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Preface

Preface

The Crew module is one of the core module within Shipboard Property Management
System (SPMS), which handle all crew’s reservations, billing and other requests during
the voyage.

Audience

This document is intended for application specialists and users of Oracle Hospitality
Cruise Shipboard Property Management System.

Customer Support

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

https://iccp.custhelp.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/en/industries/hospitality/cruise.html.

Revision History

Table 1 Revision History

Date Description of Change
September 2020 Initial Publication
January 2024 Updated Customer Portal URL

Updated document to new format
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Prerequisites and Compatibility

This section describes the minimum requirements for Crew Module.

Prerequisites
*  OHC Crew.exe
Compatibility

SPMS version 20.1 or later. For customers operating on version 20.1 and below, database
upgrade to the recommended or latest version is required

ORACLE
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Overview

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

Cabin Availability

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

Figure 1-1 Cabin Availability

Wi Cabin Availability X

r Crew Cabins with ALL available berth

RELrEE [3 /1472015 <] BATHTUB & SHOWER VD = Vacant Dirty
DateTo: [3 /2872015 =] []C-PRIV Crew Cabin - Pr VC = Vacant Clean
. |NI L] [T1C-SHAR Crew Cabin - Sh v
Count : 376
Cotegry : | = Show Deck Plan
Availability: | Cabin with ALL Berth available |

OK | Cancel Refresh

1. From the Overview menu, select Cabin Availability option.

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

3. Select the Cabin Features using the checkbox, if any.

4. Click Refresh to refresh the view.
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Chapter 1
Cabin Overview

Figure 1-2 Deck Plan Viewer
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5. From the Cabin Availability window, click Show Deck Plan.
6. Inthe Selection Criteria, enter the Date From/To, and then click Refresh.

7. The status of the cabin shown is according to the color chart, and information of
the selected cabin is displayed in the Selected Cabin section.

Cabin Overview

The Cabin Overview lists all cabin by cabin clean status, date, category, and the

occupant’s name. You can update the cabin clean status by batch within the same
window.

Figure 1-3 Cabin Overview Window

(e Cabin Overview
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Navigating through Cabin Overview

In the Overview window, you have the cabin numbers and category listed, followed by
the cabin cleaning status and occupant’s name in the next column. If the cabin is
occupied or blocked for expected guest, the passenger name is shown in the grid from
the date of embarkation to the date of disembarkation. You use the filter options
located to search for a specific category or cabin in a particular cleaning state. In the

Available Cabins, the cabins with crew name are shown when the crew name field is
checked.
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Batch Update of Cabin Clean Status

Batch Update of Cabin Clean Status

You can update the cabin status by batch, using the available filters.
In the Cabin Overview window, click the Batch Update Cabin Clean Status.

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

2. Cabins matching the criteria are shown. Select the cabin by checking the checkbox
besides the cabin number or use the Select All to check all the checkboxes.

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

Comments Overview

The Comments Overview allow you to view and edit all comments entered in Crew Handling
function, as well as adding new comments.

Figure 1-4 Comments Overview Window
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|
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I
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1. From the Overview menu, select Comments Overview option.

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

3. Information matching the selection are shown in Comment section. To view the comment,
select the comment from the Comment section.

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

Flights Overview

This function enable you to set up the arrival or departure flights, which allow you to plan your
resources and organize ground transfers for crew/passengers where necessary. To access
the function, select Flights Overview from the Overview menu.
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Add Work Orders
Figure 1-5 Flight Overview Window
Lo Flights Overview (X7
Flight Dates
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Adding / Removing Flight Information
1. At Flight Dates section, right-click and select Add Flight.

2. Atthe Flight Information section, enter all the necessary information and then click
OK to save.

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

Add Work Orders

Work order can be added singly or by batch using the Criteria Add function. Entry of
the work orders are not limited to the Crew module and this function is available in
Maintenance module and Management module, Front Desk, Add Work Order.
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Adding Single Work Order
Figure 1-6 Add new Work Order Form
Work Order Details 1
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Adding Single Work Order

From the Overview menu, select Add Work Orders.

At the Work Order Details tab of Add New Work Order form, enter the external document
number in Work Order Request No. field, if any.

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

Select the Priority and Location/Cabin Usable Status from the drop-down list and
attach a picture file, if any. You can override the predefined Priority and Location Usable
Status when adding or editing a work order.

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

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

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

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

Click OK to save the work order.

Adding Work Orders by Batch

ORACLE

Repeat step 1 to 6 of Adding Single Work Order.

Click Criteria Add> to launch the Cabin Selection window.
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Adding Work Orders by Batch

3. Inthe Cabin Selection window, Search Criteria section, select the criteria from the
drop-down list and check the required filter.

4. Click Refresh to update the information in the grid.

Figure 1-7 Cabin Selection Criteria

714 Officer Cabin DECKO7

716 [OffcerCabn | OECko7 | o0 | 1|

Not Occupied From|23/08/2015 = |

Mot Ocaupied To:  |01/09/2015 =

Deck : Al

Category : Officer Cabin

Cabin Type [crew

Avalabiity: [ cabin with ALL Berth avaiable

LefLedledlel

Task Done: I
Task Done Before: | 09/10/2006
TaskDone After: |1 09/10/2016

LedledLe

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

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

7. Click OK to complete the work order.
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Quick Functions

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

Quick Billing

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

Figure 2-1 Quick Billing Selection Criteria Window

Selection Criteria T Selected ]
Inwoices Setup Processing
w Criteria T Report Printing Criteria ]
g Invoice Type 1- Final Statement
e Invoice Type 2 - Detailed Statement Balancing Beg Date: Disembarkation Date:

B

g Invoice Type 3 - Split Statement
e Invoice Type § - Checked Out
-wigs Closed Postings Crew

el Crew Fhone Agreement

I o/29/2016 ~ 8 /29/2015 ¥

[

Balanding End Date:

f29/2016

- Detail Statement - Discount Payment Type: Redirected Payment Type:
~egr Crowd Management Certificate | (Al j | (No Change) j
-eigp Crowd and Crisis Management Certificate Packaqge Plan:

gy Detail Statament - Selected Invoice (Al -
e PPE Voucher

wijgs PPE Returned B ) [~ Do not collect non refundable credit
ez PPE Received Soaanc
i Detall Statement - Closed Postings | j |
- Technical Data Sheet Divisions: Starboard/Portside
(Al | e =]
Positions:
fen E

Disable accounts: I Process 0 bal with transactions

|D° not change current status 1 I Process 0 balance accounts

Printer

Mame: | J

Copies: Orientation: J
¥ Charge commission Balance ‘ ‘

Table 2-1 Field Definition of Quick Billing Window

Field Description

Crew Invoices Type of invoice form
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Quick Billing

Table 2-1 (Cont.) Field Definition of Quick Billing Window
]

Field

Description

Balancing Begin Date

Date to balance from

Balancing End Date Date to balance until

Disembarkation Date Disembarkation Date filter

Payment Type Payment type filter

Redirected Payment Type Redirect selected payment to another payment
method

Package Plan Filter by Package Plan

Folio Balance

Do not collect non-refundable credit

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

Credit balance withheld for use in future
cruise.

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

Disable accounts

Process 0 bal with transactions

Process 0 balance accounts

Printer

Update account status to "allow manual
postings only" or "blocked all postings"

Include guests that has already settled in full
and allow a reprint of the invoice in Quick
Billing window.

Include 0 balance accounts with/without
transactions.

Printer assigned for invoice printing, number
of copies to print and print orientation.

Figure 2-2 Quick Balance Selected Tab

Sabartion Critera | Selected 1
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130 DECKHD | T A ™ Carregmen Total: 00
1M DECKnd |1 «30.00 Vs atarce Charged: ]
190 DECKH) (® 19,35 Yed Paduage Balsnce: i
150 DEOCD (1 7.8 =] Honwef. Balance: 000
R ERCHON .49 - Batance Remaning: 3, 1841
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It will ory serdd Bo Those account Tead Ml
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Crew Quick Billing

Table 2-2 Field Definition of Crew Quick Balance
]

Field Description

Division Division number

Deck Location of Cabin

Name Crew Name

Balance Total Invoice Balance

Auth Authorization Status

Print Invoice Printed status.

Statistics Indicator count of selected, processed and

remaining accounts with its value in
balance or charged.

Send eMail Invoices are emailed to crew on-board
email account

Close Postings Set invoice postings to Disallowed

Balance Process balancing for selected accounts

Print Print invoices for selected accounts

Crew Quick Billing

ORACLE

Quick Bill Printing

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

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

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

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

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

1. Repeat steps 1 to 3 of the above.

2. Inthe Disable accounts field, select the appropriate Posting status from the drop-down
list.

3. Navigate to the Selected tab to verify the results, and adjust the selection until you
achieve the desire result.

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

5. At the Confirmation prompt, click Yes to confirm and then click Balance.
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Crew Quick Billing

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

Figure 2-3 Quick Balance Info Prompt

Quick Balance Info ¥

System is going to balance 9 accounts.

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

Yes | Mo | QK | Cancel |

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

Figure 2-4 Quick Balance Info Window

Quick Balance Info 4

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

0K | Cancel |

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

Figure 2-5 Statistic of Account Processed and Value Charged

Statistics

- 9
e -

Remaining: a

Balance Total: 3,188.91

Comission Total: 0.00
alance Charged: 3,183.41 |

- LRIl

Mon-ref, Balance: 0.00

Balance Remaining: 0.00

9. Click the Close Postings to disallow postings on these accounts.

Quick Bill eMail

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

1. Repeat step 1 to 4 of Quick Bill Balance.

2. Navigate to the Selected tab and then click Send eMail. The Send eMail feature
is disabled if no printer is assigned.
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Crew Quick Cabin Assignment

3. Without balancing the invoice, click Send eMail.

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

Figure 2-6 Invoice Successfully Emailed Indicator

[ Guest/Crew - Detads
[~ Sort by cabin sort (cab_sort) SortBy i Ascending  Descending [ Statisties -
| Sebected: 1

| Processed: 1]

360,00 e-Mail sent Yes | Ry 1
Batanice Total: 360,00
Cormession Total: 0.00
Balance Charged: 0,00
Package Balance: 360.00
Meon-ref. Balance: 0.00

Crew Quick Cabin Assignment

The Crew Quick Cabin Assignment function allow you to assign or unassigned cabin
individually or by a group of crews, based on available cabin or cabin which has crew
assigned.

Figure 2-7 Invoice Successfully Emailed Indicator Quick Cabin Assignment Window

- Date Range

From |a;29m14 j To Ismm:s j smaq:emdcrewl srmavuwecml T
- Expected Crew With Cabin Not Assign '
Crew Name Emb Date | DisEmb Date [Na Posivon

.Ommmwwmcﬁlm7ﬁm4hed(s)

Crew Name [Natonaity [Positen Status Emb Date DisEmb Date
H ] E n [Chedked-In_|10/16/2009 8/23/2015
Chedked-In_|12/15/2014 |12/18/2015

4 A Reserved  |9/22/2014 19/23/2014

Assigning a Cabin
1. From the Quick Functions, select Crew Quick Cabin Assignment option.

2. Select the Date From and Date To using the date editor, then click the Show Expected
Crew. The expected crew that do not have a cabin assign are displayed in the Expected
Crew With Cabin Not Assign grid.
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Un-assign a Cabin

3. Available cabins are shown in Available Cabin section. Selecting any cabin from
the grid will show the cabin assignment history of Checked-In and Expected crew
in the Crew Currently Assign to Cabin xxx with x bed(s) grid.

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

5. Select the crew and the cabin from either the Available Cabin or Assignhed
Cabin, then click the Assign Cabin. The assigned crew cabin is now shown in the
Crew Currently Assign to Cabin xxx with x bed(s) grid.

6. Other option to assign a cabin is by clicking the Show Available Cabin. This
function only displays cabin without an assignment, and in the Available Cabin
tab, list of available staterooms are displayed in the grid and cabin management
history for Checked-In and Expected Crew are then shown in the Crew Currently
Assign to Cabin xxx with x bed(s)

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

Un-assign a Cabin

1. Repeat step 1 to 2 of Assigning a Cabin.
2. Navigate to Assigned Cabin tab to view all cabin assigned to crew.

3. Select the cabin from the Staterooms list to display the crew assignment history for
Checked-In and Expected Crew are shown in the Crew Currently Assign to Cabin
xxx with x bed(s) grid

Figure 2-8 Assigned Cabin Window

&3 Crew Quick Cabin Assignment =
Date Range Avadable Cabn [ Cabin| |
From [7/23/2015 v] To [8/29/2015 ¥|  showExpected Crew | Show Avalable Cabin Staterooms
C L
Expected Crew With Cabin ot Assign abin __|crew Name Emb Date _|DisEmb Date |availsble
Crew Name [Emb Date _[oisEmb Date [Nationabty  [Position 1]
¢ i IF
1 0 ] L
A i
0
.............. e gegee o

Crevw Currently Assign to Cabin 600 with 2 bad(s)

e e — - : oz ogi
/29/2016

Expected |6/25/2015
|
Assign Cabin Unassign Cabin |
|
Cancel

|Restrved  [8/21/2015
4. Select crew from Staterooms grid or Crew Currently Assign to Cabin xxx with x
bed(s) grid, then click Unassign Cabin.

Quick Courses Assignment

The Quick Courses Assignment function enable you to assign crew courses and
certificates.
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Figure 2-9 Courses Assignment Window

2 Courses/Certificates Assignment %

Account [dentifier l
[1000 [1000 TESTER SAFETY 004 || [

+ Search by Cabin Mumber

~ Search by Safisty Number

Additional Information

Course/Certificate bumber: [
Training Centre: I—LI
Tramning Centre Address: I—
Completion Date: [F &/zs/015 =]

Expiration
(% Vaid until a specified date

" yald untl crew Desembark

[T Clear fields after assigning I Assign Ilhssiqn&EmtI

Table 2-3 Field Definition of Courses/Certificate Assignment Window

Field Description
Courses/ Certificates codes setup in

Code Administration module.

Name Course/Certificate Name

Related To Category the course belongs to in Safety/
Operational

Courses Assignment

1. From the Quick Functions file menu, select Quick Courses Assignment option.

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

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

4. In the Additional Information section, fill in the Additional Information if any.
5. Check the Completion Date and select the date from the date editor.

6. Choose the course expiration period either by selecting the Valid until a Specified Date
or Valid until Crew Disembark. If the Valid until a Specified Date is selected, check
the Renewal Date and select the date from the date editor.
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Click Assign to assign the courses of click Assign & Print to assign the course
assigned at the same time.

Courses can be search using the Search Panel below the course grid.

Checking the ‘Clear fields after assigning’ checkbox clears all details after the
course assignment completes.

Certificates Assignment

Figure 2-10 Certificates Assignment Window

& Assign Courses/Certificates *
Document Snapshot
Show
= Al " safety " Operational
Code Mame Related To ~
Ca-01 Course A Safety
CA-02 Course B Safety
CA-03 Course C Safety
CE-01 Cert A Safety
CE-02 CertB Safety
CE-03 CertC Safety
CPSC Certificates Profidency Survival |Safety
CRISIS Crisis Certificate Safety
CROWD Crowd Managment Certificate  |Safety
ENV Enviromental Training Safety
FADVAC Firefighting Advanced Cperational
FADVAN Basic Safety Training Safety
FEASIC Firefighting Basic Safety
GMDSS Radio Operator's Certificate Cperational
MO IMO 1995 Safety v
< | 2
| Search
CourseCertificate Number: ||
Training Centre: | (undefined) j
Training Centre Address: |Training Centre 1
Completion Date: §¥} 7 /14/2010
Expiration
% valid until a spedfied date
Renewal Date: [{*110/4 /2020 ~

(™ valid until crew Disembark

Scan Document | Upload File | 0K |

Cancel |

From the CourselCertificates Assignment window, navigate to Certificates tab,
and select the course to assign by checking the checkbox beside the code.

Repeat above steps 3 t0 9.

Advanced Courses/Certificates Assignment

The Advanced Course Assignment allow you to assign multiple crew to a course/
certificate.

ORACLE

1.

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

Crew listed in the Non Selected Accounts section is based on default setting in
Status and Account Type criteria.
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Figure 2-11 Routing Multiple Account Selection Window

@ Multiple Accounts Selection X
Accounts
Status: Chedied In 'i Pre-Selection: |<ALL> 'i
Account Type: | Crev ¥ i
Non Selected Actounts Selected Accounts
Mame fCabary; Found : 833 Mame fCabin; Listed : 2
Cabin_| Name ~ Add All > Cabin | Mame |
e "=k ) e 206 Tester Crew, 851
<R & Al 292 Tester, Crew
Add >
< Remove
Criteria Add >
< Criteria
Rem.
W
< » Pre-Select < >

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

4. To select all crew, click the Add All> button to transfer the crew list to the Selected
Account window, or individually select the crew name and then clickAdd.

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

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

7. Repeat step 4 to 9 Courses Assignment.
Quick Discounts Assignment

The Quick Discounts Assignment function enable you to assign discounts to multiple crew’s
account, either by percentage or by value.
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Figure 2-12 Quick Discount Window

LL'} Discounts *

Account Selection

| | j Advanced

How much

Percentage Apply Count [w Percentage

Reason |

What

All Fa
All Bars

All Beverage

All Champagne

All Food

All Shops

All Tobacco

CP1

rp7

< >

[ Discount Template J

When

[+ Actual Postings
[~ Future postings

| | Cancel |

Assigning Discount to Individual Crew

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

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

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

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

Click OK to confirm.

Assigning Discount to Multiple Crew

ORACLE

1.

From the Quick Functions option menu, select Quick Discount Assignment
option.

In Discount assignment, Account Identifier section, click Advanced to open the
Multiple Accounts Selection window.

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

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

5. To select all crew, click Add All> to transfer the crew list to the Selected Account
window, or individually select the crew name and then click Add.

6. Click OK to confirm the multiple accounts selection and this opens the New Discounts
Assignment window with the selected crew account listed.

Figure 2-13 Quick Discount to Multiple Account

i Discounts

 Account Selection
[ [ imultiple selection)

— How misch

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

Quick Effects Assignment

The Quick Crew Effects Assignment allow you to record crew’s personal effects for single/
multiple accounts.
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Figure 2-14 Quick Crew Effects Assighment

@

Account Identifier

| (multiple selection) J
[ 1vcr/DvD

Ad d i
(¢ Search by Cabin Number [ 10 wine (btis.)

