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Preface

AffairWhere is a system specifically designed to manage the function space and banquet
events for a cruise line. The system can run as a stand-alone application receiving group
and delegate information directly from a cruise line’s reservation system, or it can use
data from an existing SilverWhere database.

The system can process both shore side and shipboard. Shore side, the system would
be used by the Group Reservations agents to book group events and prepare contracts.
Shipboard, the system allows the crew to manage the shipboard function space and to
create Banquet Event Orders for the fulfillment of the events.

The document details the various forms, features and function of the AffairWhere system
with descriptions of how each form works and when it should be used.

This document is intended for the personnel/teams whom are involved in working with
AffairWhere system.

Customer Support

To contact Oracle Customer Support, access My Oracle Support at the following URL:

https://support.oracle.com

When contacting Customer Support, please provide the following:

= Product version and program/module name

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

= Exact error message received

= Screen shots of each step you take

Documentation

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

Revision History

Date Description of Change
April 2017 o Initial Publication.
July 2017 e Added Chapters 5 through 10

Preface
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Maintaining Properties and Locations

AffairWhere Locations are the venues at which events are scheduled. Locations are
grouped together into Properties. Properties normally are associated with a ship in a
Cruise Line’s fleet, but they can also be used to hold bookable location venues on private
islands or at a pier.

AffairWhere Properties and Locations are maintained using the Location Maintenance
available from the Function Space menu. When selected, the following form will display.

4% Location Maintenance

+- Golden Earth [GE)]
+- Golden Sky [GS]

Figure 1 - Select Location Maintenance from Function Space Menu

Click on the name of a Property to see the detail information about that Property.

4% Location Maintenance

Golden Dawn (5D]

41 Golden Eatth (GE) Propery:  Golden Clouds

+- Goldsn Sky (G5) Line Cods: ’GE— Q
License Name: |Dem0 License: |
Send By: |Eruise j Days Out: |? Ship Yiew: '30—
Export Dir: |c:\temp\

Last Send: Last Receive:
Last Wiew:

Update

Figure 2 - Click on the Property Name to See Details

The fields on the Maintain Property frame have the following definitions:

Maintaining Properties and Locations 9
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Table 1 — Fields Definitions Table

Fields

Type and Size

Description

Property
Line Code

License Name

License

Send By

Days Out

Ship View

Export Dir
Last Send

Last Receive

Last View

String(30)
String

String

String

String

Numeric

Numeric

String
String

String

String

The name of the Property.

The code assigned to this Property by the
Cruise Line.

The name assigned to this Property by Oracle
Hospitality Cruise for Licensing. This is only
needed for shore side implementations of
AffairWhere.

The license code assigned by Oracle
Hospitality Cruise for the property.
Determines when data is sent from shore to
ship. If the value is Cruise, then the
information for the Property is sent to the ship,
Ship View days before each cruise starts and is
updateable on the ship (locked to shore side)
Days Out days from the start of the Cruise. If
the value is Day, then the Ship View and Days
Out fields apply to the current date.

The number of days in the future at which the
events at this property become updateable by
the property and are locked shore side. If this
field is zero, the data is never locked shore
side.

The number of days in the future when event
information is sent to the ship and is viewable
(but not updateable) there.

The directory where the export of the
information to be sent to the ship is stored.
The last date that information for this property
was sent to the ship.

The last date that information for this property
was sent from the ship and posted to the shore
side database.

The current date that the ship can view events.

To insert a new property, right-click anywhere in the Tree View and select Add

Property. A blank Property form will display. Complete the fields and click Insert to add

new property.

Maintaining Properties and Locations



Add Location

- Golden = Froperty: |
+- Golden % Line Code: ’—
Copy Property License Name: | License: |
Send By: |Eruise j Days Out: |? Ship Yiew: '30—
Export Dir: |

Last Send: Last Receive:
Last Wiew:

Ingert

Figure 3 - Adding Property

To copy a new property, copy all locations and item assignment information from another
property, right-click on the property that is to be copied and select Copy Property.

A blank property form will display with the Copy From at the top of the form. Complete the
other fields in the form, and click Insert. When added, all locations and event availability
will be copied from the Copy From property to the new property.

“ Location Maintenance

Capy Frar: | Galden Clouds (5C)

41 Golden Eatth (GE) HE |
+- Golden Sky [GS] Line Code:
License Name: | License: |
% Send By: |Eruise j Daps Out: |? Ship Wiew: [3g
Expart Drir: |c:\temp\

Last Send: Last Receive:
Last Wiew:

Ingert

Figure 4 - Copying Property

To change information on a property, click on the Property name, make any necessary
changes and click Update.

Maintaining Properties and Locations 11



42 Location Maintenance

+ Golden Cla

- Golden Dawn [GD]

41 Golden Eatth (GE) Propery:  Golden Clouds

+- Golden Sky [G5) Line Code: GC
License Name: |Dem0 License: |
Send By: |Eruise ‘ﬂ Daps Out: |? Ship Wiew: [3n
Expart Drir: |c:\temp\

Last Send: Last Receive:
Last Wiew:

fdate

Figure 5 - Changing Property Information

To delete a property, left click on it so that the information about that property appears in
the form, then right-click and select Delete Property.

Note: A Property must have all Locations deleted before it can be deleted.

42 Location Maintenance
gy

Cla
- Golden Dav

Add Location
+ Golden Eart e Praperty: |Giolden Clouds
+- Golden Sky Line Code: ’GE—
Copy Froperty License Mame: |Dem0 License: |
Send By: |Eruise ﬂ Days Out: |? Ship Yiew: ,30—
Expart Drir: |c:\temp\

Last Send: Last Receive:
Last Yiew:

Update

Figure 6 - Deleting Property

Left-click the + sign to the left of a property to see all locations at that property. Clicking
on a Location will display all information about that Location.

Maintaining Properties and Locations



4% Location Maintenance

=|- Golden Clouds [GC) A

Froperty: -
Aft Pook4ft Pool : R ATES J_
Al Meeting-All Meeting Location Code:  [atrium Link:  [ATRIUM =]
Annes-Annes i |Atrium
Buffet-Buf Ship Location:  [id Ship - Deck 1
Casino-Casiho ; : ;
Booking Group: - | Twpe: -
Concierge-Concierge Lounge T |SHDHE = J |HDSD J
[Dance-Dancers Lounge Fire Limit: 38 Other Lirits: Set Up Type Min | Max | Private |«
Disco-Dizco 5 : P | Classroom 1] 1] C
Function Book:
Hospitality1-Hospitality Desk 1 ; B = Cocktail 0 0 r -
Hospitality2-Hospitality Desk 2 Private: MO - Pl »
Java-lava Bar & Cafe Comer
Is & Parent? -
Kids-Kids &rea =
Library-Librany Parent: | ﬂ
Diining Lower-Main Dining Foom Lower
Diining Upper-Main Dining Foom Upper
Foal-tain Pool Hpektis
Showe-Main Show Lounge
brrtinn 1-keetinn 1 A

Figure 7 - Viewing Locations to a Particular Property

The fields on the Maintenance Location frame have the following definitions:
Table 2 - Fields on Maintenance Location Frames with Definitions

Fields Type And Size Description

Property Number The name of the Property.

Location Code  String The code for this location that appears in the
Function Book.

Name String The full name for this location that would
appear in correspondence.

Ship Location String Where on the ship this location can be found.
Usually what deck and how far forward or
after.

Booking Group  String The owner of this location. Please see Booking
Group explanation below.

Type String The type of Location. Used to group like
locations together on the Function Book.

Fire Limit String The maximum number of guests allowed in

this location at one time.

Private String Whether or not this location can have multiple
events at one time.

Is a Parent String Whether or not this location is a combination
of smaller locations. For example, a location
could be All Conference Rooms, and each
individual room would point to this location.

Parent String If the location can be combined with other
locations into a larger space, the name of the
larger space.

Other Limits A list of set-up types with a minimum,
maximum and whether or not when used with
the set-up the location must be set to Private.

To add a new location, right-click anywhere in the Tree View and select Add Location.
A blank form will get displayed.

Maintaining Properties and Locations 13
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“ Location Maintenance
- Golden Earth [GE) ~

Froperty: -

At Pookét Pocl B |

Abrium-Strium Location Code: | Link: | j
m M ame: |

Cafe-[

Casine lete Location Ship Location: |

Camm ; : ;

Corci Add Property B.UUkl.nQ. Group: |SHIF' B j Tupe: | j
Culinary-Culinary Arts Center Fire Limit: 1] Other Lirits: Set Up Type Min | Max | Private |«
[Dance-Dance Lounge e P | Claszroom 0 0 ]
DiscaDisca _ y__ 8 Cacktai o [0 O &
Hospitality1-Hospitality Desk 1 Private: MO - Pl »
Hospitality2-Hospitality Desk 2 L Bt l—_|'

Java-lava Bar & Cafe Comer =

Kids-Kids Area Parent: | [=|

Library-Library

Diining Lower-Main Dining Foom Lower Tt
Diining Upper-Main Dining Foom Upper

Foal-tain Pool
Shinwe-bd ain Shiw | nnnne

Figure 8 - Add Location in Tree View

Complete all fields in the form and click Insert to store the new Location in the
AffairwWhere database.

To update the information for a location, select it from the Tree View, make any required
changes, and then click Update.

Location Maintenance

Gaolden Earth [GE) Al pro ;
i perty: -
At Pookét Pocl ; B |
Adium-Arium Location Codet | Casing Link:  [CaSING =]
Buffet-Buffet : r
Marme:
Cafe-Cafe Comer : . |Easm0
Ship Locatian: |Dec:k 2 - Forward
Concierge-Concierge Lounge bRy |SH|P j L= |Dthe' j
Culinary-Culinary Arts Center Fire Limit: 199 Other Limits: Set Up Type Min | Max | Private |~
[Dance-Dance Lounge Elr e E o l—_|' » | Claszroom 0 0 C
Disco-Disco ; L Cocktail a 1] O =
Hospitality1-Hospitality Desk 1 Private: MO - Pl »
Hospitality2-Hospitality Desk 2 L Bt m
JavaJava Bar & Cafe Corner
Kids-Kids Area Parent: [ =]
Library-Library
D!n!ng Lower-Ma!n D!n!ng Fioom Lower Update
Diining Upper-Main Dining Foom Upper
Pooltain Pool
Shruw-bain Show | nunne St

Figure 9 - Update Information Associated with Location

To delete a location, select it in the Tree View then right-click and select Delete
Location.

Note: A location cannot be deleted if any events were ever scheduled for it.

Maintaining Properties and Locations



Location Maintenance

—|- Golden Earth [GE] ~| Pro .
b perty: -
At Pookét Pocl ; B |
Arium-atium Location Codet | Casing Link:  [CaSING =]
Buffet-Buffet i |Easin0

Cafe-Cafe Comer

Ship Locatiorn: |Deck 2 - Forward

o] Add Location Baliins i
ooking Group: - 3 -

co T s B S E
Culine 2 Fire Limit: 199 Other Lirits: Set Up Type Min | Max | Private |«
Dand Add Property . o 0 0 =

ans _ Furnction Book: [ - SES1I0M
Disco-Disco ; Cocktail a 1] O =
Hospitality1-Hospitality Desk 1 Private: MO - Pl »
Hospitality2-Hospitality Desk 2 _'

Is & Parent? -
Java-lava Bar & Cafe Comer =

Kids-Kids Area Parent: | [=|
Library-Library
Diining Lower-Main Dining Foom Lower
G 2T Update
Diining Upper-Main Dining Foom Upper
Foal-tain Pool
Shinwe-bd ain Shiw | nnnne A

Figure 10 - Deleting Location in Tree View

Maintaining Properties and Locations 15



2 Booking Groups

Through Booking Groups, AffairWhere determines whether a particular user is allowed to
book events at a location. Each Location is owned by a booking group. For example, the
Casino Location has a Booking Group of SHIP, which means that only users who have
been assigned the SHIP Booking Group will be allowed to schedule events at this
Location unless someone else with that Booking Group has given them permission.

Note: Please see Opening/Close Times and Templates later in this manual for additional
information.

Maintaining Standard Event Iltems

16

Standard Event Items are supplies, food, beverages or any other goods or services that
may be included while booking an event. They are maintained from the Standard Event
Items selection from the Event Components menu.

Standard Event ltems

+ AudiodYisual

Half ~ Unlimited Frozen Daiquirs, Cola
i i d Champagne under

: . WinefBeer.f’Sod Pkg ™ Unlimited ‘Wines and Charmpagne
= Dining R oom *ine Pkg ~ Unlimited ‘Wines under $30 during
+Wine Pkg ™ Unlimited Wines under $40 during Pinnacle

=l Beverage and Bar Itern Cade: |Wine & Beer Pkg
i - Bar Staff ~ Bar Staff Service at Private In-Stateroom Parties 3
- Coffee ~ Coffes for meetings. complimentary i |Beverage Al j
: - Coffes Service ™ Coffes, tea and water service, compliment: Provider: |Beverage L Bar j
- Coffee Card ™~ Explorations Cafe Coffe Card good for 10 coffe : : ¢ =
- 'ine Card 10 Glasses ~ House Pouring wine Card good for il lterdanics 2 || AR R |_Easkagz ol
- Wine Card 20 Glasses ~ House Pauring Wwine Card goad far Deseription: | Unlimited Wines and Champagne under $30 and all beers: Per dap fee
L water ™ loe water for meetings, complimentary
- Cocktal Card ~ Signature Cocktail Card good or 10 Signatun | Commeits:
. Goda Fountain Card ~ S oda Fountain Card good for 20 zoda ‘
: -~ Tea™ Tea for meetings, complimentary itk Chde |
~&lHncl Bey. Pkg = Unlimited Beverages under $7 and prezel
: -Bey Pkg - Full ~ Unlimited Frozen Daiquities, Cola Min Setup: [ | MinBreakDowre [ v]

| - Mon-dle Bew Pkg ™ Unlimited non-alcohalic wines, beers, vin e rﬁ—D—D*—‘ Delete Price
Motes and Comments .
+- Entertainment e
+ Food
S ousekeshing F'rice1 SaI331 Ewents From ] Ewents To
5 Other P 36.80] 0.00 8/6/2008 [ 14172099 |
+ Cocktail Farties - All types %
Fhatography
Properties
Froperty Avall | Oy
P | Golden Clouds [
Golden Dawn e 1]
Golden Earth M |0
Golden Sky W 0
< >

EventzFrom: [ a,5/2008 Add Frice
Ewents To:

1/1/209 ¥ Update Price
Frice: 36.80

Figure 11 - Select Standard Event Items from Event Component Menu

The fields on the Maintain Standard Item form have the following definitions:

Booking Groups



Table 3 - Maintain Standard item with Definitions

Fields Type And Size Description

Item Code String A short name for this item.

Item Type Look-Up The category under which this item can be
found on the Add Event form.

Provider Look-Up The department or area on board responsible

for performing the task or providing the item.

Priced By Look-Up How the item is to be priced. Options include
Attendance (priced by the number of guests),
Fixed
(fixed priced regardless of number of guest),
and Consumption (priced by number of items
consumed during the event).

Make Private Selection If checked, an event will be set to private once
this item is added to the event. For example, if
the item was a band, when added to an event,
the system would warn if other events were
scheduled for the same location at the same
time.

Package Only Selection Determines if this item can only be used in a
package and would not appear by itself on the
Event Maintenance form.

Description String A longer description of the item that could
appear on a client’s itinerary.

Comments String Any comments for this item. These are usually
considered for back office information and
would not be shown to the client.

Link Code String A code that links this item to an outside
system that may maintain prices or descriptive
information.

Min Setup Number The minimum number of minutes needed by
the provider to set up this item before the
event starts.

Min Number The minimum number of minutes needed by
Breakdown the provider to clean up after the event is over.
Pricing See below for how the pricing feature works

for Item and Package Maintenance.

Properties Selection Properties (Ships) that can fulfill this item will
be checked. If the item is capacity controlled
(such as a TV, microphone, projector, etc.), the
number of that item at each Property/Ship.

To add a new item to the database, right-click anywhere in the Tree View and select
Insert. Fill in the information on the form, and then click Insert.

Booking Groups 17
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' Standard Event ltems

- AoVl Coda
= Bewesage and Bae Rom [
Ban Staff ~ Baw Slafl Service st Privabe |rrStaberoom Paite: Hem Type: I ;'

Coffes = Cofles lor meeting:. complmentaty
Cotfon Service * Coffon, boa and waber sorvice, complmenty | Frovides | =]

Coofles Card ~ Enplotstions Cabe Colfe Card bor 10 colfe - :
w.uudmﬁm"ummwwmmm el | ] I MakePivale [~ Package Oy
Wine Card 20 Glazses ~ House Pouing Wine Card good for | Descaplion: [

Wiater ~ boe water bor meetings. complmentaiy

Cosckted Card ~ Sigrsture Cockisd Card good of 10 Signatun | Comments:
Soda Fountain Cad ~ Soda Fountsn Card good for 20 soda I
Tea * Tea for meefings. complimentany Link Codec |

AMncl Bew. Pkg ™ Unbmited Beverages undes §7 and presel ] :

Bew Py - Full ~ Unbribed Frozen D.souines, Cols MinSetup g - | Min BreskDown [ -

v i Pkg EvertsFiom [gmiznoe = Add Price [
wine/Bess S ada Prg ™ Unbmbee

Bew P - Hall ~ Unlinited Fiozen Daiguiis, Cola
Everds T =
Dirieg Riooe Wine Pkg ~ Undimis 17172088 ] Updae Pics |

Wirns Fiog  Unimitesd \Wines undar 81 Gws Prescls Fiice;

Norride Bew Phg ™ Unmibed ron-alcoholic wines, besrs, vin & alas- ri Delete Price: [
Motes and Comments
o Nierm Praces
- Focd :
- Housekespng | Frice | Sales | EvertsFrom  |EvertzTo |
# Oiker
+ Cockiad Paties - 41 lypes
Fhotography
Propertes
Froperty | aval Jow |
B | G Chousd: F |0 |
| Gokden Daw -
|| Gokden Eath_ ¥ o |
Golden Sky F o |
; . [ ]

Figure 12 - Inserting Data in Database

To update the information on an item, left-click it in the tree view so that the current
information displays, make any changes, and then click Update.

