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Preface

The Management module is one of the core module of Oracle Hospitality Cruise. It maintains
all passengers/crew’s profile, reservations, billings and other requests during the voyage.

Audience

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

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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Front Desk Function

The Front Desk Menu comprises functions such as Cabin Overview, Posting Overview and
Check-in/Check-out status, which provides you a high level monitoring and overview of the
operations.

1.1.

Reports

The product is pre-installed with a set of operational reports. You can create and add
customize reports through the Administration module, System Setup, Reports Setup.

Figure 1-1 Reports List

I~ Expand Al

Reports List

--?l 10c US Immigration

[} ays1a Passenger - General

Cabin Ocoupancy for Expected
- Pax Cabin Occupancy for Onboard
- Free Cabin List Passengers

- Mo Show Passengers by Cabin

- Special Requests by Department - ...
- Spedal Requests - Delivered

- Spedal Request Report

- Amenities Report - Not Delivered

- Amenities Report - Delivered

- Pax Cabin Ocoupancy

- Expected Passengers Birthdates List
- Onboard Passenger - Teenager List
--Expected Passengers - Teenager List
- Expected Passengers - Teenager ...
- Cabin Changes Repart

- Passenger - Print Picture

- Children and Teens (by age groups)
- W.LP. Guests

- Handicapped Passengers List

--1J.5. Customs Gift Shop Report

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

- Pax cabin occupancy total

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

- Passengers with Visa (Select Visa ...

Print T Preview

@ Report Status:  Report{rpt) exist in database

Selection/Criteria

- 0Onboard Passengers Birthdates List B

Occupied From: 17032016

To: 17/03/2016

Printers

Printer: Adobe PDF

Status: Idle
Port: Documents\*.pdf

[Properties]

Print Range Copies

Mumber of copies:
% Print Al

~ Range

Page From: |1 To |

Orientation:

Collation:

Il
IPortrait i l
IDefauIt - l

- Passengers without Visa -

Search

Custom Excel
Export

Printing a Report

1.

From the Front Desk file menu, select Reports option.

ORACLE"
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Chapter 1
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Expand the report folder in the Reports List section by clicking the (+) key.
Select a report to print.
Navigate to the Print tab and select the Selection/Criteria and relevant fields.

Click Print or navigate to Preview tab to preview before printing.

@ o » w N

To export the report, repeat the above steps and 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. Select Reports Batch Printing from the Reports drop-down list.
2. In the Batch Reports Printing window, select the batch number to print.

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

Passenger Disembark Assistant Setup

This function allow you to organize meeting time, location and luggage drop off point
for debarking passengers by date.

Figure 1-2 Passenger Disembark Assistant Setup

X Passenger Disembark Assistant Setup IEIIEI
H )
Save Undo Exit
I~ Expand All
----- 3 25/08/2015
..... [_1 28/08/2015 Name |Grcup B
----- (L1 29/08/2015
----- [ 30/08/2015 Tag Name (Group B
----- (1 o6/09/2015 =
..... ] 29/09/2015 Colour | | =5
----- [ 30/09/2015 Max Passanger 50
----- [0 28/10/2015
----- _1 31/10/2015 Disembarkation Time [10:00:00 _
----- 1 03/11/2015 - -
----- [ o4/11/2015 Meeting Time 09:00:00 =
(3 20/11/2015 Meeting Location [ 112Pool Deck |
----- [0 26/11/2015
_____ (7 29/11/2015 Luggage Location 112 Pool Deck ~|

----- 1 25/12/2015
----- [0 31/12/2015
----- [0 os/01/2016
----- [C1 31/03/2016
----- [0 07/05/2016
----- [0 13/08/2016
----- [0 28/08/2016
-3 31/08/2016

..... ﬂ Group A
. Group B
----- [0 28/04/2017
1 24/08/2017
----- [0 03/11/2021

----- [0 01/07/6478
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Adding a Debarkation Group
1. Inthe Passenger Disembark Assistant Setup form, click Add New.
2. Enter all the required fields and click Save.

3. Click Exit to close the form.

# Note:

You cannot delete the group if there is passenger assigned. You must first
unassigned all the passenger from the group before proceeding.

To remove a debarkation group, select the group from the list and click Delete.

Child Locator

The Child locator function enables you to monitor the location where a child is checked in to,
based on their reservation status — Expected, Check-In or Check-Out, and the guardian
assigned to take care of the child.

Figure 1-3 Child Locator

Event1 pcation: |@n | | | epected: 30 NO GUARDIAN ASSIGNED
Cabin/Name Beeper | Checkdn: 3
Show All Expected: [show Al Expected =] || chedeout: 4
Refresh
~ Current Check In Location ——————— ~ Relocation
| | | EventLocation: [Study Room =] | | MewLocation: [(Co not move) =]

[™ set default location

Check-Oiit | Print Band 1 Mave |

Checking In a Child

1. From the Font Desk menu, select the Child Locator option.
2. At the Children Locator window, click the Check In tab.

ORACLE" 1-3
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3. Select the Event Location, Cabin/Name and/or Show All Expected, then click
Assign Beeper.

4. If you are handing out a beeper, select a beeper number from the Beeper section
and click Assign Beeper.

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

Figure 1-4 Child Locator Pick Up

{* Passengers in same cabin
™ Passengers with same booking number
" Passengers from guardian assignment
" Search Name/Cabin: I

[T Allow to chedk out without supervision
[~ Print Band

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

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

Checking Out a Child

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

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

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

Changing the Pick up Person

ORACLE' 1-4
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1. At the Check-In tab of the Child Locator window, right-click on the child name and select

Change Pick Up Person.

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

cabin.

Advance Board Card Printing

The Advance Board Card Printing prints the board cards by batch, based on the criteria

template configured in Administration module.

Figure 1-5 Advance Board Card Printing Window

B Advanced Board Card Printing -ﬂ
Select BCard Template IVIP LI
—Card Type
@ Guest ¢ Crew (" Group ( Visitor (& GiftCard Nationaiity: I:"S'”:' LI
—Made a copy of the existing card (For Guest Cards Only) —— | Product: I(.-!.II]- ;I
 Yes " No Pre-product I(.-!.II} ;I
— Group ID Award Level; I(AII]- LI
Group ID |
—User Define Filter
“Age VIP Status [ -
A Fi IlB Ti |299
ae rem ° Birthdate WITH v
—Cabin
From I
Cabin ~ I
—Manifest §
Err I —Sorting
Manifest To I Sorting 1: INone LI
Sorting 2: ICabin ;I
—Reservation Status Sorting 3: IRES_CAB LI
™ CheckIn ¥ Reservation IUBIUlJZUlG vl
Sorting 4: [uxp_a_name |
Sorting 5: INone ;I
—Group Mame (For Group Cards Only) .
Group Mame Sorting &: INone ;I
Sorting 7: INone LI
— Card Encoded Status
f AlCard " Only Card that had been encoded ¢ Only Card that had not been encoded
—MName
From I
MName
Ta || Cancel | Print |

1. From the Front Desk menu, select Advanced Board Card Printing.

ORACLE"
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Select the BCard Template from the drop-down list to populate the predefined
fields.

# Note:

You can change the selected fields(s) manually before printing.

Click Print to print the board cards.
At the dialog box indicating the number of records to print, select Yes to continue.

In the Batch Board Card Printing window, the printing progress of the board card is
shown and if there is an error, this is reflected in the Status column.

BoardCard Wizard

You can perform a quick board card printing by guest, crew, group, visitors or gift card
using the Board Card Wizard.

1.
2.

8.

From the Front Desk menu, select BoardCard Wizard option.

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

At the following wizard window,
» Select the type of board card to print and click Next.

e Choose an option to encode — using existing card number or newly generated
a card number, then click Next.

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

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

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

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

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

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

Click the Finish button to proceed.

At the Batch Board Card Printing window, you will see the number of cards that
are successfully printed or failed.

Click Close to exit and return to the main menu.

Check In/Out Status

The Check In Status provides a real time status of expected check in for the day. it
shows the number of reservations for the day, checked in and remaining check in at
that time.

ORACLE
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Similarly, the Check-Out Status shows the total of reservations checking out, checked-out
and the number remaining.

Cruise Comment

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

1. From the Front Desk menu, select the Cruise Comment option.

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

3. Enter the comment in the blank field and then click OK to save.

Cabin Availability

The Cabin Availability provides you an overview of the available cabin by date, deck,

category and/or features, and a view by deck plan. It also shows the current cabin cleaning
status and the number of available berths.

Figure 1-6 Cabin Availability

Available Guest Cabins

Cleaning Status | Total Berth
10000 Suite Cat.01 DECK10 VC 1

10007 |VersndasuteCatos | oeoaw | oo | 1 |
1005 |penthouseDewesuteCatos | Deckw | o0 | 3 |
1007 |penthouseDeesuteCatos | DEckw | o0 | 3 |
010 |penthouseGrandSuteCatos | DEckw | o0 | 1 |
1013 |penthouseGrandSutecatos | oeckw | oo | 3 |

SPA Suite Cat, 10 DECK®O | ob | 3 |

— Search Criteria

0D = Occupied Dirty
. 0OC = Qccupied Clean
Date From : |29m 1/2015 ':I [1BAL Balcony VD = Vacant Dirty
Date To : [07/02/2015 <] [JBUT  Butler Service ¥C = Vacant Clean

. Al [[]CON  Connecting Door

Category : Al Count : 25

Searching for Available Cabin

1. From the Front Desk menu, select Cabin Availability option.

2. In the Selection Criteria, select the Date From/To, Deck and Category from the drop-
down list.
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3. Select the Cabin Features using the check-box, if any.

4. Click Refresh to refresh the view.

Viewing Availability Using Deck Plan

Figure 1-7 Deck Plan Viewer

5 Deck Plan Viewer = B
Search Criteria Legend Selected Cabin
Date From : [3501/2016 =] || Avaiable 8103 Fit o Wicth
01 Partially Avi Cabin Type: Yeranda Suite Fit to Height Show Classic Cabin
DateTo: |07/02/2016 = y tvallcble Catll? 259
Ocoupied ] Cabin Design:Pax 50% Select
Count: 188 E— 00 oo e
Awailable Berth 4 100%
OutofOrder ] 125% Cancel
Refresh 150% =
Outofservice | 175% v
— T - =
= m‘ | T
Lounge
Restaurant r Bar
8108 Jmm iam I| a114. | &5 Library ] Pub
S
Main Deck

1. From the Cabin Availability window, click Show Deck Plan.
2. Inthe Selection Criteria, enter the Date From/To, then click Refresh.

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

Cabin Overview

The Cabin Overview shows you a quick view of all cabin status by date, category,
cabin clean status and occupant’s name. You can also update the cabin clean status
by batch from here.

Figure 1-8 Cabin Overview

e Cabin Overview o] B =
Cabin  Cin, 3015 01022015 02/02/2015 03/02/2015 04/02/2015 05/02/2015  06/02/2015 2| Avaiable Cabins
Type  Sta. Saturday Sunday Monday Tuesday Wednesday Thursday  Friday
—1 |Cabin__[Detais apadt' A
W Suite Cat01 1
Suite Cat. 01 1
' Suite Cat.03 1
Suite Cat.02 1
IsPR 13 v
E1 S| v
Selected Person :
e———
\
101 0D Test
CAT.09
=]
K| »|  Embarkation: 31/01/2015
Disembarkation: 05/02/2015
Number of guest: 1
Category [a1 =] cleaning [ =] sortorder RV | (KIS  Coon 1002 W AutoRefiesh ShowFree Cabn
icon) ee
Deck [l | Designation [Guest ~| e || . Date 310172015

Batch Update Cabin
Clean Status

Navigating through Cabin Overview
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On the Overview window, the cabin number and category are shown, with its cabin
cleaning status next to it

If the cabin is occupied or block for an expected guest, the name appears on the grid
from the date booked until check-out.

To search for a specific category or cabin cleaning state, use the filter fields.

To show the Available Cabins of the window, select the guest name then click Show Free
Cabin.

Batch Update of Cabin Clean Status

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

1.
2.

4,

Cabin Status

At the Cabin Overview window, click Batch Update Cabin Clean Status.

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

Cabins matching the criteria are shown. Check mark the cabin number check-box to
select or use the Select All option.

Choose the Clean Status from the drop-down list and click Update.

You can set the cabins into unavailable mode over a period of time for servicing or
maintenance purposes through function.

Figure 1-9 Cabin Status Change

(e Cabin Status Change - oIE2
Staterooms Search Criteria
Room |Details Deck Status A :
Veranda Suite Cat.07 DECK08 VD ek INI -1;
- |veranda Suite Cat.07 DECK08 vC Category : [veranda suite Cat.07 |
Veranda Suite Cat.07 DECKO8 VC
- Veranda Suite Cat,07 DECK08 vC
Veranda Suite Cat.07 DECK08 VC Count : 20
o |Veranda Suite Cat.07 DECKO08 vC
Veranda Suite Cat.07 DECKO8 vC Cabin Status
- Veranda Suite Cat,07 DECK08 vC
Veranda Suite Cat,07 DECKOS vC Status [out of Order -l
- |Veranda Suite Cat,07 DECKOS S Block from [31/01/2015 1
Veranda Suite Cat.07 DECK08 [0}
- |Veranda Suite Cat.07 DECKO8 BL Block until [03/02/2015 Jl|
Unavailabiity Reason |Prevenh've Maintenance
Veranda Suite Cat.07 DECKO8 vC
- |Veranda Suite Cat.07 vC Cabin Status :
Veranda Suite Cat.07 DECKO3 Ve AV = Available | VC = Vacant Clean | BL =Blocked
|Veranda Suite Cat.07 DECKO3 vC v 00 = Out of Order | OS = Qut of Service
oK Cancel
1. From the Front Desk menu, select Cabin Status option.
2. Inthe Search Criteria, select the Deck and/or Category, then click Search.
3. Cabins matching the search criteria are shown on the window. Select the cabin, then

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

5. Click OK to proceed and update the status shown in the grid. Blocked cabins are
highlighted in light orange in the Cabin Overview window.

Postings Overview

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

Figure 1-10 Posting Overview Window

® Postings Overview [el® =
Al Financial Departments Postings
[ Date | Total | Discount=1 [ Discount #2 [vatTax | Payer | Buyer [ user | Trans.id [a
[V Excude Disable Department Code | b | 2308/2015 | 10.00] 11
23/08/2015 10.00 [
£ 23/08/2015 A | [ 23psfz015 | 10.00 |
6 1000 Cruse package 1 23872005 | 10.00] |
(%3020 Room Service
<) 3021 Room Service - Beverage
3022 Room Service - Champagne
23 3023 Room Service - Food
43 3024 Room Service - Tobacco .
< I | > < o
Filter
Total Balance: 40.00UsD Date from: | 23/08/2015 - To: |23/08/2015 -
No of postings: q
Gross Balance® 40.00USD Account Type: |(Al) hd User: | (Al) -

From the Front Desk menu, select Postings Overview option.
Select the Cruise Date.
Select the Department code to view.

Postings of the selected department code are shown.

g w b P

Double-clicking the transaction opens the posting details window and display the
bill image.

Amenities Overview

ORACLE

The Amenities Overview function provides you a single view of all the amenities
requests, be it pending delivery or delivered. You can always add new amenities or
edit the existing ones.

Figure 1-11 Amenities Overview

= Amenities Overview =8 Eon === |
il ol o . i |
Checkedn [suo/2015 |0s:00 |FRUITB/1011 [Fruit Basket 100 0.00|Jane G Undefine
Selection Criteria
CabinjName: [ Cabin Category [a =
Delvery Dte From: [os/10/2014 =] DelweryDateTo: [s1o1/2015 =l
Delivery Status: ) ~] Group: [mione) -
Reservation Status: [ ~] Prepaid Prebooked: [a -]
Extemal Brochure Code: ] Ocaurrence: I tew
Type 2/Sender 2: I Delvery Drvision: M El Bt | Debvered |
Amenity Comments: [
Refesh ] Cose |
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Viewing Amenities Request

1. From the Front Desk menu, select Amenities Overview option.

2. In the Selection Criteria, choose from the available filters and then click Refresh.
3. Information matching the selected criteria are displayed at the window.

Adding/Editing/Delivering Amenities

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

ltinerary Overview

In the Itinerary Overview, you will find the daily activities available to each cruise by Location,
Package or Counselors. Such information are entered in the System Cruise Setup, Itinerary
Setup.

Figure 1-12 Itinerary Overview

g Itinerary Overview [
[~ Criteria Activity
I Details T Reserved T Packages ] Tables '] Sea:s."ﬁ-_'f-:ets]
= Qg Locations Graph
| :é& 23/02/2015  HK/VN/BKK 31/01/2015 31/01/2015
. 44§ 03/02/2015 Hong Kong/Vietnam/Bangkok 15:00 16:30
- =48y 31012015 A I 20mn. | somn. [easwaeel
| El_ﬁ Main Dining Room Description
31/01/2015 15:00 HighTea | Type: Dining ho Waiting List
3] : 31/01/2015 18:00 Pre-dinner Cockt. Title: High Tea Mo ticket
31/01/2015 19:30 Danner Description: High Tea
iy Demographics
€ 29/01/2015 Vietnam Hong KongMacau Age Range: 0-999 not restricted Gender: Al
‘l! Packages Family: All Group:
Counselors Marital; Al
Tirne and Place
Deadline DT: Meeting DT: 31/01/2015 00:00
Location: Main Dining Room
Meet Place: Main Dining Room
Clothes: Casual
Comments:
Pricing
Adult Cost Price: 20,00
Department: Child Cost Price:
Booked: 0 Max Available: NfA MfA
< > Waiting List: 0 Min Required: 1 Enabled

1. From the Front Desk menu, select Itinerary Overview option.

2. Expand the Locations or Packages container, then double-click on the Cruise Date to
display available activities.

3. Expand the Activities to view the details.

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.

ORACLE 1-11



Figure 1-13 Flight Overview Window
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-

i
Flight Dates

=-§§8 23/05/2010
iR 29/05/2010
- FfM 30/07/2010
- f§N 31/07/2010
¥ 07/08/2010
[N 13/08/2010
-8 06/11/2013
N 29/04/2014
=-§§8 22/08/2015
- 29/08/2015

+ Add Flight
b i

[V Show All Fiights

Flights Overview

— Flight Information -
Direction : lm_il
Connecting : Yes ¥
International  |Yes >
Flight Carrier [—
Flight Number : l—
Flight Time: IOSOO—

Flight Departure/Transfer Details -

Time (24HH:MM) :  |00:00

Date : iv129/08/2015

Airport : Not Specified - I
City :
Country : g - I

Hotel Details -

Name : | Date Check In :
Address : | Date Check Qut :

FightCapacity: [
Flight Occupancy : ]k—
DefaultMoofBags: [
Bag Label : ]7
Transfer Price 1—

Flight Arrival Details

Time (24HH:MM) :  |00:00

Date :

Airport : Mot Specified v
City :
Country :

OK Cancel

Viewing of Flight Details

1. From the Front Desk menu, select Flights Overview option.

2. Expand the date of the Flights Overview window.

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

Adding/Removing Flight Information

g @ b P

In the Flight Overview window, select the date
Right-click and select Add Flight.

Enter the Flight Information.

Click OK to save.

then select Remove Flight.

ORACLE

To remove the Flight Information, select and right-click the Flight Number, and
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Comments Overview

Figure 1-14 Comments Overview Window
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Batch Reporting

) Comments Overview == |

Selection Criteria C] 3 Comment [ Comment ] Resolution 1 Document Image 1
Date of Comments From:  [29/91/2015 = |0 [31/01/2015 = 2 :
Comment Code: | Selection: [setected guest =]
Resolution Status: (all) -
Comment Group: (Al ~ Entry Date [
CommentReportType:  [(A) ] Entered By (User) | ™ ]
Comment Urgent Status:  [(al) = Entered By (User ID) | |
Comment Sensitive Status: lh Reported By (Person) | ]
Comment Category: [70) - Comment Code | ~l
Cabin: ] Comment Category | =]
Entered By MamefUser D): [(al) =] Comment Description P
Comment Department ‘
Invalved:
I Ji3

Remarks

Comment Report Type I =

External Code |

£ E Resotved By (Date/Time [30/01/2015 [14:06 =
Add Comment | Remove Comment | Associated Cost o.00
[~ Urgent [~ Sensitive ™ Internal
Spell Check. | Comment Department Involved | A

1. From the Front Desk menu, select Comments Overview option.

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

3. Information matching the selection is shown in the Comment section.

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

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

Revenue QOverview

ORACLE

The Revenue Overview function provides you a comprehensive view of the daily revenue per

cruise.
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Figure 1-15 Revenue Overview Window

& Revenue Overview (=N oR =
|SelectCruise | 21/08/2015 QA 04 | Cruise Closed Currency: USD US Dollar
i_ Expand Al
(e pare 7 Buve = frrs D1~ i _
Date v Mai ; S et Total [ Discount] Grass Total
=12015-08-21 Cruise Day - 2nd | =l Balance Account| Opening Balanc [ i -
[Total | i
1
|
1
1
HEncusion i
#IGit Card !
#ISHIP DAMAGE !
#I5PA Pasling |
HService Charges :
#Ticketing |
Total ’
Total
oL | N

From the Front Desk menu, select Revenue Overview option.
Select the Cruise to view the revenue by the day.

Click the ‘“+I-’ to expand or collapse the information.

P O NP

To further drill down the information by User, Payer, Buyer or Transaction ID,
select from the drop-down list.

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

Figure 1-16 Check Mark Boxes

Lise Faye Ly ans Ik |
|

Diep

Binterfaces Day - 2nd =l Balance Account | |
[le .
+ - ¥ 4 X |j| L‘

Add Work Order

With this function, you can add all maintenance work required on board the Ship
whether it is a cabin or public location. Work Orders can be added singly or by batch
using the Criteria Add function.

ORACLE" 1-14



Figure 1-17 Add New Work Order Form
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Add New Work Order -
Work Order Details ]
Work Order Request No: | Priority: |1 Medum -]
Work Order Type: [ELEC Bectrical = Location/Cabin Usable: |1 Usable ]
Task Code: |1 Blectrical = Picture Fle:
Work Order Reported Date: [03/03/2016 11:21 ==
Task Description: |Renla<e fused bub
Comment:
Reported By :
Cabin number
| =l
W Inform Housekeeping Mame of Person Reporting AVO
¥ Print Work Order [
I Rejected
Location Type  Cabn & public ™ Others {Select Category) > | 8L BAR LOUNGE |
Locations (De-Select) Locations (Selected)
d | reame Comment A Add (+) 1d Mame Comment
Forward - Port sic [ os - Port side
Farward - Port sit Remove (-}
Forward - Port sic
Forward - Port sic
Forward - Port sic Adtil
Forward - Port sic
Forward - Starbo Remove Al
Forward - Starbor
Aft .
Forward - Port sic &
e = Forward -Portsic v || ——————————
< > b < 2
Insert New Work Order Shom History oK Cancel

From the Front Desk menu, select Add Work Orders.

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

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

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

At the Reported By Section, select the Cabin number and enter the Name of Person
Reporting AVO.

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

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

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

Click OK to save the work order.

Adding Work Orders by Batch

ORACLE

1.
2.

Repeat step 1 to 6 of Adding Single Work Order.

Click Criteria Add>, to launch the Cabin Selection window.
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3. In the Cabin Selection window, navigate to Search Criteria section, select the
criteria from the drop-down list and check the required filter, and then click

Refresh to update the information in the grid.