[[] 11 Tobaceo {gr.)

Crew Effects ]

(" Search by Safety Mumber [ 12 Miscellaneous
[ 13 Testing
[[] 2 Photo/ video camera
Additional Information [ 3 walkman/ cd player
[]4Pc/ Laptop
count | [ 5 Printer
Date of Transaction: |3szgf2|;| 15 J D § Stereo system
Remarks: ] 7 Mobile Fhone
[ 3 Cigarettes (single)
[ 2 spirits (btls.)
¢ >

I™ Clear fields after assigning

1. From the Quick Functions file menu, select Quick Effects Assignment option.

2. In the Account Identifier section, select option Search by Cabin Number or
Search by Safety Number.

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

4. Select the Crew Effects item by checking the item checkbox. Multiple selection is
allowed.

5. Click Assign to assign the items or click Assignh & Print to assign and print at the
same time.

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

Quick Flight Assignment

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

ORACLE 2-12



Chapter 2

Quick Posting
Figure 2-15 Quick Flight Assignment
%L, Quick Flight Assignment e
— Flight Assignment 1
{ Account Identifier: Flight Information
| |(multiple selection) =] | orection: |Arrival =
[Advenced | | Departure Date [6/29/2015 ~]
¥ Clear fields after adding to postings st Flight Number : [ ;I
Additional Information
Time:
Destination Code : | FAO: Thoe: fooz |
Btk e | Departure Arrival
Transfer Price : | Time : Time :
Date : 8/29/2015 Date : 8/30/2015
No of Bags : | City : City :
Bag Label : | Country : e Cut:n_trv: -
™ Assign these information only
Add Guest
Flight Assignment List
Cabin | Name | Fiight Date | Flight No | Dest Cod = .
1000  TESTER, SAFETY 8/29/2015 MG | Person Selected : 2
216 TESTER, SAFETY af29/2015 ITGB
< > Post

1. From the Quick Functions menu, select Quick Flight Assignment option.

2. Enter the account in Account Identifier field or click Advanced to select Multiple

Account.

3. Navigate to Flight Information section and select the Direction, Departure Date, and

Flight Number from the drop-down list.

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

5. Click Add Crew to add the selected crew to Flight Assignment List, and take note of the

Total count beside the Flight Assignment Last grid.

6. Click Post to update the flight assignment into the crew’s account in Crew Handling,

Flight Info tab.

Quick Posting

The Quick Postings function posts posting by batch to single account or multiple accounts.
This function is extremely useful when there is a large quantity of checks such as laundry or

transportation to be posted at the same time.

ORACLE"
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Quick Posting to Single Account

Figure 2-16 Quick Posting

() CQuick Pesting *
Posting
Account Department: [ Search
[ Tomdime eecion [ oo o |
anced Amount A,
LJ E: Beveran 0.0 _J
W Clear fields after adding to postings kst [ Champagne 0.00
i Faood 0.00
| Tobacoo 10,00
Additional Information [ Package 0.00
ChedMumber: | I Service Charge A, 0.00
Server 21 | I Sales Commission 0.0
Server £ |
Mumber of People: |
Invoice Mumber: [ 3 2 3 4 | w
LR | Sub Total: 9.00
Postings List
Acc. ID__|Acc. Identifier [Dept © [Deot Detals  [amount_a | O2°
292 | TESTER, CREW 02 14 c] __| | Batch count: |
[108  |TESTER, CREW 010 4 [5_ 4
292 TESTER,, CREW 02 E |15 Current
108 TESTER, CREW 010 15
Current Tulﬂ:l 40.00

Quick Posting to Single Account

1. From the Quick Functions menu, select Quick Posting option.

2. Enter the cabin number or select the Account using the drop-down list.

3. Atthe Department field, enter the department code, and then enter the value to

post.

4. In Additional Information section, insert thecheck number, Server#1, if any, and
then choose the invoice number to post. The system default invoice is 1.

5. Click Add to add the account to the Posting List grid. Repeat the above step until

all checks are added to the Posting List.

6. Note and tally current count and Current Totals with physical checks.

7. Click Post to confirm posting.

Quick Posting to Multiple Accounts

1. Under the Account field of the Quick Posting window, click Advanced.

2. In the Multiple Accounts Selection window, select the Status from the drop-

down list.

ORACLE
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Selecting Account Using Criteria Option

Figure 2-17 Quick Posting Multiple Account Selection

& Multiple Accounts Selection X

Accounts
IChecked In V| Pre-Selection: |<ALL> V|

Status:
Account Type: |Cre-,-. v I

Non Selected Accounts

MName/Cabin: |

~ Selected Accounts

MName Cabin:

Found : 833 Listed : 2

Cabin | MName

219
9938
241
108
205
295
Ccoo1
225
204
202
217
250
214
204
209
208
10000
203
223

<

TEST,.

TESTER,

TESTER,,CREW HOLIDAY PAY
TESTER,CREW LINKED ‘A"
TESTER,CREW NO PAYROLL
TESTER,CREW PAYROLL (VACATIO...
TESTER,CREW PAYROLL 004
TESTER,CREW PAYRCLL 04
TESTER,CREW PY

TESTER,CREW T&A 01
TESTER,CREW TRAIN 01
TESTER,CREW WS 01
TESTER,HOTEL SERVICE CHARGE
TESTER,HOUSEKEEPER 01
TESTER ,HOUSEKEEPER 02
TESTER,LOYALTY BONUS
TESTER,PAYROLL 003
TESTER,PAYROLL HOLIDAY PAY
TESTER,PAYROLL SPA

| A

Add All >

< Remove All

< Remove

Criteria Add >

< Criteria
Rem.

Pre-Select

Cabin | MName

292 TESTER,CREW 02
108 TESTER,CREW 010

oK Cancel

Select the account name from the Non Selected Accounts pane, and then click Add to
add the account singly or Add All> to add all account listed or use the Criteria Add>.
See Selecting Account Using Criteria Option section on how to select accounts using
Criteria Add.

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

Navigate to the Department field, select the department code, and then enter the value
to post.

At the Additional Information section, insert the Check number, Server#1, if any, and
then choose the invoice number to post to. System default Invoice is 1.

Click Add to add the account to the Posting List grid.

Click Post to complete the postings.

Selecting Account Using Criteria Option

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

1.
2.

ORACLE

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

Select the options from the drop-down list in the General tab, then navigate to Crew tab.
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Figure 2-18 Accounts Selection Criteria-General

ﬁ Accounts Criteria Selection >

General T Crew T Nationality T Financial ]

[~ Embarkation Date [ Port

= || |10,f?,f2015 j
= =] [10/7 2015 -]
- =l |

[~ Disembark Date [ Port I
[~ Age I
[~ Flight Destination Code I
|
|
|

[~ Flight Package Code
[~ Cabin Category

[~ Cabin Classification

[~ Guest With no Gangway Activity I 10/ 7 [2016 vl

L Lef Lef Lo

oK Cancel

3. Inthe Crew tab, select from the available options using the drop-down menu and
continue to select from the remaining tabs, if required.

4. Click OK to return to the Multiple Account Selection window.

Figure 2-19 Accounts Selection Criteria-Crew

ﬁ Accounts Criteria Selection >

General I Crew T Nationality T Financial ]

[~ safety Department

[~ safety Position

[~ safety Group

[~ safety Function

[~ Muster Station
[~ Life Boat

|
|
|
I (not applicable)
|
|
|

Led Led Lol Lo LeJLe el

oK I Cancel

Quick Posting Status

The Quick Posting Status Enable/Disable function sets the account posting status by
batch.
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Figure 2-20 Enable/Disable Posting Selection

B - Enable/Disable Posting by Selection ==

Account Selection

|| | j Advanced

Reason: |

[ Allow manual postings

| Cancel |

5.

From the Quick Functions File menu, select Quick Posting Status Enable/Disable
from the drop-down menu.

In the Enable/Disable Posting by Selection window, select the amount from the drop-
down list or click Advanced to select multiple accounts.

Insert a reason in the Reason field.

Check the Allow manual postings checkbox if manual posting is allowed for Disabled
accounts.

Select one of the option — Enable or Disable the account.

Quick Remote Check-In

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

ORACLE

Figure 2-21 Quick Remote Check-In

@ Qick Remote Check-in *

Selected Details

Cahin MName Status Statistics

Ccoo1 Tester Crew 859_1 Ready Selected: 1
Processed: 0
Remaining: 1
Chedked-in: 0
Failures: 0

Search Criteria

Account: |C|'E';.- J
Deck:  |([CI NN -

Refresh

Process | Cloze |

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

3. At the Selected Crew section, cabin number and name of crews due to check in
are listed, with the total selected account shown at the Statistic section.

4. Click Process and select Yes at the confirmation prompt to proceed.

5. The system updates the number of record processed and its status in Statistic
section. Click Close to return to the main window.
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Crew Members Function

The content below describes the function to access the crew data such as Crew Information,
travel documents, invoice, crew history, group account and others. You can create, amend
and cancel a reservation, post a charge and check out a crew account. These functions are
access via Crew Members drop-down menu.

Figure 3-1 Crew Handling

Department Sesctes
— = CedtCards | Safetylnfo | Fintiofe Documents Reverve ansbzer | Custom Info Comments
(o seeced) ~] - . e \ v \ \
A Gewide | Oscrovero | oo Moeoeins | Cormshcets | oteifo | Effecsmiamngs | reurypromosns
. o, Adress. Cabn nformaton
- Test, Caan Ceanng state Oeruged Dty
3 Crem Cabi A002 (berth 1)
& Stahs Crededyshore Sde
Clocknjout Stat
- Depar
i Poston:
3 vebie Tek P
3 Maring Agent: e
5 Port:
£ Debark:
2 Passpoet nformaton/Custam Info A o
i vaniest
g Passoort o ForeGs
=/ Date of Issue: Charge ID:
Floce of Ese: Folo Hurber
Exwaton Date: Prviece Leves
arsy Fostng Mosed
3 lace of Bt Routing Stas
3 Hatioritys Payment;
¥ S iabonsity:
3 Sex
Langusge: 4B 5/0hg Strt
- Pos Dic Templote: Hjear 5/Chg End
Doaments: Stay Overmiht Shoresde
E No Shon Camments Postng Daaloned Reasany
2
PostgSians | PretPasporiishel | PrmSafely Cand | ResetSowd Card | CancelReservaton | MewRessrvaton | Edinformaten

Name Caben
Eems

=
e B —— D B

| e — ngtpostg | Cose | Mark o Show | Generate Hew PEX P
I Shon expected deerbartaton |

Crew Handling

Search Panel

The Search Panel function is a reservation look up by status in a tab view — Check In, Check
Out, Expected, Canceled and No Show from the Crew Handling window.

Search Using the Search Panel

1. Atthe Search Panel, select the Status tab.

2. You can choose to select an alphabet corresponding to the last name of the reservation
or select ALL to list all reservations in alphabetical order.

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

Crew Info Tab

Crew Info Tab
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The Crew Info tab is the default tab after an account/reservation search. It provides a
single view of crew’s information's such name, address, passport details, cabin
information, and others, which enable you to further drill down into the reservation for
more information.

Figure 3-2 Crew Info Tab

[ ( CredtCards | SafetyInfo

Documents W Revenue Analyzer ]

| o |

Custom Info T

Comments

]

Crew Info I Disc,Route,Pkg T Invoice More Crew Info T Courses & Certs ] Other Info T Effects/Wamings T History fPromotions 0

Name, Address Cabin Information

E . Cabin Cleaning State Occupied Dirty
Crew Cabin: 107
Status:
COodk infout Status:
Department:

Tel: Pasition:

Mobile Tel: National ID:

AR Embarkaton: 82272616
Port:
Disembark: 11/4/2016
Port:
Age: 0

Passport Information/Custom Info Handicapped: |

e 5 Shore-G.ID:

Passport No: Charge ID:

aaaz:)ffml:- Folio Number:

ST e Privilege Level:

Expiration Date: Posting Allowed:

ity Routing Status:

Place of Birth: by &

Nationality: ayment;

Birth Nationality:

Sex:

- H/Bar §/Chg Start
e o S
b o : Stay Overnight Shoreside
r
- Print Passport N Cancel . 2 =
Posting Status Label Print Safety Card | ResetBoard Card Reservation ‘ New Reservation | Edit Information | i

New Reservation Function

The New Reservation function creates a new crew reservation. A reservation form is
launched when you clicked the New Reservation button and below are the field’s
definition of the form.
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Figure 3-3 New Crew Information Window

Remark l—

|~ Motice and Consent

L MNew Crew Information X
C Name /Reservation I Addresses | Other Info 1
Operational Department No 1 [~ Reservation Information
R | sumome  randatory e | oepament [ ]|, Estmoted Date; port:
| Forename Position [ =] unjo7/2016_|[ ]

E Middle Initial [— External ID | L. bark | LI
w paiaban Miena D P?E»\cn.ual . !Jabe Port:

Otervame | || CrewPostD ! | =

Other FirstName | Ext. ResID | D l [ ]

Gender [ - OrderEmpNo |

g s | m— s

Eyf! Colour ,— T Book Information 1| cabin | Current Bed :

: He».ght [ Number Ii Deny Boarding ~| Assign -
@ ::?:st.m [Oneoe) =, :xz:: |7j Muster Station @ | Default Cabin Muster Station =]
= OrboardeMai| | |ExpeyDate | e

O | o rerpise [immic | s g
ssue Country I—;| Longshoreman Work [Not Specified |
M Nationality HB‘JEW e P - | Life Boat | Default Cabin Life Boat |
A R Brthdate T || onBoae [ fw Cre ‘
Passport Information | | Birth Place | —— : 1
T | . . E x':; l:nbut e I Stay overnight shoreside
I | assenger in t [ Intoxication
I ssueDate [ ] [ | -DocumentSnapshot (Orly Visible in supported Reader)
1ssue Place Language IEI\HEngIlsh—;I
(@) sweCountry] ¥ : 5 3
N Expiry Date I e 5 l—LI
| Brth Nation | S |7
Payments/Remarks | | Fin Number
r - -
Payment 9003 Cas"l Crew Eristin

[ ...

[¥ save Document Image

Table 3-1 Field Definition of Crew Information Tab (Name)

Field Description

Name

Surname Last name of the crew.
Forename First name of the crew.

Middle Initial Middle name of the crew.
Salutation Salutation of crew.

Other Name Other Last Name in passport/ID
Other First Name Other First Name. in passport/ID
Gender Gender Identifier

Marital Status Marital Status

Onboard Email
Disc Template
Nationality Flag

Email contact whilst on board.
Available discount templates.

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

ORACLE"
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Table 3-1 (Cont.) Field Definition of Crew Information Tab (Name)

___________________________________________________________________________|
Field Description

Smoker Smoker Identifier

Table 3-2 Field Definition of Crew Information Tab (Passport Information)
|

Field Description

Passport Information

Passport No Passport number of the crew.

Issue Date Date travel document was issued

Issue Place Place travel document was issued.

Issue Country Country travel document was issued.

Expiry Date Expiry date of travel document.

Birth Nation Original nationality of the crew if differ
from Nationality field.

Table 3-3 Field Definition of Crew Information Tab (Operational Department

No.)
]
Field Description

Operational Department No.

Department Operational department assigned

Position Operational position assigned

External ID External System Crew ID

Internal ID Internal Crew ID

Crew Post ID Waiter ID number used in POS system

Ext. Res ID External System Reservation ID

Order Emp ID Employer number of crew incentive
program

Shore.G-ID {Jrkl)iqlue Identifier for FMS. A user definable

abel.

Table 3-4 Field Definition of Crew Information Tab (Seamans Book Information)

|
Field Description

Seamans Book Information

Number Seaman Book number.

Issue Date Date of issue of Seaman book
Issue Place Place of Issue of Seaman book
Expiry Date Expiry date of Seaman book

Issue Country Country Seaman book were issued

Other Birth Information
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Table 3-4 (Cont.) Field Definition of Crew Information Tab (Seamans Book

Information)

Field Description

Birthdate Birthdate of the crew.

Birth Place Birthplace of the crew.
Nationality Nationality of crew

Language Main language spoken

Language2 /3 Other spoken language

National ID Local identification document, for

example, ID or Driving License

Table 3-5 Field Definition of Crew Information Tab (Reservation Information)

Field

Description

Reservation Information

Estimated Embarkation/ Disembarkation Date
Estimated Embarkation/ Disembarkation Port
Re-Embarkation

Actual Embarkation/ Disembarkation Date
Actual Embarkation/ Disembarkation Port
Emb. Port Comments

Deb. Port Comments

Cabin

Deny Boarding

Assign

Muster Station

Deny Reason

Pincode
Longshoreman Work

Life Boat

Embarkation/Disembarkation date.

Port of embarkation/ Disembarkation
Crew expected return date

Actual Embarkation/Disembarkation date.
Port of embarkation/ Disembarkation
Sign-on harbour comments

Sign-off harbour comments

Cabin number assigned.

Deny boarding identifier

Current Berth Assigned

Muster Station assigned. Linked to Cabin
number.

Reason boarding is denied.

Pin code setup for outgoing calls and access to
Kiosk.

Indicate crew to perform longshoreman work
during next port

Life Boat assigned to crew. Linked to Cabin
number.

Table 3-6 Field Definition of Crew Information Tab (Other Parameter)

Field

Description

Other Parameter
Manifest Printout

Switch to Passenger in Manifest

Indicates manifest has been printed.

Indicates reservation has been moved to
Passenger manifest.
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Table 3-6 (Cont.) Field Definition of Crew Information Tab (Other Parameter)
]

Field

Description

Stay overnight shoreside

Intoxication

Indicates that crew stays overnight at shore
side.

Intoxication identifier.