Booking Groups



Standard Event ltems

[ Audioisual
[=- Beverage and Bar
i - Bar Staff ~ Bar Staff Service at Private In-Stateroom Parties
- Coffee ~ Coffee for meetings. complimentary
- Caffee Service ~ Coffes, tea and water service, compliment
" Coffes Card ~ Explorations Cafe Coffe Card good for 10 coffe
- ‘Wine Card 10 Glasses ~ House Pouring wine Card good for
- \ine Card 20 Glasses ~ House Pouring wine Card good for
L wfater ™ o water for meetings, complimentary
- Cocktai Card ~ Signature Cocktail Card good or 10 Signatun
- Soda Fountain Card ~ § oda Fountain Card good for 20 zoda
Tea™ Teafor meetings, complimentary
- AlHncl Bev. Pka ™~ Unlimited Beverages under $7 and presel
[ £ Pl - Full = Unlimited Frozen Daiquities, Cola
-Bev Pkg - Half ~ Unlimited Frozen D aiquiriz, Cola
- Wine & Beer Fkg ~ Unlimited Wines and Champagne under
o Wine/Beer/Soda Pkg ~ Unlimited ‘#/ines and Champagne w
e Dining R oom “ine Pkg ™~ Unlimited Wines under $30 during
wine Flg ~ Unlimited Wines under $40 during Pinnacle
" Morsle Bev Pkg ~ Unlimited non-alcohalic wines, beers, vin
" Motes and Comments
Entertainment
Food
Houzekeeping
Other
Cocktail Farties - All types
Photography

oo [ [ o

Item Code:  fRev Pk - Ful

Itern Type: |Beverage and Bar _‘J

Pravvider: |Beverage & Bar _‘J

Priced By:  [Antendance v| I Make Private [~ Package Only
Dascnphior: | Urlinited Frozen Daiquiries, Coladaz, Fum Punch, House Wine,
Comments: ‘

Link Code: |

Min Setup: 0 w | Min BreakDown: [ -

EventzFrom: [ g 212008 » Add Price

Bt 1/1/209 ]v Update Price
Price: 220
e [-D‘-ED-—' Delete Price
Item Prices
F‘rice1 Sales} Ewvents From ] Events To I
b | 32.20] 0.00] 8/6/2008 [ 1142099 |
Properties
Property Aval | Oy
b | Golden Clouds [c2 0
Golden Dawn » 0
Golden Earth ¥ |0
Golden Sky 2 0

e

Figure 13 - Updating the Information

To delete an Item, select it, then right-click and select Delete from the Pop-Up Menu. To
disable an ltem without deleting it, click on the Item for an update, uncheck all Properties,

and then click Update.

Standard Event Packages

Booking Groups

Event Packages are collections of Items that are sold together for a single price. For

example, a Cocktail Party may include Drinks, Food, Invitations, Music and Venue Set-
Up instructions. These Items can be combined together into a Package to make adding

them to an Event.

To maintain Packages, select Standard Event Packages from the Event Component

menu.
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=k Standard Event Packages

=1 Beverage and Bar

i+ Champagne Party
- Bring your awn wine
- Pool Fiesta
i+ Trap. Paradise Paity
- Pre-Dinner Mon-dlc
- Pre-Lunch Cocktal P
- Pre-Lunch Mon-alc.
- Prem. Beer &'wine Pa
- Premium Cocktal Par
- Prem. Wine & Cheese
- Premium Wine T asting
-+ Standard Party
- GAP Cocktail Party
- Standard wine Tastin
- Wine & Cheese Party
£ Bring wine
* Food

Pkg Code
Deescription

Comments

Beer & Wine Party Pha Type:

W Priced By

Aftendance ¥

|Eeer % Wine Reception

Update

Standard Package [tems

I/P | ltem Code Type [tem Description Provider Oty Price| PB| ExtPrics
(Al Invitations P&RTY | Invitations per person, all party tvpe | OTHER 1 0,004 0.00
| BarSnacks |PARTY | BarSnacks, assorted parties BEY 1 0,00 4 0.00
| Housze Music | PARTY | Pre-recorded House Music - all part | OTHER 1 0.00] 4 0.00
| |BeerMwine Ba| PARTY | Pre-selected Wines under $30 and | BEYV 1 0.00] A& 0.00
Properties Cale Price: (0,00
Property Awall
b | Golden Clouds ¥ BvenisFrom: |57 /2008 ~ AddPice |
Golden Davn ﬁ Events To: | 171 /2098 j
Golden E arth v 3 Update Price
Galden Sky [ e 200 :
Sales [iin} Delete Price
Package Price
Pncei Sales] Events From | Events To ]
3 23.00] 000 8/7/2008 [1/41/2099 |

Figure 14 - Standard Event Packages

The fields on the Maintain Event Package form have the following definitions:

Table 4 - Maintain Event Package with Definitions

Fields Type And Size Description

Pkg Code String A short name for this package

Pkg Type Selection The category under which this item can be
found on the Add Event form.

Priced By Look-Up How the item is to be priced? Options include
Attendance (priced by the number of guests),
Fixed (fixed priced regardless of number of
guest) and Consumption (priced by number of
items consumed during the event).

Description String A longer description of this package that could
appear on a Client’s itinerary.

Comments String Any back office comments about this package.

Standard The Items in this Package. See below for adding

Package Items or removing items.

Properties Selection The properties that can sell this package.

Calc Price The calculated price of this package based on
the individual item prices.

Pricing See below for how the pricing feature works

for Item and Package Maintenance.

Booking Groups



Standard Event Packages

To add items to a package, right-click on the Standard Package Items grid, and select
Add Item.

Standard Event Packages

X

everage and Bay
Pka Cade Beer & Wine Parly Pha Type: Beverage and Bar = |  Fliced By s ttendance -

P o i =
Champagre Party Desoription |Beer # Wine Reception

- Bring your awn wine Comments

* Pool Fiesta

- Trop. Paradise Party Update
Prre-Dinmer Non-dlc
Pre-Lunch Cocktail P Standard Package ltems

- Pre-Lunch Mondle. I#P | Item Code Type Ikern D escription Provider Gty Price | PB| Ext Price

- Prem. Beer & Wine Pa Al Invitations PARTY | Irwvitatiors per person, all party typs | OTHER 1 0.00] A 0.00

i+ Premium Cocktail Par | BaiSnacks |PARTY | Bar oo o BEV 1 000)A 0.00
Prem. Wine & Cheese | House Music | PARTY | Pre W all part | OTHER 1 0nojA 000

- Premium wine T asting | Beer/Wine Ba| PARTY | Pie Removeltemn 0 and | BEW 1 0no| A 0.00

- Standard Party ——

i GAP Cocktai Party EilFree ]— I
Standard Wine T astin = 7 B T G |
Wihe & Cheese Par Py sl ;

Longume b | Goiden Clouds v Evenis Flom: 517 /2008 = AcdPice |

LFsad go:gen anhn g EventsTe:  [777 9 +)
olden E artl v Update Price
Goiden Sky g2 s 2300
Sales 0.00 Delete Price
Package Price
F‘ru:e] Salesi Events From ] Events To ]
»]| 23.00] 0.00]8/7/2008 [1/1/2099 |

Figure 15 - Adding Items to Package

A form will then display with all items that can be added to the package. Check the items
you want to add, and then click OK. The checked items will be added to the package.

& Add Items to Package

Items Available to be Added
Type Code Mame Pravider Frice FE [«

| &y Audio/Vizual Tech, Audio visual technical support, per hour, per [ &Y 100 F

[ | &y Boom Stand Boom Stand. for microphones A 1] F

| &y CD Flayer CD PLayer / Boombow A i) F

[ | &Y DD Player DD Player, per session A 0 F

] &y LD of Event LD of taped Event Al 0 F

™| &y Dirum Set Dirurn Set, per gession A 35 F

G E xtenzion Cord Extenzsion Cord Ay 0 F

M| A Handheld Mic - CAC Handheld Microphohes in CAC/QL AW ajang | & 0 F

1| 2 Handheld Mic - M5L H andheld Microphane for Main 5haw Al 0 F
Flv sy Handheld Mic-meeting | Handheld microphone with stand Al 0 F

| &y F.araoke Equipment F.araoke Equipment rental, per session A 0 F

| &y K.eyboard Keyboard, per session A 2R F

| &y LCD Prajector LCD Projectar. per session Al 50 F

[ | &Y Laptop Laptop, per day Al 20 F

] &y Lavaliers Mic - CAC Lavaliere Microphones for CAC/AOL Mw'ajang | &Y 0 F

[ | &y Lavaliers Mic - MSL Lavaliere Microphone for b ain Show A 0 F

| &y Mugic Amplifiers buzic amplifiers, per sezsion A 20 F

[ | &Y Muzic Keyboards Muzic Keyboards, per session Al 25 F

] &y Overhead Projector Overhead Projrctor, per session Al a0 F

™| &y Fiano Fiano, per session a4 40 F

| &y Fiano Tuning Fiano Tuning, per seszion, booked through | 4% 100 F

|y Plasma Screen Partable Flazma Screen, per session A 20 F oK

| e Partable Screen Puartable Screen, per session HSEP 20 F o

Figure 16 - Deleting Item from Package

To remove an item from a Package, select the item then right-click and select Delete Item
from the pop-up menu.

Item and Package Pricing

Booking Groups

Both Items and Packages include similar areas on their maintenance forms to record
prices. AffairWhere supports two prices, a standard price and a Sales price. The Sales
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price is usually associated with an internal price when the items are for a group being
hosted by the cruise line.

Prices are active for periods of time. These periods may not overlap, but multiple periods
can be used for different cruising seasons or to increase the price of an item at a specific
date.

To add a new price for an item or package, select the Event From and Event To dates,
enter the standard price and the sales price and click Add Price. The new price will be
validated and will appear in the Item Prices grid.

Evgts From: | o 52000 - | Add Price
Evefits To: vl
17172093 |lpdate Price

Price: 75 00 g
Sales: IF Delete Price

[tem Prices
Price Sales | Events From Eventz Ta
4 75,00 0.00]8/6/2008 1142089

Figure 17 - Adding a Price for Item or Package

To update the price of an item, select it from the ltem Prices grid. The information for that
price will be displayed. Change the prices and click Update Price.

To delete a price for an item, select it from the Item Prices grid and click Delete Price.

Events From: | 1 41 #2009 vl ﬁdd Frice

Events Tor 1/1/2088 - ml

Price: lEﬂili
Sales 1000 Delete Price

[temn Prices
Price Sales | Eventz From Eventz To
4 Fh.00 0.00| 8/6/2008 1/1/42099

Figure 18 - Updating Price or Deleting Price for an Item or Package

Note: All price changes are held until the user click Update on the Package or ltem
Maintenance forms. If Update is not clicked, no price changes will be recorded.

Booking Groups



information:

3

Property
Selection

Date

Function Book

The Function Book is defined so that Events are scheduled at Locations in AffairWhere.
The Function Book can be accessed by selecting Function Book and Events from the
Function Space menu. The main page of the Function Book has the following

Six Week
Calendar

Selection

Print Page

Booking
Calendar

y 2  —
100 am30 pm 4 || |
Dail Evert List it Dail Function Space Utiizstior T\ | SixWeek Calendar
\l 1 a
|
\
Dine. A
Steak (130)
Hosp
700 M 500 PH
Hosptaty1 (0) \ GRB4INGANCTV: SOUTHERN FARM BUREAL
Hosp
Hospialty2 0)
Lounge
Annex (19]
. o ST
Darce [53) =
Louny
Disco fen)
o
Loun H H
Lou
Ocean[fi5)
Lou
Piano[H] |
Lour
Show )
Lou
Theatef (1§01
Mecfr]
[T . =
b | b
e N\ 7 Dokgaes Y TR
[ | dTime | Location [Cade et \\ [Gtatus [ Created By |
D [Dance [HOSPITALITY \ [Terta JESE] ]
| o RIS  CE
|| |GRosedd | CAUISE.COM/OMEGA WDRLL
I R CRUISES INTERNATIONAL
| [sRe CRUISES O CTION

Bookable
Locations

Active Groups
on this Date

Group Event

Figure 19 - Function Book and Events

Function

Book Basics

\ \\

In House Event

To add an event to the function book, select the Property and Date, select the group from
the Group grid, right-click the Location and Time when the event is to start, and select
Add Event from the pop-up menu.

Function Book
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A AffairWhere Group Event Manager for Cruise Ships Rev. 1.2.2 - fairWare Function Bool
B AffairWhere Group Event Manager for Cruise Ships Rev. 1.2.2 - [AffairWare Function Book
[F) Tock  Event Components  Funtion Space  Group Conkacts Security Window

Prspeny [Glden Sky (5] =] P lormmn Sl B [reariiionsen
Function Space Calendar i Dail Event List T Daily Funclion Space Utlization i Six Week Calender
‘B;Vf::# L:ﬁ | T:00AM B:00AM :004M 10:00 &AM 11:00 &M Noon T:00PM Z00PM 300PM 400 PM 500 PM E:00 PM T:00 PM 800 PM SUUPMj
Dine. -
Dining Lower
1551
Dining Upper
1462)
Ding
Steak (130)
Hasp
7.0 44500 PM
Haspiaily? (1) GRB4GNGINCTV SOUTHERN FARM BUREALI
Hasp
Hospitaily2 (0)
Annex [19]
Lounge . 0
Dance (53]
Lounge
Disco (120)
Lounge
Observation (260)
Dezan[145] 5
o]
Open Time
Fiano [61) ||
Lounge
Show (846)
Lounge
Theaier 170)
Meeting
AllMeeting (150 | {EFN FARM BUREAL
Meetinn Hi
g |
S Events Y History il Delegates it Saved Events
| | [GowpiD [GioupName 5 Date | StatTime |EndTime  |Lacaon [cede [Event [Status [ CreatedBy |
| | GRasant  |ACIS ¥ |8/23/2008 [G:00PM | E:45PM |Obseroation | Cocktal | Gap cocktailpatty [Tenta |BHH. |
| | ADVENTURE TRAYEL B/76/2008 |530FM | 700PM Fiano | Meeting | Mesting [Tenta |BHH. |
| [ Ca4 TRAVEL(S £ ONTARI] INC
] A TRAVEL(S C. ONTARIO) INC
| | CAREFREE TOURS - TRAVEL
[ | CARLSON MARKETING UP
] CARLSON TRAVEL NETWORK.
] CARLSON TRAVEL NETWORK.
| | CHRISTIAN CRUISES NET
[COAST T0 COAST TRAVELING
COUGAR TAILGATE W5L ALUMNI
| CRUISE HOLIDAYS INTERNATIONAL
| CRUISE HOLIDAYS INTERNATIONAL
[ CALISE HOLIDAYS OF ARAOWHEAD
[ CAUISE AL
CRUISE VALUE CENTER
MEGA WOFLD TRAVEL
TERNATIONAL
ISTIMCTION -

Figure 20 - Adding Event to Function Book

In this example, we will be booking an Event for the Cougar Tailgate on the Golden Sky
on August 25 in the Disco at noon. Once the Add Event menu is selected, the Event
Maintenance form will display:

Event Detail
Ewent Code:
Date:

Property:
Graup:
Set-up Time:
Attendance:

Description:

Comments:

= Event Mame: |

[ug252m08 | StatTime: [12popw = Duc [E]  ErdTime [1.g0pm —  Private: [
[Golden Sky | Lacatior:  [Disco (120) v Categon:
[GResar? | |COUGAR TAILGATE WU ALUMNI SetUp Type:
m Clean-up Time: m Priced By: ’—_| Status

400 Frice ’7 Extended Frice: lgggi Cale Price:

Tentative -

0.00

Moveable: [

Accounting:

Frint Location:

|
Frint Time: |
|
Frint Provider: |

Iniset

Return

Figure 21 -

Event Detail

Event Form Field Definitions
The fields on the Event Detail form have the following definitions:
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Function Book

Table 5 - Event Form Field Definitions

Fields

Type And Size

Description

Event Code
Event Name
Date

Start Time
Duration

End Time
Private

Moveable

Property
Location

Category

Group

Set-up Type

Set-Up Time

Clean-Up Time

String

String

Selection
Numeric
Selection
Selection

Selection

Selection
Selection

Selection

Selection

Selection

Numeric

Numeric

A short name for this event that will be seen on
the Function Book.

A longer name for this event that is usually
displayed for the client on their itinerary.

The date for this
populated from the Function Book.

event. Automatically
The time this event is to start.

The number of minutes that this event lasts.
The time this event ends.

Determines if other events can be booked at
the same location at the same time. If checked,
then when trying to book another event at the
same time and location, an error will display.
Determines if a user with only Update
authority can modify this event. Please see
User Security for more information.

The ship where the event will be held.

The location on the ship where the event will
be held.

Used for cruise lines that need to categorize
the information sent to the client. Usually
related to the order that the event is to appear
on a client’s itinerary.

The group code and name of the group. The
system also supports In-House events which
are usually repeating events on a ship. If In-
House is selected from the Group drop down,
an In House Type must be selected from the
drop down that displays next to the Group
drop down.

For locations that can be set up in multiple
ways (for example, Meeting or U-Shape or
Standing), the way the room should be set
up.

The number of minutes before an event begins
that must be blocked for setting up the event.
The number of minutes after an event ends
needed to clean up the event.
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Priced By

Status

Attendance
Priced

Extended Price
Calc Price
Description

Comments

Accounting

Print Time

Print Location

Print Provider

Selection

Selection

Numeric

Numeric

Numeric
Numeric
String

String

String

String

String

String

How this event is to be priced. Values include:
Calculated — Priced from the events added.
Fixed — Price is a fixed amount no matter
what items are added.

Attendance — Price is attendance times item
prices. Consumption — Price is attendance
times item price but is only an estimate. Final
price to be determined on the ship.

For Group items, the status of the event:

Hold, Tentative, Booked, Paid

The projected attendance for the event.

For fixed priced events, the total price for the

event. For Attendance and Consumption, the

price per person. For Calculated, this field is
not accessible.

The price of the event based on Attendance

and the Price field.

The price of the event based on all items added

to the event.

A longer description of the event that would

be displayed to the client.

Comments on this event that are usually only

shown to the provider or the on board group

coordinator.

A note indicating how the cost of this event is

to be handled.

For client itinerary, if the specific time of the

event should be shown in a different manner,

what should display. For example, if the event
is for the sail away party and is scheduled for

5 PM for 60 minutes, a Print Time could be

After boat drill.

A location description that overrides the

selected location on client documentation.

Some events may not have any items included

for fulfillment but still need to show a

provider. In this case, the Print Provider can

be used to show who should fulfill the event.

When Insert is clicked, the new Event is validated to make sure that all information is
correct, and that there are no conflicts with other events. If there are any errors or
conflicts, a message will appear and the user must correct the errors before continuing.
Once the Event is accepted, the space will be blocked and the form will expand to include
Event Item, Event Notes and History information.