Figure 1-18 Cabin Selection Criteria

— Crew Cabins with ALL available berth

716 [OffcerCabn | DbEcko7 | ob | 1 |
718 [OfficerCabin | DECKO7 | ob | 1 |
720  [OfficerCabn | DEcko7 | ob | 1 |
722 [OffcerCabn | DbEckoy | ob | 1 |
724 [OfficerCabin | DECko7 [ ob | 1 |
726 [OffcerCabn | DbEckoy | ob | 1 |
728 [OfficerCabin | DEGKo7 | ob | 1 |

r~ Search Criteria

Mot Occupied From|23f08f2015 < i
Not Occupied To: m C 15 Single Occupancy
Deck : all

Category : Officer Cabin
Cabin Type Crew

4 Bunk Beds

Handicapped
[TJLIFACC Spedal Lift Acce
e Pullman W

LedLefle]le]

Availability: ICabin with ALL Berth available

Task Done:

Task Done Before: | 02/10/2006
Task Done After: |1 03/10/2015

Ldledl<]

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

ORACLE"
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Cashier Function

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

Guest Handling

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

Figure 2-1 Guest Handling

R FrontDesk Cashier Qptions Sgcurity Apout Eyit HEE
e R S CredtCads | Commens | Oterbfo | TravelDowmens | Custominfo | GuestWstory | Loyaity/Trackt |
o Al 5] e 3 3 3 \
[ == | DocRouefiy | Iwoce:000 | MueGuestinfo | Sevieinfo | ActutyVeser | Revenednsizer | Hstory
Guests Founds 3 Selected: 1 - Name, Address Cabin Informaton
£ | ] cobnfneme Al [T i
3 it | s
b 2=
& |y = .
L i Braone
g Emat:
4 — Member of Group
3 o
3 o Dring TabkeSeatrg:
£ I DingLoczgon:
2 2= Bassoort Informaton Custom Info Pax Type/Ciass:
=i |_Je » oped
'g [_)m
= -
z i
5 <
E Lz
3
T
i EE | [
= e I Test
I 2
— AddToDebark |  Remove from vick Clie fcard
. b =~ Grow DeberkGraup | SEVeRCherge | GRC
3 a
— =m:=~.;‘5:ams‘ Create aparty | PrmaryGuest | AddToGrop | Removefiom | Cancdl | e pecervaton| Edtinformaton H
NemePoc [ I Show Erbark Daies -
bt - Shon expected I e I CheacOut ‘ Prt Board Card Pay Tnvoice I Get Credt Card Messages ‘
e copmsses | et e e e |

Search Panel

The Search Panel function enables you to look up a reservation by status - Check In, Check
Out, Expected, Canceled and No Show from the Guest Handling window.
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Figure 2-2 Search Panel

Growp Sehecton Riden: Seleiton
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= =
x —

5 a
| o
B
k] m

T -
£ =
b -
- =
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= == =
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=
el | -
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r B eapected

|
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Table 2-1 Search Panel

Chapter 2
Search Panel

Tab Description

Checked-In This tab list all registered passengers.

Checked-Out This tab list all checked-out passengers of
past and current cruise.

Expected This tab lists all passengers due to arrive
for current or future cruises.

Cancelled This tab lists all cancelled reservations.

No Show This tab lists all reservations that fail to
show up or yet to register during System
Date Change.

Show Embark Dates checkbox includes guest embarkation/

Show Expected disembarkation

debarkation dates in the result list.

checkbox displays disembarking guest of
selected date and cabin.

ORACLE
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Searching For Guest

1. Atthe Search Panel, select the Status tab and then select an alphabet corresponding to
the reservation’s last name. If ALL is selected, this displays all reservations in
alphabetical order.

2. You can narrow down the search using the guest name, document number or cabin
number and date.

Guest Info Tab

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

New Reservation Function

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

Figure 2-3 New Guest Information Window

f_”"';*' -y W
G Hame Documents
U Surmiame Ermvarkabon Date I~ Checked [~ Colected
Preferences
Embarkation Port | S B i
E ke Iritial Port ————————————————— | | Tabie/Seatrg -
S Qthher Hame I Cate I Locaton
Other Frst Mame | = — el Gther Parameter
& T Honendusive Guest Type
T Commen
T Tifle: e - Port. o r Airfseacperator [ Charge for Chedked-Out Calls
e——— Cabin I ;! I~ Switch to Crew in Marifest
Royaity No Muster Stason |W:mmwsmmn;| rﬁwssﬂ'ed:ﬁlﬂl_ Sy sevraght g ese
Mantal 5%t [ (Undefined) 1 S e e [T Group Leader I Allow Kiosk Chack In
vI# (not apphcable) - : [ Comgleted Online Form
| Classification Sy arcng & Mo C Ve Guest Categories
Frequntto® [ Deny Reason l [ Terder Gren 1
Aveard Level Toephanc Pcol] [ iretess Plan
Shore fes. D [ Haional ID i—
Cnboard Enal Fins Mumbe l— F‘-Immmﬂmwﬁil_
Tatal o of Cruss Days ™ Speciel Mead J F
[ Payment 9001 Cash -
Pumber of Cruises R | =l
Disc Template {nct apphcabie) = Remaris Remavks
Passport Information ¥ Manifest Printout
Passpart o Quesee ID 0 Type [Regutar Gt =]
e | e || —
i Lifie Bat [Defait CobinLife Boat =]
Tssue Country | .
Dy Date | _| | - Bocument Image Snagshot (visble oniy from supperted Bocument) Photo
Brthelate
[Brth Place
Pationality |[:'|W .,]
Profession
Gander @ Female (" Mol
Semphonr & Mo T Yes
Erth Malson - ' - ¥ Ammign as Guest Ptire
I Motce And Consent o — l
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Table 2-2 Field Definition of Guest Information Tab (Name)
|

Field Description

Name

Surname Last name of the guest.

Forename First name of the guest.

Middle Initial Middle name of the guest.

Other Name Other Last Name.

Other First Name Other First Name.

Salutation The salutation of the guest.

Title Title of the guest.

Royalty No Additional Title. A user definable label.

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

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

Classification Classification/VIP flag.

Frequent No

Award Level
Shore-Res.ID

Onboard Email

Total No. of Cruise Days

Number of Cruises

Disc Templates

Frequent Cruiser number. A user definable
label.

Frequent Cruiser Award Level.

External System Reservation ID. A user
definable label.

Email contact whilst on board.

Total Cruise days signed up. Information
from data import.

Number of cruises purchased. Information
from data import.

Discount templates applied to the account.

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

_______________________________________________________________________|
Field Description

Passport Information

Passport No Passport number of the guest.

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.

Birthdate Birth date of the guest.

Birth Place Birth place of the guest.

Nationality Nationality according to travel document.
Language Language spoken by guest.

ORACLE 2.4
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Table 2-3 (Cont.) Field Definition of Guest Information Tab (Passport

Information)

Field Description

Profession Profession of the guest.

Gender Gender identifier.

Smoker Smoker identifier.

Birth Nation The original nationality of the guest if

differ from Nationality field.

Table 2-4 Field Definition of Guest Information Tab (Travel Information)

Field

Description

Travel Information
Port Comments
Debark Date

Debark Port

Cabin

Muster Station

On Board
Deny Boarding
Deny Reason

Telephone Pincode
National ID
Handicapped

Handicapped Remarks
Manifest Printout

Queue ID
Shore.G-ID

Life Boat

Additional comments of the port.
Debarkation date.

Port of debarkation.

Cabin number assigned.

Muster Station assigned. Linked to Cabin
number.

On/Off board identifier
Deny boarding identifier
Reason boarding denied.

Pin code setup for outgoing calls and access to
Kiosk.

Local identification document, for example, ID
or Driving License

Disability status of the guest. A user definable
label.

Disability remarks.

Default inclusion of guest in manifest print
out.

Assigned queue ID during embarkation.

Unique Identifier for FMS. A user definable
label.

Life Boat assigned. Linked to Cabin number.

Table 2-5 Field Definition of Guest Information Tab (Documents)

Field Description
Documents
Documents Confirmation checkbox of whether travel

document is checked or collected.
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Table 2-6 Field Definition of Guest Information Tab (Documents)

Field Description

Dining Preferences

Table/Seating Assigned table number and seating
preferences for dining.

Location Assigned dining location.

Table 2-7 Field Definition of Guest Information Tab (Other Parameter)

Field Description

Resident Indicator whether the guest is a Resident.

Air/Sea operator Indicator whether the guest is an Air/Sea
operator.

Intoxication Intoxication identifier.

Express Check Out Indicates guest require Express Check Out.

Group Leader Group Leader identifier.

Non-inclusive Guest Type Indicates that guest is not part of a package
or all inclusion plan.

Charge for Checked-out Calls Define whether checked-out calls will be
charged.

Switch to Crew in Manifest Indicates that reservation has been moved
Crew manifest.

Stay overnight shoreside Indicates that guest stays overnight at
shore side.

Table 2-8 Field Definition of Guest Information Tab (Guest Categories)

Field Description

Guest Categories

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

Table 2-9 Field Definition of Guest Information Tab (Agent Information)

Field Description

Payments/Remarks

Payment Payment Department code for this
reservation.

Remarks Additional remarks pertaining this
payment.

PPD Type Revenue per person per day tag.
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Table 2-10 Field Definition of Guest Information Tab (Others)

Field

Description

Others

Document Image Snapshot

Photo

Notice and Consent

Displays snapshot of scanned passport.

Displays saved photo of the guest.

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

Figure 2-4 Guest Information Address | Other Information

ﬁ, New Guest Information

=

Mame/Reservation T Addresses/Other Info
G Address Other Info
U Address 1 Permanent Resident Id |
Address 2 Common Access Area | (default access to common arej
Street
E I ™ Exdude From Quick Biling Printing
ZipfCi
8 A " Do notallow update in DGS
Country -
T State ’—L| Encode Additional Cabin for Ving/Onity Door
B Cabin 2 [
b [ |03 |
Email (1) VOIP Information
Email (2) SiPlogn |
Mohile Phone SIP Ext |
Temporary Address
Emergency Contact Address
Address 1 Sy
Address 2 Mame |
Street Relationship |
Zin/City Address |
State Free Text - Street |
- Zip/City
Phone State |
Email Country | j
Phone |
Mobile Phone |
Email |
Additional Remarks
Business Phone ‘
Travel Insurance
Description ‘ j

Ins. Number ‘

]

Minor Disembark Authorization

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

oK Cancel

Table 2-11 Field Definition of Guest Information Address Tab

Field Description
Address / Temporarily Address
Address 1 Address 1
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Table 2-11 (Cont.) Field Definition of Guest Information Address Tab
]

Field Description

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 the guest
Email 2 2nd Email address of the guest

Table 2-12 Field Definition of Guest Information Address Tab (Other Info)
|

Field Description

Other Info

Permanent Resident ID Permanent Resident ID of the guest

Common Access Area Allowed common access area

Exclude from Quick Billing Printing Indicator whether to exclude from Quick
Billing printing

Table 2-13 Field Definition of Guest Information Address Tab (Encode
Additional Cabin for Ving/Onity Door)

Field Description

Encode Additional Cabin for Ving/Onity

Door

Cabin 2/3 Cabin number of joint cabin

Table 2-14 Field Definition of Guest Information Address Tab (Emergency

Contact Address)
|
Field Description

Emergency Contact Address

Name Name of Emergency contact person
Relationship Relationship of Emergency contact person
Address Address

Street Street

Zip/City Zip code/city

State State

Country Country of Residency

Phone Phone number of contact person

Mobile Phone Mobile number of contact person
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Table 2-14 (Cont.) Field Definition of Guest Information Address Tab
(Emergency Contact Address)

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

Table 2-15 Field Definition of Guest Information Address Tab (Travel Insurance)

|
Field Description

Travel Insurance

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

Ins. Number Insurance Policy Number

Table 2-16 Field Definition of Guest Information Address Tab (Minor Debark
Authorization)

|
Field Description

Minor Debark Authorization
Port Date / Name Selectable port allowed for minor for debark

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

Creating a New Reservation

1. Click the New Reservation button at Guest Handling window to open a New Guest
Information form.

2. Enter all the relevant information, particularly the mandatory fields such as Notice and
Consent. If this checkbox is deselected, the system does not allow you to proceed and
prompts a warning message. Do refer to your company standard operating procedure for
the other mandatory fields.

3. Click OK to save the form.

4. The saved information is shown under Guest Info tab and is categorized as Expected

Arrival.

Editing a Reservation

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

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

1.

Search the reservation from the Search Panel and then click Cancel Reservation
under Guest Info tab.

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

Posting Status

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

Disabling a Posting

1.

Retrieve the reservation from the Search Panel and then click Posting Status in
Guest Info tab.

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

If Allow manual postings is checked, this will only disable posting from the
interfaces. You can still perform manual posting within the Guest Handling
function.

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

Figure 2-5 Posting Status (No or Manual)

L - I Express C.Out: Mo
Posting Allowed: No { Posting Allowed: Manual |
Routing Status: Routing Status:
Sery Chg Amount: 10.00 Serv Chg Amount: 10.00
PPD Category: Regular Guest PPD Category: Regular Guest
Payment: .Cash Payment: Cash
|Posting Disallowed Reason: cashbasic |  [Manual Posting Reason: cash basis|

Enabling Posting

1.

Retrieve the reservation from the Search Panel and then click Posting Status in
Guest Info tab.

The system prompts for a response to accept the postings. Selecting Yes will
resets the Posting status to allowed, whereas No will remain as unchanged.

Creating a Party

This function manages and identifies a small number of persons travelling together
and does not necessarily share the same cabin. In addition to identification purposes,
the person responsible for payment of accounts or main contact liaison can be made
as ‘primary’ passenger.

ORACLE

1.

Search the reservations in Search Panel.
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2. Use the CTRL+ key to select the names that make up a party.
3. Click Create Party under the Guest Info tab.
4. The system updates the guest of the same party with Shore-Res ID.

Figure 2-6 Party Identifier

rﬂﬂlﬂﬁmﬁiﬁmi Lo
Shore-Res.ID: |

Shore-G.ID:
Frequent No:

Showing a Party

To view list of travel companions within a party, click the Show Party button.

Adding to Group

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

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

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

Add guest to a group 2.5

% Do youwant to assign 2 guests to the selected group 7
' \Warning! System will not remove activities for guests that already has
been assigned to ancther group. Remove them from the other group

first,

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

— Groups Checked In or Expected
l GROUP 010

I;I

[ Assign as group leader

oK Cancel

5. If Assign as group leader is checked, this will make the guest as a leader. It is
possible to have more than one leader in a group.

6. Once added, the group name is shown under Member of Group in Guest Info tab.
If the guest is a Group leader, the word (Leader) appears after the group name.

[ Comments T Other Info ] Travel Documents T Custom Info
Guest Info ] Disc,Route,Pkg 1 Pre-Invoice: 0.00 T More Guest Info
- MName, Address

Phiome:
E-mail:

Member of Group
TR (Leader)

7. Guests affiliated to the group is listed when you search by group name from the
Search Panel.

ﬁ.”Efo;ltDl;ék. Eagl;ier 'D .inns ';_ign:uﬁ.ty .ﬁ\hu-ut ; Egbt

Group Selector Resident Selection —
| R 2 _1'_J Edit
Guests found: 4 Selected: 1 -
L=
'II:I —
I:J [—
E (@]
5 =
o —
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Removing from Group

This function removes guests from an existing group and convert their reservation into an
individual reservation.

Removing a guest from group

1. Search the guest name using the Search Panel.
2. Mark the reservation(s) and then click Remove from Group.

3. The system prompts for a response to remove selected guest(s) from the group. Click
Yes to proceed and the group name will be removed from the Guest Info, Member of
Group field.

Primary Guest

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

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

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

Cabin Information

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

Status: ecked-n,On-Board
Asgn/Paid Ctar:

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

Show Log

A chronological record of activities such as passenger’'s movements, financial transactions,
systems 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.

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

2. The system returns a list of events, sorted by date/time order. Click Print to send a copy
of the log to the printer.
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3. Click the Export button to export the log into a supported file format, by selecting
the format from the drop-down list.

Figure 2-7 File Export Prompt

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

Guardian Assignment

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

Assigning a Guardian
1. Navigate to the Guest Handling window and search for the minor’s name/cabin.
2. Click the Guardian Assignment.
3. Atthe Guardian Assignment window, choose from the following options:
e Passengers in the same cabin.
e Passengers with same booking number.

»  Search Name/Cabin number.

3 Guardian Assignment -
Guest List Guardian List
Cabin Name Bagking No Jcabin [rizme [Bocking e |
1
Show...
Add as 35
(* Passengers in same cabin Guardian ‘
(" Passengers with same booking number
" Search Name/Cabin:

4. Selecting one of the above options illuminates the Add as Guardian button.
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5. Choose the guardian name from the guest list, then clickAdd as Guardian to save the
name to Guardian List.

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

Removing Guardian Assignment

You can remove the guardian from the minor account by clicking the Guardian Assignment,
select the guardian name and then click Remove as Guardian.

Mark No Show

The Mark No Show function changes the guest status from Expected to No Show prior to End
of Day (EOD) process and is only permissible to users who has the access rights to do so.

1. Search the guest name from the Search Panel, Expected tab.
2. Click the Mark No Show button at the Guest Handling window.

3. Atthe mark Guest to No Show prompt, click Yes to change the reservation status. The
booking will now appears in the No Show tab.

Service Charge

ORACLE

The Ship operators may have a standard Service Charge value define as an automatic
charge to the guest account. This posting is typically performed using the Quick Service
Charge Posting function. The value of the service charge is set in Parameter, “Service
Charge”, “Default Charge Amount” and “Minimum Passenger Age”. The Service Charge
function in Guest handling enables you to post the service charge manually or disable the
automatic posting.

Posting a Service Charge

1. Atthe Guest Info tab of the selected account, click the Service Charge button to open
the Change Service Charge Posting Amount window.

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

Figure 2-8 Change Service Posting Amount

Change Service Charge Posting Amount n

(" Disable Service Charge Posting

{+ Post the following amaount dailyi

Service Charge Posting Amount

v Use System Default Value 10

Cancel

3. If the amount is not predefined, deselect the Use System Default Value checkbox and
manually insert the amount.
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In the Management prompt, select Yes to override the system default value.

Figure 2-9 Service Charged Posted

Express C.Out: Mo
Posting Allowed: fes
Routing Status:

|zerv Chg Amount: 10,00 |
FPD Category: Reaular Guest
Payment: 9001 Cash

The service charge posted is shown in Guest Info tab.

Disabling Service Charge Posting

1.

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

At the Guest Info tab, the Service Charge Amount changes to No Service Charge
Posting.

Disabling Service Charge Posting

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

At the Guest Info tab, the Service Charge Amount changes to No Service Charge
Posting.

Add to Disembark Group

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

ORACLE

1.
2.

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

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

At the Add guest to debarkation group prompt, click Yes.

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

Figure 2-10 Assigned Debarkation Group

Cabin Information

Cabin Cleaning State Occupied Dirty
Debarkation Group Group A
CabinfCategory: 101711

)
Status: Checked-in/On-Board
AsgnPaid Ctgr: /
Embarkation: 09/03/2014/BBBGI
Disembark: 31/08/2016/ATSEA
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Remove from Debark Group

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

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

Disc, Route, Pkg Tab

ORACLE

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

Figure 2-11 Routing Tab

[ Credit Cards 1 Comments

Other Info TTra'-:eI Documen'rsT Custom Info ] Guest History ] Lo',ralt‘,r;'Trad(Iq
Guest Info ]Disc,ilnute,l’kg[ Invoice; 645.00 TMore Guest Inf‘oT Service Info T Activity Viewer IRE*.'enue Ma!'.-'zer]

History ]—
i

Disallow Dept

I' Fidelio Discount ] Micros Discount Tr\'hcros Advance DISCBUﬁ]

Package Plan ]
& @
Charges will be paid by

r 1018
> <im >

Routing
Pays for

Pays for following guests

£ | m
Done by: ..

Done by: o

Reason: Request separate invoice Reason: Laundry paid b 2
4400 Boutique 5300 Laundry

4401 Boutique - General Sales 5301 GuestLaundry - Washing

4402  Boutique - Clothing 5302 Guest Laundr

4403 Boutique - Food 5303 Guest Laundry - Express washing

4404 Boutigue - Drinks 5304 GuestLaundry - Express pressing

4405 Boutigue - Cosmetics

4406  Boutique - Leisure

Delete Routing [ o Mew Routing Delete Routing | New Routing

Table 2-17 Routing Tab Definition

Section Description

1 Pays for - This section defines the payor
account and whom the account is paying for.
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Table 2-17 (Cont.) Routing Tab Definition
]

Section Description

2 For - This section defines where the assigned
financial department is routed to.

3 Cabin number and name of guest payor is
responsible for.

4 User who setup the routing and reason.
Financial Department code assigned.

6 Button to setup or remove routing
instructions.

" Note:

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

Pay for Another Party

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

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

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

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

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

5. For guest that is paying foranother account, change the cabin number and select
the respective guest.
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Figure 2-12 New Routing — ‘Will Pay For’

& New Routing -

— This Person
| 1013 | . Al Invoices

= Will Pay Far

|

Invaice 1 || Invoice 2 Invoice 3 I Invoice 4 Il
[1013 [1018° |
Advanced |

— What

Boutique - General Sales
Boutique - Clothing
Boutique - Food

Boutique - Drinks
Boutique - Cosmetics

Bruhimis - | sienire

~ Why

IRequest for separate invoice

— When
[ Show Reservations

[T Actual Payments
[~ Package Postings

ok Cancel

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

7. Check the applicable options:

* Show Reservations: Include expected to embark and reserve bookings. Checked-in
booking is shown when the checkboxes are deselected.

* Actual Postings: Actual postings routed to another account.
e Actual Payments: Actual payments routed to another account.
» Package Postings: Only route package postings.

8. Click OKto save.

9. Once saved, the selected assignments are added to ‘Pays for’ in the Routing tab.

Paid by Another Party

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

ORACLE"
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Search the guest account and navigate to Disc, Route, Pkg, Rouitng tab.
Click the New Routing button under ‘For’ section to open the routing dialog box.

Select the Invoice number where charges are routed to.

P W NP

Enter the cabin number and select the respective guest name from the drop-down
list.

Figure 2-13 New Routing To — ‘Will Be Paid By’

4 New Routing -
— Charges Of This Person -
[1012 , All Invoices
Will Be Paid By
f Invoice 1 Inwvoice 2 Invoice 3 Invoice 4 l
| 10003 [10003 £ __ |

| [chicren's Cabin

I 'L"'J'hET'I
¥ Show Reservations

| Actual Payments

[T Package Postings

Ok Cancel

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

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

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

Below are the steps to set up routing for multiple guests, for example; group guest or parties
travelling together.

1.
2.
3.

ORACLE

Search for the guest account and navigate to Disc, Route, Pkg Routing tab.
Click New Routing to open the routing dialog box,

In the dialog box, click Advanced button in the Invoice drop-down list to open the
Multiple Accounts Selection window.

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

Figure 2-14 Routing Multiple Account Selection Window

@ Multiple Accounts Selection -

Accounts

Status: Reservation vl Pre-Selection: Ie:hLL:: -
Account Type: |Guest 'I

Mon Selected Accounts Selected Accounts
Name Cabin: | Found : 11 Name Cabin: Listed : 2
Cabin | Name | Emb Date | Deb Dat Add All > Cabin | Name |
07/02/2 Q
07/02/2 Q
i < Remove All
1002 asjazel| | ERsmaeA
07/02/2
1021 07/02/2 hod>
0e/02/2
03/02/2 - Remove
1001 f2... 19/02f2
03/02/2... 07/02/2
Criteria Add >
< Criteria
Rem,
< i » Pre-Selact < i b

oK Cancel

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

Click OK to confirm the multiple accounts selection. This opens the New Routing window
with the selected guest account listed.
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Figure 2-15 Routing Multiple Account Instructions

& New Routing -
LD Cabin Hame Status
I » All Invoicas
Wil Pay For ]
Invoice 1 Invoice 2 Invoice 3 | Invoice 4 |
| | multiple selection) _] ]
Advanced I |
What
All Shops
All Tobacco

Officers Alowance
N0 Criss nackans

< i >

why

When

¥ Show Reservations
W Actual Postings

[T Actual Payments
[~ Package Postings

Ok | Cancel |

7. In the New Routing, select the Financial Department, Reason and when the
routing should occur, and then click OK to initiate the multiple account routing
instructions.

