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CFM Schedule & Agents

1. About This Guide

This user guide provides an introduction to CFM Schedule & Agents and describes how you
can leverage the application to meet your business needs.

CFM Schedule & Agents allows you to define and manage schedules, as well as agents to
make these information subsequently available to all necessary parties within the Partner
Portal, as well as the Portal.

The app consists of the following tabs:

+ Dashboard
+ Schedule
+ Agents

* Power BI

|§ NOTE

If you cannot access the Schedules & Agents tile from the Cloud Fleet Manager
(CFM), please contact your system administrator to assign the relevant permis-
sions to your user in CFM Users.

This user guide describes the features and functions available to a user with full access to the
application. If you're expecting rights that your user currently doesn't have, get in contact with
your system administrator.

hanseaticsoft
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2. Initial Setup

Before you can start to use CFM Schedule & Agents, certain settings have to be made:

1. Create users for CFM in CFM Users.
2. Assign users the relevant permission roles for CFM Schedule & Agents.

3. Set up notifications (optional).

2.1. Schedule & Agents - Global Settings

Global settings are applied to your entire organization and the associated fleet. These settings
can only be managed by Hanseaticsoft. Contact our Helpdesk to request the (de-)activation of
the available specifications to meet your organization's requirements.

The following global settings are available:

1. When to Send Schedules to CSM Blog (default: Inactive)

Activate this setting to define the days of the week on which the schedules of all vessels
in your fleet will be made available to each other in CSM Blog. In addition, the scheduled
master and chief are provided as well.

Otherwise, the schedules of the vessels in your fleet will not be made available to each
other.
2. Automatically Send Schedules to CSM Blog (default: Inactive)

Activate this setting to automatically make all schedules available to your vessels in CSM
Blog.

Otherwise,
3. Schedule Sender's UserID (default: Inactive)

Activate this setting to define which user ID is displayed on the created blog entries in
CSM Blog.

Otherwise, no user ID will be displayed.

4. Copy to Schedule Template

Customize the information that is included when the copy to clipboard option is used. The
option is to your avail via CFM Portal > Fleet > [Vessel] > Schedule.

By default, the template provides the following pieces of information:
+ Vessel

* Port
« ETA
« ETD

B hanseaticsoft -
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+ TOA

+ TOD

+ Agent Name
+ Address

* Main contact

+ Communications

Schedule & Agents - Global

hanseaticsof :
Nanseaticsoft Settings
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3. Process Visualization

The chart below visualizes a simplified workflow in CFM Schedule & Agents.

Add Schedules &
Transits

= (i)

Customize

= Add schedules & transits to vessels

o SEEEpQETIERLE « Add cargo operations

= Create agents = Assign agents

Nhanseaticsoft . L
Aot ey et i Process Visualization

Follow Up

»

+ Follow-up on actual time of

arival and departure

« Specify evenis per schedule
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4. General Features

The following general features are available from the main navigation bar in CFM Schedule &
Agents.

* Navigation

You can directly navigate to other CFM apps by choosing the CFM logo (@) from the
main navigation bar. Then choose the respective app that you want to launch and the app
automatically opens in another tab.

@ Schedule & Agents

Navigate to ...
. Fortal My Preferences
Inspection Operations am HR System

B Particulars % Charter Inspections & Au.. E Crewing n Miscellaneous
E Purchase Off-hires & Claims Incidents Emergencies E Users
Maintenance Schedule & Agents Risk Assessment E Employees m Templates
Disturbance Yards E Girculars Companies ShipClient Mana...
Certificates Ports Procedures E Files (beta)
E Blog Towage Jobs Power Bl Manag...

MRV & IMO DCS

[ Cashbox & Bond.

a Pharmacy

Inventory

B reirerPortel

* What's New

Choose the & gift icon to get an overview of new features, improvements, and bug fixes
that were released since the last time you checked. The number displayed in red indicates
how many new features, improvements, and bug fixes were released.

A flyout window allows you to navigate to the timeline of updates for all CFM applications,
as well as to the changelog and module history of CFM Schedule & Agents.

» Notifications

The * bell icon indicates whether any notifications from the current app and other apps
within CFM are available. This allows you to get relevant information without the need to
open all apps.

hanseaticsoft
nanSeaticsott General Features 8
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Choose the ¥ cogwheel icon to define for which applications and their actions you want to
receive notifications.

User Menu

Select from the drop-down menu vessels of which responsibility type are displayed to your
user.

To log out of CFM Schedule & Agents, choose the user avatar and then Logout.

hanseaticsoft
General Features
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5. Dashboard

The dashboard tab provides an overview of vessels and agents that may require your atten-
tion, as well as a log of respective activities, which allows you to view the added or modified
information. Further, visualized statistics are provided to easily determine the most scheduled
ports, agents, bunker ports, and crew change ports.

