the amount to settle.

e If the "Change due enabled" is checked and the amount entered is more than the
Current Balance, the system automatically calculates the change due amount and
set the invoice to Zero balance. See Figure 2-60 - Invoice Payment with Change Due

o If the payment applied does not have "Change due enabled" checked, the system
then post the amount as a negative value in Due Balance, resembling a deposit
posting. See Figure 2-61 - Invoice Payment without Change Due.

o If the payment is of an exact amount, the system posts the value as payment
receipt. See Figure 2-62 - Invoice Payment with exact amount.
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Inveice Mo: [ Invoice 1
¥ Invoice 2 T Package Invoice
™ Invoice 3
[~ Invoice 4

[T Collect remaining non-refundable credit
[™ Disable Posting Automatically

vl Invoice Payment

— Payment — Calculation
Department: IQUDI Cash LI Package Plan Credit: I—DDD
Amount: I 50 usD MNon Refundable Credit: I—DDD
Notes: I Current Balance:

I 25.00

Received Amount: I 50.00
Commission: I 0.00

Due Balance: 0.00

Change Due: | 25.00

Bay | Pay &Frint | Cancel |
Pay & Print Cash Receipt |

Figure 2-60 - Invoice Payment with Change Due

Invoice No: [ Invoice 1
¥ Invoice2 | Package Invoice

< Invoice Payment -
— Payment — Calculation
Department: IQUUI Cash LI Package Plan Credit: 0.00
Amount: I 50 UsD Mon Refundable Credit: 0.00
Motes: I Current Balance: I—ZSDD

Received Amount: I 50.00

[~ Invoice 3 Commission: 0.00
[T Invoice 4 g
Due Bal : -25.00
[T callect remaining non-refundable credit I U= SEance I I
[ Disable Posting Automatically Change Due: 0.00

Pay | Pay &Print | Cancel |
Pay &Print Cash Receipt |

Figure 2-61 - Invoice Payment without Change Due

o) Invoice Payment -
— Payment — Calculation
Department: IQDUI Cash j Package Plan Credit: 0.00
Amount: I 5.00 usD Mon Refundable Credit: 0.00
Motes: I Current Balance: 5.00
Invoice No: [ Invice 1 ) Received Amount: 5.00
¥ Invoice2 [ Package Invoice
" Invoice 3 Commission: 0.00
[~ Invoice 4
Due Bal : 0.00
[V Change due enabled [T Collect remaining non-refundable credic e
i i Change Due: 0.00

Pay | Pay &Print | Cancel |
Pay & Print Cash Receipt |

Figure 2-62 - Invoice Payment with exact amount
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5. Select either Pay, Pay & Print or Pay & Print Cash Receipt to complete the
transaction. If Pay is selected, be sure to print a copy of the invoice for guest
reference.

Paying an Invoice with Foreign Currency

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

2. The system defaults the payment department according to payment method

defined during check in. Select Foreign Currency Payment department from the
drop-down list.

Payment

BIe= gt =0 el 2505 British Pound j

Amaourt: Code Description -
9505 CF British Pound

Motes: 9508 | CF Swiss Franc

Invaice No: | 2507 CF Swedish Krona

9510 CF Japanese Yen

9512 F Danish Krone

9514 CF Canadian Dallar

95150  |CL Settement Via Payrol
9516 CF Morwegian Kroner

[ Change d 9518 CF Barbados Dallar

[ Disable Pe3520 CF Australian Dollar

9521 CF Euro

9522 CF South African Rand

9523 CF Brazilian Cruzeiro

Q9911 R Gift Card Credit Pnstinn

Figure 2-63 - Foreign Currency Financial Department

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

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

& Invoice Payment -
Payment Calculation
Department: |95'35 British Pound j Package Plan Credit: 0.00
Amount: | 20,00 |GBP  Exchange Rate: 0.50000| Non Refundable Credit: 0.00
Motes: | Current Balance: 120,00
Invoice Mo: W Invoice 1 I e ri e | -1U.DD|
W Ivaicez [
W Invoice 3 Commission: 0.00
W Invoice 4
Due Bal : 80,00
[¥ Change due enabled r 1 BEancs
Change Due: 0,00

Pay ‘ Pay &Frint | Cancel ‘
Pay & Print Cash Receipt

Figure 2-64 - Invoice Payment with foreign currency
5. Select an invoice to apply this payment and the system then calculate the total
amount due by the guest.

6. 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
the ‘Change Due Enable’ is set as default.
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7. Click 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, the account is settled by a company or an agent within agreed
payment terms. The invoice is typically transferred to an Account Receivable, being
the holding account and will age until payment is received.

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

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

3. Select an invoice to settle and the system then calculate the total amount due by
the 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.

L) Invoice Payment -
Payment Calculation
P [0 74 City Ledger] j Package Plan Credit: 0.00
Amount: 5.00 UsD MNon Refundable Credit: 0.00
Motes: | Current Balance: 5.00
Invoice No: [ Invoice 1 Fee=i=sl fomiE 5.00
M Iveice2 [
™ Invoice 3 Commission: 0.00
™ Invoice 4
Due Bal : 0.00
™ Change due enabled - ue BEance
™ Disable Posting Automatically Change Due: 0,00

Pay ‘ Pay & Print | Cancel ‘
Pay & Print Cash Receipt

Figure 2-65 - Invoice payment by City Ledger

6. Select Pay or Pay & Print to complete the transaction. If Pay is selected, be sure to
print a copy of the invoice for guest reference.

Disable Posting Automatically

Deselecting the ‘Disable Posting Automatically’ from the check box sets the Posting
Allowed to No in Guest Info tab when the invoice balances is 0.00.
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L) Invoice Payment -

Payment Calculation
Department: | ENMOEEG] ﬂ Package Plan Credit: 0.00
Amount: 0.00 usD Mon Refundable Credit: 0.00
MNotes: | Current Balance: 0.00
Invoice Mo: W Invoice 1 Received Amount: 0.00
W Invoice2 T
V¥ Invoice 3 Commission: 0.00
¥ Invoice 4
Due Balance: 0.00

™ Change due enabled r
I Iv¥ Disable Posting Automatically I Change Due: 0.00

‘ | Cancel ‘

Pay & Print Cash Receipt ‘

Figure 2-66 - Disable Posting Automatically

Express C.Out: Mg
|Posting Allowed: Mo |
Fouting Status:
Serv Chg Amount: 10.00
PPD Category: Regular Guest
Payment: 9042 VISA

ERRE T | (033"20}

Figure 2-67 - No Posting Allowed in Guest Info tab

The system prompts below message when user tries to post a charge to this invoice
and rejects the posting.

Posting Failure 28

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

Figure 2-68 — Disable Posting prompt

Resetting posting status to Allowed

1. Click the Posting Status in Guest Info tab.

2. At the Enable Posting prompt, select Yes to confirm and resets the posting
allowed to Yes.

Enable Postings £

Figure 2-69 - Reset Posting status

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

2. AnInvoice Payment form opens, displaying the payment department defined
during check in.

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

Payment
IDeDartment: m

-l

Amount: Code Diescription
5042  CCVISA
Notes: 9062 |CB JCE Micros

Invoice No:

Q071 CL Qwner City Ladger (0.C.L)
3076 CL Pre-payed

2082 CD Deposit Discount

9033 CB Ship Credit

2034 CL Guest Advance

9091 CD Discount

[M Changedla iy |8 shipboard Credit
I Disable Pg9122 CB Excursion Credit

9123 CB Excursion Credit
9124 CB Prepaid- Refund Loyalty/Marketing Discc

~ 9125 CB Volksfuersorge account

9134 (R Rar Credit

-

]

Figure 2-70 - Credit Card Payment selection

4. The amount is automatically filled based on current outstanding of the selected
invoice, for example: Invoice 1 balance = $30, Invoice 2 balance = $20. When all
the invoices is checked, the total becomes $50. Adjust the amount and select the

invoice to pay if they defer.
) Invoice Payment
Payment Calculation
Department: |9':H2 VISA j Package Plan Credit: 0,00
Amount: 50,00 usD MNon Refundable Credit: 0.00
Motes: | Current Balance: 50.00
Invoice No: W Invoice 1 Received Amount: 50,50
W Invoice2 [
¥ Invoice 3 Commission; 0,50
¥ Invoice 4

I” Disable Posting Automatically

[+ Charge 1.00% commission
Credit Cards Payment Details
Card Mumber: = **=sswssss=zgnn)

Due Balance: 0.00

Change Due: 0.00

Bay ‘ Pay &Frint | Cancel ‘
Pay & Print Cash Receipt

Figure 2-71 - Credit Card Commission selection

5. The % commission shown is according to the commission rate set up in Financial
Department codes and is checked by default. The value of commission chargeable
is shown in Commission field and if the commission is not applicable, deselect
the commission check box.

6. Click the Pay or Pay & Print to complete the transaction. If Pay is selected, be
sure to print a copy of the invoice for guest reference.
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Print Invoice

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

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

1.

Select from the Report List the invoice report to print.

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

Click Print to send the print job to the printer.

b

¥ Expand all

Reports List

seerch |

Report Printing - o -

Print | Preview ]

(D RevortStatus:  Repart(mpt) existin catabase

Selection/Criteria

Printers
[Properbes]
Status: Ide
Port: Documents\*.pdf
Print Range: Copies.
Number of copies: 1

@ PrintAl 1
© Range Orientation: Portrat ~

PageFrom: [T To Cotaton: rT—

Invoice wil be sent to the following recpient

Email address has not been configured.

| print I Export Custom Excel Export

1

Figure 2-72 - Print Invoice screen

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

1.
2,
3.

Repeat step 1 and 2 of above.

Navigate to the Preview tab to view the invoice.

Click the Printer icon if you wish to send the print job to the printer.
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‘s Report Printing = = -

Print | Preview |

I Expand Al

Reports List & # |E§=.; j #h mglc'd\;gtal‘:‘

~

] jPassenger Invoices
Cabin Upgrade Invoice
Change Schedule Invoice
Walk-In Invoice

Invoice Final Statement] DEMO INVOICE
us JANE 1 :

Balzncs dus In $GD:

| Search |

Figure 2-73 - Preview Invoice before printing

Emailing an Invoice

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

Emailing an Invoice
1. Repeat step 1 and 2 of Printing an Invoice.

2. In the Print tab, press Send Email and you will receive below prompt once the
email is successfully sent.

FC Management -

| Ernail send successfully,

Figure 2-74 - Invoice successfully emailed

Exporting an Invoice

The system allows export of invoices into another file format. The supported file
formats are: Acrobat Format, Crystal Report, MS Word, MS Excel and many more.

1. Repeat step 1 and 2 of Printing an Invoice.

Cashier Function
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2. In the Print tab, press Export.

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

Export

Format:

EJrcobs Fomet DF)

Deestination:

Cancsl

|= Diskfie

=
=

Figure 2-75 - File Export Format selection

4. Select the page range to print.

5. Enter the file name to save as when the system prompts for file saving location.

DEMO INVOICE
M5 DOE JANE Embarkation: 13/02/2015
Dizambarkstion: 20/02/2015
Cabin Mo : 10000 Agcount Mo.: 1052805
FPags MNo.: 111
Dsis Location Credit Debit
30/01/2015 2000 Buddha Bar 10.00
30 2020 Capri Bar 20.00
30 2020 Capri Bar -20.00
30 2020 Capri Bar 55.00
30 2030 Caffa dal Mars 30.00
30 3070 Minibar 5.00
4080 Electroniz Shop 20.00
4400 Boutique 30.00
5000 PhotoShop 18.00
5300 Laundry 25.00
8100 Telephons 15.00
8100 Telephons 5.00
8200 Intemet 5.00
30/01/2015 8000 <Cash 50.00
30/01/2015 8000 <Cash 18.00
30/01/2015 8000 <Cash 55.00
30/01/2015 8000 <Cash 55.00
8000 Cash 10.00
2000 Cash -10.00
8000 Cash
30/01/2015 8000 <Cash 2.00
30/01/2015 29000 Cash 25.00
30/01/2015 8000 <Cash 3.00
Dore by A Total : 218.00 218.00
Balance due in 5GD: 0.00
Gusst Signsture

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

Figure 2-76 - Sample Invoice

Custom Excel Export

This function exports the invoice into a predefined Excel format.

1. Repeat step 1 and 2 of Printing an Invoice.

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

3. Enter the file name to save when the system prompts for file saving location.
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Move & Route

The Move and Route function enable bills to be organized at the time of credit sign
up, during the cruise or at the end of the cruise when a guest 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 suits the operational needs.

Moving a charge from one invoice to another

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

2. Mark the transaction to be moved.

3. Press, and hold down the left mouse click.

4. Drag the transaction to the location by moving the mouse pointer.
5

Drop the object by releasing the left mouse click.

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 Upgrade 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 |

—r

Figure 2-77 - Move & Route function

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

increases.
Al Invoices 1.Invoice 2.Invaice 3. Invaice 4. Invoice Package
110.00 | 100.00 10,00 0.00 | 0.00 | 0.00 |

Setting Up Charge Route

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

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

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

Cashier Function
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il Move postings

From

1018 Bailey A, All Tnvoices

To

Invaice 1 | Invaice 2 | Invoice 3 Invoice 4
|

1018

|01 Baiey A

2014 Casino Bar - Tobacco

2015  Casino Bar - Package

2016  Casino Bar - Service Charge A.

2017 Casing Bar - Sales Commission "
W1E Tav alerctinn

< m >
Why

When
W Actual Postings

I~ Future Postings
™ Actual Payments

I” Package Postings

Ok

Cancel

Figure 2-78 - Move Posting tab
Table 2-7 - Definition of Move Posting tab

Field Description

From Default to Guest account, All Invoices.

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

What Department Group or Financial Department code to route.

Why The reason why charges were routed.

When Type of postings to route.

1. By default, the system displays All Invoices as the main invoice. Select the
invoice where the charges are routed to.

the guest name.

3. Select either the department group or financial department code to route and the

reason in the Why field.

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

for more information.

Criteria Discount

The following function works the same as Percentage Discount in Disc, Route, Pkg
tab and has an additional check box for Actual Postings. The function creates a record
in discount portion in Disc, Route, Pkg tab when Future Posting is checked.

According a Criteria Discount

If charges are routed to another guest/payer, enter the cabin number and select

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



Select the account and navigate to Invoice tab.
Click Criteria Discounts to open a dialog box.

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

e Discounts -

— Give Discount Far
|1n 12 Bruer, 5

r How much

Percentage IIU Apply Count |5

Reasan |Enter reason herel

— What

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

[ Discount Template LI

r When

W Actual Postings
™ Future postings

Delete | oK | Cancel |

Figure 2-79 - Criteria Discounts window

Select the Financial Department entitled to discount.

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 posts the discount until it
reaches the count indicated, and No discount will be accorded to any
postings thereafter.

The system then posts an adjustment (reverse) against the original posting and
set the adjusted posting to No Print automatically, then repost the correct value
with discount indicated.

Date Department Credit Debit] Discount]  Vat Tax|PoS-Discou|Buyer Trans.ID {User Gross|Checks
30/01/2015 [3070 Minibar -20,00 0.00 0.00 0.00|Bruer 5 14113914|A -20,00(123
|30/01/2015 |3070 Minibar 18.00 2.00 0.00 0,00 }@H 5 14118915[A 20.00)123
30/01/2015 |3070 Minibar 50.00 0.00 0.00 0.00 [Bruer 5 14113912 |A 50.00)123
30/01/2015 |3070 Minibar 20.00 0.00 0.00 0.00|Bruer 5 14118912 |A 20.00)123

Figure 2-80 - Example of Criteria Discount

See also Disc, Route, Pkg
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Item Discount

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

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

According an Item Discount

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

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

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

oK | Cancel |

Figure 2-81 - Item Discount

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

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

Figure 2-82 — Example of Item discount transactions

Hide No Print

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

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

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

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

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

screen.
|23/01/2015 |3000 Cash | -598.00] | 0.00] 0.00| 0.00|Bailey A | 14118582|A | -sss.00]
|2gj01/2015 [9000 Cash | ses.00] [ 0.00] 0.00] 0.00|Bailey A | 14118881[A | ses.00]

Figure 2-83 - Example of NoPrints transactions

No Print

This function enables you to hide the voided posting or previous settlements from
being printed on the invoices. Is it only possible to set no prints for transaction entry
equals to 0.00.
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Showing transactions set to NoPrint
1. Retrieve the account and navigate to the Invoice tab.

2. Select the desire transactions and click NoPrint.

Pastings Selection Error -

IOI Balance of selected postings must be D,

Figure 2-84 -No Print posting not equal to 0
3. If the transaction balance does not equal to 0.00, the system then prompts an
error.

4. Transactions marked as No Print are highlighted in pale yellow.

|28jo1/2015 |9000 Cash | -5e8.00] | 0.00| 0.00| 0.00 |Bailey A | 14118632|A |

-593.00

|2gj01/2015 [9000 Cash | ses.o0] [ 0.00] 0.00] 0.00|Bailey A | 14118881]A |
Figure 2-85 - Example of NoPrints transactions

To reset NoPrint transactions to original state

1. Select the NoPrint transactions, then click NoPrint.

598.00

2. Transactions are reverted 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
can be adjusted for specific guest at the jurisdiction of the Chief Purser.

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

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

3. If the account exceeds the floor limit or the individual limit, a Credit Limit
Exceeded warning prompt will appear in both SPMS and MICROS System
during posting and charges will not be added.

Cashier Function



[ Credit Cards T Comments T Other Info TTraveIDocumenET Custom Info T Guest History TLoyaItyfTrackIt]

Guest Info T Disc,Route,Pkg Tln\mice: 983.DDT More Guest Info T Service Info T Activity Viewer TRevenue AnalyzerT History
Invoice ]
Purchased: 1,120.00 | Paid: 137.00 Package Balance: 0.00
it Limit: 1,000,00 Mon-ref, Balance: 0.00
10} Add Postings
- [Fasiing Trans.ID |User
Account Department: | Search -
| |1018 Baiey A | | (duplicate selected posting) | Add 14118853 |A
14118316 |A
Advanced | ! !EEPE'”’“E:t I, Amo'l-ISHDt |i| 13118637|A
V¥ Clear fields aft] Credit Limit X 0.00 311-]1:;:; :
— Additional Infar ggg 14118684 |A
. : 14113683 |A
Seciiiies o Credit Limit Exceede! 0.00 TR
Seryer =1t / l % Please increase credit limit for 1018 Bailey A 0.00 14118681 |A
Could not insert the pestings for this account, 0.00 14118680 | A
Server £2: 13118579 A
Mumber of People 14113673 |A
14118677 |A
Invoice Mumber: oK | v 14118676 | A
14118656 |A
C ts: .
emmen T SLoTEk .00 | y4118802)a
 Postings Lisk 1‘"-18?01 A "
Acc. ID__|Acc, Identifier Dept. 10 [Dept. Detals_ [Amount |~ | 05 e A )
Bailey A _I Batch Count: I
Current I il
Batch Total: I
Current Total:| 150.00
W
Stop He Closed Posting
Figure 2-86 - Warning prompt when Credit Limit exceeded
The same warning prompt appears if the account is routed and payor has
a Credit Limit defined.