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

Deleting an Existing Routing

Below are the steps to remote the routing set up in a guest account.

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

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

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

SPMS Discount

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

Assigning a Discount

1. Atthe guest account, navigate to Disc, Route, Pkg, SPMS Discount tab.
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Figure 2-16 SPMS Discounts Window

" Discounts B

Grve Discount For

{1022
Dy panieage | 100 Aoty Count |5
Rassan  [Enter reassn herel

Minihar - Tobatoo
W75 Minbar - Package
Mindbar - Servige Charge
Mndhar Sabes Commission

[T Descourt Template | __J
wWhen
W Actual Postings

[T Puture postings

poets | x| ges |

Click the New Discount button to open the discount dialog box.

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

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

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

Check the option for discount is applicable to — Actual or Future Postings.
Click OK to save.

WARNING:

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

The system saves the assigned discounts in SPMS Discount tab. Similarly, these are
added when Future Posting is checked in Criteria Discount.
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Figure 2-17 Disc, Route, Pkg — SPMS Discount Tab

[ Credit Cards W Comments I Other Info W Travel Documents I Custom Info W Guest History T Loyaityf Track It ]
Guest Info l Disc,Route,Pkg I Invoice: 50.00 ] More Guest Info ] Service Info ] Activity Viewer T Revenue Analyzer ] History
Routing ] [Fidelio Discount ] Micros Discount ! Micres Advance Discount T Package Plan ] Disaliow Dept
Percentage Discount for Value Discount for
o o o [2)
has the following discounts has the following discounts

4000 Logo Shop

4001  Logo Shop - Sales 5()
4010  Boutique

4011  Boutique - Sales s5(1)

10.00 (5)
10.00 (5)
10,00 (5)
10.00 {5)

Delete Discount J New Discount Delete Discount New Discount

a. Financial Department codes entitled to Percentage discount.
b. Financial Department codes entitled to Value discount.

c. Financial Department codes and description.

d. Discount value (percentage or value)

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

9. If an Actual Posting is checked, the system posts a reversal against the original
posting and set the adjusted posting to No Print automatically, then report the
correct value with the discount indicated.

Deleting a Discount

1. Atthe Disc, Route, Pkg, SPMS Discount tab, select the Financial code to delete,
then click Delete Discount.

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

MICROS Discount

The MICROS Discount tab displays discounts accorded to the guest by Micros
Discount Itemizer level. these discounts are shown when a guest has a discount level
assigned in Guest Info, Edit Information, Discount Template field.
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Figure 2-18 Disc, Route, Pkg — Micros Discount

[

Credit Cards T Comments T

Other Info T Travel Documents T

Custom Info T Guest History T Loyaltyf Track It ]

Guest Info Disc,Route Pk Invoice: 664,00 T More Guest Info T

Routing

Fidelio Discount Micros Discount

Service Info T Activity Viewer TRevenue Ana\yzerT

History

Micros Advance Discount T

Package Plan

I

Disallow Dept

Micros Discount Itemizer 2 discoun

Micros Discount Itemizer 5 discoun

Micros Discount Itemizer 8 discoun

Micros Discount Itemizer 12 discount

Micros Discount Itemizer 3 discoun

Micros Discount Itemizer 6 discoun

Micros Discount [temizer 9 discount

Micros Discount Itemizer 13 discount

25 BUSINESS CENTER  Discount Template LVL1

10 BLUE LAGOON TEST  Discount Template LVL1
Micros Discount Itemizer 1 discount = 10,00
10.00%
Micros Discount [temizer 3 discount = 10,00%
Micros Digcount Itemizer 4 discount = 10.00%
10.00%
Micros Discount Itemizer 6 discount = 10.00%
Micros Discount Itemizer 7 discount = 10,00%
10.00%
Micros Discount Itemizer 9 discount = 10,00%
Micros Discount Itemizer 10 discount = 10,00%
Micros Discount Itemizer 11 discount = 10.00%
0.00%
Micros Discount [temizer 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 * OPEM 9% DISC *
Micros Discount Itemizer 1 discount = 10,00%
Micros Discount [temizer 2 discount = 10,00%
10.00%
Micros Discount [temizer 4 discount = 10,00%
Micros Digcount Itemizer 5 discount = 10.00%
10.00%
Micros Discount Itemizer 7 discount = 10.00%
Micros Discount Itemizer 8 discount = 10,00%
10.00%
Micros Discount Itemizer 10 discount = 10,00%:
Micros Discount Itemizer 11 discount = 10,00%
Micros Discount Itemizer 12 discount = 10.00%
0.00%
Micros Discount [temizer 14 discount = 10,00%
Micros Discount Itemizer 15 discount = 10,00%:

Discount No: 1 * OPEN % DISC *

%

Discount Mo: 1% OPEN % DISC =

Micros Digcount Itemizer 1 discount = 10.00%

Assigning Point-of-Sale (POS) Discount Level

1.
2.
3.

Search for the guest account in Search Panel.

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

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

ORACLE"
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Assigning Point-of-Sale (POS) Discount Level

Figure 2-19 Micros Discount Level Assignment

— Name
Surname

Forename
Middle Initial
Other Name

Salutation
Title

Royality No
Marital Status
VIP
Classification
Frequent Mo
Award Level
Shore-Res.ID
Onboard EMail

Total No of Cruise Days |0
Mumber of Cruises

Other First Name |

[Ms

(Undefined)

(not applicable)

-
e

-
—

Click OK to save.

IDiSE Template |L‘t.le Disc Template 1-10% vl

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

section.

ORACLE"
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6.

Figure 2-20 Assigned POS Discount Template

~ Passport Intormation/Custom Into

Manifest No: {Yes
Profession:
Passport No:
Date of Issue:
Place of Issue:
Expiration Date:
Birthday:

Place of Birth:
MNationality:

Birth Mationality:
Sex/Mational ID:

Pos Disc Template: wer |

pCUments:

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

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

Micros Advance Discount

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

Figure 2-21 Micros Advance Discount

[ Credit Cards I Comments T Other Info I Travel Documents T Custom Info I Guest History T Loyalty/ Tradk It ]
Guest Info I Disc,Route,Pkg I Invoice: 664.00 1 More Guest Info T Service Info Activity Viewer T Revenue Analyzer ] History
Routing | FideioDiscont | Micros Discount Package Plan 1 Disalow Dept
10ESSSCNCUTNTEST  Discount Template LVL1  Discount bio: 1 ™ OPEN % DISC ™
Major Group
1FOOD (10.00%)

2 BEVERAGE (10.00%)
6 5C RETAIL (10.00%)
4 BEAUTY HEALTH (10.00%)
25 BUSINESS CENTER  Discount Template LVL1  Discount No: 1™ OPEN % DISC ™
Major Group
1FOQD (10.00%)
2 BEVERAGE (10.00%)
65C RETAIL (10.00%)
4BEAUTY HEALTH (10.00%)
44MINI BAR  Discount Template LVL1  Discount No: 1 * OPEN % DISC *
Major Group
1FOOD {10.00%)
2 BEVERAGE (10.00%)
6 5C RETAIL {10.00%)
4 BEAUTY HEALTH (10.00%)
52 FITMNESS CENTRE  Discount Template LVL1  Discount Mo: 1 * OPEN %6 DISC *
Major Group
1FOOD (10.00%)
2 BEVERAGE (10.00%)
6 5C RETAIL (10.00%)
4BEAUTY HEALTH (10.00%)

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

ORACLE"
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Disallow Department

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

Setting Disallow Department

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

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

Figure 2-22 Disallow Department tab

! Credt Cards ] Comments 1 Other info ] Travel Documents ] Custom Info ] Guest History ] Loyalty/ Tradk It ]

Guestinfo | DisqRoutePkg | Invoice: 645,00 ] Mare Guest Infa } Service Info } Activity Viewer ] R!:m-\"awzer] History

Routing | Eideia Discount | Micros Discount || Micros Advance Discount | Package Plan l Disallow Dept I

Disalow posting for the below selected department st

Al Bars

Al Bevarage

All Champagne

Al Food

All Shops
T

Officers Aliowance

Cruse package
Cruse package
Cruise package-walwp
Package Plans
Cruse Tickets

- Beverages
+ Champagne
-Food
o - Tobaceo
- Package -..

Unselect A1 Select Al Save

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

Figure 2-23 Disallow Department Posting Failure Prompt

Posting Failure | x |

; 1 Could not insert the selected posting.
' Posting disable for this department - 2024
Do you want to continue?

Mo |

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

ORACLE" 2-28



Chapter 2
Package Plan

Package Plan

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

Assigning / Purchasing a Package Plan

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

1. Atthe Guest Handling window, search and select the guest record using the guest name
or cabin number.

2. Atthe selected guest record, navigate to Disc, Route, Pkg tab, and then Package Plan
tab.

3. Select one of this option:

» Assign Package Plan: To assign an available package that does not have a pre-set
Purchase price.

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

Figure 2-24 Package Plan Options

Guest Info ] Disc,Route,Pkg ] Invoice: 0.00 1 More Guest Info ] Service Info ] Activity Viewer l Revenue Analyzer ] History
Routing 1 Ficelic Dscount ) Micros Discount | Micros Advance Discount | Package Plan 1 Disallow Dept
Package Plan
Daly [Avaiable  [Disc % /Max
=|package | Total Value [Redeemed Value |Avaiable Value |Enable| Total Qty[Redee |D"°"’°"” oty [amtioty Value [t

Signature Captured

Selected Package Value: 0.00 Selected Package Qty: 0

‘ |A;s-anadrageP1m I m"“:;m Delete Package Plan | ‘ Enable Package |Ilahm?ad<aqep|an‘

4. In order to assign/purchase a package, select the available Package from the drop-down
list, and then enter the Reason.
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Figure 2-25 Package Plan Assignment Window

! Cabir
b [T - . 00000
Fideho Department | Micro 9700 Item Quantty
Sescription Lamit [Dscount Group
p 35000 1 Cate 0 3
05030 L Cafe 2.5 100 0
AT00L e g S 29 100 0
BOD1Y i o e e o) 50 2
Selected Package Oty: 0 [T Move all existng posting %o package posting
Package Vaue: 85.51
Padkage Frice: 0.00 x Cancel
# Note:

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

5. Click OK to save.

6. Information’s pertaining to the package are displayed in the Package Plan tab and
status is Active.
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Figure 2-26 Package Plan Assigned | Purchased

[ cedtcass | Commens | oheinfe | Traveooamens |  csomifo | cuestisy | Loaty/Treck: |
Guest Info DisGRoutePky |  Imocei0.00 | MoeGuestino | (D Senkelnfo | ActwtyVewer |  RevenueAnshyzer | Hstory
Routng 1 Fideko Discount 1 Micros Discount | aos advance Discount | Package Plan | Disalow Dept

Package Plan

|
Selected Package Value: 234.00 Selected Package Qty: 0
Select Al | Unselect A1 pr.dugemnl p“""’::m Delete Package Plan | “' 79 P | patie package

Refunding a Package Plan

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

1. Inthe Guest Handling window, search and select the guest record using the guest name
or cabin number.

2. Inthe selected guest record, navigate to Disc, Route, Pkg tab, and then Package Plan
tab.

Figure 2-27 Package Plan Refund Option

Routing i | Fidelio Discount i Micros Discount | Mcros Advance Discount | Package Plan Disalow Dept
Package Plan
+ |padkage e i fobie Vakse |Enable | Total O |De=uwtm :EE?YE |Disc%,’MaxVahe|&m» |
0 130 1
[¥/|QTY PKG 1 0 112,30 -112.20 | e 3
.00 4
¥ | QTv/vALUE PKG 1 [200 100.00 1100.00 | = F
Management ]
Please note you are not able to unde this operation.
Total refund amount = 167.00.
Are you sure you want to refund the package QTY PKG 1?7
e
‘ 3
Selected Package Value: 200.00 Selected Package Qty: 10
Sclect Al | Unselect All | Purchiose Packoge Han | || || Dileé= Package Pl EctBobefoon Disable Package | Refund Package Plan

3. Select Refund Package Plan.
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WARNING:

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

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

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

Routing a Package Plan Posting

Routing of a package plan postings depends on two parameters. Do not allow post
package to both buyer and payer and Package Plan Before Routing. In the event
where both payer and buyer has a package, all postings are posted to the payer
account as normal posting.

Auto Balancing a Package Plan

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

Figure 2-28 Package Plan Invoice Window

4,00 0.00 0.50] 0.00 PKG TEST 1
0.00
0.00

\ Credit Cards | & Comments | Other Info ] Travel Documents W Custom Info ] GuestHstory | Loyalty/TrackIt }
Guest Info ] Disc,Route, Pkg ] Invoice: 0.00 ] More Guest Info [ (@D service Info ] Activity Viewer ] Revenue Analyzer | Hstory
Purchased: 350.48 Paid: 390.48 Package Balance: Unmited
Credit Limit: 1,000.00 Non -ref, Balance: 0,00
| |pate [Department [ credt] Debit] Oiscount|  vat Tax[POS-DiscouBuyer |_Trans.mo[user | Gross[checks  [Manui A
| 2000 000 000 0.00mGTESTT 0.0 Yes
| 20000/ | 000 000  0.00/PKGTEST1 - ]
|___60.000 0.00 0.00 0.00 PKG TEST 1
| | s0.00 0.00| 0.00/ .00 PKG TEST 1 L
|

P[15/08/2015 5000 Cash - Ship
P [18/08/2013 [2000 W i
P |18/08/2013 5000 Cash - Ship Currency
P 18K 2000

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

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

Balancing a Package Invoice Manually

1. Log in to Management module, and in the menu bar, select Cashier.
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2. Select Guests from the drop-down list to open the Guest Handling window.

3. Inthe Guest Handling window, search and select the guest record using the guest name

or cabin number.

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

Figure 2-29 Settling a Package Plan

[ cedtcwds | commets | omerie | TrawelDocments | customine | cuesthstey | Loyaty/Trakn |
| Guest Info | DscRoutepkg | Invoice:30000 | MoreGuestinfo | Sevicelnfo | ActvityViewer |  Revenue Analyzer History
Invoice |
Purchased: 350.00 Pai 0.00 Pockage Balence: 250,00
Credit Limit: NjA Non-ref, Balance: 0.00

B iy
All Invoices LInvoice 2.Invoice 3.Invoice
350.00 ‘ 300.00 0.00 | 0.00 |

4.Invoice

0.00

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

Package Invoice balance accordingly.

Figure 2-30 Paying an Invoice

Payment

Department: |= 0001 Cash - Ship Curren:
I 50.00 MYR

Amount:

Notes: |
Invoice No: [ Invoice 1
I Invoice 2
I Invoice 3
I~ invoice ¢
¥ Change due enabled I Collect remaining non-refundable credit
[V Disable Posting Automatically

— Calculation

Package Plan Credit: |
Non Refundable Credit: |

Current Balance: |

Received Amount: |

Commission: |

Due Balance:

Change Due:

Pay & Print

Pay &Print Cash Receipt |

ORACLE"
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Invoice Tab

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

ORACLE

payment processes.

Figure 2-31 Add Posting Window

MNumber of People: ||

Invoice Number: [ 1 2 3 | 4 |

Comments: |

— Postings List

Chapter 2
Invoice Tab

® Add Postings
Posting ]
Account Department: | Search
| I _v’ | (duplicate selected posting) L‘ Add
Department Amount A~
Guest Laundry - Washing 60.00
[V Clear fields after adding to postings list Guest Laundry - Pressing 0.00
: . Guest Laundry - Express washing 0.00
Additional Information Guest Laundry - Express pressing 0.00
Check Number: I Crew Laundry - Washing 0.00
Server =1 | Crew Laundry - Pressing 0.00
Server F2: |

v
Sub Total: 0.00

S s

Acc. ID  |Acc. Identifier Dept. ID  |Dept. Details Amount | A

Current

— Totals -

| |Batch Count: |

[ 1

Batch Total: |
Current Tt otai:l 60.00

Table 2-18 Field Definition of Add Posting Window

Post |

Field

Description

Account

Department

Clear fields after adding to postings list

Check Number

Server #1:
Server #2:

Number of People

Invoice Number

Guest Account by Cabin No. and Name

Financial Department codes

Clear all information in Additional
Information section after adding posting

Check Number from POS System or any
manual posting reference.

Server name appeared on POS check.

Server name appeared on POS check.

No. of guest that dined. Information from

POS System.

Invoice number to post to
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Table 2-18 (Cont.) Field Definition of Add Posting Window
|

Field Description

Comments Additional comments.

Posting List List of postings added

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

Current Count Current count recorded in Postings List

Batch Total Confirmation of total value posted in Quick

Posting function.

Current Total Accumulated value to post.

Add Posting

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

1.

3.

ORACLE

Retrieve the guest account from the Search Panel, then click Add Posting in the Guest
Handling window.

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

Figure 2-32 Add Posting Financial Department Selection

Jepartment: | Search
seieCied posing LI

Code Description A ] ~
(duplicate selected posting _[ _|

Cruise package
SHIP DAMAGE
Cabin Upgrade
Cabin Change

b

Insert the Value, Check Number and select the Invoice humber to post, then click Add.
This transfers the posting to Posting List, enabling you to post more than one charge.
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Void Posting
Figure 2-33 Adding a Charge
— Posting
Account Department: | Search
| | _~| | (@uplicate selected posting) | Add
Department Amount A
p |Telephone 15.00 [l
™ Clear fields after adding to postings list Telefax 0.00
— - E-mail 0.00
[ i SR Crew Comnection 0,00
Check Number: | GSM Onboard 0.00
ServerE1: I Call Charge 0.00
o Call Charge Discount 0.00
Server £2: | Call Charge Service Charge 0.00
Number of People: |
Invoice Number: | 1 2 3 4 | )
Comments: I ! SubTouhl 15
 Postings List
Acc. 1D |Acc. Identifier [oept. 0 [pept. Detals [Amount | ~] [ 02° '
_ ' Minibar 5 SBatch Count: |
: - = Telephone 15
Current | 2
Batch Total: |
Current Total:] 20.00
X Post
4. Item count increases automatically when the posting is more than one.
Figure 2-34 Add Posting Count
~ Postings List 1
Acc. ID ]Acc. Identifier ]Dept. ID  |Dept. Details Amount ||| R '
' ' Minibar 5 Batch Count: l—

Telephone 15
} Current | 2

Batch Total: I
Current Total:| 20.00

Post
5. Click Post to finalize the posting(s).

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

Void Posting

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

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

tab.

2. On the Invoice tab, select the transaction to void, then press the Void button.
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Void Posting
Figure 2-35 Void Posting
Invoice 1
Purchased: 70.00 Paid: 0.00 Package Balance: 0.00
Credit Limit: NjA Non-ref, Balance: 0.00

A 30/01/2015

[ 150/01/2015

K — |
All Invoices 1.Invoice 2.Invoice 3.Invoice 4.Invoice Package
70.00 I 70.00 | 0.00 | 0.00 | 0.00 | 0.00

Show Pre Cruise | _ . __
v Package Statis

Mo Print

I I Criteria
Void Chceiits |ItemD\scuunts
nding

Set Credit Lurntl I-ﬂdeNoF‘rin?sl g Limit

[V Hide Closed Posting

Close Postings | Move & Route

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

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

Figure 2-36 Void Reason Prompt

WVoid Posting Reason

Reason: IPrEdEﬁnE Reason LI

User Define Reason: I"-"'-"FDHEI amount charged

oK Cancel |

5. Voided postings are reflected in egg-shell color with a matching debit and credit amount.
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Pay Invoice
Figure 2-37 Invoice Display of Voided Transaction
Date |Department Credit Debit] _Discount]  vat Tax[Pos-Discou[Buyer | Trans.iDfuser Gross|Ch A
30/01/2015 | -20.00] 0.00 0.00 0.00 | Aemmam— — T
30/01/2015 | 20.00| 0,00 0.00 0.00], 20.00] 12
/0 1 00 0.00 0.00 0.00 00
142015 30,00 0.00 0.00 0.00 30.00|7¢
30/01/2015 | | 5.00] 0.00| 0.00] 0,00 5.00
v
A | -l

Pay Invoice

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

Figure 2-38 Invoice Payment Window

< Invoice Payment -

Payment — Calculation

Department: I VISA LI Package Plan Credit: | 0.00
Amount: I 50.00 usD Non Refundable Credit: I 0.00
Notes: | Current Balance: I 50.00

T Caciace Tryoice Received Amount: | 50.50

Invoice No: ¥ Invoice 1

V¥ Invoice 2 Package Invoice
V¥ Invoice 3 Commission: | 0.50
¥ Invoice 4
: | 0.00
rg = ™ Collect remaining non-refundable credit Due Balance:
[ Disable Posting Automatically Change Due: 0.00

V¥ Charge 1.00% commission

—Credit Cards Payment Details -

Card Number; ~=s=ss=s=sxsxgngy

Pay | Pay & Print Cancel |

Pay & Print Cash Receipt |

Table 2-19 Field Definition of Invoice Payment Window

|
Field Description

Department Financial Department codes - Credit
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Table 2-19 (Cont.) Field Definition of Invoice Payment Window

Field Description

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

Charge 1% Commission

Credit Cards Payment Details
Package Plan Credit

Non Refundable Credit
Current Balance
Received Amount

Commission

Due Balance
Change Due
Pay

Pay & Print

Pay & Print Cash Receipt

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 Guest Info tab.

Credit Card commission charge. Amount
auto populate in Commission field when
checked.

Displays masked credit card number
assigned to this invoice.

Eligible credit value for Package Plan
posting.

Credit value non-refundable to the guest.
Current Invoice Balance
Amount received.

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

Outstanding sum after deducting payment
applied.

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

Apply payment receipted and does not
print cash receipt.

Apply payment receipted and print invoice
at the same time.

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

Payment by Cash, Change Due

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

Paying an Invoice by Cash

1. Retrieve the guest account from the Search Panel, then click the Pay Invoice button at

the Guest Handling window.

ORACLE
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The payment department is defaulted to payment method defined during check in.
Select Payment Department from the drop-down list, either Cash or Foreign
Currency.

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

Enter the amount to settle.

» If the “Change due enabled” is checked and the amount entered is more than
the Current Balance, the system automatically calculates the change due
amount and set the invoice to Zero balance. See Invoice Payment with
Change Due.

» If the payment applied does not have “Change due enabled” checked, the
system then post the amount as a negative value in Due Balance, resembling
a deposit posting. See Invoice Payment without Change Due.

» If the payment is of an exact amount, the system posts the value as payment
receipt. See Invoice Payment with Exact Amount.

