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@ Royal Caribbean Group

Dear New Hire,

We know that you are excited to sail again. Our goal is to help make the preparations for your
new assignment as smooth as possible. We hope you use this onboarding guide to make sure
that you're ready for your next great adventure. Let's get started!

Your Crew Readiness Team

C-TRAC (Career Tracking and Advancement Compass)
Get your crew documents ready! Please upload your required documentation in C-TRAC.
Also, check your email regularly for further joining process instructions; a Crew Readiness
Representative will contact you as needed.

v" Your Contact Information is updated

v" You have uploaded clear copies of your valid documents

How to Update Your C-TRAC Contact Information

Step 1. Log into MyRCL Home > select C-TRAC.

Health

y Return to Service

dates on a Healthy Return 1

RCL® CARES eMPLOYEE EDITION

Employee Support Program. Click here to get more information

What system would you like to access?

v
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@ Royal Caribbean Group

Step 2. Go to Personal Information > Contact Information.

Step 3. Check if your contact numbers (Telephone and Mobile) are correct and updated.

Make changes if necessary and click SUBMIT.

HOME - Personal Information

MY PRGFILE

PERSOMNAL INFORMATION

QUALIFICATIONS DOCUMENTS

Personal Information
Address

Parent Information
Emergency Contact

Life Insurance
Beneficiary

PhilHealth Legal
Dependent

OWWA Legal
Beneficiary

Allottee Information

Contact Information

Preferred means of |Emai|

Communication:

Best time te reach you: | Morning (7am to 11am)

Skype 1Dz

Country Code: thines =63

Telephone Mumber:

Mobite Number (09932480967

SUBMIT

> After checking/updating your Contact Information, go through each tab under
Personal Information to check if your details are updated and make changes if

necessary.

®
EINT(RNATIDNAL

Personal Information
Contact Information
Address

Parent Information
Emergency Contact

Life Insurance
Beneficiary

PhilHealth Legal
Dependent

OWWA Legal
Beneficiary

Allottee Information
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@ Royal Caribbean Group

How to Upload Your Documents to C-TRAC

Step
Step
Step
Step
Step
Step

Step

1. Log into your C-TRAC account.

2. Goto DOCUMENTS.

3. Click on the specific document you want to upload.

4. Take a photo of or scan the document and save the file in docx, jpg, png, or pdf formats.
5. Upload the file.

6. Enter your document details.

7. Click ADD.

MY PRCFILE PERSOMAL INFORMATION QUALFICATIONS

GENERAL

DOCUMERTS

MBI f Police Clearance
@ RO Medial Certifitate
@ Visa
Q Seaman's Book
O Passpart
® stow

Travel [inerary

DOCUMENTS BY o g

COUNTRY

@ seafarers Registralion
Number

Pre Depariure Oriantation
Seminar

0 Anti Piracy Training

& worker's information Shest
[ Social Security System

& PhilHaalth

& ragimic

& Allotment infarmatian
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@ Royal Caribbean Group

C-TRAC Document Status

Refer to the color-coded status guide in C-TRAC to track the status of your requirements.

Document Mot
Submitted

Pending Document
Approval

Document Mok
Submitted

Document Rejected

Completed

*= Yellow - Document Not Submitted (you have not yet uploaded your required
document)

* Orange - Pending Document Approval (your document details are incomplete
or your document has not yet been validated)

* Red - Disapproved/Document Rejected (your uploaded document is invalid
and has been rejected by your Crew Readiness Representative)

* Green - Completed (your document has been verified as valid for your
assignment)

For any rejected documents, you will receive an email stating the reason for the
rejection.

Important Reminders: An uploaded document will be validated within three (3)
business days. Monitor your document status regularly to avoid any delays in
generating your POEA Package.

A MEMBER OF ROYAL CARIBBEAN GROUP
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@ Royal Caribbean Group

Assignment Confirmation Tool (ACT)

ACT simplifies the process of securing your new assignment. Here's how ACT and the
Assignment Confirmation process work:

» Loggingin
The Assignment Confirmation Tool will automatically appear in your RCLCrewTravel
(RCT) account after you receive your assignment.

Step 1. Log into MyRCLHome > select RCLCrewTravel.

Healthy Return to Service

Click here for the latest updates on a Healthy Retum to Service

Your Wellbeing

Supporting you In your journey to complete wellbeing

What system would you like to access?

™

N

Important Reminders: Need help accessing RCT and our other HR systems?
Go to https://royalcaribbeancruiselines.atlassian.net/servicedesk/customer/portals
to send a message to our technical support team.

For a quick guide on how to use the HR Service Desk, go to
https://rclcrewtravel.com/images/pdf/HowtoUsetheHRServiceDesk.pdf.
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@ Royal Caribbean Group

Step 2. Click Please confirm your assignment.

& RCLCrewTravel

Your future 15 only a tap away

Important to Know

Returning to the Ship? Make surc to Read These Reminders
Adwarys CTCCR Yo rimed Oty sscasd Of T 1 your Totel, a8, oF Traniportathon aotals e misiing, contect

MY FAVORITES

P Brwounites yot!
Crewsfuin bofore icaving for the srpost
o Make e you can provide all the information that Crowusing necds in ane call
+  Lipon aning at the airport, be sert and resdy 1o board becase i trowed i busiest a8 the me
Hiotels will also e extresmely sy Chwevk time at most Botels s 300084, but mary will do Sheir bt o prowide

VO wweiEh & FOON 3% S006 2% (1 15 neady.
The: il wll provide i weloome lefles coniaining your meal options and iransportation details o your oining

L A AR T

After clicking Please confirm your assignment, you will be able to view the details of
your new assignment, including:

* Ship and Sign-on Date
* Required documents and their status
Deadline for the submission of your documents

A MEMBER OF ROYAL CARIBBEAN GROUP
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@ Royal Caribbean Group

Step 3. Click Confirm to accept your assignment. Clicking on Confirmwill update your
Assignment Confirmation status to Pending Documents.

> Click on Confirm to inform us that you will be able to join on the indicated sign-on date.
If for any reason you won't be able to join as scheduled, click on Decline and please
contact your scheduler via the RCLCrewTravel Contact Us tool. Please keep in mind
that you can confirm your new assignment as soon as it becomes available. If you
decide to Decline the assignment, we cannot guarantee how soon we'll be able to
provide you with a new one.

Step 4. Click Accept to confirm after reading the Reminders.

Reminders '|

Tra @ 0o ¢ ool Tt | Fuser Fred e Easionn arst wfeSeraSoated (e i

g 1] ok el gy e e Ol el e, Gleos Ty o el By, e, prueTereg o
ofTerarae) Feslary B0 servy peroe

T ARy T T e Rt - FerahSru) o arey FEey e .-
W P R R I“Im“ﬂm "Hm-—mm ”m’n
T W TR I O iy

| ey ol We Fead L O VL e § Y LTl e e e S (FeF B (R OF S e

LrRE i RS FeRaga Tt Ty & A TR e yea L e T W o Ay
Wm = Py

Begael TS - vt e B e W 0§V P
vl ety Evrumll - B0 LAWY AEE SSUrraa e LoceT

il Wl s

- Awrraee - SRE-E T AWARS BES-S1F9FFT
T e L S

How to Upload and View Your Documents in RCLCrewTravel

Step 1. Click the Upload (paper with up arrow) button to submit an image of
a document.

Step 2. Click the View (magnifying glass) button to view your document.

Upload View

/-~ RCL Medical Certificate Appointment Date
( ) Book Appointment P —— . @
'\\%—!/*} Appointment Required kel AppL Late B a

., Seaman’s Book Appointment Date

s
/

e ) Book A intment N i @
\ / Appointment Required Ppo Appt. Date =] T
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@ Royal Caribbean Group

ACT Document Status

Refer to the color-coded status guide to track the status of your requirements.