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

This cannot be undone once the account is closed

Closing an account with Close Posting

1. Retrieve the account and navigate to Invoice tab.

2. Ensure all invoices are 0.00 balance. If the account is unbalanced, the system then
prompts a Balance not zero message.
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Check Balance -

Balance not zero, Pestings can't be closed,

Figure 2-87 - Balance not 0.00 in Close Posting

Click Close Postings button.

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

Close Postings 25

| Areyou sure you want te Close all above Pestings 7

Figure 2-88 - Close Posting confirmation

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

Set Spending Limit

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

WARNING:

This cannot be undone once the account is closed

Setting a Spending Limit
1. Retrieve the guest account and navigate to the Invoice tab.
2. The Set Spending Limit is enabled when routing is present in the account.

3. Click Set Spending Limit to open a dialogue window.

= Set Buyer Spending Limit \;‘i-

Buyer Spending Limit
Current Spending Limit: Unlimited
Current Total Spending: 107,40
(¥ Maximum spending limit: oo (Blank = Unlimited)

~ Addtional spending limit on top
of current spending:

oK Cancel

Figure 2-89 - Set Spending Limit options.

[

w

%]
T
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Table 2-8 - Options available in Set Buyer Spending Limit

Field Description

Maximum Spending Limit The maximum value allowed to spend.

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

4. Insert the spending limit in one of the available option, then click OK to save.

5. The system updates the guest credit limit in Invoice tab with new information.

Invoice ]
Purchased: 109,40 Paid: 0.00 Package Balance: 0.00
[Cradit Limit: 56000 | Non-ref, Balance: 0.00

Figure 2-90 - Credit limit displayed in Guest Invoice tab

Show Pre-Cruise Invoice

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

Creating a Pre-Cruise Invoice
1. Retrieve an Expected guest reservation from the Search Panel.

2. In the Guest Handling screen, click Add Posting (Pre-Cruise) to open the Pre-
Cruise Posting screen.

& Pre-Cruise Posting -
Account Identifier:
| Schmidt Jan J
Departments :
{duplicate selected posting) ﬂ I:l
Code Description Amount|
1000 Cruise package 0.00
1111 Package Plans 0.00
8510 Cruise Tickets 0.00
-

External Id: Sub Total: 0.00

Acc. Id  |Acc. Identifier Dept. Id Dept. Details Amount
Schmidt Jan 1000 Cruise package 1,500.00
Remarks :
Future Posting Date: |30,/01/20 -

Post

Figure 2-91 - Pre-Cruise Posting screen

3. Select the Financial Department to post, then click Add.
4. Insert remarks pertaining to this posting, if any.

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

6

Click Post to complete the pre-cruise invoice with earlier added postings in Pre-
Invoice screen.
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[ Comments T Other Info TTra'-‘e\Documents T Custom Info T Guest Histary T Loyalty/ Track It 1
| Guest Info T Disc,Route,Pkg I Fr?‘;g‘rﬁ;gﬁ I More Guest Info T Service Info T Activity Viewer T History T Credit Cards

Invoice ]
Purchased: 1,500.00 Paid: 0.00 Package Balance: 0.00
Credit Limit: NfA Non-ref. Balance: 0.00
Date Department Credit Debit|  Discount Vat Tax|POS-Discou |Buyer Trans. 1D {User Gross|Check#* Manual Post j|Future Posting D~
A 30/01/2015 |Cruise package >3 30/01/2015

Figure 2-92 - Sample Pre-Cruise transactions

Converting a Pre-Cruise Invoice into Actual Posting

1. At the point of check-in, the system prompts you to convert the pre-cruise
postings into regular postings.

Pre-Cruise Postings 2

I.-"'_"‘-.I Pre-cruise posting(s) exists. They will be converted to regular postings.
‘W' Do youwantto continuel

2. Select Yes to convert the postings.
A Show Pre-Cruise Invoice is now added to the bottom right of the screen.

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

#NOTE:

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

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

Undoing Non-Converted Pre-Cruise Posting

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

1. In the Cashier drop-down menu, select Quick Pre-Posting Conversion from the
drop-down list.

Cashier Function
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a Quick Pre-postings Conversion -
Selected People
|Ohta 5 30/01/2015 (1000 |0 Cruise package |Cancel

Details

Statistics Search Criteria

Selected:

o L= ™80 (25/01/2015 1 Vietnam/Hong Kong/Macau -

Processed: 0

Remaining: 2 Refresh

Converted: o | I Indude Fail Pre posting

. Pr | cl |
W Indude Cancel Pre posting e e

Figure 2-93 - Quick Pre-Posting Conversion

2. Alist posting failed to convert is displayed in Selected People grid.
In the Search Criteria drop-down list, select the Cruise and then click Process.

4. Click Yes on Quick Prepostings Conversion prompt to post all the pre-cruise
postings, and then click OK on a number of pre-postings to post when prompt.
5. In the Statistic section, number of selected, process, remaining and converted

posting(s) are shown.

Statistics

Selected: .
Processed:

Remaining: 0
Converted: 7

More Guest Info Tab

The More Guest Info tab stores various information's such as Billing Address, Travel
Agency contact, Cruise Reservation Related Information, guest picture and
Document Return status, and most of all fields in Billing Address, Travel Agency and
Product Details section are editable with an in-line edit function by simply clicking on
the field name and insert the text. Editing other sections such as Take Picture, Edit
Cruise Fare and Document Return would require the user to click on the available

buttons.
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[ Credit Cards T Comments

T Other Info TTraveIDocumentsT Custom Info T Guest Histary T Lovyalty/ Track It ]

Guest Info T Disc,Route,Pkg

T Invoice: 733.00 [ MoreGuest]nfo] Service Info T Activity Viewer T Revenue Analyzer T History

r Biling Address

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

— - Live Picture Stored Picture

m |F|dEI|U Cruise Software GmbH

MName2:

Street: Borselstrasse 16¢

City: Hamburg

State:

Tip: 22765

Country: DE Germany
- Travel Agency Take Picture
Mame: TUIAG

r Cruise Reservation Related Info

MName2:

Street: Karl-Wiechert-Allee 4 Pre-Cruise: O\{Erland

Post-Cruise; Air To:AMS

Street2: Currency: USD

City: Trav. Insurance: 10111

. Cruise Fare Code: HMM 123456%

S_tate' Fanover Cruise Fare: 2900.00

Zip: 30625 Cruise Full Fare: 3500.00
Country: DE Germany Cruise Fare Balance: 165.00
Phone: +49 (0) 511 566-00

Fax: +49 (0) 511 566-1901

Sfa\utation: Mr.. .  Product Details

First Name: Friedrich Prodiuct:

Last Mame: Krueger T

E-Mail: krueger @email.com Savings:

Agent ID:

AgentR.ID: 739789959999

Agent B.ID: 778728733577 7 Ber e

Delete

Edit Cruise Fare

Figure 2-94 - More Info tab

Table 2-9 - Field definition of More Info tab

Field Description

Name Billing Name

Street Billing Address

City City of Billing Address

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

Name Travel Agency Name

Street Street Address of Agency
City City

State State

Zip Zip Code

Country Country

Phone Phone number of Travel Agency
Fax Fax number of Travel Agency
Salutation Salutation of contact person
First Name First name of contact person
Last Name Last name of contact person

Cashier Function
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Field Description

E-Mail email address of contact

AgentID Agency ID

Agent R.ID: Additional Agency ID

Agent B.ID Additional Agency ID

Take Picture

Live Picture Live view of the guest before picture were taken
Stored Picture Picture saved using Live Picture function

Cruise Reservation Related Info

Pre Cruise Pre-Cruise arrangement. Information imported via DGS.

Post Cruise Post-Cruise arrangement. Information imported via DGS.

Currency Cruise Fare Currency. Information imported via DGS.

Trav. Insurance Travel Insurance number. Information imported via DGS.

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

Cruise Fare Cruise Fare. Information imported via DGS.

Cruise Full Fare Full Cruise Fare. Information imported via DGS.

Edit Cruise Fare Function to edit cruise fare balance. User right dependent.

Product Details

Product Product code linked to the booking

Promotion Promotion code linked to the booking

Savings Discount code linked to the booking

Return Documents

Documents are not Indicate the date/time and user who returned the guest travel
returned document.

Take Picture

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

Taking Guest Picture
1. Retrieve the account and navigate to the More Info tab.
2. The live image of the guest is displayed in the Live Picture window.

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

1

Take Picture

Figure 2-95 - Take Picture

Cruise Reservation Related Info

The Cruise Reservation Related Info section displays the cruise price paid in
Reservation system, and these data are imported from DGS ResOnline. These fields
are not editable, except for the Cruise Fare Balance, and it is dependent on User
Access Rights #4461.

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

5 Cruise Fare Change -

Cruize Reservation Related Info

Cruize Fare Code: Hidbd 1 23456
Cruise Fare: 2900.00
Cruize Full Fare: 3500.00

Cruige Fare Balance: |'| 55.00

LCancel Ok

Figure 2-96 - Edit Cruise Fare

Document Return

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

Return Documents

Documents are not returned

Return
Documents Returned
Byt A o
On: 13/04/2015 At: 13:42 ; Delete |

Figure 2-97 - Document Return in More Guest Info

Canceling a Document Return
1. In the More Info tab, click Delete to reset the document status.

2. This changes the button display to Return and status of the document as
‘Documents are not returned’.
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Service Info Tab

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

[ Credit Cards T Comments T Cther Info T Travel Documents T Custom Info T Guest Histary T Layalty/ Track It ]

Guest Info T Disc,Route, Pkg T Invoice: 157,00 T More Guest Info T@ Service Info T Activity Viewer T Revenue Analyzer T Histary

Amenities

Done |Date Time: Department Code  |Description Delivery Quantity | Amount|Sender | Comment |UserID |Done Time |Done LS
W] 31012015 09:00  FRUITE/1011 Fruit Basket

I GIFTOR/ 575 Food & Beverage 1.00 0.00 | Heidi

| | 2|

[ Multiple Li
Ll Mew ‘ Change ‘ Delivered ‘ Delete ‘

Print Gift Card

Special Requests

Done |Date Time Action  |Action Reguest  [Dept Event Date |Description Delivery Qty UserID Done Done Time
10/04/2015 14:26

Done ‘ Mew ‘ Change Delete ‘

Figure 2-98 - Guest Handling-Service Info tab

The screen is divided into two sections:

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

2. The section contains all the Special Requests for a passenger with special needs.

Setting Up an Amenity / Special Request

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

2. Click the New button under the Amenity/Special Request section to open a
dialog box, and then fill in all the required information.
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7] New Amenity -
Amenity Information Sender
Sender
Cade [Frums 2 [Fruit Basket pane
Description |=r it Basket |
Message from [Have a wonderful cruise vacation,
Sender
Ext. Code 1011
Comments
Delivery
Division | 232 Service |
Date [31/01/2015 [l
Quantity 1 Time [os:00:00
Price each ||:|.|:||:| Location |
Cost | Occurrence |
Currency | j
Applicable | Undefined ﬂ Dane by
Date,/Time |
Status Active
Waiter |
CK ‘ Cancel

Figure 2-99 - Amenity Information Form

& Mew Special Request -
Special Request
Department Code: | 200 Housekeeping =]
Action Code: 5 ?
Description: Feather pillow
Quantity |5

Event Date/Time |

Delivery
Date/Time |

Location |

Ck Cancel

Figure 2-100 - Special Request Form
Table 2-10 - Field definition of Amenity / Special Request Form

Field Description

Code / Action Code Short Amenity /Special Request Code
Description Description of the code

Ext. Code External brochure/reference code.

Comments Additional comments pertaining to this amenity
Quantity Required quantity

Price each Unit price of amenity
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Field Description

Cost Amenity Cost Price

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

Message Message from sender

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

Time / Event Time Schedule delivery time

Location Delivery location

Occurrence No of occurrence if any

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

3. Click the OK to save, and this adds the items into the Amenities/Special Request
section and a Red X envelope icon under Done column.

Amenities

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

Feather pillow

Figure 2-101 — Amenities/Special Request Items

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

Marking Items as Delivered
1. Select the item from the Amenity/Special Request section and then click
Delivered.

2. The system then replaces the Red X envelope with a Check Mark in the Done
column, with its Date/Time and User who complete the task shown.

- Amenities

0.00 Jane 1x02

0,00 |Heid

10/04/2015

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

EP 10/04{2015 14:09

Figure 2-102 - Amenities/Special Request Delivered Items

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

4. The system places a check mark on the Service Info tab as an alert that there are
entry needing follow-up.
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2.8.

Activity Viewer Tab

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

¢ EONE, Use RCL XML Format

e Personal Itin, ShowAlt

[ 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: 733.00 T More Guest Info T Service Info T Activity Viewer T Revenue Analyzer T Histary
4 |Fi30Jan " - ﬁ |Is|and Tour at Danang-D'anang
7a | 82 | 92 [ 10a] t1a| 12p| 1p | 2p | 3p | 4p | 5p | &p | 7p | 8 | 8p
| | | | |
Speciality Dining ‘
bAAIN
Spa ‘
Spa Spa
1 )
Activity Information
Name ‘ Cabin | Type: Speciality D ate/ Time: Fri.lan 30 5:15 PM
Bailey, & 1018 B
Al Activity  [DINNER al MAIN
Table: 3
From Date: [30/01/2015 o Event: [ -Dining =]
To Date: ‘30;01:2015 Print —
Figure 2-103 - Activity Viewer Screen
Table 2-11 - Activity Screen
Field Description
1 Date/Time grid of activity screen
2 Type and scheduled time of activities
3 Details of selected activity
4 Date/Time of even filter for Itinerary print out

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

I .- . I ﬂ

30 Minutes
v 1 Hour

2 Heours

& Hours

12 Hours

1 Day

10p 11 p

The activity time in the grid are indicated according to the color define for each type
of activity per below:

Cashier Function



2.9.

Cashier Function

e ]

Speciality Dining

Spa

Navigating through Activity Viewer

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

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

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

4. Anitinerary can be printed from the same screen. A report configuration under
report group Itinerary is required prior to printing an itinerary. See
Administration User Guide, Report Setup section for report configuration steps.

Printing an Itinerary

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

To Date: [30/01/2015 print

2. Select the type of event from the drop-down list.

3. Click Print to generate the Itinerary.

Shore Excursion
Passenger Activities Report
Cabin: 1018
Name: Ms. A Bailey
Activity Date
Time Activity Description

Friday, January 30, 2015

09:30 - 14:30 Tour A

ACTIVITY INFORMATION

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

Figure 2-104 - Sample Excursion Itinerary

Revenue Analyzer Tab

The Revenue Analyzer provides a revenue analysis of selected guest by date,
department and transaction number order. It comprises of two tabs - Department
Details and Item Details. By default, information displayed on the screen are
imploded and only the transaction date, net total and gross total are shown. In order
to view a detailed information, place a check mark in Expand All or manually click
the “+/-' key to show/hide the column or click the arrow down on the drop-down list
to further expand the information of respective column.
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[ Credit Cards T Comments T Other Info T Travel Documents T Custom Info T Guest History T Loyalty/ Track It W
Guest Info T Disc,Route,Pkg T Invoice: 39.00 T More Guest Info T Service Info T Activity Viewer I Revenue ﬁnahfzerl History
Department Details T Item Details ]
¥ Expand All
ransaction Date epartment R R Net Total|Gross Total
=12015-01-22 Embarkation Day =12080 Manhattan Bar | 14118552 10.00 10.00 "
Total 10,00 10.00
213070 Minibar 14118658 5.00 5.00
Total 5.00 5.00
=14000 Logo Shop 14118657 14.00 14.00
Total 14.00 14.00
Total 25.00 25.00
=12015-01-30 Island Tour at Danang | =12000 Buddha Bar | 14113879 10.00 10.00
Total 10.00 10,00
Total 10,00 10.00
Total 39,00 39.00
=
1 »

Figure 2-105 — Revenue Analyzer Viewer Screen

Table 2-12 - Field definition of Revenue Analyzer

Field

Description

Transaction Date
Department
Transaction Number
Total

Net Total

Gross Total

Date transaction was posted.

Financial Department.

System generated transaction ID.

Sub-total of each Financial Department.

Total Net amount (Total value excluding discount).

Gross amount (Total value before discount)

History Tab

The History tab stores future and past reservation records, as well as the cabin

change log. Other than the Future Reservations section where the user is able to

insert, edit and remove a reservation, all other information on this screen are non-

editable.
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WE FrontDesk Csshier Options Security About Exit

Group Selector/Resident Selection

[show a1 =] Ed

( Comments T Other Info TTrave\DDcumenlsT Custom Info T Guest History TLuyauwTrackﬂ

Guest Info T Disc,Route,Pkg TPV’E'IH\-‘DI(E: EI‘IJEIT More Guest InfDT Service Info T Activity Viewer ] History “ Credit Cards | |

Guests found: 6 Selected: 1

| | cabin|name
Bel,] Ms

>

Chan, kelvin 03/02/2015
- 07/02/2015

Lee, Jones 03/02/2015
- 07/02/2015

1021 |Lee,May

Checked-out | Checked-In

Zhang, Joe 03/02/2015
- 07/02/2015

| cancelled | Expected

No Show

~

Figure 2-106 - History tab

Pl el alalalolalvl]

Al

IIIVlZ‘A‘XlN\lA‘ﬁ‘LlSlU‘Olle‘N

wl ]

Previous Reservations
[Fram [ra |cabin [notes [stay Duration
p |13/01/2015 |30/01/2015 [10000 | |17
|30/01/2015 |30/01/2015 [10000 | [1

Future Reservations

From To Cabin
31/01/2015 03/02/2015 1021
Hew ‘ Edit ‘ Remove ‘
Cabin Change History
Date Time Cld Cabin New Cabin Reasons Changed By

Table 2-13 - Field definition of History tab

Field Description

1 e  This section stores records of previous reservations by date, cabin
number, notes and overall stay duration.

e Records are captured once user checks out the guest.

2 e This section stores records of future reservations.

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

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

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. C(lick OK to save and the record is inserted in the Future Reservation section.

Expected Embarkation Date

Expected Disembarkation Date

) Future Reservations
Cabin ,1']157

Cancel

012015 *

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.
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Removing Future Reservation

1. In the Future Reservation section, select the future reservation.

2. (lick Remove to remove the record.