Table 3-7 Field Definition of Crew Information Tab (Others)
|

Field

Description

Others

Document Image Snapshot

Photo

Notice and Consent

Displays snapshot of scanned passport.
Displays saved crew photo

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

Figure 3-4 Crew Information Address/Other Info

C

R
E
W

& New Crew Information

X
Name/Reservation I Addresses [ Other Info I
 Address of Residence — Contract Informaton ————————— ~ PPD Category
Address 1 Company Original Join Date I J ’VI Regular Crew ;I ‘
Address 2 Erizes
Ii - Travel Insuranee ——————————————————————————|
Strest Type
Description
ZipjPostal Sign-On I I i
. Ins. Number

Gity Expiration I I
Country ﬁ Inbound I Manning Agent

Departure Description | LI
state LI [~ VOIP Information

)  Hotel &Bar Service Charge

SIP Login | Eligible Start Date
Phone

spext | Eligible End Date
Mobile Phone
Email [~ Reason for Sign-On — Common Access Area
Email (2) I ;I I(default access to common area) ;I

— Emergency Contact Address

Spedial Need Informaton —————————————————

I Special Meed I ;I

Wark Phone

Privilege Level
[ =

[~ Motice and Consent

Name
Relationship Spedal Need
Remarks
Address ~ Reason for Sign-Off ————————————
Street | ~|
Zip/Postal
& — Additional Language ———————
ty
State "] AB Abkhazian
Country 'I ] AF Afrikaans
= —————— . ] AM Amharic
Phone Secondary sign-off reason ] AR Arabic ©
Mobile Phone I LI
i~ Additional Remarks
Email

 Supervised Locations

[]MICROS - (PRINTER) PRINTER
["|MICROS - (REGISTER) REGISTER

\SH MACHIME

oK Cancel
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Crew Info Tab

Table 3-8 Field Definition of Crew Information Address Tab (Address | Temporary

Address)
_____________________________________________________________________________________]
Field Description

Address / Temporary Address

Address 1 Address 1

Address 2 Address 2

Street Street name

Zip/City Zip code/ Name of city
Country Country

State State

Phone Phone number of guest
Email 1 Email address of guest
Email 2 2nd Email address of guest

Table 3-9 Field Definition of Crew Information Address Tab (Emergency Contact

Address)

Field

Description

Emergency Contact Address
Name

Relationship

Address
Street
Zip/City

State

Country
Phone
Mobile Phone
Email

Work Phone

Name of Emergency contact person

Relationship of Emergency contact person and
guest

Address

Street

Zip code/ City

State

Country of Residency

Phone number of contact person
Mobile number of contact person
Email address of contact person

Business phone number of contact person

Table 3-10 Field Definition of Crew Information Address Tab (Contract Information)

Field

Description

Contract Information
Company Original Join Date

Contract Type

Sign On

Expiration

Crew join date for payroll contract use

The type of contract the linked to crew
member

Contract sign on date

Contract expiration date

3-7
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Creating New Reservation

Table 3-10 (Cont.) Field Definition of Crew Information Address Tab (Contract
Information)

Field Description
Inbound Departure Track inbound departure date for Crew
members

Table 3-11 Field Definition of Crew Information Address Tab (VOIP Information)
|

Field Description

VOIP Information

SIP Login VOIP login ID

SIP Ext VOIP extension on board

Reason for Sign-On Reason to sign on onboard

Reason for Sign-On Reason to sign on off board

Supervised Locations Locations that are tagged as 'crew
supervision assignment'.

PPD Category Add PPD category assignment to a crew or
guest

Travel Insurance Travel insurance type

Manning Agent Travel insurance number

Table 3-12 Field Definition of Crew Information Address Tab (Hotel & Bar
Service Charge)

|
Field Description

Hotel & Bar Service Charge

Eligible Start/End Date Service charge eligible start / end date

Common Access Area Common areas of accessible for the
onboard card

Handicapped Information Special need information

Additional Language Additional language other than default
language.

Notice and Consent Mandatory field. Indicates passenger

accept and agrees to the Notice and
Consent Terms.

Creating New Reservation

1. Atthe Crew Handling window, click the New Reservation button to open a Crew
Information form.

N

Enter all relevant information, particularly the mandatory fields and then read the
Notice and Consent clause to the crew before checking the checkbox. You are
not allowed to proceed if the checkbox remains uncheck when the OK button is

clicked, and the system prompts a warning message.

ORACLE 3-8
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Editing a Reservation

3. Note that the ship operator sets the mandatory fields. Please refer to your company
standard operating procedure.

4. Click OK to save the form.

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

Editing a Reservation

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

2. Edit all relevant information, and then click OK to save the changes.

Cancelling a Reservation

1. Select the Expected crew from the Search panel, and then click Cancel Reservation
under Crew Info tab. You can only cancel an Expected crew reservation.

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

Posting Status

The Posting Status function enable/disable an account from accepting postings coming from
food and beverage or retail outlets, and provides a better management of the crew account
so that it does not exceed the credit limit allowed.

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

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

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

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

Disabling a Posting
1. Repeat step 1 of the above.

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

ORACLE 3-9
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Print Passport Label
Figure 3-5 Predefined Reason to Disable Posting
Cancel
Reason: |P'I'EI:|EﬁI'|E Reason ﬂ
Uzer Define Reaszon: |
[ Allow manual postings:
Cancel |

3. If Allow manual postings is checked, this only disable postings through the
interfaces. Manual posting within Crew Handling window is still permissible.

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

Figure 3-6 Manual Posting Allowed Status

Shore-G.ID:
Charge 1D:
Folio Mumber
Privilege Level:
Posting Alowed: Manual |
ou s:
Fayment: 9003 Cash Crew

Print Passport Label

Show Log

ORACLE

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

Print Safety Card

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

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

1. Retrieve the reservation from the Search Panel.

2. Click Show Log in Crew Info tab.

3. Alist of events is shown on window, order by date/time.
4

Clicking the Print button sends a copy of the log to printer.
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Disc Route Pkg Tab

5. Clicking Export exports the log into a supported file format.

Figure 3-7 File Export Prompt

Export -
Fomat:
E =]
Destination: Cancel
|= Disk file =]

Disc Route Pkg Tab

The Discount, Route, Package function routes the charges within the same invoice or to other
crew prior to crew check in if setup, enabling allowable discounts in SPMS and MICROS. It
also gives an overview of the Package Plan entitlement.

Routing

The Routing function automate transfer of charges within the crew account or to multiple
accounts, allowing you to consolidate charges into one invoice/account. The use of this
function is to facilitate the invoicing process at group reservations level or party/family
traveling together. Depending on the requirements, the routing can be setup using one of this
option - '‘Pay for' or 'Paid by'

ORACLE 3-11
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Paying for Another Party
Figure 3-8 Routing Tab
[ Credit Cards T safety Info T Flight Info T Documents T Revenue Analyzer T Custom Info T Comments 1
Crew Info 1 Disc,Route,Pkg r Invoice: 0.00 T More Crew Info T Courses & Certs T Other Info T T Histor I
Routing 1 Fidelio Discount T Package Plan T Disallow Dept 1 Micros Discount | Micros Adv Disc
Pays For For
Crew, John o Crew, John o
Pays for following Crew Member Charges will be paid by
Crew, Jane.
5300 Laundry
5305  Crew Laundry - Washing
5306  Crew Laundry -Pressing
Table 3-13 Routing Tab Definition
Section Description
Pays for - This section defines the payer
account and whom the account is paying
1 for.
2 For - This section defines where the
assigned financial department is routed.
3 Cabin number and name of crew payer is
responsible.
4 Financial Department code assigned.
5 Button to setup or remove routing

instructions.

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

directed as planned.

Paying for Another Party

Using below setup steps, you can route a charge when crew A pays for crew B.

ORACLE
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Paying for Another Party

Figure 3-9 New Routing — ‘Will Pay For’

i New Routing
This Person

l , &ll Invoices

Will Pay For

Invoice 1 |Iﬂl Invoice 3

|CTE'N

What

] 5301
5302
| 5303

Guest Laundry - Washing
Guest Laundry - Pressing
Guest Laundry - Express washing
5304 GuestLaundry - Express pressing
w| 5305 Crew Laundry - Washing
FA5306 Crew Laundry - Pressing

Cancel

Table 3-14 Definition of Routing Options

Field

Description

Show Reservations
Actual Postings
Actual Payments

Package Postings

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

Where the Actual postings are routed.
Where the Actual payments are routed.

Only route package postings.

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

Click New Routing under Pays For section

1.
2.
3. Select the Invoice number where the charges is routed.
4.

to open the routing dialog box.

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

ORACLE"
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Paid by Another Party

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

6. Select the Financial Department group or codes to be routed and enter the
routing reason.

7. Select the options where applicable, and then click OK to save.

8. Once saved, the selected assignment is added to ‘Pays for’ in the Routing tab.

Figure 3-10 Routing Pays for Window

Pays For
{

Pays for following Crew Member

€ >

5300 Laundry

5305 Crew Laundry - Washing
5306 Crew Laundry - Pressing

Delete Routing | New Routing

Paid by Another Party

1. Atthe Disc, Route, Pkg, Routing tab, click New Routing under ‘For’ section to
open the routing dialog box.

Figure 3-11 New Routing To — ‘Will Be Paid By’

& Mew Routing >

— Charges Of This Person -
| , All Invoices

Will Be Paid By

invoice 1| Invoice 2 Invoice 3 Invoice 4 |

LR P Y

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

Advanced Routing

ORACLE

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

1.

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

At the new Routing window, click the Advanced button located just below the Invoice
drop-down list to open the Multiple Accounts Selection window.

Accounts listed in the Non Selected Accounts section is based on default selection at
the Status and Account Type. You can change these criteria using the drop-down list.

Figure 3-12 Routing Multiple Account Selection Window

@ Multiple Accounts Selection X
Accounts
Status: Chedied In 'i Pre-Selection: |<ALL> '1
Account Type: | Crev 1
Non Selected Actounts Selected Accounts
Mame fCabary: Found : 833 Mame fCabin: Listed : 2
Cabin | Name ~ Add All > Cabin | Mame |
e = ! 206 Tester Crew, 851
< Remove Al 292 Tester, Crew
Add >
< Remove
Criteria Add >
< Criter
Rem.
w
i ¥ Pre-Selact i ¥
[o.4 Cancel

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

Click OK to confirm the accounts selection and this opens the New Routing window with
the selected crew account listed.
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Deleting Existing Routing

Figure 3-13 Routing Multiple Account Instructions

ey New Routing -
This Person Cabin Mame Status
I Invoices
Wil Pay For | |
Invoice 1 Invoice 2 Invoice 3 | Invoice 4 I
| |'"'_.::|e$=_-=_-:::-": _v| |
Advanced | |
What |
All Shops |
All Tobacco

Officers Allowance

A0 Criica nackans

< m >

When

|v Show Reservations
[¥ Actual Postings

[T Actual Payments

[~ Package Postings

|
|
|
|
|
|
Why | I
|
|
|
|
|
|

Ok Cancel

In the New Routing window, select the Financial Department, Reason and select
the checkbox for the routing to occurs, then click OK to initiate the account routing.

During the assignment process, the status of the crew account changes to OK,
followed by Done, and the New Routing window closes automatically once the
process completes.

Deleting Existing Routing

To remove routing setup in crew account,

1.

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

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

SPMS Discount

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

Assigning a Discount

1.

ORACLE

At the Dis , Route, Pkg, Discount tab, click New Discount to open the discount
dialog box.
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Assigning a Discount

2. Insert the Percentage and the number of times the discount is given in Apply Count
field. For example, enter 1 to specify a onetime discount for every selected department
code, or blank for unlimited discount for every selected department.

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

4. You can also use the Discount Template by checking the checkbox and choose a
template from the drop-down list, if they are pre-configured. See Administration User
Guide for setup procedures.

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

WARNING:

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

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

Figure 3-14 Disc, Route, Pkg — Discount Tab

[ Credit Cards T Safety Info T Flight Info T Documents TRevenue AnalyzerT Custom Info T Comments ]
Crew Info I Diqunute,PkgI Invoice: 0,00 T More Crew Info T Courses & Certs T Other Info T Effects/Warnings T History,/Promotions 0

Routing Fidelio Discount [ Package Plan T Disallow Dept T Micros Discount T Micros Adv Disc
Percentage Discount for Value Discount for
Crew, Jane o Crew, Jane 9
has the following discounts has the following discounts
4600  Duty Free Shop 5300  Laundry
4601  Duty Free Shop - Gen 10,00 (5) 5305  Crew Laundry - Washi 10 (5)
4602 Duty Free Shop - Clo 10,00 (5) 5306  Crew Laundry - Press 10 (5)
4603 Duty Free Shop - Foo 10,00 (5)
4604 Duty Free Shop - Dri 10,00 (5)
4605  Duty Free Shop - Cos 10,00 (5)
4606  Duty Free Shop - Lei 10,00 (5)
4607 Duty Free Shop -Ele 10,00 (5)

Delete Discount Mew Discount Delete Discount Mew Discount
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Deleting a Discount

Table 3-15 Financial Department Codes
]

No. Description

1 Financial Department codes entitled to
Percentage discount

2 Financial Department codes entitled to
Value discount

3 Financial Department codes and
description

4 Discount value (percentage or value)

5 No of count assigned to each financial

code. 0 = unlimited

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

Deleting a Discount

1. Atthe Disc, Route, Pkg, Discount tab of the account.

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

Figure 3-15 Delete Discount Prompt

Delete Discounts

"-.I Delete all discounts for
¥ 393 Crewl,

Yes
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MICROS Discount

F

igure 3-16 Disc, Route, Pkg — MICROS Discount

[

Credit Cards T Comments T Other Info TTraveIDDcumenET Custom Info T Guest History T Loyalty'fTrackIt]

Guest Info I Disc,Route, Pkg I Invoice: 654.00 T Mare Guest Info T Service Info T Activity Viewer T Revenue Analyzer T History
Routing Fidelio Discount Micros Advance Discount T Package Plan T Disallow Dept
10 BLUE LAGOON TEST ~ Discount Template LVL1  Discount No: 1 * OPEM % DISC = ~
Micros Discount Itemizer 1 discount = 10,00%
Micros Discount Itemizer 2 discount = 10,00%
Micros Discount Itemizer 3 discount = 10.00%
Micros Discount Itemizer 4 discount = 10,00%
Micros Discount [temizer 5 discount = 10,00%
Micros Discount Itemizer 6 discount = 10,00%
Micros Discount Itemizer 7 discount = 10,00%
Micros Discount Itemizer 8 discount = 10.00%
Micros Discount Itemizer 9 discount = 10,00% H]
Micros Discount Itemizer 10 discount = 10,00%
Micros Discount Itemizer 11 discount = 10,00%
Micros Discount Itemizer 12 discount = 10,00%
Micros Digcount Itemizer 13 discount = 10.00%:
Micros Discount Itemizer 14 discount = 10,00%
Micros Discount Itemizer 15 discount = 10.00%
14POOLBAR  Discount Template LVL1  Discount No: 1 * OPEN % DISC *
Micros Discount [temizer 1 discount = 10,00%
Micros Discount Itemizer 2 discount = 10,00%
Micros Discount Itemizer 3 discount = 10,00%
Micros Discount Itemizer 4 discount = 10.00%
Micros Discount Itemizer 5 discount = 10,00%
Micros Discount [temizer 6 discount = 10,00%
Micros Discount Itemizer 7 discount = 10,00%
Micros Discount Itemizer 3 discount = 10,00%
Micros Discount Itemizer 9 discount = 10.00%
Micros Discount Itemizer 10 discount = 10,00%
Micros Discount [temizer 11 discount =
Micros Discount Itemizer 12 discount =
Micros Discount Itemizer 13 discount =
Micros Digcount Itemizer 14 discount =
Micros Discount Itemizer 15 discount = 10,00%
25 BUSIMESS CEMTER  Discount Template LYL1  Discount Mo: 1 OPEM % DISC *
Micros Discount Itemizer 1 discount = 10,00% v L

The MICROS Discount tab displays discounts accorded to crew using MICROS Discount
Itemizer level. These discounts are shown when crew has discount level assigned in Crew
Info, Edit Information, Discount Template field.

Assigning a POS Discount Level

ORACLE"

1.

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

In the Name section, select the discount template from the drop-down list, then click OK
to save.
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MICROS Advance Discount

Figure 3-17 MICROS Discount Level Assignment

— Mame
Surname =
Farename i
Middle Initial
Other Mame

Other First Mame

Salutation [ms
Title

Rovality Mo
Marital Status {Undefined) j
VIP {not applicable) ;I

Classification

Frequent Mo

Award Level

Shore-Res, 1D
Onboard EMail
Total Mo of Cruise Days

[

Mumber of Cruises

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

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

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

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

MICRQOS Advance Discount

The MICROS Advance Discounts works similar to MICROS Discount, with the
exception that the discounts are applied to MICROS Major Group, Family Group and
Menu Item level instead of Itemizer Level.
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Setting up a Disallow Department

Figure 3-18 Disc, Route, Pkg — MICROS Advance Discount

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

Guest Info I Disc,Route, Pkg I Invoice: 664,00 T More Guest Info T Service Info Activity Viewer T Revenue Analyzer T Histary
Routing T Fidelia Discount T Micros Discount iMicros Advance Discounl Package Plan T Disallow Dept

10 BLUE LAGOON TEST  Discount Template LVL1  Discount No: 1 * OPEM % DISC *
Major Group
1 FOOD {(10,00%)
2 BEVERAGE (10.00%g)
& SCRETAIL (10.00%%)
4 BEAUTY HEALTH (10.00%:)
25 BUSIMESS CEMTER.  Discount Template LVL1  Discount Mo: 1 * OPEN % DISC *
Major Group

1FOOD (10.00%)
2 BEVERAGE (10.00%%)
6 SC RETAIL (10.00%g)
4 BEAUTY HEALTH (10.008%)
44MIMI BAR.  Discount Template LVL1  DiscountMo: 1 * OPEM % DISC *
Major Group
1 FOOD {(10,00%)
2 BEVERAGE (10.00%g)
& SCRETAIL (10.00%%)
4 BEAUTY HEALTH (10.00%:)
52 FITNESS CEMTRE  Discount Template LVL1  Discount Mo: 1 * OPEN % DISC =
Major Group
1FOOD (10.00%)
2 BEVERAGE (10.00%%)
6 SC RETAIL (10.00%g)
4 BEAUTY HEALTH (10.008%)

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

Disallow Department

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

Setting up a Disallow Department

1. Atthe Disc, Route, Pkg, Disallow Posting tab, select the Financial Department codes
to disallow, either by Group or individual department code from the list, then click Save.
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Figure 3-19 Disallow Department Tab

[

CredtCards | Safetylnfo | Fightinfo | Documents | ReveneAnayzer | Custominfo | Comments |

Crew Info I Disc,Route,Pkg | Invoice: 0.00 ] More Crew Info ] Courses & Certs ] Other Info ] Effects/\Warnings ] History/Promotions

Routing 1 Fidelio Discount 1 Package Plan 1 Disallow Dept 1 Micros Discount 1 Micros Adv Disc

Disallow posting for the below selected department list

|
>

[]00000  Communications
00001 CBand - Guest Revenue
00004  CBand - Non Guest Revenue
00007  Other - Guest Surcharge
00008  Other - Guest Revenue
00009  Other - Guest Cost Satellite
00010  Other - Guest Land Line
00011 Other -Non Guest Revenue
00012 Other -Non Guest Cost Satelite
00013  Other - Non Guest Landiine
00015  Other - Company Costs
00016  LDL - Company Costs Agent
00080  MTN Guest Calling Card Revenue
00100  SIM Card Revenue
00150  SIM Card Cost
01000 Tax
01001  Florida Sales Tax
01002  Key West Tax
01003  Port Canaveral Tax
01004 Tampa Tax
01006  Spanish VAT
01007  Washington Sales Tax
01008  California
01009  New Zealand GST
01010  Australian GST
01080  New York Tax
01081  Olympic Tax v

Oooooooooonooooooo

ooooooooo

I Search | Unselect All | Select All | Save |

2. When posting matches that disallowed department, the system prompts that
posting is not allowed.

Figure 3-20 Disallow Department Posting Failure Prompt

. Could not insert the selected posting.
b Posting disable for this department - 00001
Do you want to continue?