555 Number

I 0 Completed @\
PhilHealth Number
@ Pending Document Approval Da
Pag-lbig Number

@ G Document Rejected @

Seafarer’s Registration Number

| @] / Document Not Submitted

) | &) | [B)

=)
o)

2L STOW

.TJ_.T‘T ) ¢ . [+] Show STCW ] a
Ny Appointment Required
5 . Visa
[ |®] ) [*] Get Form View Visa Notes @\
A / Document Not Submitted o —

g3 b

= Yellow - Document Not Submitted (a required document has not yet been
uploaded)

= Yellow - Appointment Required (an appointment needs to be scheduled for
you to obtain the document)

* Orange - Pending Document Approval (your document will be validated by
your Onboarding Associate)

* Red - Document Rejected (your uploaded document is invalid and has been
rejected by your Onboarding Associate)

= Green - Completed (your document has been verified as valid for your
assignment)

For any rejected documents, you will receive an email stating the reason for the
rejection.

Important Reminder: An uploaded document will be validated within three (3) business
days. To go back to the Assignment Confirmation Tool, go to the RCLCrewTravel
homepage > click on My Travel Details > Assignment Confirmation.

A MEMBER OF ROYAL CARIBBEAN GROUP
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‘ Royal Caribbean Group

Document Upload Guidelines: Correct and Incorrect Files

To avoid delays in confirming your assignment, make sure to upload the correct files.
The files you upload to C-TRAC and/or the Assignment Confirmation Tool must:

v Clearly show the exact document without a background or other items

v Clearly show the details (your photo, name, document number)

v Be aligned/straight

v' Be colored

Passport

MOA PAGTATAKDA - LIMITATICNS
Mot valid for Travel to lrag

oAl il e 2

REPUBLIKA NG PILIPINAS /REPUSLIC OF THE PHILIPFINES
e 2| PR =

Important Reminder: Passport must have a signature on Page 3
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‘ Royal Caribbean Group

Seaman's Book

Important Reminder: Seaman's Book must have a Bearer's signature
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Royal Caribbean Group

STCW

L4 RoyalCaribbean

T

Fy— ——
— e = ¢ e = e ———
= - T = e e e

. o = — e
—— e i i
- 1
e SRR, (R S | -
- T — S P .-." 2!
o — bt
o T e —— -
o e s —
- — —— L Le ]
—_—
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@ Royal Caribbean Group

STCW

Important Reminder: Certificates of Proficiency (COPs) must have a signature at the
"Signature of the holder of the certificate" part.

Worker's Information Sheet

_
e e - —— s e
.;..'—._.Az e —— g
s [ TP T el
WO A O R o LT .
dilb
' Work Expersnce
P sz o Vrrlcemm ot b Fuiar. - ™ fre=
= Largpaage Spoken
e am R g i o
b o
= -~ - _ = lob Preferenie
et - L a— [—
Tigrmrnan
= :_- ERCA o S B e e L e N e
- .'I_ - e ko b Ly
First Page Second Page

v
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’ Royal Caribbean Group

Worker's Information Sheet

Important Reminder: Worker's Information Sheet must be uploaded in 1 file with
signature and must be the latest version 2.0

R

R Wy 4 ) - L}
m‘m,_n,ﬁ W J‘q 4
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@ Royal Caribbean Group

Letter of Employment (LOE)

You will receive an auto-generated email once your new assignment is ready. When your
Letter of Employment becomes available in RCLCrewTravel, you will see a Your LOE is
ready! message under NOTIFICATIONS.

E RCLCrewTravel -

NEW Your fulure is only : B yRCL*™ L

€ Ml Too MyRCL Pewtad [T Wy Trwerd Distails ok Gimdie Cnimae sxing o

NOTIFICATIONS Pl 145k P Eor Gl BrinLnn 0u the TEE maniing SQefiey in i Fruippmnes

MCresgen
Firs e 1

Important to Know

1 Your LOF s reacy! Returning to the Ship? Make Sure to Read These Reminders

AL U O e AL Shasd GF R I O Rotel Ak, OF BATSEHaMation dutay Are Mg (et
Crmasfumt D e T (e ainued

Al v ynds £ ok il phe nfneeseninn hat CrewA e reed i one il

= LigeDry AFTRYRG 8 CHE MM DOrt e AlerT AN roady 0 Do Decauine air (naved B Dureesl 3 Dy e

= Hodols well sids be bafroimedy tuity. Chech 4t af smadd hobels id EODPM. Bul mary Wil o BRell B fo jo ovide
MY FAVORITES Y weidh) 8 rems . saitan v I iy ey

o True meerd will areveice @ wrltnrme keTICe ErTArInG YOGr T SETMIT ARG ITRTErnen Ger i yeu aining

AT, R s ketter carelulty

= e e b Fris, SRpey L U A i and e (oD eairermey SRy, Yo iy i eapoierae

s firwenuritrs ot

v Fawrigetation delays
= ErewdAsinran be reached 2477 wis ernad, cfum, o phone, Comac CrewAsun ATAR § you encourres amy irevel

Felbed emirgunies

Trarvil Safefy

> Click LOE is ready! or go to My Travel Details > LOE to check the details of your
new assignment (Ship, Sign-on Date, Sign-off Date).

@ RCLCrewTravel

rawrlgad on the

Nl o e e S . K . 2 o :
NEW Your future is only a tap away. MyRCL*" & AppStore | | C

< Back To MyRCL Portal Hame ar My Travel Details Post Guide CrewAssist L

TRAVEL OFTAILLS |m INSLIRANCE EETTER L VISA GLIDANCE ASSIGNMENT COMFIRMATION POEA AND LDNG

U LOE is ready!
Please click the ship name to wew/pnnt your LOE,

YOUR LOE(S)
SHIF SIGN ON DATE SIGMN OFF DATE BSUE DATE
HARMONY OF THE SEAS Scp 16 2017 Oct 14 2007 09/08/17
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@ Royal Caribbean Group

» Download and print your LOE as soon as it is available because you will need it
when you do your Pre-Employment Medical Examination (PEME).

Important Reminder: Always bring a printed copy of your LOE whenever
you travel to join your ship as you will be asked to present it before going on board
and in some cases, before you are allowed to pass through customs security in the
airport.

Document Reminders

* Your documents must be valid for the entire duration of your contract.

= All crew members are encouraged to renew their documents ahead of time.
You have the option to set a document-renewal appointment date even while you
are are still on board.

» Always enter the appointment date(s) in the Assignment Confirmation Tool to
allow your Crew Readiness Representative to assess if you can make it in time for
your joining date.

* |f you need to reschedule your appointment, update the entry as needed. Keep in
mind that any delays in submitting your requirements can potentially delay the
confirmation of your new assignment.

A MEMBER OF ROYAL CARIBBEAN GROUP
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@ Royal Caribbean Group

Passport

Your passport must be valid for at least one (1) month after your sign-off date.

Depending on your joining port and the itinerary of your vessel, the ACT will prompt
you to renew and upload a new passport. However:

= |f your contract will end while you are in Europe or China, your passport must be
valid for at least three (3) months after your sign-off date.

* [f you are joining a ship that will sail through any port in Indonesia, your passport
must be valid for at least six (6) months or more for every call in Indonesia.

Should you have questions about your passport, click on the Online Help tool available on
RCLCrewtravel > select Crew Documentation and choose Passport.

Our CRT representatives are available for chat from Mondays to Fridays, 9 a.m. to
1 p.m. Philippine Time (PHT).

How to schedule a passport renewal appointment:

Step 1: Go to RCLCrewTravel > My Travel Details > Assignment Confirmation. Go to the
Passport section and click Book Appointment.

/,..- e PEISSPD“’ Appointment Date

I'I — | Book Appointment e @
\\/.-'r Document Not Submitted PP APPL Liate = =

> Clicking on Book Appointment will redirect you to passport.gov.ph, DFA’s
passport application appointment system. Click Schedule an Appointment
and carefully follow the succeeding instructions.