Comments Tab

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

[ Guest Info T Disc,Route,Pkg T Invoice: 235.30 T More Guest Info T Service Info T Activity Viewer T Revenue Analyzer History
Credit Cards | (% Comments I Other Info T Travel Documen ts Custom Info T Guest History T Loyalty/ Track It
B % Comment Comment 1L Resolution | Document Image ]
13 CABSAF|23/08/2015 10:49:32| Complaint - Service by T
(# 23/08/2015 11:04:40 Complaint - Service by TESTER

Selection: [selected quest =
Entry Date [23/08/2015 10:49:32
Entered By (User) [TESTER, CREW LiNkED A" MR
Entered By (User ID) fa
Reported By (Person) [Reception
Comment Code [ caBSAF Cabin Safe =]
Comment Category [com L Complants =~
Comment Description [Cabin Safe doss not accept pincode entered. Require a reset
Remarks
Comment Report Type [ATDSK At Desk -
External Code [

€ > Resolved By(Date/Time) ‘anwmg j ‘m 49:32 1=
Associated Cost [o.00

Add Commen it Rem Comment Remove Resoluti
¥ Urgent [” sensitive
‘ Spel Check ‘ Comment Department Invalved [comia, S

Figure 2-107 - Comments Tab

Adding a Comment/Sub-comment
1. Click the Add Comment at the bottom left of the screen

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

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

4. C(lick Save to save the record, and this adds a Red Cross indicator on the
Comment tab.

5. If a Comment is selected and Add Comment is clicked, this creates a sub-
comment, with the Comment Category and Comment Description being
defaulted to the main comment and they are not editable.

Attaching Image File

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

2. C(lick Scan Document or Upload File if uploading an image from a storage
location.

3. C(lick Save to save the image to the database.
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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 will set all sub-comments as resolved.

£ Comment Comment 1 Resolution 1

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 11:12:4%6

Entered By (User) ITES'TER. CREW LINKED A" MR

Date/Time Resolved IBIUEHUIS

j |‘12:46

Resalved By (Person) |

Resolution Code |

Resolution Description

Comments

< >

Add Comment

External Code I
Remove Comment

Assodiated Cost fo.00

| Spel Check ‘ I Resalved

Figure 2-108 - Comment Resolution tab

Other Info Tab

Other Info tab stores the passenger flight assignment, cabin maintenance tasks and
other general information. Other functions included in this tab are board card

printing, enabling/disabling phone and printing passport label.

[ Guest Info T Disc,Route,Pkg T Invoice: 235.30 T More Guest Info T Service Info T

Tender Group 1 Protection Plan:

Wireless Plan Sales Amount: 0
Cruise Days: 3
Award Level: 2

Cruise/Tour Indicator:
Cabin Sharing:

New Board Card Print Door Card External Board Card Disable Phone Enable Phone Print Passport Label

Reset Board Card

Activity Viewer T Revenue Analyzer History
Credit Cards Comments ] Other Info [ Travel Documents Custom Info T Guest History T Loyalty/ Track Tt
Flight Assignment
AD/T | Flighto | Departure Details | Arrival Details | T/F price [ Mo of Bags | BagLabel | Airine Check In | PrR | International Flight | Fiight Seat
D AA 105 22/08/2015,IT 12/08/2015,IT 100 2 DOE No Yes 15
A AAIOD  29/08/2015T 30/08/2015,17 100 2 DOE No Yes 1
< >
ackage Code:
Destination Code: . .
Add Edit Delete | Airline Check In
Maintenance
Priority Date Time |Completion Date |%e-Done|Task Code  |Order No|Doc. No|Type  |Description N
1 Medium |24/02/2010 14:49 [25/02/2010 12:49 100 | Carpenter 113627 AN.O. |RIPARARE PORTA BAGNO
1 Medium 25/02/2010 |07:36 |25/02/2010 12:49 100 | Carpenter 113703 A.N.0. PLEASE TOILET DOOR NEED TO BE FIX THANKS
1 Medium |02/05/2010 (22:17 (03/05/2010 13:03 100 | Carpenter 122334/ A.N.0. |PLEASE BALCONY CONNECTING DOOR NEED TO BE FIX THANKS
2 High |08/05/2010 |17:51 |30/04/2010 07:08 100 | Carpenter 123250 A.V.0. |PLEASE BED BROKEN NEED TO BE FIX THANKS
1 Medium |11/05/2010 |22:08 |11/05/2010 14:20 100 | Carpenter 123748 A.V.0. |PLEASE MINI BAR DOOR NEED TO BE FIX THANKS
1 Medium 22/06/2010 |08:32 |23/06/2010 08:35 100 | Carpenter 130050 A.N.O. PLEASE WARDROBE DOOR. NEED TO BE FIX THANKS
1 Medium |19/01/2012 |13:37 25(F k i 135524 testing |Housek
1 Medum 11/07/2012 |15:41 0 |Electronic 135787 it
4 Mmdis i | 2AMAAIIAAA |40 40 YT PET=E Lo R TR Furam—" sy v v
Guest Categories Other Information

Figure 2-109 - Other Info Tab
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Flight Assignment

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

Flight Assignment section.

£ Assign New Flight x|
Assign Flight
Flight Direction : -
Flight Date : | 29/08/2015 00:00 |
Flight Carrier/llo : |44 100 -
Flight SeatMo: |
Flight Class : |
Passenger Na!'ne |
Record {(PNR):
[ Onboard Airline Check In

oK ‘ Cancel ‘

Figure 2-110 - Flight Assignment in Other Info tab

Adding arrival/departure flight details,
1. Click Add in the Other Info tab, Flight Assignment section.

2,

Select the Flight direction, date, Flight Carrier from the drop-down list, and then

enter the Seat No, Flight Class and Passenger’s Name.

Click OK to save the record.

Note: The Edit assignment only allows you to edit the Transfer price, no of bags,

bag label or Seat number.

cL Edit Guest Flight x|

Guest Flight Options

Transfer Price
Number of Bags : |2

Bag Label : |poE
Flight SeatMo: |15
Flight Class : E

0K ‘ Cancel ‘

Figure 2-111 - Edit Flight Assignment

Maintenance

The Maintenance section displays all maintenance task related to selected cabin,
regardless of its completion status and these tasks are entered in Maintenance

module.

Guest Categories

The Guest Categories section displays the selected information from Edit
Information, Guest Categories check box. These information’s are configured in

Administration, System Codes, Guest Categories codes.
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Guest Categories / Other Information

The Guest Categories and Other Information section displays the selected
information from Edit Information, Guest Categories check box and various fields in

Name/Reservation section.

Travel Documents Tab

Details of the guest passport,

identification or any travel documents captured

through passport/ID scanning device are stored in this tab and are purged at the end
of the cruise or according to the policy defined by the Ship.

[ Guest Info T Disc,Route,Pkg T

Invoice: 0.00 T

More GuestInfo T Service Info T Activity Viewer T Revenue Analyzer History

Credit Cards T Comment ts Other Info

0

T Travel Documents T Custom Info T GuestHistory T Loyalty/ Track It

Documents List Predefined

Last Name:
BirthDate:
MRZ 1
MRZ 2
MRZ 3;
Number

Document Type: B2-Tourist Visa
Dacument Name:
Document Number:

Document Type: PPC-Passport Card

PASSPORT

31/10/2022
CN-China
cHN

T S e e SR e

Add New | i

Figure 2-112 - Travel Documents tab

Table 2-14 - Field definition of

Travel Documents

Field

Description

Predefined Document Type

Document Type
Document Number
Issue Date
Expiry Date
Birthdate

Issued Country
Valid From
Document Name
Issued Place
First Name

Last Name

Code MRZ1

Document type configured in Administration Module, eg:
passport, identification card.

Type of Visa

Passport or ID number
Document issue date
Document expiry date
Passenger Birthdate
Country document were issued
Validity of document
Document type
Document issued place
First Name

Last Name

Machine Reader Track 1
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2.14,

Field Description

Code MRZ2 Machine Reader Track 3

Code MRZ3 Machine Reader Track 3

Number of Entries Number of entries allowed

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

Adding/Editing a Travel Document

= Document Add/Edit “

r~Document Details

Predefined Document Type: || LI Document Name: I

Document Type: I LI Issued Place: I

Document Number: First Name: I

Issue Date: v| LastName: I

Expiry Date: | CodeMRZ1:

Birthdate: v| codeMRZ2:

Issued Country: LI Code MRZ3: I

Valid From: j Number of Entries: I— Allow Duration of Stay: I—

—Document Photo ————— ~Document Snapshot V¥ Save Document Image —

Document Holder's Photo
Capture from Reader

¥ Assign to Account

Upload File oK Cancel

Figure 2-113 - Travel Document Add/Edit screen

1.

o > @D

In the Travel Documents tab, click Add New to open the Document Add/Edit
form.

Fill in all relevant information using the drop-down list or manually enter them.
Click Upload File to upload the picture or scanned a document.
Click OK to save the travel document.

To edit, click the Edit, update the relevant information, and then click OK to
save.

Custom Info Tab

The Custom Info tab is a user definable field that allows you to customize the field
according to you operational requirements. The field names are defined in
Administration, Administration, User Definable Field Setup guide.
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Guest History Tab

The Guest History tab records the historical reservation data, the amount spent,
amenity and special requests from various ships the guest has been on-board, and
these data are transferred from Shoreshide Fleet Management System database
through the Reservation Online Interface. The Guest History screen is comprised of
two main tab - Booking and Raw XML.

The Booking tab is further sectionalized into 5 different views and they are:
Transactions, Item Details, Shore Excursion, Amenity, Special Request and
Comments.

[ Guest Info T Disc,Route,Pkg TPre-Involce: U.UUT More Guest Info T@ Service Infa T Activity Viewer T History T Credit Cards

Comments T Other Info T Travel Documents T Custom Info I Guest History I Loyalty/ Track It I

Booking 1 Raw XML

ip Name _|Cruise Code | Description Embark Date|Debark Date [Cabin
v iMY Shadow [SHO212 WOY#212 ALASKA SE 13 |01/09/2007 |08/09/2007 |7055

T Item Details T Share Excursion T Amenity T Special Request T Comments
W Expand all
e — e ——d T e |
=lrion ship Elpaily Service Charge  [ElMonship  |D1/09/2007 10,00 ”n
02/05/2007 10.00
03/08/2007 10.00
Total 30.00
Total 30.00
Total 30.00
ElRent 8in 50 Wine and Champagne | 2l Gift Shop - Rent Bin 50 | =lshops 04/09/2007 1.43
Total L.ag
Total Lag
Total L.ag
Total 3L.4
-
L] | _>U_I

Figure 2-114 - Guest History Tab

Transactions Tab

The first tab within the Booking tab is Transactions. In this tab, past transactions from
previous cruises sorted by Department class, Department code, Department Group,
Post date and Sum of amount are shown.

Transactions ] Item Details T Shore Excursion T Amenity T Special Request T Comments
[V Expand Al
T — T - |
Elnon Ship Elpaily service Charge  |SlNon ship  |01/03/2007 10,00 =
02/09/2007 10.00
03/02/2007 10.00
Total 30.00
Total 30.00
Total 30.00
=lRent Bin 50 Wine and Champagne | ZIGift Shop - Rent Bin 50 | =lshops 04/03/2007 1.43
Total 143
Total 143
Total 148
Total 3148
-
Ll | _>IJ_I

Figure 2-115 - Guest History Transaction tab
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Pressing the +/- key or the arrow down key will explode or implode the details under
each section, enabling information in each respective columns to be further drilled
down.

DEPARTMENT -

E<Daily Service Charge

B<Gift Shop - Rent Bin 50
+ - % < X

Items Details
The Item Details tab list all the POS Postings in details.

Transactions I | shoreexarson | Amenity | specalrequest | Comments
Family Group |M_ajgr Group |Location [rtem DescriEﬁoletleoial |
Unlimited Drinks  [Non-Alc P QOcean Bar *Soft Drink Car |1 [18.00

2.89
4.45
8.90
5.65
5.45

0.00
0.00
0.00
Unlimited Crinks  [Non-Alc P Buddha Bar Water . tr 1 [185

Figure 2-116 - Guest History Details tab

Shore Excursion

The Shore Excursion tab displays past excursions participated by the guest.
| Trensactons | Item Detals | Shore Excursion,__| Amenity | specelreauest | Comments |

|Port |DescriEﬁor1 |Languae Tickets |Type |Amount |
02/02/2007 [SPU |Mestrovic Gallery, Solin and Trogir i |1 [ADULT [s2.00

05/02/2007 [RAV |Marvelous Mosaics and A Taste of Raverna [Engish  [1 [ADULT [34.00

Figure 2-117 - Guest History Shore Excursion tab

Amenity

The Amenity tab displays past chargeable amenities requests from previous cruises.

| Transactions T Item Details T Shore Excursion I iAmenity: l Special Request T Comments

|pepartment |Location |amount|oty[rote
~MISCELLANEOUS SERVICE |50 - BEVERAGE SERVICES |BEVERAGES 37.35 RUFFINO PINGT GRIGLO HAPPY ANNIVERSART!

M5

MS - MISCELLAMEQUS SERVICE (50 - BEVERAGE SERVICES |MARKETING PROMOTIONS m ALTERMATE RESTAURANT RESERVATION PP ENJOY THE PINMNACLE GRI

Figure 2-118 - Guest History Amenity tab

Special Request
Special Request tab displays the request history during each stay whilst on-board.

| Transactions T Item Details T Shore Excursion T Amenity Comments

- ADMINISTRATION

- MISCELLANEOQUS SERVICE 10
- MISCELLANEQUS SERVICE |10

Figure 2-119 - Guest History Special Request tab

- ADMINISTRATION 374602886
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Comments

The Comment tab displays past comments inserted on previous cruise.

| Transactions T Item Details T Shore Excursion T Amenity T Special Request | iComments:
e

Resolved |Status |ReportType  |Date Desaription Comment Type
Unresolved |Open 01/0%/2007 |left courtesy vm-abbie [Insert Free Text Here]

Closed 15/04/2009 |Issue: Grinding noise from bathroom ceiling == ot Assi =
Resolved  [Closed 01/03/2007 |LVM to guest informing Egypt Visa is $15 per persan. = Not Assigned ***
Unresalved |Open 06/02/2007 |left vm dring GO === Not Assigned ===
Unresalved [Open 02/03/2007 |if gst approach, kindly show thm the onboard value booklet as gst is inguiring|*** Not Assigned *==
Unresalved |Open 02/09/2007 |courtesy call === Not Assigned ===
Resolved  [Closed |Air Conditioning |30/10/2011 |Facility Manager Facility Manager
Resolved |Closed |Odar 20/11/2011 [11/20/2011  1245PM Guest Relations Supervisar

Figure 2-120 - Guest History Comments tab

Raw XML

The Raw XML tab shows the actual passenger history in XML format that was sent
from Reservation Online to the ship database.

Booking ] Raw XML
<GUESTDETAILS xmins:xsi="http:/fw w3,0rgf2001XMLSchema-instance” xsiischemalocation="http:/ w. foruise, com jechemas Flonsol DataSetGuestHistory xed C:\Jsers
\CPathak!\Desktop\07-Apr-20 10\GuestHistory. xsd” xmins="http: wwww. foruise, comfschemas FConsol Da tGuestHistary. xsd™>

<PASSEMGER >

<PASSEMGERID > 123456 78 < /PASSENGERID >

<FIRSTNAME =PAULA </FIRSTNAME =

<LASTNAME =>COOK < [LASTMAME >

<BIRTH_DATE »1374-09-07</BIRTH_DATE >

CSEX =P 5EN =

<ADDRESS >
<PASSENGERID > 123456 78 < /PASSENGERID »
<ADDRESSID > 1000006425 </ADDRESSID >
<STREET »1739 WILSON AVE «/STREET>
<ZIP >817841774< 2P >
<CITY >UPLAMND </CITY >
<STATE=CA</STATE=
<COUNTRY =US < /COUNTRY >
<TELEPHOME 2083422972 </ TELEPHONE =]

</ADDRESS>

<IDENTIFICATION>
«<PASSENGERID = 123456 73 < /PASSENGERID =
<IDENTIFICATIONID > 1000012232 < fIDENTIFICATIONID =
<DESCRIPTION >Frequent Cruiser Card«/DESCRIPTION »
<CARDMO =374602885< /CARDNO >
<ISSUE>1900-01-01</I1SSUE>
<EXPIRY>1900-01-01</EXPIRY »
<COUNTRY %= [COUNTRY >

< fIDENTIFICATION=

<IDENTIFICATION>
«<PASSENGERID » 123456 78 < /PASSENGERID »
<IDENTIFICATIONID > 1000012233 /IDENTIFICATIONID =
<DESCRIPTION >Passport</DESCRIPTION =
<CARDNO »07899951720< /CARDNO >
<ISSUE>1900-01-01</ISSUE >
<EXPIRY>2008-07-26< /EXPIRY =
<COUNTRY =M </COUNTRY >

</IDENTIFICATION>

<BOOKINGS_DETAILS >
<PASSENGERID > 12345678 </PASSENGERID >

Figure 2-121 - Guest History Raw XML tab

Loyalty/Tracklt Tab

Loyalty/Tracklt tab provides a quick overview on the loyalty program the passenger
is attached to, and items that were confiscated or returned during
embarkation/disembarkation, and the confiscated items are managed in TrackIt
module.
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ok % 4 s

Confiscated Item
Item T Item Name |Date Collected Store Location

quid Beverage |E225) 17/02/2016 11:30:12 |STORE ROOM 2
Sharp Objects |sassors | 17/02/2016 11:30:12 |STORE ROOM 1

ey,

b L

Figure 2-122 - Loyalty/Tracklt tab

Loyalty Assignment

The passenger may sign up a loyalty program through the course of the voyage and
information such as loyalty card number, points balance, personal details are stored

in this tab.

—Loyalty Program Information

VIP Title: 5 /VIP SUPERVIP

Card Mumber: I Card Expiry Date:

|17/02/2018

Points Balance: Isngg Points Last Read Date: I

r VIP Information

Surname: IDoe

Forename: IJchn Birthdate:

|17/02/1356

Tel No.: [+1 168 15464554 Postcode: |

Address 1: I

Address 2: I

Address 3: I

City: I Country: IUSUnitedSiates vI State:

I FL Florida{Us) - I

—Document Information

Document Type: ¢ Passport {* National ID

Document Mo: 3232321321

lzzue Country: I{not applicable) ;l

—Remarks

Figure 2-123 - Loyalty Program form

Adding/Editing a Loyalty Program

1. In the Loyalty/Tracklt tab, click Add to open the Edit Loyalty program form.

2. Fill in all relevant information’s using the drop-down list or manually enter

them.
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3. To edit existing information, select the line item and then click Edit and then
update the information.

4. C(lick Save to save the information.

Confiscated Item
Movement and storage location of the confiscated items are displayed in the
following section and records are updated:

e  When a confiscated item is returned or checked-out temporarily to the passenger, the
system removes the record from Confiscated Item section.

e  When a confiscated item is checked-in by the passenger, then the system inserts a
record in the Confiscated Item section.

Confiscated Item

Item Type |Item Mame |Date Collected Store Location
p |ALHOCOL [LIQUOR 1372015 3:35:55 PM} [BAR

Figure 2-124 - Confiscated item storage location

2.17. Renew Reservation Function

Instead of making a new reservation for passengers that has checked-out, a
reservation can be renewed using the guest historical data.