@ Schedule & Agents

EB;

The tab consists of the following cards:

+ Statistics

+ Vessels without schedule

+ Deviating ISPS Security Levels
* Upcoming Bunkering

+ Obsolete agent contacts

+ Schedule activities

+ Agent activities

5.1. Statistics

The statistics card provides your visualised top 5 for multiple categories in a donut chart.
Thus, allowing you to easily assess performance and determine potential measurements.

hanseaticsoft
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Top 5 bunker ports

| .

Rotterdam (Netherlands) Rotterdam (Netherlands)
Antwerp (Belgium) Antwerp (Belgium)
Dublin (Ireland) St. Petersburg (Russia)
m Hamburg (Germany) W Hamburg (Germany)
Bremerhaven (Germany) Salemo (Italy)

Top 5 agents Top 5 crew change ports

Rotterdam
Hamburg

Antwerp

[ ] W Bremerhaven
Limassol

The following statistics are provided:

* Top 5 ports
Displays a donut chart that captures the 5 most used ports for your entire fleet within the

last 12 months. Hover across one segment of the chart to read out its exact value. A legend
is also provided underneath the chart.

« Top 5 bunker ports

Displays a donut chart that captures the 5 most used ports for bunker operations for your
entire fleet within the last 12 months. Hover across one segment to read out its exact value.
A legend is also provided underneath the chart.

+ Top 5 agents

Displays a donut chart that captures the 5 most used agents for your entire fleet within the
last 12 months. Hover across one segment of the chart to read out its exact value. A legend
is also provided underneath the chart.

+ Top 5 crew change ports

Displays a donut chart that captures the 5 most used ports for crew changes within the last
12 months. Hover across one segment of the chart to read out its exact value. A legend is
also provided underneath the chart.

5.2. Vessels without schedule

The vessels without schedule card displays all vessels of your fleet that currently do not have
a schedule. You can add a schedule by double-clicking the entry. For more information, see
Add Schedule & Transit [19].

hanseaticsoft .
Vessels without schedule 11
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The following information per entry is provided:

* Image
Displays the image of the vessel that lacks a schedule.

+ Vessel
Displays the name of the vessel that lacks a schedule.

* Last Port
Displays last port of call and the estimated time of arrival.

5.3. Deviating ISPS Security Levels

The deviating ISPS security levels card provides you with an overview of port calls whose
defined ISPS security level from CFM Ports differs from the ISPS security level of a schedule.
This affects schedules from both, CFM Schedule & Agents as well as CSM Schedule & Agents.
An ISPS security level that is not specified in either CFM Ports or the schedule will cause a
deviation and be listed in this card accordingly.

h i - .
hanseaticsoft Deviating ISPS Security Levels 12
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Wilhelmshaven (Germany) ETA
Bremen (Germany) ETA
Hamburg (Germany) ETA

The following information per entry is provided:

+ Port
Displays the port of call whose ISPS security level is deviating.
+ Vessel image & name
Displays the vessel's image and name which is scheduled to arrive in the port.
+ ETA
Displays the estimated time of arrival in the port.
+ Schedule
Displays the ISPS security level defined in the schedule.
* Port
Displays the ISPS security level defined in CFM Ports.

You can use the card to immediately decide upon deviating ISPS security levels and thus
resolve the given entries. To do so, simply select either Schedule or Port. Selecting schedule
will overwrite the port's ISPS security level in CFM Ports, whereas selecting port will update
the belonging schedule accordingly.

5.4. Upcoming bunkering

The upcoming bunkering card displays all vessels of your fleet whose estimated time of
arrival is in the future, and which are also bunkering. You can access the overview of the
vessels schedule by double-click the entry and apply necessary adjustments.

S hanseaticsoft . .
Upcoming bunkering 13
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Setubal (Portugal) 01.05.2022

Hamburg (Germany) 01.06.2022

The following information per entry is provided:

* Image
Displays the image of the vessel that has an upcoming bunkering scheduled.
+ Port
Displays the port where the upcoming bunkering takes place.
* Vessel
Displays the name of the vessel that has the upcoming bunkering scheduled.
+ Date
Displays the estimated time of arrival at the port where the bunkering takes place.

5.5. Obsolete agent contacts

The obsolete agent contacts card displays every contact of all agencies that have been
marked as obsolete. You can access each entry of the card by double-clicking the entry to add
a new, edit or delete an existing contact. For more information, see Contacts [34].

The following information per entry is provided:

+ Contact

Displays the name of the contact that is marked as obsolete.
+ Agent

Displays the agent the contact belongs to.

hanseaticsoft
Obsolete agent contacts 14
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5.6. Schedule activities

The schedule activities card provides an entire chronological activity log of all activities con-
cerning your schedules, regardless of whether it was performed by a user onboard a vessel or
an office user. This allows you to keep track of every single operation. Select Show Changes
to view the complete activity log of operations that are considered a modification.

3.2022 1417 (UTC

ified the schedule on 8/28/2021
Vessel

User .
2:50 AM for the port TBA (Unknow
and changed Agent.