C & passportgov.ph

Requirements Schedule an Appointment Where fo Apply FAQ

REPUBLIC OF THE PHILIPPINES

DEPARTMENT OF FOREIGN AFFAIRS

2330 ROXAS BOULEVARD. PASAY CITY, PHILIPPINES 1300

Passport Appointment System

DFA ADVISORY

Applicants with confirmed appointments from 08 March 2020 up to 02 May, for the following Consular Offices reopening on May 04
La Union

Puerto Princesa

Santiago

Tuguegarao

Tacloban

General Santos

Dumaguete

Clarin

Butuan

Cotabato

and from 02 March up to 16 May for DFA ASEANA and all other Consular Offices reopening on 18 May, please expect emails wit]
instructions to follow. For questions, please call 8234-3488

A MEMBER OF ROYAL CARIBBEAN GROUP
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passport.gov.ph

@ Royal Caribbean Group

> After securing an appointment date, go back to the ACT's Passport section
and click the Calendar icon.

Appointment Date

> Enter your appointment schedule by clicking on the corresponding date.

? August, 2020 *

w ¢ Today ' »
wk Sun Mon Tue Wed Thu Fri Sal
30 1
&1 3 4 5 & T

32 ¢ [ 1 R I G R - A
3 16 W o8 1w Ay 21 22
O 23 24 2% 26 228 28
35 3

Fri. Aug 7

> Click Save.

Appointment Date

2020-08-07 =

Clicking on Save will update the status of your passport to Appointment Scheduled.

/_ Passport Appointment Date
R =0 Book A tment Y - . @
/@ Appointment Scheduled R 2020-08-10 =] 9 B

Important Reminder: If you need to reschedule your appointment, please update the
entry as needed. Please remember that any delays in submitting your requirements
can potentially delay the confirmation of your new assignment.

A MEMBER OF ROYAL CARIBBEAN GROUP
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@ Royal Caribbean Group

Step 2:

>
>
>
>
>
>
>
>

Log in to MyRCLHome.
Go to RCLCrewTravel > My Travel Details > Assignment Confirmation.
Click on the Upload icon next to Passport.
Enter your Passport Number and select Country of Issue.

Take a photo of or scan the biopage with your original signature.
Save the file as docx, jpg, png, or pdf.
Enter your passport details.
Upload the file and click Submit.

Go to the DFA office you selected for your appointment. After receiving
your passport:

/72 ™, RCL Medical Certificate
W @completed

-7, Seaman's Book
I‘-\""‘""'/,-"I Gl’cmiing Document Approval
" Passport
"-.\ /‘"Qﬂppointment Scheduled

7 ™, Pre-Departure Orientation

> |Seminar

L

Document Not Submitted

ADD PASSPORT INFORMATION

Passport Number *

Country of Issue *

Issue Date *

Expiry Date *

P0OOO00000A

| PHILIPPINES *]
2020-08-14
2030-08-13

Copy of Passport

Choose File |JMaria_delaCr. .t 2020 jpg

SBubmit

Clicking on Submit will update the status of your passport to Pending Document

Approval.

EINTERNATIOMAL

7/~ Passport

i ==B
\ @Pend‘ing Document Approval

A MEMBER OF ROYAL CARIBBEAN GROUP
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@ Royal Caribbean Group

> To view your uploaded passport, click View uploaded file.

YOUR PASSPORT(S)
Issue Date: 14 Aug 2020 @ Edit Ie Deletel
Expiry Date : 132 Aug 2030
Passport Number : POODODDO0OA
Country of Issue : Philippines
+— Back

After your passport is validated and approved, the status of your document will be
updated to Completed.

\ =% I & Completed @.

Seaman's Book

Your Seafarer's Identification and Record Book (SIRB) or Seaman's Book:

= Must be valid for at at least four (4) months after your sign-off date
» [svalid for 10 years if issued starting 2016

Should you have questions about your seaman's book, click on the Online Help tool
available on RCLCrewtravel > select Crew Documentation and choose Seaman's Book.

Our CRT representatives are available for chat from Mondays to Fridays, 9a.m.to 11 p.m.
Philippine Time (PHT).

How to schedule a Seaman's Book renewal appointment:

Step 1: Go to RCLCrewTravel > My Travel Details > Assignment Confirmation.
Go to the ACT's Seaman's Book section and click Book Appointment.

A MEMBER OF ROYAL CARIBBEAN GROUP
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@ Royal Caribbean Group

. Seaman's Book
| s |

5 Y,

-

Appointment Required

Book Appointment

Appointment Date

b=
13

@

> Clicking on Book Appointment will redirect you to the MARINA Integrated Seafarers
Management Online appointment (MISMO) system (onlineappointment.marina.gov.ph).
Log into your MISMO account to schedule an appointment to renew your Seaman’s Book.

online-appointment.marina.gov.ph

il
syl bk

AL
"-i

T
P~

S

Welcome to the MARINA
Integrated Seafarers
Management Online (MISMQ)

System

Sagn Up

Sagn In

Verify SIRBAD/Cert
Vesrify Certovia O Code

[xam Schedules

> Click Sign Up to create a MISMO account; click onSign In if you already have a

MISMO account.

> After securing an appointment date, go back to the ACT's Seaman's Book section
and click the Calendar icon.

EINTERNATIOMAL

Appointment Date

A MEMBER OF ROYAL CARIBBEAN GROUP
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https://online-appointment.marina.gov.ph/

@ Royal Caribbean Group

> Enter your appointment schedule by clicking on the corresponding date.

L) "‘mar ¥ »
wk 5Sun Mon Tue Wed Thu Fri Sat

30 1
n > 3 4 5 cfisl

= S 1) S S 2 & R T A
| 4% 16 W 48 19 2 21 22

e 23 2% 25 2B X .25 28

S50 30 3

Fri, Aug ¥

> Click Save.

Appointment Date

2020-08-07 =

Clicking on Save will update the status of your Seaman’s Book to Appointment

Scheduled.
/7, Seaman’s Book Appointment Date
| s | . =
.\"’""“" ;] @ Appointment Scheduled ek hppeaiiinesd 2020-08-10 =] Q @
o i

Important Reminder: If you need to reschedule your appointment, please update the
entry as needed. Please remember that any delays in submitting your requirements
can potentially delay the confirmation of your new assignment.

Step2: Go to the MARINA office as scheduled. After receiving your Seaman's Book:

Log in to MyRCLHome.

Go to RCLCrewTravel > My Travel Details > Assignment Confirmation.
Click on the Upload icon next to Seaman’s Book.

Take a photo of or scan the biopage with your original signature.

Save the file as docx, jpg, png, or pdf.

Enter your Seaman’s Book details.

Upload the file and click Submit.

VVVVVYYVY

A MEMBER OF ROYAL CARIBBEAN GROUP
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@ Royal Caribbean Group

/- RCL Medical Certificate

'.’ (I)J’l "Qc oy ADD SEAMAN'S BOOK INFORMATION
‘\-v-'/' ompl

No book hetd [
/™ Seaman's Book (optional)

=) -
e A Qﬂppolmmen( Scheduled

Seaman'’s Book 123436

Number *
#~_ ™ Passport e - . =
f\ ,’ Appaintment Required Country of Issue = | PHILIPPINES - |
=

/™ Pre-Departure Orientation

Issue Date * 2020-08-21
[ > |seminar .
\\—/' Expiry Date * 2030-08-21
3 Document Not Submitted
Copy of Seaman’s Book || Choose File [f/uan_delaCr._.B_2020.jpg
~~ ™ Anti-Piracy Training
<>

L ——

Your Seaman's Book number (in green) can be found in the upper-right corner of the
biometric page.

REPUBLIC OF THE PHILIPPINES ‘

MARITIME INDUSTRY AUTHGOZE
.