1. Navigate to the Check Out tab in Search Panel.

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

Mame Doc i Show Embark
MofCabin Dates
e [ ]
Show
Party

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

4. C(lick the Re-New Reservation located at the bottom of the Guest Handling
screen.

5. At the New Guest Reservation prompt, select Yes to renew the reservation.

New Guest Reservation z

:I IMake a new reservation for this Guest?

6. Click Edit Information to change the expected arrival date, if required.
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2.18.

2.19.

Express Reservation Function

The Express Reservation function within Guest Handling enables you to create a
quick reservation using a simplified Reservation Form. Refer New Reservation
Function for further information of the field descriptions.

i1 Express Reservation

New Reservation

Name Travel Information Agent Information

Surname J| Embarkation Date  |3/3/2015 :I Agent Id |
Forename J Embarkation Port |BRJDGE|’OWN ;l e — I
Middle Initial | Disembark Date  [9/10/2015 | Bookngld |
sautaton | DisembarkPort | (not applicable) =]
Other Name J Cabin j
Other First Name
VIP J j Other Info
Permanent Resident Id Ii
Royality No@ I
ST Document Image Acquired (Only visible from supported Passpart Reader) | Other Info |
Passport No ‘
Issue Date J—_l
Issue Place J
Issue Country J ﬂ

Expiry Date
Birthdate

Birth Place J
Nationality J IT Italy j
Gender J j g .Assig'.n as Guest .Pho:o
National ID ‘ :
Documents [~ Checked [~ Collected
I Notice And Consent o e

Figure 2-125 - Express Reservation form

Creating an Express Reservation
1. Click the New Reservation locate at the bottom of the Guest Handling screen to
open the Express reservation form.

2. Enter all relevant information's into the form and update the embarkation /
debarkation date. Do note that the Embarkation Date on the form is set to current
System Date by default.

3. C(lick OK to save the reservation.

Get Credit Cards Function

Get Credit Cards enables you to update the passenger credit card details by swiping
the card through the magnetic card reader.

Updating Credit Card Details

1. In the Search Panel, search for the passenger record, then click the Get Credit
Card locate at the bottom of the Guest Handling screen to open the blank Credit
Card Entry form.

Cashier Function



Credit Card Entry
Card Details
MNumber: Credit
Card

Expiry Date:
Owner:
Use the card to pay for the following inveoices :

=

I

I

r |

I =

Manual | oK | Cancel |

Figure 2-126 - Credit Card Entry form

2. At the blank Credit Card Entry form, swipe the credit card through the magnetic
card reader to enable the system to auto populate the credit card details on

screen.
Credit Card Entry
Card Details
EURDCARD
Mumber: HEAXEEERENFFRE 004
Expiry Date: 0320
Owner: MASTESTCARDMOO75/M

Use the card to pay for the following invoices :

=
=
:: | ¥ Set Spending Limit |
| I_

Credit Card Accepted

Figure 2-127 - Setting Credit Card Spending Limit

Manual | oK | Cancel |

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

Mumber: C:;::‘:;:
Expiry Date: l—

Owner: |

Use the card to pay for the following invoices :
[v Al Invoices

=
IV Make this card active

=l = = =

Swipe Ok Cancel

Please enter card number

Figure 2-128 - Manual Credit Card Entry form

Cashier Function 109



3. Click Yes at the CC-Check dialog box to update the credit card details onto the
guest account.

4. Stored credit card details are viewable on Credit Card tab.

[ Comments T Other Info TTraveIDocumentsT Custom Info T Guest History TLoyaItyfTrackIt]

Guest Info T Disc,Route,Pkg TPre-Invoice: D.DDT More Guest Info T Service Info T Activity Viewer T History T Credit Cards

Active Invoice |Card Type Card Mumber Exp Date |Card Owner Parcellado Limits Signature Exist

MASTESTCARDNOOZS/M N

Signature Captured

Print Receipt View Authorizations Activate Card Set Card Limnit

Rernowe Card Ianual Incrernent Deactivate Card Enrcll Parcellado

r Reward Cards
Active |Card Mumber |Exp Date |Card Qwner

View Autheorizations Inquire Paints Fedeern Points Restore Points

Figure 2-129 - Guest Handling Credit Card tab

Capturing Signature

If a Signature Capture device is installed, a sample of the guest signature is 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.

Please Sign below to Accept the Charges

Cradit Card Disclaimar, Secure by Master Card

Figure 2-130 - Sample signature on Signature Capture device

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

110 Cashier Function



Cashier Function

[ Guest Info T Dlsc.Rnute.PkgT Invaice: 0.00 TMnreGuestInfﬁT Service Info T Activity Viewer TRE\-‘EI’!UEAI’\BNZEF Histary
Credit Cards T Comments T Other Info TTraveIDU:umemsT Custom Info T Guest Histary TLDy’aHy’jTrackll

Number of Cards Registered @ 1

Active Invoice |Card Type Card Number Exp Date |Card Owner Parcelado

Print Receipt View Authorizations Activate Card Set Card Limit

Remove Card Manual Increment Deactivate Card Enrcll Parcellado

Reward Cards

Limits Signature Ex

i
Signature Captured

Active [Card Mumber Exp Date |card Owner

View Authorizations

Inguire Points ‘ Redeem Points ‘ Restore Points ‘

Figure 2-131 - Credit Card Tab - Stored Signature

Registering Multiple Credit Card

Multiple card type maybe stored for ease of settlement and is particularly useful

when a guest decides to settle part of their invoices invoice using certain card at the

end of the voyage.
1. Repeat steps 1 — 3 of Updating Credit Card Details.

2. The system prompts for confirmation that there is more than one card being

registered. Select Yes at the CC-Check prompt.

CC-Check IL‘

G@% Other cards registration found.
Y Would you like to register and ACTIVATE this card instead?
This will save CC MNo.: 4325432311405001 with guest: Dee, John Mr

Figure 2-132 - Credit Card Check prompt

Activating Credit Card for a Particular Invoice

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

@ Activate Credit Card -

Card Mg ;  ==ss========g004

Use the card to pay for the following invoices :
[ Al Invoices

v e 1
[~ Invoice 2
[ Invoice 3
[~ Invoice 4

Activate

Figure 2-133 - Activating Credit Card by Invoice
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2.20.

2.21.

2,

3.

( Guest Info T Disc,Route,Pkg T Invoice: 0.00 TMD[E GuestInfUT Service Info T Activity Viewer TREVEHUE Analyz:

Select the invoice at the Activate Credit Card prompt and click Activate to
activate the card.

The chosen invoice is shown under Invoice column and the card is set as Active.

er History
Credit Cards T Comments T Other Info TTravEI DncumentsT Custom Info T Guest Histary T Loyalty/ Track It
Number of Cards Registered : 3

Active Invoice |Card Type Card Mumber Exp Date |Card Owner Limits Signature Exist
os aster d & 40004 0320 ASTESTCARDNOO7S 0 os
7339|1220 TESTAMEX,/DISMEY INT Mo Limit fes

fes 2,34 American Express

No 34 |VIsA 5001(0320  |BMSTESTCARDME 762/ |Na Limit |res

« o

Signature Captured

Print Receipt View Authorizations Activate Card Set Card Limit ‘ \Ml/

Remove Card Manual Increment Deactivate Card

Reward Cards
Active |Card Number Exp Date |Card Qwner

View Authorizations

Inquire Points ‘ Redeem Points Restore Points —

Figure 2-134 - Multiple Credit Card Assignment

Check In Function

Passengers joining the cruise are required checked-in to the system prior to boarding,
and these reservations are categorized under the Expected tab.

1.

Retrieve the reservation from the Search Panel, Expected tab and then click
Check In located at the bottom of the screen.

At the Check In prompt, select Yes to check in the reservation and print keycard
at the same time.

Check-In \i‘ Check-In Ii‘

.-"'_"“-.I Check in guest: @™ Check-in Done
& 10000 DoeJane Ms [

" Print Keycard

Figure 2-135 - Check In prompt

Check Out Function

At the end of the voyage, all guest account must be checked-out from the system.
This is to ensure all accounts are in balance before performing a System Cruise
Change.

1.

Retrieve the reservation from the Search Panel, Check In tab and then click
Check Out located at the bottom of the screen.

At the Check Out prompt, select Yes to check out the reservation.

If the account is unbalanced, the system prompts for an invoice to be settled
before proceeding. Click OK to return to the guest account.
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Check-COut -

Unbalanced Invoice
Check Out not DOME

See Pay Invoice section for steps on how to settle an account.

2.22. Print Boardcard Function

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

1. Retrieve the reservation from the Search Panel and then click the Print Board

Card located at the bottom of the screen.

2. At the Print Board Cards prompt, select Yes to save the board card number under
Guest Info tab. This process increases the Board Card number shown in Guest
Info tab, and the last digit of the board card denotes the number of times the
board card were re-printed. The first printed card always end with 0.

Print Board Cards 2

| Do you want te print a copy of the existing card?

(please note that the new card will have the same charge code
and door lock code so it will not invalidate the previous charge card
nor door card)

es

Figure 2-136 - Print Board card prompt

RMU Remote Update: Mo

Shore-Res.ID:

Shore-G.10:

Frequent Mo:

Folio Mumber: 1052954

Queye 10:

BoardCard Mo: 9842000101772400

regenerate Mumber: 5]
External Reservation ID:

Figure 2-137 - Boardcard number in Guest Info tab.
3. Inthe Print Board Card Reason prompt, select the reason from the drop-down
list, and then press OK.

4. Status of the printed card is reflected in the Batch Board Card Printing screen. If
the card status is Failed, click Reprint All failed print job to reprint.

5. Check the Interface or Printer connectivity if the board card failed to print.
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2.23.

3 Batch Board Card Printing -

Batch Printing Status

Cabin |Name Status
10000 |Jane Doe Failed

Reprint Al
failed print job

fem B cacd of L OENERNDONERNNEnEDnoNEEOnaam

Figure 2-138 - Batch Board Card Printing

Printing New Board Card

During a cabin move or when guest extends their stay, a recode of board card is

required and such card is printable from Guest Handling, Other Info tab.

1. At the Other Info tab, click the New Board Card and select Yes at the Recreate
Cards prompt.

2. At the Print Board Card Reason prompt, select the reason from the drop-down
list, then press OK to confirm.

Resetting a Board Card

For lost cards, a change of lock combination for the cabin is necessary, and this
process will re-assign a new board card number to all occupants of the same cabin.
1. At the Other Info tab, click the Reset Board Card.

2. Select Yes at the Recreate Cards prompt. This process invalidates all previously
issued cards.

Recreate Cards Z8

™% e you sure you want to recreate all cards for Cabin that the guest
W' occupies?

(this will invalidate all charge and deor infermation on all cards
for all pecple in the Cabin)

Figure 2-139 - Recreate Board Card
3. At the Print Board Card Reason prompt, select the reason from the drop-down
list, then click OK to confirm.

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

Change Cabin Function

During the course of the stay, the cabin may become unavailable due to defect, guest
may decide to move to a bigger cabin or prefer to have cabin closer to their
family/friends. Such occasion requires a cabin change, and depending on the policy
and procedures set forth by the Ship, a cabin change may be chargeable.
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A cabin change can be performed from different avenues, either using the Cabin
Change function, Edit Information or Edit Express Reservation function. Further
setup is required if a fee is applicable for a cabin upgrade and these are setup in
Administration, Financial Setup, Stateroom Upgrade Prices module.

Changing a Cabin with Cabin Change function

When a cabin change is chargeable, it is best to perform the task using Cabin Change
option in Guest Handling function. A setup such as Financial Department, General
Change Reason and Database Parameter must be in place in order for the charge to
be posted. See topic Administration User Guide, Stateroom Upgrade Setup for more

details.

1. Look up the guest account in Search Panel, then click the Change Cabin at the

bottom of the Guest Handling screen.

2. The system prompts a pre-configured Cabin Upgrade Price Calculation table.
Click the question mark (?) button besides the New Cabin field to search for a

new cabin.

Cabin Information

Cld Cabin [ioooz CAT.01 Suite Cat.01

Mew Cabin Iij

Mumber of Guests |17

Selected Guests |1

Embarkation Im Dis-Embarkation lm

Reasons for Change

Price Calculation

Category Sortin| Uparade Price | Max, Persans
Suite Cat.03 1 60.00 3
Suite Cat.02 = 40.00 3
Suite Cat.01 3 20.00 3
Veranda Suite Cat.07 4 100.00 2
Veranda Suite Cat.06 5 50.00 3
Veranda Suite Cat.05 ] 60.00 3

Post Upgrade Price To

—

OK | Cancel |

=8 Cabin Change -

Figure 2-140 - Cabin Change function

3. Inthe Cabin Availability screen, select date from/to, Deck, Category from the
drop-down list in the Search Criteria section, and then click Refresh to update

the availability grid.
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—Available Guest Cabins

Penthouse Deluxe Suite Cat.08 DECK10

1007 [PenthouseDelxeSuteCat03 | DECKI0 | oD [ 3 |
1003 [PenthouseGrandSuite Cat03 [ DECKI0 [ oD | 3 |
1010 [PenthouseGrand SuiteCat03 | DECKW | oD [ 1 |
1014 [PenthouseGrand Suite Cat03 | DEcKw | ob [ 3 |

1016 SPA Suite Cat. 10 DECK10 VC 3

1019 SPA Suite Cat. 10 DECKW | oo | 3 |
1021 SPA Suite Cat. 10 DECK10

|Deiai|s | Deck | Cleaning Status | Total Berth | Available Berth IZI
oD 3 3

— Search Criteria
|| Connected
Date From : IZQ,.'DI,.’ZDIS vl [JBAL Balcany

Date To : IDIIDZ;’ZOIS 'I [JBUT Butler Service

Deck : I [[JCOM Connecting Door

Category : Al

Count : 30

Figure 2-141 - Cabin Availability screen

0D = Occupied Dirty
OC = Occupied Clean
VD = Vacant Dirty
WC = Vacant Clean

Show Deck Plan |

4. Select the desired cabin by highlighting the cabin number, and then click OK to

confirm.

r Cabin Information
Cld Cabin

New Cabin
Mumber of Guests
Selected Guests

Embarkation IZQ.’O 1/2015  Dis-Embarkation |02,PO2)‘2015

— Reasons for Change
|F|equest for cabin close to 10004

r Price Calculation

Suite Cat.03 60.00
Suite Cat.01 3] 0.0
veranda Suite Cat.06 30.00

—Post Upgrade Price To

Guest: Doe, John Mr
Sub Department Code: 1010

Figure 2-142 - Cabin Change price calculation

5.

The system automatically calculates the upgrade price based on the selected
category, and in this instance, the guest is moving from Cat.01 to Cat.03 and the
chargeable price is at $100, a total comprises of Cat.02+Cat.03.

In the Reasons for Change prompt, enter the reason for the change in the free

text field.
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Cashier Function

7. Click Yes at the Cabin Change prompt to confirm and this will then post a charge
to the guest account.

Invoice
Purchased: 100.00 Paid: 0.00 Package Balance: 0.00
Credit Limit: MfA Mon-ref, Balance: 0.00

ul yepit
0

Cabin Upgrade 100.00

KN 2|
All Imvoices 1.Invoice 2.Invoice 3.Invoice 4. Invoice Package
100,00 | 100.00 0.00 [ 0.00 [ 0.00 | 0.00
! Criteria Item I = i | | Package
V Mo Print
g Discounts i g :
Cloze Move & Set Credit B :
Posliin | Route Limit I Hide NoPrints | ' | V¥ Hide Closed Posting

Figure 2-143 — Cabin Upgrade charge posted to guest account

Changing Assigned Cabin

When the assigned cabin for the guest becomes unavailable at the point of check-in,
re-assignment of the cabin is required. In such cases, the cabin change is done by
editing the reservation.

1. Repeat steps 1 to 4 of the above.

2. In the Reasons for Change prompt, select the reason of the change from the drop-
down list, then click OK to save the changes.

3. Click OK on the Edit Information form to save the cabin reassignment.

Assigning a Cabin in Edit Express Information

At the point of creating a reservation using Express Reservation, a cabin number may
be assigned to the guest and the process is identical to changing a cabin with Edit
Information.

Messages Function

There may be occasions that guest is to be notified pertaining to their reservations,
tour arrangements or inquiries by means of leaving a message in their cabin. These
messages are not only presented in hard copy, it can also prompt on screen at the

Gangway, Internal Gate or Immigration Gate when scanning the guest board card.
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i Messages for Parker, P |;|£-
urent Message
Onf A st -
Off Printed aken when |Sender erder Mary Jane
) £35 U
»
M + 1234
On  |No 03/12 11:24 |Enter Sender name her Message Please contact ABC at 123456789
Taken by A
When 12/03/2015 11:25:34
Printed when 12/03/2015
Delvered by
Delivered Mode Deliver at Advance QCI Wizard
Admowledgement User Acknowledge with log
L
Delivered l Brint ‘ Light Off | ‘{Q\‘
~
Delete Message | Edit Message MNew Message Close |

Figure 2-144 - Message Form

Table 2-15 - Field definitions of Message form

Field Description

On/Off Message light indicator.

Printed Indicator whether message has been printed.

Taken When Date/Time message were entered.

Sender Sender's Name enter.

Message Content of the message.

Taken by User who enter the message.

Delivered by User who deliver the message.

Delivered Mode Location of where to prompt for message delivery, either at Advance
QCI Wizard, Gangway, Internal Gate, Immigration Gate or none.

Acknowledgement Type of delivery acknowledgement, either by User, Manager or none.

Delivered button Sets the message status to/from delivered.

Print button Print selected message.

Light On/Off Sets on/off phone message light in cabin.

Delete Message Remove message from passenger account.

Edit Message Edit message content and/change delivery mode.

New Message

Creates a new message.

Creating / Editing a Message

1.

Look up the guest account in Search Panel, then click Message located at the

bottom of Guest Handling screen.

On the Message form, click New Message to create a new message or Edit

Message to edit an existing message.

Enter the Sender’s name and message content in the respective area.
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B Message Details - |B -

Sender

Enter Sender name here

Message

Enter message content here

Delivery/Acknowledge
Delivery Mu:u:le|tl - Mo Delivery ﬂ

Acknowledge [0 - o Acknowledge -

Cancel Tk ‘

Figure 2-145 - Message details form

4. Select the Delivery and Acknowledgement Mode from the drop-down list, then
click OK to save.

5. New Messages entered will set the message light to On automatically and this
setting is controlled by Parameter, General, Message Light On.

6. To edit a message, click Edit Message, then edit the content and click OK to save
the changes.

7. A check mark is placed in the Message tab as an indicator for undelivered
messages.

Delivering/Undo Delivery of a Message
1. Look up the guest account in Search Panel, then click Message located at the
bottom of Guest Handling tab.

2. On the Message form, select the message to deliver, then click Delivered to
confirm delivery and this inserts the delivered by, date/time.