Show Changes

Us modified the schedule on 1/19/2022
4:17 PM for the port ‘Aabenraa (Denmark)’ for Vessel and
changed ETD and ETB

Show Changes

3.2022 16:21 (UTC

fied the schedule on 1/19/2022
rk)" for Vessel and

User
4:17 PM for the

port A
changed Is bunkering

Show Changes

3.2022 16:20 (UTC

User ) odified the schedule on 1/19/2022
4:17 PM for the port ‘Aabenraa (Denmark)’ for Vessel and

por
changed Is bunkering

Show Changes

The following information per entry is provided:

+ Date and Time

Displays the point in time in which the schedule activity was carried out.
* Image

Displays the image of the user that carried out the schedule activity.

+ User
Displays the name of the user that carried out the schedule activity.

+ Type of activity
Indicates which type of schedule activity was carried out. This is either added, modified or
deleted.

+ Schedule
Displays the schedule on which the schedule activity was carried out.

+ Port
Displays the port of the schedule where the schedule activity was carried out.

* Vessel

N hanseaticsoft -
Schedule activities 15
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Displays the vessel of the schedule where the schedule activity was carried out.

« Modified

Displays which part of the schedule was modified. This only applies to modified schedules.

5.7. Agent activities

The agent activities card provides an entire chronological overview of all activities concerning
your agents, regardless of whether it was performed by a user on board a vessel or an office
user. This allows you to keep track of every single operation. Select Show Changes to view the
complete activity log of operations that are considered a modification.

11.03.2022 10:35 (UTC)

User
Agency'.

added the agent

11.03.2022 10:26 (UTC)
User ‘Administrator’ added the agent
11.03.2022 10:24 (UTC)
User 'Administrator' added the agent
11.03.2022 10:23 (UTC)

User 'Administrator’ added the agent
Agency

The following information per entry is provided:

Date and time
Displays the point in time in which the agent activity was carried out.
Images

Displays the image of the user that carried out the agent activity. A ¥ vessel icon indicates
if the activity was sent to the vessel.

User
Displays the name of the user that carried out the agent activity.

+ Type of activity

hanseaticsoft

Indicates which type of agent activity was carried out. This is either added, modified or
deleted.

Agent
Displays the agent on which the agent activity was carried out.

Agent activities 16
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+ Modified
Displays which part of the agent was modified. This only applies to modified agents.

S hanseaticsoft I
Amenber ool e s Agent activities
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6. Schedule

The schedule tab provides an overview of your entire fleet in a panel on the left-hand side,
whereas the center of the screen displays current or historical schedules for a selected vessel.

The tab consists of the following cards:

* Current
+ History

@ Schedule & Agents Dashboard Schedule Agents Power BI fﬁ Om O

Group by Current  History

No Grouping v

Fikerby
e Schedule for Add | Edit | Delete | «se

Filter vessels
Voyage Port ETAa ETB ETD ToA Terminal 1SPS

Cargo Vessel (Container ship) 21 Leixoes (Portugal) 13.08.2021 18:00 13.08.2021 19:00 14.08.2021 09:00 n/a - n/a

21 Rotterdam (Netherlands) 17.08202102:00  17.08.202104:00  17.08.202111:00  n/a - n/a a

22 London Gateway (United Ki..  17.08.202108:00  17.08.202111:00  17.08.202113:00  n/a - n/a a

22 Rotterdam (Netherlands) 18.08.202114:00  18.08.202116:00  22.08.202101:00  n/a - n/a a

22 Lisbon (Portugal) 2508.202104:00 250820210500 260820211700  n/a - n/a a q
22 Leixoes (Portugal) 27.08202108:00  27.08.202109:00  27.08.202123:00  n/a - n/a

22 Rotterdam (Netherlands) 30.08.2021 18:00 30.08.2021 20:00 31.08.2021 01:00 n/a - n/a a

You can define the criteria by which the list of vessels is grouped and displayed. To do so,
select the drop-down menu Group by and choose one of the following options:

* No Grouping
No grouping is applied and the list of vessels is sorted by the internal number.

+ Type
Groups and displays the list of vessels according to the vessel type defined in CFM Particu-
lars.

* Subtype
Groups and displays the list of vessels according to the vessel subtype, which is defined in
CFM Particulars.

+ Schedule status
Groups and displays the list of vessels according to their schedule status.

You can also simply filter the list of vessels by providing search terms, such as the name of
the vessel or its (sub-)type.

Utilizing the : three-dot menu above the list of schedules allows you to apply one of the
following options:

hanseaticsoft
nanSeaticsott Schedule 18
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» Cancel

Allows you to cancel a schedule without deleting it. You can recognise cancelled plans as
they are strikethrough.

+ Assign Agent / Remove agent

Allows you to assign or remove an agent to or from a schedule. For more information on
how to assign an agent to an existing schedule, see Assign Agent.

+ Manage attachment
Allows you to upload, edit, or delete attachments to your schedule.

