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Signing	in	

• Go	to	your	start	menu	(or	desktop	shortcut)	and	click	on	the	TN3270	Plus.	

	
• Enter	the	company	code	for	the	cruise	line	you	need	to	access.		

o HA:	 	 Holland	America	Line	Production	Environment	
o HAQ:	 	 Holland	America	Line	Test	Environment		
o TSTHARES:	 Holland	America	Line	Dev	Environment	
o SB:	 	 Seabourn	Production	Environment	
o SBQ:	 	 Seabourn	Test	Environment	
o TSTSBRES:	 Seabourn	Dev	Environment		

	

NOTE:	Webtst	and	Webdev	are	usually	pointing	to	either	the	test	or	dev	POLAR	environment.		
POLAR	is	owned	and	maintained	by	PCL,	and	they	are	able	to	refresh	these	environments	at	
their	discretion.	
	

• Enter	your	user	ID	&	Password,	Press	Enter.	

	



Polar	Basics	
	

	
You	will	be	taken	to	the	Cruise	Consultant	menu	which	is	essentially	the	POLAR	landing	page.		In	
the	Function:	_____	field,	depending	on	your	access	level,	you	can	enter	any	of	the	functions	
displayed	on	the	page	and	be	taken	to	those	screens.	
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Quick	commands	
	

• F1	–	HELP!		Placing	your	cursor	over	a	field	and	pressing	F1	will	display	basic	information	
regarding	what	the	field	is	meant	to	contain	(NOTE:	Not	all	fields	have	a	help	menu…which	is	not	
always	‘helpful’)	

• F7	–	scrolls	up	
• F8	–	scrolls	down	
• F9	–	Toggles	to	a	second	POLAR	screen,	independent	of	the	current	screen	you	are	using,	type	

Menu	to	reach	the	main	Cruise	Consultant	menu.			To	return	to	the	first	POLAR	screen,	press	F9	
again.	

• F10	–	scrolls	left	
• F11	–	scroll	right	
• F12	–	At	any	time	you	can	return	to	the	page	you	previously	were	on	by	pressing	the	F12	key.	
• CSSF	–	sign	out	

	 	



Polar	Basics	
	
Viewing	an	Existing	Booking		

Locating	a	booking	for	a	past,	current,	or	future	voyage	

1. Cruise	Consultant	–	Menu	screen	
• (At	any	time	you	can	return	to	this	screen	by	typing	‘menu’	in	the	command	line	at	the	top	of	

the	page,	and	pressing	enter.)	
• In	the	Cruise	Consultant	Menu	screen	enter	DBOK	(Display	booking)	in	the	Function	field,	Press	

Enter.	
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2. Travel	Agency	screen	

• Press	Enter	again	to	bypass	this	page.	

	

3. Booking	Search	screen	
• Enter	the	existing	booking	number	in	the	Booking	#	field,	Press	Enter.		(If	you	do	not	have	a	

specific	booking	number,	and	have	a	ship	and	sailing	date	or	a	voyage	number,	these	can	also	be	
entered	on	this	screen	to	locate	a	booking.)	
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Locating	a	booking	using	a	voyage	number		
	

1. Booking	Search	screen	
• Enter	the	voyage	number	in	the	Voyage:	field,	Press	Enter.	

	

2. Booking	List	screen		
• Scroll	thru	the	Booking	List	to	locate	the	guest	name	you	need,	enter	an	S	(select)	in	the	field	

directly	to	the	left	of	the	guest’s	last	name	and	press	enter.	

	

	

	



Polar	Basics	
	
3. Booking	-	Basic	Information	screen	

		
NOTE:	Navigate	to	additional	pages	by	using	the	functions	on	the	command	menu;	pressing	F2	
will	display	additional	commands	
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Viewing	the	Booking	Pricing	Summary	
	

3a.	Pricing	Summary	screen		
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Viewing	Booking	History/Notes	
View	chronological	changes	made	to	the	booking	as	well	as	any	notes	entered	by	users	in	other	
departments	

	

3b.	Booking	History	screen		
F22Hst	(Shift	+	F10)	from	the	Booking	Basic	Information	screen	or	Pricing	Summary	screen	

	

	

	 	