Figure 2-39 Invoice Payment with Change Due

. Invoice Payment -
Payment Calculation
Department: l Cash LI Package Plan Credit: 0.00
Amount: I 50 UsD Non Refundable Credit: 0.00
MNotes: [ Current Balance: 25.00
Invaice No: [ Invoice 1 Received Amount: 50.00
W mnvaicez [ Packag 2
I~ tnvoice 3 Commission: 0.00
™ Invoice 4

v £ IO e e irtabeeredt Due Balance: 0.00
I™ Disable Posting Automatically I Change Due: | 25.00 I
Pay ‘ Pay &Print Cancel |

Pay & Print Cash Receipt |
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Figure 2-40 Invoice Payment with Change Due

Payment ~ Calculation
Department: |"' Cash Package Plan Credit: |

amount: | 50 USD Non Refundable Credit: |

Notes: | Current Balance:

Invoice No: |~ Invoice 1 _ RicvEd Mt
W Invoice2 T Package Invoice
[T Invoice 3 Commission:
™ Invoice 4

Due Balance:

[T Collect remaining non-refundable credit

[ Disable Posting Automatically Change Due:

Pay Pay & Print

Pay & Print Cash Receipt

Figure 2-41 Invoice Payment without Change Due

Payment — Caleulation
Department: |‘ Cash Package Plan Credit: I

amount: | S0 USD Non Refundable Credit: |

Notes: | Current Balance: |

Invoice No: [ Invoice 1 Recatyed 1 |
W Invoice2 [ Packaoe Invoice i
I Invoice 3 Commission: |
[T Invoice 4 -

enahled [" callect remaining non-refundable credit Shoe Ol -

r Posting Automatically Change Due:

Bay I Pay &Print

Pay & Print Cash Receipt |
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Figure 2-42 Invoice Payment with Exact Amount

< Invoice Payment -
Payment Calculation |
Department: | Cash ﬂ Package Plan Credit: | 0.00
Amount: 5.00 usD Non Refundable Credit: | 0.00
Notes: | Current Balance: | 5.00
Invoice No: | Invoice 1 ) ) Received Amntnt I 5.00
M mnvoice2 T Package Invoice
™ Invoice 3 Commission: | 0.00
[~ Invoice 4
i | 0.00
¥ Change due enabled ™ cCallect remaining non-refundable credit SRR
I Disable Posting Automaticallyi Change Due: 0.00
Pay | Pay & Print Cancel |
Pay & Print Cash Receipt |

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

Paying an Invoice with Foreign Currency

1. Retrieve the guest account from the Search Panel, then click Pay invoice at
Guest Handling window.

2. The system defaults the payment department according to payment method
defined during check-in. Select Foreign Currency Payment department from the
drop-down list.
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5.

Figure 2-43 Foreign Currency Financial Department

— Payment

Department: | gl glae gt L‘

Amount:
Motes:

Invoice No:

IV Changed
I~ Disable Pg

Description

CF British Pound
CF Swiss Franc
CF Swedish Krona

CF Japanese Yen

CF Danish Krone

CF Canadian Dollar

CL Settlement Via Payroll
CF Morwegian Kroner

CF Barbados Dollar

CF Australian Dollar

CF Euro

CF South African Rand

CF Brazilian Cruzeiro

R Gift Card Credit Pnstinn

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

Enter the foreign currency amount and the system then convert the value as shown in

Received Amount.

Figure 2-44 Invoice Payment with Foreign Currency

< Invoice Payment -
— Payment - Caleulation
Department: | British Pound ;l Package Plan Credit: | 0.00
Amount: | 20.00 JGBP  Exchange Rate: 050000} Non Refundable Credit; | 0.00
Notes: | Current Balance: | 120.00
Invoice No: ¥ Invoice 1 o Recaived Amoant [ 40.00
W invoice2 [ Package Invoice
W Invoice 3 Commission: | 0.00
WV Invoice 4
2 80.00
¥ Change due enabled ™ Collect remaining non-refundable credit LT I
I Disable Posting Atomaticall Change Due: | 0.00
Pay | Pay & Print Cancel

Pay & Print Cash Receipt

Select an invoice to apply this payment and the system then calculate the total amount

due by the guest.

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

7. Click either Pay, Pay & Print or Pay & Print Cash Receipt to complete the
transaction.

Paying an Invoice by City Ledger

ORACLE

City ledger settlement is only permissible when there is a pre-arranged payment
mode. For example, the account is settled by a company or an agent within agreed
payment terms. The invoice is typically transferred to an Account Receivable, being
the holding account and will age until payment is received.

1. Retrieve the guest account from the Search Panel, then click Pay Invoice at
Guest Handling window.

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

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

4. Insert the amount to settle.

5. If the exact amount is paid, the system sets the value as payment receipted and
Due Balance is 0.00.

Figure 2-45 Invoice Payment by City Ledger

< Invoice Payment -
Payment Calculation
Department: ] City Ledgel LI Package Plan Credit: | 0.00
Amount: 1 5.00 usD MNon Refundable Credit: | 0.00
Notes: J Current Balance: | 5.00
Invoice No: [ Invoice 1 _ Received Amount: I 5.00
W Invoice2 [ Package ¢
[~ Invoice 3 Commission: I 0.00
[~ Invoice 4
Due Bal - 0.00
[” Change due enabled mife: =i v shle cre bt bt
[ Disable Posting Automatically Change Due: 0.00
Pay ‘ Pay &Print Cancel [

Pay & Print Cash Receipt |

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

Deselecting the ‘Disable Posting Automatically’ from the checkbox sets the Posting
Allowed to No in Guest Info tab when the invoice balance is 0.00.

Figure 2-46 Disable Posting Automatically

< Invoice Payment -
— Payment — Calculation
Department: [m LI Package Plan Credit: | 0.00
Amount: | 0.00 usD Non Refundable Credit: I 0.00
Notes: | Current Balance: [ 0.00
Invoice No: ' Invoice 1 } _ Received Amount: I 0.00 |
¥ Invoice2 [ Package Invaice
vV Invoice 3 Commission: | 0.00
V¥ Invoice 4 |
- 0.00 |
[T Change due enabled [T Collect remaining non-refundable credit Bue Balance: I |
|I¥ Disable Posting Automatically | Change Due: | 0.00 :
|
| Cancel |

Pay &Print Cash Receipt |
Figure 2-47 No Posting Allowed in Guest Info Tab
Express C Oyt
|Posting Allowed: No |
Routing Status:
Serv Chg Amount: 10.00
PPD Category: Regular Guest
Payment: VISA

);x:(tcx:;xrc):xu:xsoﬂ 1 {03120)

The system prompts below message when user tries to post a charge to this invoice and
rejects the posting.
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Figure 2-48 Disable Posting Prompt

Posting Failure 25

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

Resetting Posting Status to Alllowed

1. Click the Posting Status in Guest Info tab.

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

Figure 2-49 Reset Posting Status

Enable Postings 25

:I Do you want the account to accept postings?

Payment by Credit Card

1. Retrieve the guest account from the Search Panel, then click Pay Invoice at
Guest Handling window.

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

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

4. The amount is automatically filled based on current outstanding of the selected
invoice, for example: Invoice 1 balance =$30, Invoice 2 balance = $20. When all
the invoices is checked, the total becomes $50. Adjust the amount and select the
invoice to pay if they differ.
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Figure 2-50 Credit Card Commission Selection
& Invoice Payment -
Payment Calculation
Department: I VISA LI Package Plan Credit: | 0.00
Amount: ] 50.00 uUsD Non Refundable Credit: | 0.00
Notes: ] Current Balance: | 50.00
Invoice No: ¥ Invoice 1 Received Amount: | 50,50
W Invoice2 [ Pact
W Invoice 2 Commission: I 0.50
¥ Invoice 4 -
: ce: 0.00
[ Ghange [ Colac remarin RO Tafindabe crei Due Balance |
I” Disable Posting Automatically Change Due: | 0.00
V¥ Charge 1.00% commission
Credit Cards Payment Details
Card Number: 5001 = l Pay &Pnt Cance I

Pay & Print Cash Receipt |

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

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

Print Invoice

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

Printing an Invoice

1. Retrieve the reservation from the Search Panel, then click Print Invoice under Guest Info
tab to open the Passengers Invoice window.

2. Select from the Report List the invoice report to print.
3. Inthe Print tab, select the printer, print range and copies to print.

4. Click Print to send the print job to the printer.
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Figure 2-51 Print Invoice Window

e Report Printing [ = |
[V Expand Al Print | ErEvew )
. ReportStatus: Report{rpt) exist in database
Reports List | 0 bl
= SlPassenger Invoices

(Cabin Upgrade Invoice Selection/Criteria

Change Schedule Invoice

Wiak-In Invoice

Printers
Printer: 2
[Fropertes]
Status: Idle
Port: Documents\",pdf
Print Range Copies
Number of copies: 1
& Printal =
 Range Orientation: Portrait =
Page From: 1 To Collation: ,—Mauh =
Invoice will be sent to the following recipient -
Emai address has not been configured,
end Emai | Print Export Custom Excel Export
| Search

Preview Invoice

This function enables you to preview the invoice prior to sending the job to a printer.
1. Repeat step 1 and 2 of above.
2. Navigate to the Preview tab to view the invoice.

3. Click the Printer icon if you wish to send the print job to the printer.
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Figure 2-52 Preview Invoice

o3 Report Printing |=|o .
¥ Expand Al | Prant | Preview |
Reparts List x & [+ 1 4 &4 WEFV%MI ":'
= SiPassenger Invoices | ~
Cabin Upgrade Invoice
Change Schedule Invaice
Walk-In Invoice
e Frs Statemend DEMO mvoice

foa

Balames sob i FGD G0

TRESK pou Br 4aNG BS0ATE DENAD
Wik mood 0 s AL a0 snas

| Search

Emailing an Invoice

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

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

2. Inthe Print tab, press the Send Email button and you will receive a prompt once the
email is successfully sent.

3. Click OK to close the function.

Exporting an Invoice

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

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

2. In the Print tab, press Export.
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3.

4. Select the page range to print.
5.

Chapter 2

Exporting an Invoice

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

Figure 2-53 File Export Format Selection

Fomat:

Export

[EJcobat Fomat PDF)

Destination:

|= Disk fie

-
-

Cancel

i |

Enter the file name to save as when the system prompts for file saving location.
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Custom Excel Export

Figure 2-54 Sample Invoice

DEMO INVOICE

s Embarkstion: 1310212015

Disembarkation: 200022015
Cabin Mo @ 10000 Ascaunt No.:

Fage No 171
Dme Location Credn Detst
30/01/2015 10.00
30/01/2015 20.00
30/01/2015 -20.00
30/01/2015 55,00
30/01/2015 30.00
30/0172015 5.00
30/0172015 20.00
30/0172015 30.00
30/01/2015 18.00
3000172015 25.00
30/01/2015 15.00
30/0172015 5.00
30/0172015 5.00
30/01/2015 9000 Cash 50.00
30/0152015 9000 Cash 18.00
30/01/2015 9000 Cash 55 00
30/01/2015 9000 <Cash 85.00
30/01/2015 9000 Cash 10.00
30/01/2015 9000 Cash -10.00
30/0172015 9000 Cash
30/01/2015 2000 Cash 2.00
30/01/2015 ©000 Cash 35 00
30/01/2015 9000 Cash 3.00
Doty Total 218.00 218.00

Balance due in SGD: 0.00

Custom Excel Export

This function exports the invoice into a predefined Excel format.

1.
2.
3.

Thank you for sailing aboard DEMO.
We hope to see you again soon.

Repeat step 1 and 2 of Printing an Invoice.

In the Print tab, press Custom Excel Export.

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

Guest Signature

ORACLE"
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Move & Route

The Move and Route function enable bills to be organized at the time of credit sign up,
during the cruise or at the end of the cruise when a guest would like to separate
certain charges from the main invoice. Charges are easily moved using the drag and
drop movement and various method is available to suits the operational needs.

Moving a charge from one invoice to another

Select the guest account and navigate to the Invoice tab.
Mark the transaction to be moved.

Press, and hold down the left mouse click.

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

g M @ b P

Drop the object by releasing the left mouse click.

Figure 2-55 Move & Route Function

Department Discount Vat Tax|POS-Discou |Buyer

_

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

110.00 | 110.00 [ 0.00 0.00 | 0.00 | .00

6. The original invoice amount will decrease and the newly created invoice amount
increases.
Figure 2-56 Differences

All Invoices 1.Invoice

110.00 | 100.00

3.Invoice 4. Invoice Package

0.00 0.00 0.00

Setting Up Charge Route

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

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

2. Click Move & Route to open a Move posting menu.
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Figure 2-57 Move Posting Tab

B3 Move postings -

— From

[ ) &ll Invoices

— Tao

Invaice 1 I Invaice 2 II Invoice 3 Invoice 4 I

— What

- Tobacco
2015 Bar - Package
2016 Bar - Service Charge A,
2017 Bar - Sales Commission
MR Taw Cnllertinn

<| m | »

— When
¥ Actual Postings

[~ Future Postings
[T Actual Payments
[~ Package Postings

ok Cancel

Table 2-20 Definition of Move Posting Tab
]

Field Description

From Default to Guest account, All Invoices.

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

What Department Group or Financial Department
code to route.

Why The reason why charges were routed.

When Type of postings to route.

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

4. If changes are routed to another group/payer, enter the cabin number and select the
guest name.
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Select either the department group or financial department code to route and the
reason in the Why field.

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

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

Criteria Discount

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

ORACLE

1.
2.
3.

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

Enter the Percentage value and the number of counts in Apply Count field if the
discount is accorded an X number of times. For example, enter 1 to specify a one-
time discount for every selected department code or leave as blank for unlimited
discounts is given for every selected department.
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Figure 2-58 Criteria Discounts Window

o Discounts -

— Give Discount For

— How much

Percentage Il":l Apply Count |5

Reason !El'ltﬁf reason herel

= W!"rat

g Vinbar e . N
Minibar
Minibar ]
Minibar
Minibar
Minibar !

| =R -

<| " E
[ Discount Template I ';l

— When

V' Actual Postings
[T Future postings

Delete oK Cancel

4. Select the Financial Department entitled to discount.

5.

WARNING:

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

Once a discount is posted to an actual posting, it cannot be reverse. If the
discount has a count indicator, the system then post the discount until it
reaches the indicated count and no further discount are accorded thereafter.

6. The system then posts an adjustment (reverse) against the original posting and set the

adjusted posting to No Print automatically, then repost the correct value with discount
indicated.

ORACLE"
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Figure 2-59 Example of Criteria Discount

Credit Debit] Discount]  Vat Tax|POS-Discou|Buyer Trans.ID|User Gross|Checkz
20.00/—0.00/0.00 _0.00]
.00 200 000 000!
50.00 0.00] 0.00 0.00 -
20.00 0.00] 0.00 0.00

See also Disc, Route, Pkg.

ltem Discount

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

" Note:
This is a Percentage discount and not available as value discount.
According an Item Discount
1. Atthe Invoice tab, mark the posting entitled to the discount, then Item Discounts

button.

Figure 2-60 Item Discount

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

(] 4 | Cancel |

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

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

Figure 2-61 Example of Item Discount Transactions

Date |Department Credit Discount Vat Tax POS-DS:UUIBU‘;Er | Trans.ID|User Gross|Check=
Minibar .00l 000/ 0.0 -20.00
Minibar 0,00/ 0.0 20.00/

Minibar 0.00 0.00 S0.00 i
Minibar 0.00 0.00 20.00

Hide No Print

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

Hiding Transactions with No Prints
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1. Click Hide No Prints to switch the button from Hide No Prints to Show No Prints.

2. Transactions marked with No Prints (pale yellow) are then hidden from the invoice
window until user clicks the Show No Prints.

To Show No Prints Transactions

Click Show No Prints to switch the button from Show No Prints to Hide No Prints.

Transactions Marked with No Prints

Transactions marked with No Prints are shown on the invoice window, in pale yellow. This
function enables you to hide the voided posting or previous settlements from being printed on
the invoices. It is only possible to set no prints for transaction entry equals to 0.00.

Figure 2-62 No Print Posting Not Equal to 0

Postings Selection Error -

| Balance of selected postings must be 0,

1. Retrieve the account and navigate to the Invoice tab.
2. Select the desire transactions and click No Print.

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

To Reset No Print Transactions to Original State

1. Select the No Print transactions, then click No Print.

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

Set Credit Limit

The floor limit is a pre-set within the Financial Credit Sub-Department code and this can be
adjusted for specific guest at the jurisdiction of the Chief Purser.

Set Credit Limit

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

1. Inthe Invoice tab, click Set Credit Limit button.

2. Insert the credit value in the dialogue box, then click OK to override the pre-set credit limit
defined in Credit Sub-Department code.
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3. If the account exceeds the floor limit or the individual limit, a Credit Limit
Exceeded warning prompt will appear in both SPMS and MICROS System during
posting and charges will nor be added.

Figure 2-63 Warning Prompt When Credit Limit Exceeded

[ Credit Cards T Comments I Other Info TTra\rEI DucumenisT Custom Info T Guest History I Loyalty/ Track Ii]

Guest Info T Disc,Route Prg | Invoice: 983.00 More Guest InfoT Service Info Activity Viewer |Revenue AnalvzerT History
Invoice ]
Purchased: 1,120.00 Paid: 137.00 Package Balance: 0.00
it Limits 1,000.00 Non-ref, Balance: 0.00
® Add Postings [x]
 Pasting 1| trans.iDfuser |
| Account Department; | __ Search |
I [ J | {duplicate selected posting) j Add [
ed | I,_Eepartnent ~ |
|7 Clear fields aft Credit Limit =
Additional Infon =
; -
Cls i . Credit Limit Exceeded!
Server £1: L 2% Please increase credit limit for :
Could not insert the postings for this account. ____0.00]
Server =2: — —
Number of Peopls :
o B
Invoice Number: oK v
Comments: Sub Total: 0.00 - L
- Totals LTI z
Acc. 1D |Acc. Identifier . Dept. Details Amount | A _,l
_] Batch Count:
Current 1
Batch Total:
curentTotas150:00]
b e Closed Posting

# Note:

The same warning prompt appears if the account is routed and payor
has a Credit Limit defined.

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

Close Posting

The Close Posting function generates an interim invoice and closes the balanced
account without checking out the account. This function does not work when the
account still has a balance.

WARNING:

Once the account is closed, this Can Not Be Undone.
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1. Retrieve the account and navigate to Invoice tab.

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

Figure 2-64 Balance Not 0.00 in Close Posting

Check Balance -

Balance not zero. Postings can't be closed.

3. Click Close Postings button.

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

Figure 2-65 Close Posting Confirmation

Close Postings | x

| Are you sure you want to Close all above Postings T

5. Check Hide Posting on the invoice tab will hide all closed postings.

Set Spending Limit

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

WARNING:

Once the account is closed, this Can Not Be Undone.

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

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

Figure 2-66 Set Spending Limit Options

B Set Buyer Spending Limit M

Buyer Spending Limit

Current Spending Limit: Lnlimited

Current Total Spending: 107,40

{* Maximum spending limit: "5':":' (Blank = Unlimited)
~ Addtional spending limit on top |3_Q2I,5

of current spending:

ok Cancel

Table 2-21 Options Available in Set Buyer Spending Limit

Field Description

Maximum Spending Limit The maximum value allowed to spend.
Additional Spending Limit on top of Additional value to top up the limit. For
current Spending example: Current spending is $107.40

and the intended limit is $500. The value
to insert is $392.60.

4. Insert the spending limit in one of the available option, then click OK to save. The
guest credit limit in Invoice tab will be updated with the new information.

Show Pre-Cruise Invoice

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

Creating a Pre-Cruise Invoice

1. Retrieve an Expected guest reservation from the Search Panel.

2. In the Guest Handling window, click Add Posting (Pre-Cruise) to open the Pre-
Cruise Posting window.
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Figure 2-67 Pre-Cruise Posting Window

® Pre-Cruise Posting 3

Account Identifier:
Departments :
| {duplicate selected posting]) _-rJ

Code Description Amount| -

1000 Cruise package 0.00

1151 Package Plans 0.00 |

8510 Cruise Tickets 0,00

w

External Id: ] Sub Total: | 0.00

Acc.1d  |Acc. Identifier Dept. Id Dept. Detais Amount |

Future Posting Date: 13010 ] -
Post |

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

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

o o p W

Click Post to complete the pre-cruise invoice with earlier added postings in Pre-Invoice
window.

Figure 2-68 Sample Pre-Cruise Transactions

[ Comments T Other Info TTra\-‘elOucuments T Custom Info T Guest History T Loyalty/ Track It 1

| Guest Info T Disc,Route,Pkg I "ﬁ;;:;:;;ﬁ I More Guest Info T Service Info T Activity Viewer T History T Credit Cards
Invoice ]
Purchased: 1,500.00 Paid: 0.00 Package Balance: 0.00
Credit Limit: /A MNon-ref, Balance: 0.00

Dats Department Credit Debit]  Discount] Vat Tax|POS-Discou |Buyer Trans,ID |User Gross|Check= Manual Post fjFuture Posting Dj~
e 01770

N [30/01/2015 |Cruise package

Converting a Pre-Cruise Invoice into Actual Posting

1. At the point of check-in, the system prompts you to convert the pre-cruise postings into
regular postings.
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Undoing Non-Converted Pre-Cruise Posting

Figure 2-69 Pre-Cruise Postings

Pre-Cruise Postings 2.8

B Pre-cruise posting(s) exists, They will be converted to regular postings.,
F' Do you want to continue?

Select Yes to convert the postings.
A Show Pre-Cruise Invoice is not added.

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

" Note:

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

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

Undoing Non-Converted Pre-Cruise Posting

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

1.

ORACLE

In the Cashier menu, select Quick Pre-Posting Conversionfrom the drop-down
list.

Figure 2-70 Quick Pre-Posting Conversion

c] Quick Pre-postings Conversion [x]
Selected People
StateRoom|Name Posting Date |Total |Discount|Department Remarks Status
30/01/2015 1000 [0 Cruise package Cancel
Detais
Statistics Search Criteria

le 5
selested 2 || cruise: [ETTET R -
Processed: 0
Remaining: 2 Refresh
Converted: 0 I~ Indude Fail Pre posting

Process ‘ Close |
[¥ Indude Cancel Pre posting
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2. Alist posting failed to convert is displayed in Selected People grid.
3. Inthe Search Criteria drop-down list, select the Cruise and then click Process.

4. Click Yes on Quick Prepostings Conversion prompt to post all the pre-cruise postings,
an then click OK on a number of pre-postings to post when prompt.

5. In the Statistic section, number of selected, process, remaining and converted posting(s)
are shown.

Figure 2-71 Statistics

Statistics

Selected: 2
Processed: 7
Remaining: v}
Converted: y.

More Guest Info Tab

The More Guest Info tab stores various information's such as Billing Address, Travel Agency
contact, Cruise Reservation Related Information, guest picture and Document Return status,
and most of all fields in Billing Address, Travel Agency and Product Details section are
editable with an in-line edit function by simply clicking on the field name and insert the text.
Editing other sections such as Take Picture, Edit Cruise Fare and Document Return would
require the user to click on the available buttons.
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Figure 2-72 More Info Tab

Chapter 2
More Guest Info Tab

[ Credit Cards T Comments T Other Info

T Travel Documents T

Custom Info T Guest History T Lovalry_r"[rackn]

Guest Info T Disc,Route,Pkg T Invoice: 733.00 [I‘-IoreGuestInfo]

Service Info T Activity Viewer TRevenueAna\yzerT Histary

- Biling Address -
Mame2:

Street:

City:

State:

Zip:

Country:

- Travel Agency
Name:
Name2:
Street:
Street2:
City:

State:

Zip:
Country:
Phane:
Fax:
Salutation:
First Mame:
Last Name:
E-Mail:
Agent ID:
AgentR.ID:
Agent B.ID:

Live Picture Stored Picture

Take Picture

~ Cruise Reservation Related Info -

Pre-Cruise:

Post-Cruise:

Currency:

Trav. Insurance:

Cruise Fare Code

Cruise Fare: 2900.00
Cruise Full Fare: 3500.00
Cruise Fare Balance: 165.00

Edit Cruise Fare

Product Details
Product:
Promotion:
Savings:

Documents Returned

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

Delete

Table 2-22 Field Definition of More Info Tab
Field Description
Name Billing Name
Street Billing Address
City City of Billing Address
Zip State of Billing Address
State Country of Billing Address
Country

Table 2-23 Field Definition of More Info Tab (Travel Agency)

Field Description

Travel Agency

Name Travel Agency Name
Street Street Address of Agency
City City

State State

Zip Zip Code

Country Country
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Table 2-23 (Cont.) Field Definition of More Info Tab (Travel Agency)
|

Field Description

Phone Phone number of Travel Agency
Fax Fax number of Travel Agency
Salutation Salutation of contact person
First Name First name of contact person
Last Name Last name of contact person
E-Mail email address of contact
AgentID Agency ID

Agent R.ID: Additional Agency ID

Agent B.ID Additional Agency ID

Table 2-24 Field Definition of More Info Tab (Take Picture)

|
Field Description

Take Picture

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

Table 2-25 Field Definition of More Info Tab (Cruise Reservation Related Info)

___________________________________________________________________________|
Field Description

Cruise Reservation Related Info

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

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

Currency Cruise Fare Currency. Information imported
via DGS.