Items are added to the event by selecting them and either double clicking on the item or
selecting the item, right-clicking and selecting Add To Event.
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Function Book

Event Code: MEETIMNG - Evert Mame: |A meeting in the Cazing Sales Prices: [
ot #ug-25-2003 »| StatTime: fipq5pM - Dur |60 EndTime: [115PM ~o  Piivale: [ Moveable: [~
Property: |Golden Sky :_J Lacation: |Casin0 1227] :_J Category: -
Group: [GRasaP? Z]|coUGaR TALGATE 4 SetlpType: [ o]
Setup Time 15 hd Clean-up Time: ~ [15 hd Priced By: Calculated Statuz ﬁm
Attendance: 400 Price [ Estended Price: [non Calc Price: 16.560.00
Description: ‘ Accounting: |
Frint Tirme: |
Loitetl: ‘ Frint Location: |
Frint Provider: |
Freview Update Fietum
Event [tems T Histony and Motes
= BEY -~ Order [tems
. -BaStaff Service at Private In-Stateroom Parties Item Code Tupe | Description Provvider Oty H
£ Coffee for mestings. Compl?mentar_l,l ) » | Coffee ITH | Coffee for meetings. complimentary | BEW 1
- Colfee, tea and water service. complimentary “Wine Card 10 |ITM | House Pouring Wine Card good for - |OTHER 1 4
£ Explarations Cafe Coffe Card good far 10 coffee beverages
i £ Houze Powing ‘Wine Card good for 10 glasses [red/white/rc
i £ Houze Pouring Wine Card good for 20 glasses [red/white/ro
: - |ce water for meetings, complimentary -
! il Card ki
| ! Soda Fountain Card goa
| ke Tea for meetings, complimentat
i £ Unlimited Beverages under $7 and preselected wines at din
i - Unlimited Frozen D aiquiries, Coladas, Rum Punch
H - Unlimited Frozen D aiguiniz. Coladas. Rum Punch e
4 | 4 e

Figure 22 - Selecting Event Item and Adding Item

Once all items have been added to the Event, click Return to close the Event Detail form
and return to the Function Book.

The Function Book Form is divided into three areas and a header line. The three areas
include:

The Function Space Calendar: a graphical view of all events for a specific ship and date,
i i
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Function Space Calendar Daiy Event List Daly Function Space Utizslion Six Week Calendar
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Hosp
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Figure 23 - Function Space Calendar

The Group Information Grid: a list of all groups onboard the selected ship and date,
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Groups
GroupID___| Group Mame Pty [ Avives Delegates =~
P [GRB4ENT |ACIS 82302008 |32
GRO4BNB | ADVENTURE TRAVEL 8/23/2008 |80
GRB46PE | ANDERSON HSE TOURS/AOHN HALL 8/23/2008 |26
GRE4E0P | BOBS GROUF R EZEE N ES
GRE4ENN | CAA TRAVEL(S.C. ONTARIO)INC ¥ |e/2az008 |48
GRE4EOD | CAA TRAVEL(S.C. ONTARID)INC 82302008 |0
GRB46P3 | CAREFREE TOURS - TRAVEL 8/23/2008 |32
GRB4BNH | CARLSON MARKETING GROUP 8/23/2008 |16
GRO4ENK_ | CARLSON TRAVEL NETWORK 8/23/2008 |32
GRE4ENK | CARLSON TRAVEL NETWORK 8/23/2008 |16
GRE4600 | CHRISTIAN CRUISES.NET 8/23/2008 |16
GRO46PI | COAST TO COAST TRAVEL INC 8/23/2008 |16
GRB4BP7 | COUGAR TAILGATE WSU ALUMNI 8/23/2008 | 400
GRB46PO_ | CRUISE HOLIDAYS INTERNATIONAL 8/23/2008 |16
GRE4EFR_ | CRUISE HOLIDAYS INTERNATIONAL 8/23/2008 |16
GRE4ENS | CRUISE HOLIDAYS OF ARROWHEAD 8/23/2008 |16
GRBEFN | CRUISE SAILS 82302008 |16
GRB4BNY | CRUISE VALUE CENTER 8/23/2008 |16
RA4ANM CRINSF COMAMEGA WNORI D TRAVEL A23/M0R 1R

Figure 24 - Group Information Grid

and the Group Detail Grids: A series of grids that list different information about a group.

Events Y History i Guests T Saved Events
Datz Stat Time_[EndTime | Locstion Code Event Status Cizaled By
(> E2372008 S5 Ay 0164 |Dance AOSFITALTY Terz O
/2472008 [11154M [1215PM | Dance HOSPITALITY Terts ADHIN
8/25/2008 |Micright | 1:00AM | Casin MEETING Terts ADHIN

Figure 25 - Group Detail Grids

At the top of the form is a Header Frame which can be used to select the Property/Ship
and Date for the rest of the form. Once selected, the ltinerary for that ship and date is
displayed in the text box to the right.

Pipery [ Gelden ko (65) o] e JoEam sl @& [reiittan i,
Figure 26 - Header line

Dates may be changed by using the Arrow or by pressing the drop down box on the date
and selecting a new date from a calendar. If the small grid box B is clicked, a snapshot
of the Function book is sent to the workstation’s default printer.

The Function Space Calendar shows Events scheduled for a specific date or time.
Events that are related to a group are colored one of the four colors shown at the top left
corner of the Calendar. Events in darker shades are those events that are scheduled for
In-House type events.

st S i Y Do Evon st i s Pl Space Ullzaion i S G
700 s00AH so0a 1000 e oo e 0P 200 00 0P So0rH conmm To0FH s00FH sonru—]|
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i
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=
7000y
i E L) GRB4BNGINCTY: SOUTHERN FARM BUREAL
e
Hospitality2 (0]
=
230 PY400 P
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FpsPiTALT 1400
R g
GBIEPT COUGAR
ﬁ —
H H
H H

H
o Activty

130 P30 PM
SPORTS.

Lounge ‘ ‘ | ‘ ‘
Piano (61)

| o
Figure 27 — Events Scheduled for a Specific Date or Time are Being Displayed

Each event includes a legend that includes the assigned Event Code on the first line. If a
number is displayed after the Event Code, it contains the number of expected guests for
that Event. The scheduled start and end time of the event is being displayed on the
second line. The third line shows the Group that booked the Event or the In-House
department. Hover over an event and it will show the full group information, the current
status of the Event and the Event Name.
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| | | 2:30 Ph-4:00 P
DINING
HOSPITALIT[400]
1:15 PM-2:15 P

GRE45P7-LAUGAR

|GRB4BP?-COLIGFI.R TAILGATE ‘WSL ALUMMI-Tenkative-Big Blow Ouk Party
I I | I [ I I | I I I I S

Figure 28 - Event Code
The background of the Calendar indicates whether or not Events can be added or edited
for the property and date selected. A background of pink indicates that the date is locked

for a property. A background of Yellow indicates that this date has not yet been set up for
events.

Function Space Calendar

A red line through a Location indicates that the current user does not have the ability to
add or update events in that Location.

Function Book

Figure 29 - Red Line Indicating User Cannot add or Update Event

If the Location has a space where there is not a red line, then the user can book events
into that time.

Booked | Tent
Paid | Hold
Dine.
Dining Lower
5961

7004M S00AM 900 4M 1000 AM 11:00 AM Maan 100PM 200PH 300PM 400 P 500PM GODPM 700PM 200PM 00 P~

Dining Upper
fag2]

Dine.
Steak (130)

Hosp

Figure 30 - User Can Book Events Where Red Line is Not Marked

Right-clicking on an Event or anywhere on the Calendar will present a list of options in a
pop-up menu. Options will vary depending upon which user created the Event, the date,
the Location and other factors. Consult User Security for more information on how the
system decides if a user can update an Event.
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N

| | |
Tea
230 Phd-4-00 P |

Add Event
Wiew Event
Edit Event

Delete Event

— o Save Event
Activity

| 1:30 PA-3:00 PM Copy Event
SPORTS

‘ ‘ | ‘ ‘ ‘ Open Time

Figure 31 — Event Contextual Menu

Selecting Add Event will display the Event Detail form, to add a new Event to the
system. View Event will display the details of the Event in a window that cannot be
edited. Edit Event will display the Event Detail form with the selected Event loaded for
editing, and Delete Event will remove the Event from the system. Selecting Save Event
will display the Saved Event Group dialog and place the information for the Event in the
Saved Event list (See Saved Events below).

Saved Event Group

Saved Group: ‘m j

Figure 32 - Saved Event Group

Selecting Copy Event will move all information for the selected Event into the Event
Detail form ready to Insert a new event with the same information as the selected Event.

Note: Event Items and Notes will only appear after the new Event has been successfully
added to the Calendar.

Selecting Open Time will display a dialog that allows selected users to open or close a
time to other users. Refer to Maintaining Open/Closed Times later in this manual for more
information.

i Open/Close Location

D ate: 9 /15/2009 -

Location: |Dance Lounge j
Action: m

Ak 2:45PM -4

Faor: EO minutes

Group [aLL =

Cancel |

Figure 33 - Open or Close Location

The Function Space Calendar area includes three other tabs that show Event information
in different ways.

I LT Ty s T v I ) e

Figure 34 - Function Space Calendar Area with Tabs

The Daily Event List tab shows all events for a property/date in a grid.
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Function Book

08 AffairWare Function Book FEIX
Froperty  [Geiden Sk (35 | P e cljpe B [menriioansaien
i

Function Space Calendar Daily Event List 1 Daiy Function Spase Utiization i Sk week Calendar

Localion Start-Time End-Time GroupdD Group Name Event Code Function Crsated By

Add Event
View Event
Edit Event

Delete Event

Save Event
Copy Event:

Figure 35 - Daily Event List Tab

The grid can be sorted in ascending order by any of the column headings by clicking on
them. Selecting a row and then right-clicking will display a similar pop-up menu allowing
new Events to be added and existing events to be edited, saved, copied, deleted or
viewed.

The Daily Function Space Utilization tab shows the same Event information, but each
Location has its own grid.

—
88 AffairWare Function Book A=
Fopey  [Golen 5ty 55) =] e g[3r9as ljpe @ [Taneaetiiansden
Function Space Calendar i Daily Event List Y Daily Function Space Ulilization 1 Six Week Calendar
DineDining Lane: Dine-Dining Upper Dine Steak HaspHospialiy] Hosp Hosplaliy2 LoungeAnnex -

Lounge-Show Lounge-Theater Mesting-All Mesting

Lounge-Diseo Lounge-Observation Lounge-Ocean

Add Evert:
Vit Event:
Edit Evert

Delete Evert

Save Evert

Copy Event

1 b H 2 Mestinghdeeting 3 OtherAft Pool Other-Library

Figure 36 - Daily Function Space Utilization Tab

This display also allows for selecting a specific Event, and then editing or viewing that
Event.

The Six Week Calendar tab shows all Events scheduled for the next six weeks. Double
clicking on any date will move that date to the current date of the Function Space
Calendar.
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Figure 37 — Six-Week Calendar Tab

The Group Information Grid displays all groups that are onboard for the selected Date
and Property selected at the top of the Function Book. Groups highlighted in yellow are
linked with the reservation system, while groups not highlighted were created by an Affair
Where user, usually to hold Events for a Charter or for a non-group guest.

32

Groups
Group ID Group Mame Fiy | Arrives Delegates | Group Type “Wopage M!
GRESINL | CARLSON TRAVEL NETWORK 9/13/2008 |32 Direct 0851 [
GRES10J | CARROUSEL TRAVEL 932008 (32 Standard 0851 [
GRESIPC | CLASSIC TRAWEL INC 9/13/2008 |16 Standard 0851 m
GRESING | COSTCO TRAWEL 9/13/2008 |32 Standard 0851 m
GRESINR | CRUISE ADVENTURES UNLIMITED 9/13/2008 |32 Standard 0851 m
GRESINS | CRUISE ADVENTURES UNLIMITED 9/13/2008 |30 Standard 0851 [in
GRESIPT  |CRUISE ADVISORS INC anz/20me (18 Standard 0851 m
GRESIPS | CRUISE CONSULTANTS COMPANY 3/13/2008 |16 Standard 0851 m
GRESIOM | CRUISE HOLIDAYS INTERNATIONAL 9/13/2008 |16 Direct 0851 m
GRESION | CRUISE HOLIDAYS INTERNATIONAL 9/13/2008 |16 Direct 0851 m
» |GRESIFF  |CRUISE HOLIDAYS OF HawAll % R o Standard 0851 [
GRESIPE._ | CRUISE HOLIDAYS/OF SHELBY AL Standard 0851 r
GRBSIPL  [CRUISE MASTERS Edit Group Standard 0851 [n
GRESIFE | CRUISE NETWORK add Group Standard 0851 m
GRESING | CRUISE VALUE CENTER e Standard 0851 m
GRESIF1 CRUISE-PROS.COM Standard 0851 m
GRESINF | CRUISE.COM/OMEGA WORLD TRAVEL Find Standard 0851 m
GRESIP4  |CRUISES OF DISTINCTION Show Al Standard 0851 m
[p{=1=1a R A ¥} rRINSECHIPCERTER Cramdard (=] r
Figure 38 - Group Information Grid

The Pty column indicates whether the group was granted a free party because of their
size or other reason.

The NS column at the end of each row can be checked so that a group is no longer
displayed in this grid or in any group drop-downs. It is beneficial when the reservation
system has many groups that will not have any Events and the user wants the list to be
smaller. Once a Check Box is checked for a group, the next time the group grid is
refreshed, that group will no longer display. To display all groups, a user can right-click
and select Show All. Once in the Show All mode, right-clicking will display the option of
Hide Checked, not to show the checked groups.

Function Book



To edit an existing group, left click on the group, then right-click and select Edit Group.
The Maintain Group Information form will display with all of the information currently
known about that group.

Note: In the below example that some of the fields are grayed out, those cannot be
changed. Depending upon what data is maintained in the reservation system, some fields
in the AffairWhere Group table are owned by the reservation system, while others are
owned (and updateable by) AffairWhere. The fields that are owned by the reservation
system will vary from cruise line to cruise line. Refer to Maintaining Locked Group Fields
in this document.

Maintain Group Information k

Froperty | J

Group ID: Group Name: |High Gales Dot Shaow [~

Arrives: 9,/13/2008 | Departs: g0/m008  w | Cruise: 0851 Guests: [120 Farty [o]

Type: | IMCEMTIVE ﬂ Coordinator: | |

Received: 1/1/800 | Confimation: | 4 44 qa00  »|  Agency |See Sells Tours

Company: [ x| Agent |ty |Johnsan

Prafile: Group comprized of sales persons with the Address: |435 E Lake Drive

highest sales for the year. |

Dining: Al guests in fiked main seating |

Caomments: City. 5t Zip: |Ehicag0 |IL |55554
Courtry; |

Other Contact: || ames Patterson Phane: |8??-555-1 2

Ship Contact Fax: |877-665-55
Email: |.ti‘«my@SeeSeIs.Eom

Update | Feturn

Figure 39 - Maintain Group Information

The fields in the Maintain Group Information form have the following definitions:
Table 6 - Maintain Group Information Form with Definitions

Fields Type and Size Description

Group ID String The ID assigned by the reservation system to
this Group.

Group Name String The name of this Group.

Group Name Selection If checked, this group will not show unless the
Show All selection is made.

Arrives Date The date this group is due to embark

Departs Date The date this group is scheduled to debark the
ship.

Cruise String(12) The Cruise ID for the voyage this group is on.

Guests Number The number of expected guests in this group.

Type Selection The type of group. This field will vary by

cruise line.
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Coordinator

String (30-50)

The name of the group agent at the cruise line
that is handling this group.

Fields Type and Size Description

Received Date The date that the events requested by this
group were received.

Confirmation Date The date that the events requested by this
group were confirmed.

Company Selection A selection from a Look-Up table that allows
the users to link selected groups back to a
company. It will be used so that previous
events can be easily pulled up.

Profile String (2000) An overview of the group.

Dining String(255) The assigned dining for this group.

Comments String(2000) Any additional comments about this group.

Other Contact  String (30-50) Another contact name for this group.

Ship Contact String(255) Names and cabin numbers for contacts
onboard the ship.

Agency String(100) The name of the travel agency booking the
group.

Agent Name String (30-50) The name of the travel agent booking the
group.

Address String (50) The street Address for the travel agency.

City St Zip String (50-2-10) The city, state and zip code for this agency.

Country String(50) The country of this agency.

Phone String(20) The phone number of this agency.

Fax String(20) The fax number of this agency.

Email String(255) The email address for the contact of this group.

User may make any needed modifications to the form and click Update to apply the
changes.

Note: The information in the grid on the Function Book will not be updated until the
next time the group grid is populated.

To Add a new group, right-click on the Group Information Grid and select Add Group.

A blank Maintain Group Information form will be displayed. Complete the form and
click Insert to save the group information.
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Maintain Group Information

Property G
Group I0: Group Nama:l Dant Show [~
Arives: 9/9/2008 | Depats: 9/10/2008 | Cruise Gests: Party I
Type: | | Coordinatar: | |
Received: /972008 | Confimation: [ 5,9 2008 | Agency: |
Company: | j Agent: | | N
Profile: | Address: | G
Diring: ‘ :
Cormments: City, 5t Zip: | |

Countiy: |
Other Contact: | Phone: |
Ship Contact Fau |

Ernail: |

Insent | Return |

Figure 40 - Adding a New Group

A group that was manually created can be linked to a group in the reservation system by
updating the Group ID (and Cruise for some lines) so that it matches the one in the
reservation system. This feature allows the group agents to set up a group and (possibly)
hold function space before the group actually books in the reservation system.

To delete a group, select the group, then right-click and select Delete Group. Only
groups that are not linked with the reservation system and that have no scheduled events
can be deleted.

To find a group by their Group ID, right-click on the Group Information Grid and select
Find. A dialog will display asking for the Group ID.

AffairWhere %]
Fleaze enter the Group 1D to find
Cancel
[GREs1ON L}S

Figure 41 - Enter Group ID to Find the Related Group

Enter the ID and click OK. If the group is in the list, the selection will change to that
group.

Group Detail Grids

Associated with each group are a series of three other grids that provide additional
information about that group.

The Events grid shows all events that were scheduled for the group selected on the left.
Selecting and then right-clicking on the grid will allow an event to be edited, deleted,
copied or saved in a similar fashion as the Calendar and the Daily Event List.

S T Events L Hisioy I Gusils i SaveddE venis

Dae Stat Time |ErdTme | Locaton [Code Event | [CredadBy |
¥ [8/3072008 | £15PM__ 516FM__ Theasr _ Cochial e dard Cocklai Pary Tenta MEJ
PM_110DPM_ AlMesting | Meeting Brdos Boaked MES
T130AM | AlMesing | Meetng Brrige Booked MEJ
SI0PM  AlMesing | Mesirg Brdoe Booked MES
7/2000 [T30PM_[1100PM | AlMestng | Meetng frdge Boaked MES
9/1/2008 |300AM_|11.30AM | AlMestiog  Meoing  addEvent Hoaked MES

5717205 Z00FW[ROOPM  AlMestng  Melra  ypeen Soorsd VES

SFi/2008 [T T100PM Al estig Booked VES

[lomvz0s [415PM  [515F  Obsevaen  (Combial  ERERE e Tenia NES
Delte: v

Seve Event

1| CANYON CRES'
GRE400 | CARLEON CRUI | e Copy Event

Figure 42 — Right-Click on Event to Perform Desired Actions
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The History grid shows all information pertaining to that group including any events that
were added or changed, any prices that were changed and any notes recorded by the
group agent.