MAME TLast Name, First Mame, Mlddia Name !

DATE OF BIRTH PLACEOFBIRTH b

MEIGHT(em)  WEIGHT(kg) EYESIH HAIR
167 70

SEX IDENTIFYING GH. SGRss _ag_
M IRENTIETING CHARACTERRRIE

DATE OF ISSUE  DATE OF EXPIRY
05032020 05032030

PLACE OF ISSUE * - VADM NARCIS

<< <€KLL
A0060272<9PHL9309061M3003057<<<<<<<<<<<L<<<0?

Clicking on Submit will update the status of your Seaman's Book to Pending
Document Approval.

it ~ 7 Seaman's Book
[ s i

..l\:#w/-' @Pending Document Approval
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@ Royal Caribbean Group

> To view your uploaded Seaman’s Book, click View uploaded file.

YOUR SEAMAN'S BOOK|5)

No Book Held : No

Issuc Date : 21 Aug 2020
Expiry Date : 21 Aug 2030
Seaman’s Book Number : 123456

Country of Issue : Philippines
Upload : View uploaded file

|@II‘?P?‘?}E

After your Seaman’s Book is validated and approved, the status of your document will be

updated to Completed.

/

~~ . Seaman's Book

e

| S l:|
/ °Cnmpte;ed

P~

@
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@ Royal Caribbean Group

Seafarer's Registration Number (SRN)

The Maritime Industry Authority (MARINA) requires all seafarers to have a Seafarer’s
Registration Number to avail of services and transactions (filing of exam, renewal of
certificates) with the agency. Your SRN is your profile number in MARINA'’s database.

How to Create Your Seafarer's Registration Number:

Step1: Go to the MARINA Integrated Seafarers Management Online (MISMO) system:
https://online-appointment.marina.gov.ph/.

Step 2: Click Sign Up then click Register New Account if you do not have a MISMO account
(if you already have a MISMO account, click Sign In).

Step 3: Fill in the necessary information. Take note of your email address and password.
You will use them as your login credentials.

Step4: Tick the l accept the terms & conditions box and click Register.

Step 5: Go to your nominated email address to confirm your account.

Step 6: Sign in to your new MISMO profile. Use the email address and password you
provided in the sign-up process.

Step7: You can now view your SRN in your main profile. This number is auto-generated
once you create your MISMO account.

YOUR NAME HERE

B FROVILE SLOT LEWCATONE Exdbd SCHEDULES COMTALT Us

iﬂl"h‘r.’.‘-.’"ﬂh".’h!"{‘ COTT el

FERLOMAL (NFOZVWAETIOMN

Cwmera
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@ Royal Caribbean Group

Step 8: To upload a copy of your SRN:

>
>
>
>
>
>
>

Log in to MyRCLHome.

Go to RCLCrewTravel > My Travel Details > Assignment Confirmation.
Click on the Upload icon next to Seafarer's Registration Number.

Take a screenshot of your MISMO profile.

Save the file as docx, jpg, png, or pdf.

Enter your SRN details.

Upload the file and click Submit.

/-, RCL Medical Certificate
| (en QC ADD SEAFARER'S REGISTRATION NUMBER INFORMATION
-\\_7_’7 /, ompleted

Seafarer's Registration 1234567890
Number *

Copy of your SRN || Choose File [fuan_dela_C...N_2020.jpg

'-.\"l @rending Document Approval

‘/" \ Seaman's Book

e 'Pending Document Approval
\// 9 P

Clicking on Submit will update the status of your SRN to Pending Document Approval.

/=  Seafarer's Registration
I | |Number

z '@Fendfng Document Approval

> To view your uploaded SRN, click View uploaded file.

YOUR SEAFARER'S REGISTRATION NUMBER|S)

SRN Number : 1234567890 I & Edit IQ Delete

After your SRN is validated and approved, the status of your document will be
updated to Completed.

Seafarer’s Registration Number

l‘?ﬁ @ completed @.
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@ Royal Caribbean Group

Medical

Seafarers must embark with a Medical Certificate for Service at Sea that is valid
for the full duration of their contract. Seafarers are not allowed to work with
expired medical certificates and may be repatriated at their own expense if they
fail to renew before the expiration date. Seafarers may not transfer to another

ship or rejoin their ship after signing off for training, medical leave, etc. with an
expired medical certfiicate.

Letter of Employment (LOE) is required for your Re-Employment Medical Examination
(REME); Company endorsement is not required.

SuperCare and Health Metrics are the only providers authorized by Royal Caribbean
Group to issue Medical Certificates for Service at Sea to Filipino crew members.

You must bring all original Medical forms, results, and vaccination records when you
join the ship.

New hires must have a Medical Certificate for Service at Sea issued no earlier than
eight (8) months prior to the start date of new hires. For example, if your start date is
August 1, 2023 your medical certificate cannot be issued before DEC 1, 2022.

Returning crew members who have not been onboard for at least one year will also
need to renew their medical certificate to be able to return onboard.

m' cettrity Jcruises: ROYAL CARIBBEAN GROUP
INTEERATIONAL

MEDICAL CERTIFICATE FOR SERVICE AT SEA

This Medical Certificate has been issued in accordance with the provisions of the (Intemational Convention on Standards of Training, Certification and

Watch-keeping for Seafarers STCW 1978, as amended (STCW) Regulation /9, Mantime Labour Convention 2006 (MLC 2006) Regufation 1.2 and
regulation of the authorizing country™ as applicable.

SEAFARER INFORMATION

Family Name: Given Name(s): Exam Date: Birth Date (day/month#ear): |Gender:
[Jmale [] Female
Passport No./Seaman Book No.: Home Address:
Nationality: Capacity that the seafarer will serve onboard :
Deck: [] Engineer [] Rating [] Catering(F&B) [] Other []

How to obtain a Medical Certificate for Service at Sea:

Step 1: You will receive an email from riskonnect@rccl.com with a link and log

in instructions to complete the medical form.

New team members: you will receive this email once you have an assignment.

Returning crew: you will receive the message 180 days before your current
medical certificate expires.

e Click here for a guide on how to complete the online form

A MEMBER OF ROYAL CARIBBEAN GROUP
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https://rclcrewtravel.com/images/CrewMedical/Riskonnect/PEME_REME_Riskonnect_A_072023V2.pdf

@ Royal Caribbean Group

Step 2: Make an appointment with one of our approved medical providers
to get your physical examination performed.

Go to RCLCrewTravel > My Travel Details > Assignment Confirmation.
Go to the Medical section > click Book Appointment.

Upload View

(@

o RCL Medical Certificate Appointment Date

| (En ! Book Appointment N
! / Appointment Required ADPL Liale

i1

> Clicking on Book Appointment will open a pop-up menu with links to Health Metrics
and SuperCare’s respective online appointment webpages. Click on your preferred
medical facility.

RCL Medical Certificate Appointment Datz

| (61 | Book ﬂplnhn!mrn! " s
| Appointment Regui-—* & Lhate ﬁ
Lelect madical Escility
Seaman’s Book C_R.S. Health Metrics Appointment Dats
- . 5 T w5
e Appaintment Requi SuperCare Appantment for RCCL only Pl i =

SuperCare (https://www.supercare.com.ph/#appointment)
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@ Royal Caribbean Group

Health Metrics (https://cms.healthmetrics.com.ph/public/kiosk-default.html)

O HedLTH
MEeTRICS

+ Crea

‘ & Patient Login ‘

te New Appointment

> Fill out the required information in the SuperCar

e or Health Metrics appointment

webpage. After securing an appointment date, go back to the ACT's Medical section.

Click the Calendaricon.

Appointment Dgte

2020-08-07

> Enter your appointment schedule by clicking on the corresponding date.

wk  Sun Mon Tue Wed Thu Fri

Fri. Aug 7

? August, 2020 x

Today 3 »

Sat

30

31 3 4 5 6

32 I 1S & I i

= R A R 1 . | . [
s e . R T R
*H 31

15

> Click Save.