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

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

Cruise Fare Cruise Fare. Information imported via DGS.

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

Edit Cruise Fare Function to edit cruise fare balance. User right
dependent.
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Table 2-26 Field Definition of More Info Tab (Product Details)

_______________________________________________________________________|
Field Description

Product Details

Product Product code linked to the booking
Promotion Promotion code linked to the booking
Savings Discount code linked to the booking

Table 2-27 Field Definition of More Info tab (Return Documents)

|
Field Description

Return Documents

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

Take Picture

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

Taking Guest Picture

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

3. Click the Take Picture button to capture the image.

Figure 2-73 Take Picture

- Live Picture -

- Stored Picture 1

Take Picture ‘

Cruise Reservation Related Info

The Cruise Reservation Related Info section displays the cruise price paid in
Reservation system, and these data are imported from DGS ResOnline. The fields are
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non editable, except for the Cruise Fare Balance, and it is dependent on User Access Rights
#4461.

Editing Cruise Fare

1. In the More Info tab, click the Edit Cruise Fare.

2. Edit the Cruise Fare Balance and then click OK to save.

Figure 2-74 Edit Cruise Fare

- Cruise Fare Change -

Cruize Heservation Related Info

Cruige Fare Code:
Cruize Fare: 2900.00

Cruize Full Fare: 3500.00

Cruize Fare Balance: |155_|][|

LCancel Ok

Document Return

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

Figure 2-75 Document Return in More Guest Info

Return Documents

Documents are not returned
Return

Documents Returned

On: 13/04/2015 At: 13:42 Togaitl

;

1. In the More Info tab, click Delete to reset the document status.

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

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

Figure 2-76 Guest Handling — Service Information Tab

‘ Credit Cards T Comments T Other Info TTravewDucumensT Custom Info T Guest History I Luya\tv;"rracklt]
Guest Info T Disc,Route Pkg T Invoice: 167.00 T More Guest Info T@ Servl:elnfui Activity Viewer TReveﬂueAﬂalvzerT History

Amenities
Done [Date L
W 31/01/2015 09:00

«| | ~

™ Multiple Lir
ultiple Lines New ‘ Change ‘ Delivered | Delete |

Print Gift Card

Special Requests —

Delete

Dene l New

Change

The window is divided into two sections:

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

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

Setting Up an Amenity / Special Request

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

2. Click the New button under the Amenity/Special Request section to open a
dialog box, an then fill in all the required information.
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Figure 2-77 Amenity Information Form

— Amenity Information

Code |FRuITB ;"IFruitBasket

Description  [Fryit Basket

Ext. Code lw 11

Comments

Message from |Have 2 wonderful cruise vacation.
Sender

ORACLE
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Figure 2-78 Special Request Form

ORACLE

Special Request

Event Date/Time

Delivery
Date/Time

Location

] New Special Reguest

Department Code: | 200 Housskeeping =l
Action Code: |EF‘ ? |Extra pillow

Description: Feather pillow

Quantity |5

Cancel

Table 2-28 Field Definition of Amenity /| Special Request Form

Field Description

Code / Action Code Short Amenity /Special Request Code

Description Description of the code

Ext. Code External brochure/reference code.

Comments Additional comments pertaining to this
amenity

Quantity Required quantity

Price each Unit price of amenity

Code / Action Code Short Amenity /Special Request Code

Description Description of the code

Ext. Code External brochure/reference code.

Comments Additional comments pertaining to this
amenity

Quantity Required quantity

Price each Unit price of amenity

Code / Action Code Short Amenity /Special Request Code

Description Description of the code

Ext. Code External brochure/reference code.
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Table 2-28 (Cont.) Field Definition of Amenity /| Special Request Form
|

Field Description

Comments Additional comments pertaining to this
amenity

Quantity Required quantity

Price each Unit price of amenity

Code / Action Code Short Amenity /Special Request Code

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

Figure 2-79 Amenities | Special Request items

- Amenities

Done [Date | Time |Department Cade |Description |Delivery | Quantity]  Amount|Sender |Comments |
S |31/01/2015

— Special Requests

Done |Date Time Action Code  |Action Request Dept Code Event Date | Description Delivery Location  |Oty UserID

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

Marking Items as Delivered

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

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

Figure 2-80 Amenities/Special Request Delivered Items

- Amenities

Done [Date Time |Department Cade |Description |Deivery | Quantity]  Amount|Sender |Comments |
S |31/01/2015 [09: Fruit Basket ;

Done |Date Time Action Code  |Action Request Dept Code Event Date | Description Delivery Location  |Oty UserID

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

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

Activity Viewer Tab

ORACLE"

The Activity Viewer tab provides users a quick view of the activities signed up by the guest,
be it Excursion, Dining arrangements or Spa booking, thus enabling them to locate the guest
or follow up on up-coming activities. The information’s displayed are controlled by two (2)
Parameters. Please contact Support/Consultant for the supported template setup/usage.

2-71



ORACLE"

Chapter 2
Activity Viewer Tab

Figure 2-81 Activity Viewer Window

[ Credit Cards W Comments T Other Info TTra\,‘elDucumentsT Custom Info T Guest History ] Loyalty_[‘l‘ra:klt}

| Guest Info T Disc,Route,Pkg T Invoice: 733.00 1 More Guest Info T Service Info T ActivityViewerTRe\;enue Analy'zerT History
4 |Fri30Jan - LI [lsland Touwr at Danang-Danang
7a | 8a | 9a | wa| 11a| 12p | 1p | 2p | 3p | 4p | Sp | 6p | 7p | 8p | 9p
| | | | |
Speciality Dining |
MAIN
Spa |
Spa Spa
A 0000000 | i
Activity Information
Name | Cabin [ Type: Speciality Date/Time: FriJan 30 5:15 PM
Activity: [DINNER at MAIN
Table: 3
From Date: [zo/01/2015 o Event:  |R -Dining ~|
To Date: |30/01/2015 Print ||
Table 2-29 Activity Window
Field Description
1 Date/Time grid of activity window
2 Type and scheduled time of activities
3 Details of selected activity
4 Date/Time of event filter for Itinerary print

out

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

Figure 2-82 Changing Time Frame

| wop | 11p '~ Pt g

30 Minutes

& Haurs
12 Hours
1 Day

The activity time in the grid are indicated according to the color define for each type of
activity.
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Navigating Through Activity Viewer

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

2. Use the scroll bar to navigate to the previous or future time period.

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

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

Printing an Itinerary

1. Inthe Date/Time filter option, enter the activity date range to print.

Figure 2-83 Activity Date Range

romate;  [3001/2015 Event: .

To Date: |30/01/2015 Print I

2. Select the type of event from the drop-downlist.

3. Click Print to generate the Itinerary.

Figure 2-84 Sample Excursion Itinerary

Shore Excursion
Passenger Activities Report
Cabin:
Name: -
Activity Date
Time Activity Description

Friday, January 30, 2015

09:30 - 14:30 Tour

ACTIVITY INFORMATION

Duration: 05:00
Meeting Point: Hall
Meeting Time: 08:30

Required Clothes:
Remarks:

Revenue Analyzer Tab

The Revenue Analyzer provides a revenue analysis of selected guest by date, department
and transaction number order. It comprises two tabs - Department Details and Item Details.
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History Tab

By default, information displayed on the window are imploded and only the transaction
date, net total and gross total are shown. In order to view a detailed information, place
a check mark in Expand All or manually click the ‘+/-' key to show/hide the column or
click the arrow down on the drop-down list to further expand the information of
respective column.

Figure 2-85 Revenue Analyzer Tab

‘ Credit Cards ] Comments ] Other Info 1 Travel Documents ] Custom Info 1 Guest History ] Loyalty/ Track It ]
Guest Info ] Disc,Route,Pkg 1 Invoice: 39.00 ] More Guest Info ] Service Info 1 Activity Viewer ] Revenue Analy'zerl History Ml
Department Details 1 Item Details 1
V¥ Expand All
-.--. tme: el dag Net TotalGross Total
=12015-01-29 Embarkation Day E] Bar 10.00 10.00 =
Total 10.00 10.00
=l 5.00 5.00
Total 5.00 5.00
= Shop 1400 14.00
Total 14.00 14.00
Total 29.00 29.00
=12015-01-30 Island Tour E Bar 10.00 10.00
Total 10.00 10.00
Total 10.00 10.00
Total {3800 39.00
K|
Led | E S | o

Table 2-30 Field Definition of Revenue Analyzer
|

Field Description

Transaction Date Date transaction was 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)

History Tab

The History tab stores future and past reservation records, as well as the cabin
change log. Other than the Future Reservations section where the user is able to
insert, edit and remove a reservation, all other information on this window are non-
editable.
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Figure 2-86 History Tab

ﬂ Eront Desk  Caghier Options Sgcurity About  Exit

Chapter 2
Creating Future Reservation

- Group Selector Resident Selection ‘ E— T Other Info

TTraf&IDuc.mentsT Custom Info T Guest History TLwalty."Tracklt]

Show All - Edit .
[soan J—! Guest Info W Dls(.RuutE.ikgWPrE-Im'Dl(E:U‘IJEITMWE GuEskIﬂfu] Service Info ] Activity ‘.‘le',\'Er‘l History | CreditCards
Guests found: 6 Selected: 1 - Previous Reservations
i Cabin[Name Date 73 From To Cabin Notes |stay Duration |
T |03/02/2015[" __ 13/01/2015 |30/01/2015 17
4 lo7j02/2015— |© =l 30/01/2015 [30/01/2015 | i}
5 =
<= &
- | o
= o 1 i
g | Jo
T
E l03/02/2015 H = - Future Reservations -
S ; lo7fo22015 | | —'°
| — 05022008 | (o —
o7/02/2015 || =
g -
3 I=
-9 = 1
fia} (=
| Jo
— = New Edit Remove
|
-
= < — - Cabin Change History -
= :
§ | - Date Time Old Cabin New Cabin Reasons Changed By
o = = . r =
) 120
: - ®
H
& N
= L -
»—
i = 2
v|—

Table 2-31 Field Definition of History Tab

Field

Description

1

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

Records are captured once user checks out the
guest.

This section stores records of future
reservations.

During system data change, the system checks
for future.

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

Creating Future Reservation

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

1. Click New to open the Future Reservations form.
2.
3. Click OK to save and the record is inserted in the Future Reservation section.

ORACLE"
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Figure 2-87 Creating Future Reservation

o) Future Reservations -
Cabin
Expected Embarkation Date I*131/01/2015 >

Expected Disembarkation Date " i06/02/2015 >

oK | Cancel

Editing Future Reservation

1. In the Future Reservation section, select the future reservation.
2. Click Edit to open the Future Reservations form.

3. Alter the information and then click OK to save the changes.

Removing Future Reservation

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

2. Click Remove to remove the record.

Comments Tab

The Comments tab enable you to follow ups on feedback/complaints received
pertaining to a cabin, services rendered, facilities and etc. You can scan or attach an
image file besides inputting a comment.

Figure 2-88 Comments Tab

Guest Info ] Disc Route,Phg ] Invoice: 235.30 ] More Guest Info ! Service Info W Activity Viewer W Revenue Analyzer Hstory
Credit Cards I B Comments ] Other Info | TravelDoaments | Custom Info | Guest History | Loyaity/ skt |

5 3 Comment ‘Comment | Resohuion 1 Do N 1
=

# CABSAF|2: T
# 23/08/ F
Seecton: [sefected gues =l
Entry Date [
Entered By (User) |
Entered By (User 1D} |
Reparted By (Person) [
Comment Code | |
Comment Category I _— =
Comment Descrption | - =
Remarks ‘
Comment Report Type: [AToScatDesk =l
External Code [
< 2 Resoived By(Date/Tme) |z:foarzms j ‘m-n::z wa
Add Comment Remove Comment | Remove Resolution fsmochiad Comt pos
¥ Ungent I Sensitive
| Spell Check I Comment Department Invoived [comzA, _’j
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Adding a Comment/Sub-Comment

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

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

Click Save to save the record. This places a Red Cross indicator on the Comment.

When you select a Comment and click on Add Comment, this creates a sub-comment,
defaulting the heading the same as main Comment Category and Comment Description
and they are not editable.

Attaching Image File

1.

At the Document Image tab of the comment, click Scan Document or Upload File to
upload an image from a storage location.

Click Save to save the image to the database.

Resolving a Comment

1.
2.

3.
4,

Select the main comment and then navigate to the Resolution tab.

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

Click Save to save the resolution. This places a check mark next to the comment(s).

Checking the Resolved checkbox will set all sub-comments as resolved.

Other Info Tab

Other Info tab stores the passenger flight assignment, cabin maintenance tasks and other
general information. Other functions included in this tab are board card printing, enabling/
disabling phone and printing passport label.

ORACLE
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Figure 2-89 Other Information Tab

[ cuestio | DscRouteprg |  Imveice:235.30 | MoreGuestinfo | Servieelnfo | ActvtyViewer |  Revenue Analyrer Hstory
Credit Cards T Comments 1 Other Info r Travel Documents T Custom Info T Guest History T Loyalty/ Track Tt
- Fiight
No Detais | Arrival Detals | TF price | No of Bags | Bag Label | Airine Chedk In PR Internatonal Fight | Flight Seat
- - -
< >
Detagn cide Add | Edit I Delete |Aiv|in¢th:¢kln

Task Code  |Order No ~

Pric Date Time: omp |%-Done| Doc. No|Typ: Description

1 Mo 2402700 146 25027010 12 | 0lCarenter || AV RPAUEFOUAEIO0

1 e s 5217 03057010 1303 | ioCapemar | | .0, PLEASE BALCONY CONECTING DOOR NEED To B X TS
d

Guest Categories Other Information

Tender Group 1 Protection Plan:

Wireless Plan Sales Amount: 0
Cruise Days: 3
Award Level; 2
Cruise/Tour
Cabin Sharing:

New Board Card | Print Door Card | Card | Enable Phone Print Passport Label Reset Board Card L

Flight Assignment

Arrival/departure flight information and transfers arrangements are updated in the
Flight Assignment section.

Figure 2-90 Flight Assignment in Other Information Tab

~ Assign Flight

Fight Direction : | NN

Flight Date : 29/08/2015 00:00

Flight CarrierNo: |
Flight Seat No :
Flight Class :

Passenger Name
Record (PNR):

[~ Onboard Airline Check In

ORACLE" 2-78



Chapter 2
Travel Documents Tab

Adding arrival/departure flight details

1. Click Add in the Other Info tab, Flight Assignment section.

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

3. Click OK to save the record.

" Note:

The Edit assignment only allows you to edit the Transfer price, no. of bags, bag
label or Seat number.

Figure 2-91 Edit Flight Assignment

b Edit Guest Flight | x |

Guest Flight Options

Transfer Price F
Mumber of Bags : r

Bag Label : ]E
Flight Seat Mo : ]—
Flight Class : [

oK Cancel

Maintenance

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

Guest Categories

The Gust Categories section displays the selected information from Edit Information, Guest
Categories checkbox. These information’s are configured in Administration, System Codes,
Guest Categories codes.

Guest Categories | Other Information

The Guest Categories and Other Information section displays the selected information from
Edit Information, Guest Categories checkbox and various fields in Name/Reservation section.

Travel Documents Tab

Details of the guest passport, identification or any travel documents captured through
passport/ID scanning device are stored in this tab and are purged at the end of the cruise or
according to the policy defined by the Ship.
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Figure 2-92 Travel Documents Tab

Chapter 2
Travel Documents Tab

Invoice: 0.00 } More Guest Info T Service Info

]

Activity Viewer T History

Travel Documents T Custom Info

Other Info

Revenue Analyzer
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:

Allowi Duration of Stay:

Add New ‘ ‘ Edit

] Remove

Table 2-32 Field Definition of Travel Documents

Field Description

Predefined Document Type Document type configured in
Administration Module, for example:
passport, identification card.

Document Type Type of Visa

Document Number Passport or ID number

Issue Date Document issue date

Expiry Date Document expiry date

Birthdate Passenger Birthdate

Issued Country
Valid From
Document Name
Issued Place
Last Name

Code MRZ1

Code MRZ2

Code MRZ3

Number of Entries

Country document were issued
Validity of document
Document type

Document issued place

Last Name

Machine Reader Track 1
Machine Reader Track 3
Machine Reader Track 3

Number of entries allowed
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Table 2-32 (Cont.) Field Definition of Travel Documents

Field Description

Allow Duration of Stay Allowed duration of stay on each visit

Adding/Editing a Travel Document

Figure 2-93 Travel Document Add/Edit Window

Documents Add/Edit

rDocument Details

Predefined Document Type: I | Document Name: I

Le]Le]

Document Type: I Izsued Place:

|
Document Number: I First Name: I
|

Issue Date: )""22;03;20 15 Last Name:
Expiry Date: i"i2zjos/2015

Birthdate: [ 23082015

Code MRZ1:

Code MRZ2:
Code MRZ3: I

Number 0fEntfiES:| Allow Duration of Stay: I

—Document Phota ————— ~Document Snapshot ¥ Save Document Image —

Issued Country; I

LedLefLe] Le L«

valid From: [ 122082015

Document Holder's Photo
Capture from Reader

v Assign to Account

Upload File

In the Travel Documents tab, click Add new to open the Document Add/Edit form.
Fill in all relevant information using the drop-down list or manually enter them.
Click Upload File to upload the picture or scanned a document.

Click OK to save the travel document.

g M w b P

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

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

Guest History Tab

The Guest History tab captures the history of the guest from various ships such as
reservations, the amount spent, amenity and special requests, and these data are
transferred from Shoreside Fleet Management System database through an
ResOnline Interface. The Guest History window comprises two main tabs - Booking
and Raw XML.

Booking tab

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

Figure 2-94 Guest History Tab

[ Guest Info T Disc,Route,Pkg TP{E-I!’V‘:D-EG: U.UUT More Guest Info ] @ Service Info T Activity Viewer T History T Credit Cards

Comments | Owerinfo | TravelDoamenss | custominfo | GuestHistory | Lovalty/Trackt |

Booking ] Raw XML
[ship Name [cruise CadeDescription [Embark Date[Debark Date[cabn
v
[Transactboﬂﬂ ] Item Detais ] Shore Excursion 1 Amenity 1 Spedal Request T Comments
[V Expand All
EPTCLA [+ DEPARTMENT TS sum of AMOUNT]
Ehon Ship =IDaily Service Charge | =INonShip  |01/08/2007 10.00§ =
02/08/2007 10.00
03/08/2007 10.00
Total 30.00
i [Total ] 30.00
Total 30.00
=l ) Wine and Champagne | ZlGift Shop - Elshops |o4/09/2007 149
[Total 148
Total 1.49
Total 149
Total 31.499

Transactions Tab

The first tab of the Booking tab is Transactions. In this tab, past transactions from
previous cruises sorted by Department class, Department code, Department Group,
Postdate and Sum of amount are shown.
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Pressing the +I- or the arrow down key will explode or implode the details under each station,
enabling information in each respective columns to be further drilled down.

Figure 2-95 Department checkbox

DCEPARTMENT [~
E<Daily Service Charge
B<)ift Shap - I
+ = * i x

Item Details

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

Shore Excursion

The Shore Excursion tab displays past excursions participated by the guest.
Amenity

The Amenity tab displays past chargeable amenities requests from previous cruises.
Special Request

Special Request tab displays the request history during each stay whilst on-board.
Comments

The Comments tab displays past comments inserted on previous cruise.

Raw XML

The Raw XML tab shows the actual passenger history in XML format that was sent from
Reservation Online to the ship database.

Figure 2-96 Guest History Raw XML Tab

Booking I Raw XML
<GUESTDETAILS xmins:xsi="http: /¥ = /XMLSchema-instance” xsi:schemalocation="ht A Jschemas/FConsol f[DataSetGuestHistory.xsd C:\Users
\ \GuestHistory.xsd” xmins="http: // L fschemas FConsol DataSetGuestHistory.xsd™>

<PASSENGER >

<PASSENGERID> 1. oo, J</PASSENGERID >
A< FIRSTNAME >
T TH</LASTNAME >
_7<[BIRTH_DATE>

<PASSENGERID: < /PASSENGERID>
<ADDRESSTR > " * «{ADDRESSID >
</STREET>
UNTRY >
</TELEPHONE >|

</PASSENGERID >
< {INENTIFICATIONID>
</DESCRIPTION>
3 < CARDNO >
</ISSUE >
</EXPIRY >
< fCOUNTRY >
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Loyalty/Tracklt Tab

Loyalty/Tracklt tab provides a quick overview on the loyalty program the passenger is
attached to, and items that were confiscated or returned during embarkation/
disembarkation, and the confiscated items are managed in Tracklt module.

Loyalty Assignment

A guest may sign up a loyalty program through the course of the voyage and
information such as loyalty card number, points balance, personal details are stored in
this tab.

Figure 2-97 Loyalty Program Form

~Loyalty Program Information

VP Tite: i supervee)
Card Number: |

Points Balance; |-

City: | Country: |

~Document Information
Document Type: ( Passport (+ National ID

Document No: |

~Remarks

Adding / Editing a Loyalty Program

1. Inthe Loyalty/Tracklt tab, click Add to open the Edit Loyalty program form.
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Fill in all relevant information’s using the drop-down list or manually enter them.

To edit existing information, select the line item and then click Edit and then update the
information.

Click Save to save the information.

Confiscated Item

The movement and storage location of confiscated items are displayed in the following
section and records are updated:

When a confiscated item is returned or

checked-out temporarily to the passenger, the system removes the record from
Confiscated Item section.

When a confiscated item is checked-in by the passenger, then the system inserts a
record in the Confiscated Item section.

Figure 2-98 Confiscated Item Storage Location

Confiscated Ttem
Item Type |Item Mame |Date Collected Store Location
p |ALHOCOL |LIQUOR 13/7/2015 3:35:55 PM]|BAR
—

Renew Reservation Function

You can renew a reservation of a check-out guest using the guest historical data instead of
creating a reservation.

ORACLE

1.
2.

Navigate to the Check Out tab in Search Panel.

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

Mame Doc | r Show Embark
MofCabin Dates

Date | J

Show
Party

Enter the guest last name or use the alphabets tab to search. Selecting ALL tab will list
all passengers departed on the date specified.

Click the Re-New Reservation at the Guest Handling window.
At the New Guest Reservation prompt, select Yes to renew the reservation.

Click Edit Information to change the expected arrival date, if required.
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Express Reservation Function

The Express Reservation function within Guest Handling enables you to create a quick
reservation using a simplified Reservation Form. See New Reservation Function for
further information of the field descriptions.

Figure 2-99 Express Reservation Form

i Express Reservation EXS
New Reservation
- Name Travel Information- [~ Agent Information
Surname I Embarkation Date  [9/3/2015 Agent 1d [
Eorename [ Embarkation Port =l ReservationId [
Micdie Inital | Disembark Date  |3/10/2015 Bockingld |
Selutaton | DisembarkPort | (not spplcable) =
Other Name | o 2]
Other First Name
S | = : pomer Info 0
ermanent Resident Id
Royality No@ ,7
- Passport Information - | Document Image Acquired (Only visble from supported Passport Reader) | Other Info |
Passport No \
Issue Date
Issue Place ‘
Issue Country ‘ ;I
ExpryDate [ ]|
Birthdate 1
Birth Place
Nationality [ _:]
Gender [ % Female " Male g As‘fiq'?_a_sm‘&én_’
NatoralD |
Documents [~ Checked [ Collected
[~ Notice And Consent oK I Cancel

Creating an Express Reservation

1. Click the New Reservation at the Guest Handling window to open the Express
reservation form.

2. Enter all required information’s and update the embarkation / debarkation date. By
default, Embarkation Date on the form is set to current System Date.