Eg NOTE

Choose the # activity icon to open the sidebar and then utilize the  three-dot
menu to either Show Activities, Show Comments, or Show Vessel Activities.

6.1. Add Schedule & Transit

To add a schedule or transit to a vessel, proceed as follows.

Open CFM Schedule & Agents from your CFM instance.
2. Open the Schedule tab and select the vessel to which you want to add a schedule.

Choose the Current card and select Add.

NOTE

You can also edit and delete entries. To do so, select the desired entry from
the card and choose either Edit or Delete.

4. Specify, whether you add a schedule or a transit and provide the requested information:

NOTE

Be aware that the requested information varies and therefore not every
described information may be applicable in your case.

+ Schedule
+ Port
Specify the port of destination.
* ISPS Security Level
The ISPS security level can be fetched, based on the given port.

hanseaticsoft .
Add Schedule & Transit
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NOTE
You can define the ISPS Security Level in CFM Ports.

Terminal name

Specify the terminal name of the port of destination.
Voyage no. arrival

Specify the arrival voyage number.

Voyage no. departure

Specify the departure voyage number.

Vessel will take bunker

Select this checkbox if the vessel will take bunker.
Schedule is cancelled

Select this checkbox to cancel the schedule.

ETA

Select the date and time picker to specify the estimated time of arrival.

+ ETD

hanseaticsoft

Select the date and time picker to specify the estimated time of departure.

ETB
Select the date and time picker to specify the estimated time of berthing.

Remark
Provide any additional remarks relevant to the schedule.

Events
Select Add Event to add one or more of the following events to the schedule:

TIP

Select the LY fuel icon to add bunker information.

Choose the * Xicon at the end of a row to remove an event.

 Mooring (all-fast) and departure
Select the date and time picker to specify the time of arrival and time of departure.

|§ NOTE

You cannot remove this event.

+ Anchoring in port before mooring
Select the date and time picker to specify the anchoring start and anchoring end.

+ End and begin of sea passage

Add Schedule & Transit 20
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Select the date and time picker to specify the end of the sea passage and the
commencement of the sea passage.

+ Point of releasing the hose connection

Select the date and time picker to specify the point in time in which the hose was
taken off.

+ Point of vessel being prepared for cargo load or unload
Select the date and time picker to specify the notice of readiness.

®

Port*

wwwwww

+ Transit
+ Canal
Select the canal of transit from the drop-down menu.
+ Voyage number
Enter the internal voyage number.
+ Estimated start
Select the date and time picker to specify the estimated start of the transit.
+ Estimated end
Select the date and time picker to specify the estimated end of the transit.
+ Start
Select the date and time picker to specify the actual start of the transit.
« End
Select the date and time picker to specify the actual end of the transit.
+ Remark
Provide any additional remarks relevant to the transit.
+ Cancelled
Select this checkbox if the transit was cancelled.

hanseaticsoft
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Add a transit

Canal Voyage number
Bosphorus v 22

Estimated start * Estimated end

Choose Save to confirm your settings.

6.2. Add Cargo Operations

Cargo operations allow you to keep track of cargo that has been loaded or discharged and
can only be added to schedules. Cargo operations can be added to schedules at any time,
regardless of whether the actual time of arrival and departure have been entered or not. In
addition, as many operations as necessary can be reflected on schedules, enabling you to
correctly express the conducted operations.

To add cargo operations, proceed as follows.

1
2.
3.
4

hanseaticsoft

Open CFM Schedule & Agents from your CFM instance.
Open the Schedule tab and select a vessel.
Open a schedule and select the Cargo Operations tab.

Select the checkbox, depending on the conducted operation, and specify the following
information:

@ NOTE

Select both checkboxes if the vessel was loaded and discharged during the
same port stay.

Before a discharge operation can be added, a loading operation of the same
cargo type must be added to a previous schedule.

Selecting the checkbox for discharge operation provides you with all loaded
cargo types that have not been entirely discharged yet.

» Cargo Type
Select the type of cargo that was loaded from the drop-down menu.

Add Cargo Operations
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NOTE

Each cargo type is accompanied by its unit of measurement.

Cargo types and units of measurement are managed via CFM Miscellane-
ous > Operations > Freight Types.

* Quantity to Load / Quantity to Discharge
Enter the cargo quantity that was loaded or discharged.

N

NOTE

For discharge operations, select the checkbox Discharge to enable this
field.

By selecting this checkbox, the remaining quantity of the loaded cargo
is automatically populated. Enter the discharged quantity accordingly. If
the discharged quantity is smaller than the remaining quantity, another
discharge operation for the same cargo type can be added to a different
schedule.

+ Discharge
Select the checkbox if the cargo type was discharged during the port stay. This auto-
matically populates the remaining quantity of the loaded cargo in the field Quantity to
Discharge.

*+ Time

Select the = date and © time picker to specify when the cargo operation was conduc-

ted.

@

TIP
Repeat this procedure until all conducted cargo operations are reflected
correctly.

