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2 To AcCesS WALLEM PORT DA PLATFORM

Thank you for using Wallem Port DA Platform.

You should have received an ‘Agent Code’ from Wallem Group at port call nomination. If not, please
enquire your Wallem Group contact person or the Wallem Finance Team for such before proceeding
with the following.

1. Start Chrome browser and access https://portda.wallem.com/
2. Fillin Username and Password and click [LOG IN].
a. If you do not have a user account in this platform, please register; steps are in next

section.

3 REGISTER A USER ACCOUNT

3.1 TOREGISTER AN AGENT ACCOUNT
User Account Registration is required once only. You will use the same user account for port DA
submissions for all port calls that nominated by Wallem Group in the future.

NOTE: You need below information to proceed with account registration.
e Email Address
e Agent Code (you should have received ‘Agent Code’ from Wallem Group)
e Bank Account No. (your bank account number that already provided to Wallem Group)
e Contact Name

1. Inlogin screen, click [Sign Up].

WALLEM_

Port Disbursement Account

2. Fill in all info and click [Register], below message is displayed.

You have registered successfully

A verification email will be sent to your registered email
address

(=]
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3. An email is sent to your registered email address. Sample as below. Click [CLICK TO
VERIFY].

Port Disbursement Account

Dear Sandy Agent,

Before we get started, kindly verify your email address by clicking below link valid until (13-Dec-2021 10:10).

CLICK TO VERIFY

If you did not register, no further action is required.
*=** This is o system generated message. Please contact Wallem for assistance. ***

4. Verification message is displayed in your browser. Account registration is completed.
Click [LOG IN] to go to Port DA login screen.

IMPORTANT: please keep your user account information safe.

4 SuBmIT FDA / CReDIT NOTE

4.1 To SusmiT FDA
1. Afterlogged in, click [Submit Disbursement Account] at menu bar.
2. Fill'in FDA basic information:
a. Vessel Name

b. FDA Ref No.

c. Country of Call

d. Port of Call

e. Currency

f. Port Call Start Date

g. Port Call End Date

NOTE: FDA date will be automatic filled by submission date. For example, if you saved the
Draft FDA on 29-Sep-2022, the initial FDA date is also 29-Sep-2022. Afterwards, when you
submit the FDA on 30-Sep-2022, the FDA date will be changed to 30-Sep-2022.

3. Click the area after FDA basic information to add expense items.

VM Port Disbursement Account Submit Credit Note

Vessel Name/IMO * FDA Ref No.” FDA Date”

Search by Vessel Name or IMO 30-Sep-2022

Note: Submission

ate will be automatically reflected as FDA Date.

Country of Call* Port of Call* Port Location Code” Port Call Start Date* Port Call End Date”
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4. “Expenses” selection list is pop up.

Expenses

5. Select one or more items and click [Add to list] to add expenses into your FDA.
CTRL+A to Select ALL

Expenses

Advance Payment Received for Port Disbursement X  Agent's Handling on Joining Crew X x

Entry Visa for Joiners X |

Advance Payment Received

Advance Payment Recevied From CTM

Advance Payment Received From Master

Advance Payment Received for Port Disbursement

Agency Husbandry Fee
Agency For Docking

Replacement of P&l case - hotel charges
Other Expenses

Agent’s Handling on Joining Crew CREW CHANGE

Agent's Handling on Repatriating Crew

Entry Visa for Joiners

Exit Visa for Off Signers

Hotel for Joining Crew

Hotel for Repatriating Crew @
Car Hire for Joining Crew

Car Hire for Repatriating Crew

6. According to different expense items, fill in details for the amount.
a. Example 1, add basic item:
i. Select Fee Description, fill in Quantity, Rate and/or Amount wherever
appropriate.

