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The Air Options Page Explained
If Air Transportation was selected on the � rst screen, the � ight 
routing will automatically be shown. 

If you would like to change the booking to ‘Cruise Only’, 
you can remove the � ights by pressing “Remove” next to the 
appropriate guest or All Guests. 

If no action is needed, simply review the summary and press the 
‘continue’ button to skip to the next page.

Air Options Page
Once you have entered all guest information you will be 
directed to the ‘Air Options’ page. 

PLEASE NOTE 
When searching for an 

airport and no results are 
returned, the airport is not 

available for this particular 
date/departure point. 

IMPORTANT NOTE 
Flight  details will be 

con� rmed within 24 hours of 
making a booking.

PLEASE NOTE 
Fly Cruises from U.S. Ports: 

The vacation will start the day 
before to allow for one night 
hotel stay before the cruise.
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The Shore Excursions Page Explained
You are now able to pre-book your guests’ shore excursions. 

The cost of the excursions will be charged to the guests’ on 
board account. 

Shore Excursions are non-commissionable to the agency.

Each port of call is listed, even if there are no shore excursions 
available to be booked online. 

Excursions may become available later, or be available on 
board. 

To view the available shore excursions for each port, click the  +  
next to the port name. To hide the list of excursions, click the  - 

Once you have requested any required shore excursions click 
the ‘continue’ button to move to the next step.

Shore Excursions Page
Once you have reviewd the Air Options you will be sent to the 
‘Shore Excursions’ page.

PLEASE NOTE 
Some excursions may overlap. 

Please be sure to check the 
departure time noted after the 

excursion name. 

Guests can also book direct 
via our website once a 

booking has been con� rmed. 
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The Travel Protection Page Explained
Please note that travel insurance cannot be purchased online. 

Please refer to the applicable Norwegian Cruise Line brochure 
for our Payment and Cancellation policy. Guests are required 
to take out adequate and appropriate holiday insurance to 
cover as a minimum all travel, cancellation, medical and 
repatriation liabilities. 

Please refer to www.ncl.co.uk/insurance or call the Travel 
Insurance booking line - 0871 222 6469 - for a quote.

Please click the ‘continue’ button to move to the next step.

Travel Protection (Insurance) Page
After ‘Shore Excursions’, you will be sent to the ‘Travel 
Protection’ page.
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Adding Special Requests
Requests are made by request type and on an individual basis. 

Select the request type (e.g stateroom features) and tick the 
check box next to the desired option for each guest. 

Then click ‘continue’.

Selections will be indicated on the main special requests menu. 
You may make multiple selections for each guest.

Once all requests have been made for all guests, click the 
‘continue’ button to move to the next step.

The Special Requests Page
You can now add any special requests required by your guests.
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The Statement of Pricing Page Explained
The following information is provided on all reservations: 

Voyage Fare This is the price for the cruise portion of the 
booking. The � rst two guests in a stateroom pay 
the ‘twin occupancy’ rate. 

 Any subsequent guests pay Guest 3-8 rate. 
 Any applicable single supplement will be 

included in the Guest 1 fare where applicable.
Non Commissionable Fare This is the non commissionable 

element of the voyage fare. This is included in the 
Voyage fare amount but itemised separately for 
your information.

NCF Tax & Fee  This is the amount of non commissionable taxes 
and fees that apply for the voyage. 

Click the ‘continue’ button to review payment schedule and 
con� rm booking

Statement of Pricing
You will now be at the statement of pricing screen which will 
provide you with a complete price summary, both with total 
price and per person. 

The applicable currency will be displayed below the Statement 
of Pricing title.

IMPORTANT NOTE 
There are 2 views: Guest 
Pricing (default) & Review 

Commissions. 
To toggle between the views, 

click on the 
‘Review Commissions’ 

or 
‘Go Back to Guest Pricing’ 

buttons.

IMPORTANT NOTE 
These prices are subject to 

change in the event that you 
make alternate selections.

IMPORTANT NOTE 
Norwegian Cruise Line 
charges fees for certain 

changes made within 
cancellation fee period. 

If any charges or fees 
have been assessed on the 

reservation, they will be 
indicated on this display.
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The Payment Schedule Page Explained

Please review the payment schedule. All amounts are in GBP. 
If applicable, please use the payment link on the next page or call 
0845 201 8907 to make any payment due by debit/credit card. 

If your payments are managed by your Head Of� ce, you can 
disregard the payment instructions but will need to collect the 
applicable deposit as per Norwegian Cruise Line booking 
conditions.

Please take a moment to read through the booking conditions 
which can be found at www.ncl.co.uk. 

Click the ‘con� rm booking’ to proceed.

COMING SOON: ABTA Single Payment Scheme.

Payment Schedule
This page will allow you to review the payment schedule for the 
cruise itinerary.

IMPORTANT NOTE 
By clicking the 

‘con� rm booking’ 
button you are accepting 
Norwegian Cruise Line’s 

booking conditions which 
will apply immediately.