— B i s 0 Buets I EEEEE
Groug Homs TPy Tk 2] Ty o > [ddedty [DaerTine
LES| (T3 chiil B/30/ 2008 1615 Culinary Aty Centen (170) T
IETE Evert ChengedCeehail/Setup 030/ Durcton 5090
:":J [ € vert Changedz = 0
N_188 || vork Changedzocktai Date B/20/2008 /5/2008
Ao cue 2/3 e 515 Auidron/H ol Moan/Sapvesart carbined (15
C SROUP C Evere 151950/ 5eup 2015/ Duralcn 50225 ! 27
FESTCRUSE 29 || EvertAddedMesing oy Hal Moon/Stuyvesant conbired (150]__ Ja/ba0B 112213
= :/; [T E vert Changechletigl/Dt= /5 20005 731 Z2008.51en 515300 Setup 303/ Du o 04150 ] 8/B/200811:22:31
B | [ewcr 150165 /0208 T1 2617
£ = 0814 (1) A 1 (A i)
1803\ ™6 vork ChangedMisetng/Stat SO0 1400/Seiup 0 15/D1rabon 15015 8/8/2008 11:26:08
0 g chlaingStai 200 1400/S et 011 5/Duraion 150135
o € vt Addad Meeting £/31/2008 19 30 HugsorvHal MooryStupves et ontired 1501
873 Erart c/Stanl D105 st 015/ D sl 150225
83| vert Chengeceetind
CERS| | 7200 .
8 ||Hewric 65 8/8/2008 113507
. € vort A3 M 512001 140 Huckan/Had Mean/Stug st coniinos 150 ls/am8 113020 |
ETET s Everk i /21200651 St 1520 U Do 29135
GRE4NT  CAUISE HOL w ||t LA 1530 el (50]
GRBD_|CRUISE HOLI 873 -
= [t Add Comnent

Figure 43 - History Grid Displaying Recorded Changes

Additional history records can be created by typing text into the box at the bottom of the
grid and clicking Add Comment.

The Guest grid allows user to look up the guests within a group by entering a few
characters of their last name or cabin number in the text box and clicking Search.

OTrE Evenis History 1 Guests Y

__[GrowiD__ [Gioup Hame [Py [~ || LastName or Cabin: g

GREASFD | A MICHIGAN [Tl

GREASPH | AdA MICHIGAN 8 [ First Name. Room | Dining Language | Bithday [ Arrives Depats | Propeity ResiD GuestID
| GRo49PP | Ak MICHIGAH 83 JOHANNA 2064 |R1/262 |Ap13 | 8/3/2008 | B/10/2008 | G5 -Giolden Sky 22908717 | 29111851

GRE4ISN__ | A4A SIGNATOURS o3 [EDMOND. 2111 |Ra/258 Mar08 [8/3/2008 | B/10/2008 | GS Golden Sky 22919732 | 28831255
|GRessPs | AdA TRAVEL IBREE] | LAURA 2111_|R3/258 (Mar"23 |8/3/2008 | 8/10/2008 | G5 Giolden Sky 20819732 | 28831254
| GRB4INL_ |AAATRAVEL B3 ROBERT 2111 |R3/258 Apr 17| 8/3/2008 8/10/2008 | GS Golden Sky 22819732 28631256
T [GRBAIPT__|AAA TRAVEL a7 FAREN 2084|2128 [4ur30_[8/2008 | 8/10/2008 | GS Glden Sky 2292643 | 29043164
|GRetaRD | asavACATIONS | CHRISTIE 2132 |R3/118 |May"23 [8/3/2008 | 8/10/2008 | GS Golden Sky 23050480 | 29563650
_|GRB435Y | ADVANTAGE &) DEVIN 2132 |A3A-8 Mar03 [8/2/2008 | B/10/2008 | GS Golden Sky 23050880 | 29653651
__|GRB4SSP | ADVENTURE I lem [PaULE, 2006 |R2AE [May01_[6/3/2008 | 6/10/2008 | G5-Golden Sky 22950667 | 29950477
__|GRB4I0S | AFFORDABLE [ [er BROCKLYN 2572 |R1/143 fug™?l |B/3/2008 | B/I0/2008 | GS Golden Sky 23154788 | 7988824

GREA3P4_|AKRON AUTOD &3 | CHasE 2572 |R1/143 |Sep™30 |B/3/2008 | B/10/2008 | GS Giolden Sky 23154788 | 29878823
_|GRB4SNL__[ALL CRUISE 8/ | JARED 2072 |R1/1-49 [Mar™12 | 8/3/2008 | B/10/2008 | G5 -Golden Sky 23154783 | 29878326
[GRB4INH_|ALLEN o JONAH 2072 [A1/149 Mar15 |8/3/2008 | B/10/2008 | GS Golden Sky 23154789 | 2988827
|GRE4IPW | AMBASSADOR [ lem SEASON 272 _|R1/149 May"25 [8/3/2008 | 6/10/2008 | GS Gokden Sky 23154788 | 29878822
__|GRB4IFS | AMBASSADOR &
|GR8430D | AMERICAN EE]
__|GRB4SRC_|AMERICAN 8731
__|GReaanT_[AMEX EE]
¥ |GRE4INE | ALDREY BRIDGE GROLUF e
__|GRB4IRE|AUTO BUILDERS [CE]

GRBASNM_ |AUTO CLUB 873l
—_|GRE4SFF |AVC GROUP IR
Al _>If

Figure 44 - Searching Guest Information

Maintaining Opened or Closed Times

36

A separate form is used to maintain time that were opened or closed from the Function
Space Calendar or were copied from a template. To view all open/close entries for a
property, select Maintain Opened/Closed Times from the Function Space menu, then
select the Property and range of dates. The grid will load with all Open/Close entries for
that Property and date range.
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% Maintain Opened/Closed Times

E

Froperty [ Clden Sky (GS) v| Fem [Esaoveoe  w| T f1179/2008
Delegated Location &xvailability

Date Time Location Duration | Type Booking Group

B | 21-Sep-2008 | 2:00 P Dining Lower 180 OPEM ALL
A0-Aug-2008 [ 10:15 Ak Dining Upper o e L
304002008 | 1:15 PM Meeting 2 el
A-Aug-2008 | 4:15PH Meeting 3 Edit OpenfClose
15-5ep-2008 | 215 PM Steak Delete Open)Close
21-5ep-2008 | 11:00 Ak Steak [=10] [OFEM [SHORE

Figure 45 - Maintaining Opened or Closed Time

To add a new entry, right-click on the grid and select Add Open/Close. The Open/Close

Location dialog will display:

‘i OpenfClose Location

[ ate:

=

| 8 /30/2008

Locatian: |

Dpen -
Al 1200 4M ——

Achion:

Faor &0 mitiLibe:s
Group | ALL j

Eancel|

Figure 46 - Open or Close Location

Select the Date, Location, Action and other fields, and click OK to complete the entry. To

edit an existing entry, select it, then right-click and select Edit Open/Close. Make any

needed changes and click OK. To remove an entry, select it, then right-click and choose

Delete Open/Close.

The Event Detail Form is used to maintain group events and to record banquet items for
those events. Please see above for a field-by-field description of the form.

At the bottom of the form are two tabs: Event Items and History and Notes.

The Event Items tab allows a user to add, update, or remove items or packages. On the

left side of the tab is a tree view with all available Items and Packages for the selected

Property.
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EventCode:  [MEETING | EventNams: [g Jil
(balis [fug-202008  w| StatTime [egspy = Due o fgn EndTime: [7.95p = Private: [~ Moveable: [~
Property: [ ]| Localon [Hospialiy Desk 1 (0] ] Category =
Group: [GRB4gPD | a4 MICHIGAN SellpType: [T +]
SebupTime:  [p o CearupTime: [0+ PricedBy: [y ] Stats o -
Altendance: 16 Price Extended Price: [0, g0 Calc Price: T
D escription: ‘ Accounting: ‘
Fint Tine: [
Lt ‘ Piint Location: |
Prirtt Provvider: ‘
Proview | | Ao |
Event ltems 1 History and Notes
Piano, per session|Piiv] A Dirder ltems
Portable Plasma Screen, per session ltem Code |Typg‘DgSC[iD[iDn |med
Partable Screen, per session(Priv]
Fower Stip
Slide Projector, per session{Priv]
TV with VCR, per session{Priv)
Taping of Event, per session
LUSE Powerpoint Contraller
w1 -BEV
= ENT
Live Mugic-Uuartet
Live Music-Ginge or Dug
Live Music-Tria
Master of Cermoriies or Disc Jockey
#-FOOD > |4 »

Figure 47 - Event Detail Section

To add an ltem to the event, find the item based on the item type, and either double-click
the item or select it, then right-click and click Add To Event. The Item is then added to

the Event and the Cal Price recalculated.

EventCode:  |MEETING x| EventMame: [gf ! 5
Date: [ug 202008 | SwtTime: [gaspy = Du Fg"ﬁ‘_' End Tire: m Privats: [ Movesble: T
Praperty: ‘ oiden Sk _] Location: ‘Hospita\ily Desk 1 (0] _:J Categany: ,ﬁ
Group. [GRE43PD ] |Ass MICHIGAN SetUp Type 1—LJ
Setup Time: m Clean-up Time: m Priced By ’ﬁ Shatus W
Attendance, e Price [0 EstendedPrics oo CalePrce T
Description: ‘ Accounting: ‘
Frint Time: ‘
Eonsths ‘ Piin Localiors |
Print Provider: ‘
Pevien | be | Ao |
Event Items 1 History and Motes
Piano, per session(Piv] P Order liems
Portable Plasma Screen, per sessior [tem Coe [ Tupe | Description [ Provider [ ow|  Price[PB] EwFrice]
. Partable Sereen, per session(Priv] W [Live Music  [ITM | Live Music-Quartet |ENTER | [ 2o000jF | 20000

- Pawer Stip
Slide Projector, per session{Priv]
T with WCR, per session(Priv]
. Taping of Ewent, per session
USB Powerpoint Controller

= Live b artet
 Live Music-Singe or Duo
Live: Music-Trin

Master of Cemaries o Disc Jockew ¥

4 > Ll

Figure 48 - Event Items in Event Detail Section

Order Items Tab

Follow the same steps to add a Package to an Event. Find it in the Package list, double
click or right-click and click Add To Event. Notice that when a package is added to an
event, each individual item is added along with a Package Header. This allows the
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package to be customized for the client if needed.
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Event Code: ’W‘ Event Name: |fﬂ Sales Frices: [T
Date: "Au_g‘j]_éﬁg—L] Start Time: ,_E‘ﬁﬁ_—__ Do Eﬁ“— End Time: m Private: [ Moveable: [
Property: ‘ Jeder Sy _] Lacation: |Hnsp\tality Diesk 1 [0 :_J Cateqory: ’ﬁ
Giraup: |GRE43PD ] jpaaMICHIGAN SetlpType: [ <]

Setup Time: 30 - Clear-up Time: — {3g hd Priced By: Calulated Status 1Tentatwe -
Attendance: 16 Price [ Estended Price: [ g0 Calc Price: G04.20
Description: ‘ Accounting: |
Prinit Time: |
Eoes ‘ Print Location; |
Print Provider; |
Preview Update Return
Event Items T Histary and Mates
=1 BEY -~ Order ltems
~Beer & Wine Reception ltern Code | Twpe | Description Provider Oy Price | PE | Est Price
Beer Reception » | Livebusic  |ITM | Live Music-Quartet ENTER 1 200.00(F 200.00
Champagne |PKG | Champagne Bon Vovage Party PKG 1 25.3014 404.80
- Includes selection of Intemational Ct Bar Snacks | PKG |Bar Snacks, assorted parties BEY 1 0.00]4 0.00
- Poal FIEStﬁ Cocktall.F‘art_u Champagne  |PKG |House Champagne BEY 1 000} 4 oo
il Pool Tropical Paradise Party |rvitations Ft.G | Invitations per person, all party types | OTHER 1 0.00]A 0.00
~Pre-Dinner MorrAlcohalic Cacktal P House Music | PKG | Pre-recorded House Music - all party | OTHER 1 0.00] A 0.00

: +Pre-Lunch Cocktail Party

: - Pre-Lunch Non-Alcoholic Cocktail P

- FPremium Beer & Wine Fieception

- Premium Cocktail Party —

: -~ Premiurn Yine & Chesse Party

- Premium *Wine T asting including 5 o ¥
| >

<] | 2
Figure 49 - Adding Package to an Event

To remove an ltem from an event, select it in the Order Items grid, then right- click and
select Delete Iltem.

Event Detail

EvertCode:  [MEETING x| EventHame: i e
Diate: [tug302008  +| HatTime [guspm = Dur [on ErdTime: [7 45PM —  Private Maveable:
Fropexty [Goiden Sk, | Lecation: [Haspialiy Desk 1 (0] x| Categary [ Rd|
Group [GRE4srD ] [eas MICHIGAN setloTope: [~ ]
Set-up Time: 30 = Clearrup Time:  [3g = Friced By ,—4] Status rm
Aftendance: 16 Price Extended Price: |00 Cale Price 504.20
Diescriptian: ‘ Accounting: |
Fririt Tirne: |
Eomitent. ‘ Frirt Location; |
Frint Provider |
Preview ‘ Update Retum
Ewvent ltems T Histary and Nates
= BEV *~ Order Items
. Beer k\wine Reception Item Code | Type | Description Provider Oty Price | PB | Eut Price
- Beer Reception Live Music | ITM | Live Music-Quartet ENTER 1) 20000F 200.00
- Champagne Eo_n Vopage Pa'_ty Champagne | PEG | Champagne Bon Voyage Party PKG 1 253004 404.80
- Includes selection of Intemational Cf P |BarSnacks | PRG |Bar Snacks. assorted parties BEV 1 0004 0.00
- Pool Fiesta Cocktail Party Champagne | FKG | House Champagne Add Ttem 1 000/4 0.00
-~ Pool Tropical Paradise Party Ivitations | PKG | Inwitations per person. ¢ g Trem 1 000 4 (i}
~ Pre-Diner Non-Alcoholic Cocklal P House Music |PKG |Pretecoided House M 1 0nojA 0.00
Pre-Lunch Cocktail Party View Item
. Pre-Lunch Non-Alcoholic Cockbail P
 Premium Beer & Wine Reception
o Premium Cacktail Party =
e Premium WWine & Cheeze Party
- Premium Wine Tasting including 5 o ¥
< > 4 o

Figure 50 - Removing Item from an Event

To change the quantity of an item, click on the quantity in the Qty column on the Order
Items grid. Once the quantity is changed, click the TAB key to move to another item to
record an update. The change will not be made until the cursor leaves the Qty cell.
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Order Items

Item Code Tupe | Descrption Provider [ty Price | PE E=t Price
Live Music ITH | Live Music-Guartet EMTER 2 200.00|F 40000
P |Champagne |PEG | Champagne Bon Vaoyage Party PEG 2530 & 404.80
Champagne |PEG | Houze Champagne BE" 1 0.00) 4 0.00
Irvvitations PEG |Invitations per perzon, all party types | OTHER 1 0.00( A 0.00
Housze Mugic |PKG | Prerecorded House Music - all party | OTHER 1 0.00( 4 0.00

K 3
Figure 51 - Changing Quantity of an Item

To change other information about an item, select it from the Order Iltems grid, right-click
and select Edit Item. The Update Banquet Item form will display. Required changes can
be made and click on the Update.

The Notes section is for any detail notes about this item. Generally, notes which are
checked are considered back-office notes, while those that are not checked are
considered for the client. Right-clicking on Notes will allow the user to move notes up and
down and delete notes that are no longer needed.

« Lpdate Banguet [tem

Item Cade |Ehampagne Bar

Itern Type: |Encktail Parties - All ypes ﬂ

Provider |Eeverage & Bar j

Priced By: | J

Price: | Guantity: |1

Drezcription Hiousze Champagne

Comments

Niohes: 1 | My First Mote =
» 2 | Another Mot Of

% Move Lp =

#* Mave Down u

Delete
’7 - [ nicel

Figure 52 - Updating Banquet Item Details

New items that are not part of the Standard ltems for a Property can be added to an
event by right-clicking on the Order Items grid and selecting Add Item. A blank Add
Banquet Item form will display. Complete the form and click Insert to add the new item to
the event.
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«* Add Banguet ltem

x)

Item Code |K|:|sher Shacks

Item Type: |F.;..;..;| j
Provider | Galley j
Priced By: | J

Frice: | (uantity: |1

Description K.osher Snackd

Comments

Motes:

Izert | Cancel

Figure 53 - Adding Banquet Item to an Event

To view the detail information about an Item in an Event, select it in the Order Items grid,
right-click and select View Item. The detail information about that item will get displayed.

< View Banguet ltem

Figure 54 - View Banquet Item

History and Notes

The History and Notes tab shows two separate grids. The left side of the tab shows all
History related to this Event. New History records can be added by entering information

in the text box below the History grid and clicking Add History.

Function Book
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Ewvent ltems History and Hotes
Histary lter Added By | Date/Time 1 | by First Mote r
b | Event Added MEETING 3/30/2003 18:45 | ADMIN 8/30/2008 = [T T
Event ChangedMEETINGI/Setup ADMIN [ 9/3/2008 11:04:04 Lt i o
Mave Down r

Dielete

Add History |

Figure 55 - History and Notes Tab

The right side of the tab contains any notes entered for the event. Right-clicking on Notes
will allow the user to move notes up and down and delete notes that are no longer
needed. Notes are recorded once the Update is clicked for the Event.

Maintaining Templates

Templates allow AffairWhere to automatically setup events, or open/close times to users
based on cruise itineraries, specific ports of call or general port information. Each cruise
line will use Templates differently depending upon their ship’s itineraries and needs.

To access Templates, select Space Availability Templates from the Function Space
menu. The Function Space Template form will display.

2 AffairWhere Group Event Manager for Cruise Ships Rev. 1.2.3 - [Function Space Template]

] Tools Event Components Funtion Space  Group Contacts  Securty. Window

Property: [Goden Eah (GE) 7] Templale: AT GEA

=1 Daly Templates
7 GEM

Deseiplir: [ Sea

AT SEAT 7004M

EARLY
FULL
HOME

LATE
SCENIC

SEALAST
=1 ALASKA 7 day(7)
Day1

Day2
Day3
Dayd

Day5
Day§

Day?

tineray: (Ao Update
a00M s00aM 1000AM Noon 0P 20074 a00PM S0P s00PM s00PH ]
ALL
Noon =GPEN™

Figure 56 - Function Space Template

The system maintains two types of templates: Daily Templates and Cruise Templates.
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Daily Templates are used when a generic template is needed for a certain type of cruise
day or port. In the example above, there are templates for days at sea, embarkation days
and different types of port days. The specific rules for when each daily template is used
will vary from cruise line to cruise line and must be specifically coded in their interface to
the reservation system.