3. This process does not turn off the message light automatically. User is required to
manually click Light Off to reset the message light.

Current Message

Sender Mary Jane
Message Please contact ABC at 123456739
Taken by A
When 12/03/2015 11:25:34
Printed when 12/03/2015

| Delivered by A(12/03/2015 12:27:03 |
Delivered Made Deliver at Advance QCI Wizard

Acknowledgement  User Adknowledge with log

Delivered | Print | Light Off |‘(@\'

Figure 2-146 - Current Guest Message screen

Cashier Function 119



120

4. To reset the message delivery to undelivered, click Delivered and select Yes at
the message prompt.

Messages £t

| Set messages as not delivered

Deleting a Message

1. Search the guest account in Search Panel, then click Message located at the
bottom of Guest Handling tab.

2. On the Message form, select the message to delete, then click Delete Message.

3. At the Delete Message prompt, select Yes to confirm deletion of the Message or
No to return to the earlier screen. Once a message is deleted, it can not be undone.

Printing a Message

1. On the Message form, select the message and then click Print.

Print Date : 12/03/2015

DEMO Print Time : 15:32:24

Passenger Message

NAME:  Parker, P DATE: 12/03/2015

CABIN: SENDER: Marv Jane

Please contact ABC at 123456789

Figure 2-147 - Sample Printed Message

2. The indicator in the Printed column will then switch to Yes, and the date the
message was printed is shown in the Message Grid.

onf . " ~
aff Printed |Taken when Sender J
On [Yes 0312 11:25 Mary Jane
O 0 0 9 Enter Sender name here
»
Taken by A
When 12/03/2015 11:25:34
| Printed when 12{03/2015 |

Delivered by

Delivered Mode Deliver at Advance QCI Wizard

Acknowledgement User Acknowledge with log

Turning Message Light On/Off

Message light is automatically turned on as an indicator to the guest that there are
messages for them. If the message function is used as internal messaging, it is best
not to set the message light on when creating a message and this is managed in
Parameter, General, Message Light On.
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1. On the Message form, select the message and then click the Light On/Off.

2. If the message light is:

e On: The light bulb is illuminated and clicking Light Off will turn off the light.

e  Off: The light bulb is dimmed and clicking Light On will illuminate the light.

3. (Clicking Light On/Off triggers the indicator for all message in the Message grid.

2.25. Express Edit Information Function

Express Edit Information function enables editing of the basic Reservation
information’s as displayed in Express Reservation function.

1. In the Search Panel, search for the guest account, then click the Express Edit
Information located at the bottom of the Guest Handling screen.

2. Update the relevant information on the Express Reservation form and then click
OK to save the changes. Refer New Reservation Function for further information
of the field descriptions.
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3. System Accounts

System Accounts is a repository account mainly used for postings that do not impact
any of the passenger’s account, for example Cash postings from an outlet, Ad-hoc
purchases, Crew signing privilege or as an adjustment account. These accounts do
not have a check-in/out date, and can be easily set to ‘Inactive’ when not in use.

i System Account |E==|=n =]
view
G . . Invoice 0.00 I Discounts &Routng T Credit Cards T Revenue Analyzer
Sortby Voyage System Account
& Account: € Name [ = CreditLimit /A Voyage Opening Salance: 0.00
[Account Number| Posting Alowed [Desarpton s [ [oat= [Department[  credt]  pebit] Discount] vatTax[Pos-Discoufpuyer [Last Payer [ Transpfchecks [user Gross|
51 Loss, Damage & Complan BAR (ZL50%)
252 3 Lass, Damage & Complain CITC 100%
20580 Trattamenti Passeggeri BAR 21.50%
0501 Trattament; Passeggerl CITC 100%
0600 Coptains Party
2510 Bouettz mbarco pax
20630 [ @an Board
21000 izlcatering Phone
21010 [l Italcatering Shop
1020 P
| 2m0m § or Lost Day Cash
- ; ding Miachi
1100 hop Phone
| 2m0 hop Photocopy
1120 2 hop Last Day Cash
| 21200 eauty Salon Phone
1210 eauty Salon Photocopy
| 21220 i’ eauty Salon Last Day Cash
| 21330 7] repaid SPA booking
[ 2m0 2 asino Phone
1310 2 Casing Phatocepy
| 2130 F; Casino LastDay Cash
- 250 Gross Income
1200 hotoshop Phone
110 hotoshap Photacopy v
1220 § hotoshop Last Day Cash q |
o Roloshop o Froto Allvoices LInvoice 21nvoice 3.Invoice 4Invoice
|20 P
e | e [ | =
210 i 1t Aucton Bar consumption
[ 21601 asinb Bar Consumption
T eauty Salon Bar consumpton 6 Account: =
103 hotashop Bar consumption
[ 2m0 eception Last Day Cash
[ at7u0 cical Inventor,
1500 . rt Auction Photocoy
[ 23000 ystem Account - Balance Account
2 e At freses I I T
22300 ysten Account -Disc Template
2900 ystem Account - TEST disc templ
22500 ystem Account - Package Plan
90010 g urrency Exchange Commission . Insert New ‘ Change ‘ Delete | Print Inveice | Pay Invaice | Get Credit Card ‘ Print Board Card Close ‘

Figure 3-1 - System Account

In the System Account Main screen, accounts are filtered by All, Active Accounts or
Inactive Accounts, sortable by Account/Name or Voyage.

View
= Al " Active Accounts " Inactive Accounts
Sortby Voyage
" Account * Name |Uiemamﬂ-|ong Kong/Macau j
Account Mumber | Posting Allowed |Description ~

&110 '3 Prepaid Bar
20530 [ Frepaid Bar
20531 [ Prepaid Bar - Inventory
a112 3 Prepaid Excursion
20550 [ Prepaid Excursion

Figure 3-2 - System Account filters

3.1. Creating a System Account

1. In the Management module, select Cashier, then System Accounts from the drop-
down menu.

2. At the System Account screen, select Insert New.

3. Enter the information for the account and then click OK to save. The account will
appear as ‘Active’ in the account list.
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3.2

3.3.

System Accounts

3

System Account Entry

Q0010

Account No

Mame

|Currency Exchange Commission

[~ Payment by Credit Card

Payment

|QDD 10 Cash Exchange Commission

[v Posting Allowed

Acress Priv | Mo privilege required

POS Room ID:
[ Post to Mext Cruise on embarkation date

=
=]
—

Disc Template | {not applicable)

El

GL Account | -|

Cancel

Figure 3-3 - System Account Entry form

Table 3-1 - Field definition of

System Account Entry form

Field Description

Account No User Assigned account number

Name System Account Name

Payment by Credit Card Enable credit card payment type

Payment Payment type linked to Department Codes in Financial Setup

Access Priv
Posting Allowed
POS Room ID

Post to Next Cruise on
embarkation date

Disc Template

GL Account

Privilege level allowed to access the account.
Sets the account Active/Inactive.
Assigned Room ID for MICROS POS.

Enable posting of charges into the next Cruise when the account
is balanced.

Linked to available Discount template and apply the discount
when the posting added is a department code listed in the
template.

Link the transactions to designated GL account. Require
Parameter: General, Enable System Account GL Setting.

Changing Information of System Account

Information of the System Account may be changed by selecting the account from the
Account list, then click Change at the bottom of the screen, and then click OK to save.

Deleting a Syste

To delete the account, select
of the screen.

m Account

the account and then click Delete located at the bottom
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Note: You can only delete an account that does not have any posting history.

3.4. Posting a Charge to System Account

Posting a charge to System Account is similar to Add Posting in Guest Handling. See
Invoice Tab section on how to Add, Void, Move and Route posting, Pay and Print an
invoice, and other posting related function.

3.5. Enabling Posting to Next Cruise

System Account allows posting to into future cruise by checking the ‘Post to Next
Cruise on embarkation date’ in the System Account Entry form.

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

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

Department: I Search
[idupiicate selected posting)| - Aidd

Code Description ~ ~
(duplicate selected posting) J _I
1000 Cruise package

10000 SHIP DAMAGE

1010 Cabin Upgrade

1011 Cabin Change

2000 Buddha Bar

2010 Casino Bar

2020 Capri Bar

2030 Caffé del Mare

2040 Pasha Club Discoteca
2050 La Terrazza

2060 Manhattan Bar

2070 Shelagh's House Irish Pub
2080 Sinfonia Lounge

2080 Le Barogue o

Figure 3-4 - Add Posting Financial Department selection

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

— Posting
Account Department: I Search
I I 10000 Doe Jane LI I (duplicate selected posting) ;I Add
Advanced | Department Amount ~
p | Telephone 15,00 _I
[ Clear fields after adding to postings list Telefax 0.00
= - E-mail 0.00
Additional Information Crew Connection 0.00
Check Mumnber: | 35M Cnboard 0.00
Call Charge 0.00
S =L
Ve I Call Charge Discount 0.00
Server =2 I Call Charge Service Charge 0.00
Number of People: |
Invoice Mumber: [ 1 2 3 4 | v
Comments: I Sub Total: I 15
r— Postings List
|Acc. jin] |Acc. Identifier |Dept. jin] |Dept. Details |Amount ~ TEES
10000 Doe Jane Batch Count: I
Current I 2
Batch Total: I
current Total:] 20.00

Post |

Figure 3-5 - Adding a charge
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4. Item count increases automatically when the posting is more than one.

Postings List

Acc, ID |Acc, Identifier Dept. I |Dept. Details Amount | & TEE
10000 Doe Jane 3070 Minibar 5 Batch Count:
10000 Doe Jane 8100 Telephone 15
Current 2
Batch Total:
Current Total: 20.00
v Post
Figure 3-6 - Add posting count
5. Click Post to finalize the posting.
6. At the Make Posting warning prompt, select OK to proceed to post the next
cruise.
Make Posting “
. Are you sure you wish to make this posting?
__I,_l You have selected an in-transit account and Fidelio Cruise will record
this transaction under the next system cruise!
Figure 3-7 - Posting to future cruise warning prompt
#NOTE:
Posting will not appear on Invoice tab until you perform a System Cruise
Change

3.6. Applying Payment to Next Cruise Posting

When applying a payment to future cruise, the account must have ‘Post to Next
Cruise on embarkation date’ checked, otherwise the system posts the payment to
Current Cruise.

1. In System Account Invoice tab, select Pay Invoice.

2. InInvoice Payment screen, the “‘Enable System Account to post to future cruise
on Embarkation date after full payment’ is checked.
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3.7.

3.8.

3.9.

126

< Invoice Payment “
\~ Payment Calaulation '

Department: |m ﬂ Package Plan Credit: 0.00
Amount: I 10.00 usb Non Refundable Credit: 0.00
Notes: | Current Balance: 10.00

Invoice No: [V Invoice 1 = Received Amount: 10,00

¥ Invoice 2

¥ Invoice 3 Enable System Account to post to Commission: 0.00

[V future cruise on embarkation date after
¥ Invoice 4 fillce A = -
¥ Change due enabled [ ’ d

[ Disable Posting Automatically Change Due: 0.00

Pay | Pay & Print Cancel |

Pay & Print Cash Receipt | ‘

Figure 3-8 - Payment to Next Cruise

3. Click the Pay or Pay & Print to post the payment.

4. Under the Make Payment warning prompt, select OK to post payment on the
next cruise.

Make Payment “

Are you sure you wish to make this payment?
I_‘L You have selected an in-transit account and Fidelio Cruise will record
this transaction under the next system cruise!

Cancel

Figure 3-9 - Payment to future cruise prompt

#NOTE:

If the “Post to Next Cruise on embarkation date’ is not checked in the
System Account Entry form, the system will post the payment into current
cruise by default, and this may cause an imbalance

Discount & Routing Tab

The Discount & Routing tab in System Account function is similar to Discount
handling in Guest Handling. See Disc, Route, Pkg Tab for more information.

Registering a Credit Card

The Credit Card registration process in System Account is the same as in Guest
Handling, Get Card Function. See Get Credit Cards Function for more information.

Setting an Inactive Account

An account can be enabled/disabled easily by un-checking the Posting Allowed in
the System Account Entry form. An Inactive Account carries a Red Cross symbol in
the Posting Allowed column in the System Account number grid.

System Accounts
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41.

4. Groups

Passengers travelling in a group can be easily identified by assigning a group ID and
group leader to the parties. Apart from travelling together, these groups usually have
a preset itinerary, other special arrangements and a group billing account. These
arrangements are setup and access through Management, Cashier, Groups drop-
down menu.

Frigrjure 4—1 -Group Handling ”
Group Info Tab

Information’s pertaining to the group are entered through the Group Info tab.

Creating New Group Account

A group account containing a group ID, billing address, travel information and
payment type is created prior to adding its group members.

Prerequisite, Supported Systems, and Compatibility

@l FrontDesk Cashier Options Security About Exit REE
Groups found: 10 [ Revenue Analyzer T Custom Info T Group Members T More Group Info )|
- = -
s Group Name A Group Info | oscountsarousng | Tnvoice: §,319.55 Il Ttinerary Planner 1 Credit Cards
E Cosmos Coach Tours —
£
2 ] ol Growp Status Travel Agency
| - Group ID 012345 May Travel
— | - Name FC NET GROUP Tower 1
EQUESTRETOLR 5AS - Embarkation 08/08/2011/AGSIO MR Hudson Jimmy
5 - @ Disembark 31/08/2016/BEBGI May Street
g FAMILY'S PLAN TOUR S.R.L. — Status Chedked-n Las Vegas, LA 59654987
E , o0 — Members 7 us
g a Tel.: +1800-987777777
S — Fax.:+1800-387777778
| - £-Mail: huston @bb, com
- B
< GROLP 011 L Group Address Information T
g 4 @ 10, Apliu Street. .
g —l—mupsy L Im S Name EmbDate__|Disembark__|Port From [Par
[} B ¥ [DOE, JOHN 07/06/201% |11/06/201% |ATSEA
| |NEW GROUR = Kowloon, HK 78900
. . L= HK
PIPPI TRAVEL SRL L
I c
®
I Group Biing Address
<~ g |
ES
— Las Vegas, LA 671531 Remarks
= HK
. Payment/Custom Info
— Posting Allowed : Yes
- Payment : 9001 Cash
=
T New Reservation | EditReservation | CancelReservation Show Lag ‘ L
- =
v
Check-Out | Print Board Card ‘ Reset Board Card | Pay Invoice | Get Credit Card ‘
b I~ show Emb.Dates
| Print Invoice ‘ Posting Status | Add Posting | Close
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4.2.

i Group Information = B

Account Identifier Travel Agency
Mame |Fic|e|i0 Cruise Group MName |Amex Travel
GroupID 11223366 |
Group Type | Street |2DD Vesey Street
Group Leader | ﬂ |
e City/State/Zip [Mew York MY |10007
Address 1 [Fidelio Cruise, Inc. Country |US United States ~|
Address 2 |53UD NW 33rd Avenue, Phone |+1 111111111
Street |Suite 114 Fax |
Zip/City |33309 |F0rt Lauderdale Salutation ||""||'
State |F|CII'iC|EI First Mame |_'|0hn
Country |LIS United States j Last Name |5miﬁ1
Biling Address Eral |]'smiﬂ'| @email.com
Name |Fide|ic- Cruise Software GmbH Travel Information

| Embarkation |23f02.l'2015 J
Street |Borselstrasse 16c Port |(I'l0t applicable) ﬂ
City/State/Zip [Hamburg | [22785 || Debark [07/03/2015 [N
Country |DE Germany ﬂ Port | (not applicable) j
Travel Insurance Remarks
Description | {not applicable) j
Ins. Number |
Payment Sgﬂsfkn:l |

I~ Payment by Credit Card

Payment |‘3EID 1 Cash j

oK | Cancel

Figure 4-2 - Group Information screen

1. Select Group Info tab from the Group Handling screen.
2. At the Group Info tab, click New Reservation.

3. At the Account Identifier section, enter the Group name, Group ID, group type
and then select the Group Leader.

4. [Insert all relevant information in Address, Billing Address and Travel Agency.

At the Travel Information section, select the Embarkation/Disembarkation Date
and Port from the drop-down list, then click OK to save.

Editing a Group Account

1. From the Search Panel, select the Group Account and then click the Edit
Reservation.

2. C(Click OK to save the changes.

Cancelling a Group Account

1. From the Search Panel, select the Group Account and then click the Cancel
Reservation.

2. At the Cancel Reservation prompt, click OK to confirm.

Discounts & Routing Tab

Special billing arrangements for the group such as Routing, Discounts and Disallow
Department is set up in the Discount & Routing tab.

Groups



Groups

Setting Up Group Routing

A routing may be set for the entire group members, or individually select from the

group members list.

[ Revenue Analyzer T Custom Info T Group Members More Group Info 1
Group Info | Discounts & Routing__| Tnvoice: 0.00 1 Ttinerary Planner I Credit Cards
foutng L Escoigt I Disallow Dept

i~ Routing

0  Fidelio Cruise Group,

Pays for following guests

<

Done by: A
Reason:

1000  Cruise package

Delete Routing

Figure 4-3 Discounts & Routing

1. Navigate to the Routing tab with Discounts & Routing, and click New Routing.

2. In the Routing window, select the Invoice to route and check ‘All Group
Members’ to route all members, or click Advanced to select an individual.

— This Person

|11223366 Fidelio Cruise Group, All Invoices

— Wil Pay For

I Invoice 1 Invoice 2 | Invoice 3

I Invoice 4

I I(.-!\II Group Members)

W Al Group Members I

=

Advanced I

What

[18862 Wedding Package Extra
Service Charges Posting
Bar Service Charge
SPA Posting - Retail
SPA Posting - Treatment
SP4 Posting - Wellness
SPA Prepaid
SPA Package
SPA Service Charge

— When

I~ Show Reservations

[~ Actual Postings

[T Actual Payments

Figure 4-4 - Group Routing
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43.

44.

3. Select the department code to route and when to route the postings by checking

the box beside the code.
4. Click OK to save the routing.

Setting Up Discounts

Discount set up in group account is identical to a guest discount. See Disc, Route, Pkg

Tab — SPMS Discount and Micros Discount section for more details.

Setting Up Disallow Department

Disallow Department set up in group account is identical to guest disallowed
department. See Disc, Route, Pkg Tab - Disallow Department for more details.

Group Invoice Tab

Unlike the Guest Invoice, the Group Invoice tab has two tabs — Invoice and Closed

Posting, and all Closed Postings are displayed in a tab.

Functions within Invoice tab works exactly the same as Guest Invoice. See Invoice

Tab for more details.