Appoimtment Date

2020-08-07 =
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@ Royal Caribbean Group

Clicking on Save will update the status of your Medical to Appointment Scheduled.

RCL Medical Certificate ApgEinirnend Cafe

Book Ajsandment B0 2R ﬂ

(ﬂn B Appointment Scheduled

Important Reminders: If you need to reschedule your appointment, please update the
entry as needed. Please remember that any delays in submitting your requirements
can potentially delay the confirmation of your new assignment.

Step 3: Go to SuperCare or Health Metrics as scheduled. Bring your Letter of
Employment (LOE) and photocopies of your passport and Seaman’s Book.

Step4: A SuperCare/Health Metrics representative will notify you if your results
are ready for pick up. After receiving your Fit for Duty Medical Certificate:

» Log in to MyRCLHome.

» Click on the Upload icon next to RCL Medical Certificate.

> Take a photo of or scan the Medical Certificate for Service at Sea page.
> Save the file as docx, jpg, png, or pdf.

> Enter your certificate details.

> Upload the file and click Submit.

\ RCL Medical Certificate
?ﬂ @Appommem A ADD RCL MEDICAL CERTIFICATE INFORMATION

Field Facility * '_PHB SUFERCARE MEDICAL.. ~ |

~~ ™ Seaman's Book
.__\M j,-' ipoiritment Reqired Issue Date * | 2020-08-10 = I

= g
[&]

Expiry Date * 2022-08-10

~~ ™, Passport

I'-.\ I.-'f Appointment Required Copy of Medical Choose File IJuan_deIaCr. -al_2020_jpg
| -~ (=
~, Pre-Departure Orientation
|Seminar
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@ Royal Caribbean Group

> To view your uploaded Medical certificate, click View uploaded file.

> After your Medical certificate is validated and approved, the status of your document

Clicking on Submit will update the status of your Medical certificate to Pending

Document Approval.

f""m\ﬁ RCL Medical Certificate

\ j':I#Fending Document Approval

R

Expiry Date :

Issue Date :

Field Facility :

Upload :

YOUR RCL MEDICAL CERTIFICATE(S)

10 Aug 2022
10 Aug 2020

PH3 - SUPERCARE MEDICAL
SERVICES INC. - MANILA

MARNILA
View uploaded file

will be marked as Completed.

f-:

#

Y

'i’e;;\\ RCL Medical Certificate
)

) & completed

Upload View

(@
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@ Royal Caribbean Group

IMPORTANT REMINDERS:

e If there is no Company-approved Medical Provider in your country, you must determine
if your country can issue maritime medical certificates

e Countries NOT allowed to issue medical certificates (without STCW or MLC Signatory
Status):

Angola, Armenia, Austria, Belarus, Bhutan, Botswana, Cameroon, Costa Rica,
Dominican Republic, Guyana, Haiti, Iraq, Kazakhstan, Kyrgyzstan, Lesotho, Macau,
Macedonia, Moldova, Namibia, Nepal, North Macedonia, Paraguay, Republic of
Taiwan, St. Lucia, Suriname, Swaziland, Uzbekistan, Zambia, and Zimbabwe

> If your country is listed above, you should arrange to obtain/renew your medical
at an approved provider in a neighboring country. You will be able to complete
the new online process.

> If your country is NOT listed above, you may use the services of a physician/
clinic familiar with maritime or occupational health medicals for your PEME/
REME. You will download and print Form A and B (please see links below) and
manually complete Form A, schedule and complete your medical exam with
your chosen provider. Please keep in mind that you must send all completed
medical forms and test results to PEME@rccl.com for final review and approval
(an approval email will be required for you to be allowed to join the ship). Once
approval is given, please upload a copy of the email to your C-TRAC profile
together with the copy of your medical certificate at sea.

o New to the team? Click here to download Royal / Celebrity PEME forms
o Returning crew member: Click here to download Royal / Celebrity REME forms

A MEMBER OF ROYAL CARIBBEAN GROUP
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https://rclcrewtravel.com/images/CrewMedical/RCI-CEL_PEME-05-22-2023.pdf
https://rclcrewtravel.com/images/CrewMedical/RCI-CEL_REME-05-22-2023.pdf

@ Royal Caribbean Group

Visas

Visa requirements for new hires vary according to ship assignment as they are
itinerary-driven. Please check Assignment Confirmation Tool in RCLCrewTravel
for the specific visa/s you need to obtain for your assignment. We also have a new
tool called the “Visa Application Tool” available in MyRCLHome. You can access
this as soon as you are ready to start your visa application. (See Visa
Application Process portion below for further information)

Important Reminders:

»= Active LOE is one of the important requirements so you can be able to start
applying your visa.

»= Passport must be valid at least 1 year and make sure this has been uploaded in
Assignment Confirmation Tool (ACT)/CTRAC.

= Fill out the visa application form through the Visa Application Tool in MyRCL
Home. Click here to log in.

= Make sure you already have a fit-for-duty Medical Certificate for Service at Sea
before starting your visa application process.

= All visa applications (except US visa) require a processed POEA Contract. Please
ensure you have submitted all the requirements to generate your POEA Contract
in RCLCrewTravel to avoid delays in your visa application/s.

*= Submit your visa requirements as soon as possible to avoid cancellation of your
assignment. Failure to submit may cause a delay in the processing of your visa.

* You may choose to send via 2GO or leave your documents at the RCM Manila
office drop box.

= After you complete submitting your visa requirements at RCM office, you will be
notified through email for your appointment date and if you are required to have
an appearance or non-appearance. You may refer also to your Visa Application
Tool for the visa status. Ensure to complete the form so that you will be notified
until the visa has been approved.

US C1/D Visa Guidelines:

= All Filipino new hires must have a valid US C1/D visa prior joining a vessel
operating in US waters.

A MEMBER OF ROYAL CARIBBEAN GROUP
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https://myrclhome.com/index

@ Royal Caribbean Group

C1visa allows a new hire to enter the United States to transit or join a vessel there.

D visa is required for non-American and non-Canadian crew members to be
manifested onboard, or to disembark the ship in a US port. This may be issued jointly
with the C1 visa or in a separate stamp.

A new hire who is on US waters for the entire duration of the assignment must
possess a valid visa covering the whole assignment period plus one (1) month.

A new hire whose joining will be in a US port but moving to a non-US itinerary must
have a C1 visa valid at the date of joining and a D visa valid beyond the ship’s stay on
US waters.

A new hire who will join the ship in a non-US port and will not move to US waters
during the assignment is not required to have a US C1/D visa.

A new hire joining in a non-US port and will move to US waters is required to have a
valid US C1/D visa from the date of sailing to US waters plus one (1) month after
disembarking in the US port.

US C1/D Visa Reminders:

A new hire who is not scheduled to join, sail, or disembark in the US during his/her
assignment should not attempt to obtain or renew his/her US C1/D visa as there is a
risk of being denied. Any new hire who has obtained US visa denial without
substantial evidence may be deemed ineligible to rejoin. However, Filipino officers
holding positions with three (3) stripes and above are expected to make all effort to
obtain and maintain a valid US C1/D visa regardless of assignment itinerary in
consideration of operational needs.

A new hire who holds a US C1/D visa valid for one (1) year or beyond must upload the
same in his/her C-TRAC account and Assignment Confirmation Tool in
RCLCrewTravel.

US C1/D Visa Requirements:

Original Passport (Old and New)

Two (2) pcs latest 2x2 Photo taken within 3 months with white background - If you
are renewing a previous visa, this generally means your photo must not be the same
one that appeared on your old visa. For the photo specification, you may also refer to
your assignment confirmation tool Visa Tab - Get Form on your RCL Crew Travel.