Fee Description Quantity Rate Amount

FEE PER DAY vil 2 X 1500 3,000.00

FLAT RATE PER CALL
FEE PER DAY S

b. Example 2, add CTM:
i. Input Currency, Original Amount, ROE, Date of receipt by Master.

c. Example 3, add CTM related item:
i. Select Fee Description, fill in Percentage and/or Amount wherever appropriate.

d. Example 4, add crew related item:
i. Select Fee Description, fill in Quantity, Rate and/or Amount wherever

appropriate.
ii. Click [+]
- Gy [aanems ||§

Tow i Amores | 00 | 7Y |

iii. “Add Crew” pop up is displayed.
iv. Click [Add More Crew], fill in Crew Name and Crew Rank
v. Optionally, you can upload crew list (nhames and ranks).
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Vi.
vii.
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1. Click [Download crew list excel template].

Add Crew

© Add More Crew

+ Download crew list excel lemplai

2 Import Crew
Close

2. Open the downloaded template (usually in your folder

“Downloads”). Input crew names (in format of LAST NAME, FIRST

NAME). Select the rank on the pick list then save the file.

1 - v —_—
4 cut Calibri T == v Bwep
@ copy ~
Paste - = — — =
B I U~ o= = = =
~ < Format Painter - =2 Sl Merag
Clipboard [ Font [ Alignment
B3 - Je ATH ENGINEER
A B C
i CREW NAME CREW RANK
2 FRANCO, ABAY 3RD OFFICER
3 |Eva, 6AN 4TH ENGINEER [7]
4
1 ABLE BODIED SEAMA]
5, ABLE SEAFARER DECK
b ABLE SEAFARER ENGINE
77 ADDITIONAL 2MND ENGINEER
— ADDITIONAL CHIEF ENGINEER
8_ ADDITIONAL CHIEF OFFICER
q ADDITIONAL ELECTRICAL ENGINEER ™
10
> Downloads > v 0 O Search Downloads
"N Name
- v Today (2)
7 CREWLIST TEMPLATE_NORVIKEN_JOINER_SEP1xi5x Iy

3. Click [Import Crew] on the Add Crew screen. Select the saved crew list

file and click open.

Add Crew

Last name, First name Crew Rank

©Add More Crew

+ Download crew list excel template

e

Close

1 & > ThisPC > Downloads > v |0 £ Search Downloads
New folder =- m @
A Name Date modified Type
rive + Today (2)
ive i Q CREWLIST TEMPLATE_NORVIKEN_JOINER SEP /5% 0 20/09/2022 1148pm  Micros
£ CREWLIST TEMPLATE_FOR PORT DA (315K 29/09/2022 1143pm  Micros
N v Yesterdav (23)
dbjects b
[ctop Migros
uments B Invoice-2022-09-28 (9)xsx Micros
mloads B Invoice-2022-09-28 (8) sk Micro:
e 5 Invoice-2022-09-28 (7)sk Micro:
liac B Invoice-2022-09-28 (6)xsx Micros
s % Invoice-2022-09-28 (5)xsx Micros
B3 Invoice-2022-09-28 (4) sk Micro:
_BPOFIN (8)
Y Invoice-2022-09-28 (3xisx Micros
) 5 Invoice-2022-09-28 (2)dlsk Micros
eaitsy B Invoice-2022-09-28 (1)xsx Micros v
e Y [ >
File name: | | (A Fites () v

4. Crew names and ranks are listed based on the information on the

saved file.
Add more or delete any names if needed.
Click [Close]
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e. Example 5, add visitor related item:
i. Select Fee Description, fill in Quantity, Rate and/or Amount wherever
appropriate.
ii. Click [+]

= Other Visitors from/to Ship

v 2 x| 60 B uso

AcTuaL

iii. “Add Visitor” pop up is displayed.
iv. Click [Add More Visitor], fill in Visitor Name/Title.
v. Optionally, you can upload visitor list.