[ Revenue Analyzer )l Custom Info | Group Members | More Group Info
Group Info 1 Discounts &Routing 1 Tnvoice: 6,319.55 1 Itinerary Planner Crecit Cards
Invoice I Closed Posting ]
Credit Limit: Nfa Non-ref. Balance: 0.00
Department ~
» 0.00 0.00 0.00 FC NET GROUP
| 04/0s/201: .00 FCNET GROUP | 1
| lo4jos/201 ewelery 40,50 .00 .00 1.00|FC NET GROUP
| |04/05/201: 7. ). . .00 |FC NET GROUP IFC/ABADINES
| |04/05/201 uddha Bar 7. C NET GROUP 120701 |IFC/ABADINES 7.
| |04/05/201: & FC NET GROUP 120696 IFC/ABADINES &
| |04/05/201 Jewellery 40. C NET GROUP 20656 | IFCMICROS, MIC)| 40.
| l04/os/201: Bar 7.88| .0 . .00 FCNET GROUP | 14120640 IFC/ABADINES 7.
0/10/201. Hospital -60. C NET GROUP 14111841 A -60.
| [28/05/20 ervice Charge: 342 FC NET GROUP 14104297 A 342
| |27/05/201 rvice Charge:| 2340. A A A CNET GROUP | 14104296 |A 2340.
| lo4/o1/20 A Posting 70, ) X .00/ FCNET GROUP | 14094141t 70,
| lo4jo1/201 PA Posting 17.00 . 1. 1.00|FC NET GROUP | 14094140t 17.0
| lo4/o1/20 A Posting 12 FCNET GROUP | 14094139t 127,
| | 14/01/201. A Posting E CNET GROUP | 14094136t E
| [zz/11/2012 fospital FCNET GROUP | 14093080 A
[ | 27/11/201. iospital -C NET GROUP 14093081 A
[ | 27/11/201. iospital &l -C NET GROUP 14093083 A &l
_Z?/llflﬂl iospital CNET GROUP | 14093076 |A
| [zz/11/2012 fospital 26. . X .00[FCNET GROUP | 14093077 A 26.
[ | 26/04/201. uddha Bar 50. CNET GROUP | 14083193 A 50.
_].ﬂ[ﬂl,rZﬂL 3050 Gelateria FC NET GROUP _4ﬂ7§599‘l 10.
v
Kl E— i
Al Invoices L.Invoice 2.Invoice 3.Invoice 4.Invoice
6,319.55 ‘ 6,309.55 | 10.00 | 0.00 ‘ 0.00 ‘
Set Credit Limit
Close Postings ‘ Move & Route ‘ Void ‘ Criteria Discounts ‘ No Print ‘ Items Discounts. ‘ Hide NoPrints ‘

Figure 4-5 - Group Invoice tab

Itinerary Planner Tab

The Itinerary Planner tab displays the Excursion, Dining arrangements or any
activities available to the Group. These activities are configured in Administration

Module, Itinerary Setup.

Groups




[ Revenue Analyzer T Custom Info T Group Members T More Group Info ]
Group Info T Discounts & Routing T Invoice: 0.00 I Itinerary Planner I Credit Cards ]

— Itinerary Booking

4| Sat,31Jan2015 [»| 12 13 14 15 16 17 18 18 20 21 |a
I

I I 1 1 I I I I I
High Tea
Indoor Games
Dinner

— l
Activities Packages | ﬂ | » I
— Filter Legend
Assignment: IScheduIed and Suggested ;l I 5cheduled Activites
[~ Fully Booked [ suggested Activites
I Open Activites
Event Type: [show Al =J|| —vaiting st

Figure 4-6 - Itinerary Planner Tab

Viewing an Available Itinerary
1. Navigate to the Itinerary Planner tab.

2. In the Filter section, select from the Assignment and Event Type drop-down list
the information to display.

3. Information are shown by date, in an hourly grid.

4.5. Group Credit Card

Registering a Credit Card in Group Account is the same as Guest Handling, Get Card
Function. See Get Credit Card Function for more information.

4.6. Group Members Tab

The Group Members tab lists all the passengers that are linked to the Group ID, and
member’s details are editable from this screen.

[ Group Info |  Discounts&Routing | Invoice: 0.00 1 Ttinerary Flanner
Revenue Analyzer T Custom Info ] Group Members [ More Group Info ’1
Cabin No Status| Embarkation Date Debark Date|Guest Name Group Leader i
» 002 RN 29/01/2015 05/02/2015|( 2 A
Expected 03/02/2015 07/02/2015)1 I i
Expected 03/02/2015 07/02/2015: | >
Edit Information t o

Figure 4-7 - Group Members tab
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4.7.

4.8.

Table 4-1 - Field definition of Group Member tab

Field Description

Cabin No Passenger cabin number.

Status Booking status of the passenger
Embarkation Date Embarkation Date

Debark Date Debarkation Date

Guest Name Passenger name

Group Leader Group Leader of the group

1. Select the group member name from the grid and then click Edit Information.

2. Edit all the relevant information in the Edit Information screen, and then click
OK to save and return to the group members’ grid.

Adding Reservation to Group Account

Reservations may be added/remove from Group Account using the Add to Group
and Remove from Group function. Refer Add to Group and Remove from Group for
more details.

Assigning a Group Member as Group Leader
Member of the group may be assigned as a Group Leader, and the system permits
more than one Group Leader.

In order to assign the passenger as group leader, check the Group Leader check box
in Group Member tab, or click Edit Information and then select Group Leader in
Other Parameter section.

Other Parameter

[ Resident [~ Mon-ndusive Guest Type
[ Airfzea operator [ Charge for Chedied-Out Calls
[ Intoxication [ Switch to Crew in Manifest

|~ Express Chedk Out [~ Stay overnight shoreside
||7 Group Leader I [v Allow Kiosk Chedk In

[ Completed Online Form

Figure 4-8- Group Leader Assignment

Custom Info, More Group Info, Revenue Analyzer
Tab

Refer Custom Info Tab, More Guest Info Tab and Revenue Analyzer Tab for handling
of these tabs.

Checking In Group Account

A group account must be checked-in in order to route group members charges to the
group account.

1. From the Expected tab of the Search Panel, search for the group account.
2. Select the account and click Check In located at the bottom of the screen.

3. Select Yes at the Check-In Group prompt, and then click OK at the confirmation
prompt.

Groups



4.9. Checking Out Group Account
A group account can only be checked out when the invoice is balanced.

1. Retrieve the group account from the Search Panel, Check Out tab and then click
Check Out located at the bottom of the screen.

At the Check Out prompt, select Yes to check out the account.

If the account is unbalance, the system prompts for invoice to be settled before
proceeding. Click OK to return to the guest account.

Check-COut -

Unbalanced Invoice
Check Out not DOME

See topic Pay Invoice section for steps to settle an account.
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5.1.

information, produce visitor passes and track whether the visitor is onboard or

5. Visitors

The Visitor function allows the Security Officer and Gangway staff to enter visitors

ashore. This function is accessible in Management module, Cashier, Visitor drop-

down menu.

ﬁﬂ Visitors Setup - B
Selections
[~ By Validity Period From |‘Jl"3 12015 J Visitor Info T Documents T Custom Info T Future Visits
To  |30/04/2016 Details
Lastname:
[~ By Category [rer ] First Name:
Other Name: Haos
I By Type [shaw Al Types | Other First Name:
Salutation: e
1D Number:
Nationality: B5454654
United States
Row Count: 5 valid from:
valid to: 31/01/2015
Name Valid o ctive A Birthday: 02/03/2016
| Internal ID: 15/08/1580
Q 013415 |No No Visitor Type: S842000101828500
James 08/02/16 Posting Allowed: Named
Q 01/31/15 No No. System Account: Mo
Maggie 03/02/16 Remarks:
QUAGLIO 05/09/12  |No o
STEFANIA 12/31/10
QUINTANA 05/09/12  |No No
LUCIANA 12/31/10
QUIQUETO 0509/12 |No No
BRUNO 12/31/10
Live Picture Stored Picture
!
Take Ficture
v
Name: g Erable Disable R Close
New Edt Delete print Card Show Log

Figure 5-1 - Visitor Setup screen

Adding New Visitor

1. Launch the function from Cashier, Visitor drop-down menu.

2. At the bottom of Visitor Setup screen, click New to open the New Visitor Details

form.

Prerequisite, Supported Systems, and Compatibility



5.2.

5.3.

Visitors

r Visitors Details —Document Snapshot {Visible only with supported document reader)
Last Name

First Name
Other Name
Middle Name
Other First Name
Salutation

Passport/ID Mumber

Mationality (not applicable) -

Valid From-To 2/12/2018 - IZ,’IZJZU]-S j'
Birthdate 5152008 x

Visitor Category {not applicable) -

Visitor Type = Mamed ™ Generic

System Account (None) -

R —_— — | | ¥ Assign as Visitor photo
Early Boarding Visitor  ['5_ngrmal Boarding ;I

Slot ID
Company Represent
Visit Purpose

Ship Operation Ct -

Ship Contact

ik Mew Visitor Details

Visitor Details

™ save Document Image

=

Clear | I~ Motice And Consent Cancel |

Figure 5-2 - New Visitor Details form

3.

4,

Enter the Visitor’s name, passport ID and select the Nationality, Valid-From-To
date, birthdate and Visitor Category from the drop-down list and check the
Notice and Consent checkbox.

Click OK to save the information.

Editing Visitor Information

1.

Select the Visitor using the selection filters on the top right of the Visitor Setup
screen.

At the bottom of the screen, click Edit to open the Visitor Details form.

Edit the relevant information and then click OK to save.

Enabling/Disabling a Visitor

Since the Visitor account does not have a cabin assigned or required to be check
in/check out, the account is managed by setting the status as Active/Inactive in
Enable / Disable function.

1.

— Row Count: 1216

Select the visitor name from the Visitor Account grid and click either Enable or
Disable.

At the Disable Visitor prompt, click Yes to proceed.

In the Visitor name grid, Inactive column, status of the visitor changes to Yes/No,
depending on the selected option.

OnBoard| Inactive

Figure 5-3 - Visitor Status
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5.4. Changing Status to Onboard/Ashore

When a Visitor goes onboard/ashore, Security Officer is required to set the visitor
status as Onboard/Ashore to ensure all visitors movement is registered and
accounted for.

1. Search the visitor name from the Visitor Setup screen.

2. Double-click on the visitor name and select Yes at Change Status prompt.

5.5. Scanning Travel Document

Visitors going on-board is not only required to be registered, their travel document
will also be scanned and stored in the system. See Travel Documents Tab for steps to
scan travel documents.

5.6. Adding Future Visit

A future visit may added to visitors who visit the Ship in the near future.

1. Search the visitor name from the Visitor Setup screen, and then navigate to
Future Visits tab.

2. Click New at the bottom of the screen, and then enter the future
embarkation/debarkation date in the Future Reservations window.

iy Future Reservations “

Expected Embarkation Date
Expected Disembarkation Date

oK Cancel

Figure 5-4 - Visitor Future Reservations

3. C(Click OK to save the reservations.

4. The saved dates will appear in the Future Visits tab grid.
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6. Gift Card

The Gift Card function allows the Cruise Operator to extend a pre-paid credit to its
passengers in the form of Gift Card. The Gift Cards may be offered to passengers as
consumer incentives, through promotional programs, or integrated into a reward
point program to increase sales volumes. Refer to Gift Card Handling User Guide for
detail configuration and usage.

Prerequisite, Supported Systems, and Compatibility
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7. Quick Billing

The Quick Billing function is designed to expedite check out process during

disembarkation, and enable invoices to be printed in batches using the available
criteria. This function is accessible from File Menu, Cashier, Guest Quick Billing.

Selection Criteria
Invoices

= ﬁ Passenger Invoices

- Cabin Upgrade Invoice
o Change Schedule Invoice
g Invoice Final - Checked Out
- Walk-In Invoice

- Invoice Prelim

- Invoice Prelim - Select
-y INvoice Prelim - Date Range
g Invoice Final - Date Range

T Selected ]
Setup Processing
Criteria T Report Printing Criteria ]
Embarkation Date: Express Check-Out:
Both -
Disembarkation Date:
21j04/2015 >
Payment Type: Redirected Payment Type:
| (ainy | |00 change) |
Package Plan:
(Al -
) [~ Do not collect non refundable credit
Folio Balance:
=l
Deck: Starboard Portside
[ ~| Jan =
Section:
[ =
Disable accounts: [ Process 0 bal with transactions
|D° not change current status 1 [~ Process 0 balance accounts
Group:
[ =l
Printer
Mame: |Adobe PDF j Properties
Copies: |1 Orientation: |Landscape j
Balance | Print

¥ Charge commission

Figure 7-1 - Quick Balance Selection Criteria

Table 7-1 - Field definition of Quick Billing screen

Field

Description

Passenger Invoices
Embarkation Date
Disembarkation Date
Express Check Out
Payment Type

Redirected Payment
Type
Package Plan

Folio Balance

Do not collect non-
refundable credit

Deck
Starboard/Portside

Section

Type of invoice form

Embarkation Date filter

Disembarkation Date filter

Select to include/exclude in Express Check-Out
Payment type filter

Redirect selected payment to another payment method

Filter by Package Plan

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

Credit balance withheld for use in future cruise.

Invoice sort order by deck.
Invoice sort order Starboard/Portside.

Invoice sort order by section.

Prerequisite, Supported Systems, and Compatibility




Quick Billing

Field

Description

Disable accounts

Process 0 bal with
transactions

Process 0 balance
accounts

Group

Printer

Charge Commission

Update account status to "allow manual postings only" or
"blocked all postings"

Include guests that has already settled in full and allow a reprint

of the invoice in Quick Billing screen.

Include 0 balance accounts with/without transactions.

To include Group Account.

Printer assigned for invoice printing, number of copies to print

and print orientation.

Define whether to applicable commission applies when balancing

the accounts.

&4 Guest Quick Balance
Selection Criteria ] Selected ]
Guest/Crew Details
SortBy (+ Ascending ( Descending Statistics
- Selected: 4
Cabin Processed: 0
Remaining: 4
1012 DECK10 |Bruer S5 119.40 Yes

1013 DECK10 |Mastestcardn0076/N 39.00 Tes Balance Total: 1,158.40
1018 DECK10 [Bailey A 833.00 fes Comission Total: 0.00
Balance Charged: 0,00
Package Balance: 0.00
Mon-ref. Balance: 0.00
Balance Remaining: 1,158,490

It will only send to those account 5
end eMail
with onboard e-Mail define

Close Postings Balance | Print

|

Figure 7-2 - Quick Balance Selected tab
Table 7-2 - Field definition of Guest Quick Balance

Field Description

Cabin Cabin number

Deck Location of Cabin

Name Guest Name

Balance Total Invoice Balance

Auth Authorization Status

Print Invoice Printed status.

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

Send eMail Invoices are email to guest on-board email account.

Close Postings
Balance

Print

Set invoice postings to Disallowed
Process balancing for selected accounts

Print invoices for selected accounts
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7.1.  Guest Quick Billing
Quick Bill Printing

The Selection Criteria tab in Guest Quick Billing function will determine the type of
invoices to print/pay based on the criteria chosen for all disembarking passengers, for

example, passenger paying by credit card or only guest with X outstanding amount.

1.
2,

4,

From the Cashier file menu, select Guest Quick Billing function.

In the Guest Quick Balance window, select an invoice type, Embarkation Date,
Disembarkation Date, Payment Type, Folio Balance (if applicable), Deck and
Section.

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

At the Quick Printing prompt, select Yes to continue.

Quick Bill Balance

Other than printing invoices by batch, balancing of the passenger account is possible
if there is a credit card on file.

1.
2,

Repeat step 1 to 3 of the above.
In the Disable accounts field, select the appropriate Posting status from the drop-
down list.

Navigate to the Selected tab to verify the results, and adjust the selection until
desire result is achieved.

To exclude a passenger from the search result, right-click on the name and then
click Remove. Once the passenger is removed, the statistic count will update
accordingly.

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

Select Yes at the Quick Balance prompt, then click OK at the Quick Balance Info
prompt.

Cuick Balance = Cuick Balance Info -

Are you sure you want to balance all selected accounts? | T | 2ystem s going to belance 20 accounts.
Are you sure you w b s s - o0
b Ay ¥ System will collect 440.00 USD.

QK | i Cancel

Figure 7-3 - Quick Balance Info Prompt

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

Quick Balance Info -

’ '\-.I You have selected to balance accounts including those without
WY payment type specified.

Missing payment type will be substituted with default ene,

oK

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

Statistics
Selected: il
|Processed: 1]
Remaining: a
Balance Total: 520,00
Comission Total: 0.00
Balance Charged: 550,00 |
Package Balance: 0,00
Mon-ref, Balance: 0.00
Balance Remaining: 0.00

Figure 7-4 - 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

Passenger or crew that has on-board email account may opt to receive copy of their
invoices via Email, and this function is Parameter controlled. Please consult your IT
Department for setup if this is not pre-configured.

1. Repeat step 1 to 4 of Quick Bill Balance. If no printer is assigned, the system
disables the Send eMail feature.

2. Navigate to the Selected tab and then click Send eMail, located at the bottom
right of the screen.

Without balancing the invoice, click Send eMail.

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

Selection Criteria T Selected ]
Guest/Crew Details
SortBy (% Ascending (" Descending Statistics

Selected: 3
Processed: 3
= Remaining: 0
5154 |6 [HEATH DOROTHY [ 65.00]cMail sentfio Balance Total: 138,00
Comission Total: 0.00
Balance Charged: 0.00
Package Balance: 198.00
Mon-ref, Balance: 0.00
Balance Remaining: 198.00

Figure 7-5 - Invoice successfully emailed indicator

Quick Bill Balance with Commission

The Quick Bill Balance with Commission enables credit card commission to be
charged at the point of balancing the passenger account. By default, the Charge
Commission is checked in the Criteria Selection tab and commission value are then
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7.2

7.3.

calculated by the system based on the pre-defined commission linked to the Financial
Department — Credit.

1. Repeat step 1 to 4 of the Quick Bill Balance.

#NOTE:

To exclude a commission charge for certain payment type, filter using the
Payment type and un-check the Charge Commission check box

2. Navigate to the Selected tab to verify the results, and adjust the selection until
desire result is achieved. The chargeable commission is shown in the commission
column.

3. To exclude a passenger from the search result, right-click on the name and then
click Remove.

4. C(lick Balance at the bottom of the screen to proceed.

At the follow on prompt, click OK and note each prompt messages before
proceeding to the next.

6. In the Statistic section, the total value charged and number of account processed
get updated.

7. Click Close Postings to disallow further postings for these accounts.

Residents Quick Billing

The Residents Quick Billing function is the exact same function as Guest Quick
Billing, with the exception that it only filters the Residents accounts instead of
passengers. These accounts must have a check mark in the "Residents" field in Edit
Information, Other Parameter Resident.