To remove a loaded cargo type, select the * icon.

A new cargo type entry for loading is automatically created, allowing you to
add as many cargo entries as necessary. Leave it empty if no further cargo
operations took place.

5. Choose Finish to confirm your cargo operations.

You have successfully added conducted cargo operations to the schedule.

hanseaticsoft
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6.3. Current

The current card provides an overview of a vessels specific schedules, which are currently
ongoing or lie in the future. You can easily manage the information of the schedule at any
time.

@ Schedule & Agents Dashboard Schedule Agents Power BI ﬁ Qm O

Group by Current  History

No Grouping v

Filter by

Schedule for Add | Edit | Delete | +=r

Voyage..  Port ETAa ETB. ETD TOA Terminal ISPS

21 Leixoes (Portugal) 13.08.2021 18:00 13.08.2021 19:00 14.08.2021 09:00 n/a - n/a

21 Rotterdam (Netherlands) 17.08.2021 02:00 17.08.2021 04:00 17.08.2021 11:00 n/a - n/a a
22 London Gateway (United Ki.. ~ 17.08.2021 08:00 17.08.2021 11:00 17.08.2021 13:00 n/a - n/a a

22 Rotterdam (Netherlands) 18.08.2021 14:00 18.08.2021 16:00 22.08.2021 01:00 n/a = n/a a

22 Lisbon (Portugal) 25.08.2021 04:00 25.08.2021 05:00 26.08.2021 17:00 n/a - n/a a
22 Leixoes (Portugal) 27.08.2021 08:00 27.08.2021 09:00 27.08.2021 23:00 n/a - n/a

22 Rotterdam (Netherlands) 30.08.2021 18:00 30.08.2021 20:00 31.08.2021 01:00 n/a - n/a a

The following information per schedule is provided:

+ Voyage No.
Displays the internal voyage number of a schedule.
* Port
Displays the arrival port for this schedule.
« ETA
Displays the estimated time of arrival at the port.
« ETB
Displays the estimated time of berthing at the port.
« ETD
Displays the estimated time of departure at the port.
+ TOA
Displays the actual time of arrival at the port.
+ Terminal
Displays the terminal of the arrival port.
« ISPS
Displays the ISPS security level of the arrival port.
*+ lcon
The following icons may be displayed:
+ The & person icon indicates that an agent is already assigned for this voyage. Click this
icon to view the assigned agent.
+ The & arrow down icon indicates that a vessel will load cargo.

+ The & arrow up icon indicates that a vessel will discharge cargo.

hanseaticsoft
nanseaticsort Current 24



CFM Schedule & Agents

« The [ fuel icon indicates that a vessel will take bunker.

6.4. History

The history card provides a complete historical overview of a vessel's specific schedule for
which the actual time of departure lies in the past.

@ Schedule & Agents Dashboard Schedule Agents Power BI 0746 O
Group by Current History
No Grouping v

Filter by -
Schedule for Add g

Filter vessels

[ L3

12 Hamburg (Germany) 01.03.2022 07.. 30.03.202209.. Kaill n/a

Other / Unknown (Passenger / Ferry)

W Tonker (LPG Ethylene) a
)

B ccocaovessa (GeneralCargo Vesse! )

The following information per historical schedule is provided:

* Voyage No.
Displays the internal voyage number.
+ Port
Displays the arrival port.
+ TOA
Displays the actual time of arrival at the port.
«+ TOD
Displays the actual time of departure from the port.
+ Terminal
Displays the terminal of the arrival port.
+ ISPS
Displays the ISPS security level of the arrival port.
*+ Icon
The following icons may be displayed:

+ The = arrow down icon indicates that a vessel will load cargo.

+ The & arrow up icon indicates that a vessel will discharge cargo.

+ The I fuel icon indicates that a vessel will take bunker.

+ The & person icon indicates that an agent is already assigned for this voyage. Click this

icon to view the assigned agent.

You can also filter the historical schedules down according to your desired criteria. To do so,

select the = filter icon and specify the following options:

hanseaticsoft
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+ Start date
+ End date

+ Loading

+ Discharging
+ Bunkering
+ Agent

+ Transit

+ Schedule

« Cancelled

Filter schedule

Start date

04.10.2021

ilf Bunkering
Transit

Cancelled

hanseaticsoft

A member of the Lloyd's Register group

End date

i Discharging

‘.‘ Agent

Schedule

CFM Schedule & Agents

History
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7. Agents

The agents tab displays a customisable panel on the left-hand side, whereas the rest of the
screen is divided into 6 different cards that contain in-depth information about a selected
agent.

The tab consists of the following cards:

+ General

+ Vessels

+ Addresses
+ Charterers
* Ports

+ Contacts

Schedule & Agents Dashboard Schedule Agents Power Bl Om O

Group by

Agent Type v R

General Edit | Archive | s Vessels Add Addresses Add
Fiterby
Filter tree Street city

Agent types Company phone TALLINN

Charterer n/a
Postal code Country
¥ Charter Agent Crewing n/a Estonia

Company e-mail
n/a

-
Company website r
n/a

-

‘Additional information

There are no remarks.