1. Click [Download visitor list excel template].

Add Visitor 2 import Visitor|

©Add More Visitor

X Download visitor list excel mplatf“ Close

2. Open the downloaded template (usually in your folder
“Downloads”). Input visitor names/titles. Then, save the file.

File  Home Insert Pagelayout Formulas

ﬁ":l & Calibri “n
L0 -
Paste B I U-“IE|d
- & =v =
Undo Clipboard & Font
As v |E £
A B
VISITOR NAME

BAYSIDE, STAR - INSPECTOR
RIVERSIDE, THREE - SURVEYOR

oW -

3. Click [Import Visitor] on the Add Visitor screen. Select the saved visitor
list file and click open.

Add Crew m

Last name, First name Crew Rank

©Add More Crew

4. Visitor names are listed based on the information on the saved
file.

vi. Add more or delete any names if needed.
vii. Click [Close]
f. Example 6, add launch hire related item:
i. Select Fee Description, fill in Remarks and/or Amount wherever appropriate.

Fee Description
crew change X  crew medical checkup X |

crew change

crew medical check up “
spares/stores/provisions

Visitors

CTM delivery

garbage disposal

1ube Ol
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7. Click [Save as Draft] if you want to save the claim to be edited later, it will be marked as Draft.
To edit the Claim, go to My Claims and Click Edit. There are no validations during saving but
Header details should be filled out.

= View & Edit
8. For Claim Submission, click [Next], Click Attach File to Submit the Claim or Upload Later (this will

mark the Claim as No Attachment and a File needs to be uploaded under My Claims for it to be
marked as Submitted.

Please attach supporting document file for FDA/CR No. Blueaaa

Upload Later

NOTE: once the FDA is submitted, no changes can be made.

9. A successful submission message is pop up if information provided are sufficient. Otherwise,
various fields on screen are highlighted. Please correct all missing/invalid information and
submit again.

4.2 To SusmiT CReDIT NOTE
1. After logged in, click [Submit Credit Note] at menu bar.
2. “Credit Note” pop up is displayed. Fill in the related FDA Reference Number and click [Search].

Credit Note

]E:*te: related FDA Ref No

3. The related FDA basic information are displayed. Fill in Credit Note information such as
Reference Number (Credit Note Number).
4. Click the area after CN basic information to add expense items.

VM— Port Disbursement Account t ement Acco

Vessel Name/IMO Related FDA Ref No. FDA Ref No.* FDA Date*

ALISIOS “ Sandy-140 Meals Sandy-140CreditNote 30-Sep-2022
Note: Submission date will be automatically reflected as FDA Date.
Country of Call Port of Call Port Location Code Currency Port Call Start Date Port Call End Date
Dehdadi AFDHD usD 01-Sep-2022 02-Sep-2022
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5. “Expenses” selection list is pop up.

Expenses

6. Select one or more items and click [Add to list] to add expenses into your FDA.
CTRL+A to Select ALL

Expenses

Advance Payment Received for Port Disbursement X  Agent's Handling on Joining Crew X x

Entry Visa for Joiners X |

Advance Payment Received

Advance Payment Recevied From CTM

Advance Payment Received From Master

Advance Payment Received for Port Disbursement

Agency Husbandry Fee
Agency For Docking

Replacement of P&l case - hotel charges
Other Expenses

Agent’s Handling on Joining Crew CREW CHANGE

Agent's Handling on Repatriating Crew

Entry Visa for Joiners

Exit Visa for Off Signers

Hotel for Joining Crew

Hotel for Repatriating Crew @
Car Hire for Joining Crew

Car Hire for Repatriating Crew

7. According to different expense items, fill in details for the amount.
a. Example 1, add basic item:
i. Select Fee Description, fill in Quantity, Rate and/or Amount wherever
appropriate.

Fee Description Quantity Rate Amount
FEE PER DAY vl 2 X 1500 3,000.00
FLAT RATE PER CALL
FEE PER DAY Ly

b. Example 2, add CTM:
i. Input Currency, Original Amount, ROE, Date of receipt by Master.

c. Example 3, add CTM related item:
i. Select Fee Description, fill in Percentage and/or Amount wherever appropriate.

d. Example 4, add crew related item:
i. Select Fee Description, fill in Quantity, Rate and/or Amount wherever

appropriate.
ii. Click [+]
= Crew Change Additems ||l
Description Fee Description Quantity Rate Amount Action

iii. “Add Crew” pop up is displayed.
iv. Click [Add More Crew], fill in Crew Name and Crew Rank
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V.