Subsequent cancellation of the 
booking will incur cancellation 

charges in accordance with 
Norwegian Cruise Line’s 

Terms and Conditions.

All bookings are FIRM 
and immediately subject 

to Norwegian Cruise Line 
booking conditions.

IMPORTANT NOTE 
For any booking made within 

14 days of departure, 
full payment is required 

at time of booking.
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The Cruise Reservation Con� rmation Page

The page is divided into the following sections:

• Confi rmation number

• Agency Contact Information

• Voyage Information

• Pricing Details

• Charges Details (where applicable)

• Guest Information

• Itinerary

Cruise Reservation Con� rmation
The con� rmation page provides an overview of your reservation. 

Please Note 
This is a summary only.

Please refer to your complete 
e-mail or fax con� rmation, 

which will be sent 
automatically, for full details, 

including � ight itinerary.

IMPORTANT NOTE 
This booking is now FIRM and 

subject to Norwegian Cruise 
Line booking conditions.
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The Payment System Page

If your payment is handled by your Head Of� ce, you can disregard 
the payment instructions but will need to collect the applicable 
deposit as per Norwegian Cruise Line booking conditions.

Payment
Click on the Online payment link to make any payment due by 
debit/credit card.  (Minimum transaction of £100)

Alternatively please call our payment line 0845 201 8907
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Cancelling a Reservation
To cancel Reservation please select 
the cancel reservation option on 
the left hand menu. The cancel 
reservation summary page will be 
displayed. 

The cancel reservation summary page 
will be displayed. 

Any applicable cancellation charges 
will be shown. Please review the 
charges prior to cancelling the 
reservation.

Cancellation of the reservation will incur cancellation charges in 
accordance with Norwegian Cruise Line’s Terms and Conditions.

Cancel Reservation



NCL_UK   |            NCL Freestyle CruisingVISIT: www.ncl.co.uk/agents   |   CALL: 0845 201 8900   |   

Page  27

Retrieving a Reservation

There are 3 ways to search for a reservation:

• By reservation number

• By record

• By all bookings (default)

To search by con� rmation number, type the reservation number in 
the box and click the ‘search’ button. This is the narrowest search.

To search by record, enter your search criteria in any of the 
available � elds:

Last Name

First Name

Date Range (MM/DD/YYYY)

Ship

Retrieve Reservation
This screen allows you to view a list of your reservations:

Important Search Information 

Enter additional information 
to re� ne the search. 

The name � elds allow you to 
search for partial matches. 

For example, if you enter 
“Br” in the last name � eld, all 

bookings where passenger 
names begin with “Br” will 

be returned: Brown, Bridges, 
Brooks, etc.

This search � eld provides 
a great deal of � exibility in 
managing your bookings. 

You can view a list of all of 
your bookings in a particular 

month, or on a particular ship. 

Results are security-level 
dependent. If you have 

Supervisor access, all results 
for your agency will be 

returned. You will be able to 
� lter the results to show only 

your bookings.

CONTINUED ON NEXT PAGE ...
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Retrieving a Reservation Continued
To search all bookings, click search without entering any details.

To retrieve a reservation click on the reservation number. 

You will be taken to the Cruise Vacation con� rmation screen. 
From there you may make certain Modi� cations* or cancel the 
reservation.

 

Please Note 

*Modi� cations permitted 
are change stateroom, add 

shore excursions, add special 
requests.

For all other modi� cations, 
please call 0845 201 8907
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Modifying an Existing Booking
Click on the ‘switch to edit mode’ button to update the reservation.

Use the top navigation bar to navigate to the applicable page. 

Screens that are not available for modi� cation will be shaded.

For example, if you would like to add a special request, click the 
Special Request link. 

Currently you are not be able to change the category, ship or sailing 
date online. Contact our Reservations team for assistance.

 

Modify an Existing Booking
You are permitted to change the stateroom, add shore 
excursions and add special requests to an existing booking.

For all other modi� cations, please call 0845 201 8907

IMPORTANT NOTES 
Please be aware that 

charges may be assessed for 
certain changes.

Cancellation charges for air, 
land and other add-ons may 
apply even if the reservation 

is not cancelled in full. 
Please contact Norwegian 

Cruise Line for details. 

A noti� cation that fees may 
be assessed will be 

displayed when navigating 
from the Con� rmation.

Any changes you make will 
automatically be applied to 

the reservation. 

Do not modify any item unless 
you are certain you want to 

make the change.
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CONTACT INFORMATION
If you need additional assistance, please contact us.

For Maintenance Issues online ID / Passwords queries
Please contact Systems Support
Email londonsyssup@ncl.com
Telephone 020 8834 9029

For Booking queries and amendments
Please contact Reservations (FIT) or Specialist Sales (Groups)
Email londonspecialistsales@ncl.com
Telephone 0845 201 8900