Charterers Add Ports Add | Add Country Contacts Add | Edit | Delete

“ Tallinn (Estonia) ~  Duty Waterclerk Duty Agent
Charterer 0 MOBILE

Charteres 0 MOBILE

Charterer (% PHONE

You can define the criteria by which the panel is grouped and displayed. To do so, select the
drop-down menu Group by and choose one of the following options:

+ Agent type

Groups and displays the list of agents according to the agent type defined in the general
card. For more information, see General [30].

+ Agent Name

Groups and displays the list of agents according to the agent name, which is defined in the
general card. For more information, see General [30].
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* Ports in use

Groups and displays the list of agents according to the usage status of the port they are
assigned to. Available status of ports are:

+ Past Ports
Groups and displays the list of ports that were scheduled in the past. Expand an entry to
see which agent used this port in the past.

+ Unused Ports
Groups and displays the list of ports that were not scheduled so far.

@ NOTE

You can only expand ports when an agent is assigned to a specific port or
the country of a port.

* Future Ports

Groups and displays the list of ports that were scheduled for the future and their assigned
agents.

+ Unassigned Agents
Groups and displays the list of agents that were not assigned to any port.
* Port name
Groups and displays the list of ports in alphabetical order.

* War risk

Groups and displays the list of ports according to their war risk. This is either No war risk or
War risk.

+ Country

Groups and displays the list of agents according to their assigned ports country in alphabet-
ical order.

* Charterer

Groups and displays the list of agents according to their assigned charterers in alphabetical
order.

* Vessel

Groups and displays the list of agents according to their assigned vessels in alphanumerical
order, based on the internal number.

You can also simply filter the list of agents by providing search terms that reflect the applied
grouping, such as agent name, country, or vessel.

Further, does the = filter icon allow you to include the following agent types:

« Husbanding
+ Owner

+ Forwarding
+ Charter

hanseaticsoft
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+ Crewing

|§ NOTE

To add an agent, select the * plus icon next to the Group by drop-down menu.
For more information on how to add an agent, see Add Agent [29].

7.1. Add Agent

To add an agent, proceed as follows.

1. Open CFM Schedule & Agents from your CFM instance.

2. Choose the Agents tab and select the * plus icon.
Provide the requested information:
+ Name
Enter the name of the agent.
+ Is owners agent
Select this checkbox if the agent is considered an owners agent.
* Is charter agent
Select this checkbox if the agent is considered a charter agent.
* Is husbanding agent
Select this checkbox if the agent is considered a husbanding agent.
+ Is crewing agent
Select this checkbox if the agent is considered a crewing agent.
+ |Is forwarding agent
Select this checkbox if the agent is considered a forwarding agent.
« Company phone
Enter the agent's company phone number.
+ Company E-Mail
Enter the agent's company E-Mail address.
+ Company website
Enter the agent's company website.
* Remark
Provide any additional remarks relevant to the agent.
+ Create main contact
Select this checkbox if you want to create the main contact for this agent.
* Name
Enter the first name of the main contact.

+ Surname

hanseaticsoft Add Agent
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Enter the last name of the main contact.
+ Nationality
Select the nationality of the main contact from the drop-down menu.
+ Sex
Select the gender of the main contact from the drop-down menu.
+ Phone 1
Enter the phone number of the main contact.
* Phone 2
Enter an alternative phone number of the main contact.
+ Mobile
Enter the mobile phone number of the main contact.
+ Fax
Enter the fax number of the main contact.
+ E-Mail 1
Enter the E-Mail address of the main contact.
+ E-Mail 2
Enter an alternative E-Mail address of the main contact.

4. Choose Save to confirm your settings.

Add an agent

Name *

[ 1s owners agent [ 15 charter agent
[ 1s husbanding agent [ 1s crewing agent Nationality Sex
Unknown v Unknown v
Is forwarding agent

Company phone Company e-mail Phone 1 Phone 2

Company website Mabile Fax

Remark Email 1 Email 2
B creat tact

7.2. General

The general card of an agent provides basic information, which is defined when the agent is
added in the first place.
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Edit | Archive

Agent types Company phone

Company e-mail

Company website

Please use this agent as a main agent for any portugal
related schedules!

However, you still can edit any information on this card. To do so, simply choose Edit and
apply the desired changes.

To remove an agent from the system and thus disable its further usage of it, simply choose
Archive.

Utilizing the @ three-dot menu allows you to apply the following options:

+ Copy to clipboard

Select Copy to clipboard, which automatically copies the entire information from the gener-
al card and allows you to conveniently insert it at any other place.

* Merge
Select Merge and specify the agent which will be merged into the currently selected one.

@ IMPORTANT

This action is not reversible.

7.3. Vessels

The vessels card displays all assigned vessels for a specific agent and also allows you to
manage these.