A MEMBER OF ROYAL CARIBBEAN GROUP
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@ Royal Caribbean Group

= Your C1/D Visa application fee will be paid by the Royal Caribbean Group. Please be
reminded that we can only proceed with payment once your visa requirements are
complete.

Schengen and Other Visa Requirements:
» Original Passport (Old and New)

» QOriginal Seamans Book (Old and New)

Two (2) pcs latest Passport size Photo taken within 3 months with white
background

POEA Package

» Basic Training Certificate for first timer applicants only

Visa Application Tool

We have created an online platform called the “Visa Application Tool” that will
make your visa application convenient wherever you are in the Philippines and
whatever visa you need to obtain for your next assignment. All you need is a
working smartphone or computer and a stable internet connection! Please click the
link for a step-by-step guide: (https://rclcrewtravel.com/images/CrewGuide/
VisaApplication ToolGuide 012022.pdf)

Important Reminders:

= Make sure to use your internet browser when accessing VAT as it is not supported
through mobile.

= Filling out the form in Visa Application Tool are not applicable for new hires
applying for Spanish Visa, Italian visa and Chinese visa only. You will be needing to
submit your actual form to RCM office.

Should you have questions about your visa, click on the Online Help tool available on
RCLCrewTravel > Select Crew Documentation > Visa.

Should you encounter technical issues with the VAT, kindly create a jira ticket through
this link: https://royalcaribbeancruiselines.atlassian.net/servicedesk/customer/

portal/3/group/17/create/62
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https://rclcrewtravel.com/images/CrewGuide/VisaApplication_ToolGuide_012022.pdf
https://royalcaribbeancruiselines.atlassian.net/servicedesk/customer/portal/3/group/17/create/62

@ Royal Caribbean Group

OKTB Processing

Upon completion of your documents, OKTB will be requested 5 days prior your joining
date. Your Crew Readiness Representative will send your OKTB a day or before your
departure. Kindly wait for our email for the updates.

FOR LIMASSOL, CYPRUS

» As part of the requirements for your new assignment, you will need an Immigration
Letter with OKTB and Special Permission Code (SPC). Special Permission Code (SPC)
will be used in registering to Cyprus Flight Pass.

STCW Training Certificates

All new hires are required to have the following STCW certificates:

v Basic Training (BT) certificate
v’ Certificate of Proficiency (COP)for Basic Training

v' Security Awareness Training

Please use the Online Help to learn about other STCW certificates and licenses required
for your position.

Step1: If you need to renew a STCW certificate, please use the Online Help

ahead of time so they can assist you.

> To request a Sea Service Certificate (SSC), submit the following to
COPseaservice@rcclapac.com:

= Your name
= Seafarer's Registration Number (SRN)

* A photocopy of your SIRB service stamps for the past five (5) years
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@ Royal Caribbean Group

Important Reminders: Your STCW training certificates can only be issued by maritime
training centers that are accredited by the Maritime Industry Authority (MARINA).
Never engage in fraudulent activity to obtain any training certificate as this is a serious

ground for termination.

Step 2: To view the required STCW training certificates you'll need for your
assignment, go to RCLCrewTravel > My Travel Details > Assignment
Confirmation. Go to the STCW section and click Show STCW.

TN STOW
E | [+] Show STOW @

|, Emsmam Appointment Required
\'\ . -

You will see the trainings you need to obtain.
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@ Royal Caribbean Group

» Go to a specific course and click Book Appointment.

E X s Appointment Date
Designated Security Duties [STOW A-VI/6-2)

I BonkAppnlntmemI Appt Date

Appointment Required

e STCW
I -"E } Appointment Required [-] Show STCOW @
e

» Clicking on Book Appointment will allow you to select your preferred training
facility - either PHILCAMSAT or MARINA - and open a pop-up menu with links to
PHILCAMSAT and MARINA'’s respective online appointment webpages. Click your
preferred training institution and schedule an appointment.

e STOW
i } ] \ ] Show STOW
\\f-iﬂ/ﬁ Appointment Required -
L 2 5 Appointment Date
Designated Security Duties [STOW AVI/6-2)
Dook Appointment 'lul.'.'r"l Date
APPL Liake
Appointment Required
Select training facility
o Appointment Date
Security Awareness [STOW A | pHILCAMSAT Online Enroliment System | | gook Appointment -
Appt. Date

Appoimment Required

MARINA Online Appointment System

> After securing an appointment date, go back to the ACT's STCW section.
Click the Calendar icon.

Appointment Date

2020-08-07
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@ Royal Caribbean Group

> Enter your appointment schedule by clicking on the corresponding date.

i August, 2020 *
* Today s om
wk  Sun Mon Tue Wed Thu Fri Sat

30 1

m 3 4 5 5
32 9 30 41 12 33 14 9%
X4 16 iF 4& 1% 20 2t 23
S 23 24 25 o6 AT 28 8
35 30 A

Fri. Aug 7

> Click Save.

Appoimtment Date

2020-08-07 =]

=]

Clicking on Save will update the status of your STCW document to Appointment
Scheduled.

BOAT [Proficiency in Survival Crafts and Rescue Boat STOW A-VI/2-1) Book Appointment Date

Appaintment 2016-07-06 Q
@ Appointment Scheduled

Important Reminders: If you need to reschedule your appointment, please update the
entry as needed. Please remember that any delays in submitting your requirements can
potentially delay the confirmation of your new assignment.

Step 3: Go to the PHILCAMSAT or MARINA office as scheduled. After receiving
your training certificate:

Log in to MyRCLHome.

Go to RCLCrewTravel > My Travel Details > Assignment Confirmation.
Click on the Upload icon next to STCW.

Take a photo of or scan your certificate.

Save the file as docx, jpg, png, or pdf.

Enter your training details.

Upload the file and click Submit.

YVVVVVYYVY
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@ Royal Caribbean Group

/6 Anti Piracy Training
ADD STCW INFORMATION

-
g ePendngn(umemApploval

Training Type * BT (Basic Training STCW A\ v

™ NBI / Police Clearance

Qcompicted Training Facility * | MARINA

‘,' = "\ Passport Certificate Number * 1234567890

e / @pending Document Approval
Description * BT

At Pre Departure
Orientation Seminar Issue Country * PHILIPPINES

Y o
@ pending Document Approval
Trainer * Jose Santos

f/.i
(

*\ RCL Medical Certificate
{ ) . 6.07-25
. o Qpenamg Document Approval aiier Upttt R Ii
R Expiry Date*  2021-07-23 ]
\Seaman’s Book
(e )

h 3 /./Q(nmpk!ed Copy of STOW "6;‘55;6?;;‘ uandelaCruz.. raining.jpg

Frooa
( g \STCW

-/
o~ |l Appointment Required

Clicking on Submit will update the status of your STCW document to Pending
Document Approval if you have uploaded all the pending STCW documents.

» To view your uploaded STCW certificate, click View uploaded file.

YOUR STCW/(S]

Vpak s g g - I

Certificate Number : 1234567890

Training Type: BT |Basic Training STCW A-
VI/1-1, 1-2, 1-3, 1-4)

Trainer : Jose 5antos

Issue Date : 25 Jul 2016

Expiry Date : 23 Jul 2021

Country of Issue : Philippines

Description : BT

Upload : View uploaded file

Repeat the process for your other pending STCW requirements. After all the
STCW training certificates and Certificates of Proficiency (COPs) required for
your assignment have been validated and approved, the status of your STCW
documents will be marked as Completed.

/‘I O Completed E @
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@ Royal Caribbean Group

Worker's Information Sheet (WIS)

Step 1:

Step 2:

ST}

Please ensure to have the latest Worker Information Sheet by logging in to
POEAOnlineServices (dmw.gov.ph) to complete your registration online and obtain
your POEA e-Registration number.