Vi.
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Optionally, you can upload crew list (names and ranks).
Click [Download crew list excel template].

1.

Add Crew

© Add More Crew

+ Download crew list excel templaﬁ

X Import Crew

Close

Open the downloaded template (usually in your folder

“Downloads”). Input crew names (in format of LAST NAME, FIRST

NAME). Select the rank on the pick list then save the file.

1 —_—a
4 cut Calibri == || Bwep
@ copy ~
Paste — — — =
B I U~ = = =& =
v <F Format Painter - =~ = B e Merag
Clipboard [ Font [ Alignment
B3 - Je ATH ENGINEER
A B C
i CREW NAME CREW RANK
2 FRANCO, ABAY 3RD OFFICER
3 |Eva, 6AN 4TH ENGINEER [7]
4
1 ABLE BODIED SEAMA]
5, ABLE SEAFARER DECK
b ABLE SEAFARER ENGINE
77 ADDITIONAL 2MND ENGINEER
— ADDITIONAL CHIEF ENGINEER
8_ ADDITIONAL CHIEF OFFICER
q ADDITIONAL ELECTRICAL ENGINEER ™
10
> Downloads > v 0 O Search Downloads
"N Name
v Today (2)
CREWLIST TEMPLATE_NORVIKEN_JOINER_SEP1xi5x Iy

Click [Import Crew] on the Add Crew screen. Select the saved crew list

file and click open.

Add Crew s
Last name, First name Crew Rank
© Add More Crew
2 Download crew list excel template Close
1+ & > ThisPC > Downloads > v O O Search Downloads
New folder (%]
A Name Date modified Type 4
rive v Today (2)
] T Vi
ive-valler 2 CREWLST TEMPLATE NORIKENJONER SePaix (@)
E CREWLIST TEMPLATE_FOR PORT DA (3)xdsx
c v Yesterdav (23)
bjects
<top
uments B Invoice-2022-09-28 (9)xsx
mloads B Invoice-2022-09-28 (8)xIsx
ic B8 Invoice-2022-09-28 (7)asx
- Y Invoice-2022-09-28 (8)xisx
los B Invoice-2022-09-28 (5)xsk
9 Invoice-2022-09-28 (4)xisx
_BPOFIN (B:) =
5 Invoice-2022-09-28 (3)sk
(@] @ I
3 Invoice-2022-09-28 (2)xisx
ccisy B8 Invoice-2022-09-28 (1)x1sx
Arle il
File name: | ~| lainFites (0

D o |

Cancel

Crew names and ranks are listed based on the information on the

saved file.

Add more or delete any names if needed.
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vii. Click [Close]

e. Example 5, add visitor related item:
i. Select Fee Description, fill in Quantity, Rate and/or Amount wherever

appropriate.
Click [+]

Other Visitors from/to Ship

Remarks Quantity Rate Amount

PeR peRsON - Owners representtive vi2 x| @ B oo
@ vastorvstors ACTUAL ~ v|l'o, x 0 0 | usl

iii. “Add Visitor” pop up is displayed.
iv. Click [Add More Visitor], fill in Visitor Name/Title.
v. Optionally, you can upload visitor list.

1. Click [Download visitor list excel template].

2 Import Visitor|

8

Add Visitor

© Add More Visitor

2 Download visitor list excel template Close

2. Open the downloaded template (usually in your folder
“Downloads”). Input visitor names/titles. Then, save the file.

File Home Insert Page Layout Formulas

11_"[" 4 Calibri v 1
Paste - B I U-+|m-~
L - 4 -
Undo  Clipboard 1% Font
A8 v I
A B
VISITOR NAME

BAYSIDE, STAR - INSPECTOR
RIVERSIDE, THREE - SURVEYOR

oW -

3. Click [Import Visitor] on the Add Visitor screen. Select the saved visitor

list file and click open.