3. Click OK to save the reservation.

Get Credit Cards Function

Get Credit Card enables you to update the passenger credit card details by swiping
the card through the magnetic card reader.

Updating Credit Card Details
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1. Inthe Search Panel, search for the guest record and then click the Get Credit Card at
the Guest Handling window to open the blank Credit Card Entry form.

2. Atthe blank Credit Card Entry form, swipe the credit card through the magnetic card
reader to capture the credit card details and have it auto populate on window.

Figure 2-100 Setting Credit Card Spending Limit

Credit Card Entry

Card Details

EURDCARD
Mumber: m@
Expiry Date:
Owner:
Lse the card to pay for the following invoices :
~
r
r
|_‘ I?' Set Spending Limit I
[ I~

Manual | DK | Cancel
IC'E:': Card Accepted [

3. Check mark the Set Spending Limit checkbox 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 in the field provided and then click OK to save.

3. Click Yes at the CC-Check dialog box to update the credit card details onto the guest
account.

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

Capturing an Electronic Signature

If you have a Signature Capture device installed, you can capture a sample of the guest
signature in the Credit Card tab.

Storing Sample Signhature

1. Repeat steps 1 — 3 of above.

2. Sign on the column provided in the Signature Device, press Confirm and then Capture
Signature to save the signature against the passenger credit card record.

3. The stored credit card details and signature are saved in Credit Card tab.
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Registering Multiple Credit Card

Multiple card types can be stored for ease of settlement and this is particularly useful
when a guest decides to settle part of their invoices using certain card.

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

2. The system prompts a notification that there is more than one card being
registered. Select Yes at the CC-Check prompt to register the card.

Activating Credit Card for a Particular Invoice
1. Atthe Credit Card tab, select the card to activate, and then click Activate Card.
2. Check mark the invoice at the Activate Credit Card prompt and click Activate.

3. The chosen invoice is shown under Invoice column and the card is set at Active.

Figure 2-101 Multiple Credit Card Assignment

[ Guest Info T Disc.Rm:e,ﬂcg] Invoice: 0.00 TMoreGuest InfnT Service Info ] Activity Viewer ]Qe‘:ee\;ema!vzer History
Credit Cards 1 Comments ] Other Info TTra'-.-'eI DocumentsT Custom Info ] Guest History W Loyalty/ Track It

Card Number |Exo Date |Card Qwner [Lumuts |S-"-*‘aa.re Exist

American Express |
VISA

| | S|

Signature Captured
Print Receipt View Authonizations Activate Card Set Card Limit m
Remove Card Manual Increment Deactivate Card

Check In Function

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

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

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

Check Out Function

ORACLE

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

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

2. Atthe Check Out prompt, select Yes to check out the reservation.
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If the account is unbalanced, the system prompts for an invoice to be settled before
proceeding. Click OK to return to the guest account.

See Pay Invoice section for steps to settle an account.

Print Boardcard Function

The Print Board Card function in Guest Handling enables you to print a copy of guest board
card if they are not printed earlier.

ORACLE

1.
2.

Retrieve the reservation from the Search Panel and then click the Print Board Card.

At the Print Board Cards prompt, select Yes to save the board card number under Guest
Info tab. This process increases the Board card number shown in Guest Info tab, and the
last digit of board card denotes the number of times the board card were re-printed. The
first printed card always end with O.

Figure 2-102 Print Board Card Prompt

Print Board Cards -

| Do you want te print 2 copy of the existing card?

(please note that the new card will have the same charge code
and deoor lock code so it will not invalidate the previcus charge card
nor door card}

Ves

Select a reason from the drop-down list when prompt and then press OK.

Status of the printed card is reflected in the Batch Board Card Printing window. If the card
status is Failed, click Reprint All failed print job to reprint.

Check the Interface or Printer connectivity if the board card failed to print.
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Figure 2-103 Batch Board Card Printing

o Batch Board Card Printing -
Batch Printing Status
Cabin |Hame Status
10000 [ Faled
| |
| |
| |
. Reprint Al
st | faﬂeedprplnnt job
ponliogle et AERRRRRERRERRERREREEER

Printing New Board Card

During a cabin move or when guest extends their stay, a re-code of board card is
required and this card is printable from Guest Handling, Other Info tab.

1. At the Other Info tab, click the New Board Card and select Yes at the Recreate
Cards prompt.

2. Atthe Print Board Card Reason prompt, select the reason from the drop-down list,
then press OK to confirm.

Resetting a Board Card

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

1. At the Other Info tab, click the Reset Board Card.

2. Select Yes at the Recreate Cards prompt to invalidate all previously issued cards.

Figure 2-104 Recreate Board Card

Recreate Cards X

' 1 Are you sure you want to recreate all cards for Cahbin that the guest
' ocoupies?

(this will invalidate all charge and door infermaticn on all cards
for all pecple inthe Cakin.)
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Figure 2-105 Boardcard Number in Guest Information Tab

Queue ID:
BoardCard No: |
Pregenerate Number:

External Reservation ID:

3. Atthe Print Board Card Reason prompt, select the reason from the drop-down list, then
click OK to confirm.

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

Change Cabin Function

ORACLE

A cabin may become unavailable due to defect or guest may want to move to a larger cabin
or cabin closer to their family/friends. This would require a cabin change, and depending on
the policy and procedures set by the Ship, such change may be chargeable. If a fee is
applicable, you can set this up in Administration, Financial Setup, Stateroom Upgrade Prices
module.

You can perform a cabin change from different function - either using the Cabin Change
function, Edit Information or Edit Express Reservation function.

Changing a Cabin Using Cabin Change

When a cabin change is chargeable, it is recommended that you perform the task using
Cabin Change option in Guest handling function. A setup such as Financial Department,
General Change Reason and Database Parameter must be in place in order for the charge
to be posted. See Administration User Guide, Stateroom Upgrade Setup for more details.

1. Look up the guest account in Search panel, then click the Change Cabin at Guest
Handling window.

2. The system prompts a pre-configured Cabin Upgrade Price Calculation table. Click the
question mark (?) button besides the New Cabin field to search for a new cabin.
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3.

Figure 2-106 Cabin Change Function

— Cabin Information

Old Cabin Imnug CAT.01 Suite Cat.01
Mew Cabin I j

Mumber of Guests |1

Selected Guests |1

Embarkation IE‘EIICI 1f2015  Dis-Embarkation IUE{UE{ZU 15

— Reasons for Changes

- Price Calculation

Sortin| Upgrade Price | Mao,
Suite Cat.03 1 650.00

Suite Cat.01 3] 20.00]
Veranda Suite Cat.08 5 80.00

—Post Upgrade Price To

In the Cabin Availability window, select date from/to, Deck, Category from the
drop-down list in the Search Criteria section, and then click Refresh to update the
availability grid.

ORACLE"
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Change Cabin Function

Figure 2-107 Cabin Availability Window

I~
r Available Guest Cabins
|petais saning Status | TotalBerth | AvailableBerth ||
Penthouse Deluxe Suite Cat.08 3
~|Penthouse Deluxe Suite Cat.03 | DECK0 | ob [ 3 |
- |penthouseGrandSuteCatos | DEK0 [ oo [ 3 |
| |Penthouse Grand Suite Cat.03 DECKIO | o0 | 1 |
i - Penthouse Grand Suite Cat,09 DECk®o | oo | 3 |
SPA Suite Cat. 10 DECK10 vC 3
| [sPASuiteCat.10 DECK0 | ob [ 3 |
~ [sPasuteCatl0
— Search Criteria 0D = Occupied Dirty
. OC = Occupied Clean
Date From : [asj01/2015 -] VD = Vacant Dirty
Date To: [o1j02/2015 =] VC =Vacant Clean
Deck: Al -l
Category : 2l .:.] Count : 30

Show Deck Plan

4. Select the desired cabin by highlighting the cabin number, and then click OK to confirm.
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Figure 2-108 Cabin Change Price Calculation

ey

—Cabin Information
Qld Cabin

MNew Cabin
Tumber of Guests |1

Selected Guests |1

Embarkation 25/01/2015  Dis-Embarkation Inzmzfzn 15

CAT.01 Suite Cat.01

i caT.03 Suite Cat.03

— Reasons for Change
[Heque&t for cabin close to 10005

— Price Calculation

Categor Sortin| Upgrade Price | Max, Persons
Suite Cat.03

Suite Cat.01 3 20.00]

Veranda Suite Cat.08 | 5|  80.00]

—Post Upgrade Price To

Sub Department Code: :

OK Cancel

The system automatically calculates the upgrade price based on the selected
category, and in this instance, the guest is moving from Cat.01 to Cat.03 and the
chargeable price is at $100, a total comprises of Cat.02+Cat03.

At the Reasons for Change prompt, enter the reason for the change in the free
text field.

Click Yes at the Cabin Change prompt to confirm and this will then post a charge
to the guest account.

ORACLE"
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Changing an Assigned Cabin

Figure 2-109 Cabin Upgrade Charge Posted to Guest Account

Invoice L
Purchased: 100.00 Pad: 0.00 Packace Balance: 0.00
Credit Limit: NfA Non-ef, Balance: 0.00

Dbyt

JeDarimant 1
100.00

Cabin Upgrade

29/01f2015

o | 2|
All Invoices L.Invoice 2.Invoice 3.Invoice 4.Invoice Package
100.00 ] 100.00 0.00 I 0.00 l 0.00 [ 0.00

o | G |t | o | | e |
Close Move & Set Credit -
Postings I Ro ..; I Limit | Hide NoPrints l | V¥ Hide Closed Posting

Changing an Assigned Cabin

When the assigned cabin for the guest becomes unavailable at the point of check-in, re-
assignment of the cabin is required. In such cases, the cabin change is done by editing the
reservation.

1. Repeat steps 1 to 4 of the above.

2. Inthe Reasons for Change prompt, select the reason of the change from the drop-down
list, then click OK to save the changes.

3. Click OK on the Edit Information form to save the cabin reassignment.

Assigning a Cabin in Edit Express Information

At the point of creating a reservation using Express Reservation, you can assign a cabin
number to the guest and the process is the same as Changing An Assigned Cabin in Edit
Information.

Messages Function

There are occasions that you are required to notify the guest is of their reservations, tour
arrangements or inquiries by leaving a message in their cabin. These messages not only
presented in hard copy, it can also prompt on window at the Gangway, Internal Gate or
Immigration Gate when scanning the guest board card.
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Figure 2-110 Message Form

Chapter 2
Creating / Editing a Message

5 Messages for

Current Message

on/ F= A

:  |Print T T WINeT T
s inted aken when  [Sender _] Saridir
) s U £
4

on = 03/12 11:24 Message Please contact
Taken by
When 12/03/2015 11:25:34
Printed when 12/03/2015
Delverad by
Debvared Mode Deliver at Advance QCI Wizard
Admowledgement Usar Acknowledge with log

- Delvered ‘ Print | Light Off | "Q\'

Delete Message | Edit Message | New Message | Close |

Table 2-33 Field Definition of Message Form

Field Description

On/Off Message light indicator.

Printed Indicator whether message has been
printed.

Taken When Date/Time message were entered.

Sender Sender's Name enter.

Message Content of the message.

Taken by User who enter the message.

Delivered by User who deliver the message.

Delivered Mode Location of where to prompt for message
delivery, either at Advance QCI Wizard,
Gangway, Internal Gate, Immigration Gate
or none.

Acknowledgement Type of delivery acknowledgement, either

Delivered button
Print button
Light On/Off
Delete Message
Edit Message

New Message

by User, Manager or none.

Sets the message status to/from delivered.
Print selected message.

Sets on/off phone message light in cabin.
Remove message from passenger account.

Edit message content and/change delivery
mode.

Creates a new message.

Creating / Editing a Message
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1. Look up the guest account in search Panel, then click Message at the Guest Handling
window.

2. On the Message form, click New Message to create a new message or Edit Message to
edit and existing message.

3. Enter the Sender’s hame and message content in the respective area.

4. Select the Delivery and Acknowledgement Mode from the drop-down list, then click OK
to save.

5. New Messages entered will set the message light to On automatically and this setting is
controlled by Parameter, General, Message Light On.

6. To edit a message, click Edit Message, then edit the content and click OK to save the
changes.

7. A check mark is placed in the Message tab as an indicator for undelivered messages.

Delivering / Undo Delivery of a Message

1. Look up the guest account in Search panel, then click Message at Guest Handling tab.

2. On the Message form, select the message to deliver, then click Delivered to confirm
delivery and this inserts the delivered by, date/time.

3. This process does not turn off the message light automatically. You are required to
manually click Light Off to reset the message light.

4. In the Delivered by, the user name, delivery date and time is record.

5. To reset the message delivery to undelivered, click Delivered and select Yes at the
message prompt.

Deleting a Message

1. Search the guest account in Search Panel, then click Message at Guest Handling tab.
2.  Onthe Message form, select the message to delete and click Delete Message.

3. Atthe Delete Message prompt, select Yes to confirm deletion of the Message or No to
return to the earlier window. Once a message is deleted, it cannot be undone.

Printing a Message

1. On the Message form, select a message and then click Print.

2. The indicator in the Printed column will then switch to Yes, and the date the message
was printed is shown in the Message Grid.

Turning Message Light On/Off

The message light is automatically turned on as an indicator to the guest that there are
messages for them. If the message function is used as internal messaging, it is best not to
set the message light on when creating a message and this is managed in Parameter,
General, Message Light On.
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Express Edit Information Function

On the Message form, select the message and then click the Light On/Off.

If the message light is:

e On: The light bulb is illuminated and clicking Light Off will turn off the light.
e Off: The light bulb is dimmed and clicking Light ON will illuminate the light.
Clicking Light On/Off triggers the indicator for all message in the Message grid.

Express Edit Information Function

The Express Edit Information function enables you to edit the basic Reservation
information’s as displayed in Express Reservation function.

1.

ORACLE

In the Search Panel, search for the guest account, then click the Express Edit
Information at the Guest handling window.

Update the relevant information on the Express Reservation form and then click
OK to save the changes. See New Reservation Function for further information of
the field descriptions.
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System Accounts

System Accounts is a repository account mainly used for postings that do not impact any of
the passenger’s account, for example Cash postings from an outlet, Ad-hoc purchases, Crew
signing privilege or as an adjustment account. These accounts do not have a check-in/out
date, and when not in use, you can set it to ‘Inactive’

Figure 3-1 System Account

g System Account [

Descounts B Reutg 1 Creds Cars 1 Aeverue deatyzer

Sertby Varage Systen Accennt
& Account  Mame. | Crede Lima: s Vevage permng Bfrce:

[ Tose I [ creae]  oesst] Cweoont] vattas] I Joost paver [ Twewfoess Jomer | wes| -

.00

[Account Mumber | Posting Algwed [Descrpton -

1 | ]|
A Irosces. Limvoce Limvocs. Hlewekn 4.Irvoice.

0.00 | .00 | 0.00 | 0.00 I 0.00

&L Acoounts

Hove I o I Coteris Discnrdt | o Daesurts | Void o Currant Cruime =]

Add Fosting | Close Posings | Set Cred Lk | Mo Prnit | el ey | Shew Lag |

TSim scount - TEST s bl
System Ancount - Paciage Pan

[Cumency Exchange Commason Insert bew | Change | Deiete | Pt rvoice | Py Ivace | Get Cred Card Priet Board Card

In the System Account Main window, accounts are filtered by All, Active Accounts or
Inactive Accounts, sortable by Account/Name or Voyage.

Figure 3-2 System Account Filters

View -
* Al " Active Accounts " Inactive Accounts
Sort't'w 1 Voyage
" Account (¥ Name | Vietnam/Hong Kong/Macau ;l
Account Number | Posting Allowed |Description A
[ 5 5 Prepaid Bar
i Prepaid Bar
- Prepaid Bar - Inventory
| Prepaid Excursion
Prepaid Excursion
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Creating a System Account

Creating a System Account

1. Inthe Management module, select Cashier, then System Accounts from the drop-
down menu.

2. At the System Account window, select Insert New.

3. Enter the information for the account and then click OK to save. The newly created
account will appear as ‘Active’ in the account list.

Figure 3-3 System Account Entry Form

AccountNo |
Name |Cmenchxd1angeCmnission
[~ Payment by Credit Card
Payment W Cash Exchange Commission
Access Priv | No privilege required
[V Posting Alowed ~ POSRoomID: |
[~ Post to Next Cruise on embarkation date
Disc Template |(nntappicaue)

GL Account |
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Changing the System Account Information

Table 3-1 Field Definition of System Account Entry Form

Field Description

Account No User Assigned account number

Name System Account Name

Payment by Credit Card Enable credit card payment type

Payment Payment type linked to Department Codes in

Access Priv

Posting Allowed

POS Room ID

Post to Next Cruise on embarkation date

Disc Template

GL Account

Financial Setup

Privilege level allowed to access the account.
Sets the account Active/Inactive.

Assigned Room ID for MICROS POS.

Enable posting of charges into the next Cruise
when the account is balanced.

Linked to available Discount template and
apply the discount when the posting added is a
department code listed in the template.

Link the transactions to designated GL
account. Require Parameter: General, Enable
System Account GL Setting.

Changing the System Account Information

Information of the System Account can be changed by selecting the account from the
Account list, then click Change, and then click OK to save.

Deleting a System Account

¢ Note:

An account can only be deleted when there are no postings linked to the account.

Posting a Charge to System Account

Posting a change to System Account is similar to Add Posting in Guest Handling. See Invoice
Tab on how to Add, Void, Move and Route posting, Pay and Print an invoice, and other

posting related function.

Enabling Posting for Next Cruise

System Account allows you to post to future cruise by checking the ‘Post to Next cruise on
embarkation date’ in the System Account Entry form.

ORACLE

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

Handling window.

2. Onthe Add Postings form, select the Financial Department from the drop-down list or
use the Search option to search for a department code.
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Enabling Posting for Next Cruise

Figure 3-4 Add Posting Financial Department Selection

Search
j J-Jl'j'j
Code  |Description ~ ] A

(duplicate selected posting) J _]
Cruise package

SHIP DAMAGE

Cabin Upgrade

Cabin Change

W

3. Insert a Value, Check Number and select the Invoice humber to post, then click

Add. This transfers the posting to the Postings List section, enabling you to post
more than one charge.

Figure 3-5 Adding a Charge

— Posting
Account Department: | Search
| | | | (@uplicate selected posting) ~|| A
Department Amount ~
Telephone 15.00 _'
I~ Clear fields after adding to postings list Telefax 0.00
— - E-mail 0.00
Additional Information Crew Connection 0.00
Check Number: | GSM Onboard 0.00
ServerE1: I Call Charge 0.00
’ Call Charge Discount 0.00
Server 2 | Call Charge Service Charge 0.00
MNumber of People: ]
Invoice Number: | 1 2 3 4 | v
Comments: | siTotal: [ 15
— Postings List |
Acc. 1D |Acc. Identifier [oept. 10 |pept. Detals  JAmount [~ | O2C
Minibar 5 Batch Count: I
Telephone 15
Current | 2
Batch Total: |
Current Total:] 20.00
hd Post |

4. Item count increases automatically when the posting is more than one.
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~ Postings List ]

Acc. ID__|Acc. Identifier |Dept. 10 |Dept. Details Amount | A T
Minibar 5 Batch Count: |
. Telephone 15
- Current ] 2

|Batch Total: I
Current Total:] 20.00

4 Post

5. Click Post to finalize the posting.

6. At the Make Posting warning prompt, select OK to proceed to post to the next cruise.

Figure 3-6 Posting to Future Cruise Warning Prompt

Are you sure you wish to make this posting?
You have selected an in-transit account and Fidelio Cruise will record
this transaction under the next system cruise!

Cancel |

# Note:

Posting will appear on Invoice tab until you perform a System Cruise Change.

Applying Payment to Next Cruise Posting

When applying a payment to future cruise, the account must have ‘Post to Next Cruise on
embarkation date’ checked, otherwise the system will post the payment into Current Cruise.

1. Inthe System Account Invoice tab, select Pay Invoice.

2. In Invoice Payment window, the ‘Enable System Account to post to future cruise on
Embarkation date after full payment’ is checked.
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Discount & Routing Tab

Figure 3-7 Payment to Next Cruise

| || Package Plan Credit:

Non Refundable Credit:
Notes: | Current Balance:
Invoice No: ¥ Invoice 1 Racalond Asioiats

¥ invoice 2 T Package Invoie

¥ Invoice 3 ystem o post to Commission:

B bk 4 Fau:mmmmdmm

t 1,

FF Changedueenabled T Cotect remaning non refundable creds || D08
¥ Disable Posting Automatically Change Due:

Pay |P-v&Pmt| Cancel |I

T
 w
—

——1
[ oo

3. Click the Pay or Pay & Print to post the payment.

Pay & Print Cash Receipt |

4. Under the Make Payment warning prompt, select OK to post payment on the next

cruise.

Figure 3-8 Payment to Future Cruise Prompt

Are you sure you wish to make this payment?

You have selected an in-transit account and Fidelio Cruise will record

this transaction under the next system cruise!

# Note:

Discount & Routing Tab

The Discount & Routing tab in System Account function the same way as Discount

Cancel |

If the ‘Post to Next Cruise on embarkation date’ is not checked in the
System Account Entry form, the system then post the payment into current
cruise by default, and this may cause an imbalance

handling in Guest Handling. See Disc, Route, Pkg for more information.

Registering a Credit Card

The Credit Card registration process in System Account is the same as in Guest
Handling, Get Card Function. See Get Credit Cards Function for more information.

ORACLE"
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Setting an Inactive Account

An account can be enabled/disabled easily by deselecting the Posting Allowed in the
System Account Entry form. An Inactive Account has a Red Cross symbol in the Posting
Allowed column in the System Account number grid.
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Groups

Passengers travelling in a group can be easily identified by assigning a group ID and group
leader to the parties. Apart from travelling together, these groups usually have a preset
itinerary, other special arrangements and a group billing account. These arrangements are
setup and access through Management, Cashier, Groups drop-down menu.

Figure 4-1 Group Handling

WP FrontDesk Caghier Options Sgeurty About Ext

Groups found: 10 = [ Revenueanalyzer | Custom Info 1 GroupMembers | MoreGrowinfo |
& |[Jeoup tiame A Group Info | DicountsRoutng | Invoice: 6,39.55 | Ionerary Planner | Credit Cards
Coadh Tours =
i o Group Status Travel Agency
| Group 1D
= T Name
- Embarkation 08/08/2011
= @ Disembark 31/08/2015
2 [ Status Chedked-n
= i Members 7
E L
E =
— =
o
B [ Group Address Information Group Leader
E m Tname [EmbDate  [Disembark  [PortFrom [Po
= W= [07/06/2014 _[11/06/2014 i
— -
-
@
- Group Biling Address
< £ 2
| = 1 Remarks
e
| Payment/Custom Info
— Posting Allowed : Yes
i Payment : Cash
B Hew i I Edit ‘ Cancel | Show Log |
e =z
CheckOut | Brint Board Card I Rleset Board Card I Pay Invoica I Get Credt Card
f— I Show Emb.Dates

! Print Invoice | Posting Status |

Group Info Tab

Information’s pertaining to the group are entered through the Group Info tab.
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Creating New Group Account

Creating New Group Account

A group account containing a group ID, billing address, travel information and payment
type is created prior to adding its group members.