Click this link to see a sample of the latest Worker’s Information Sheet:
https://rclcrewtravel.com/images/CrewGuide/POEA/
Workers_Information_Sheet 061322.pdf

Important Reminders:

e The document should be signed with an actual pen signature.
e Please avoid creating multiple WIS accounts.

e Only one account shall be recognized.

Having problems with the e-Registration process? Visit the POEA Helpdesk online
at https://onlineservices.dmw.gov.ph/OnlineServices/POEAOnline.aspx

Review your WIS and verify the details to make sure it contains error-free
information about your Seaman’s Book. The correct information is needed by the
e-Registration system when we process your POEA Contract.

Review your WIS and verify the details to make sure it contains error-free
information about your Seaman’s Book. The correct information is needed by the
e-Registration system when we process your POEA Contract.
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@ Royal Caribbean Group

Step 3: After generating your WIS version 2:

>
>
>
>
>
>
>

Log in to MyRCLHome.

Go to RCLCrewTravel > My Travel Details > Assignment Confirmation.
Click on the Upload icon next to Worker's Information Sheet.

Take a screenshot of your WIS.

Save the file as docx, jpg, png, or pdf.

Enter your WIS details.

Upload the file and click Submit.

~. > RCL Medical Certificate
(L)ﬂ ) ADD WORKER'S INFORMATION SHEET INFORMATION
/;' oCumpletEd

i
%
POEA E-Registration 202012456678

7~ ™, Seaman’s Book i i

[ )
L i '@Pending Document Approval

Nt Copy of your POEAE- | Choose File | Juan_delaCr._.15_2020.jpg

Registration No

7~ ™, Passport

H=xN
'\ i ) ePending Document Approval

Clicking on Submit will update the status of your WIS to Pending Document Approval.

% Worker's Information Sheet

aPendr'ng Document Approval

> To view your uploaded WIS, click View uploaded file.

YOUR WORKER'S INFORMATION SHEET|(S)

Wi1S Number : 1234567890 I @ Edit IB Delete

After your WIS is validated and approved, the status of your document will be updated to
Completed.

\Worker's Information Sheet

0 Completed @\
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‘ Royal Caribbean Group

Pre-Departure Orientation Seminar (PDOS)

The Pre-Departure Orientation Seminar is only valid for five (5) years.

Step 1: To schedule an appointment to renew your PDOS, send an email to
pdosandapas@rcclapac.com. Use the subject line “PDOS Training
Schedule Request + your Employee ID” (example: PDOS Training
Schedule Request - 123456). RCM Philippines will send you the available
schedule via email so you can select the date that is most convenient for you.

Important Reminder: Follow the same steps if you need to schedule an appointment to
attend an Anti-Piracy Awareness Seminar.

Step 2: After receiving your PDOS certificate:

Log in to MyRCLHome.

Go to RCLCrewTravel > My Travel Details > Assignment Confirmation.
Click on the Upload icon next to Pre-Departure Orientation Seminar.
Take a photo of or scan your PDOS certificate.

Save the file as docx, jpg, png, or pdf.

Enter your PDOS details.

Upload the file and click Submit.

YVVVYVYVYYVYY
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@ Royal Caribbean Group

/7a \ RCL Medical Certificate

\\?ﬂ// °Completed

7 "_'“"\ Seaman's Book
(\M /’ @rending Document Approval

~~ - Passport

o — B

=

"\ L /-" el’ending Document Approval

~, Pre-Departure Orientation
|Seminar

=
= Document Not Submitted

ADD PRE-DEPARTURE ORIENTATION SEMINAR INFORMATION

PDOS Number *

Training Facility *

1234567880

RCM Philippines

Issuc Datc * 2020-02-07
Expiry Date * 2025-08-07 E
Copy of PDOS || Choose File [{uan_cela C...5 2020.jpg

Clicking on Submit will update your status of your PDOS to Pending Document

Approval.

Pre-Departure Orientation

\ Seminar

y ﬁ‘P‘end’ng Document Approval

> To view your uploaded PDOS certificate, click View uploaded file.

Training Facility :
PDO35 Number :
Expiry Date :
Issuing Date :

Upload :

RCM Philippines
1234567890
07 Aug 2025
07 Augq 2020

YOUR PRE-DEPARTURE ORIENTATION SEMINAR(S)

=

I View uploaded file I

@ Delste

After your PDOS certificate is validated and approved, the status of your document

will be updated to Completed.

-~ Pre-Departure Orientation Seminar

y Q Completed

\

[}
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‘ Royal Caribbean Group

Anti-Piracy Awareness Seminar (APAS)

The Anti-Piracy Awareness Seminar does not expire/has unlimited validity.

If you have not yet uploaded your APAS certificate:

VVVVVYVYYVY

ST}

T

Log in to MyRCLHome.
Go to RCLCrewTravel > My Travel Details > Assignment Confirmation.
Click on the Upload icon next to Anti-Piracy Training.

Take a photo of or scan your APAS certificate.

Save the file as docx, jpg, png, or pdf.
Enter your APAS details.
Upload the file and click Submit.

RCL Medical Certificate
°(umpiemd
Seaman's Book

F: °Pending Document Approval

Passpart

@Pending Document Approval

(‘ \Pre—Deparlure Orientation
> |seminar

ADD ANTI-PIRACY TRAINING INFORMATION

Anti Piracy Number *

Training Facility *

Issue Date *

123456789

RCM Philippines

2020-08-07

Copy of Anti-Piracy ||| Choose File |Puan_dela C...5_2020.jpg
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@ Royal Caribbean Group

Clicking on Submit will update your status of your Anti-Piracy Training to Pending

Document Approval.

# ™ Anti-Piracy Training

% '-'/,f ﬂF‘cnding Document Approval

> To view your uploaded APAS certificate, click on View uploaded file.

YOUR ANTI-PIRACY TRAINING(S)

Anti Piracy Number : 123456789 [ @ Edit || ZIEES

Training Facility : RCM Philippines

Issuing Date : 07 Aug 2020

Upload : View uploaded file
+— Back

After your APAS certificate is validated and approved, the status of your document
will be updated to Completed.

. Anti-Piracy Training

\e J ° Completed @ﬁ

Should you have questions about PDOS/APAS, click on the Online Help tool available on
RCLCrewtravel > select Crew Documentation and choose PDOS/APAS.

Our CRT representatives are available for chat from Mondays to Fridays, 9a.m.to 11 p.m.
Philippine Time (PHT).

47



@ Royal Caribbean Group

Government IDs

To generate your POEA Contract, you need to upload copies of your government IDs,
including your:

= SSS Number
=  PhilHealth Number
= Pag-IBIG Number

. B iti = o P i -
P Byl ol owe peveLoPmEnT

INSURANCE CORPORATION MDR
dine - 24417442

MEMBER DATA RECORD

MEMBER INFORMATION

Philhealth Identification Number (PIN)
Mer

ub-Category Eftectity Perd

For more information about your government IDs, go to:
https://rclcrewtravel.com/images/Government_IDs_030624.pdf

SSS Number

To upload a photo or a scanned image of your SSS Number:

Log in to MyRCLHome.

Go to RCLCrewTravel > My Travel Details > Assignment Confirmation.
Click on the Upload icon next to SSS Number.

Take a photo of or scan your SSS document.

Save the file as docx, jpg, png, or pdf.

Enter your SSS Number.

Upload the file and click Submit.

VVVVYVYVYVYVY

. NBI Clearance
) ADD S55 NUMBER INFORMATION

Appointment Required

555 Number * 1234567830

/7 RCL Medical Certificate

| (aﬂ e sciesinict e Copy of 555 ||| Choose File |juan_dela_C...r_2020.jpg
h p eq

-~ Seaman's Book

| e |

LY ~ | 'Appointment Required
B ol
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@ Royal Caribbean Group

Clicking on Submit will update the status of your SSS Number to Pending

Document Approval.