Yes No

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

Package Plan

Package Plan

The Package Plan function enables you to customize a cruise package that suits the
crew requirements, combining different food and beverage outlets, excursions or
activities using the flexi package plan option.

ORACLE"
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Assigning / Purchasing a Package Plan

Assigning the correct package plan to the crew account enable transactions to be posted
accurately throughout the cruise, and packages can be assigned within the crew account.

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

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

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

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

Figure 3-21 Package Plan Assignment Window

Assignment | 5* Mariner _'.J
Emp 10% disc Bar (J-5Sster) ~
Empl 10% disc Shorex
Reason : Empoyee 0% discount Shorex
r‘di"—-ﬁ"luhnm e
i
1
i
 The followhg QUElF. . oo e - ou g ¥
Firs: Name Last Name Cabir
’, | DO000
Fidelio Department | Microe 9700 Ttem Quantty
= Limit t ~
Description Amount Ez—lhne P
P [95C00 | 0 12
05030 i o |27.5 100 0
47001 gy - — P 1100 o
Package Qty: 0 [T Move 3l existng posting o package posting
ad Package Vaue: 85.51 [7
Package Frice: 0.00 x

Check only Move all existing posting to package posting checkbox when you wish to
move the existing postings to package plan. For example, a crew purchases the package
part way through the cruise, and past postings that meets the package elements are to
be considered as package plan.

ORACLE"
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5. Click OK to save. Information’s pertaining to the package are shown in the
Package Plan tab and the status is Active.

Figure 3-22 Package Plan Assigned | Purchased

[ cedtcass | soeyml | Fontio |  oaments | Revewednser | custominfo | commens |
CrewInfo DiscRoutePkg |  Invoke:i0.00 | MoeCewlfo | CowsesdCets |  Otherlfo | | testoryPromatons

Package Plan 1 Disallow Dept 1 Micros Discount I Micros Adv Disc

[Description
Empl 10% disc Bar (0-2star)

T —— T ——
| S0003Wine-Premawm | unimited [0 Jo |
T —— T ——
T S — T ——
| s0009Tobaco | lunimited (10 0 |
T S —— T ——
| S0103wne-Premum | lUnimted (10 [0 |
| so10SBeer-Premum |  lUnkmited [0 0 |
T T ——
S ——— T ——
T S —C—
T — T ——

=

Selected Padcage Value: Unlimited Selected Package Qty: 0

Select Al | Unselect A1 |Aﬂi¢1PndagePlx|| Purchase Package | pesete Package Plan [

Refunding a Package Plan

Refunding a Package Plan

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

1. Atthe Disc, Route, Pkg tab of the crew account, select Package Plantab.

2. Select Refund Package Plan.

Figure 3-23 Package Plan Refund Option

Routng 1 Fidelio Discount I Micros Discount | icres Advance Dscount. || Package Plan | Disallow Dept
- Package Plan
[available
Package Total Qr Descriptior amtjqty Iljsc%/Mal vah:[aup I
0 E3 1
QTY PKG 1 0 112.20 -112.20 | =N 3 1
QTY/VALUE PKG 1 |200 100.00 100.00 2
FC Management ﬂ
Please note you are not able to undo this operation.
Total refund amount = 167.00.
Are you sure you want te refund the package QTY PKG1?
2
L] |
Selected Package Value: 200.00 Selected Package Qty: 10
Select Al Unselect Al Purchase Package Plan | Delete Package Plan Bt Hexs Rackage | Disable Package | Refund Package Plan
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WARNING:

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

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

4. Inthe event where the postings are more than the package price, the system prompts
that a refund is not allowed.

Routing a Package Plan Posting

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

When both payer and buyer has a package, all postings then go to the payer. Once the payer
package is fully utilized, subsequent postings are posted the payer account as normal
posting.

Auto Balancing a Package Plan

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

Figure 3-24 Package Plan Invoice Window

CredtCards | safetyinfo | Agtinfo | Documents | RevenueAnalyzer | CustomInfo | Comments |

Crew Info 1 Disc,Route,Pkg J Invoice: 155.07 ] More Crew Info ] Courses & Certs j Other Info ] Effects/Warnings | History/Promobons
Invoice ]
Credit Limit: N/A Package Balance: Uniimited
Non-ref, Balance: 0.00
®
v
Ll | |

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

155.07 ‘ 155.07 0.00 0.00 0.00 0.00 ‘

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

Manually Balancing a Package Invoice

1. Select the crew account from the Search Panel, navigate to the Invoice tab, and then
click the amount under the Package Invoice.
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Invoice Tab
Figure 3-25 Settling a Package Plan
[ credtcwds | commens | owerifo | TraveDoaments |  customifo | Guesthisty | Loyaity/Teckit |
[ Guest Info 1 Disc,Route Pkg ] Invoice: 300.00 1 More Guest Info ] Service Info ] Activity Viewer Revenue Analyzer [ History
Invoice 1
Purchased: 350.00 Paid: 0.00 Package Balance: 450.00
Credit Limit: NjA Non-ref. Balance: 0.00

300.00 0.00 | 0.00 |

2. Choose the Payment method and verify the amount to settle when prompt.

3. Select Pay or Pay & Print to pay and print the invoice and reduce the Package

Invoice at the same time.

Figure 3-26 Paying an Invoice

Payment

Department: I 90001 Cash - Ship Curren:
I 50.00 MYR

Amount:

Notes: |

Invoice No: [~ Invoice
" In
I™ Invoice 3
I_ Invoice 4

¥ Changedueenabled |~ Collect remaining non-refundable credit
[V Disable Posting Automatically

¥ Package Invoice

— Calculation

Current Balance:

Received Amount:

Commission:

Due Balance:

Change Due:

Invoice Tab

Pay Pay & Print

Cancel l

Pay &Print Cash Receipt

The Posting Handling function not only provides you with four (4) invoices per crew, it
also enables you to post a manual charge to an account, route postings and post

various payment types.

ORACLE"
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Invoice Tab
Figure 3-27 Add Posting Window
) Add Postings ®
Account Department: |Crew Search
| | _+ | | (duplicate selected posting) |
advarice: I tment Amount ~
3 B A 0.00
[ Clear fields after adding to postings list - Champagna 0.00|
Food 0.00|
Tobacco 0.00;
Additional Information - Misc, 0.00|
|Check Number: | - Service Charge M, 0.00
| - Vending Machine 0.00
| Server #1: |
_ Ve [ - Vending Machine Key 0.00
Server #2: | 1 - Sales 0.00
Number of People: | ) - General Sales 0.00
Invoice Mumber: [ 1 vl 3 4 | o mm' :Eﬁm 22 v
g | sTota: [ %
Postings List
. Totals |
Acc. ID  |Acc. Identifier |Dept. 1D |Dept. Details  [Amount A
100 | Batch Count:
Current [ 2
Batch Total:
Current Total: 150.00
i Post

Table 3-16 Field Definition of Add Posting Window

Field

Description

Account

Clear fields after adding to posting list
Check Number

Server #1:
Server #2:

Number of People

Invoice Number
Comments
Posting List
Batch Count

Current Count
Batch Total

Crew Account by Cabin No. and Name

Clear all information in Additional
Information section after adding posting

Check Number from POS System or any
manual posting reference.

Server name appeared on POS check.
Server name appeared on POS check.

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

Invoice number to post to
Additional comments.
List of postings added

Confirmation of number of postings added in
Quick Posting function.

System count on Postings List

Confirmation of total value posted in Quick
Posting function.
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Table 3-16 (Cont.) Field Definition of Add Posting Window

___________________________________________________________________________|
Field Description

Current Total Accumulated value to post.

Adding a Posting

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

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

Figure 3-28 Add Posting Financial Department Selection

Deperiments |

3. Insert the Value, Check Number and select the Invoice humber to post, and then
click Add. This transfers the posting to the Postings List, enabling you to post
more than one charge.
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4.
5.

Voiding a Posting
Figure 3-29 Adding a Charge
@ Add Postings X
- Paosting =
Account Department: lCrew Search
T =] [ st S|
tment Amount -
b 0 AL
[T Clear fields after adding to postings list : 3 .
[ “Food 0.00
0 - Tobacco 0.00
Additonal Informaton [ “Misc. 0.00
Check Number: | ¢ - Service Charge M, 0.00
: ¢  Vending Machine 0.00/
mmis | (  VendngMachineKey | 0.0
Sl I ¢ )-Sales | 0.00]
Number of Peopie: [ ‘ ) - General Sales i 0.00
tveeMomber: [T _2 | 3 | s [f—0 gt £ v
Comments: | Sub Total: | 50
— Postings List -
Acc, ID |Acc, Identifier Dept. 1D__[Dept. Detaits Toms
10(! Batch Count: |
— | 2
Batch Total: i
QnentTntaJ:i 150.00
> Post ||

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

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

Voiding a Posting

1.

At the Invoice tab of the crew account, select the transaction to void and then click the
Void button.

The system prompts for confirmation on the charge to void. Click Yes to confirm the void
and No to return to previous window.

At the Void Posting Reason window, insert the void reason or select from the drop-down
menu, then press OK.

ORACLE"
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Figure 3-30 Void Reason Prompt

Veid Posting Reason

Reason: IPredeﬁne Reason ;I

User Define Reason: Iwmng amount

(04 Cancel |

4. Void postings are reflected in eggshell color with a matching debit and credit
amount.

| Toate oepartment

| credit| Debit
I 100.00 |

Pay Invoice

The Pay Invoice function post a settlement against an invoice, be it partial or full
payment. The process to settle an invoice by credit card and foreign currency differ
from cash settlement. This function requires an open Cashier session to post.

Figure 3-31 Invoice Payment Window

&5 Invoice Payment *
— Payment — Calculation
Department: I d Package Plan Credit: I 0.00
Amount: I 288.37 USD Mon Refundable Credit: I 0.00
Motes: I Current Balance: I 288.37
Invoice No: ' Invoice 1 ) Received Amount: I 288.37
¥ Invaice2 T Package Invoice
W Invaice 3 Commission: I 0.00
¥ Invoice 4
: 0.00
Change due enable Callect remaining non-refundable credit
I™ Change dueenabled [ Col fundable credt || Pue Baane= |
[ Disable Posting Automatically Change Due: | 0.00
Pay | Pay & Print Cancel

Pay & Print Cash Receipt

ORACLE"
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Chapter 3
Payment by Cash, Change Due

Table 3-17 Field Definition of invoice Payment Window

Field Description

Department Financial Department codes - Credit

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

Notes Additional Notes pertaining to this payment

Invoice Number
Change due enabled
Disable Posting Automatically

Package Plan Credit
Non Refundable Credit
Current Balance
Received Amount

Commission

Due Balance
Change Due
Pay

Pay & Print

Pay & Print Cash Receipt

Invoice number to apply the payment.
Enable auto calculation of change due to guest.

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

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

Amount received.

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

Outstanding sum after deducting payment
applied.

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

Apply payment receipted and does not print
cash receipt.

Apply payment receipted and print invoice at
the same time.

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

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

Paying an Invoice by Cash

1. Retrieve the crew account from the Search Panel, and then click Pay Invoice in Crew

ORACLE

Handling window.

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

Foreign Currency.

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

by guest.
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4. Enter the amount to settle.

If Change due enabled is checked and amount entered is more than Current
Balance, the system automatically calculates the amount and set the invoice
to Zero balance. See Figure 3—34 — Invoice Payment with Change Due.

If the payment is applied without the Change due enabled checked, the
system posts the amount as negative value in Due Balance field, resembling
a deposit. See Figure 3—35 — Invoice Payment without Change Due.

If the payment is an exact amount, the system posts the value as payment
receipted, with the Due Balance or Change Due amount field as 0.00. See
Figure 3—-66 — Invoice Payment with Exact Amount.

Figure 3-32 Invoice Payment with Change Due

& Invoice Payment -

Payment Calculation
Department: |9'3'31 Cash ﬂ Package Plan Credit: 0.00
Amount: 30 usD Mon Refundable Credit: 0.00
Motes: | Current Balance: 25.00
Invoice No: [ Invoice 1 Fmrsazil S TiTiE 50.00
W Invaice2 T
™ Invoice 3 Commission: 0.00
™ Invoice 4
= 0.00
v T r Due Balance
[ Disable Posting Automatically I Change Due: | 25,00 I
Bay ‘ Pay & Print Cancel ‘

Pay & Print Cash Receipt ‘
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Figure 3-33 Invoice Payment without the Change Due
@ Invoice Payment -
— Payment — Calculation

El

Department: IQDDI Cash

Package Plan Credit: I 0,00
Mon Refundable Credit: I 0,00

™ Disable Posting Automatically

Amount: I 50 usD

Motes: I

Invoice Mo: [~ Invoice 1
¥ Invoice 2 T Package Invoice
[~ Invoice 3
[~ Invoice 4

[T Callect remaining non-refundable credic

Current Balance:

Received Amount:

I 25.00
I 50.00

I 0.00

Commission:

i -2.5.00'

IDue Balance:

Change Due: 0.00

Pay & Print Cancel

Pay |

Pay & Print Cash Receipt

&

Invoice Payment

— Payment

Department: IQDDI Cash

El

I 5.00 usD

Amount:

Motes: I

Invoice Mo: [~ Invoice 1
W Invoice 2
[~ Invoice 3
[~ Invoice 4

¥ Change due enabled

T Package Invoice

[T Callect remaining non-refundable credic

r Calculation
Package Plan Credit: I 0,00
Mon Refundable Credit: I 0,00
Current Balance: I 5.00
Received Amount: I 5,00
Commission: I 0,00
Due Balance: I 0.00
Change Due: 0.00
Pay | Pay & Print Cancel |

Pay & Print Cash Receipt

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

Paying an Invoice with Foreign Currency

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

Department.

ORACLE"
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2. The exchange rate of the selected payment method is displayed next to the
amount field.

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

Figure 3-34

Invoice Payment with Foreignh Currency

&

Payment

Amount:
Motes:

Invoice Mo:

Invoice Payment

Department: |95EIS British Pound

| 20.00 |eBR

Exchange Rate: 0. SDDDDI

=]

v Invaice 1
W Invoice 2
¥ Invaice 3
¥ Invaice 4

¥ Change due enabled

-

I"" Disable Posting Automatically

Calculation

Package Plan Credit: 0.00
Mon Refundable Credit: 0.00
Current Balance: 120,00

| Received Amount: 40.00)

Commission: 0.00
Due Balance: 30,00

Change Due: 0.00

Pay | Pay & Print Cancel ‘

Pay & Print Cash Receipt |

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

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

guest.

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

Paying an Invoice by City Ledger

1. Retrieve the crew account from the Search panel, then click Pay Invoice.

2. Atthe Payment Department field, select a City Ledger code.

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

guest.

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

ORACLE
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Figure 3-35 Invoice Payment by City Ledger

Lo, Invoice Payment -

Payment Calculation

Rty =ed 9074 City Ledger] j Package Plan Credit: 0,00
Amount: 5.00 usD MNon Refundable Credit: 0.00
Motes: | Current Balance: 5.00

Invoice No: [ Invoice 1

Received Amount: 5.00
W Invoice2 [
[ Invoice 3 Commission: 0,00
[ Invoice 4
Due Bal - .00
[ Change due enabled o uE balance
[ Disable Posting Automatically Change Due: 0,00
Pay ‘ Pay & Print Cancel ‘

Pay & Print Cash Receipt ‘

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

Disabling a Posting

At the Invoice Payment window, placing a check mark on ‘Disable Posting Automatically’
checkbox set the Posting Allowed to No in Crew Info tab when the invoice balance is 0.00.
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Figure 3-36 Disable Posting Automatically

) Invoice Payment -

— Payment r Calculation

Department: ;I Package Plan Credit: I 0.00
Amount: I 0.00 usb Mon Refundable Credit: I 0.00
Motes: I Current Balance: I 0.00

Invoice No: W Inveice 1 ) Recsived Amount: I 0.00
T Package Invoice

¥ Invoice 2
¥ Invoice 3 Commission: I 0.00
¥ Invoice 4 o
Due Bal : 0.00
[~ Change due enabled [ collect remaining non-refundable credit ue BaEncE
||7 Disable Posting Automatically I Change Due: 0.00
Pary | Cancel

Pay & Print Cash Receipt |

Figure 3-37 No Posting Allowed in Crew Info Tab

Express O Oyt [
|Posting Allowed: Mo |
Houting Status:
Serv Chg Amount: 10.00
PPD Category: Regular Guest
Payment: 9042 VISA

::::::::#:::::::::::::KEDD 1 |:|:| 3]"2’:':'

You will receive a notification when you try to post a charge to the invoice and posting
will be rejected.

Resetting Posting Status to Allowed

1. Click the Posting Status in Crew Info tab.

2. Atthe Enable Posting prompt, select Yes to confirm. This will reset the posting to
allow.
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Payment by Credit Card
Figure 3-38 Reset Posting Status
Enable Postings L x|
) Ex it No
9 Do you want the account to accept postings? :Eit;llg 'Zl::ﬂaﬁsdl Jes I
Serv Chg Amount: 10.00
________________ - PPD Category: Regular Guest
_________ Yes | Mo | Payment: VISA

Payment by Credit Card

1. Retrieve the crew account from the Search Panel, then click Pay Invoice.

2. Atthe Invoice Payment form, select the Payment department from the drop-down list, if
it is different from previous payment method.