Add | Delete

[
[

To assign a new vessel to the agent, choose Add and either select a vessel from the list or
provide its name into the search box above.

hanseaticsoft
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You can also remove an assigned vessel from the agent. To do so, simply choose the vessel
and select Delete.

7.4. Addresses

The addresses card displays all defined addresses of the selected agent and allows you to
manage these.

Add | Edit | Delete

Street City
Hauptstralie 1 Hamburg

Postal code Country
21029 Germany
Additional information

2nd floor, east wing.

To add an address, proceed as follows.

Open CFM Schedule & Agents from your CFM instance.
2. Choose the Agents tab and select the desired agent from the panel on the left-hand side.

Navigate to the Addresses card and select Add.

NOTE

You can also edit and delete entries. To do so, select the desired entry from
the card and choose either Edit or Delete.

4. Provide the requested information:
+ Street
Enter the street where the agent is located.
+ Postal Code
Enter the postal code where the agent is located.
+ City
Enter the city where the agent is located.
+ Country
Select the country where the agent is located from the drop-down menu.
+ Additional information
Provide any additional information relevant to the address of the agent.
+ Set as main address
Select this checkbox if the address is considered as the main address of the agent.
Main addresses are indicated by a * star icon.
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Add an address
Street® Postal code
City * Country

Unknown v

Additional information

7.5. Charterers

The charterers card displays all assigned charterers for a specific agent and also allows you
to manage these.

Add

To assign a new charterer, choose Add and either select a charterer from the list or provide its
name into the search box above.

You can also remove an assigned charterer from the agent. To do so, simply choose the
charterer and select Delete.

7.6. Ports

The ports card provides an overview of all assigned countries as well as specific ports of an
agent and also allows you to manage these.
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Add | Add Country
Bekker (Estonia)
Heltermaa (Estonia)
Kesklinna (Estonia)
Kingisepp (Estonia)
Latvia

Tallinn (Estonia)

You can either assign assign an agent to a specific port or a country and thus, all ports within
this country. To do so, select either Add or Add Country. Subsequently, choose either a port,
respectively a country from the list or provide its name into the search box above.

You can also remove an assigned port or country from the agent. To do so, simply choose the
desired entry and select Delete.

7.7. Contacts

The contacts card displays an overview of all defined contacts for a specific agent and also
allows you to manage these.

Add | Edit | Delete
»  Duty Waterclerk Duty Agent

-

EMAIL

MOBILE

To add a contact to an agent, proceed as follows.

Open CFM Schedule & Agents from your CFM instance.
2. Choose the Agents tab and select the desired agent from the panel on the left-hand side.

Navigate to the Contacts card and select Add.

|§ NOTE

You can also edit and delete entries. To do so, select the desired entry from
the card and choose either Edit or Delete.

4. Provide the requested information:
+ Name
Enter the first name of the contact.
+ Surname
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Enter the last name of the contact.

+ Nationality
Select the contacts nationality from the drop-down menu.

+ Sex
Select the contacts gender from the drop-down menu.

* |s main contact

Select this checkbox if the contact is considered as the main contact of the agent.

Main contacts are indicated by a * star icon.

NNNNNN

5. Choose Save before adding communication methods.
6. Select the added contact and choose Edit to add communication methods.
+ Value
Specify the correlating communication details.
+ Type
Select the communication method from the drop-down menu.
+ Remark
Provide any additional relevant remarks to the communication method.

S hanseaticsoft Contacts
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Add communication method
Value *
Type *

Choose... v

Remark

7. Choose Save to confirm your settings.
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8. Report

The Reports tab provides access to all predefined reports provided by Hanseaticsoft GmbH
and created using the integrated Microsoft Power Bl solution.

On this tab, you can also embed customized reports within CFM Schedule & Agents that you
created with your own Power Bl license.

Additionally, you can download the predefined reports, modify them, and make them available
to all your colleagues online.

For more detailed information, see the manual on CFM Power Bl Management.

NOTE

You need to purchase this feature separately, to leverage the Power Bl integra-
tion.

The following reports are available from this tab:

+ Agent map
* Ports of call

8.1. Agent Map

The agent map provides a real-time report, visualised as dots in a heat map, on how often
which agent served in which port. Hover across a dot to read out its information. Below the
heat map is the correlating list displayed. An additional bar chart displays the top ports on the
right-hand side.

Select an entry from any list, regardless of whether it is from the heat map, the underneath list
or the bar chart on the right-hand side, to highlight it accordingly.
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@- Schedule & Agents Dashboard Schedule Agents Power BI ﬁ‘ Dm O
Generel Ports of Agent ¥ & - Top Ports @ 7 Fiers >
w
E Agent map =3 + P search
o Filters on this visual
Bl Ports of call Rus

Agentid ~
is (A1)

Canada

agentid ~
is (Al
North

- Kazaktatn .
Unitedstates Atla Yoy i
Oce crina \m ]
|
Mexico . s Bangladésh

vvvvv

Companyname
is (A1)

Filters on this page
Agent type ~
is (A1)
Charter name
is (A1)
Companyname
is (A1)

South Indian

Atlantic
Ocean

Ocean

©Mapbox © OpenStreethap Improve this map

Charter name

=

The following general features are provided:

+ Filter the report for agent type, charter name and company name.
+ Select the 57 focus icon to display the focused content magnified.