555 Number
’ ePending Document Approval

> To view your uploaded SSS Number, click View uploaded file.

YOUR 555 NUMBER(S)
555 Number : 1234567890 - IQ Delete
Upload : View uploaded file 2 :

After your SSS Number is validated and approved, the status of your document
will be updated to Completed.

555 Number
ﬂ Completed @

PhilHealth Number

To upload a photo or a scanned image of your PhilHealth Number:

Log in to MyRCLHome.

Go to RCLCrewTravel > My Travel Details > Assignment Confirmation.
Click on the Upload icon next to PhilHealth Number.

Take a photo of or scan your PhilHealth document.

Save the file as docx, jpg, png, or pdf.

Enter your PhilHealth Number.

Upload the file and click Submit.

YVVVVYVYVYYVYY
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@ Royal Caribbean Group

NBI Clearance

'K ) : . ADD PHILHEALTH NUMBER INFORMATION
'\M -/ Appointment Required

PhilHealth Number * 1234567680

/7 RCL Medical Certificate

?ﬂ? D it ek Copy of PhitHealth || Choose File [puan_dela C..1_2020jpg

|
I

vl ﬁ"\ Seaman's Book

[\\"""""/} Appointment Required

Clicking on Submit will update the status of your PhilHealth Number to Pending
Document Approval.

PhilHealth Number

'@'Fending Document Approval

» To view your uploaded PhilHealth Number, click View uploaded file.

YOUR PAG-IBIG NUMBER(S)

Pag-lhig Number : 1234567890 L4 T8 1D Delete

> After your PhilHealth Number is validated and approved, the status of your document
will be updated to Completed.

PhilHealth Number
@ compietea @\
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@ Royal Caribbean Group

Pag-IBIG Number

To upload a photo or a scanned image of your Pag-IBIG Number:

Log in to MyRCLHome.

Go to RCLCrewTravel > My Travel Details > Assignment Confirmation.
Click on the Upload icon next to Pag-IBIG Number.

Take a photo of or scan your Pag-IBIG document.

Save the file as docx, jpg, png, or pdf.

Enter your Pag-IBIG Number.

Upload the file and click Submit.

YVVVVYVYVYVYYVYY

7 \ RCL Medical Certificate
f \

) ADD PAG-IBIG NUMBER INFORMATION
b / ®completed

Pag-lbig Number * 1234567890

/~~ ™, Seaman’s Book

=== f@kmﬁng i Al Copy of Pagbig || Choose File |fuan_dela_C. .r_2020jpg
e oA
| |

#~__, Passport

/f" @Pending Document Approval

Clicking on Submit will update the status of your Pag-IBIG Number to Pending

Document Approval.
Pag-lbig Number
g aPenl:ﬁng Document Approval

> To view your uploaded Pag-IBIG Number, click View uploaded file.

YOUR PHILHEALTH NUMBER(S)

PhilHealth Number : 1234567890 | & Edit € Deiete
Upload : View uploaded file

After your Pag-IBIG Number is validated and approved, the status of your document
will be updated to Completed.

Pag-lbig Number
) (&
I @ OCompleted
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@ Royal Caribbean Group

POEA Package and Letter of Guarantee (LOG)

= After all your required documents have been uploaded to the Assignment Confirmation
Tool and approved by your Crew Readiness Representative, your POEA Package will be

available for printing.

» Your Letter of Guarantee will be available once your ticket is issued.

Important Reminder: If your LOG has errors/issues, or if it is not available on
RCLCrewTravel, please email RCM@rccl.com as soon as possible.

1 Your POEA Package is ready!
Please click “POEA Contract” to view/print your POEA documents.

| © Your Letter of Guarantee is ready!
; Please click "Letter of Guarantee” to view/print your Letter of Guarantee.

YOUR POEA PACKAGE

SIGN ON DATE SIGN OFF DATE PORT

POEA Contract Junc 09, 2017 Jarwsary 20, 2018 BARCELONA

YOUR LETTER OF GUARANTEE

SIGN ON DATE SIGN OFF DATE PORT

Letter of Guarantee June 09.2017 January 20, 2018 BARCELONA

How to Print Your LOG:

Step1. Loginto MyRCL Home > go to RCLCrewTravel.
Step 2. Click on My Travel Details > POEA and LOG.
Step 3. Click Letter of Guarantee and print four (4) copies.

YOUR LETTER OF GUARANTEE

WMGN DM DATE SMGN DFF DATE POET

Lerter of G anmee e 09, 201 F Aanisry 20, 2018 BARCELOMA
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@ Royal Caribbean Group

How to Print Your POEA Package:

Step1. Loginto MyRCL Home > go to RCLCrewTravel.
Step 2. Click on My Travel Details > POEA and LOG.
Step 3. Click POEA Contract and print:

* Three (3) copies of your POEA Contract
= Two (2) copies of the Terms and Conditions

YOUR POEA PACKAGE

SiGN ON DATE TGN OFF DATE PFORT

Juinwe 09, JGTP Jarisary 0. 2016 AARCELONA

> You need to submit the following documents to the RCM Philippines office:

v Three (3) signed copies of your POEA Contract

v' Two (2) signed copies of the Terms and Conditions

v" Old and new Seaman's Book

v" One (1) original signed copy of your updated Worker's Information Sheet

v" Cancellation/Conforme Letter (this will be sent to you by your Crew Readiness
Representative if needed)
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@ Royal Caribbean Group

Travel Details & Luggage

To access your travel details, log in to your MyRCL account, select
RCLCrewTravel, and click on the My Travel Details Tab. Please keep in mind
the following:

e Flight tickets will be visible as soon as booked, however, keep in mind that
itineraries may change and you should confirm your flight details 72 hours
before your travel date.

e Hotel details will be visible 3-5 days prior to travel date or will be sent via
registered email address.

Luggage: visit the airline's website and use the ticket number/airline reference ID
found on the lower portion of your flight ticket to access your luggage allowance.

Important: If there's no luggage allowance in one or more portions of your itinerary,
contact Crew Assist, they will verify this information and issue a reimbursement pre-
authorization. After purchasing, keep the receipt and upload it to CamEx. To learn
more on luggage fees, visit this link.

In the event of a travel emergency or crew traveling within six (6) days, you may
contact our Crew Assist team for immediate assistance.

e To chat with us, click on the ONLINE HELP icon on the right side of the screen
and select TRAVEL to chat with a CrewAssist representative. Live chat is only
available to those traveling within 6 days.

e To call, dial 1-877-414-CREW (2739) if you are in the US or visit MyRCL>RCLCrew
Travel>Crew Assist for directions on how to call from outside the US.

e To send an email, click the envelope icon on the right side of your screen in
RCLCrewTravel, select TRAVEL from the Contact Us Tool drop-down menu and
submit your concern.
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@ Royal Caribbean Group

i=
®

Online Help, Contact Us Tool, and Search Function

Effective June 29, please follow these guidelines in sending your onboarding-
related concerns based on your joining date:

If you are joining within the next 90 days contact us via Online Help and chat
live with a Crew Readiness representative. Chat is available Mondays to
Fridays from 9am to 11pm Philippine Time (PHT).

For Filipino Crew members:

If you have questions about the documents or processes listed below, please
email the corresponding inbox:

Government IDs - cfw@rcclapac.com

Dispatch - rcmmanila_documentation@rccl.com

Anti-Piracy and Pre-departure Seminar - pdosandapas@rcclapac.com
Allotment - cfw@rcclapac.com

Medical Credentialing- medicalcredentialing@rccl.com

If you are joining beyond 90 days, use the Contact Us tool in MyRCL by
clicking on the email icon on the right side of the page and selecting Crew
Documentation from the drop-down menu. Please keep in mind that this
option is only available once you have an assignment.

At any time, you may use the Search function available in Online Help to find
detailed information about onboarding requirements and other popular topics.
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