3. The amount indicated is based on the current outstanding invoice (selected); For
example, Invoice 1 balance = $30, Invoice 2 balance = $20. When all invoice is checked,
the total becomes $50. If you are paying a specific invoice, de-select the other invoices
and adjust the amount accordingly.

4. The percentage (%) commission shown is based on the commission rate set up in
Administration, Financial Department codes and is checked by default. The commission
chargeable is shown in the Commission field. If commission is not applicable, deselect
the field.

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

Figure 3-39 Credit Card Commission Selection

L7 Invoice Payment .
Payment Caloulaton
Department: [ VISA j Package Flan Credit: .00
Amount: 50,00 LisD Hon Refundable Credt: 0.00
Mobes: | Current Balancoe: E0.00
Irrvoice Mo: [ Irvvoice 1 - Riscaivatd Amburits 01,50
W Irvvaice 2
[* Invaice 3 Commissian: 0.50
W Inveice 4
e ———————— 0 Pl E 0.00
[ Ehangedusenabled [ o
[™ Disable Posting Automaticaly Chamge Duwe: 0.00
¥ Charge 1.00% commissicn
Credt Cards Peyment Details
Card Numer;  Srememmsmese ay | Pay & Pont Canoel |

Pay & Print Cach Receipt
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Print Invoice

The Print Invoice function is similar to Guest Handling print invoices. It enable you to
print invoices in different layout made available by the Ship. It has a preview function
that allow you to view an invoice/statement prior to printing a hard copy invoice.

Printing an Invoice

Previewing an Invoice

ORACLE"

1
2
3.
4

Chapter 3
Print Invoice

Retrieve the reservation from the Search Panel, and then click Print Invoice.

Select from the Report List the invoice report to print.

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

Press Print to send the print job to printer.

Figure 3-40 Print Invoice Window

“ =

[V Expand All

= _T;'lpassengev Irvoi
Cabin Upgra:
Change Schedul
‘Walk-In Invoice

Reports List
ces

voice

le Invoice

Search

Report Printing ILIE-

Print [ Preview W

o Report Status:  Report(rpt) exist in database

Selection/Criteria
Printers
Printer: !-:-:- -ﬂ::_ -
[Properties]
Status: Ide
Port: Documents\*.pdf
Print Range Copies
& print Al Number of copies:
" Range Orientation: m
Pagefrom: L 1 To [ Collation: |

Invoice will be sent to the following recipient
Email address has not been configured.

| Print | Export Custom Excel Export

To preview an invoice before sending the job to a printer,

1.
2.
3.

Repeat step 1 to 2 of Printing an Invoice.

Navigate to the Preview tab to view the invoice.

Press the Printer icon if you wish you send the print job to printer.
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Figure 3-41 Preview Invoice Before Printing

CREW INVOICE Nopage W1 s

[Ty ! B

Email Invoice

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

Email an Invoice

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

2. Atthe Print tab, select Send Email. The system prompts a dialog box once the email is
sent successfully.

3. Click OK to close the dialog box.

Exporting an Invoice

Exporting of invoices to other file format is possible and the supported file format are Acrobat
Format, Crystal Report, MS Word, MS Excel and many more.
Repeat step 1 to 2 of Printing an Invoice.

1. Inthe Print tab, press Export.

2. Select the file format and destination type from the drop-down list when prompt.
3. Select the page range to print.
4

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

Custom Excel Export

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

1. Repeat step 1 to 2 of Printing an Invoice.
2. Inthe Print tab, select Custom Excel Export.

3. Enter the file name and location path when the system prompts for file saving location.
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Move & Route

The Move and Route function enable you to set up your bills at the time of credit sign
up, during the cruise or at the end of the cruise when a crew would like to separate
certain charges from the main invoice. You can move the charges easily using the
drag and drop method and other available method that suits the operations.

Moving a Charge From One Invoice to Another

Select the crew account and navigate to the Invoice tab.
Highlight the transaction to move.
Press CTRL and hold down the left mouse button.

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

g H @ b P

Drop the object by releasing the left mouse button.

Figure 3-42 Move & Route Function

Vat Tax |POS-Discou|Buyer Trans.ID

All Invoices 1.Invoice 2.Invoice 3.Invoice 4.Invoice Package
110.00 | 110.00 I 0.00 ]l 0.00 ‘ 0.00 | 0.00

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

Setting up a Charge Route

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

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

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

Table 3-18 Definition of Move Posting Tab
]

Field Description

From Default to Crew account, All Invoices.

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

What Department Group or Financial
Department code to route.

Why Reason why charges were routed.

When Type of postings to route.
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Figure 3-43 Move Posting Tab

Chapter 3
Criteria Discount

- Tobacco
M= {alal

£ i

B3 Move postings
From
10
To
Invoice 1 | Invoice 2 | Invoice 3 Invoice 4 |
1018 | ety |

When
[V Actual Postings

[ Future Postings
[ Actual Payments

[ Package Postings

Ok

Cancel

3. The system default main invoice is All Invoices. Select the invoice where the charges

should be routed.

4. To route the charge to another guest/payer, enter the cabin number and select the crew

name.

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

the routing reason.

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

7. If Future Postings is checked, the system automatically places the department code in

Disc, Route, Pkg tab, Routing window.

See also Disc, Route, Pkg Tab

Criteria Discount

The following function works the same as Percentage Discount in Disc, Route, Pkg tab and
has an additional checkbox for Actual Postings, allowing you to apply a discount to the
actual posting. This function creates a record in the discount section of Disc, Route, Pkg tab

ORACLE

when Future Posting is checked.

See Disc, Route, Pkg Tab, SPMS Discount on how to apply a discount.
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ltem Discount

Item Discount

The Item Discounts deducts a specific percentage of selected postings on the crew
invoice. The Percentage discount cannot be use as a value discount.

According an Item Discount

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

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

Figure 3-44 Item Discount

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

oK | Cancel |

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

Figure 3-45 Example of Iltem Discount Transactions

Date |DE|:oa1'tmer‘.t || Debit| Discount] Vat Tax POS-DIscnu| '.raﬂ-s.ﬂ}| Gross|Check=
30/01/2015 |3070 Minibar -20.00| 0.00] 0.00 0.00 14118914 -20.00]123
30/01/2015 [3070 Minbar || 18,00/ 2.00 0.00 0.00 14118915) 20.00/123
30/01/2015 |3070 Minibar 50,00 | 0.00 0.00 0.00 14118912} 50.00(123
30/01/2015 |3070 Minibar 20.00| 0.00| 0.00 0.00 14118912| 20.00{123

Hide No Print

This function hide transactions that are marked with No Prints, giving an organized
view of the invoice. For example, a voided transactions.

Hiding/Showing No Prints Transactions

Hiding/Showing No Prints Transactions

1. Clicking the Hide No Prints switches the button from Hide No Prints to Show No
Prints, or vice versa.

2. Transactions marked with No Prints (pale yellow) are hidden from the invoice
window until you click the Show No Prints.
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NoPrint

This function enables excludes past settlements or voided posting from being printed onto the
invoices, and the transaction value must equals to 0.00. The system prompts an error if the
balance of the transaction does not equal to 0.00

Resetting to Print Transactions to Original State

Resetting No Print Transactions to Original State

1. Selecting the NoPrint transactions, and then click No Print.

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

Set Credit Limit

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

Setting a Credit Limit

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

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

3. If the account exceeds the floor limit or the individual limit, the system prompt a ‘Credit
Limit Exceeded’ on both SPMS and MICROS System during posting and you cannot
proceed to post. The same warning prompt appears if the account is routed and payer
has a Credit Limit defined.
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Figure 3-46 Warning Prompt When Credit Limit Exceeded

Credit Limit: 50.00

Package Balance: 0.00
Non-ref, Balance: 0.00

Department: Search

[ Clear fields after adding to postings list

Additional Informg Credit Limit

Chedk Number:

sk AL Credit Limit Exceeded!

Server #2: l %, Please increase credit limit for B143

Ll__ Number of People: Could not insert the postings for this account.

s : 5 4.Invoice Packs

. 10 0.00 0.0
oK I I

tlﬂent Total: 10.00 I
rard | Messages ‘
o) | Batch Posting Description: | Stop |

Consult your Chief Purser/Front Desk Manage or refer to the Ship’s Operating
procedure for next course of action.

Mark No Show |

WARNING:

WARNING: Once the account is closed, this cannot be undone.

Close Posting

The Close Posting function generates an interim invoice and closes the zero balanced

account without checking out the account. This function does not work when the
account still has a balance.

Closing an Account with Close Posting

1. Retrieve the account and navigate to Invoice tab.

Ensure all invoices are 0.00 balance. You will receive a notification prompt when
the balance is not zero. Click OK to return to previous window.

3. Ifthe account is balance, click the Close Postings.

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

Check the Hide Posting button at the invoice tab to hide all closed postings.
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More Crew Info Tab

The More Crew Info tab stores additional information such as Other Related Information,
VisalCustoms Info and Live Picture update from the main reservation and Crew Info tab.

Figure 3-47 More Info Tab

[ Credit Cards T Safety Info ] Flight Info ] Documents T Revenue Analyzer T Custom Info L
Crew Info ] Disc,Raute, Pkg ] Invoice: 0.00 | Morecrewinfo |  Coursesacerss ] Other Info ]

Visa/Customs Info
Hair Colour:
Eye Colour;
Height:
Weight:

Live Picture

Stored Picture

Take Picture

Other Related Info

Cruise Reservation Related Info:
Trav. Insurance: ()

Contract Related Info:
Company Original Join Date -

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

Take Picture Option
The Take Picture option captures the current crew picture and share with other modules,

enabling other users to easily recognize the crew they are dealing with. The supported
picture file format is .jpg or .bmp.

Cruise Reservation Related Info

Cruise Reservation Related Info

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

Visa/Customs Info

This section displays the information entered in Edit Reservation form.

Courses & Task

All crew is required to complete the safety and operational courses throughout their tenure,
and these courses are recorded in Course & Certs tab. The required courses/certificates are
listed at the top section and completed course in the bottom section of the tab.
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Figure 3-48 Courses & Certificates Tab

[ Credit Cards T Safety Info T Flight Info T Documents T Revenue Analyzer T Custom Info T Comments ]
Crew Info T Disc Route,Pkg T Invoice: 288.37 T More Crew Info I Courses & Certs I Other Info T Effects/\Warnings T History/Promotions
[~ Courses & Certificates Required
MNumber e Related To
CA-01 Course A Course Safety
CA-02 Course B Course Safety
CE-03 CertC Certificate Safety
FADVAC Firefighting Advanced Certificate o] i
MO MO 1535 Certificate Safety
Mo02 Medical Cert 2 Medical (o] i
M003 Medical Cert 3 Medical Operational
r Courses & Certificates Completed
Name Cert Mo When Where Training Centre  [Renewal Er=ler Related To
Disembark

1st Induction "A™ Course Training Centre 1 Mo Safety
2nd Induction "B" Course Training Centre 1 Mo Safety
3rd Induction "C” Course 7/13/2010 Training Centre 1 ‘fes Safety
4th Induction D" Course 7/15/2010 | Training Centre 1 No Safety
Bomb Search Training Course 7/14/2010 Training Centre 1 No Safety
Medical Care Certificate MO0320 8/22/2016 Training Center 1 [8/21/2018 Mo Safety
Show Validity Show Type Assign Course Done Delete Course Done
’Vﬁ' Al valid " Expired & al i safety 1~ Operational
Edit Course Done Print Certificate

Assigning Course Done

When a crew completes an assigned course, the course information such as certificate
number, course location and validity are updated in the system.
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Figure 3-49 CourselCertificate Assignment Window

&5 Assign Courses/Certificates

Show
Al ™ safety " Operational
Code Name Related To A
CA-01 Course A Safety
CA-02 Course B Safety
CA-03 Course C Safety
CE-01 Cert A Safety
CE-02 CertB Safety
CE-03 Cert C Safety
CPSC Certificates Profidency Survival |Safety
CRISIS Crisis Managment Certificate | Safety
CROWD Crowd Managment Certificate  |Safety
ENY Enviromental Training Safety
FADVAC Firefighting Advanced Operational
FADVAMN Basic Safety Training Safety
FBASIC Firefighting Basic Safety
GMDSS Radio Operator's Certificate Operational
MO IMO 15995 Safety v
< | 2l

Course/Certificate Mumber: ||

Training Centre:

| (undefined)

Training Centre Address: |Training Centre 1

Completion Date:

Expiration

7 [14/2010

* valid until a specified date

Renewal Date

10/ 4 /2020 -

(™ valid until crew Disembark

Document Snapshot

Scan Document | Upload File | oK | Cancel

@«

4
5.
6
7

2.
3.

Select the course name from Courses & Certificates Completed section.

Click Assign Course Done.

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

Update the completion date and select the expiration date accordingly.

Once you update the completion date, it cannot be change.

Select either Scan Document or Upload File to store a copy of the certificate.

Click OK to update the course details.

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

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

Click OK to save.

Deleting Course Done
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You can delete a completed course from the grid and you must have access rights

#740 assigned.

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

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

Other Info Tab

In Other Info tab, the crew medical certificates, uniform inventory are stored. You can
also enable/disable the cabin telephone from here and this only work with an interface

Assigning/Editing Medical Certificates

1. Retrieve the account navigate to Other Info tab.

ORACLE

2. Click Assign to open the Courses/Certificates window.

Figure 3-50 Assign CourselCertificates

&y Assign Courses/Certificates

CoursefCertificate:

Show

@ al " safety " Operational
Code Name Related To
F.AID First Aid - Medical certificate  Safety

MO01 Medical Cert 1 Safety

M002 Medical Cert 2 | Operational
Mo03 Medical Cert 3 |Operational
MO04 Medical Cert 4 Operational

< i
| Search

Course /Certificate Number: |»’ DA

Training Centre: |TC00 1 Training Center 1

Training Centre Address: |

Completion Date:

Expiration
@ valid unti a spedified date

" valid until crew Disembark

Document Snapshot

Remove Document
Scan Document I Upload File | oK |

Cancel ‘

3. Select the type of CourselCertificate to show or use the Search field to search

for specific course/certificate.

4. Select the item from the courses displayed.

5. Enter the CourselCertificates Number, Training Centre and the center’s address,

if any.

6. Choose the Completion Date using the date-editor.

7. Inthe Expiration section, select the validity of the certificate.

8. Click the Upload File to upload a copy of the certificate or use the Scan
Document to scan a copy of the certificate, if any. Function requires a scanner to

be installed.
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9. Click OK to complete the process.
10. To edit the certificate, select the certificate from the list and then click Edit.

11. Change the necessary information and then click OK to save.

Uniform Inventory

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

Adding/Returning Uniform

Figure 3-51 Crew Uniform Inventory

Count Given|Returned When Count Returned |

Show Item
l " Each Transaction

" Summary

I Add Uniform I Edit Uniform DeieteUnifon'nI Disable Phone | Enable Phone Edit Iten

To add or return a uniform,

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

2. Under the Uniform Inventory section, select the Show Uniform and the transaction type
to enable the function buttons.

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

Figure 3-52 Assignh CourselCertificates

ﬁ Uniform Transaction it
— Transaction
Type of Transaction S Given to a Returned by a
Crew Member Crew Member
Uniform Code I ) ;I
Count |5
Date of Transaction Isfnggulﬁ J
Remarks
oK Cancel
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4. Select the type of transaction and the uniform code from the drop-down list.
5. Enter the Count and select a date from Date of Transaction.

6. Click OK to save the transaction.

Editing Uniform Inventory

This function allows you to edit the transaction record, for example the count and date
of transaction. However, you are not allowed to edit the transaction type.

Deleting Uniform Inventory

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

Adding/Returning Uniform Items

The function of this feature is the same as Uniform Inventory, except that it record the
inventory at item level.

Figure 3-53 Item Inventory

| Item Inventory I—

Code Item Name Given When Count Given [Returned Count Returned
SECO01 Safety Boot 8/22/2016 2
SECO01 Safety Boot 5/22/2016 1
Show Uniform Show Item
" Each Transaction + Each Transaction
" Summary " Summary
| | | Disable Phone Enable Phone I Add Ttem Edit Item Delete Item I

To enter an item, repeat the steps of Adding/Returning Uniform and select Show Item
to enable the function buttons.

Effects/Warnings

In the Effects/Warning function, any items that are prohibited, confiscated or submitted
for Customs Declaration is record, including warnings issued to the crew.
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Effects Item

Figure 3-54 Effects/Warning Tab

[

Credit Cards T safety Info T Flight Info T Documents TnemnnatmT Custom Info T Comments ]

Crew Info T Disc,Route,Pkg Invoice More Crew Info Courses & Certs T Other Info l Eﬁedsj'w:mbgsl History/Promotions | |

List of Crew Effects for Custom Dedlaration

When Level of Warning (Code

Verbal Warning Verbal Warning

New Update Delete Print
Figure 3-55 List of Crew Effects
r List of Crew Effects for Custom Dedaration
Code Qty|value|trans Date|Entered |Remarks

1-VCR/ DVD 1 3/18/2010 |3/18/2010 12:43:14PM

[10-Wine (bs.) | 4 | [8/22/2016 |12/9/2016 11:38:23 AM |
-

To add or delete an item,

1.
2.
3.

Retrieve the account and navigate to Effects/Warning tab.
Under the List of Crew Effects for Custom Declaration section, click Add.

At the Code field, select the item from the drop-down list, enter the quantity and
transaction date.

Click Save to save the record.
To delete an item, select the transaction and press Delete.

At the confirmation prompt, select Yes to complete the deletion.

ORACLE"
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Warnings

Figure 3-56 Crew Warning

ﬁ Crew Warnings

— Warning For -

SaFetyr'I"'urber.:
Position: 7

Department: Humekeepng

Warning Code : | VER Verbal Wamning -
Warning Level : | 0 Verbal Warning |
When : | 1212015 00:00
Place : |Crew Cabin
Issued By : |I-|umekaepng Manager
Shoreside leave denied l I
from-to Date and Time
required :
Selection of warning text : |u4&mcd:.i1d'rtvtknngh5pectll
Warning Text:
Action Taken :
oK Cancel

To Add A Warning

Retrieve the account and navigate to Effects/Warning tab.

Under the Warnings section, click New.

The Warnings function enable the Ship operator to record any warnings given to the
crew, be it verbal or written and by severity.

At the Crew Warning window, select the Warning code, Warning level, and enter
When, Place and Issued By in the respective fields.