Cruise Templates are used when a template is needed for a specific cruise itinerary of a
ship. In the above example, the template is for an Alaska 7 Day cruise on the Golden
Sky. For Cruise Templates, each day of the cruise has standard events, and open/close
times.

To create a new daily template, right-click on the tree view and select Add Daily
Template. A dialog will display asking for the template code and what itinerary the
template is used for.

Y% Add Day Template

Code: [OVER [y

[tir: |I:I'-.-'ernight Por

k. ‘ Cancel |

Figure 57 - Add Day Template

When this information is entered, the template is created and the template calendar is
ready to accept events. The template works in a similar manner as the Function Book
Calendar. To add a new Event to the system, right-click anywhere in the calendar and
select Add Event. The Template Event Detail form will display.

¥ AffairWhere Group Event Manager for Cruise Ships Rev. 1.2.3 - [Function Space Template]

Tools Event Components  Funtion Space  Group Contacts  Security  Window - 8%
Properly: [Goiden Eath GE] =] Templae: [oveR Dessiptor: [Gvemight Fot
— Itinerary
= Doty Tempiates Y. [Dvemight Pot Update
AT SEA
ATSEAT 70044 8004 300 4M 1000 44 11:004M Noon 100PH 200PM J00PM :I
EARLY z
ine =
i Builet 'wl
HOME SHIP
LATE Dine
Dining Lower
SCENIC SHIP
SERLeT DWE‘”LEI er
£ ALASKA 7 dayl?) S
Day1 Hosp
Day2 Alium
Doy 3 SHIE
Dayd i
Concieige
Dapsy SHIP
Dey Hosp
Day7 Hosptalty]
HORE
Hosp
Hospialiy2
HORE.
Lownge
Cafe Open/Clase Tims
SHIP
Lounge
Culinary (=]
SHIP
Lounge
Dance
HORE
Lounge
Disco.
HORE
Lounge
Java
SHIP
Loung
Observation
HO
Lounge
Oozan
SHi
Lounge
Fiano.
HORE Eee|
< »

Figure 58 - Add Event to a Template

The Template Event Detail form operates in the same manner as the Event Detail form
from the Function Book Calendar except that only In House event types can be selected.
Once the basic information for the event has been entered, the Insert can be clicked to
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record the Event into the Template Calendar and to display the Event Iltems and Event

Notes tab.

Note: Please refer to the Event Detail Form section in this manual for more information.

Template Event Detail

Ewent Code: = Event Mame: ” l
Stark Time: 11:008M == Duration End Time: 1200 PM = [ Private [ Moveabls
Froperty: [ Golden E arth | Location: [Haspitality Desk 1 (0] ]
Inhouse Type: ‘In Houze j | ﬂ Category ’—L|
Set-up Time: 0 +| Clean-up Time: Piiced By Set Up Type: ’—L|
Altendance: 0 Price Status Bocked  ¥| CalcubtedPrice: [
Description: ‘ Accounting ‘
Print Tirme: ‘
Comments:
‘ Pint Location: ‘
Print Provider: ‘

Insert |

Retumn ‘

Figure 59 - Template Event Detail

Once an event is scheduled in the Template Calendar, it can be updated by right-clicking
on it and selecting Edit Event. Events can be deleted by right-clicking on them and
selecting Delete Event.

&dd Event
Edit Event
Delete Event

OpeniClose Time

Figure 60 — Right-Clicking the Event to Change It

To Open or Close a Location to specific Booking Groups, right-click on the Template
Calendar and select Open/Close Time. The Open/Close Location form will display with
the time and location filled in. Make any changes to the form needed and click OK.

Function Book
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= OpenfClose Location E|

Culinary &rtz Center

Achion; Open =

Openat [11.304M -2

For: GO minutes

Comment; |

Bk Grp: |,.-_~.'|_|_ j

)4 | Eancel|

Figure 61 - Open or Close Location

Opened Times will appear light green on the Template Calendar while Closed Times will
appear pink.

7:00 AM 2:00 AM 300 AM 10:00 Ak 11:00 AM Mook T:00F

Dine
Buifet
SHIP
Dine
Dining Lower
SHIP

Dine
Dining Upper
SHIP

Hozp
Alrirmn
SHIP
Hozp
Concierge
SHIP
Hozp
Hoszpitalityl
SHORE
Hosp
Hoszpitality2
SHORE
Lounge
Cafe
SHIP
Laounge ALL ALL
Culinary 8:30 AM *CLOSED® 11:30 &M =0PEN*
SHIP

Lounge
Diance
SHORE
Lounge
Dizco
SHORE
Lounge
Java
SHIP

Figure 62 - Representation of Open or Close Times

Open/Closed times can be updated or deleted directly from the Template Calendar by
right-clicking on the event and selecting Edit Open/Close or Delete Open/Close.

To create a Cruise Template, right-click on the tree view and select Add Cruise
Template. The Add Cruise Template dialog will then display. Enter a name for the
Template, the number of days, and then click OK. The new cruise template will be
created, along with a Template Calendar for each day.
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2 Add Cruise Template

Mame: |Eari|:u|:lean E aztem

Days: A

] | Cancel ‘

Figure 63 - Add Cruise Template

Events are added to a Cruise Template day by day, so first select the template and then
click on the day to display the Template Calendar.

+- Daily Templates
—|- SLASKA 7 dap(?)
Dap1
Dap2
Dap3
Day 4
Daph
Day b
Dap 7
BR Caribbean E astem(7)
Dap1
Dap2
Dap3
Day 4
Daph
DapE
Dap 7

Figure 64 - Daily Template

Once a template has been created for one day, it can be copied to another day by first
selecting it, then right-click on it in the tree view and clicking Copy From. Then select the
day to which all events and open/close entries are to be copied, right-click and select
Copy To.

TR T

Property: ||30|den Earth [GE) - b ALASKA 7 day(7)
—] Day1
= Daily Templates g:ﬁ;
Add Daily Template Day 4
Dap 5
Delete Template Dayb
Dap?

:
[
b add Cruise Template
t
L

Copy From

OWER
SCEMIC
SEA-LAST
—|- ALASKA 7 dap(7]

Dapl

Day 2

Day 3

Dayd

e

Figure 65 — Copying the Template

Daily and Cruise Templates can be deleted by selecting them in the tree view, then right-

clicking and selecting Delete Template.

Fl- Caribbean E aztern(7]
Day add Daily Template

Day Add Cruise Template
Day

Day Copy Ta

Note: Specific days cannot be deleted from a cruise template.

Function Book




Function Book

= Draily Templates
AT 08
AT ¢ Add Daily Template
EAF

FUL i
HO Delete Cruise Template

add Cruise Template

LATE
OvER
SCENIC
SEA-LAST

Figure 66 — Deleting a Template
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Group Overview

The Group Overview form allows a user to look up group information by group name for
selected or all Properties. The form is accessed by selecting Group Overview from the
Groups Contact menu. To look for a group, enter the first few characters of the group
name in the text box, select the ship and date range and click Search. All groups that
match that search criteria will display.

,E?;?!Group Overview

Property [Al Froperties/Ships ] au From g 2502008 ~| Tor [10/10/2008 | Search
Groups
Group 1D Froperty Group Mame Pty | Amives Guests | Group Type Yovage M5
GRB43RE | G5-Golden Sky AUTO BUILDERS M 843042008 |20 CAST 0843 [l
b |GRE49MB | GS-Golden Sky AUDREY BRID A/30/2008 100 Standard 0843 [
GR843MNM | G5-Golden Sky AUT Edit Group no/2008 |32 K 0843 [l
GRB50G0Z | G5-Golden Sky AUT add Group 5/2008 |32 K 0850 B
GR852MN | G5-Golden Sky AUT 202008 |32 Direct o852 B
Group Profile T Events T Delegates T History

Froperty: |
Group |D: Group Name:| =
Armives: Departs: Cruize: | Guests: | e
Type: | J Coordinator: | |
Feceived: Confirmation: Agency: |
Compary: | J Agent: | |
Profile: ‘ Address: |
Diining: ‘ |
Comments: City, 5t Zip: | |

Country: |
Other Contact: | Phone: |
Ship Contact Fa: |

Email: |

Figure 67 - Group Overview

Group information can be edited by selecting a group in the Groups grid, right-clicking
and selecting Edit Group. The Maintain Group Information form will display to allow the
user to make changes.

Maintain Group Information

Property |
Group 1D Group Mame; Dont Show [~
Arives: @ /30/2008 | Departs: 9/6/2008 | Cruise 0849 Guests (100 Party H
Tupe: | j Coordinator: ‘ |
Received: | 141741800 ﬂ Confirmation; ‘ 17141800 j Agency: ‘
Company: | j Agent ‘ ‘
Profile: | Address: ‘
Dining; | ‘
Comments: City. St Zip: ‘ ‘

Country: ‘
Other Contact: | Phone: ‘
Ship Contact Far ‘

Email ‘

Retun

Figure 68 — Editing Group Information
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New groups can be added by selecting Add Group from the Groups grid, completing the
Maintain Group Information form and clicking Insert.

Groups that are not linked to the reservation system and that do not have any events can
be deleted by selecting the group in the Groups grid, right-clicking and selecting Delete
Group.

The detail information on the group selected in the Groups grid will appear in the Group
Profile panel. The Events, Delegates and History tabs work in an identical fashion as the
same tabs on the Function Space Calendar.

Group Profile T Events T Delegates T Hiztomny
Date Start Time | End Time Location Code Ewent Slatuz
843042008 | 415 PM 515 PM Theater Cocktal Standard Cocktail Party Tenta
843042008 | 730 PM 11:00 Pk Al Meeting Meeting Bridge Booked
B [5/31/2008 | 9.00 AM 11:30 AW Al Meeting Meeting et Booked
8/31/2008 | 2:00 PM 4:00 PH All Meeting Meeting Booked
G/T/2008 |730PM (1100 M &) Meeting Mesting Edit Event Booked
9/1/2008 | 9.00 AM 11:30 AW Al Meeting Meeting Delste Event Booked
94172008 | 200 PM 4:00 PH All Meeting Meeting Wiew Event Booked
9/1/2008 | 7.30 PM 11:00 PM Al Meeting Meeting Booked
9/5/2008 [415PM  |515PM Dbservation Cockta (G it tail Pty Tenta
Save Event
4 »
Figure 69 - Group Grid
In History tab, Comment can be added to the history item.
Group Profile T Ewvents T Delegates T History
Histary [tern Added By Diate/Time =
Event Added Cocktail 8/30/2008 16:15 Culinary Arts Center (170] MEJ 8/8/2008 10:30:02 &M
Event ChangedCocktaill/Setup 0-30/Curation G0-30 MEJ 8/8/2008 10:52:05 AW
B | Event ChangedCocktaill/Setup 0-30/Duration £0-90 MEJ 2/8/2008 10:53:62 AM
Event Added Cocktail 9/6/2008 16:15 Crow's Nest (260] MEJ 8/8/2008 10:54:43 &M
Event ChangedCocktaill/Date 8/30/2008-3/5/2008 MEJ 5/8/2008 10:55:06 AW
Event Added Mesting 8/30/2008 8:15 Hudson/Half Moon/Stuyvesant combined (150] MEJ 8/8/2008 11:06:09 AM
E vent Changedh estingl/Start 815193045 etup 30-15/Duration B0-225 MEJ 8/8/2008 11:20:27 AM
Event Added Meeting 8/31/2008 3:0 Hudson/Half Moon/Stupvesant combined (150) MEJ 8/8/200811:2213 AM
Event ChangedMestingl/D ate 8/30/2008-8/31 /20085 tart 815-900/5 etup 30-0/Duration 60-150 MEJ 5/8/2008 11:2231 &M
Event ChangedMeetingl/Setup 0-15/Duration 150-165 MEJ 8/8/200811:26:17 &M |
L | ;If

Add Comment

Figure 70 - History Tab

Saved Events

Events can be saved from the Function Space Calendar or from any of the Event Grids
by right-clicking and selecting Save Event. Once saved, they will appear in the Saved
Event tab on the Function Book:

| Events T History T Guests T Saved Events
Category Code ‘ Ewent Saved By Date Saved Last Used
b HWEDDING Cocktail | Standard Cockkail Party ADMIN 8/31/2008 10:47-21 9/10/2008 11:22-28
WEDDING Demo C Edit Saved il Party ADMIN 7/6/2008 5:24:43PM | 94102008 11:24:11
CHARTER MANZS H2[ALT] ADMIN 8/3/2008 8:33:56 AM | 9/10/2008 11:18:15
Wigw Saved
Copy Saved
Delete Saved
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Figure 71 - Saved Event

From the Saved Event tabs, the events can then be Edited, Viewed or Deleted. Only user
that saved the event will be allowed to Edit or Delete the Event. The Saved Event Detail
form works in a similar manner to the regular Event Detail form.

Saved Event Detail

Event Code: Demo Cocktai ~| EventName: [ Sales Prices
Event o [WEDDING mee | [ Pivale | Moveable
T [In House | [Cruise Staft Activities [=|
Set-up Time: 15 | Cleanup Time:  [15 - Priced By: Calculated «| Category: -
Attendance: a0 Price Status Hald | Calculated Price:  [1 ooo 50
Deseription Aceounting [T
Print Time: o
Comments Fiint Location.  [7300
Print Provider 0
Return
Event Items T Motes
#- leems Order Items
- Packages Item Code | Type | Description Pravider Oy Price | PB | Ext Price | Cor
| b | Cocklal ITM | Premiumn Cocktail Party PKG 1 33| A 1.000.50
Appetizers PKG | Hot Appetizers for Cocktail Party FOOD 1 0.00] 4 0.00
Cocktail PKG | Music for Cocktail Party AW 1 0.00] A 0.00
Open Bar PKG | Open Bar - Premium Brands BEY 1 0.00]4 0.00
Ll | ]

Figure 72 - Saved Event Details

To use a Saved Event, select Copy Saved from the pop-up menu and the information for
this event will be copied into the Event Detail form. Make any changes required and click
Insert to store the copied event into the Function Book Calendar.

Event Code: |Demn Cocktai j Event Name: ‘Damﬂ Cocktail Party Sales Prices: [~
Date: [aug3tzoos =] StatTime  [yzogam = Dw [f0 EndTine [1zppaM = Privals [ Movesble: [~
Property: |Golden Sky j Location: | j Category | j
Group: ] [paaMICHIGAN SetUpType: [~ =]
Set-up Time: Clean-up Time: 45 - Priced By Calcdated 71 Status ’h‘
Altendance Fiice 0.00 Extended Price: (0,00 Calc Price: [
Description: ‘ Accounting: |T

Print Time: n
boriers ‘ Pint Location: [1300

Print Provider: |N

Inzert Fetumn

Figure 73 - Modifying Event Details
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5 Maintain Ship Schedule

The Maintain Ship Schedule form provides a spreadsheet like ability to manage in-house
events. The form is available from the Function Book menu.

¥ Maintain Ship Schedule = —1ol x|
Property IEhickenuFtheSea (ND] j Cuuise: |Nnnsna14 j Tope En»an.amman j
Day 1 Admin Activites ;y:’e Shaws and Lechues 4]
. |TL“'ES§ﬂma';‘3 . Description From | To | Location B [oe il Location < Tpescrption From | To | Location
70 | |2 Enter Eomihing In 0800|0300 _| At Giallery > | Hihowf 20 0| A Gollry ¥ [ ShoreEx Talk 1500 _[1600_|Show
Safety - New Crew 1000 [1100_|Training House bereroeer——reoo—re30 | Lido Dome LUEY 7130|2715 |Show
Embarkation 1130 [1630 | &l Meeting Digital workshop Open 1300 | 1500 | Annex *
Lifeboat Diil 1600 [1700 | Allbesting Ship Tour 1430|1500 | Crow
Safety - New Crew 1700 (1600 |Mesting Mass 1700|1800 | Theatie N
Sail ey 1700|1800 | Lido Aft
Weloome Aboard Sing__| 2100 | 2200 Fiano
=™ ISincles £ Solos wiDJ 12230 12300 | Disca 5
! 4 KT o 2]
2 Admin Activitiss Everis Paties Shows and Lectures
Wednesday Mar 14 Description [Fom [T [Location - Description From |To | Location - Descriplion From | To | Location
Fiivate Isand 05001800 ) o0 [ [Mass 1700 1800 | Theate [ | Chris Rich - no band 2000 | 2100 |Show
Farewel Sing Alang 2100|2200 | Fiane Chris Rich - no band 2200 2300 |Shaw
*

4 Llj4_| le‘_l i

Admin Activities Ewents Parties Shows and Lectures

Day3
Thursday Mar 15 Deseription From | To Location | [oesciption Fiom |To | Location “| | Description From |To [ Location
GIED ¥ | Ship's Staff Meeting 1030 [1200 | Hotel Man ¥ [Mass 0800|0300 | Theatie ¥ [ TG Talk Whattosse  |1000 [1100 | Show
B | | | | Devolional Period with | 0900 | 0930 | Meeting? PS4 Talk: Shopping 1100 1200 | Show
Coffee Chat w/HM & COM | 0330 | 1030_| Theatie TG Talk Fum Running | 1400 | 1445 | Show
Movie 1030|1230 | Mesting? PSA Tak: 1500 1645 | Show
Gol Chipping 1030|1130 | Lido Dome Bingo - Candy Bar 1600 1700 | Show
Trivie: MEGA 1330 1400 | Ciow IFw/alks Could ock. 2000 2100 | Show
Bridge 1400|1600 | Mesting? I walks Could Rock 2215 2315 | Show
- .. jrlnhu\\dmu 1400 (1430 [Lidoome | =A% N o
Day 4 Admin Activites Events Patlies Shows and Lectures
- wﬂamv::aﬁ‘sﬁw Description To | Location | Toescription From |To | Location | TDescription From | To | Location
080017.00 ¥ | General Supplies issue | 0000|0001 | Deck A ¥ [Mass 1700 1800 | Theatie ¥ | Gaiin Bader yesband | 2000 | 2100 | Show
* | Irish Drinking Songs 2100|2200 | Piano Gatin Bader -yesband | 2200 | 2300 | Show
* *

‘. [ o

Figure 74 — Maintain Ship Schedule

At the top of the form are drop down boxes where the user can select a Property, a
Cruise and Type of Event to display. Types are managed in the PROFORMA Look-Up
table and determine which in-house events are to appear. Each In-House Event in the
PROFORMA Look-Up table is shown in its own column on the form.

