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Viewing	Voyage	Information	

• DVOY	(Display	Voyage)	
• Displays	specific	information	related	to	a	particular	voyage	
• Enter	DVOY	in	the	Function:	field,	Press	Enter

	

1. Voyage	Input	screen	
• Enter	the	Voyage	number	or	the	ship	and	sailing	date,	Press	Enter
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NOTE:	For	a	list	of	POLAR	ship	codes,	move	your	cursor	to	the	Ship	Code	field	and	Press	F1	Help

	

2. Display	Voyage	screen	

NOTE:	This	screen	is	mainly	useful	for	quickly	finding	the	Web	Itinerary	for	a	specific	voyage	that	
corresponds	with	the	web	itinerary	code	we	use	for	our	website.	
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Viewing	a	Voyage	Itinerary		

2a.	Voyage	Itinerary	screen	
• F14Itn	(Shift	+	F3)	from	the	Display	Voyage	screen	

	

	 	



Polar	Basics	
	
	

	

Creating	a	new	booking	
To	check	the	stateroom	availability	on	a	voyage	or	to	make	a	booking		
	
(IF	YOU	ARE	MAKING	A	BOOKING	PLEASE	ALWAYS	ENSURE	YOU	ARE	IN	THE	TEST	
ENVIRONMENT!!!!!!)	THE	TOP	RIGHT	CORNER	OF	YOUR	SCREEN	WILL	ALWAYS	REFLECT	THE	REGION	

YOU	ARE	IN,	HAQ	DISPLAYS	AS	QHRS	IN	BRIGHT	PINK.	
	

	

	

• In	the	Cruise	Consultant	Menu	screen	enter	AVAL(Availability)	in	the	Function	field,	Press	Enter.	
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1. Travel	Agency	screen	

• Enter	your	name	or	initials	as	the	Contact	Name	
• Enter	the	phone	number	of	agency	ID	for	a	test	agency,	Press	Enter

	

2. Travel	Agent	List	screen	
• Press	Enter	to	bypass	the	Travel	Agent	List	screen	

	

3. Sailing	Search	screen	
• For	a	broad	search,	enter	info	into	the	following	fields.		This	info	will	vary	depending	on	the	

need	for	the	test	booking.			
• Home/Air/Gateway	
• Stateroom	Type:	“O”	(Open)	
• Occupancy	(	enter	anything	between	1	and	5)	
• Voyage	ID:	POLAR	voyage	code	(you	could	alternatively	enter	a	ship	+	sailing	date	in	lieu	of	a	

voyage	code.		There	are	many	ways	to	narrow	down	the	search	for	a	specific	cruise.)	
• Press	Enter
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4. Availability	by	Voyage	screen	

• The	voyages	that	appear	here	are	the	voyages	that	most	closely	match	the	criteria	you	entered	
in	the	previous	screen	

• Press	Enter	
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5. Category	Pricing	–	Best	Buy	screen	

• Displays	all	stateroom	categories	w/availability	based	on	promo	code.	(NOTE:		If	the	agency	you	
entered	has	a	group	on	the	voyage,	you	will	see	an	additional	column	on	this	screen.)	

• Enter	1	in	the	column	field	
• Enter	the	stateroom	category	you	want	to	book	in	the	Cat:	field	
• Press	Enter	
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6. Promo	Remarks	Recap	screen(s)	

Enter	Y	then	Press	Enter	

	NOTE:	There	may	be	multiples	of	these	screens.		Any	itinerary	changes,	terms	&	conditions	for	
applicable	promos,	or	special	alerts	will	appear	here.			

7. Pricing	Detail	screen	
• Press	Enter	(there	are	modifiable	fields	on	this	page,	if	you	need	to	remove	air	fare	or	transfers	

from	the	booking)
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8. Suggested	Up-Sell	screen	

• Press	Enter	to	bypass	

	

9. Cabin	Selection	screen	
• Press	Enter	(or	enter	another	stateroom	number	from	the	list	and	Press	Enter	to	select	that	

stateroom)
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10. Create	Booking	screen	

• Enter	the	following	required	fields	for	each	guest	to	proceed	with	making	a	booking	
• Last	Name	
• First	Name	
• Title	(Mr/Ms/Dr,	etc.)	
• S	(M(ale)	or	F(emale)	
• Bed	(K(ing),	Q(ueen),	T(win)	
• Press	Enter	(you	will	not	be	allowed	to	proceed	if	you	have	missed	any	required	information,	

your	cursor	will	move	to	the	field	that	needs	to	be	completed,	and	it	should	highlight	in	red)	
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11. Pricing	Summary	screen	

• Press	F21	

	

12. Booking	Confirmation	screen	
• Enter	Y	in	all	fields	
• Press	Enter	
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Congratulations	you	have	made	a	booking!		The	booking	number	is	found	in	the	top	right	hand	
corner	of	the	screen.	

	


