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7 Easy Steps to Create a Booking
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Access POLAR Online from OneSource!
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POLAR Online – Presentation Summary

1. Why it’s the best way to sell & manage cruise line bookings 

2. Help & Training 

3. The 7 easy steps for creating a booking 

4. Powerful booking management features 

5. Booking search and booking lists 

6. Checking the status and printing boarding passes 
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The Best Way to Sell and Manage Cruise Bookings

1. More selling & management features than any other tool

2. Access the best fares: all Past PAX, Agency & Group fares

3. Group bookings are a breeze

4. Easy to learn, thanks to online Help and Training

5. Lightning fast

6. Only 7 steps to confirm a booking
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Booking Help and Training Features in OneSource

Make POLAR Online Easy to Learn!
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POLAR Online Help & Training

Booking Help:
Can be found under “Booking Tools”; this page helps with:
• Step by step procedures for Making and Modifying Bookings
• Step by step procedures for Making and Modifying Groups

Training:
The “Training” Drop down in the navigation bar includes:
• Live Training:

o Webinars, Seminars at Sea, POLAR Online Training and Ship Inspections
• Helpful Video Shorts:

o Time Saving Tips
o Princess Sales Secrets
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7 Easy Steps for Creating a Booking…
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Step #1: Sailing Search

A. For best price quotes search for a 
member number by phone number

B. Search for a Cruise

C. Search by Date, Price or Category List

D. Search for Cruise Tours (if applicable)

E. Search by Cruise Tour Number
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Step #2: Availability by Price

Select the itinerary to review proceed to fare
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Step #2: Availability by Date

A. Pick a sailing then proceed to 
fares

B. View cruise itinerary details

C. Review category status
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Step #2: Availability by Category List

Searching by Category Pricing List will drop 
you right into the Category Pricing List for 
the desired sailing!
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Step #3: Category Pricing

Category Fares page displays Best 
Buy FIT and Group Fares 

A. Best Buy FIT quotes

B. Promo codes by category

C. Group quotes

D. Use fare comparison link for a 
list of FIT and Group promos



13

Step #3: Category Pricing – Best Buy

• No need to call reservations, POLAR Online displays all 
fares & allows you now to apply the client’s Future 
Cruise Deposits.

• Best Buy always provides the best FIT quote.

• No manual fare comparisons, create fare comparisons 
by category.

• View the promo codes that append to your bookings.

• Only 4 steps from the pricing detail screen to closing 
the sale!
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Step #3: Fare Comparisons

• Promo list includes Agency 
Type, Past Passenger, HQ 
Groups and Agency Groups

• Select 2 promos for 
comparison in Category 
Pricing

Fare Comparison Allows You to Compare 2 Promos Side by Side
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Step #4: Passenger Pricing Detail

Make Some Adjustments and Present the Complete Quote

A. Adjust transfers & Vacation 
Protection

B. “Included” displays Group 
Amenities and bonus 
commission codes

C. Print a customer copy of this 
screen that excludes your 
commission
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Step #4: Passenger Pricing Detail (cont.)
Scroll down on the Pricing Detail screen to display the 

complete commission and payment option details
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Step #5: Up-Sell Category
We’ve made your sales pitch easy! Speaking points 

illustrate the cost and benefit for your client to upgrade!
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Step #6: Cabin Selection

• Option 1: Select up to 3 cabins 
or Guarantees

• Option 2: Request a specific 
cabin

• Option 3: Sort the list above to 
show the closest cabin to the 
one entered here
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Step #7: Final Steps

A. Enter passenger names
• Passenger Info is automatically 

completed if you input Member 
Numbers

B. Select dining option 

• (NOTE: For Princess, this is only 
done in the Princess Cruises App)

C. Cross-reference bookings of groups 
traveling together

D. Select auto-upgrade options
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Booking Confirmation

A. Send the agency copy, 
passenger copy or both to any 
email address!

B. Dining status is confirmed. No 
waitlist number was given.
• (Note: Dining for Princess 

will only display in the 
Princess Cruises App)

C. Manage the booking through 
links to various parts of the 
booking!
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Powerful Booking Management Features

Save time by using POLAR Online to modify your bookings 

• Extend options 

• Rebook features quickly change sailing, category or promo. 

• Set-up “auto-charge” of final payment to your client’s card. 

• Manage pre and post cruise packages. 

• Submit required immigration information. 

• Add Gifts like wine, flowers or on-board credit! 



22

Booking Information: Manage Passenger Data

A. Extend booking option

B. Rebook options include:

• Change sailing
• Change promo
• Change category

C. Cross-reference bookings with TWID
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Booking Search: Retrieve a Booking or a Booking List

A. Retrieve by booking number
• This includes bookings 

made via POLAR Online, 
any GDS or only booking 
tool, or over the phone

B. Create a Booking List of your 
agency’s bookings on any 
voyage

C. Create a Booking List by ship 
and date

D. View ALL bookings under your 
agency



Enjoy POLAR Online!
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