On the left side of the form is a cell that shows the current day within the cruise and the
itinerary information for that day. Authorized users can right-click on a day and select
Edit Day to change the information for that daily itinerary:

Dap1 .-"-_fdltinerar',r Update x|

Tuesday Mar 13

Fort Lauderdale, Florida Propeity  [ChickenoftheSea | D3 ‘* [3n32012 = |y

07:00-17:00
Itinerary: Fort Lauderdale, Florida 07:00-17:00
Edit Day Dress: !E asual
Lock Cruise Notes: |
Copy From Template/Cr

— Ferns Crica o Tamnlske
oK

Figure 75 — Editing a Daily Itinerary

Each intersection of a day (row) and In-House code (column) has a grid that contains the
basic information for an event. New events can be added to the grid by entering a

Maintain Ship Schedule 51



52

Description, a "From" and "To" time (military time with no colon) and selecting a

Location.
Admin Activities
D'ezcriptian From | To Locatian -
Ship's Staff keeting 1030 (1200 | Hatel Man. |
7 | Lifeboaat Dl 1300 | 1400 -
* Locatian
Annex
Art Gallery
Abrivim
Bew Office

LI_I M azinn

Figure 76 — Editing the From and To Times

Adding an event in this manner results in a standard Event record being created with the

following attributes:

Event Detail

Ewvent Code: Il w| EventHame ILifeboaat Drill Sales Prices: [~
Date: IMar-1 R-2012 'I Shart Time: I 1:00 PM :‘ Dhur: IBU End Time: I 200 PM :‘ MoEnd: [~ Private: [~ Moveable: [
Fropety: | Chicken of the Gea | Lee [Atium-Bar (35) =l x| Categon: [ |
Giroup: |In Houze J |Admin Activiies j I Set Up Type: I vl
Setup Time; ID vl Clean-up Time: ID vl Priced By: Im Status Im
Attendance: ID ID Auta; [V Price ID Estended Price: ID_DD Calc Price: ID o0
Deseription: Accounting: I j
Print Time: I
Comments:
Frint Location: I
Frint Provider. I
Meszage: I
Contact: I I
Compliments: I
Digital Display: [~ Daily Mews: [~ Party/Function Grid: [~ Preview | Updata+Helurn| Updats | Return |
Event ltems T Histary, Motes and Distribution
(- ltems Order lkems
[ Packages |ltemCode [ Type[ Description | Provider | ow|  Pice[re] E

Figure 77 — Event Detail

Changes to the Event Description, From Time, To Time and Location can also be directly
entered into the grid. Updates are recorded when the user tabs to a new row in the grid,

or to another grid.

Right-clicking on a grid results in a pop-up menu that allows the user to edit the grid in a

spreadsheet-like manner.
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Day 3 Admin Activities
Thurs'ﬂag Mar 13 Description Fram | Ta Lacation =l
=4 Ship's Staff Mesting 1030|1200 | Hotel Man, |
b | Lifeboaat Dl 10 LA Ann A by
*
Zuk
Save
Copy Saved
F I I Cuick Add » I
Day 4 Quick. Edik
Fridaw bar 16 b 2 -
St Thomas, U5V, > g:::zt;? —  AddEvert EE‘E" —
05:00-17:00 y PP & View Event o
Edit Event
Delete Event
Color r
Bold
; 1

Figure 78 — Editing the Itinerary

Copy stores the information about an event into a buffer so that it can be Pasted into
another grid using the same Description, From, To and Location. Once something is in
the Copy buffer, it can be pasted multiple times into other grids.

Cut is used to move an event from one grid to another. When completed, the original
event is deleted.

The Save option allows user to save an event in the Saved Event table in a similar
manner as the Function Book.

Laved Event Group

Saved Group:

M one -

()% Canicel

Figure 79 — Saving the Event

Once saved, the event can be retrieved by using the Copy Saved menu option.

. Copy Saved Event ﬂ
LL Code Evwvent Saved By Date Saved Last Uzed
-NOME MEETING IRR Supply meeting with onboard staff | ADMIN 8/11/2009 12:16:24 8/11/2009 12:16:24
DEMO A longer descripion of the Event ADMIN 20972010 31833 PM | 2/9/2010 3:19:31 PM
MAIN2ALT tain Event #2 [4LT) ADMIN 8/3/2008 8:3356 AW | 8/3/2008 8:33:56 AM
B EADMIN Lifeboaat Drill ADMIN 1241942011 5:38:22 12/19/2011 5:38:22
Demo Cocktai Demo Cocktail Party ADMIN T/B/2008 52443 PM | FAB/2008 5:24:43 P
PARTY Dimk and Be Memy ADMIN 4/3/2009 3:03:.00 P | 8/14/2009 3:13:50 PM

Copy |

Figure 80 — Copy Saved Event
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The Quick Add and Quick Edit selections allow the use of a shorter Event Detail form that
includes only information typically required for In-House Events. Many of the fields
required for Group Events are missing as are the ltem Maintenance functions.

(Quick Event Entry

Date: IMar-1 52012 v[ Property: | Chicken of the Sea = Private: [~ Moveabls: [~
Evert Code: ADMIN «| Categony: I vl Status IBonked vl Staff: I vl
Ewent Mame: ILifeboaat Corill Set Up Type: I vl Altendance: IU IU
Start Tirne: I 100PM = Dur: IED End Time: I 200PM = Setup Time: ID vl Clean-up Time: IU 'l
In Housze: IAdmln Activities j Frint Time: I
Location: IAtrium-B ar (0438) j Comments:
Description:

Digital Display: [ Daily Mews: [ Function Grid: [

U pdate+Feturn pdate Fieturm

Figure 81 — Quick Event Entry

The Add, View, Delete and Edit Event menu selections operate the same way as the
similar pop- up menus in the Function Book allowing the user to make changes to the
Event using the full Event Detail Form.

The Color and Bold menu selections allow the user to set switches on the event so that
the event is displayed in the selected color, or is bolded. This feature can be included in
reports so that events are printed using the selected color or are bolded on the report.

Figure 82 — Editing the Event Color

View Staff

Day 3 Adrnin Activities
Thurz:ltag Mar 15 Dezcription Fram | To Location <]
=4 Ship's Stalf Meeting 1030 |1200 | Hotel Man, [
P | Lifeboaat Doill STTTTTT ] Albnum
* Copy
Cuk
Save
Copy Saved
4 I I Quick Add le
Day 4 Quick Edit
o ?}'1'1?_:';:‘3&_15?“'_ Descrption _ add Evert Location =l
000700 ; General Supplies i View Evertt Deck A -
Edit Event
Delete Event
Biold Red
d I| | Attendance Green 5 |d
1 -

The Ship Schedule includes two additional functions that help with the assignment of staff
members to events or to enter actual attendance for an event.

To enter Attendance for an event, first right-click on the grid where the attendance is to
be entered and select Attendance from the pop-up menu. A new column will be added

to the grid:
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Admin Activities

Description To Location attnd =¥
Ship's Staff kMeeting 1200 | Hatel Man. 4 i
b | Lifeboaat Cirill 1400 | Abrium ] |
* =1
1 [ v ]

Figure 83 — Editing Event Attendance

Actual Attendance can then be updated using the column on the far right of the grid.
Shipboard, attendance can also be updated using the Event Detail Form.

To update the staff assigned to an event, select View Staff from the pop-up menu, and a
Staff column will display. Select the staff to be assigned to the event from the drop-down.
Once selected, tab to another row for the update to be recorded in the database.

Day 3 Admin Activities |
Thursday Mar 13 D' escription Staff ﬂ
At Ses b | Ship's Staff Meeting | =
Lifeboaat Dril Staff
*

Kl

Figure 84 — Updating Event Staff

Cruize Staff2

e

Staff can also be updated using either the Event Detail form...

Event Detail

Ewvent Code:

Date:

Property:

Graup:

Set-up Time:

Altendance:

Drescription:

Commerts:

|ADMIN v[ Event Name: IShip's Staff Meeting
IMaI-15-2U12 v Start Time: |1D:3DAM = Dur |SD EndTime:|12z00PM = MNoEnd T

Sales Prices: [

Private: [~ Movesble: [

|Chicken of the Sea J Loc: |H0tel Manager's Office [20]

I\n House J IAdmin Activities

Ig vl Clean-up Time: ID vl
|n |4 Auto: [~ Price |0

Figure 85 — Updating Staff in Event Detail
or the Quick Event Entry form:

Maintain Ship Schedule

j Categony: I vI
Lp Type: I vI
Priced By: Siaff? uis IBooked 'I
Extended Price: IU_UU Calc Price: ID_DQ
Accounting: I j
Frint Time: I
Print Lacation: [
55



56

Quick Event Entry
Diate: lm Property: IChicken of the Sea J Private: [~ Mowveable: [~
Event Code: Im Categary: lﬁ Status lm Staff:
Ewent Mame: IShiD'S Staff Mesting Set Up Type: lﬁ Attendance:
Start Time: |1D:30 AW = Dur: Igg End Tirne: Im Setup Time: m Clean-up Time:
In House: |Admin Activities j Print Time: I
Location: |Hotel Manager's Office (0/20) x| Comments:
Dezcription: |
Digital Display: v Daily Mews: [~ Function Grid: [~
| pdate+Hetum lpdate Fieturn

Figure 86 — Updating Staff in Quick Event Entry

Once a Day or a Cruise has been set up using the Maintain Ship Scheduled form, it can
be saved as a Template by right-clicking on the itinerary information and selecting Copy
Cruise to Template or Copy Day to Template.

=¥ Maintain Ship Schedule
Froperty IEhicken oftheSeso) | Cnise |Nnnsug1 4

j Type: I Ertertainment

Day 1 Admin Activities Ewi
Tuesday Mar 13 Dezcrption Fram | Ta Lacation - Dezcription
At ngldueurﬂa;%g lopes » | Enter Eomthing 0800 (0900 | A Galery 1 ¥ | Hihow are you daing
tasuai Safety - Mew Crew 1000 1100 | Training Houze Band on Deck
Ermbark.ation 1130 1630 | Al Meeting Digital Wwarkshop Open
Lifebaat Dl 1600 1700 | Al Meeting Ship Tour
Edit Day 1y Crew 1700 |1800 |Meeting Mazs
Sail Away
Lock Cruise Wwelcome Aboard Sing
T Sinales & Saloz w/DJ
Copy From TemplateiCruise 3 4 | i
. Admin Activities Ew
. e Copy Cruise to Template Fram | Ta Laocation “ Description
Private Copy Day to Template ¥ [Hass

Farewell Sing Along

-
ald L ald

Figure 87 — Saving as a Template

Copy Cruise to Template will display the Add Cruise Template form.

42 Add Cruise Template x|

M arme: I

D ays: |'||:|
Fram: |12£1EI£2EI11 vI

Ok | Cancel

Figure 88 — Add Cruise Template
Copy Day to Template will display the Add Day Template form.
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42 Aadd Day Template x|

Code: ||

[Kir: I

Fram: |12£1 9/2011 vI

k., | Cancel

Figure 89 — Add Day Template

Once a day or cruise has been copied to a template, they can be edited using the Space
Availability Template form in the same manner as other templates. Please see
Maintaining Templates in this manual.

Templates can also be applied to a current or future cruise by selecting Copy From
Template/Cruise from the Pop-Up Menu:

E Copy InHouse Events = |

Copy From: j

Copy From

Cruize Template

Doaily Template
Copy Tor -

Copy What: I Houze Code -
ADMIN
ART

BEY
CasIND
CLLINARY
DIGITAL
DIMIMNG -

SEEEREER

¥ Remove Existing Events

Copy |

Figure 90 — Applying a Template

This feature allows authorized users to copy In-House events from a Cruise Template, a
Day Template or from a previous cruise. The copy can be for an entire cruise or just
selected days, and can be for all In-House codes or for selected ones. There is also an
option to first remove existing events before completing the copy, or adding the copied
events to existing events.

Authorized users also have the ability to lock or unlock a cruise to update on the Maintain
Ship Schedule form by selecting Lock Cruise or Unlock Cruise from the Pop-Up menu.

Once locked, the background for the schedule will turn pink to indicate that it is locked to

changes.

Maintain Ship Schedule 57



58

=k Maintain ship Schedule

Froperty

Chicken of the Sea [MO]

j Cruise:

j Type: IEntertainment

[

Figure 91 — Locked Cruise Itinerary

Day 1 Admin Activities Ewents Parties
3 tTLuesga_l,él\‘:ar;F d Description From | Ta Location > Description From | To Location 1=
o rmaz || Enter EomthingIn 0300 | 0900_| At Gallery P [Hihowaieyoudoing 1100|1200 [AnGaley | _
Casual Salety - New Crew 1000 | 1100 | Training House Band on Deck 1230 [ 1430 |Lido Dome
Edit Day |<ati0n 1130 | 1630 | All Meeting Digital W ark shop Open 1300 [ 1500 | Annes
b Dill 1600 (1700 | All Mesting Ship Tour 1430 1500 | Crow
- Mew Crew 1700 | 1800 | Meeting Mazs 1700 1800 | Theatre
- Sail Away 1700 1800 | Lido &ft
Copy Cruise to Template Wwelcome Aboard Sing | 2100 (2200 | Piaro
Copy Day ko Template b Sinales & Solos w/D 2230 12300 | Disco h
» il_I »
Dayp 2 Admin Activities Events Parlies
Pi \'\'t"el?lr}esga}éla\‘:loaa]‘lals.m | Description [From [Ta | Location [IE Description From | Ta Location 1]
vt feans, SRR ] | | |1 [Mass 1700 [ 1800 | Theatre ]
Farewell Sing Along 2100 | 2200 | Piano
*
] | Ld;l_l |
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6 Requests and Approvals

Many times shipboard personnel need to be aware of and approve events taking place in
certain locations or events that have specific items. To facilitate this requirement
AffairWhere includes a Request and Approval process for Shore Side entered Group
Events.

When a user tries to book an event to a location that is normally closed (red lined) to that
user, and that location has an approval email, then the event is put on “Requested”
status, and an approval request is created.

When a user tries to add an ltem to an Event, and that Item has an Approval Email, then
the Event is placed on also “Requested” status.

If both a Location Request and an ltem Request are active, the Location must first be
approved before the item is approved.

The base generic approvers are maintained in the APPROVALS Look-Up Table. For
consistency, the Look-Up Code and Look-Up Value should be the same for each entry.

¥ Look-up Code Maintenance x|

Look-Up Type | SN =] Insert
Code Yalug Cormment
B artd anager E artd anager Lpdate
CruigeDirector CruigeDirector
ExecutiveChef E vecutiveChef
FoodBeverageDirectar FoodBeverageDirectar Delet
GroupCoordinator GroupCoordinator ElEtE

HeadBroadcastT echnician

HeadBroadcastT echnician

F estaurant0 pshd anager

FiestaurantOpzhd anager

SportzD eckManager

SportzDeckM anager

StageProductionkd anager

StageProductiont anager

Figure 92 — The Approvals Look-Up Type

Each Location can then have either a generic Approval Email selected from the
APPROVALS Look-Up Table...
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ocation Maintenance

=1 Oyster of the Sea [05)
- All Meeting-all Meeting
- ANNERANneR
- Art Gallery-drt Gallery
- Abriurn-Atrium-Bar
- Bew Office-Beverage Managers Office
- Crow-Captaing Corner
- Casino-Casino
- Sportz-Casinn/S ports Bar
Comments-Comments
- Concierge-Concierge Lounge
- Confl-Conference Room 1
- Conf2-Conference Foom 2
Crow-Crow's Mest
- DECLIMED-Declined Location
- Hospitality1-Diesk 1-Akrium
- Hospitality2-Desk. 2-btrium-front desk area
- Hospitality3-Diesk 3-Java Cafe
- Dining Foom-Dining Foom Upper and Lower
- Digeo-Disco
- Ewplorer-Explorer's Lounge
- Gym-Fithess Center
- FCC Desk-Future Cruize Consultant Desk.
- Hotel Man.-Hotel Manager's Office
- Internet-Internet Center

=l Property: |D_l,lster of the Sea =]
Location Code: IEasino Link:; I j
Hame: ICasino
Ship Location:

Booking Group:
Fire: Lirnit:
Function Book:
Private:

Is & Parent?
Parent:

in Guests:

Room Details:

|

Approval Email:

IDeck 2 - Forweard

- [SHIF

| Tvee: [Other =l

|22? Other Lirnits: Set Up Type Min | Max | Private

m = P | Classraom 1] 0 C
Cocktail i 0 C

I HO b l Corference 0 0 M |&

IN vl

| El

0

l— External: l—

Batanager
Chief

HotelDirectar

Update |

Figure 93 — Generic Approval Email

or can have a specific Approval Email directly entered into the Approval Email Field:

[=I- Oyster of the Sea (O3]
- Al Meeting-&ll Meeting
- AnnEs-Annes
At Gallery-Art Galleny
- Ariurn-Abrium-B ar
- Bev Office-Beverage Managers Office
- Crow-Captains Corner
- Cagino-Cazing
- Sportg-Cagino/Sports Bar
- Commentz-Comments
- Concierge-Concierge Lounge
- Confl-Conference Room 1
- Conf2-Conference Room 2
Crow-Crow's Mest
- DECLIMED-Declined Location
- Hospitality1-Desk 1-Abium
- Hospitality2-Diesk 2:Akium-front desk area
- Hospitality3-Desk 3-Java Cafe
- Dining Room-Dining Room Upper and Lower
- Digco-Disco
- Explorer-Explarer's Lounge
- Eym-Fithess Center
- FCC Desk-Future Cruise Consultant Desk
Hotel Man.-Hotel Manager's Office
- Intemnet-Internet Center

Ad|

Froperty:
Location Code:
Mame:

Ship Location:
B ooking Group:
Fire: Lirnit:
Function Book:
Private:

Is & Parent?
Parent:

Min Guests:
Appraval Email:

Fioom Details:

ID_l,lster of the Sea

ISports Link: I j

|Easin0.-"8ports Bar

|Deck 2 - Midship

|SHIF’ j Type: |2-L0unge j

|42 Other Limits: Set Up Tyupe Min | Max | Private | =

m P | Classroom 1] 1] [
Cocktail 1] 1] [m]

NO hd Corference 0 0 O |-

—

IU Extemnal I

[

kiH appyEtpCruizeLine. Cor|

Update |

Figure 94 — Specific Approval Email

If a location is set up without an Approval Email, then the system assumes there are no
approvers for that location. In this situation, users will either be barred from making any
booking for that location if they do not have the correct security, or will be warned if they
do certain actions that would have required approval if the Approval Email was present.
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Each Event Item can be set up in a similar manner, either with generic Approval Email:

' Standard Event Items x|

AudinMisual -
- Beverage and Bar | tem Code: IEartender [~ Package Only

All-lncl Bew. Pkg ~ Unlimited Beverages under $7 and pre Item Type: IBevelage and Bar vI Provider: Beverage & Bar -

- Ban Staff ~ Bar Staff Service at Private In-Stateroom Parti .
Bartender ~ Bartender for ship events il 22 IF‘“E‘j 'I I” Make Frivate [~ More Info