System Accounts Quick Billing

The System Accounts Quick Billing is a process that only balances the System
Accounts and has lesser criteria to choose from than Guest Quick Billing.

l Selection Criteria | Selected ]
Invoices Setup Processing
El- ) Account Invoices Criteria T Report Printing Criteria ]

i System Accounts Analysis

«fp System Accounts Summary - date

wfp System Accoutns Summary - department
«fp System Accounts Analysis by Voyage
i System Accounts Analysis by Window

Balancing End Dats:

Fas/o1/ -
«p System Accounts Summary by Voyage 05/01/2013
« Syst.Acct.Invaice by Voyage Fayment Type: Redrected Payment Type:
< System Account Card (al) v| [{assigned payment methods) -]

v Enable System Accolnt to post to future cruise
on embarkation date after ful payment

[~ Do not collect non refundable credit

Folio Balance:

=i

Disable accounts:

I Process 0 bal with transactions
|Do not change current status

X1 ™ Process 0 balance accounts

Printer

Mame: |Adobe PDF LI Properties
Copies: |2 Orientation: |Portrait j
W charge commission Balance | Print J

Figure 7-6 - System Account Quick Billing
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1. From the Cashier file menu, select System Account Quick Billing from the drop-
down list.

2. In the Invoices section, select the Invoice format, then navigate to Criteria tab
and select the Balancing End Date, Payment Type, Folio Balance, if any.

3. If Enable System Account to post to future cruise on embarkation date after
full payment is checked, all postings posted after the invoice is fully paid are
recorded in the next cruise.

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

5. Repeat step 3 — 9 of Quick Bill Balance.

7.4. Group Quick Billing

The Group Quick Billing function similarly to Guest Quick Billing, and it only filter
the Group Account, excluding all its group members.

| Selection Criteria | Selected ]
Invoices Setup Processing
E|:| Group Invoices Criteria ] Repart Printing Criteria ]

Embarkation Date:

Disembarkation Date:
I¥ 24/05/2015 'I
Payment Type: Redirected Payment Type:
| (Al j [;‘-‘o Change) j
[T Do not collect non refundable credit

Zl

Disable accounts: I™ Process 0 bal with transactions
|Da ot change current status T1 [T Process 0 balance accounts

Folio Balance:

Printer

Name: |Adobe POF j Properties
Copies: |1 Orientation: |Portrait ﬂ

W Charge commission Balance [ Print ‘

Figure 7-7 - Group Quick Billing screen

Repeat steps 1 to 9 of Quick Bill Balance.
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8.1.

8. Quick Postings

Quick Postings function allows you to perform posting by batch to single account or
multiple accounts.

Quick Posting

This function is extremely useful when you are required to post a large quantity of
guest check at a time, for example Laundry or Telephone. The function applies to
Guest, Crew, Group and System Accounts.

Quick Posting to Single Account
o) Quick Posting El

Posting
Account Department: | Search

fon  [1017 JoHNDOE | | (duplicate selected posting) =l —
Advanced Department Amount ~
& |Telephane 8

¥ Clear fields after adding to postings list

Additional Information
Chedk Mumber: |

Server #1: [

Server #2: |

Mumber of People: |

Invoice Number: [ 1 2 3 4 W
Comments: | Sub Total: 0.00
Postings List

- - Totals
Acc, ID | Acc. Identifier Dept. ID  |Dept. Details Amount
1017 JOHN DOE 4030 Electronic Shop | 300 Batch Count:
1017 JOHN DOE 2010 Casino Bar 20 Ii
1017 JOHN DOE 5300 Laundry &0 Current 5
1017 JOHN DOE 8100 Telephone 5 Batch Total:
1017 JOHN DOE 8100 Telephone 15
1017 JOHM DOE 3100 Telephone 3 Current Total: 408.00

¥ Post

Figure 8-1 - Quick Posting screen

1. From the Cashier File Menu, select Quick Posting from the drop-down list.

2. Select the Account using the drop-down list, then navigate to Department and
select the department code and then enter the value to post.

3. 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.

4. Click Add to add the account to the Posting List grid. Repeat step 3 until all
checks are added to the Posting List.

5. Note and tally current count and Current Totals with physical guest checks.

6. Click Post to confirm posting.

Quick Posting to Multiple Account

Quick Posting to Multiple Account allows you to post transaction to many Guests,
Crews, Group and System Account.

Prerequisite, Supported Systems, and Compatibility



1. From the Cashier Menu, select Quick Posting from the drop-down list.
2. Under the Account field, click Advanced.

Figure 8-2 - Quick Posting Multiple Account Selection
3. In the Multiple Accounts Selection window, select the Status and Account Type
from the drop-down list.

4. Select the account name from the Non Selected Accounts pane, and then click
Add to add the account singly or Add All> to add all account listed or use the
Criteria Add>. See next section to select accounts using Criteria Add.

Account selected are shown in the Selected Account.

6. Click OK to return to Quick Posting window.

Department: I
LI I(duplimte selected posting)
Advanced | | Department |

Minibar - Beverage

v Clear fields after adding to postings list Minibar - Champagne

Minibar - Food

Minibar - Tobacco
Additional Informaton ————————— Minibar - Package

Check Mumber: Minibar - Service Charge

! Minibar Sales Commission

— Minibar - Minibar

Server #2: Minibar - Minibar Food

Mumber of People:

Invoice Number: [~ 1 2 3 4 | v
Comments: | Sub Total: | 0.00

— Postings List
|Aoc. Identifier |Dgpt D | t. Details Amount A s
HELOE

10 Batch Count: I

10
Current I 6
Batch Total: I
CunentTotzI:l 26.50

Server #1:

Post |

Figure 8-3 - Quick Posting to Multiple Accounts
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7. Navigate to the Department field and select the department code and then enter
the value to post.

8. In the Additional Information section, insert the Check number, Server#1, if any,
and then choose the invoice number to post to. System default Invoice is 1.

9. Click Add to add the account to the Posting List grid.

Selecting Account Using Criteria Option

The criteria options is made available to further filter the accounts based on the
criteria entered, for example by embarkation/disembarkation date, cabin category,
VIP status, nationality and etc.

1. 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
Guest tab.

& Accounts Criteria Selection ﬂ

General T Guest T Nationality T Sales Agent T Financial ]

[ Embarkation Date [ Port |= ﬂ |23f08,‘2015 j
¥ Disembark Date /Port = | [2308/2015 +]
[~ Age = J |

[~ Flight Destination Code
[~ Flight Package Code
[~ Cabin Category

[~ Cabin Classification

i

[~ Guest With no Gangway Activity |23/08/2015

[0]4 | Cancel

Figure 8-4 - Account Selection Criteria

3. At the Guest tab, select from the available options using the drop-down menu
and continue to select from the remaining tabs if required, and then click OK to
return to the Multiple Account Selection window.

& Accounts Criteria Selection E
General Guest T Mationality T Sales Agent T Finandial ]
[~ Group Accounts (Mone)

[~ Marketing Product Code (None)
[~ Marketing Promotion Code (Mone)

v VIP Status VIP -

[™ Primary Guest Selection Yes

oK Cancel

Figure 8-5 - Account Selection Criteria - Guest
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8.2.

8.3.

Quick Postings

Note: Tabs in Accounts Criteria Selection may varies depending on the Guest
Type chosen in Multiple Account Selection window.

Quick Posting Status

Quick Posting Status allows you to Enable/Disable the account posting status by
batch.

(s 10

Reason: |Pav per use

Enable/Disable Posting by Selection @

Account Selection

Fc |012345 FC NET GROUP | Advanced

™ Allow manual postings

Enable Disable | Cancel ‘

Figure 8-6 - Enable/Disable Posting Selection

1.

From the Cashier File menu, select Quick Posting Status from the drop-down
menu.

At 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.

Check Allow manual postings if manual posting is allowed in Disabled
accounts.

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

Quick Discount

Quick Discount allows you to set up discounts for multiple passenger’s accounts
using the available selection criteria — by percentage or value. See Invoice Tab, Item
Discount for discount assignment to individual passengers.
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;Iadvamed|

— How much

Percentage | Apply Count | [V Percentage

Reason |

 What
Al

All Bars

All Beverage
All Champagne
All Food

All Shops

All Tobacco

Figure 8-7 - Quick Discount screen

Quick Discount to Multiple Guest by Percentage/Value

1. From the Cashier File Menu, select Quick Discount from the drop-down list.

2. Repeat step 2 to 5 of Quick Posting to Multiple Account, then click OK to return
to Discounts window.

r~ Account Selection
| | (mutipie selection) | Advanced |

r~ How much

Percentage Ilﬂ Apply Count Ia ¥ Percentage

Figure 8-8 - Quick Discount to Multiple Account
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3. At the Discounts window How much section, enter the percentage value,
number of applicable discounts and reason. To apply a Value discount, deselect
the check box next to Percentage.

4. At the What section, select the department group or code the discount is
applicable to, then click OK to confirm.

8.4. Quick Check-Out

Quick Check-Out allows you to check-out passenger’s by Deck and selected Check

Out Date.
Gl Quick Check - Out | x|

Selected Guests Details
Cabin MName Status Statistics
99910 GUESTMAY FIRSTDAT Ready Selacted: T
29910 GLUESTMAY FIRSTDAT|Ready S 0
99910 GUESTMAY FIRSTDAT|Ready =
99910 GUESTMAY FIRSTDAT|Ready Remaining: 10
99911 GUESTMAY FIRSTDAT|Ready Cheded outs 5
99911 GUESTMAY FIRSTDAT|Ready ——
99911 GUESTMAY FIRSTDAT|Ready : v
99911 GUESTMAY FIRSTDAT|Ready Search Criteria
29911 GUESTMAY FIRSTDAT|Ready
99911 GUESTMAY FIRSTDAT|Ready Deck: ([ ~

Check-out Date: |23/08/2015
Refresh

Process | Close |

Figure 8-9 - Quick Check Out

1. From the Cashier File Menu, select Quick Check Out from the drop-down list.

2. Select the Deck and Check Out date from the drop-down list and then click
Refresh.

3. At the Selected Guest section, cabin number and name of passengers due to check
out will appear, and the total selected account is shown in the Statistic section.

4. Click Process and then select Yes at the confirmation prompt to proceed. This
updates the number of record processed and its status in Statistic section.

5. C(lick Close to return to the Main Screen.

8.5. Quick Service Charge Posting

The Quick Service Charge Posting is a function that post service charges in bulk or
individually based on the criteria set in Quick Edit tab.
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Service Charge Posting (1082) Exceptions (223)

Guest Selection

| | (rultiple selection) @ Disable Service Charge Posting
j " Post the following amount daily

r Service Charge Posting Amount
| I~ Use System DefaultVale |
Update

Guest Name i Service Charge Amount

GUESTMAY, FIRSTDATA 0914 MS

91
i

Figure 8-10 - Quick Service Charge Posting

Posting a Service Charge by Batch

1.

From the Cashier File Menu, select Quick Service Charge Posting from the
drop-down list and navigate to Quick Edit tab.

At the Guest Selection section, click Advanced to open the Multiple Account
Selection window.

At the Multiple Accounts Selection window, select the Status and Account Type
from the drop-down list.

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>.

Accounts selected are shown in the Selected Account.

Select Post the following amount daily, and check Use System Default Value or
manually enter the value in the field beside it, if the value defers.

Click Update to update the service charge value and information is shown in
Guest Handling, Guest Info, Cabin Information section.

Navigate to the Service Charge Posting tab to review the accounts with Service
Charge pending.

Exceptions (213) Quick Edit

| Skip Credit Limit Check
Total Service Charge Amount: 10,920.00

Guest Name
TESTMAY, INGENICO

Figure 8-11 - Service Charge Posting

9.

Click Post to post the service.
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#NOTE:

By default, the Skip Credit Limit Check is checked, allowing System to
post the service charge even when the account exceed the credit limit

10. At the confirmation prompt, click Yes to the value of the service charge to post.

Management

Systemn will post 10,980.00 amount of service charge, are you sure?

Disabling Service Charge Posting

1. Repeat above steps 1 to 5.
2. Select Disable Service Charge Posting, then click Update.

3. Updated accounts are shown in Exception tab and in Guest Handling, Guest
Info, Cabin Information section.

8.6. Quick Messages

Quick Message function allow user to send messages to a group of passengers or
individually, using the Advanced Selection.

1. From the Cashier File Menu, select Quick Messages from the drop-down list.

2. At the Quick Message window, click Advanced to open the Multiple Account
Selection window.

3. At the Multiple Accounts Selection window, select the Status, Account Type from
the drop-down list.

4. Select the account name from the Non Selected Accounts pane, and then click
Add to add the account singly or Add All> to add all account listed or use the
Criteria Add>, then click OK to return to Quick Message window.

At the Quick Message window, enter the Sender’s name and message content.

Select the Delivery Mode and Acknowledge mode from the drop-down list, then
click OK to save.

7. The system places a check mark in the guest account in Guest Handling, Message
tab as an indicator for undelivered messages.
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—Account Selection
I I{multiple selection) ;I Advanced |

— Sender
Guest Relations Officer

Message
This evening pre-dinner cocktail will be held at :

Venue: Poolside
Time: 1800 - 1930hours

— Delivery f Acknowledge

Delivery Modelf] - Mo Delivery

Acknowledge IU - Mo Acknowledge

Figure 8-12 — Quick Message form
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9. Flight Assignment

Flight Assignment function is similar to Quick Billing and Quick Posting. This
function enables assigning of arrival or departure flight individually or by a group of

passengers.
Bl Quick Flight Assignment ==
Flight Assignment
Account Identifier: Flight Information
| |:mL|Iti|:|Ie selection) J Direction : |Arri\ral j
Advanced Departure Date  |29/08/2015 |
[v¥ Clear fields after adding to postings list Flight Number : |.-'-\.ﬁ. 100 j

Additional Information

o Flight Time: 0800
Destination Code : [[TGB

Package Code : | Departure Arrival
Transfer Price : Time : Time :
|1DD'DD Date ; 29/03/2015 Date ; 30,/03/2015
Mo of Bags : |15 City : City :
. Country ; Italy Country : United
Bag Label : |reE-GR1| Kingdom
[ Assign these information only
Add Guest
Flight Assignment List
Totals

Cabin | Name | Fight Date | Flightvo | Dest Cod

99910 GUESTMAY, FIRSTDAT... 29/08/2015  AA 100 ITGE Person Selected : =
99911 GUESTMAY, FIRSTDAT.., 29/08/2015  AA 100 ITGE

« }

Figure 9-1 - Quick Flight Assignment

9.1. Assigning Flight Details
1. From the Cashier File Menu, select Flight Assignment from the drop-down list.

2. Enter the account in Account Identifier field or click Advanced to select Multiple
Account.

3. Navigate to Flight Information section and select the Direction, Departure Date,
Flight Number from the drop-down list.

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

Click Add Guest to add the selected guest to Flight Assignment List, and take
note of the Total count beside the Flight Assignment List grid.

6. Click Post to update the flight assignment into the guest account in Guest
Handling, Other Info tab.
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10.1.

10.2.

10. Ashore Deny List

Ashore Deny List is a function that manages passengers or crew movements, by
denying certain passenger or crew from going ashore.

L Guests Ashore Denied List 2
Filter
Cruise Date: | 23/08/2015 Refresh
Cabin |Forename |5urname |Deny From Date |Deny Until Date  |Mationality |Deny Reason User
4 Shore Leave Denial Selection “
Nationality Name/Cabin ]
Person Identifier: [JOHN  [1017 JOHNDOE |
Additional Information = —
’7 Cabin ‘ Forename | Surname | Nationality |
Selected: 3 (w25 FEX SCHAEFER Germany
Denied From:|23/08/2015 06:00 7 min Germany
¥ Remove
Denied Untl: |24/05/2015 06:00 4
Comments:
0K | G | |
7 o] Cancel j
Add ‘ Close ‘

Figure 10-1 - Guest Ashore Denied List

Denying Passenger from Going Ashore
1. From the Cashier File Menu, select Ashore Deny List from the drop-down list.
2. Select the Cruise Data from the drop-down list and click Refresh.

3. Click Add at the bottom of the Guests Ashore Denied List to open the Shore
Leave Denial Selection window.

4. Navigate to either the Nationality or Name/Cabin tab, then select the nationality
or cabin from the drop-down list.

5. Click Add to add the selected passenger(s) to the denied list grid.

6. To remove the name from the Denied List grid, right-click on the name and select
Remove.

7. Select the Denied from/until date in Additional Information section and click
OK to return to the Guests Ashore Denied List. All Denied passengers name are
highlighted in Red on Gangway Log.

8. (lick Close to return to the main screen.

Removing Passenger from Going Ashore List

1. Repeat step 1 and 2 of the above.

2. In the Guests Ashore Denied List, select the name from the grid and click
Remove at the bottom the screen.

3. Select Yes at the confirmation prompt and then click Close to return to the main
screen.
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11. Batch Assign Disembark Group

The Batch Assign Disembark Group function is similar to Add to Disembark Group
in Guest Handling, and this function enable you to organize disembarking

passengers by batches.
-~ Selection - Assign Passenger
Disembarkation Date |23/08/2015 .:I Name | Tag Name|Meet Time |Disembarkation Time| Available

Detail Selection

[~ Reserve Group |
I Transfer Booked |
™ Flight Infa I

Ll L] L

[~ Exdlude those already assign

[~ Indude Reservation Passenger

Last Name First Mame Cabin Disembark Grouy

Search

GUESTMAY  |FIRSTDATA 0915

GUESTMAY  |FIRSTDATA 0916 99910

Unassign All Unassign Selected Assign Al Assign Selected

Figure 11-1 - Batch Assign Disembarking Group

11.1. Assigning Passengers to Disembarkation Group

1. From the Cashier File Menu, select Batch Assign Disembark Group from the
drop-down list.

2. Select the Disembarkation Date from the drop-down list.
In the Detail Selection section, select the appropriate option and click Search.

4. Select the Group in Assign Passenger section, then select the passenger
name/cabin. Use the CTRL+ key to select multiple passenger.

5. Click Assign Selected to assign. To assign all passenger, click Assign All.

11.2. Un-assigning Passengers to Disembarkation
Group

1. Repeat step 1 to 4 of the above.
2. Click Unassign Selected to unassign from the grid.
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12. Print Disembark Letter

The Print Disembark Letter allows you to print and notify passenger of the
debarkation time and meeting location.

Letter — Selection
g Disembark Letter Default Disembarkation Date IZS{OBIZO 15 LI

Detail Selection

Disembark Group |Group 1

Cabin Type IEoLﬁ 0Odd and Even Cabin
Deck IA]|

fau

— Selected Passenger

GUESTMAY FIRSTDATA 1038 99911
GUESTMAY |FIRSTDATA 1084 |93311

Print All

Figure 12-1 - Print Disembark Letter

1. From the Cashier File Menu, select Print Disembark Letter from the drop-down
list.

2. Select the Disembarkation Date from the drop-down list.
In the Detail Selection section, select the appropriate option and click Search.

4. Select the Passenger name from Selected Passenger section and then click Print
Selected.
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13. Unposted Package Posting

Unposted Package Postings are predominantly postings imported from Data Import
or DGS ResOnline.

13.1. Viewing All Unposted Package Postings
1. From the Cashier Menu, select Unposted Package Posting.

2. Select the item and click Post to post the package amount to the system account.
The package posting are shown in the Guest Account.

