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Create and Manage Groups
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POLAR Online Groups
• Easily set-up the group allocation.
• View your Headquarter or Consortia group allocation
• Group pricing is immediately available as soon as the group is created. 
• Create a new group... then use POLAR Online, phone or GDS to book into the group.

• Select or change Group Amenities.
• Review details like Tour Conductor ratio, selected Amenities and remaining Amenity 

points.

• Financial and Billing Reports can be emailed/faxed on-demand.
• Important recall dates and final payment dates are readily available. 

• Links to view the Group Allotment status, Financial Totals, Financial History, Group Pricing 
and Booking Lists. 

• Create a booking from the Group.



3

No matter where you come in …
…you can get to POLAR Online!
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Logging into Polar Online 
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Polar Online’s Main Menu 



1. Create Group

Start by selecting the 
departure on which you’ll 
create the Cruise Only or the 
Cruisetour group.  
You have two methods for 
identifying the departure;

1.  Date and Ship or…
2.  Voyage #

Presenter
Presentation Notes
Step 1:Start a group with either the Ship and Date OR the Voyage NumberUsing the voyage number is the best way to pinpoint the voyage wanted when two voyage numbers exist for the same departure date from the same port.  This happens when there is an option for either a 7 or 14 day voyage on the same ship departing on the same date from the same port.  There is a HELP link available to further describe the use of this field.  Voyage numbers are published in POLAR Online availability.



2. Select Group Allotment

Provide a name for your 
Group and the name of the 
person in  your agency to 
contact about the group.

Choose your Allotment.
When selecting space, you 
will follow all the same 
policies as when you call the 
Group Department

Presenter
Presentation Notes
Step 2:Provide a group name that best identifies your group.Add your agency group contact nameChoose the allotment for the group



3. Complete Group Details

You may edit the 
Group Name, 
Agency Contact 
here.  

You can now select & change 
your Group Amenities! For 
the list of codes to input, 
click on the “?” icon.

Presenter
Presentation Notes
Step 3:At this point you’re almost done!Choose TWID Cross-reference option (if applicable)	Explain – choose either at group level or booking level (not both!)On this screen you may also edit:group nameagency group contactAlso on this screen you may select amenitiesTour conductor ratio (16 = 1 berth for every 16 lower berths sold)Cocktail party amenity Look-up codes to enter from our groups amenities list for check to see if the amenity you want requires a phone call to be made into reservations to have that specific amenity added. Amenity Points RemainingAssign all points before … (voyage final payment date)Finalized:	Pending – OK to make changes to the group	Complete – No further changes to the group allowed (after final payment date). Agency will be contacted if TC berth earned.



3. Complete Group Details, cont.

Important 
Recall and 

Bulk Deposit 
information is 

readily 
available

Choose Reports to 
send to the office or 
another email/fax 
number.

Click SUBMIT and your group 
is created.  Rates are 
available immediately!  

Presenter
Presentation Notes
Step 3 continued:On the lower half of the screen you may …(optional) Fax or email reports on demand to any fax number or email address desired…the default fax number for the agency will always remain on the screen.	Note: always leave the “Send Fax?” box checked when creating the group to get your confirmation faxed!Review recall dates – 1st & 2nd date may be extendedReview deposit dates/amountsReview voyage final payment date – all amenity points must be assigned before this date



Group Management Options

Manage Group Sales …
•Financial Totals
•Financial History
•Allotment
•Pricing Details
•Booking List
•Book Now

Modify Group Details
•Group Name
•Agency Contact (First / Last names)
•Cross reference option
•Fax Reports
•Document Delivery

Presenter
Presentation Notes
This is what a Group Detail looks like when it is first displayed.  You have access to the management features.Modify allows for edit of:Group nameAgency group contactCross-reference optionsFax reportsDocument deliveryGroup air
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Display or Search for Existing Groups



Group Search
3 choices to display your 

groups:
1. Group and Voyage
2. Ship and Sail Date
3. Ship and Date Range

Presenter
Presentation Notes
3 options to search for your agency’s groups:Group & voyage numberShip and voyage dateShip and voyage date range



Group By Ship & Date Range

From a list of groups, select 
the group you want to work 
with.  If you have both cruise 
groups and cruisetour 
groups, this list can be sorted 
with the VIEW drop list.

Presenter
Presentation Notes
Sample Group List when using the Ship and Date Range option.List can be filtered for:All Groups (default)Cruise onlyCruisetour only
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View Groups List

By using the four 
filters,  you can 
sort groups by 

group type, date, 
destination, and by 

ship.  

This list now shows you 
Consortia made groups 

in the Orange color! 



Enjoy POLAR Online Groups!

Presenter
Presentation Notes
Thanks for your valuable time to learn more about POLAR Online Groups.
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