- Champagne ~ House Champagne, per bottle Desciiption:
Champagne ~ Premium Champagne, per bottle

- Cocktail Card ~ Signature Cocktail Card good or 10 Signe

Bartender for ship events

Comments:
Cocktail Glasses ~ Cocktail glasses for mikology classes I
- Coffee ~ Coffee for meetings, complimentar,
Coffee /Tea Service ~ EﬂﬁEE, laapand watir service, col L s I I Daily I~ MOB
- Coffee Card ~ Explorations Cafe Coffes Card good for 10 Waming: I
Dining Room wine Plg ~ Unlimited “Wines under $30 dur
- Grape Juice ~ Grape Juice for Mass-complimentry I Il j

HMC Bev Pkg - Full ~ Unlimited Frozen D aiquiris, Pina Cc Min Setup:
+ HMC Bev Pkg - Half ~ Unlimited Frozen D aiguiris. Fina Ci Chef
- " CruiseDirector
lee\Water = |ce water for meetings, complimentary

HotelDirector
~Juice ™ Juice for meetings - $2.25 per person

Mo Host Bar ~ Na host bar for graup, request bar service Events Ta: I 14172083 = Update Price
-~ Non-dle Bev Pkg ™ Unlimited non-alcoholic wines, beers, Frice: ID 0o

PG Wine Pkg ~ Unlimited \Wines under $40 during Pinna . Delete Frice
~ Punch ™ Punch for Inspiration 30 minute receptions Sl IU'UU
- Soda ~ Soda - $2.25 per can o Prices
~- Soda Fountain Card ™ Soda Fountain Card good for 20 st -
- Tea™ Tea for meetings, camplimentany F'ncel Sa\esl Events From IEvents Ta

- Wine & Beer Pkg ™~ Unlimited *Wines and Champagne ung LI 0 DD| 0 DD| 12/30/2008 |1’H /2033 ‘
- Wfine Card 10 Glaszes ~ House Pouring Wine Card goad
- Wine Card 20 Glasses ™~ House Pouring Wine Card good
- Wiine Glazses ~ Wine glasses for ship wine tasting Propetties
-Wine/Beer/Soda Pkg ~ Unlimited Wines and Champagn

Property Avail | Oty
3 E::[::i ECnotmmems = ¥ | Chicken of the Sea [
Eel of the Sea ] 0
g E?dA || Oster of the Sea Fl_[o
P meml? Walug of the Sea [l 0
[#- Housekeeping

Invitations Update I
| | »

Figure 95 — Event Item Generic Approval Email

A specific Approval Email;

tandard Event Items

El- Food | )
- Sgsarted Sandwiches ~ Assorted Finger Sandwiches, pel Item Code: |Canapas [ Package Only
- Bagels with Lox ~ Bagels with Lox, per person Item Type; IFDod j Frovider: IGaHey d
- Bar Snacks ~ Bar Snacks .
- Beverage Samples ~ Beverage Samples per person, CAL Priced By: IAttendance j' [ Make Private ™ Mare Info
- CAC Rental ~ CAC Rental, 1 hour Description: Canapes

-- CAC Rental ~ CAC Rental, 2 hours

- Canapes ~ Canapes

- Cheese Trap ~ Assorted International Cheeses, per tray
- Chipg & Crudites ~ Chips and Crudites with Dip, per perso

Camrnents: |

- Chocolate Dipped Str ™ B Chocolate Dipped Strawberies Link Code: [~ Daily ™ OB

- Cookies ™ Cockies for meetings, complimentary Warning: I

- Croiszants, Bagels ~ Croizzant and Bagels, per person

- Danighes, Muffing ~ Assorted Danishes and Muffing, per | st |MrHappy@MyCruiseLine.Com d
- Deluse Apps ~ Deluke Spps, per dozen Iin 5 etup: IU j Min BrikDwin: IU d Min Before: m

- Deluse Cold Apps. =~ D-Apricot, Pistachio and Boursin Pir
- Deluse Cold Apps. ~ D-Goose Liver Pate Pearl in Hazeln Events From: Im Add Price

- Delure Cold Apps. ~ D-Lobster Medallion with a T arragor
- Deluxe Cold Apps. ~ D-Seviuga Malossol Caviar on Quai Events Tor I 1/41/2099 j' Update Price

- Deduse Cold Apps. ~ D-Smoked Chicken Breast with Pine_J Frice: IUUU—

- Delure Cold Apps. ~ D-Smoked Salmon Lolipops, Per De Delete Prica

- Deluse Hot Apps. = D-Brie Cheese Crusted with Hazelnul Sales ID i

- Deluse Hot Apps. = D-Broled Scallops ‘Wrapped in Baco
- Deluse Hot Apps. = D-Chicken Morengo in Vol auVent, f

- Deluse Hot Apps. ™ D-Coconut Breaded Shrimp wih Pine l
- Deluse Hot Apps. = D-Crab Cakes with Sweet Chili Mayo Ll D.DD| a UUl 2/5/2003 | 14142039 |
- Deluse Hot Apps. = D-Mini Tournados of Beef on Rosem
- Deluse Hot Apps. = D-Prawns on Lemongrass with a The
- Deluse Hot Apps. = D-Rosemary wrapped Lamb Loin wit Properties

Itern Prices

F‘n:el Salesl Events From I Events To |

- Deluse Hat Apps. ~ D-Shimp Satay with Garlic Herb Beu Propeity Avail | Oty
- Dessert ~ Sweet Temptations Dessert Buffet- see group t ¥ | Chicken of the Sea [cal [i]
- Domestic Cheese ~ Assorted domestic cheeses for wine Eel of the Sea v 0
-- Food Samples ~ Food Samples per person, CAC Demo Oyster of the Sea [cal i}
- HAL Chef ~ HAL Chef per hour, CAC Demo ‘walius of the Sea [l 0

- lce Carving ™ lce Carving

- PG Dinner ~ Pinnache Grill Dinner -
. R Update

Figure 96 — Event Item Specific Approval Email

Or no Approval Email. If there is no Approval Email, then anyone can book the item
without an approval.

There are rules about Generic vs. Specific Approval Emails that are applied so that
everything will work correctly:
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1. Generic Approval Emails are ONLY shipboard personnel. The email address
associated with a generic email address on a ship should be an email address on
that ship.

Generic Approval Email addresses CANNOT include a “@” sign.
Specific Approval Emails are ONLY for shore side personnel.

Specific Approval Emails MUST be real email addresses within the correct
domain.

Requests and Approvals - Linking Approval Emails to Users

Shoreside users that will be Approvers of either items or locations must have their Email
Address completed through the User-ID Maintenance menu option. As mentioned above,
all shoreside users must have a real Email Address.

=¥ User Set-up and Maintenance 5‘
Users
User_|D Name e Depart UseriD: ISHDHE Passvord: I Expire Password '
ADMIN Adrinistrator Admin Info Ser|| Mame: IShore ISide
BEVMGR Beverage Manager SHIP
géM E Tloneyu W g:ﬁjﬁE I5 Shiph| Ship/Shere ISH”:' 'l Admin; |t - Update Prices [~ &ll Dates r
ulinary Ops Manager
DEMO Seatrade Demo Infa Sel Dept: Ilnfo Services Last Logor:  |Feb 162011 09:38:40
EVEMT Eent b anager SHORE | Events POS Card: )
EVEMTHGR Event manager SHIF I Specific Dates [~
HTL-MGR Hotel Manager SHIP Ernail Add'ESSiMrHappy@MyEruiseLme Com
REY Fevenus Manager SHIF
REWH R M. SHIP
SHIF S:i\;eg::rd anegdl SHIF |Info Sel Forms T Properties T Baooking Groups T Specific D ates T In-Haouse
¥ | SHORE Shore Side SHIP | Info Sed Avwallable Forms
Forrn Mame Allowed | Update d
P | Able to add itams on the fiy i [
Allowed to Change Status of an Event ] ]
Allowed to Lock Cruizes Shipboard |cal |cal
Copy In House Events cal Il
Edit Cruises cal cal
Export Definitions = Il
Function B ook cal el
Itinerary Update W 2l
Look Up T able Maintenance |cal cal
Maintain Auto Reports |zl Il
M aintain Svailability Templates |cal el
Maintain Cruise Templates ~ =
Maintain Properties & Locations ol jcal
I aintain Standard [bems il [ %4
Update |
o 3

Figure 97 — Linking a Shoreside User Approval Email

Requests and Approvals - Linking Approval Emails to Users

62

Shipboard users that will be Approvers of either items or locations for their ship must
have a generic Email Address that matches one of the ones set up in the APPROVALS
Look-Up table entered as their email address. It is expected that a concise set of users
will be created on a ship, and that the security for these users will match from ship to
ship:

Requests and Approvals



M User Set-up and Maintenance X

Users

User 1D o e |Depant User-D: IBEVMGR Password: | Epire Password r
ADMIN L dminiztrator Admin Infa Ser|| Name: IBeverage IManagar
b | BEVMGR Beverage Manager SHIP
T3 T Marey SHORE| 15 Shipl]| Ship/Shore: lm iy m Update Frices [~ Al Dates r
COM Culinary Ops Manager SHIP
DEMO Seatrade Demo Infa Sef| DERt LastLogor:  |Feb 032010153218
EWEMT Event Manager SHORE | Events POS Card »
EVEMTMGR Event manager SHIP I Specific Dates [~
HTL-MGR Hatel Manager SHIP Email Address Ty
REW Revenue Manager SHIP
?E?;;M ?:i;eg:::anager gn:g Infa Sel Forms T Propertiex T Booking Groups T Specific Dates T In-House
SHORE Share Side SHIF | Info Ser Available Forms
Farm Mame Lllowed | Update d
P | Able to add items on the fly [m] [l
Allowed to Change Status of an Event [m] [l
Allowed to Lock Cruiges 5hipboard [m] [l
Copy In House Events [m] [l
Edit Cruises r r
Export Defintions [m] [l
Function Book. = ~
Itinerary Update [zl ol
Look Up T able Maintenance [m] [l
I aintain Suto Reports [m] [l
b aintain Availability Templates [m] [l
b aintain Cruise Templates [m] [l
b aintain Properties & Locations [m] [l
M aintain Standard llems Imi b=
Update
A i

Figure 98 — Linking a Shipboard User Approval Email

More than one user shipboard may use the same Generic Email Address. This would
mean that any user with that Generic Email Address could approve Items or Locations
that were set up with that ID.

Users on either shore or ship can be granted “Super Ship Approver” abilities by checking
the Approver check box beside the ship to which this power is to be granted. A user so
checked can approve ANY items or locations for a ship.

=W.User Set-up and Maintenance x|
Lsers
User 1D Name Lo Depatt] UserlD IBEVMGH Passward: I Expire Password r
ADMIN Administrator Admin Infa Ser|| Mame: IBeverage IManager
b |BEVMGR Beverage Manager SHIP
[ C Money SHORE|IS Shiplf| ShipdShare: Topip o] admin [N Update Frices [~ 21 Dates r
COM Culinary Ops Manager SHIP )
DEMO Seatrads Demo Info Ser]| DRt Last Logor:  [Feb 09 2010 15 3218
EVENT Ewent Manager SHORE| Events BOS Card: .
EVENTMGR Event manager SHIP . | Specific Dates [~
HTL-MGR Hotel Manager SHIP Email AddmssiBevManager
REW Revenue Manager SHIP
REWM R i SHIP
SHIP S:i\:g‘;:rd nace SHIE |Info Ser Farms Properties T Booking Groups T Specific Dates T In-House
SHORE Shore Side SHIP | Info Ser] Properties
Code | Property Mame Allowed Approver | *
ED  [EeloitheSea r r
MO | Chicken of the Sea r r
Flos Oypster of the Sea ~ Iw!
WE | Walus of the Sea r r
Update
o | >

Figure 99 — Super Ship Approver

Requests and Approvals - Notification Emails

As Approvals are moved from shore to ship and from ship to shore, the AWImport
Program will send notification emails to both Approvers and Requesters as the status of a
request changes.
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The emails to Approvals shoreside will be the exact email address entered into the Item
or Location. Emails for the ship will use a conversion Look-Up Table named APPROVAL
EMAIL to determine the actual email addresses to which the notifications are to be sent:

=% Look-up Code Maintenance

Look-Up Type IAPPHDVAL Eall j
Code Yalue Carnment
} [EDEewM anager EDBevManager@iyCruiseline. Com
EDChef EDExecCheki@MyCizeline. Com
EDCruizelirectar EDCruizet@tdyCruiseline. Com
EDHotelDirectar EDHotel@h yCruigeline. Com
MNOBevh anager MOBevid anagen@M yCruizeline. Com:MOB evbd an:
MNOChef MOEzecChek@id yCruizeline. Com
MOCruizelirectar MO Cruise@kyCruizeline. Com
MOHotelDirector WOHotel@MyCuiseLine. Com
0SB ewM anagar 05BevManager@MyCruizeline. Cam
O5Chef 05ExecChek@MyCruizeLine. Com
05 Cruizelirector 05 Cruize@MyCruizeline. Com
O5SHotelDirectar 05Hotel@MyCruiseline. Com

Wk Bevidanager

WEBewM anager@MyCruizeline. Com

WE Chef

WEExecChek@MyCruizeLine. Com

WE CruizgeDirector

WE Cruige@MyCruizeline. Com

WEHotelDirector

WEHotel@hyCruizeLing. Com

Figure 100 — The Approval Email Look-Up Type

The Code to the APPROVAL EMAIL table is XXYYYYYYYY, where XX is the assigned
ship code and YYYYYYY is one of the Generic email addresses stored in the

APPROVALS table.

All requestor email addresses will be extracted from the Email Address stored in the User

Set-Up and Maintenance Form.

Requests and Approvals — Approval Grid

64

The Approval Grid on the Function Book is the main method used to change the status of

an ltem of Event that is pending approval.

Events I

History T

Approvals

Ingert

Lpdate

Delete

Saved Events

Status: | Al Open | T ShowPast

[Date [Time | GrowpinHouse

[EventName [tem

[pproval_Type

[ status

| Requesting User

KT

[4/3/2012__ | 9.00 AM | 500006946-Demo Grovp MFFTIN [
[41072012 [11:00 | 500006946

Decline
Resubmit

View Comments
View Event
View Date

| Location

| Pending

| ADMIN

[ Location

| Pending

[ ADMIN

Figure 101 — Changing Event Item Status via the Function Book Approval Grid

At the top left corner is the drop down that allows a user to see just the Approvals that

they have, the Requests they have made or all Requests for a Property.
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If My Approvals is selected, then only the requests where the Approval Email matches
the Email of the currently signed on user will be displayed.

If My Requests is selected, the only the requests entered by the currently signed on user
will display.

If All Requests for Property is selected, then all requests regardless of who entered it or
who can approve it are displayed.

A second drop down is available to expand or narrow the selection
Events 1l History | Approvals 1 Gussts 1

Show: [y Appravale =] Stews [ =] T showPast

T}
[ [Date Ertered Fmaciiy Leemites Status Brepiliass Event Name ftem Erd T Status
B [6/15/2011 113623 | Chickenof the Sea | Anren 500006343 Dema Group DESK Cocation Pending
/472011 505,34 AM_|Chicken of the Sea__|Anrex Al Open M | 500005945 Dema Group MEETING Localion Pending
3/1/2011 11:14:38.AM | Chicken of the Sea Arnex Open ltems M | BO0006345-Demoa Group MEETING Lacation Approved

Open Locations
Declined
Approved

Saved Events

equesting Lser

P

Figure 102 — Updating Approvals

All Open will display all open requests for both Items and Locations. Open Items will
only show items that are pending, Open Locations only locations that are pending.
Declined will show all requests declined, and Approved all requests approved. The
Show Past check box can be used to see requests in the past. If this is not checked, only
requests for the future are shown.

Once the grid is populated, users can select a request and right-click on it.

All users have the ability to View Comments, which show any interaction between the
approver and the requestor, View Event, which will open the event in the Event Detail
window, and View Date, which will switch the Function Book to the date of the event.

Events 1 History 1 Approvals 1 Guests 1 Sawed Events

Show: [ty Approvals =] Staws [ar =] I ShowPast

Date Entered Froperty Location Date Tir Group/InHouse [ Event Name Item Approval Type Statug equesting U ser

[>8/18/2011 11:3429 | Chickenof the Sea | Annex 4/10/2012_[11:00 | 500006343-Demo Group | DESK. Location Pending
3/4/2011 50534 AM | Chicken of the Sea Annex 4/3/2012 300AM | 50000 approve EETING Location Fending
3/1/201111:14:38 AM | Chicken of the Sea | Annex 4/3/2012 [215PM [B000C EETING Location Approved

FaFSES

Resubit:

iew Comments

View Event:

View Date

Figure 103 — Approvals Right-Click Menu

Approvers have the option to either Approve or Decline the request. If the Approve option
is selected the Event or Item is approved. If this was the only (or last) request for this
event, the event status is changed to “BOOKED”.

If this was the first approval done for a login session, the system will ask the user to enter
their full name.
pprovyer Mame

Pleaze enter vour full name

Cancel

\_H
e
|

IHapp_l,l Camper

Figure 104 — Approver Name Prompt
This information is retained in the Approval record and can be reported on if required.
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If the request is declined, a dialog box is displayed where who declined the request and
the decliner must enter their name and a reason the request was declined.

@ Request Comments il

Previous Comments:

Comments
ADMIM 12415/2011 2:42:06 PM/PLEASE??

Full Mame:  [Happy Camper

M ew Comments:

Tiy to Move to another location]

Deny | Cancel

Figure 105 — Adding Request Comments

Once a request has been declined, the user requesting the approval can reopen the
request by right-clicking on the request and selecting Resubmit from the popup menu:

Evenls T History T Approvals 1 Guests Y Saved Events
Shaw [vay ppiovals =] Sweus [a =] T ShowPast
Dae Eniered Propetty Localion Date. Time | Group/inHouse: Event Hame. ltem Appioval_Type Status Fiequesting User
B/18/2011 113429 | Chicken of the Sea | Annex 4710/2012 | 1100 | 500006345 Demo Gioup DESK Localion Pending ADMIN
¥ |3/4/2011 E:05:39 AM_| Chicken of the Sea | Annex 4/3/2012__| 300 AM | 500006546 Demo Group MEETING Location Declined ADMIN
5H/2011 11:14.38 AM | Chicken of the Sea | Annex 47272012 | 215 M | 500006346 Demo Gioup MEETING Locaiion Appioved ADHIN

Figure 106 — A Declined Request

This action will display the Request Comments form where the requestor can enter
additional information for the request

i Request Comments - ﬂ

Previouz Commetts:

Comments

ADMIM 12192001 2:45:43 PMA T to Move to
anather locatian

ADMIN 12/19/2011 2:42:06 PMAPLEASE™?

Mew Comments:

| really need this.