WARNING:

The system does not check for unposted package postings when checking
out the passenger account.

Unposted Package

Selected First Name Last Name Package Name Total Prepaid Status
& Catherine TEST Delmas Standard Pkg 1 300 ¥

I
Select All Unselect All Post Close
2

——

Figure 13-1 - Unposted Package Postings screen
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14.1.

14.2.

14. Cashier Sessions

The Cashier Sessions is a function that register all credit collections for the day, by
individual user, and user must have rights #371 — Cashier Sessions assigned. This
function is enabled with Parameter Cashier, Use Full Cashier. A session code is
required before the assigned cashier is able to open the cash register. These session
codes are setup in Administration Module, System Codes, Session Codes.

by Cashier Sessions (==l
Sessions Cashier Session
I Show Al PR
Mame: [AM  Morning | Opening Date: |01104f2015 1404 System Date: |27,'Uaf2015
=] :B Cashier
[ Cashier: [iy Closing Date: | Status: |Dpernrvg
Sessio
:h *—1 Open Session (Empty] o D i Calculated | Opening |Transferred| Closing | Accepted c - A
#9 Open Session (Linked) e — Amount | Amount | Amount | Amount | Amount ommen
9001 Cash 0.00 0.00 0.00 0.00
90010 Cash Exchange Commission 0.00 0.00 0.00 0.00
90011 Cash - Expected Pax 0.00 0.00 0.00 0.00
90012 |Cash - Unused 0.00 0.00 0.00 0.00
90013 Sys Account None Payment 0.00 0.00 0.00 0.00
90014  |FCUI Payment 0.00 0.00 0.00 0.00
9002 Cash Currency Exchange 0.00 0.00 0.00 0.00
9003 Cash Crew 0.00 0.00 0.00 0.00
9004 Payment to Payroll 0.00 0.00 0.00 0.00
9083 Ship Credit 0.00 0.00 0.00 0.00
9121 Shiphoard Credit 0.00 0.00 0.00 0.00
9122 Excursion Credit 0.00 0.00 0.00 0.00
9123 |Excursion Credit 0.00 0.00 0.00 0.00
9124 |Prepaid- Refund LoyaltyMarket 0.00 0.00 0.00 0.00
9125 Volksfuersorge account 0.00 0.00 0.00 0.00
9131 Bar Credit 0.00 0.00 0.00 0.00
9141 ITC Personnel Bar Consumption 0.00 0.00 0.00 0.00
9152 Refund Prepaid Shorex 0.00 0.00 0.00 0.00
9161 Casino Gross Income 0.00 0.00 0.00 0.00
9189 Shiphoard Credit Token 0.00 0.00 0.00 0.00
9151 Teen Card Credit 30 0.00 0.00 0.00 0.00
9192 Teen Card Credit 50 0.00 0.00 0.00 0.00
9193 Teen Card Bonus 5 0.00 0.00 0.00 0.00
9154 Teen Card Bonus 10 0.00 0.00 0.00 0.00
91599 Teen Card Tokens 0.00 0.00 0.00 0.00
9201 Pre-paid Excursion 0.00 0.00 0.00 0.00
9301 Package Plan 0.00 0.00 0.00 0.00
9911 Gift Card Credit Posting 0.00 0.00 0.00 0.00
9951 Closing Balance 0.00 0.00 0.00 0.00
9952 test 0.00 0.00 0.00 0.00
9961 Limit Cash 0.00 0.00 0.00 0.00
9971 DRS Settiement 0.00 0.00 0.00 0.00 4
oK concel | [ aorly

Figure 14-1 - Cashier Sessions

Opening a Cashier Session

1. From the Cashier Menu, select Cashier Session from the drop-down menu.

2. Click the plus (+) key to expand the Cashier container on the left, then right-click
on the user name and select one of this option:

¢ Open Session (Empty) - This function open a cashier session for the selected shift.

e Open Session (Linked) — This function open a cashier session with previous
closing balances being brought forward as Opening Amount.

In the Name field, select the Session code from the drop-down list.

4. Enter the Opening Amount for the respective department code, then click Apply
to save.

Closing a Cashier Session

1. From the Cashier Menu, select Cashier Session from the drop-down menu.

2. Expand the Cashier container on the left, then right-click on the session and select
one of this option:

e Close Session (Balance) — This function closes the cashier session by automatically
filling in the amount in the Closing Amount column.

e Close Session (Empty) — This function requires user to input the value in Column
Amount column.
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14.3.

14.4.

Cashier Sessions

Click Apply to save the value entered.

4. When there is discrepancy on the value, the system prompts for further action.
Selecting Yes sets the session status to Discrepancy, which allows you to further
research and resolve the discrepancy.

Discrepancy detected “

Discrepancy between calculated and reported values detected.

i Lg Payments details may be saved but session will not be closed before all
discrepancies are resolved.
Are you sure you want to save session details?

Mo ‘ Cancel ‘

Figure 14-2 - Cashier Closing Discrepancy

Resolving Imbalance Cashier Session

1. From the Cashier Menu, select Cashier Session from the drop-down menu.

2. Expand the Session container on the left, right-click on the session and select
Close Session (Balance).

3. Enter the correct value in the Accepted Amount column, then click Apply to save
the amount and print the final closing report.

Transferring Money From/To Ship

Funds collected can be transferred from Ship to bank or shore side office or vice

versa.
O Money Transfer “
Details
Transfer: |1:D j | (Ship Bank) j
Comments: |Cash Collection|
Id Description Current Transfer -
9001 Cash 90,000.00 5000.00
90010 |1 Exchange Commis 100,00 0.00
90011 |ash - Expected Pa 0,00 0.00
20012 | Cash - Unused 0,00 0,00
90013 |dccount Mone Payr 0.00 0.00
90014 FCUI Payment 0.00 0.00
9002 |h Currency Exchar 0.00 0.00
9003 Cash Crew 0.00 0.00
9004  |*ayment to Payroll 0,00 0.00
a0a3 Ship Credit 0.00 0.00
9121 | Shipboard Credit 0.00 0.00
9122 | Excursion Credit 0.00 0.00
9123 | Excursion Credit 0.00 0.00
9124 |ind LoyaltyMarke’ 0,00 0.00
9125 |lksfuersorge accou 0,00 0.00 j
0K | Cancel |

Figure 14-3 - Money Transfer

1. In the Cashier Session, click the plus (+) key to expand the Session container.

2. Choose the session to transfer the amount, then right-click and select Money
Transfer.
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3. Select the transfer type from the drop-down list, enter a comment in the
Comment column and amount to transfer in the Transfer column.

4. C(lick OK to confirm the transfer.

Amount transferred are shown in Cashier Session, Transferred Amount column.
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15. Options

The Options Menu is an area where supported hardware’s and devices are setup, and
is accessible from the Main Menu.

General Tab

In the General Tab, you may determine the options to switch on/off by checking the
check box. By default, the check boxes are un-checked.

Options

I General I Colors ] Hardware ] Video Parameters ] DacumﬂtScarm‘[

Internet PC Mode & Control

General

™ Hide BCard Wizard Information Card Charge Type : Fied -
[ Default to Department fisld in Pay Invoice sareen [~ Use Time Blocking for Guests

™ Use Separate Print Job for board card printing and encoding [ Use Time Bloding for Criewe Me

[¥ Enable Access to Micros Database in Management (If configure in PAR) [~ Enable Dy Limit for Crew Members

[™ Disable Camera (Restart Apphcation Require)

Authorization

Change Cabin Password:
Change Cabin Status Password:

Figure 15-1 - Options Menu — General Tab

Colors

The Colors tab allows you to define a standard color scheme suitable for the
operations. These colors can be easily change by clicking the color bar and then
choose the color from the color chart.

.Oplions
- General I Colors I Hardware ] Video Paramebers ] Document Scanner ‘[
General ousk Actvites
— | incomectEntry [ oo Label I checied
__|noPrintPostngs [ 4o Froge Label I sug0ested
Inactive Credit Card I o
| vebveredMessages I v itiog st
Interporting Guest - Avalable
BB Guest - Fully Bocked
I o ertoaked
Work Order Priority N et Tine
I i Priority I i a0 Tme
- Medum Priority
Low Priority
o Canced

Figure 15-2 - Options Menu, Colors Tab

Hardware

In the Hardware tab, supported peripherals, printers and devices are configured. The
screen varies depending on the type of report printers you select. Please contact
Oracle Hospitality Cruise Customer Support for assistance.
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Options
General Colors ] Hardware Video Parameters | Document Scanner
Report Printers rCOder [ onrection,
|| Card Reader Type £1: [ {None) || Port Phmber:
Cards Port #1: | ||| speed @its Per second):
Cash Book Vowdhers RFID Type =1:
Certificates Data Bits: -
Invesces | d Parity: ’—_|
Key Runner Recepts arity: -
Label Card Reader Type #2: [(None) | | &
L el Port #2: [ = :
Recept 7 * ||~ Paszport Readers
Recsipts RFID Type £2:
Reports [imione) =
Safety Forms v | = REID Type:
lf.lu-:.n-nw ;I Encode Door Lock (Track =3) Key : i Yes vI |-x,..-: Detect L]
o Door Key Options : [Encede At Lock =] I Enable MyCard ACR3S Reader
| J [ Do not encode Magnetic Strips Sagnature Device
Zebra Device Name: = ] i [vone) K|
[orbzsbes ||| creditCardreader:  [tone) =]
Special
™ RFID Encoding Port: I >
| undefined) - = .
Board Card Print Manager Mapping EELE HuscaBarls
2 =] || T use Right Mouse Button Emulation
Tradk 15tart Sentinel : s End Sentinel : F
Track 2 Start Sentinel @ |‘— Track 3 Start Sentine © |:+_
Additional Cmd for Pebble Evolis when encode track 3:
oK Canced

Figure 15-3 - Options Menu, Hardware

Video Parameters

This section defines the video format, source and type of compression to store in the

database.

Colors ] Hardware: Video Parameters || Cooument Scanner ]

Lz aptions below 1o se1-up camers. You should adpst the settng 5o that the whale pctire fits
the frames visbie here. Changes are immediate and will be shomn in the bve video box immediately,

- ‘

VideoDisplay | Video Compression |

Figure 15-4 - Options Menu, Video Parameters

Document Scanner

This section link the type of scanner use for specific forms, for example, driving
license, passport, and others.

Options



(e —

~Select A Document Type
Ties - Choose Scanner to be used with Selected Dooument Type -
s i E) Select Scanner: |cssn-scansrewL 800 =
Resst W Set as Defoult
[~ Enable Marfacturer Default Settings Dialog before Scan
Paper Size: | =
[T Auto Brightness W Deskew
Brightruess: “ | o
150
Contrast: K O v
=5
o cacdl |

Figure 15-5 - Options Menu, Document Scanner

Options 163



16. Security

Function such as User Login, Passenger movement from ship to shore or vice versa,
statistic count of passengers on-board or at shore side can be found under the
Security menu.

Login

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

Change Password

Change Password function allows user to reset their password. User is required to
login prior to accessing this function.

& x|

Change Password for N
A '
Old Password: ‘r.: t Required

Password: “

Confirm Password: ‘

Apply Cancel

Figure 16-1 - Change Password screen
1. From the Security Menu, select Change Password from the drop-down menu.

2. Enter the New Password and Confirm Password, then click Apply.
3. At the Password successfully changed prompt, click OK.

User Lodfile

User Logfile records all transactions performed by users by date and time order.
These information’s are retrievable using the available filters such as by user, type of
activities, date, time or workstation. Transaction logs are also printable and
exportable to supported file format.
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Security

¢y ErontDesk Coshier Options Security About Exit
Guest Name
A JESLYN YIP JESLYN Smith JMr Cabin changes from cabin 10007 to cabin 1001
Reservation Cancelled A JESLYN YIP |JESLYN |Smith J Mr mith, ] Mr has cancelled the reservation
131 Renew Reservation A JESLYN YIP |JESLYN |Smith J Mr enew reservation is done for Smith, 1Mr
:32:43 |Change Date A [JESLYN YIP [JESLYN [Smith J Mr date is changed from 06/02/2015 to 13/02/2015 for Smith, M-
Create New Reservation Manually |A JESLYN YIP |JESLYN |Bailey A Ms lew Reservation is created for Account ID 1052808
:31 |Change Debarkation Date A [JESLYN YIP [JESLYN |Smith JMr__|Debarkation date is changed from 13/02/2015 to 19/02/2015 for Smith, 1 Mr
193 Check-n A JESLYN YIP |JESLYN |Doe Jane Ms |Doe, Jane Ms ACC_ID: 1052805
15451 |Postings Closed A |JESLYN YIP [JESLYN |Doe Jane Ms |Close postings. 5sql=UPDATE res SET res_bcard_door=NULL res_bcard_door_hex=NULL,res_dis_a=TO_DATE(2015-01-30", 7YY
Head Cabin Clean Status Changed A JESLYN YIP |JESLYN CABIN 10000: Clean Status Change From OD to VD
:54: Task Assignment  |A JESLYN YIP_|JESLYN Cabin 10000. New VD Linen Rule task created by COUTCABINCHANGE process
ead Check-out A JESLYM YIP |JESLYN |Doe Jane Ms |Doe, Jane Ms ACC_ID: 1052805
v
< >
Selection Criteria Brint TREE
user [al v|  FromDate/mme:  [05/02/2015 15:00 Wiorkstation:
_ boot | Close
Tvoe [l +1__ ToDate/Time: Insmzizms 7:00 __Comment: Lpor

Figure 16-2 - User Lodfile

Gangway Lodgfile

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

Last Mame irecti Person Type |Swipe Card |Manually Reset by

Guest Gangway JAN C Going Shore-side P Yes
|11/02/201515:48:27  |FCYK  |GuestGangway  [JANE  [DOE  [Gomgshoresde [P fyes |
|11/02/2015 15:48:40 [FCYK  |GuestGangway _ JANE  [DOE _ [GoingShoreide [P [Yes | |
|11/02/2015 15:48:46  [FCYK _ |GuestGangway _ JANE  [DOE _ [GoingShoreside [P [Yes | |

12/02/201501:37: 14 Guest Gangway

Selection Criteria

Location : I Al ;I From IWTW

Movement [path Wars <] Tobstemme: [Zioz0s [amss Print
Type:  [a Al = (&S | Export cose |

Name: I

Figure 16-3 - Gangway Logfile

Count Onboard/Shoreside

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

165



166

& Display Security Count
Count
Guest Total: 1327
- Onboard: 1324
- Shoreside: 2
- Shoreside{OverLAND Tour): 1
Resident Total: 2
- Onboard: 2
- Shoreside: 1}
- Shoreside{OverLAND Tour): [i}
Crew Total: 835
- Onboard: 835
- Shoreside: 1}
- Shoreside{OverLAND Tour): [i}
Visitor Total: 1210
- Onboard: 1}
- Shoreside: 1210
Total: 3374
- Onboard: 2161 (0 visitor(s))
- Shoreside: 1212 (2 non-visitor (s))

- Shoreside({OverLAND Tour):

1

==

Reset Security Counters

<]

Guest

<

Resident

<]

Crew [Staff

v

Visitors

Figure 16-4 - Count Onboard/Shoreside

Clicking the Reset Security will reset the count.

# NOTE:

Do read the message prompt when resetting the count as they message in
each prompt varies.

Guests/Crew Onboard

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

Security



Security

Check-out

Page Up Resident

869 MUSICIAN, 3
- - Show
< All

% Only Guest

— © Only Resident

1004

 Only Crew

© Only Visitors

© Only Check-Out onboard

MACLERIO,CATERINA MRS

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

Gangway Log | Go Ashore Pagegown‘ Close

Figure 16-5 - Guest/Crew Onboard

o Click the Go Ashore to set the selected passenger status from Onboard to Ashore.
o (Click the Gangway Log to open the Gangway movement log.

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

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

e (lick the Gangway Log to open the Gangway movement log.

Raps Check-in
TESTER, 870 QA 02 MR Resident

1002  John Doe, o A”

I Oty e
i o
I
“ Only Visitors
B
'  Only Check-Out onboard

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

“ Only Crew

Gangway Log| Go Onboard | Page Down ‘ Close

Figure 16-6 - Guest/Crew Ashore
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Port/Visa Requirement

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

& Port/Visa Requirement

Setup

Date & Time From |2?;'Bf2015 00:00:15 Date &Time To |2?;'DBJ’ZD 15 23:00:00

Remarks Port | {not applicable) ﬂ

Apply To {* Pax and Crew
" Pax
" Crew
— Conditions
Nationality | MY Malaysia ﬂ Visa Type | B2 Tourist Visa ﬂ
Add New | Delete | Save | Close |

Start From Untl Remarks

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

Insert Confirm ? “

r "_"‘-.I Nationality of MY Malaysia without document B2 Tourist Visa not
W' allowed for port entry From 27/8/2015 00:00:15 To 27/08/2015 23:00:00

Figure 16-7 - Port/Visa Requirement

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

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

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

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

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

Immigration Filtering

This function enables the Ship Operator to define the guest or crew to exclude from
the Immigration Inspection.
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[~ General

Account Type
[ Guest &=
I crew e

Embarkation Date

||_31fusjzu16 j

Disembarkation Date

& =
o<

Unselect All

Consular Report of Birth Abroad
[w| Crew Member Certificate
v Diplomatic Identification

W Driver License

[ Enhanced Driver's License (MB)
] Enhanced Driver's License (NY)

|v| Enhanced Driver's License (ON)
|v| Enhanced Criver's License (QC)
v Enhanced Driver's License (VT)

W Erhanced Driver's License (WA)
|| FAST ID Type

sectal |

Italy
Japan
vl

(el s
Search
~ Document Type [~ Nationality
v (Without Any Document) Iv| Albania
v Alien Registration Card
[V Birth Certificate
(v CARIPASS CARD

Unselect Al | sekectal |

[~ Guest List

SelecbeleamE
Benjamin, A 21/08/2015 |28/08/2015
1]
Chan Lin Chin, 04/03/2015 11/03/2015

Mose,  7ooois [mosmis iy |
Mose,  7josjois o3 iy |

ANTA MTTCA WD

1]
]
]
]
]
]
]
]
]
]
]
]
]
]
]

17in7n17 Inzi1ane

[T —

Unselect All | Select All Add to immigration gate Remove from immigration gate

Figure 16-8 - Immigration Filtering

1. From the Security Menu, select Inmigration Filtering.

2. In the General section on the left, select the Account,
Embarkation/Disembarkation, and then click Search.

3. Select the Document Type and Nationality and then click Search to further filter
the guest list.

4. In the Guest List on the right, select the passenger to add or exclude from
immigration gate, then click the respective button.

5. Excluded passengers will have a check mark in the “Exclude’ column

Security

#NOTE:

If Guest has “Switch to Crew in Manifest” setup, then the guest account is
shown under Account Type ‘Crew’. If Crew has ‘Switch to Passenger in
Manifest” setup, then the Crew account is shown under Account Type
‘Guest’.
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