ORACLE"
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4. Insert a Shoreside leave denied period froml/to, if any.

5. Select the warning type from the drop-down list, enter the warning text and action taken
against the crew.

6. Click OK to save the record.

7. To update a warning record, double click the item and update the necessary information,
and then click OK to save the changes.

8. To delete a warning, select the line item, click Delete and click Yes at the confirmation
prompt.

History/Promotion Tab

ORACLE

The History tab stores future and past reservation records, as well as the promotion/demotion
during the crew’s tenure. Other than the Future Reservations section where one insert, edit
and remove a reservation, the rest of the information on this window is not editable.

Figure 3-57 History/Promotion Tab

&} Oveview QuickFunctions CrewMembers Safety Reports Options Security About Exit
Department Selector

CredtCards | Sefetylno | Fiohtib |  Doaments | Revemedndyrr | GstomIne | Comments |
cewinfo | DscRoutepn | Irvokce | mvecewino | comsesacets | oterimfo | efecpvamngs |History/P

(a8 Selected) |

Crew Found: 2 Selected: 1

[Cabin_hame
3

N

Previous Reservations

From o [Position I

Future Ressrvations

From To
8/23/2016 8/29/2016 1234 Mo

| Ewected | checkedow | Checkedin

| concelied

New Edit Remove

[ tosom

x Im [ sl n e [s el o[ a[ ol

wile e e Fa e o e |

IIWIZIAN

New Edt Remove

Table 3-19 Field Definition of History Tab

Field Description

This section stores previous reservations by
date, cabin number, notes and overall stay
duration. Records are captured once the crew
checks out.

2 This section stores the future reservations.

During System Date Change, the system checks
the future reservations records for expected
embarkation that falls on the next system date
and automatically renewed them to Expected
Arrival.
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Table 3-19 (Cont.) Field Definition of History Tab

___________________________________________________________________________|
Field Description

3 This section stores promotion/demotion
history of crew during their employment.

Creating Future Reservation

1. Click New to open the Future Reservations form.

2. Enter the Cabin number and select the Expected Embarkation/Disembarkation
Date.

3. Clicking OK saves and inserts the record in the Future Reservation section.

Figure 3-58 Creating Future Reservation

) Future Reservations -

Cabin 1015

Expected Embarkation Date

131j01/2015 ¥
I+ins/0z2/2015 =

Expected Disembarkation Date

Ok Cancel

Editing Future Reservation

In the Future Reservation section, select the future
1. Enter the Cabin number.

2. Select the Expected Embarkation Date and the Expected Disembarkation Date
using the drop-down list

3. Click OK

Adding Promotion/Demotion

1. In the Promotions/Demotions section of the crew, click New.
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Figure 3-59 Adding Promotions /| Demotions

% Mew Promaotions/Demotions ot
Current Department : |N|:| Department
Current Position : |N|:| Position
Mew Department : | 125 Hotel Department j
Mew Position ; | 1388 3rd Purser\Crew Purser j
When : |3/4/2015 ]
=l

Reason for Promotion : |

Remarks ; |

oK Cancel

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

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

Get Credit Cards Function

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

Updating Credit Card Details

1. Atthe Search Panel, search for the crew, then click the Get Credit Card in the Crew
Handling window to open the blank Credit Card Entry form.

2. At the blank Credit Card Entry form, swipe the credit card through the magnetic card
reader, and the system auto populates the credit card details.
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Figure 3-60 Setting Credit Card Spending Limit

Credit Card Entry

— Card Details :
EURDCARD
Mumber: =
Mast
Expiry Date:
Owner:

I".?
Fd
? ¥ Set Spending Limit I
Lat o
[Manua! | 0K | Cancel |

I Credit Card Acueeted I

3. Select the Set Spending Limit to enter the credit limit of the card.

Manual Update of Credit Card Details

1. Atthe blank Credit Card Entry form, click Manual.

2. Manually enter the card information —credit card number, expiry date and
cardholder’s name, and then click OK to save.

Figure 3-61 Manual Credit Card Entry Form

Credit Card Entry
— Card Details
Murnber: I Credit
Card
Expiry Date: I
Cwner: I
IUse the card to pay for the following invoices ;
[ Al Invoices
[T Irevoice 1
[T Irvoice 2 o
™ Irevcice 3 [T set Spending Linit
[T Irvoice 4 ¥ Make this card active
Swipe | oK Cancel
| |F'Iease enter card number
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3. Click Yes at the CC Check prompt to update the credit card details onto the crew
account.

4. You can view the stored credit card details in Credit Card tab.

Figure 3-62 Crew Handling Credit Card Tab

[ coite | OsAmesg | iwocei000 | Mueewlnfo | CorssSCots | Oterlnf | effectsmarnngs ] History Promotons
CredatCards | safetyinfo | Agtinks | Doaments | Revewedrshrer | Costominbo | Comments |
Mumber of Cands registered: 1

L

Sgrature Caphuored
Set Min Auth | Mianual Increment View Authonzanons I Actroabe Card | Set Card Limit I
Deactvaie Card | Remove Card | Print Recept |
Reward Cards
Active |Card Mumber Date [Card Owner
i i
View Authorizations Incuine Ponts J Redeem Porits | Restore Powits

Registering Multiple Credit Card

You can store multiple card type of a crew for ease of settlement and is particularly useful

when the crew decide to settle part of their invoices invoice using different card at the end of
the voyage.

1. Repeat steps 1 to 3 of Updating Credit Card Details.

2. You will receive a prompt asking confirmation to register more than one car. Select Yes at
the CC-Check prompt.

Activating Credit Card for a Particular Invoice

1. At the Credit Card tab, select the card to activate, and then click Active Card.
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Figure 3-63 Activating Credit Card by Invoice

@ Activate Credit Card L x

Caﬁd Ni:‘ : RERREE XL

Use the card to pay for the following invoices ;
[~ All Invoices

™ Invoice 2

[T Irvoice 3

[T Imvoice 4

Activate |

2. Select the invoice at theActivate Credit Card prompt and click Activateto activate
the card.

3. The chosen invoice are shown in the Invoice column and the card is set as
Active.

Figure 3-64 Multiple Credit Card Assignment

| Guest Info ] D\s«:,Ro.ne,P'rJ;] Inveice; 0.00 THmGuzs:h‘D] Service Info ] Activity Viewer ].Re',!nml\'!al\fze.' History
" Credit Cards 1 Commenis ] Other Info ] TraxelDoc:.mentsT Custom Info ] Guest History ] Loyalty/ Track It

Signature Exist

Capturing a Signature with Signature Device

Similar to Guest function, if a Signature Capture device is installed, you can store a
sample of the crew signature in the Credit Card tab.

Safety Info

The Safety Info tab provides a view of the assigned Safety assignment of a crew
member. All the information shown in this tab is updated through the Muster List
Assignment function.
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Figure 3-65 Safety Info Tab

[ Crew Info T Disc,Route,Pkg T Invoice: 0.00

T More Crew Info T Courses & Certs T

Otherlnfo |  Effects/Wamings

History Promotions

CredtCards |  SafetyInfo | Figtio | Doaments | Revenuedmayzer | Custominho | Comments
-~ Safety r~ Safety Assigr and Remarks
Manning Number: Fire Duties
0030 LIFEBOAT PREP. TEAM. STB.LIFEBOAT 9, FWD.
Required:
Abandon Ship Duties
Life Boat: 2ND COMMAND LIFEBOAT 9 FWD BOWSING TACKLES
Lifeboat 9
Special Emergency Duties
Safety Department: LIFEBOAT PREP, TEAM, STB.LIFEBOAT 9, FWD.
Safety Comments:
Muster Station:
Musterstation §
Safety Group:
Safety Role:
Safety Function:
Safety Function Description:
PPD Category : Regular Crew
™ Excuse from Safety Dril
Safety History
Number [startDate

Flight Info Tab

The Flight Info tab stores the crew flight assignment and their home airport location, enabling
you to schedule their flights and transfers closer to home airport.

Flight Assignment

You can enter the Arrival/departure flight information and transfers arrangements in the Flight

Assignment section.

Figure 3-66 Flight Assignment in Other Info Tab

Flight Date :

| 29/08/2015 00:00

Flight Carrier /Mo :

Flight SeatNo: |

Flight Class : |

Passenger Mame I
Record (PNR):

[T Onboard Aidine Chedk In
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To Add an Arrival / Departure Flight Details

1. In Flight info tab, Flight Assignment section, click Add.

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

3. Click OK to save the record.

You can only use the Edit assignment to edit the Transfer price, number of bags,

bag label or Seat number.

Figure 3-67 Edit Flight Assignment

Transfer Price
Number of Bags :
Bag Label :
Flight Seat No :

Flight Class :

— Guest Flight Options

100

2

e w

15

To add a Home Airport

1. Atthe Home Airport section, click the Airport field.

2. Select the code from the drop-down list for each field, and then enter the validity of

the home airport.

Documents Tab

ORACLE"
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The system stores details of the crew passport, identification or any travel documents
captured through passport/ID scanning device in this tab. This information are purged at the
end of the cruise or according to the policy defined by the Ship.

Figure 3-68 Travel Documents Tab

Invoice: 0.00 W Maore Guest Info T Service Info ] Activity Viewer T Revenue Analyzer History
Other Info Travel Documents I Custom Info ] Guest History T Loyalty/ Track It

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

Document Number:

Document Issue Date:
Document Expiry Date:
Document Issue Country:
Document Issue Place:

First Name:

Last Name:

BirthDate:

MRZ 1:

MRZ 2:

MRZ 3:

Number of Entries:

Valid From:

Alow Duration of Stay:

Add New ‘ ‘ £dit ] Remove

Table 3-20 Field Definition of Travel Documents

___________________________________________________________________________|
Field Description

Document type configured in Administration
Module, For example, passport, identification

Predefined Document Type card.

Document Type Type of Visa

Document Name Document type

Document Number Passport or ID number
Document Issue Date Document issue date
Document Expiry Date Document expiry date
Document Issue Country Country document were issued
Document Issue Place Document issued place

First Name First Name

Last Name Last Name
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Table 3-20 (Cont.) Field Definition of Travel Documents
]

Field Description

Birthdate Crew Birthdate

Code MRZ1 Machine Reader Track 1

Code MRZ2 Machine Reader Track 3

Code MRZ3 Machine Reader Track 3

Number of Entries Number of entries allowed

Valid From Validity of document

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

Adding / Editing a Travel Document

Figure 3-69 Travel Document Add/Edit Window

Documents Add/Edit

 Document Details

Predefined Document Type: || Document Name: I

Document Type: I Issued Place:

Issue Date: Last Name:

|
Document Number: I First Name: I
|

Expiry Date: Code MRZ1:
Birthdate: Code MRZ2:

Issued Country: Code MRZ3: I

valid From: Number of E”h'iES:I Allow Duration of Stay: I

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

Document Holder's Photo
Capture from Reader

|v¥ Assign to Account

Upload File

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

2. Choose all applicable information from the list or manually enter them.
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3. Click Upload File to upload the picture or scanned document.
4. Click OK to save the travel document.

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

Revenue Analyzer Tab

The Revenue Analyzer provides you an analysis of the selected crew by date, department
and transaction number order. It comprises two tabs - Department Details and Item Details.
By default, information displayed on the window is imploded and only the transaction date,
net total and gross total are shown. To view a detailed information, check the Expand All
checkbox or manually click the ‘+I-* key to show/hide the column. You can also click the
arrow down key on header to further expand the information of respective column. This
feature is also available in Management, Guest Handling function.

Figure 3-70 Revenue Analyzer Viewer Window

[ Credit Cards ] Comments ] Other Info T Travel Documents T Custom Info 1 Guest History ] Loyalty/ Track It l
Guest Info ] Disc,Route,Pkg ] Invoice; 39.00 ] More Guest Info T Service Info ] Activity Viewer 1 Revenue Anahrzer]
Department Details 1 Item Details ]
[v Expand Al
= J Net Total|Gross Total
E12015-01-29 Embarkation Day | =12 10,00 10,00
| Total 10,00 10.00
FE 5.00 5.00
Lo IT 5,00 5,00
= 14.00 14,00
i 14,00 14,00
| |Total ] 29,00 29,00
=12015-01-30 Isiand Tour at Danang [=1: Ry e 10,00 10,00
! [Total 1000 10.00
[Total 10,00 10.00
Total [[EF .00

Table 3-21 Field Definition of Revenue Analyzer

Field Description

Transaction Date Date transaction posted.

Department Financial Department.

Transaction Number System generated transaction ID.

Total Sub-total of each Financial Department.

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

Gross Total Gross amount (Total value before discount)

Custom Info Tab

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

The Comments tab is designed to handle multiple follow-ups on feedback received. It
can be on services rendered, facilities, cabin and others. You can scan and attach an
image file besides manually entering a comment.

Figure 3-71 Comments Tab

Other Info )

Crew Info ] Disc,Route, Pkg ] Invoice: 9.00 ] More Crew Info 1 Courses & Certs ] Effects/Warnings History/Promotions
Credit Cards I Safety Info l Flight Info ] Documents I Revenue Analyzer I Custom Info I Comments
B a Comment ( Comment ] Resolution ] Document Image ]
1% 12/6/2017 9:49:03 AM| by a
Selection: ‘Sele:fed aew j
Entry Date [2/672017 5:48:03 Am
Entered By (User) [
Entered By (User ID) [
Reported By (Person) [
Assigned To [ j
Comment Category ‘ =]
Guest Comments e
Action
Subject [ j
Comment Type [
Resolved By(Date/Time) [ 3 /20/2015 ;I [g :49:03 AM s
Add Comment  Remove Comment | O [o.00
[V Urgent [~ Sensitive
‘ Spell Check | Comment Department Involved ‘ >

Adding a Comment/Sub-comment

Click the Add Comment.
In the Comment tab, select the appropriate fields from the drop-down list.

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

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

When you select a Comment and click the Add Comment, it created a sub-
comment, with the Comment Category and Comment Description being
defaulted to the main comment, and they are not editable.

Attaching Image File

ORACLE

Select a comment and navigate to the Document Image tab.

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

Click Save to save the image to the database.
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Resolving a Comment

Resolving a Comment
1. Select the main comment and then navigate to Resolution tab.

2. Enter the Resolved by (Person) and Resolution Description, and then check the
Resolved checkbox.

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

4. Checking the Resolved checkbox sets all sub-comments as resolved.

Figure 3-72 Comment Resolution Tab

=] a Comment Comment 1 Resolution I Document Image
B3 CABSAF|23/08/2015 10:49:32|Complaint - Service by T
# 23/08/2015 11:04:40 Complaint - Service by TESTEF
Entry Date [23/0872015 11:12:46
Entered By (User) [TesTer,
Date/Time Resoived ‘23,-05!2015 :J |11:12:-16 =
Resolved By (Person) ‘
Resolution Code [ |
Resolution Description
Comments
< >
External Code [
Add Comment Remove Comment
d Cost [o.00
| Spell Check ‘ ™ Resolved

Renew Reservation Function

1. Navigate to the Check Out tab in Search Panel.

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

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

4. Click the Re-New Reservation located in the Crew Handling window.
5. Atthe New Crew Reservation prompt, select Yes to renew the reservation.

6. Click Edit Information to change the expected arrival date and any other required
information.

Check In Function

Crew joining the cruise are expected to checked-in to the system prior to boarding, and these
reservations are categorized under Expected tab.

1. Retrieve the reservation from the Search Panel, Expected tab and then click Check In.
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Closing an Account with Close Posting

2. Atthe Check In prompt, select Yes to check in the reservation and print key card
at the same time.

Check Out Function

At the end of the voyage, all crew account must be checked-out from the system. This
is to ensure all accounts are in balance before performing a System Cruise Change.

To check out a crew,

1. Retrieve the reservation from the Search Panel, Check In tab and then click
Check Out.

2. Atthe Check Out prompt, select Yes to check out the reservation.

3. If the account is unbalance, you will be prompt to settle the invoice before
proceeding. Click OK to return to the crew account.

Figure 3-73 Unbalanced Invoice

Check-Out -

Unbalanced Invoice
Check Cut not DOME

See Pay Invoice section for steps on how to settle an account.

Print Board Card Function

ORACLE

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

1. Retrieve the reservation from the Search Panel and then click the Print Board
Card.
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Figure 3-74 Board Card Number in Crew Info Tab

Cabin Information
Cabin Cleaning State
Crew Cabin:

Status:

Clock infout Status:
Department:
Position:

National ID:

Embarkation:
Port:
Disembark:
Port:

H/Bar S/Chg Start
H/Bar S/Chg End
Stay Overnight Shoreside

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

3. The Status of the printed card is reflected in the Batch Board Card Printing window. If the
card status is failed, clicking the Reprint All failed print jobwill reprint it.
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Figure 3-75 Batch Board Card Printing

Board Card Printing

4. If the board card fail to print, check the Interface or Printer connectivity.

Resetting a Board Card

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

1. Retrieve the reservation from Seach Panel and then click the Reset Board Card.

2. Atthe Reset Board Card prompts, select Yes at the Recreate Cards prompt.

<) WARNING:

WARNING: This process invalidate all previously issued cards.

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

The Board Card function enables you to print board cards by batch, based on the criteria set
in a template.

See Advanced Board Card Printing User Guide for detail setup and printing.
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Safety

Every crew on board are assigned with specific Emergency roles and you can define them in
the Safety management function within the Safety tab. The defined emergency roles can be a
standard when assigning emergency functions across the fleet, based on the crew
accreditation.

Muster List Setup

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

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

Configuring Standard Muster List Setup

ORACLE

Figure 5-1 Standard Muster List Setup
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Found: 760 Safety Poston & [ z]
Assred Not Assgre
5 . Safety Team @ [BRT BRuDGE TE K|
Requred 13 746
Optional 1 [ Safety Role @ [o WE J
Suvival CaftFuncion @ | |
Aty Maming
Descriptor
e Number @ ipion Muster Staton @ [ =
1
L] jm lg:m Uife Boat @ [LR20 L R |
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& [Safety Officer Current Assigned Crew
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Y Deck
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Search Panel

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

Search Panel

The information to display in Muster List Setup is manage using the filter selection of
the Search Panel, for example, filter by Safety Department, Safety Group, Muster
Station, Safety Position, In Port Manning (IPM group), Emergency Function, Life Boat

or Life Raft.