R ezubmit | Cancel

Figure 107 — Adding Request Comments
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Other users can re-open the request by editing the Event in the Function Book and
making any change.

Requests and Approvals - Other Notes

When an Approver signs on to the system and there are open approvals, the following
message box displays:

Affairwhere x|

ou have 3 pending approvals

Figure 108 — AffairWhere Pending Approvals Prompt

When that user opens the function book, the Approval Grid will be selected. Locations
must be approved before ltems can be approved.

Any change to the date, time, and duration or end time for an event that was previously
approved due to a location request will automatically cause that event to be set back to
“‘Requested” and a new Approval Request sent to the ship.

All declined location requests will have their location changed to the “DECLINED”
location. All properties must have a “DECLINED” location set up to accept the rejected
requests.

The system was not set up for ship personnel to have to make requests for their space.
It is assumed that ship personnel will be able to book their in-house events without
requesting the space.

If a user’s security allows them to book into a location and there are no items that require
approval, the event is considered booked, and no additional request records are recorded
or maintained. This hopefully is the normal operation of booking events with requests
happening only a few occasions.
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7 Item Distribution

For certain cruise lines, AffairWhere provides the ability to specify the exact guests that
are to attend an event or be included on an item distribution. For this to work correctly,
additional logic must be added to the AffairWWhere program so that it can access
information on guests further in the future than is normally available.

The actual distribution is performed by the Item Distribution grid found in the History,
Notes, and Distribution tabs on the Event Detail form.

Evertt Items T Hiztory, Hotes and Distnbution:
Histary Motes Itemn Distribution
History [tem Added By | Date/Time Mote Inl I Guest Name I Cahin I
# | Event &dded MEETING 4/4/2011 17:0| Admin, 315/2011 * -

Event Changed MEETING|/Loc Adrmin, 341542011

Location Annex Approved Adrmin, 341542011

Event Changed MEETING| Adrnin, 12A8/2011

Event Changed MEETIMG] Admin, 12182001

Event Changed MEETIMG] Admin, 12182001

Event Changed MEETIMGI Admin, 12A18/2011

J AddHistory |

Figure 109 — History, Notes, and Distribution

Distributions can only be done when the Priced By for an Event is set to “Calc Guest” or
“Calc Cabins”, and the Auto switch must be set off.

To record a distribution, right-click on the Item Distribution grid and select Update
Distribution

Itern Distribution
I Guest Mame I Cabin I

Ipdate Distribution |

Figure 110 — Updating Item Distribution

A message will flash while the guests for that group are loaded from the reservation
system to the Delegates table in AffairWhere.

Once the Delegates Table is loaded, the Event Distribution form will appear.

Iltem Distribution



Event Distirbution

Group: IHALLINQUESTFAMILY
Everlt  [SEAPASS FOLIO CREDIT
Group Delegates Group Delegates

Chk | Guest Mame Cabin J AddEhecked--->| IEthGuestName IEabin I
B[ [ [HALLINGUEST, 2250 | | | b | T [RICHARDS, ROSZEANA [ 3556 |

[ [HALLINQUEST, 2250

T [HALLINQUEST, 2250

[ [STEVENS.SHARON [ 2302 < Remave |

[ [STEVENS, AHMAD 2302 Shected

[ [STEVENS.RICHARD [ 2357

" [STEVENS, KIMANI 2357

[ [HAIGLER, KIMBERLY [ 2365

[ [HAIGLER, MaKaYLs [ 2365

T [HAIGLER, MALAYA, 2365

™ [THOMAS, DERRICK 2365

[ [JAMISON, MARY LEE [ 2607

| [COMMER,JEANETTE | 2607

[ [HALLINQUEST, 2615

[ [COBE. ROSAZEANA [ 2615

T [SMITH, CYNTHIA 2615

T [HALLINQUEST, TAMMY | 2617

[ [ROBINGON, TAMMIA [ 2617

™ [CASEY. CHRISTY JER4 |

I

Figure 111 — Event Distribution

If the Priced By was “Calc Cabins”, then one guest per cabin will be shown in the left side
grid. If the Priced By was “Calc Guests”, then all guests will appear.

Select the guests for the distribution by checking the check box beside each name and
press the Add Checked command button.

To remove guests from the Distribution, check them in the right side grid, and the select
Removed Checked.

When the OK button is pressed, the distribution for the Event is updated and the resulting
guests displayed in the Distribution Grid.

Item Distribution

Guest Mame Cabin
RICHARDS, ROSZEAMA, | 3556

v

Figure 112 — Item Distribution

When an Event is distributed, the Attendance field is locked and a note beside the field
shows that there was a distribution

. o o
Attendance: |-| ||:| Distributed
I

Mezrninbinn:

Figure 113 — Locked Attendance Field
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8 Locked Fields

Three forms in the system allow system administrators to set specific fields in these
forms to locked so that users cannot make changes to these fields. This feature was
originally put in place for on the Group Maintenance forms since some of the fields were
owned by the cruise line’s reservation system and should not be changed. The Item
Maintenance form and the Add Item form were added.

The Locked Fields are controlled by the “LOCKED FIELDS” Look-Up Table Type. Once
a field is locked, it cannot be altered within Affairwhere. Fields with a Background
attribute will be colored pink, while others will be grayed out.

The Fields available for locking on the Add Banquet Item form include

Look-Up Code Entry

Field on the Add Banquet ltem Form

EVTITEM.CBOPROVIDER Provide Drop Down Box
EVTITEM.CBOTYPE Item Type Drop Down Box
EVTITEM.TXTITEMCODE Item Code Text Box
EVTITEM.TXTPRICE Item Price Text Box
EVTITEM.CBOPRICEBY Priced By Drop Down Box
EVTITEM.TXTDELIVERY Deliver Text Box
EVTITEM.TXTQUANTITY Quantity Text Box
EVTITEM.TXTDESCRIPTION Description Text Box
EVTITEM.TXTCOMMENTS Comments Text Box
EVTITEM.GRDNOTES Notes Grid

< Add Banguet ltem g|
Itern Code |Kosher Snacks

Item Type: |Fc":u:l j

Provider | Galley j

Friced By: | J

Price: | Cuantity: |1

Description K.osher Shacks

Commetts

MNotes:
* |

=

Inzert | Canhcel ‘

Figure 114 — Add Banquet Iltem
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Look-Up Code Entry Groups Form Look-Up Code Entry

FRMGROUPS.CHKLINK Link Check ~ FRMGROUPS.SBOCOMPANY
FRMGROUPS.CHKPARTY Party Check FRMGROUPS.TXTCOMMENTS
FRMGROUPS.DTARRIVE Arrives Date  FRMGROUPS.TXTSALESFIRST
FRMGROUPS.DTDEPART Departs Date  FRMGROUPS.TXTSALESLAST
FRMGROUPS.SBOGROUPTYPE ~ TypeDrop ~ FRMGROUPS.TXTOTHERREPFIRST
FRMGROUPS.TXTADDRESS1 Address Text FRMGROUPS.TXTCONTACT
FRMGROUPS. TXTADDRESS2 27 Address  FRMGROUPS.DTRECEIVED
FRMGROUPS. TXTADDRESS3 39Address FRMGROUPS.DTCONFIRMED
FRMGROUPS.TXTAGENCY Agency Text FRMGROUPS.CHKDONT
FRMGROUPS.TXTBOOKNBR Booking No.  FRMGROUPS.TXTGROUP_ID
FRMGROUPS.TXTCITY City Text Box FRMGROUPS.TXTGROUPNAME

FRMGROUPS.TXTCONTACTFIRST Agent Text FRMGROUPS.TXTMAINCABIN
FRMGROUPS.TXTCONTACTLAST 2™ Agent FRMGROUPS.TXTMANAGERFIRST
FRMGROUPS.TXTCOORDEMAIL ~ Coordinator ~ FRMGROUPS.TXTMANAGERLAST
FRMGROUPS.TXTCOORDPHONE ~ Coordinator ~ FRMGROUPS. TXTOTHERFIRST
FRMGROUPS.TXTCOUNTRY (_30ur-1-try Text FRMGROUPS.TXTOTHERLAST
FRMGROUPS.TXTCRUISE Cruise Text FRMGROUPS.TXTPHONE

Groups Form Field
Company Drop Doan
Comments

Sales Text Box

2" Sales Text Box
Other Rep Text Box
Ship Cmnts

Received Date
Confirmation Date
Don’t Show Check Box
Group ID Text Box
Group Name

Main Cabin
Coordinator First Name
Coordinator Last Name
Main Contact First
Main Contact Second
Agency Phone

FRMGROUPS.TXTCURRENCY Cur Text Box FRMGROUPS.TXTPROFILE Profile
FRMGROUPS.TXTDELEGATES Guests Text FRMGROUPS.TXTRATE Rate
FRMGROUPS.TXTDINING Bining Text FRMGROUPS.TXTROOMS Rms
FRMGROUPS.TXTEMAIL Agency Email FRMGROUPS.TXTSTATE St
FRMGROUPS.TXTEXPECTED 2" Guests FRMGROUPS.TXTZIP Zip
FRMGROUPS.TXTFAX Fax Text Box

Froperty IEhicken of the Sea J

Group |D: Group Nc‘-mer|Demo Group 500006354 Dant Show [~

Booking Mo: I Guests: IB |15 Cruige: |N923 Rz ID Party

-

Aives: I 44202007 vI Departs: I 4 M182012 vl Coordinatar:

Type: |HEADRUATERS =] Phone :
Received: Im Canfirnation: Im Ermail I
Company: I j Sales: I I
Frafile: I Other Rep: I I
Diring: Agency: [TRaNSAT
Agent; [samRIMA |

Comments: Address: [151 THE WEST MALL 7TH FLOOR

|
Main Contack: . . I

! ! City. Stdip: — [TORONTO | A

td ain Cabin: I Eun.-’F!ate:I |1 Country: I

Ship Cronts:

Phane: |4186208080

Fax: I

Email: I

pdate

Retum

Figure 115 — The Locked Group Name Field

Look-Up Code Entry Field on the Standard Event ltems Form

Locked Fields
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FRMITEMS.CMDADDPRICE
FRMITEMS.CBOPRICEDBY
FRMITEMS.CHKDAILY
FRMITEMS.CHKREFUND
FRMITEMS.CMDDELPRICE
FRMITEMS.CMDUPDPRICE
FRMITEMS.DTFROM
FRMITEMS.DTTO
FRMITEMS.TXTLINK
FRMITEMS.TXTPRICE
FRMITEMS.TXTSALES
FRMITEMS.TXTITEMCODE
FRMITEMS.TXTDESCRIPTION
FRMITEMS.CHKPACKAGE
FRMITEMS.CBOTYPE
FRMITEMS.CBOPRICEDBY
FRMITEMS.TXTCOMMENTS
FRMITEMS. TXTWARNING
FRMITEMS.TXTAPPROVAL
FRMITEMS.CBOSETUP
FRMITEMS.CBOCLEANUP
FRMITEMS.XBOBEFORE

“ Standard Event Items

Add Price Button

Priced By Combo Box
Daily Check Box

MOB Check Box

Delete Price Button
Update Price Button
Events From Date Control
Events To Date Control
Link Code

Price Test Box

Sales Text Box

Item Code

Description

Package Only Check Box
Iltem Type Dropdown List
Priced By Dropdown List
Comments Text Box
Warning Text Box
Approval Combo Box

Min Setup Dropdown List
Min BrkDown Dropdown List
Min Before Dropdown List

- AudioMizual
£ Beverage and Bar
- Alincl Bev. Pkg ™ Unlimited Beverages under 7 and pre
Bar Stalf ~ Bar Staff Service at Private In-Stateroom Parti
- Bartender ~ Bartender for zhip events
Champagre ~ House Champagne, per battle
- Champagre ~ Premium Champaagne, per bottle
Cocktail Card ~ Signature Cacktail Card good or 10 Signe
- Cocktail Glazzes ™ Cocktal glaszes for mivology classes
Coffes ~ Caffee for meetings, complimentary
- Coffee /Tea Service ™ Coffee, tea and water service, col
Coffes Card ~ Explorations Cafe Coffee Card gaod for 10
- Dining Room %Wine Plg ~ Unlimited Wines under $30 dur
[E] try
- HMC Bew Pkg - Full ~ Unlimited Frozen D aiquiriz, Fina Cc
HMC Bev Pkg - Half ~ Unlirited Frozen Daiquinis, Pina G
- loe Water ~ loe water for meetings, complimentary
- Juice ~ Juice for meetings - $2.25 per persan
- Mo Host Bar ~ No host bar for grioup, request bar service
- Mon-&lc Bev Pkg ™~ Unlimited non-alcoholic wines, beers,
- PG Wine Pkg ~ Unlimited Wines under $40 during Pinna
- Punch ™~ Punch for Inspiration 30 minute receptions
- Soda ~ Soda - $2.25 per can
- Soda Fountain Card ~ Soda Fountain Card good for 20 5t
- Tea ~ Tea for meetings, complimentan
- wine & Beer Pkg ™ Unlimited "Wines and Champagne ung
- Wfine Card 10 Glaszes ~ Houge Pouring ‘Wine Card good
- "wine Card 20 Glasses ~ House Paouring '“Wine Card good
- Wfine Glaszes ~ Wine glaszes for ship wine tasting
- wine/Beer/Soda Pkg ~ Unlimited ‘Wines and Champagn
- Motes and Comments
£ Entertainment
|- Food
¢ Gap Amenity
+|- Hougekeeping

-

B
B
B
B

- Invitations -
4 I I »

Item Code: Iﬁrape Juice

Itern Type: IBavelage and Bar VI Fravider: Beverage & Bar Vl

[~ Package Only

Priced By: IFixed 'I I~ Make Private [ MoareInfa
Drescription: Grape Juice for Mags-complimentry

Commets: I

Link Code: I [~ Daily I~ MOB
“warning: I

Approval I

=

in Setup: ID vl MlnBrkan:ID

j Min Befare: ID d

Frice: IUUU—
Sales: Inm—

Ewents From: I]ZH 742008 vl Add Price |
Events Tax I 17172098 j‘ Update Price |

Delete Price |

Item Prices
| Pncel Salesl Events From I Everits To I
I 0.00] 0.00[1217/2008  [1/1/2099 |
Froperties
Property Avail | Gty
P | Chicken of the Sea [Eal 0
Eel of the Sea ~ 1]
Oyzter of the Sea |l a
‘Walus of the Sea ~ 1]

Update |

Figure 116 — Standard Event Items

Locked Fields



9

Table.

&k Look-up Code Maintenance

Look-Up Type |EVERT CODE

Event Code Look-Up Table

The Event Code field on the Event Detail Form can be used to pre-populate the Event
Name, Category and Priced By Fields by setting up entries in the EVENT CODE Look-Up

Is¢

[zt

Code Walue Comment
B |DESK Haspitality Desk™L FHOSP pdate |
MEETING Meeting Space E-MEETING
PARTY Cocktail Party F-PARTY
Delete |
Wil — por
AUET |Hospitality Desk~L Cancel |
Commert: [3-HOSP

Figure 117 — Event Code Look-Up Type
The Code field in the Look-Up Table entry holds the Event Code that will be displayed in

the drop down box.

The Value contains the text to be placed into the Event Name field. It can optionally
include the Priced By code by appending the code at the end of the Name separated by a

Tilde (“~”)

The Comments for the entry hold the Event Category and must match an entry in the
EVENT CATEGORY Look-Up Table.

Event Detail

Sales Prices: [~

Ewvent Code: JESK] ~ | Event Mame: IHospitaIily Desk
Date: ErentEods StatTime: [1.00PM — Ouw [60  EndTime:[200PM —1 MNoEnd [©  Pivate: [0 Moveable: |7
Property: MEETIMG J Loc: IMeeting Fioom 3 [30] j Categary: IHospitaIity Desk VI
PARTY
Graup: AT ToooonE oo Bunch of Travel Agents [Visitor I.-"1 Set Up Type: I vl
Set-up Time: ID vl Clean-up Time: ID - Priced By: lm Statis lm
Aftendance: ID I Auto: [ Calc Price: lggg—
Description: Accounting: I j
Frint Time: I
Comments:
Frint Location: I
Frint Provider: I
Meszage: I
Cortact: I I I
Compliments: I
Digital Dizplay: [~ Daily News: [~ Party/Function Grid; [~ Insert + F!etuml Insert | Retum
Figure 118 — The Event Code Drop-Down
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10 Send Group Letters

Some cruise lines will have a feature that allows a report to be generated for a group and
then emailed to the travel agency’s email address. For this feature to work, the
AffairWhere client must be able to send SMTP emails through a relay provided by the
cruise line.

To send a letter: select a group, right-click, and then select Send Letter from the pop-up
menu.

Groups |

Group ID Group Mame Phy | A~
Fakel Bunch of Travel Agentz [Visitor] M| 443,
TCF Demo Group 500006346 N |42

b | TH1 Demo Group 500006944 =T
THZ Dema Group 500006943 gy
TH3 Derma Group 500006950 Vigw Group
TH4 Demo Group 500006351 Edit Group
THE Derma Group 500006954
TNC Demo Group 500006955 Add Group
THD Demao Group 500005956 Delete Group
THH Demo Group 500006353 -
THL Diema Group 500006953 send Letter
THO Demo Group S0000E367 B
THW Derma Group 500006962
P2 Dema Group 500006964 Show Event Only
TP3 Dlema Group 500006966 Flike thisgkes
TFE Demo Group B00006967 N |42
TPC Demo Group 500006968 N |42

, TFH Mearnn Broon ROCNNRYT ] .'1."? il

Figure 119 — Right-clicking a Group

The screen will display a dialog showing that the report is being produced and then
display the Group Letter Email form.

Group Letter Email
Group:  |7120997 - CCV

From: AftaitwhereEH apppCruize. Com

To: MicePersoniaHappyT ravelCormpany, Cor

jubject:  |lmportant Info from your Favorite Cruize Line

dessage: |Here's vour Group Letter

Preview Send | Cancel |

Figure 120 — Group Letter Email Dialog

The form will be pre-populated with the Coordinator's Email Address as the From and the
Travel Agency’s Email address as the To. The Subject is pulled from the “GROUP
LETTER SUBJECT” Look-Up Param and the Message is pulled from the “GROUP
LETTER MESSAGE” Look-Up Param.
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The user can preview the letter before sending it by pressing the Preview command
button.

To send the letter the user can press the Send command button. The date and time the
letter was sent it recorded in the Group History log table.

Several other PARAM entries are needed to support this feature:

¢ GROUP LETTER REPORT - Holds the name of the Crystal Report to be used
for the Letter.

e GROUP LETTER DIR — Holds the directory where the report PDF file will be
written. Once the letter is sent, the report file will be deleted. All users allowed to
send letters must have write abilities to this directory.

The system must also have all Email PARAM entries completed including:
e EMAIL PORT
e EMAIL SERVER
e EMAIL USER and
e EMAIL PASSWORD
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