FAIRWATER SUPPORTING DOCUMENTS
QUICK GUIDE

There are 3 types of Support Documents, and the procedure for uploading each of these 3 types for an FWA call is shown below.

1. Adding Support Document related to specific service(s)

See below screenshot for uploading a support document related to a specific service or services. Examples would be email request from
Principal requesting crew transport or medical services. Save the message as a .pdf document, and then upload to the related service line
item as shown below from the “Agency Fee & Services” tab of your vessel call.

The support document will appear behind the vendor invoice(s) related to the service(s) when the DA is issued.
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2. Adding Support Document related to specific agency fee

See below screenshot for uploading support document related to a specific agency fee or fees. Examples would be email request from
Principal requesting crew change or spares delivery. Save the message as a .pdf document, and then upload to the related agency fee line

item as shown below from the “Agency Fee & Services” tab of your vessel call.

The support document will appear behind the Agency Invoice when the DA is issued.

Qg
lan)

. =

B i

Pro Forma

Agency Fee & Services Agency Fee Emails

To add a Supporting Document related to
a specific fee, click on the "upload
supporting document" icon fo the right of
the line item for that fee.
Revenue Vendo v
These supports will then appear in the DA,
behind the agency invoice for that fee.

SERVICE ITEMS
AGENCY FEE

*Approved Agencyfees * DA lssued Agencyfees

+ INSERTROW @ Cancel changes DSMDW Revoked Items

Call Dashboard Manage Port Activity Log Arrival Sail Details Crew Management Package Management Documents
LA SEINE
rresonT ADDING SUPPORT DOCUMENT RELATED TO SPECIFIC AGENCY FEES
P CZI\ #2009779
MAJOR INFORM

AGENCY FEE AGREEMENT | RENDERING GUIDELINES
CANCEL

RevenueVe.. Y Code Y Description Y TaiffType Y UnitRstes Y Units Y LlocalCur. Y VoucherNo Y ProfitCenter Yy Remarks Y Proforma. Y RevokedVo. Y
~

[] NORTONULLY | |, CREW CHANGE FEES Units 65.00 15.00 975.00 HOUSTON, TX 1500@65.000  15.00 @ 65.000 DIZ' X Delete
INTERNATIONAL

[] NORTOMLLLY 2070 MEDICAL COORDINATION FEE Units 6500 800 52000 HOUSTON, TX 8oiner covid-1... B joiner covid-1 ‘ Upload Supporting Document
INTERNATIONAL
NORTON LILLY

|:| 40m AGENCY FEE (OWNERS) Fixed 500.00 HOUSTON, TX © & || xDelete
INTERNATIONAL
NORTON LILLY launch coordinat | launch coord

O 4999 OTHER AGENCY EXPENSE Fixed 130.00 HOUSTON, TX sunch cogrdinat. | launch coardinat © & || xDelete
INTERNATIONAL

Version 2.0 Page 2

Revised: 27-Mar-2021



3.

Adding Support Document NOT related to specific service or agency fee

See below screenshot for uploading support document which is NOT related to a specific service or agency fee, examples would be your
signed and stamped SPO or copy of the Appointment Message. Save the document as a .pdf, and then go to the “Documents” tab of your

vessel call, and use the “Add Documents” button to upload.

The “Courier Support” document type should be used very rarely, since these supports should be related to either a service or a fee, and
uploaded as per items 1 or 2 above.

The SPO and Appointment Message will appear at the front of the DA issued, and any Accounting Supports at the end of the DA.
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