Figure 5-2 Muster List Setup Search Panel

|Safet§.-' Department j.ﬁ.ll Safety Department)

|safety Role _~ | all safety Role)

Manning Mumber

Search
Found: 192
Assigned Mot Assigned
Required 3 188
Optional 1 0
. Manning -
Active Number Description
0aan MEdil:E'l
0000 IND COMMAND LIFERAFT
Housekeeping
0001 OPERATIONAL COMMAND
Deck
L COMMANDER. LIFEBOAT
Deck
0003 FIRE TEAM 1LEADER
Deck
Ll COMMANDER. LIFERAFT
Deck
0003 COMMANDER. LIFEBOAT
Deck
0005 COMMANDER. LIFEBOAT

In the Summary Section,

e You can see the total number of Required/Optional Safety Numbers Assigned/

Unassgined

ORACLE

5-2



Chapter 5
Definition Tab

» Active Safety Numbers has a check mark in the Active column.

Definition Tab

The Definition section defines the safety number associates to the safety information.

Figure 5-3 Definition Tab

Definition

491 characters left

Comphance: o e
Manning Number

Safety Department

Safety Position

Safety Group

Safety Role

Safety Function

Muster Station

Ll Led L L Led Led e

Life Boat

Current Assigned Crew

Active Date From Date Untl Status First Name

Scheduled Crew

Active Date From Date Untl Status First Name

Assignment History

Last Name

‘ Active Date From Date Untl Status First Name

.;Js Definition | Ah  Energency Dutes & Elghaty 4 Oril Defnition

Last Name:

Table 5-1 Drill Definition Tab

Field

Description

Compliance

Manning Number

Safety Department

Safety Position

Safety Group

Safety Role

ORACLE

Safety Number flag - Required or Optional.

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

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

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

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

Crew Safety Role. Reference to Administration,
Safety Setup, Safety Role.
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Table 5-1 (Cont.) Drill Definition Tab
]

Field Description

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

Muster Station Muster Station assigned to the Safety Number.

Reference to Administration, Safety Setup,
Muster Station.

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

Current Assigned Crew Crew currently assigned to the Safety Number.

Scheduled Crew Crew scheduled to the Safety Number.

Assignment History Past records of crew assigned to the Safety
Number.

Comments Additional comments pertaining to the Safety
Number.

Emergency Duties Tab

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

Figure 5-4 Emergency Duties Tab

Fire Duties 0il Pollution Duties

Comments: 466 characters left Comments: 961 characters left
Safety Group [ALMs ass, LEADER. | [oPERATIONAL Safety Group [ (undefined) | [oPERATIONAL COMMAND

COMMAMND,BRIDGE. test =
Safety Role 2COMLE 2 ND COMP Safety Role {undefined)
safety Function ABOSUN ASSISTS Bi Safety Function {undefined)
Muster Station {undefined) Muster Station {undefined)
Abandon Ship Duties Medical Duties

Comments: 451 characters left

Safety Group | (undefined) J LIFERAFT 4 Safety Group {undefined) (OPERATIOMAL COMMAND
Safety Role (undefined) Safety Role {undefined)
Safety Function (undefined) Safety Function {undefined)
Muster Station (undefined) Muster Station {undefined)
General Emergency Duties Emergency 7 - User Definable

Comments: 465 characters feft Comments: 500 characters left
Safety Group | (undefined) J (OPERATIONAL Safety Group | {undefined) J

COMMAND/BRIDGE. testl

Safety Role [Gndefred) <] Safety Role [wndefred) <]
Safety Function [Gndefned) <] Safety Function [ndefred)  ~]
Muster Station [Gndefined) =] Muster Station [Lndefredy <]
Man Overboard Duties Emergency B - User Definable
Comments: 481 dharacters feft Comments: 500 characters left

Safety Group [ undefined) | |oPERATIONAL COMMAND Safety Group [ (undefined) =l
Safety Role [ndefined) 7] Safety Role [ndefied)  ~]
Safety Function ’W‘ Safety Function ’W‘
Muster Station [Gndefned) 7] Muster Station [ndefied) <]

. £
\7.;,3 Definition ;/flj\ Emergency Duties ‘ Eligibility a Drill Definition
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Eligibility Tab

Eligibility Tab

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

Figure 5-5 Eligibility tab

Eligibility
Requirements Required Courses
ClsoLas Primary: | Substitution For "Course 5 |
Ship Safe
Bl iy Selected Code Name A [ selected Code Name
Cothers
[Z]Man Overboard Team - CAOL CourseA ] Ca02  CourseB
o Palution Team = CAD2 |CourseB O CAD3  |CourseC
Mm”“’” 0 [ CAD3 |CourseC ] CRISIS |Criss Managment Certificate
tes
e W] CRISIS _|Criss Managment Certificate ] CROWD |Crowd Managment Certiicate
0 [ CROWD | Crowd Managment Certificate ] £ Enviromental Training
] ENV |Enviomental Traning ] DL 1stinduction ‘A"
0 | ISPS |Bomb Search Training ] MAMS  |Marittmo Abiitato Survival Craft
T e o N
< > < >
‘ Search I Search
Required Operational Positions Required Certificates
Primary: | Substitution For "Cert C A |
= - = Selected Code Name A Selected Code Name A
Feac el e = CE03  CertC N 01 CertA
431 ist Baker
=] MO |MO 1995 0O CE02  |CertB
41 1st Butcher | ]
0 | CEDL  [CertA ] PSC |Certificates Profidency Survival Craft
193 1st Electrican
0 CE02  |CertB 0 FADVAN [Basi Safety Traning
pis I Enomeey 0 I CPSC|Certiicates Profidency Survival Craft l FBASIC  |Firefighting Basic
o et 0 FADVAN  |Basic Safety Training 0 ™Mo MO 1995
32 nd Baker 0O | PABOOK |Panama Seaman Book ] PSR Personal Safety & Sodal responsability
war . e  — — T L S ——"Ta—T— -
162 2nd Bosun 2 sl 5
=]

42 2nd Butcher i
Search
1 JEAVA | — ‘ & o

E

Table 5-2 Eligibility tab Field Definition

Field Description

Requirements Reference to governing authorities’s
requirements for selected position to be
onboard at all times.

Required Courses Courses required to be completed by Crew that
either are attached to this Safety number, the
selected primary course or substitute course.

Required Operational Positions Operational Positions requires in the Safety
Number.
Required Certificates Mandatory Certification held by crew who are

assigned to the Safety Number

Drill Definition Tab

The Drill Definition tab is a view only window and it displays information of drills assigned in
Safety Drill module. See Safety Drill User Guide for more information on drill setup.
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Figure 5-6 Drill Definition Tab

Drill Definition

Once Unit of
Every  Frequency

Status Code Desaiption Type Required x Days After Embarkation

Location Instructor
Location Comment Name Function
v v
Schedule Summary
Drill Date Scheduled Count  Excuse Pending Count  Excused Count Attended Count

:Li} Definition & Emergency Duties x Eligbiity a Drill Definition

Adding Manning Number

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

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

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

5. Click Save to save the Safety Number.

Duplicating Manning Number

You can duplicate a Safety Number when majority of the information are the same.
To copy the Safety Number,

1. Select the Safety Number from the Search Panel and then click Duplicate.

2. Update the necessary information and then click Save to save the record.
Deleting Manning Number

You can delete a Safety Number that are not in use, simply by selecting the Safety
Number and then click Delete.

Configuring Advance Muster List Setup

ORACLE"

The Advance Muster List Setup has less tab than the Standard Muster List Setup. It
comprises two main tabs, which are Definition and Eligibility.

Definition Tab
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Configuring Advance Muster List Setup

In the Definition section, you can define the safety number associated to the safety
information and it has additional fields compared to the Standard Muster List setup.

Figure 5-7 Muster List Setup Definition Tab

Definition Comments 500 charst
Compliance: o
Manning Number poo: MASTER
Safety Department [ ~]
Safety Position [ J
Safety Group [ |
Emergency Station | =l Muster Station ‘- -]
[ =N o] ks[5 =
Safety Functon | =]
Safety Role [ =] Critical E 2 v
List Group [LsT _[
Current Assigned Crew
Active Date From Date Unti Status First Name Last Name

Active Date From Date Untl Status

First Name Last Name

Assignment History

‘ Active Date From Date Unti Status

s Definition & Eligibiity

First Name Last Name

Table 5-3 Muster List Setup Field Definition

Field

Description

Compliance

Manning Number

Safety Department

Safety Position

Safety Group

Emergency Station

Safety Role

Safety Number flag - Required or Optional.

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

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

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

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

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

Crew Safety Role. Reference to Administration,
Safety Setup, Safety Role.
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Table 5-3 (Cont.) Muster List Setup Field Definition

___________________________________________________________________________|
Field Description

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

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

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

Critical E# An indicator flag if the Safety Number is a

critical Emergency Number.

Eligibility Tab

The information contained in this tab is similar to the Eligibility tab in Standard Muster
List Setup.

To set up the Advance Muster List Setup, see steps in section, Adding Manning
Number.

Muster List Assignment

The Muster List Assignment function is where you assign a specific Safety Number to
crew members onboard or expected to arrive.

This function is the second option from the Safety menu, and the assignment is done
by either Function or Person. The behavior of the Muster List Assignment is
dependent on Parameter defined in ‘Safety’, ‘Allow Multiple Safety Number
Assignment’.

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

Standard Muster List Assignment

Active Muster List Assignment — Standard

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

The Assign by Function tab has two sections:

»  Muster List and Eligible Crew, and the

» Assign by Person consist the Crew List and Eligible Function.
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Assigning Safety Number by Function

Figure 5-8 Standard Muster List Assignment
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Figure 5-9 Advance Muster list Assignment by Function
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‘Save Active Muster List ‘ Reload Active Muster List ‘

In Assign by Function tab, you will see a summary of assigned/not-assigned count, with a list
of all Safety Numbers associated to a position of the Muster Station underneath it.

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

You are allow to save or reload the Active Muster List in both tabs.

Save Active Muster List: Saves all current safety number assignment as backup in a
text file format.

Reload Active Muster List: Allow restoration of backed up safety number assignment
based on the saved muster list file. You can use this function to undo all the changes
after activating the Schedule Muster List.

Assigning Safety Number by Function

ORACLE"

1. Inthe Muster List Assignment window, click Active and Assign by Function.
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Chapter 5

Assigning Safety Number by Person

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

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

Emergency Duties.

Figure 5-10 Emergency Duties Information

B3 Emergency Duties

Safety No: 0003

Fire Duties

Safety Group: W
Safety Rale: m
Safety Function: W
Assembly Paint: ’—

Abandon Ship Duties

Safety Group: ,—
Safety Rale: ’—
Safety Function:

Assembly Paint: ’—

General Emergency Duties

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

Safety Function: RBCOMM RESCUE BOAT
Assembly Paint: F Musterstation A

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

Comments: 357 dharacters left

IAT THE SCENE OF EMERGENCY.IN
ICHARGE OF INVESTIGATIOM, FIRE
[TEAMS ,COOLIMG TEAMS ETC.,
UNDER STAFF CAPT. CO-
IORDINATIOM - FIRE TEAM N® 1

Comments: 480 dharacters keft

~

]

ICOMMANDER LIFERAFT 4

Comments: 350 characters feft

\AT THE SCENE OF EMERGEMCY.IN
ICHARGE OF INVESTIGATIOM, FIRE
[TEAMS ,COOLING TEAMS ETC.,
UNDER STAFF CAPT. CO-
IORDINATION - FIRE TEAM 1

Comments: 479 characters leff

~

v

RESCUE BOAT COMMANDER.

0il Pollution Duties

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

Assembly Point: F Musterstation A

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

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

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

Comments: 464 cdharacters left

IALERT AMD PREPARES THE FIRE
FIGHTING

Comments: 475 dharacters keft

IASSIST MOBILE COORDINATOR

Comments: 500 characters feft

Comments: 500 characters feft

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

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

3. Select the desire Crew name and then click Assign Function. Only crew with on-
board status can be assign.

4. Atthe confirmation prompt, click Yes to proceed and this places a check mark on
the Assigned column or No to return to previous window.

Safety Number by Person

In Assign by Person tab, crew on-board/expected is listed.

In Eligible Function section, crew that matches the eligibility function to the Safety
Number is shown, including the courses taken if they are defined in Parameter
‘Safety’, ‘Display Valid Courses on Muster list Assignment’.

Function that are assigned has a check mark besides them and information on the grid

may vary depending black filter selection.

Assigning Safety Number

1. Inthe Muster List Assignment window, click Active and Assign by Person.

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

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

Emergency Duties.
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Scheduled Muster List Assignment - Standard

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

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

Un-assigning Safety Number by Function
1. Select the Crew you wish you unassign and then click the Unassign Function.

2. At the confirmation prompt, click Yes to proceed.

Scheduled Muster List Assignment - Standard

ORACLE

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

In the Scheduled tab, the system checks and ensure only qualified Onboard and Expected
crew members are assigned to the specific emergency functions.

The assignment of Safety number per crew or by onboard/expected is manage by Parameter
‘Safety’, ‘Allow SafetyNo Assignment to Onboard or Expected’. See Appendix —
Parameter for further details.

Figure 5-11 Standard Schedule Muster List — Assign by Function
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Scheduling Safety Number by Function

Figure 5-12 Advance Schedule Muster List — Assign by Function
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[safety Posnon ] [(asatery positon) = Erbarkation FromTo: [} 112/27/2015 =] [z -]
[Both Expected/onboard Crew) =] Disentark FromTo: [ 12/27/201¢ =] [Tz =

y, e | T
p Activate Scheduled Muster List

That Information displayed in Assign by Function tab is similar to Active Muster List
and it has additional filter by Embarkation From/To and Disembark From/To in
Eligibility section.

Scheduling Safety Number by Function

ORACLE

1. Inthe Muster List Assignment window, click Schedule.
2. Select the criteria from the drop-down list.

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

4. Navigate to the Eligible Crew section and further filter the information to display.
5. Double-click the Crew name to view the Crew Eligibility Status and course history.
6. Select the desire Crew name and then click Assign Function.

7. At the confirmation prompt, click Yes to proceed and this places a check mark on
the Assigned column or No to return to previous window.

Un-assigning Safety Number by Person
1. Select the Crew you want to un-assign and then click Unassign Function.

2. At the confirmation prompt, click Yes to proceed.
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Scheduling Safety Number

Figure 5-13 Schedule Muster List Assignment by Person
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Ll

The function in Assign by Person is the same as Assign by Function, with an added
functionality to customize the grid display color scheme for crew onboard or expected.

Scheduling Safety Number

1. Inthe Muster List Assignment window, click Schedule.
2. Select the criteria from the drop-down list.

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

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

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

Activating Muster List

In the scheduling mode, the Activate Scheduled Muster List activates all the changes made
to Safety Number/Functions assignment. Once this is activated and committed, you will see
the changes in the Active Muster List.

1. Under the Eligible Crew section in Schedule Muster List, click Activate Scheduled
Muster List.
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Figure 5-14 Activate Schedule Muster List

v X

Activate Scheduled Muster List

Completed

Activating Scheduled Muster List...
Assigned new function 2051 to A
Assigned new function 2051 to A

2 Crew records

[+ Save tologfie

Skark |

2. In the Activate Scheduled Muster List dialog window, check the Save to logfile if
you wish to save the process into a log.

3. Click Start in the dialog window and select Yes at the confirmation prompt.
4. The number of records processed are shown at the status bar.

5. During this process, the system checks and prompt a warning if discrepancies are
found; for example, the status of the assigned crew is still in Expected status or
new crew has the same safety number as existing crew onboard.

Figure 5-15 Crew Safety Number

Warning! El

i The system has detected that there are crew members which have been assigned safety numbers but still in expected status,
Please ensure they are checked-in in order nok to risk violating the safety compliance,

0000 TESTER CREW 003

[ Question ﬁ

I.-f" - | System has detected that the NEW crew, 1 has the
L same safety number as an existing onboard crew.

Press 'Yes' to keep both safety numbers assigned for checked in crew
and newly embarking crew OR

Press 'No’ assign the safety number for the newly embarking crew and
unassign it for the checked in crew.

No
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6. Click Exit once the process status shows Completed. The log file is saved in Oracle
Hospitality Cruise program folder.

# Note:

The system is able to automate the Safety Number assignment without
prompting a dialog box based on value define in Parameter, ‘General’,
‘Duplicate Safety Number Action’. See Appendix — Parameter for more
information.

Refresh Scheduled

The Refresh Schedule functionality imports previously saved Activate Schedule Muster List
into current Schedule muster list. For emergency assignment prior to embarkation date, the
Safety Officers is required to compile the current crew manifest and import into the
Scheduled.

Re-importing of the current crew manifest allow the Safety Officer to determine the status of
newly embarked crew and those scheduled to disembark, and ensures the Muster List has
the current data and assignments.

Refreshing a Schedule

Figure 5-16 Confirmation of Re-Import

Confirmation

This will re-import current Active Muster List data into the Scheduled
' Muster List.

Last Import Date - 8/2/2016 11:55:38 AM.

Select Yes to proceed.

1. Click Refresh Schedule at the ribbon bar.

2. Take note of the last import date at the confirmation prompt before proceeding. Once
proceed, the system refreshes and overrides any unsaved Scheduled Muster List with
the Active Muster List.

Show Duplicate

The system only permit one (1) Emergency Function per crew member, with the exception in
Scheduled Muster List where same function assignment to an Expected Crew Member and
Onboard Crew member is allowed. You can use this function to show all duplicate
assignment and correct where necessary.
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Depending on the selected tabs — Active or Scheduled and when you click the Show
Duplicate, the system prompts a list of duplicate Emergency Function assignment.
Safety Officer is required to re-assigned the Emergency Function to a unique crew
member, if any.

Export

1. Inthe Muster List Assignment window, click Export to export all the data.

Figure 5-17 Export to Excel

[x]

Export to Excel

Exporting record 426 of 639

Export |

2. System launches the Microsoft Excel application and transpose the information on
a spreadsheet when the export completes.

3. Save the file to your chosen location.

4. Click Exit to return to Muster list Assignment window.

Violation Overview

It is mandatory for crew to complete certain courses/certificates related to their safety
number but not all are on the eligible operational position list, or vice versa. In the
Violation Overview window, you can filter and view the violation, if any. You must have
access right #4655 — Access to Violation Overview granted in order to access this
function.