+ Choose the " three-dot menu above each card to apply one of these options:

NOTE

Be aware that not every card provides the below-described options.

+ Export Data

Select Export data and specify the data that you want to export, as well as the file format
in the dialog window.

- Show as a table

Select Show as a table to display the correlating visualised information as a table. Select
Back to report for the initial view.

+ Spotlight
Select Spotlight to dim the remaining cards.
+ Get insights
Select Get Insights to explore and find further insights in your data.
+ Sort descending
Sort the list in descending order.
+ Sort ascending
Sort the list in ascending order.

+ Sort by
Sort the list by further conditions.
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D, Export data

Show as a table

Spotlight

o 0 El

Get insights

Sort descending

B B

Sort ascending

Sort by »

8.2. Ports of Call

The ports of call provides a real time report, visualised as dots in a heat map, on how often
a port was called. Hover across a dot to read out its exact value of port calls. Below the heat

map is the correlating list displayed.

Select an entry to highlight it accordingly.

@- Schedule & Agents Dashboard Schedule Agents Power BI ﬁ' Dm O
General Ports of Call V EQ@) Y Filters »
B serimer » +|||[7 =

n -
Bl rorts ofcall N
Q nnnnnnn ~
s (All)
Mongolia
North e PR ° Fierson i pag
Pacific 3 W ) emre  ©
Ocean 1 )
Mexi - ETA L.a
~ Cub is (All)
Colos
02 New
- B inea
8ol
South Indian =
o e Australla
South It Atlantic Gcean
sy
Ocean © Mapbox © OpenStrestMap Improve this map.

Olmorbod Pacific

15.03.2015 14:00:00 dry dock

27.02.2015 14:00:00
26.11.2017 23:00:00 27.11.2017 00:00:00 28.11.2017 16:30:00 DFT

1174801
03.12.2017 23:00:00 04.12.2017 00:00:00 05.12.2017 16:00:00 DFT

1174901

1175001 10.12.2017 23:00:00 11.12.2017 00:00:00 12.12.2017 16:00:00 DFT

2174706 23.11.2017 09:00:00 23.11.2017 11:00:00 25.11.2017 06:00:00 RST

2174806 30.11.2017 09:00:00 30.11.2017 11:00:00 02.12.2017 06:00:00 RST

2174906 07.12.2017 09:00:00 07.12.2017 11:00:00 09.12.2017 06:00:00 RST

2175006 14.12.2017 09:00:00 14.12.2017 11:00:00 16.12.2017 06:00:00 RST
[ et

The following general features are provided:

+ Filter the report for port call count or port name.
+ Select the 52 focus icon to display the focused content magnified.

+ Choose the * three-dot menu above each card to apply one of these options:

NOTE

Be aware that not every card provides the below described options.

+ Export Data
Select Export data and specify the data that you want to export, as well as the file format
in the dialog window.

« Show as a table
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Select Show as a table to display the correlating visualised information as a table. Select
Back to report for the initial view.

+ Spotlight
Select Spotlight to dim the remaining cards.
+ Get insights
+ Sort descending
Sort the list in descending order.
+ Sort ascending
Sort the list in ascending order.
+ Sort by
Sort the list by further conditions.

D, Export data

lE';l'o Show as a table
=1 Spotlight

\y Getinsights

Sort by 4
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9. Revision History

The revision history provides you with a table, containing a summary of applied changes to the
user guide based on its corresponding module. The user guide's version stamp is available to
you in its file name. The revision history gives you the gist of minor and major changes rather
than explaining everything in detail. Refer to the What's New section for our daily features,
updates, and bug fixes. You can also reach out to our Helpdesk if you come across any
uncertainties or questions.

Semantic versioning will be applied and uses a three-part version number (Major.Mi-
nor.Patch). Significant changes are indicated by an increased major number; new, less signifi-
cant adaptions increment the minor number and all other updates increase the patch number.

Version Changes Date of Publica- Author
tion
v1.2.0 + Extended global features to speci- 06.02.2024 Ricardo da Costa Lima

fy vessels of which responsibility
types are shown

v1.1.1 + Dashboard provides a dedicated 11.10.2022 Ricardo da Costa Lima
list of ports with deviating ISPS se-
curity levels

v1.1.0 + Ports' ISPS security level can be 23.09.2022 Ricardo da Costa Lima

managed within a schedule

+ Agent's general information is ex-
tended by company phone number,
email, and website

v1.0.0

Initial creation of user guide 29.04.2022 Ricardo da Costa Lima
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