Figure 4-2 Group Information Window

Street

City/State/Zip |-... -

Group Type I

Group Leader | L]
— Address

Address 1 }.- -

Add'essZ Ih - - . pr—

Street -

Zip/City | BT —

State P- -
~ Biling Address

Name [0- - e -

|

Street P-—— -

City/State/Zip [ [ [

Country ] - - ;I
— Travel Insurance

Description | (not applicable) |

Ins. Number
— Payment

[~ Payment by Credit Card
Payment |-' Cash j

Country I o —— Ll
Phone |
Fax |
Salutaton |
FirstName |
Last Name Jt—-
E-Mail (e——

~ Travel Information
Embarkation  [28/02/2015 il
Port | (not applicable) |
Debark [07/03/2015 )
Port | (not applicable) ]
Remarks
Additional |
Remarks

o |

1. Select Group Info tab from the Group Handling window.

2. At the Group Info tab, click New Reservation.

3. Atthe Account Identifier section, enter the Group name, Group ID, Group Type

and then select the Group Leader.

4. Insert all relevant information in Address, Billing Address and Travel Agency.

5. At the Travel Information section, select the Embarkation/Disembarkation Date
and Port from the drop-down list, then click OK to save.

ORACLE"
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Editing a Group Account

1. From the Search Panel, select the Group Account and then click the Edit Reservation

2. Click OK to save the changes.

Cancelling a Group Account

1. From the Search Panel select the Group Account and then click the Cancel
Reservation.

2. Atthe Cancel Reservation prompt, click OK to reconfirm.

Discounts & Routing Tab

Special billing arrangements for the group such as Routing, Discounts and Disallow
Department is set up in the Discount & Routing tab.

Setting Up Group Routing

A routing may be set for the entire group members or individually from the group members
list.

Figure 4-3 Discounts & Routing

I Revenue Analyzer I Custom Info ‘j Group Members l More Group Info l
Group Info [ Discounts & Routing |  Invoice:0.00 | ItineraryPlanner | Credit Cards I
Routing 1 Discount il Disallow Dept
— Routing

Pays for following guests
[ e

< >

Done by:
Reason:

Cruise package
Cruise package

Service Charges
Service Charges Posting
Bar Service Charge

Delete Routing Mew Routing

1. Navigate to the Discounts & Routing tab and click New Routing.
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Setting up Discounts

2. In the Routing window, select the Invoice to route and check ‘All Group
Members’ to route all members, or click Advanced to select an individual.

Figure 4-4 Group Routing

— This Person
. e s Al Invoices

~ Will Pay For
Invaice 1 Invoice 2 | Invoice3 |

(&l Group Members)

.~
v all Group Members Advanced |

t

] i Wedding Package Extra ~
Bar Service Charge

SPA Posting - Retail

SPA Posting - Treatment

SPA Posting - Weliness

SPA Prepaid

SPA Package
SPA Service Charge

:

O
Ll
(v
U
L
(]
U
U
]

<

3. Select the department code to route and when to route the postings by checking

the box beside the code.

4. Click OK to save the routing.

Setting up Discounts

Setting up Discounts

ORACLE"
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Group Invoice Tab

Discount set up in group account is identical to a guest discount. See Disc, Route, Pkg —

SPMS Discount and MICROS Discount section for more details.

Setting Up Disallow Department

Disallow Department set up in group account is identical to guest disallowed department. See
Disc, Route, Pkg — Disallow Department for more details.

Group Invoice Tab

Unlike the Guest Invoice, the Group Invoice tab has two tabs — Invoice and Closed Posting,
and all Closed Postings are displayed in a tab.

Functions within Invoice tab works exactly the same as Guest Invoice. See Invoice Tab for
more details.

Figure 4-5 Group Invoice Tab

Group Info ; Discounts & Routng || Invoice: 6,319.55 | Ttnerary Planner Credit Cards
Invoice 1 Closed Posting 1

| lononois SRR L | ool ool ool o B Rl |
WEEETER T T T T e | 2540.00,
| osoizois SRR | izl ool ooo ool B L AR ool

ORACLE"

4-5



Chapter 4
Itinerary Planner Tab

ltinerary Planner Tab

The Itinerary Planner tab displays the Excursion, Dining arrangements or any activities
available to the Group. These activities are configured in Administration Module,
Itinerary Setup.

Figure 4-6 Itinerary Planner Tab

[ Revenue Analyzer T Custom Info T Group Members T More Group Info ]
Group Info T Discounts & Routing T Invoice: 0.00 I Itinerary Planner I Credit Cards

— Itinerary Booking

4| sat,311an2015 [p| 12 13 14 15 15 17 18 19 20 21 |a
I 1 I

I I I 1 I I I
High Tea
Indoor Games
Dinner

I l
Activities | Packages | | [ v
— Filter Legend
Assignment: |5d1eduled and Suggested LI B = cheduled Activites
™ Fully Booked [N suggested Activites
I Open Activites
Event Tvpe: [Show Al =I|| —viting Lst

Viewing an Available Itinerary

1. Navigate to the Itinerary Planner tab.

2. In the Filter section, select from the Assignment and Event Type drop-down list
the information to display.

3. Information are shown by date, in an hourly grid.

Group Credit Card

Registering a Credit Card in Group Account is the same as Guest Handling, Get Card
Function. See Get Credit Card Function for more information.

Group Members Tab

The Group Members tab lists all the passengers that are linked to the Group ID, and
member’s details are editable from this window.
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Figure 4-7 Group Members Tab

| Group Info ] Discounts & Routing ] Invoice: 0.00 ] Itinerary Planner ' Credit Cards
i Revenue Analyzer 1 Custom Info 1 Group Members ] More Group Info
CabinNo|  Status| Embarkation Date| Debark Date|Guest Name |Group Leader
e RN 29/01/2015| 05/02/2015] v
| Expected| 03/02/2015 07/02/2015 | " — 2
|} |__Expected 03/02/2015 07/02/2015| | Lm]
Expected| 03/02/2015 07/02/2015 . I

Edit Information 4

Table 4-1 Field Definition of Group Member Tab

Field Description

Cabin No Passenger cabin number.
Status Booking status of the passenger
Embarkation Date Embarkation Date

Debark Date Debarkation Date

Guest Name Passenger name

Group Leader Group Leader of the group

1. Select the group member name from the grid and then click Edit Information.

2. Edit all the relevant information in the Edit Information window, and then click OK to save
and return to the group members’ grid.

Adding Reservation to Group Account

You can add/remove Reservations from Group Account using the Add to Group and
Remove from Group function. See Adding to Group and Removing from Group for more
details.

Assigning a Group Member as Group Leader

You can assign a member of the group as a Group Leader, and the system permits more than
one Group Leader.

In order to assign the passenger as group leader, check the Group Leader checkbox in
Group Member tab, or click Edit Information and then select Group Leader in Other
Parameter section.
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Figure 4-8 Group Leader Assignment

Other Parameter

[ Resident [ Mon-ndusive Guest Type

| Airfsea operator [ Charge for Cheded-Out Calls
[ Intoxication [ Switch to Crew in Manifest

|~ Express Check Out [~ Stay overnight shoreside
[v Group Leader ¥ Allow Kiosk Check In

[ Completed Online Farm

Custom Info, More Group Info, Revenue Analyzer Tab

See Custom Info Tab, More Guest Info Tab and Revenue Analyzer Tab for handling of
these tabs.

Checking in Group Account

To route group members charges to the group account, you must first check in the
group account.

1. From the Expected tab of the Search Panel, search for the group account.
2. Select the account and click Check In button.

3. Select Yes at the Check-In Group prompt, and then click OK at the confirmation
prompt.

Checking Out Group Account

ORACLE

A group account can only be checked out when the invoice is balanced.

1. Retrieve the group account from the Search Panel, Check Out tab and then click
Check Out button.

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

3. If the account is unbalance, the system prompts for invoice to be settled before
proceeding. Click OK to return to the guest account.

See Pay Invoice section for steps to settle an account.
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Visitors

The Visitor function allows the Security Office and Gangway staff to enter visitors information,

accessible in Management module, Cashier, Visitor drop-down menu.

Figure 5-1 Visitor Setup Window

produce visitor passes and track whether the visitor is onboard or ashore. This function is

Selections
I by vaidty Period Fon [oioi201s -] Visitor Info 1 Documents 1 Custon Info | Future Visits
To  |s0/4/z018 -| - Detals
Lastname:
I~ By Categary [ First lame:
Other Name: -
e [show AIT Other First Mame:
¥ Type I how Vpes Sl :
1D Mumber: -
Nationality: e A
[~ Row Count: § WValid from:
Take Picture
v
Neme; Enable Disable Pasting Status S ot Clase.
New Edit Delete Brint Card Shaw Log

Adding New Visitor

1.
2.

Launch the function from Cashier, Visitor drop-down menu.

At the Visitor Setup window, click New to open the New visitor Details form.

ORACLE"

5-1



Chapter 5
Editing Visitor Information

Figure 5-2 New Visitor Details Form
1L New Visitor Details

Visitor Details

— Visitors Details ~ ~Document Snapshot (Visible only with supported document reader)
Last Name |

Frst ™ save Document Imag
Other Name

I
|
[
Middle Name I
|
I
I

Other First Name

Salutation

Passport/ID Number

Nationaiity ot appicable) ~]
[

Vaid From-To | 21122018 ~ || 2 122018 ~]

Birthdate i -

Visitor Category I(rlu! apphcable) ﬂ

Visitor Type % Named " Generic

System Account I(Nm) ll

Remarks

[V Assign as Visitor photo

Early Boarding Visitor  [9.1ormal Boarding =l

Slot ID |

Company Represent |

Visit Purpase: [

Ship Operation Ct [ ~]
|

Ship Contact
Clear . [~ Motice And Consent Wl Cancel ]

3. Enter the Visitor’s name, Passport ID and select the Nationality, Valid-From-To
date, Birthdate and Visitor Category from the drop-down list and check the
Notice and Consent checkbox.

4. Click OK to save the information.

Editing Visitor Information

1. Select the Visitor using the selection filters of the Visitor Setup window.
2. Click Edit to open the Visitor Details form.

3. Edit the relevant information and then click OK to save.

Enablling/Disabling a Visitor

Since the Visitor account does not have a cabin assigned or required to be check in/
check out, the account is managed by setting the status as Active/lnactive in Enable/
Disable function.

1. Select the visitor name from the Visitor Account grid and click either Enable or
Disable.

2. Atthe Disable Visitor prompt, click Yes to proceed.

3. Inthe Inactive column of the Visitor name grid, status of the visitor changes to
Yes/No, depending on the selected option.
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Changing Status to Onboard/Ashore

Figure 5-3 Visitor Status

- Row Count: 1216

Changing Status to Onboard/Ashore

When a Visitor goes onboard/ashore, Security Officer is required to set the visitor status as
Onboard/Ashore to ensure all visitors movement is registered and accounted for.

1. Search the visitor name from the Visitor Setup window.

2. Double-click on the visitor name and select Yes at Change Status prompt.

Scanning Travel Document

Not only you need to register visitors going on-board, their travel document will also need to
be scanned and stored in the system. See Travel Document Tab for steps to scan travel
documents.

Adding Future Visit

You can add a future visits for visitors visiting the Ship.

1. Search the visitor name from the Visitor Setup window, and then navigate to Future
Visits tab.

2. Click New and then enter the future embarkation/debarkation date in the Future
Reservations window.

Figure 5-4 Visitor Future Reservations

Expected Embarkation Date

Expected Disembarkation Date

3. Click OK to save the reservations.

4. The saved dates will appear in the Future Visits tab grid.
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Gift Card

The Gift Card function allows you to extend a pre-paid credit to a guest in a form of Gift Card.
The Gift Cards can be offered to guests as consumer incentives, through a promotional
programs, or integrated into a reward point program to increase sales volumes. See Gift Card
Handling User Guide for detailed configuration and usage.
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Quick Billing

ORACLE

The Quick Billing function is designed to expedite check out process during disembarkation,
and enable invoices to be printed in batches using a filter. This function is accessible from

File Menu, Cashier, Guest Quick Billing.

Figure 7-1 Quick Balance Selection Criteria

Selection Criteria T Selected
Invoices Setup Processing
== "'f] Passenger Invoices Criteria T Report Printing Criteria ]
--efge Cabin Upgrade Invoice
e Change Schedule Invoice Embarkation Date: Express Check-Qut;
@ Both -
-z Invoice Final - Checked Out
b4 o isembarkation Date:
-eige Walk-In Invoice ppE——
14120
g Invoice Prelim e
e Invaice Prelim - Select Payment Type: Redirected Payment Type:
¢ Invoice Prelim - Date Range (Al j | (Mo Change) j
--wigp Invoice Final - Date Range Package Plan:
(mlry -
) [ Do not collect non refundable credit
Faolio Balance:
=l
Deck: Starboard Portside
(Al =l =)
Section:
(Al |
Disable accounts: [ Process 0 bal with transactions
|D° not change current status Y1 [T Process 0 balance accounts
Group:
(ally ~|
Printer
Mame: |Ad0be FDF j Properties
Copies: |1 Orientation: [Landscape ﬂ
[¥ Charge commission Balance ‘ Print ‘

Field

Table 7-1 Quick Balance Selection Criteria

Description

Passenger Invoices
Embarkation Date
Disembarkation Date

Express Check Out

Payment Type

Type of invoice form

Embarkation Date filter

Disembarkation Date filter

Select to include/exclude in Express Check-Out

Payment type filter
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Table 7-1 (Cont.) Quick Balance Selection Criteria
]

Field Description

Redirected Payment Type Redirect selected payment to another payment
method

Package Plan Filter by Package Plan

Folio Balance
Do not collect non-refundable credit

Deck
Starboard/Portside
Section

Disable accounts

Process 0 bal with transactions

Process 0 balance accounts

Group
Printer

Charge Commission

Filter by folio balance, for example: greater
than or equal to X value.

Credit balance withheld for use in future
cruise.

Invoice sort order by deck.
Invoice sort order Starboard/Portside.
Invoice sort order by section.

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.

To include Group Account.

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

Define whether to applicable commission
applies when balancing the accounts.

Figure 7-2 Quick Balance Selected Tab

It will only send to those account
with onboard e-Mail define

Close Postings Balance ‘

€a Guest Quick Balance [x]
Selection Criteria ] Selected ]
Guest/Crew Details
SortBy & Ascendng (" Descending Statistics
Selected: 4
Baance Processed: 0
| Remaining: 4
DECK10 119.40 Yes
~IDECK10 | 35.00 Yes Balance Total: 1,158.40
~IDECK10 833.00 Yes Comission Total: 0.00
Balance Charged: 0.00
Package Balance: 0.00
Non-ref, Balance: 0.00
Balance Remaining: 1,158.40

Send eMail

Print I
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Guest Quick Billing

Table 7-2 Field Definition of Guest Quick Balance
]

Field Description

Cabin Cabin number

Deck Location of Cabin

Name Guest Name

Balance Total Invoice Balance

Auth Authorization Status

Print Invoice Printed status.

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

Send eMail Invoices are email to guest on-board email
account.

Close Postings Set invoice postings to Disallowed

Balance Process balancing for selected accounts

Print Print invoices for selected accounts

Guest Quick Billing

ORACLE

Quick Bill Printing

The Selection Criteria tab in Guest Quick Billing function determines the type of invoices to
print/pay based on the criteria chosen for all disembarking passengers, for example,
passenger paying by credit card or only guest with X outstanding amount.

1.
2.

4,

From the Cashier file menu, select Guest Quick Billing function.

In the Guest Quick Balance window, select an invoice type, Embarkation Date,
Disembarkation Date, Payment Type, Folio Balance (if applicable), Deck and Section.

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

At the Quick Printing prompt, select Yes to continue.

Quick Bill Balance

Other than printing invoices by batch, balancing of the passenger account is possible if there
is a credit card on file.

1.
2.

Repeat step 1 to 3 of the above.

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

Navigate to the Selected tab to verify the results, and adjust the selection until desire
result is achieved.

To exclude a passenger from the search result, right-click on the name and then click
Remove. Once the passenger is removed, the statistic count will update accordingly.

At the Confirmation prompt, click Yes to confirm and then click Balance.
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6.

7.

8.

Chapter 7
Guest Quick Billing

Click Yes at the Quick Balance prompt, then click OK at the Quick Balance Info
prompt.

Figure 7-3 Quick Balance Info Prompt

Quick Balance X

I . Are you sure you want to balance all selected accounts!

Quick Balance Info

f ¥ . System is geing to balance 20 accounts.
System will collect £40.00 USD,

0K i Cancel

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

Figure 7-4 Quick Balance Info on Balance

Cuick Balance Info -

I.-*" '“-.I You have selected to balance accounts including those without
W payment type specified,

Missing payment type will be substituted with default cne,

oK Cancel

The total charged value and number of account processed are shown in the
Statistic section, once the account is balanced successfully.
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Quick Bill eMail

Figure 7-5 Statistic of Account Processed and Value Charged

Statistics
Selected: 1
|Processed: 1]
Remaining: 0
Balance Total: 590.00
Comission Total: 0.00
Ealance Charged: 520,00 |
Package Balance: 0,00
Mon-ref, Balance: 0,00
Balance Remaining: 0.00

Click the Close Postings to disallow postings on these accounts.

Quick Bill eMall

Passenger or crew that has on-board email account may opt to receive copy of their invoices
via Email, and this function is a Parameter controlled. Please consult your IT Department for
setup if this is not pre-configured.

1.

Repeat step 1 to 4 of Quick Bill Balance. If no printer is assigned, the system disable the
Send eMail feature.

Navigate to the Selected tab and then click Send eMail
Without balancing the invoice, click Send eMail.

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

Figure 7-6 Invoice Successfully Emailed Indicator

Selection Criteria ] Selected 1
Guest/Crew Details
SortBy (¢ Ascending { Descending - Statistics

Selected: 3
Processed: 3
- Remaining: 1]
66,00 Je-Mail sentflo ey —

| 66.00 je-Mail sent i . n
: = ij = Comission Total: 0.00
Balance Charged: 0.00
Package Balance: 198.00
Non-ref, Balance: 0.00
Balance Remaining: 198.00

Quick Bill Balance with Commission

The Quick Bill Balance with Commission enables credit card commission to be charged at the
point of balancing the passenger account. By default, the Charge Commission is checked in
the Criteria Selection tab and commission value are then calculated by the system based on
the pre-defined commission linked to the Financial Department — Credit.

ORACLE

1.

Repeat step 1 to 4 of the Quick Bill Balance.
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Residents Quick Billing

< Note:

To exclude a commission charge for certain payment type, filter using the
Payment type and deselect the Charge Commission checkbox.

2. Navigate to the Selected tab to verify the results, and adjust the selection until
desire result is achieved. The chargeable commission is shown in the commission
column.

3. To exclude a passenger from the search result, right-click on the name and then
click Remove.

4. Click Balance to proceed.

5. At the follow on prompt, click OK and note each prompt messages before
proceeding to the next.

6. In the Statistic section, the total value charged and number of account processed
get updated.

7. Click Close Postings to disallow further postings for these accounts.

Residents Quick Billing

The Residents Quick Billing function is the exact same function as Guest Quick Billing,
with the exception that it only filters the Residents accounts instead of passengers.
Those accounts must have a check mark in the “Residents” field in the Edit
Information, Other Parameter Resident.

System Accounts Quick Billing

ORACLE

The System Accounts Quick Billing is a process that only balances the System
Accounts and has lesser criteria to choose from than Guest Quick Billing.
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Group Quick Billing

Figure 7-7 System Account Quick Billing

| Selection Criteria ||

Selected ]

Invoices

Setup Processing

=5 E] Account Invoices
».@ System Accounts Analysis

System Accounts Summary - date
System Accoutns Summary - department
System Accounts Analysis by Yoyage
System Accounts Analysis by Window
System Accounts Summary by Voyage
Syst. Acct. Invoice by Voyage

System Account Card

Criteria T Report Printing Criteria ]

Balancing End Date:
I¥o5/1/2013 >

Payment Type: Redirected Payment Type:
| V) j (Assigned payment methods) j
v :Enable Syste_m Account to post to future cruise
on embarkation date after full payment
) [T Do not collect non refundable credit
Faolio Balance:

=N

Disable accounts: [ Process 0 bal with transactions

Do not change current status 1 [ Process 0 balance accounts

[+ Charge commission

Printer

MName: |Ad0be PDF j Properties

Copies: |2 Crientation: |Portrait ﬂ
Balance ‘ Print ‘

1. From the Cashier file menu, select System Account Quick Billing option.

2. Inthe Invoices section, select the Invoice format, then navigate to Criteria tab and select
the Balancing End Date, Payment Type, Folio Balance, if any.

3. If Enable System Account to post to future cruise on embarkation date after full
payment is checked, all postings posted after the invoice is fully paid are recorded in the

next cruise.

4. Atthe Printer selection, select and invoice printer, enter the number of copies to print and

the print orientation, and then click Print.

5. Repeat step 3 -9 of Quick Bill Balance.

Group Quick Billing

The Group Quick Billing function is similar to Guest Quick Billing, and it only filter the Group

ORACLE

Account, excluding all its group members.
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Group Quick Billing

Figure 7-8 Group Quick Billing Window

|l' 21/04/2015 > I

Disembarkation Date:
¥ 24j05/2015

Redirected Payment Type:

1 Selection Criteria | Selected ]
— Invoices — Setup Processing
E‘lﬁ Group Invoices Criteria T Report Printing Criteria ]
] Group Invoice - Final
Embarkation Date:

Payment Type:
I (Al

Folio Balance:

j I (Mo Change) LI

I~ Do not collect non refundable credit

Disable accounts:

=N

[ Process 0 bal with transactions

Do not change current status

;I [ Process 0 balance accounts

r— Printer

MName: IAdobe PDF

Copies: |1

LI Properties |

Crientation: |Partrait ;I

[V Charge commission

Balance | Print |

Repeat steps 1 to 9 of Quick Bill Balance.

ORACLE"
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Quick Postings

Quick Postings function allows you to perform posting by batch to single account or multiple
accounts.

Quick Posting to Single Account
This function is extremely useful when you have a large quantity of guest check to post at a

time, for example Laundry or Telephone. The function applies to Guest, Crew, Group and
System Accounts.

Figure 8-1 Quick Posting Window

Department: |
_v| | (duplicate selected posting)

Advanced | Department
# |Telephone

[V Clear fields after adding to postings list

— Additional Information
Check Number: l

Server #1; |
Server #2: ]
Number of People: [

InvoiceNumber: [ 1 2 | 3 | 4 |
Comments: I

W
Sub Total: | 0.00

— Postings List
Acc. 1D |Acc, Identifier [Dept. 1D |Dept. Details - Totals

[ (300 BatchCount: |

- 20

ILaundry “[s0 Current I 6
BathTotal: |

Telephone 15

Telephone 8 Current Tota|:| 408.00

Post

1. From the Cashier File Menu, select Quick Posting option.

2. Select the Account using the drop-down list, then navigate to Department and select the
department code and then enter the value to post.

3. Atthe 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.
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5.
6.

Chapter 8

Click Add to add the account to Posting List grid. repeat step 3 until all checks are
added to the Posting List.

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

Click Post to confirm posting.

Quick Posting to Multiple Account

Quick Posting to Multiple Account allows you to post transaction to many Guest,
Crews, Group and System Account.

1.
2.
3.

9.

From the Cashier Menu, select Quick Posting option.
Under the Account field, click Advanced.

In the Multiple Accounts Selection window, select the Status and Account
Type from the drop-down list.

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

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

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

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

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

Selecting Account Using Criteria Option

The criteria options are made available to further filter the accounts based on the
criteria entered, for example by embarkation/disembarkation date, cabin category, VIP
status, nationality and etc.

1.
2.