Figure 5-18 Safety Violation Overview

[y Violation Overview x

Last Name First Name Manning Number Safety Department ational Positon  Status Embark Date Debark Date  Crew External Id

Vidaton Type  [Both ~|
Cox
1Operational requirement violation
Qualification requirement violation
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You can only choose one of these violation from the drop-down list:

1. Operational Requirement Violation: Crew with Safety number assigned but
Operational Position not linked to assigned Safety Number.

2. Qualification Requirement Violation: Crew with Safety number assigned but does not
fulfil the primary/substitution course and certificate required for that safety number.

3. Both: Crew that violates both the above requirements.

To view the violation, select the Violation Type from the drop-down list.

In Port Manning

The In Port Manning (IPM) is a special function that enable Safety Officer to assign and
schedule crew duty whilst the ship docked at port. This function is enabled with Parameter,
‘Safety’, ‘Allow to use a special In Port Manning handling’ = 1.

The following setup must be in place before you use this function, and they are configured in
Administration, Safety Setup and System Setup. See Administration User Guide, Safety
Setup.

* |PM Group or otherwise known as Safety Group
- Safety Roles

» Safety Department

* In Port Occurrence

e |PM Parameter
IPM Port Occurrence

The IPM Port Occurrence distinguishes the Safety Occurrence of some IPM duties or
functions that could be different when the ship docked at different type of port. For example,

* At Port: Ship is docked alongside the port
* Tender: Ship is docked at Tender Port
* Undefined: Ship is at Sea Day

The occurrence is link to System Cruise in Administration, System Cruise Setup. IPM Port
Type.

In Port Manning Setup

The IPM Setup consists of two tabs; an Overview and IPM Setup. Multiple IPM Group can be
set up with safety functions defined on each one. In each of the IPM, only one Safety
Department is allowed to be assign and is based on the IPM Port Occurrence.
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Assigning IPM Group

<& Overview QuickFunctions Crew Members BoardCard Safety Reports Options Security About Exit x
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Table 5-4 Field Description of IPM Setup Window

Field

Description

IPM Groups/Functions
Assigned

IPM/Safety Role

Occurrence Required

Required

% Required of The Group

List of available IPM Groups

Indication of IPM Group currently assigned
if checkbox is ticked.

Defines the Safety Department the IPM
Group belongs to.

Occurrence based on selected port and IPM
Group.

Port Only: Belong to specific Safety
Department Occurrence at Port.

Tender Only: Belong to specific Safety
Department Occurrence at Tender Port.

Port/Tender: IPM Group applicable to both
type of port.

Define the number of required crew
member(s) to remain onboard to perform
the safety function and this may be
overwritten. This value take precedence if
no value is define in % Required of The
Group.

Define the minimum number of crew
onboard by percentage. If the number of
crew in the group changes, the required
crew onboard changes automatically based
on the percentage specified. For example, a
safety group with 20 crew members and %
is set to 50%, the required crew is 10.

1. From the Safety Menu, select In Port Manning Setup from the drop-down list.

ORACLE
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2. Navigate to IPM Setup tab and select the Occurrence Required and Safety
Department.

3. Select the In Port Manning Groups/Functions then click the right arrow.
4. Inthe Required or % Required of The Group field, enter the desire value.

5. Use the Search function to search for the IPM Group. The search field is case sensitive.

Defining IPM Eligibility

The eligibility of IPM is based on crew members Operational Position, Emergency Functions
(Muster List) or Course and Certificates. The selection can either be one or both of these
criteria.

1. Atthe IPM Setup window, IPM Compliance section, double-click the IPM/Safety Role
Description field.

2. Select the eligibility by Operational Positions, Emergency Functionsor Course and
Certificates per each IPM Group.

Figure 5-20 IPM Setup Eligibility

@ ¢
H Save ‘ -’/:\ ) Bxit ‘
TL - TEAM LEADER
Selected : 3
Staff Engineer, st Engineer, 2nd Engineer
Eligible Operational Code Operational Position =~
(] 111 Chief Engineer
112 Staff Engineer
113 1st Engineer
] 114 2nd Engineer
(] 115 3rd Engineer
M 116 Cadet Engineer
] 117 Hotel Engineer
M 128 2nd Purser W
Found : 309
Search: [ Search
Departments: I{M} LI
?‘;} Operational Positions Safety Function Courses & Certificates
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* Operational Positions- Crew members whose position matches the selected
operation position.

» Safety Function- Crew members whose safety Number assigned is the same
as the selected safety function.

» Course & Certificates- Crew members have either completed the selected
primary course or selected substitution course AND primary certificate OR
selected substitution course.

3.  When you un-assign the IPM Group from the Safety Department, the system
checks if the IPM Group has crew member assigned in the IPM Assignment.

4. If the answer is yes, you will receive a warning message before you are allowed to
proceed.

5. When the IPM Group has crew member scheduled, un-assignment of IPM Group
from the Safety Department is not allowed.

6. Click Save to save the selection, and then click Exit to close the window.

Overview of IPM Setup

he eligibility of IPM is based on crewmembers Operational Position, Emergency
Functions (Muster List) or Course and Certificates. The selection can either be one or
both of these criteria.

This function shows all the required Head Count, Eligible Operational Positions,
Emergency Functions, Required Course and Certificate per each Safety Department,
IPM Group/Function.

Figure 5-21 IPM Overview Window

IPM/Safety IPM/Safety Role Required  Eigble Position Eigble Safety Eligible Safety Required Course Required Course. Required Required Certificate
Role Code Description Headcount Codes. Function Code  Function Names Codes Names Certificate Codes. Names
1 1 | 1

Safety Department  Port/Tender Eigble Pasiton Names

111,166,101, 102,1 | !
03,103

Admninistration

Tender lmoc ‘mmcmn

|Captai, Staff Captain, 1t Officer, a1 Course A ce01 lcerta
Safety Officer | !

a,
MEMBER 137,138, 136A, 1 Mg, CadetPurser\Crew Purser, 3 | | |CAO1  |Course FADVAN asic Safety Traiing

[Port/Tender (M
Engine:
» TEAM LEADER

Shig's Command Port/Tender | 24DIC ISECOND TN COMMAND 2

R0

On this window, the assignment of eligible Operational Positions or Emergency
Functions is performed by double-clicking the field name.

IPM Assignment

ORACLE

Other than setting up the IPM, the Safety Officer is require to assign crew onboard
based on their eligible criteria to the respective IPM Group. In this function, only crew
that are onboard are shown in the IPM Assignment window. Crew that has signed-off
will not be listed.

Assigning Crew to IPM Group
1. From the Safety menu, select IPM Assignment.

2. Inthe IPM Assignment window, choose the Occurrence Required to display, and
then select the Safety Department from the drop-down list.
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IPM Scheduling

The Operational Department to display is default to All. Choose the department, if
required.

Select the Type of Eligibility to display and/or type of crew to filter from the drop-down
list.

Check the Assigned check-box to assign the selected crew from the grid individually or
use the Select All to assign all crew shown in the grid.

Crew with multiple assignments has additional IPM Code in Belongs to IPM column. To
view crew with multiple assignment, select Crew with Multiple Assignment from the Filter
option.

Once a crew is assigned to the IPM Group, the number of crew assigned to the IPM
Group then populates into the Compliance Requirements.

Some of the IPM Groups could have the same eligible Operational Positions or
Emergency Functions and some crewmembers may appear or assign to more than one
IPM Group, depending on the Ship’s operation.

Assignment of a crew to multiple IPM Group is controlled by setting the Parameter,
‘Safety’, ‘InPortManning Enable One Crew Assighment per Group’ to 0. If the

Parameter is set to 1, the system prompts a dialog before removing the Crew from
previously assign IPM Group.

To un-assign the crew from the IPM Group, un-check the Assigned check-box and at the
message prompt, select Yes to confirm.

IPM Scheduling

IPM Scheduling Tool allow the Department Head to schedule daily task for crewmembers on
duty when at port, based on the set up in IPM Group and IPM Assignment.

ORACLE

In the IPM Scheduling window, the system displays IPM Groups per department based on
IPM Port Occurrence setup for that day. See IPM Port Occurrence for more information.

In the Scheduled Crew Members section, the system display the list of crew members
according to the respective IPM Assignment and crew embarkation/disembarkation within the
system cruise date.

Crew that has IPM duties are not allowed to go ashore. The Gangway Security staffs receives
an alert when crew swipes their card at the gangway. This setting is configured in
Administration, Security Alert Setup using a script. Please consult Oracle Support for
more information.
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Figure 5-22 IPM Scheduling Window
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In the window, only the crew with IPM Assignment is able to view other crew within the
same IPM group.

For example:

Crew A, B, C is eligible to IPM Group — Commander Lifeboat. Assign crew A, B to
same IPM Group, where crew C is not belong any IPM group. If crew C login, IPM
scheduling will not show any available crew for scheduling. If crew C is assigned to
IPM group and login, IPM scheduling then shows all available crew that belong to
same group of logged in crew.

Scheduling a Crew

1. Inthe IPM Scheduling window, select the date and the Safety Role from the Daily
Schedule Overview by Safety Department.

2. Inthe Scheduled Crew Members section, check the Scheduled checkbox of the
crew.

3. Inthe Time Range editor, check the checkbox and adjust the time accordingly,
and then click Update to populate the new time.

You are allowed to schedule one crew duty in advance over the period of current
cruise. If crew member is assigned to more than one IPM groups, only one duty per
day is allowed.

If scheduling is performed on the same day as the System Date, the system only allow
you to schedule crew members whose status is onboard. This is to prevent accidental
assignment to crew members who are already ashore and not able to perform the
duty.

All scheduled performed on past cruises is not modifiable.

Ashore Deny List

ORACLE

This function restricts the crew movements by denying them from going ashore, using
either by Safety Number, Nationality, Name/Cabin/Crew ID or Manning Number.
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Figure 5-23 Crew Ashore Denied List
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Denying Crew From Going Ashore

1. From the Safety Menu, select Ashore Deny List option.

2. Select the Cruise Date from the drop-down list and click Refresh.
3. Select the tab to add the deny list then enter the search identifier.
4

In the Additional Information section, enter the date to deny from/until and reason in the
comments field

o

Click Add to add the crew name to the selection grid and then click OK to confirm.

6. Denied crew name(s) with its Operational Position, denied From/Until date and
Nationality are shown in the grid.

7. To remote the name from the Denied List grid, select the name and then click Remove.
Use CTRL +- or SHIFT + to remove crew name by batch.

8. At the confirmation prompt, select Yes to proceed.

9. Click Close to return to the main window.

ORACLE 5.3



Reports

ORACLE

A set of operational reports are pre-installed with the software, and additional customized
reports may be added through the Administration module, System Setup, Reports Setup.
Printing a Report

1.
2.

6.

From the Crew File Menu, select Reports option.

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

Navigate to Print tab, and select the available Selection/Criteria.

Select a Printer, Print Range and Copies to print from its respective section, and then
click Print.

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

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

Batch Reporting

You can print a set of departmental reports by batch, and these reports are predefined in
Administration module, System Setup, Reports Batch Printing Setup.

To print the report by batch,

1.
2.
3.

Select Reports Batch Printing from the Reports options.
In the Batch Reports Printing window, select the batch number to print.

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

The Options Menu is an area where you set up the hardware and devices supported by
SPMS, and is accessible from the Crew Main Menu.

General Tab

In the General Tab, the options to switch on/off is determined by checking the respective
checkboxes. By default, the checkboxes are un-checked.

Figure 7-1 Options Menu — General Tab

Options
| General I Colors | Hardware W Video Parameters ] Document Scanner |
G al Internet PC Mode & Contral
[T Hde BCard Wizard information Card Charge Type : |Fued -
[T Default to Department field in Pay Invoics saeen I Use Time Biodking for Guests
™ Use Separate Print Job for board card printing and encoding [ Use Time Bloding for Crew M
¥ Enable Access to Micros Database in Management (If configure in PAR) ™ Enaida Dady Limit for Crew Mambars
[ Disable Camera (Restart Apphcation Require)
Aurthorization
Change Cabin Password:
Change Cabin Status Password:

Colors

The Colors tab allows you to define a standard color scheme suitable for your operations.
These colors can be easily change by clicking the color bar and then choose the color from
the color chart.

Hardware

In the Hardware tab, supported peripherals, printers and devices are configured. The window
varies depending on the type of report printer’s you select. Please contact Oracle Hospitality
Cruise Customer Support for compatible hardware list.

Video Parameters

This section defines the video format, source and type of compression to store in the
database.

Document Scanner

You can link a scanner for scanning specific forms in this tab. Contact Oracle Hospitality
Cruise Customer Support for compatible hardware list.
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Field Definition

This section allow you to customize the crew reservation window labels in Crew’s
personal/additional/visa details tab.

Figure 7-2 Field Definition Tab

Options

General T Colors

T Hardware T Video Parameters T Document Scanner | Field Definition | Support

Q) Crew Reservation Setup
El-ep Field Definition
Personal Details
Additional Details
Addresses
Documents

Spedfy passenger's personal /additional fvisa details that should be made avalable
for editing. You may specify if columns are required and their default value. The
default value must match column data type.

ﬂ [~ Field Properties

Description: Salutation

Status: visible, editable v
Required: | W]

Default Value:

ORACLE"
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Security

Login

ORACLE

In the Security menu, function such as User Login, Passenger movement from ship to shore
or vice versa, statistic count of passengers on-board or at shore side can be found.

The Login function enable you to logout/login from current session, either using a Function
key (F8) or select the option from the Security menu.
Change Password

The Change Password function allows password to be reset. You are required to login prior to
accessing this function.

1. From the Security Menu, select Change Password option.
2. Enter the New Password and Confirm Password and click Apply.

3. Atthe Password successfully changed prompt, click OK.
User Logdfile

User Lodfile records all transactions performed by users by date and time order. This
information’s are retrievable using the available filters such as by user, type of activities, date,
time or workstation. Transaction logs are also printable and exportable to supported file
format.

Gangway Lodfile

The Gangway Lodgfile records the gangway movement for all passengers going ashore or
coming onboard. Information’s are searchable by location, movement directions, type of
passengers, date, time, cabin no and name. Retrieved information’s are printable or
exportable to supported file format.

Count Onboard/Shoreside

The Count Onboard/Shoreside shows the security count of total crews, number of crews
onboard or at shoreside, and the count are shown by the type of crews.
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Figure 8-1 Count Onboard/Shoreside
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Port/Visa Requirement
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Display Security Count
Count
Guest Total: 1327
- Onboard: 1324
- Shoreside: 2
- Shoreside(OverLAND Tour): 1
Resident Total: 2
- Onboard: 2
- Shoreside: 0
- Shoreside(OverLAND Tour): O
Craw Total; 835
- Onboard: 835
- Shoreside: 0
- Shoreside(OverLAND Tour): 0
Visitor Total: 1210
- Onboard: 0
- Shoreside: 1210
Total: 3374
- Onboard: 2161 (D visitor(s))
- Shoreside: 1212 (2 non-visitor{s]))
- Shoreside(OverLAND Tour): 1

Reset Seaurity Counters
v Guest
Resident

4 T

Crew/Staff

<

Visitors

Show

Count

| Close l

reset.

Guests/Crew Onboard

The status of the guest can be change by,

Clicking the Go Ashore / Go Onboard.

Clicking the Gangway Log to open the Gangway movement log.

Port/Visa Requirement

ORACLE

To reset the count, click the Reset Security. The messages prompt varies on each

The Guest/Crew Onboard lists all crew onboard, with the Last Coming On-Board
status being displayed when selecting the crew’s name.

You can restrict the crew that has travel restrictions on their travel document from

going ashore on port day. Once setup, the system prompts a notification window when
a restricted crew passport/travel document is swiped at the Gangway.
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Port/Visa Requirement
Figure 8-2 Port/Visa Requirement
& Port/Visa Requirement
— Setup
Date & Time From [27/3/2015 00:00: 15 Date &Time To |27/08/2015 23:00:00
Remarks Port I {not applicable) LI
Apply To {* Pax and Crew
" Pax
" Crew
— Conditions
Mationality MY Malaysia ;I Visa Type |B2 Tourist Visa LI
Add Mew Delete | Save Close |
Mationality | Visa Type Start From Lntil Remarks

27/08/2015 00:00:01 23/08/2016 23:00:00

Mationality of MY Malaysia without document B2 Tourist Visa not

allowed for port entry From 27/8/2015 00:00:15 Teo 27/08/2015 23:00:00

1. From the Security menu, select Port/Visa Requirement.

2. Click Add New, enter the Date/Time From/To field, and select the Port from the drop-
down list.

3. Atthe Conditions Setup section, select the Nationality and Visa Type from the drop-
down list and clickSave.

4. At the Insert Confirmation prompt, select Yes to confirm, then click Close to exit.
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Appendix A. Parameters

This section describes the Parameters available to Crew module, and they are accessible
from Administration module under System Setup, Parameter.

Table 9-1 PAR Group Safety

PAR Name PAR Value Description
0 - Standard Safety Drill
Handling;
1 - Advance Safety Drill
Advance Safety Drill Oor1 Handling
Course Code for Boat XXX Qualifying course for Boat
Commander Commander.

Allow Multiple Safety Number 0or1
Assignment

Allow to use special In Port Oor1
Manning handling

Auto Set Ashore Denial During
Drill Scheduling

Display Valid Courses On
Muster List Assignment

Operational Position that
Receive Message

Allow SafetyNo Assignment to
Onboard And Expected

InPortManning Enable One Oor1
Crew Assignment per Group

(XXX=COU_CODE)

0 - Do Not Allowed Multiple
Safety Number Assignment

1 - Allow

0 - Disallow,
1 - Allow

Specify duration before a Drill
starts that going ashore is
denied. Duration in minutes.

Display list of important
courses on Muster List
Assignment window.
PAR_VALUE should contain
COU_CODE separated by
commas (eg. 331,321)

Crew of certain operational
position to receive warning
message in Active Muster List
when there is expected crew
in the muster list

0 = both onboard and expected
crew per safety number

1 = one crew per safety
number at any one time

0 = Crew is allowed to be
assign to multiple IPM Group

1 = Crew is not allowed to be
assigned to multiple IPM
Group.
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Table 9-2 PAR Group General
|

PAR Name

PAR Value

Chapter 9

Description

Duplicate Safety Number

0,1,20r3

0 = Prompt for further
action

1 = Keep both safety
numbers assigned for
checked-in crew and
embarking crew.

2 — Assign Safety Number to
newly embark crew and un-
assign checked-in crew.

3 = Remove the safety
number from expected crew
and maintain safety number
for checked-in crew. This
option is perform in silent
mode
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