Add Crew m

Crew Rank

Last name, First name

©Add More Crew

4. \Visitor names are listed based on the information on the saved
file.
vi. Add more or delete any names if needed.
vii. Click [Close]

f. Example 6, add launch hire related item:

i. Select Fee Description, fill in Remarks and/or Amount wherever appropriate.
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Fee Description

crew change X crew medical checkup X | x
crew change
crew medical check up ‘“
spares/stores/provisions
Visitors
CTM delivery

garbage disposal
1ube Ol

8. Click [Save as Draft] if you want to save the claim to be edited later, it will be marked as Draft.
To edit the Claim, go to My Claims and Click Edit. There are no validations during saving but
Header details should be filled out.

= View 4 Edit

9. For Claim Submission, click [Next], Click Attach File to Submit the Claim or Upload Later (this will
mark the Claim as No Attachment and a File needs to be uploaded under My Claims for it to be
marked as Submitted.

Please attach supporting document file for FDA/CR No. testcn333

0

Upload Later

NOTE: once the FDA is submitted, no changes can be made.
10. A successful submission message is pop up if information provided are sufficient. Otherwise,

various fields on screen are highlighted. Please correct all missing/invalid information and
submit again.

5 View SuBMITTED FDA / CReDIT NOTE

1. Afterlogged in, click [My Claims] at menu bar.
2. All submitted FDA and CN are displayed.
3. Tosearch a document, fill in keyword whatever you need to search in the [Search...] box. List is
filtered accordingly.
- " 1-10f 1items

® Export to Excel 211124 Q
Drag a column header and drop it here to group by that column
i L |[pwandmann] 3 _ Pt sadD, || ortcu i o s DA ppacss & _-

ALISI2111280TH1 13-Dec-2021 AUSIOS Aberdeen 28-Nov-2021 29-Nov-2021 usp 500000  (EEEEE) = View

a. To list all documents again, remove the keyword in the [Search...] box.
4. To add filter to a column, click 3 dots at column heading, select [Filter].

Port DA User Guide for Agent 12/14



o L svcumo i cnvane |

Sort A:
Aberdeen oetiseending 29-Nov-2021

+ Sort Descending

Aberdeen M Columns > 29-Nov-2021
Y Filter >
Aberdeen @
Search Q
Aberdeen 28-Nov-2021 Oselect All
a
Aberdeen 30-Nov-2021 S
OAbulug
Aberdeen 30-Nov-2021 OCauseway Bay
CAbu al Bukhoosh
Aberdeen 30-Nov-2021
0 items selected
Abulug 01-Dec-2021
Filter Clear
Aberdeen 30-Nov-2021

5. To sort a column, click 3 dots at column heading, select [Sort Ascending] or [Sort Descending].
6. To group data, click and drag a column heading into area “Drag a column header and drop it
here to group by that column”

Fovag s cokuon ecder s vop i re 0 grup by Wt coks + vw

FEERie Sate Sriied FHLCR D Fics o Sl i

ALISI2111280TH1 13-Dec-2021 AUSIOS. Aberdeen 28-Nov-2021 29-Nov-2021 5,000.00 = View

7. Click [View] to see details.

(NLENS,  pemryyeen account submit et
q - P [ 1-46 of 46 items.

Drag a column header and drop it here to group by that column

AUSI2T11280THT 13-Dec-2021 AUSIOS Aberdeen 28-Nov-2021 20-Nov-2021 500000

8. To view uploaded file, click [View attachment].

6 LoGout

At top right corner of the screen, click your logged in name and select [Log Out].

Hi, Sandy Agent [Agent888] ~

Log Out ;
of 46 items
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7 TROUBLESHOOTING

7.1 BROWSER ISSUES

Most browser issues can be resolved by deleting cookies and cache and/or using a private browser or

incognito mode. Please follow below steps to delete cookies and cache.

1. Start Chrome

2. Attop right of the screen, click Chrome Control :
3. Click More tools and then Clear browsing data.

v - o X

QB T wN

Tosk manager hiftEsc

Developer tools ‘ B2 Managed by your organization

4. Select a time range. To delete everything, select All time.

5. Check the boxes for "Cookies and other site data" and "Cached images and files".

6. Click [Clear data].
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