
Version 2.0 Page 1 Revised: 27-Mar-2021 

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. 
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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. 

 