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

Select the options from the drop-down list in the General tab, then navigate to
Guest tab.
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Figure 8-2 Account Selection Criteria

General T Guest T MNationality T Sales Agent T Financial ]

[¥ Embarkation Date / Port ~| |23,ros,rzﬂ15 |
[¥ Disembark Date / Port | |23,f08fzn15 -
I Age =l

[~ Flight Destination Code

[~ Flight Package Code

[~ Cabin Category

[~ Cabin Classification

[~ Guest With no Gangway Activity |23,ros,rzo15 -.-I

3. Atthe Guest tab, select from the available options using the drop-down list and continue
to select from the remaining tabs if required, and then click OK to return to the Multiple
Account Selection window.

Figure 8-3 Account Selection Criteria — Guest

General | Guest T MNationality T Sales Agent T Financial ]

[~ Group Accounts I{None}l
[~ Marketing Product Code |{None}.

[~ Marketing Promotion Code I{Ngne}l

[V VIF Status |\.|"IP

[~ Primary Guest Selection IYES

< Note:

Tabs in Accounts Criteria Selection may varies depending on the Guest Type
chosen in Multiple Account Selection window.
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Quick Posting Status

Quick Posting Status allows you to Enable/Disable the account posting status by
batch.

Figure 8-4 Enable/Disable Posting Selection

B Enable/Disable Posting by Selection =]

Account Selection

| ! ;I Advanced |

Reason: IF'a‘f per use

[ Allow manual postings

Enable Disable Cancel

1. From the Cashier File menu, select Quick Posting Status from the drop-down
list.

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

3. Insert a reason in the Reason field.
4. Check Allow manual postings if manual posting is allowed in Disabled accounts.

5. Select on of the option — Enable or Disable the account.

Quick Discount

Quick Discount allows you to set up discounts for multiple passenger’s accounts using
the available selection criteria — by percentage or value. See Invoice Tab, Item
Discount for discount assignment to individual passengers.
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Figure 8-5 Quick Discount Window

;Indmcedl

— How much

Percentage | Apply Count | v Percentage

Reason

Quick Discount to Multiple Guest by Percentage/Value

1. From the Cashier File Menu, select Quick Discount option.

2. Repeat step 2 to 5 of Quick Posting of Multiple Account, then click OK to return to
Discounts window.
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Figure 8-6 Quick Discount to Multiple Account

r~Account Selection

| [tmudtiote selection) | Advanced |

r~ How much

Pemu-nagelm apdycmﬁ [V Percentage

3. At the Discounts window How much section, enter the percentage value,
number of applicable discounts and reason. To apply a Value discount,
deselect the checkbox next to Percentage.

4. At the What section, select the department group or code the discount is
applicable to, then click OK to confirm.
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Quick Check-Out

Quick Check-Out allows you to check-out passenger’s by Deck and selected Check Out
Date.

Figure 8-7 Quick Check Out

— Details

~ Statistics
Selected: 10
Processed: 0
Remaining: 10
Checked-out: 0
Failures; 0

— Search Criteria
oeck: [T~

Check-out Date: |23/08/2015 |

Refresh

1. From the Cashier File Menu, select Quick Discount option.

2. Repeat step 2 to 5 of Quick Posting to Multiple Account, then click OK to return to
Discounts window.

3. Atthe Selected Guest section, cabin number and name of passengers due to check out
will appear, and the total selected account is shown in the Statistic section.

4. Click Process and then select Yes at the confirmation prompt to proceed. This updates
the number of record processed and its status in Statistic section.

5. Click Close to return to the Main Window.
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Quick Service Charge Posting

The Quick Service Charge Posting is a function that post service charges in bulk or
individually based on the criteria set in Quick Edit tab.

Posting a Service Charge by Batch

1. From the Cashier File Menu, select Quick Service Charge Posting option and
navigate to Quick Edit tab.

2. Atthe Guest Selection section, click Advanced to open the Multiple Account
Selection window.

3. Atthe Multiple Accounts Selection window, select the Status and Account
Type from the drop-down list.

4. Select the account name from the Non Selected Accounts pane, and then click
Add to add the account singly or Add All> to add all account listed or use the
Criteria Add>.

5. Accounts selected are shown in the Selected Account.

6. Select Post the following amount daily, and check Use System Default Value
or manually enter the value in the field beside it, if the value is different.

7. Click Update to update the service charge value and information is shown in
Guest Handling, Guest Info, Cabin Information section.

8. Navigate to the Service Charge Posting tab to review the accounts with Service
Charge pending.

Figure 8-8 Service Charge Posting

Quick Service Charge Posting - olEN
‘Servi i il Exceptions (213) T Quick Edit
v Skip Credit Limit Check
Post
Total Service Charge Amount: 10,920.00
= Service Charge s
Guest Name Cabin i Status res_acc
10.00| Pending

9. Click Post to post the service.

# Note:

By default, the Skip Credit Limit Check is checked, allowing System to
post the service charge even when the account exceed the credit limit.

10. At the confirmation prompt, click Yes to the value of the service charge to post.
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Figure 8-9 Service Charge Prompt

Management

Systern will post 10,920.00 amount of service charge, are you sure?

Disabling Service Charge Posting

1. Repeat above steps 1 to 5.
2. Select Disable Service Charge Posting, then click Update.

3. Updated accounts are shown in Exception tab and and Guest Handling, Guest Info,
Cabin Information section.

Quick Messages

ORACLE

Quick Message function allow user to send messages to a group of passengers or
individually, using the Advanced Selection.

1. From the Cashier File Menu, select Quick Messages option.

2. Atthe Quick Message window, click Advanced to open the Multiple Account Selection
window.

3. At the Multiple Accounts Selection window, select the Status, Account Type from the
drop-down list.

4. Select the account name from the Non Selected Accounts pane, and then click Add to
add the account singly or Add All> to add all account listed or use the Criteria Add>,
then click OK to return to Quick Message window.

5. At the Quick Message window, enter the Sender’s name and message content.

6. Select the Delivery Mode and Acknowledge mode from the drop-down list, then click
OK to save.

7. The system places a check mark in the guest account in Guest Handling, Message tab
as an indicator for undelivered messages.
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Figure 8-10 Quick Message Form

— Account Selection

I{multiple selection)

— Sender
Guest Relations Officer

Message
This evening pre-dinner cocktail will be held at :

enue: Foolside
Time: 1800 - 1930hours

— Delivery [ Acknowledge
Delivery Modelﬂ - Mo Delivery

Acknowledge IU - Mo Acknowledge

ORACLE" 8-10



Flight Assignment

Flight Assignment function is similar to Quick Billing and Quick Posting. This function enables
you to assign arrival or departure flight individually or by a group of passengers.

Figure 9-1 Quick Flight Assignment

a5 Quick Flight Assignment o
i~ Flight Assignment 1
| Account Identifier: r— Flight Information
| = | ocection:  [amval ]
Advanced Departure Date  [29/08/2015 =
[V Clear fields after adding to postings list Flight Number : =
Additional Information
Flight Time: 0800
Destination Code : | o
ATV
o ode: | Departure al
T fier Price : Time : Time :
o |100.00 Date : 29/08/2015 Date : 30/08/2015
No of Bags : {15 City : City :
fiag Label - E--w g Country = Coumntry = L
[T Assign these information only
Add Guest
Flight Assignment List
Totals
Cabin | Name | Fight Date | FlightNo | Dest Cod

] Person Selacted : | 2

< » Post

Assigning Flight Detalls

1. From the Cashier File Menu, select 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, Flight
Number from the drop-down list.
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Assigning Flight Details

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

Click Add Guest to add the selected guest to Flight Assignment List, and take
note of the Total count beside the Flight Assignment List grid.

Click Post to update the flights assignment into the guest account in Guest
Handling, Other Info tab.
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Ashore Deny List

Ashore Deny List is a function that manages passengers or crew movements, by denying
certain passenger or crew from going ashore.

Figure 10-1 Ashore Deny List

1 Guests Ashore Denied List | & |
Filter

Cruise Date: [23/08/2015 ¥ Refresh

Cabin |Formm lSt.rnm |Denv From Date [Denv Until Date |N.=1:ic»nalitapr Deny Reason User
| Shore Leave Denial Selection Ex
[ Nationality 1 Name/Cabin ]
Person Identifier: | A Li
Additional Information Cabin J == I S | Natonality I
Selected: 3
Denied Frorn:'|23f03f2015 06:00 I | SRR,
Denied Unti: [24/08/2015 06:00 X Remove F
Comments:
4 oK I Cancel | ]

Denying Passenger from Going Ashore

ORACLE

1. From the Cashier File Menu, select Ashore Deny List option.
2. Select the Cruise Data from the drop-down list and click Refresh.

3. Click Add at the Guests Ashore Denied List to open the Shore Leave Denial Selection
window.

4. Navigate to either the nationality of Name/Cabin tab, then select the nationality or cabin
from the drop-down list.

5. Click Add to add the selected passenger(s) to the denied list grid.

6. To remove the name from the Denied List grid, right-click on the name and select
Remove.

7. Select the Denied from/until datein Additional Information section and click OK to return
to the Guest Ashore Denied List. All Denied passengers name are highlighted in Red on
Gangway Log.
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Removing Passenger from Going Ashore List

8. Click Close to return to the main window.

Removing Passenger from Going Ashore List

1. Repeat step 1 and 2 of the above.
2. In the Guests Ashore Denied list, select the name from the grid and click Remove.

3. Select Yes at the confirmation prompt and then click Close to return to the main
window.
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Batch Assign Disembark Group

The Batch Assign Disembark Group function is similar to Add to Disembark Group in Guest
Handling. This function enable you to organize disembarking passengers by batches.

Figure 11-1 Batch Assign Disembarking Group

Disembarkation Date [23/08/2015  +

Detail Selection

Assigning Passengers to Disembarkation Group

From the Cashier File, select Batch Assign Disembark Group option.
Select the Disembarkation Date from the drop-down list.

In the Detail Selection section, select the appropriate option and click Search.

P O NP

Select the Group in Assign Passenger section, then select the passenger namelcabin.
Use the CTRL+key to select multiple passenger.

5. Click Assign Selected to assign. To assign all passenger, click Assign All.

Un-assigning Passengers to Disembarkation Group

1. Repeat step 1 to 4 of the above.

2. Click Unassign, Selected to unassign from the grid.
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Print Disembark Letter

The Print Disembark Letter allows you to print and notify guest of their debarkation time and
meeting location.

Figure 12-1 Print Disembark Letter

~ Selection
Disembarkation Date [23/08/2015 |
~ Detai Selection

|Gro|.q:| 1

|Both Odd and Even Cabin
[

[an

From the Cashier File Menu, select Print Disembark Letter option.
Select the Disembarkation Date from the drop-down list.

In the Detail Selection section, select the appropriate option and click Search.

P W NP

Select the Passenger name from Selected Passenger section and then click Print
Selected.
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Unposted Package Posting

The Unposted Package Postings are predominantly postings imported from Data Import or
DGS ResOnline.

Viewing All Unposted Package Postings

1. From the Cashier Menu, select Unposted Package Posting.

2. Select the item and click Post to post the package amount to the system account. The
package posting are shown in the Guest Account.

< Note:

The system do not check for unposted package postings when checking out the
passenger account.

Figure 13-1 Unposted Package Postings Window

Unposted Package

Selected First Name Last Name Package Name Total Prepaid Status

I A
300 Y

v L

Euns&ied.ﬁl| ‘H Post ‘S Close ‘
I |

-~ Selectal
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Cashier Sessions

The Cashier Sessions is a function that register all credit collections for the day, by individual
user, and these user must have rights #371 — Cashier Sessions assigned. This function is
enabled with Parameter Cashier, Use Full Cashier. A session code is required before the
assigned cashier is able to open the cash register. These session codes are set up in
Administration Module, System Codes, Session Codes.

Figure 14-1 Cashier Sessions

dy
Sessions

| ™ show Al

= -!g Cashier
*j Open Session (Empty)
) ﬁ Open Session (Linked)

Cashier Sessions 3]
1~ Cashier Session 1
Detais
Mame: [AM  Morning x| Opening Date: [01/04/2016 14:04 System Date: [27/08/2015
Cashier: | Closing Date: | Staws:  [Opening
2 Calculated i Transferred | Closi Accepted A
1 Hesnotion Amaunt i?neofn‘? st | e i Eomuenits

Cash 0.00 0.00 0.00 0.00

Cash Exchange Commission 0.00| 0.00 0.00| 0.00 |

Cash - Expected Pax 0.00] 0.0 0.00]  0.00 |

Cash - Unused 0.00 0.00 0.00| 0.00 |

Sys Account Mone Payment 0.00 0.00 0.00 0.00 |

Cash Currency Exchange 0.00 0.00 0.00| 0.00| |

Cash Cren 000 000 000 0.00] =

Payment to Payrol 000 000 0.00] 0,00 [

Ship Credit 0.00] 0.00 0.00] 0.00 |

Shipboard Credt 000 00 000 0.0 I

Excursion Credit 0.00 0,00 0.00| 0,00 |

Excursion Credit 0.00 0.00 0.00 0,00 |

Prepaid- Refund Loyalty Market. 0.00/  0.00] 0.00/ 0.00) |

Package Plan 0.00 0.00 0.00| 0.00 | |

Gift Card Credit Posting 0.00 0.00 0.00 0.00) |

Closing Balance 0.00 0.00 0.00| 0.00] |

concel | [ apoly

Opening a Cashier Session

1. From the Cashier Menu, select Cashier Session from the drop-down list.

2. Click the plus (+) key to expand the Cashier container, then right-click on the user name
and select one of this option:

* Open Session (Empty) — This function open a cashier session for the selected shift.

* Open Session (Linked) — This function open a cashier session with previous closing
balances being brought forward as Opening Amount.

3. Inthe Name field, select the Session code from the drop-down list.

4. Enter the Opening Amount for the respective department code, then click Apply.

Closing a Cashier Session

1. From the Cashier Menu, select Cashier Session from the drop-down list.

ORACLE
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Chapter 14
Resolving Imbalance Cashier Session

2. Expand the Cashier container, then right-click on the session and select one of this
option:

» Close Session (Balance) — This function closes the cashier session by
automatically filling in the amount in the Closing Amount column.

* Close Session (Empty) — This function requires user to input the value in
Column Amount column.

3. Click Apply to save the value entered.

4. When there is discrepancy on the value, the system prompts for further action.
Selecting Yes sets the session status to Discrepancy, allowing you to further
research and resolve the discrepancy.

Figure 14-2 Cashier Closing Discrepancy

Discrepancy detected “

Discrepancy between calculated and reported values detected,

4 l . Payments details may be saved but session will not be closed before all
discrepancies are resolved.
Are you sure you want to save session details?

Y¥es Mo Cancel

Resolving Imbalance Cashier Session

1. From the Cashier Menu, select Cashier Session from the drop-down list.

2. Expand the Session container, right-click on the session and select Close
Session (Balance).

3. Enter the correct value in the Accepted Amount column and click Apply to save
the amount and print the final closing report.
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Transferring Money From/To Ship

Transferring Money From/To Ship

Funds collected can be transferred from Ship to bank, shore side office or vice versa.

Figure 14-3 Money Transfer

Details
Transfer: |tu j |(5m33fﬂ ;I
Comments: |Cash Collection|

| Id | ﬁtm |Q..rrmt |Transf=r |:
i Exchange Commid) 100,00 0o

.

ash - Expected Pa 0.00 0.00
Cash - Unused 0,00 0.00
dccount Mone Payr 0,00 0,00
h Currency Exchar 0.00 0.00
Cash Crew 0.00 0.00
Sayment to Payroll 0,00 0.00
Ship Credit 0.00 0.00
Shipboard ;redt 0.00 0.00

OK Cancel

In the Cashier Session, click the plus (+) key to expand the Session.

Choose the session to transfer the amount, then right-click and select Money Transfer.
Select the transfer type from the drop-down list.

Enter a comment in the Comment field and amount to transfer in the Transfer field.

Click OK to confirm the transfer.

© o p W N P

Amount transferred are shown in Cashier Session, Transferred Amount column.
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Options

The Options Menu is an area where supported hardware’s and devices are setup, and is
accessible from the Main Menu. Please check with your system administrator before making

any changes.
General Tab

In the General Tab, you can check mark the checkboxes for options applicable to your
operation. By default, the checkboxes are deselected.

Figure 15-1 Options Menu — General Tab

Options
| General I Colors -1 Hardware W Video Parameters ] Document Scanner |:
G al Internet PC Mode & Contral
[ Hide BCard Wizard Information Card Charge Type : Fooed -
™ Default to Department field in Pay Invoice saeen [ Use Time Bodking for Guests
™ Use Separate Print Job for board card printing and encoding [ UUse Time Bloding for Crew Me
[¥ Enable Access to Micros Database in Management (TF configure in PAR) [~ Enable Dady Limit for Crew Members
[ Dusable Camera (Restart Apphcation Require)

Authorization
Change Cabin Password:
Change Cabin Status Password:

Colors

The Colors tab allows you to define a standard color scheme suitable for the operations.
These colors can be easily change by clicking the color bar and then choose the color from

the color chart.
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Figure 15-2 Options Menu, Colors Tab

Gened | Colors |  Hudware | videoParameters | Documentscamer |
General Kiosk - Actvides -
| tncomect Entry [ soisch Label N e
|10 print Postings T e oot Lobel I sggested
| 1mactive Credit Card I ocen
_ |peivered Messages I viting st
Emmmg -lvanlaue
(828 Guest .y oo
[ [ee——
Work Crder Priarity I = etup Time
I ich Priovity N Cieznp Tme
| Ve Pronity
[Low Priocty
o Canesl
Hardware

In the Hardware tab, supported peripherals, printers and devices are configured. The
window varies depending on the type of report printers you select. Please contact
Customer Support for assistance.

Figure 15-3 Options Menu, Hardware

e |

Hardware

|

Video Parameters. I Document Scanner ]

ncoder
| Card Reader Type #1: [iNone) =l
Part #1: d
RFID Type 21:
I =]
Card Reader Type #2: [{None) =]
Port #2: [ |-
RFID Type £2:
I =l

Encode Door Lock (Track =3) Key : |m v|

Door Key Options : !Fnc*a-dr.ﬂ..‘loif‘t _-I

T~ Barcode Fieader (5232 Connection)

Port Musmbser -i
Speed (Bits Per Second): - I
Data Bits: 'i
Panity: "I
Shop Bets: v! |
Puﬁul&aadﬂs - 1
] =l
RFID Type:

Iht:- Detect 3

™ Enable MyCard ACR38 Reader

ORACLE"

[ = [™ Do not encode Magnetc Stripe. Sagratre Deyics - !
ki) ¥ Enabile Sound for Desko Panta I'[Nﬂ*]' :i
| ombzabra ||| credit cardreader:  [pione) =
I~ RFID Puel b
[tundesned) =] Propesties | - e i =
Board Card Print Manager Mapping CEIA Reader part: | e
[z =] || [ useRight Mouse Button Emuiatian
' | Track L Start Sentinel : [ End Sentnel : P
Trarck 2 Start Sentinel : ﬁ"r-ﬁzsu:ts:::m:[;‘
Additional Cmad for Pebible Evolis when encode track 3:
oK Cancel
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Video Parameters

This section defines the video format, source and type of compression to store in the
database.

Figure 15-4 Options Menu, Video Parameters

Options
j zeneral ] Colors | Hardware Dooument Scanner
Video Camers

Use oplbons below 1o set-up camera. Tou should adysst the seiting 5o that the whols pcture fits
the frames vishle here. Changes are mmediate and will be shiwn in the e wdeo box mmediately,

Live Pacture Stored Picture
Feiadooad ) u
Caphure
1 ]
Video Format Video Source Video Desplay Video Compression

Document Scanner

This section link the type of scanner use for specific forms, for example, driving license,
passport, and others.
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Figure 15-5 Options Menu, Document Scanner

e |

i bt | i 3]

~Select A D 1t Type

Predefined Document Type: |

=l

Resat I

- Choose Scanner o be used with Selected Document Type

Select Scanner: |cssh-scansreLL 800
¥ Set as Default

=

™ Ensbls Marufacturer Default Settings Dialog before Scan

=S iy (hcairectedlolline
Paper Size: | =
Resoluton (0P | =]
Soanning Sade: | -
Sean Mode: [ =
T MutoBrightness [ Deshew
Brightness: . 0
150
Contrast: =] 0
5
x cancel |
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Security

Function such as User Login, Passenger movement from ship to shore or vice versa, statistic
count of passengers on-board or at shore side can be found under the Security menu.

Login

The Login function enables you to logout/login from current session, either using a Function
key (F8) or select the option from the Security menu.

Change Password

Change Password function allows you to reset your password. You are required to login prior
to accessing this function.

1. From the Security Menu, select Change Password from the drop-down list.
2. Enter the new Password and Confirm Password and click Apply.

3. Atthe Password successfully changed prompt, click OK.

User Logfile

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 Logfile

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 displays the security count of total passengers, number of
passengers onboard or at shoreside, and the count are shown by the type of passengers.
The Count Onboard/Shoreside shows the security count of total passengers on board or at
shoreside and the count are shown by the type of passengers.
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Figure 16-1 Count Onboard/Shoreside

Chapter 16

Guests/Crew Onboard

e

#f

Display Security Count
Count
Guest Total: 1327
- Onboard: 1324
- Shoreside: 2
- Shoreside(OverLAMD Tour): 1
Resident Total: 2
- Onboard: 2
- Shoreside: 0
- Shoreside{COverLAND Tour): 0
Crew Total: 835
- Onboard: 835
- Shoreside: i}
- Shoreside{COverLAND Tour): 0
Visitor Total: 1210
- Onboard: 0
- Shoreside: 1210
Total: 3374
- Onboard: 2161 (0 visitor(s))
- Shoreside: 1212 (2 non-visitor (s))
- Shoreside{COverLAND Tour): 1

Reset Security Counters
v Guest

Resident

<l %l

Crew/Staff

<]

Visitors

............................ Show
Count

=)

‘ Close ‘

To reset the count, click the Reset Security button. The messages prompt varies on
each reset.

Guests/Crew Onboard

The Guest/Crew Onboard lists all passenger onboard, with the Last Coming On-Board
status being displayed when selecting the passenger’s name.

ORACLE

The status of the guest can be changed by:

Clicking the Go Ashore to set the selected passenger status from Onboard to

Ashore.

Clicking the Gangway Log to open the gangway movement log.
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Guest/Crew Shoreside

Guest/Crew Shoreside

This function is the same as Guest/Crew Onboard and it only display passengers that are
Ashore.

You can change the status by,

1. Clicking the Go Onboard to set the selected passenger status from Ashore to Onboard.

2. Clicking the Gangway Log to open the Gangway movement log.

Port/Visa Requirement

ORACLE

This function enables you to restrict passenger with travel restrictions on travel documents or
nationality from going ashore on port day. Once setup, the system prompts a notification
window when a restricted passenger’s passport/travel document is swiped at the Gangway.

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. Select whether restriction applies to Pax and Crew, Pax or Crew only.

4. In the Conditions Setup section, select the Nationality and Visa Type from the drop-
down list, then click Save.

5. Atthe Insert Confirmation prompt, select Yes to confirm, then click Close to exit.

Immigration Filtering

This function enables you to define the guest or crew to exclude from the Immigration
Inspection.
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Port/Visa Requirement

Figure 16-2 Immigration Filtering

[~ Account Type: Date
K Guest F= ||_31.'03}21]16 .l E= ! iil.’UBﬁlﬂls .l
™ Crew C< <

TR >

Jratstssssstnnnne

1. From the Security Menu, select Immigration Filtering.

2. Inthe General section, select the Account, Embarkation/Disembarkation and
click Search.

3. Select the Document Type and Nationality, then click Search to further filter the
guest list.

4. On the Guest List, select the passenger to add or exclude from immigration gate
and then click the respective button.

# Note:

If Guest has ‘Switch to Crew in Manifest’ set up, then the guest account
is shown under Account Type ‘Crew’. if Crew has ‘Switch to Passenger
in Manifest’ set up, then the Crew account is shown under Account Type
‘Guest’.

5. Excluded passengers will have a check mark in the ‘Exclude’ column.
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