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This document is designed to be read in its entirety, however, the contents page is provided for your convenience should you need help with a specific part of your application.
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’ Welcome to the New Shuttle Tanker Scheme Online Application Guide. Itis a requirement for all DPOs applying to The Nautical Institute for a DP

0 ‘ certificate, to first apply online before sending their physical documents to us for processing. This guide has been designed to assist you in successfully applying for

your DP certificate via the NI Alexis Platform. The platform was launched on 1 January 2015 as a dedicated website for DP accreditation and certification. Although we

gl\aLl:?:éﬂEl have tried to include as much information as we can in this document, it is not a comprehensive guide to the whole training and certification process. Before you start

y ~~~ completing your online application, it is essential that you read the documents that are available in the Shuttle Tanker section via the DP Help Page. This can be found
ST on the Alexis Platform website and will ensure you fully understand and meet the requirements of the Shuttle Tanker scheme.

This application guide is for Trainee DPOs who are on the Shuttle Tanker scheme and in possession of a large burgundy Nautical Institute DP Logbook. If you own one of the other Nautical
Institute DP logbooks listed below or are revalidating your DP certificate, please read the correct Online Application Guide for the scheme and logbook that you own.

Alexis Platform website http://www.nialexisplatform.org/

Old Offshore Scheme Blue, Green, Black http://www.nialexisplatform.org/dp-help-page/offshore/guidance-application/

New Offshore Scheme Grey Logbook http://www.nialexisplatform.org/dp-help-page/offshore/guidance-application/ (scroll down to the bottom of the page)
Revalidation Blue, Green, Black , IMCA Logbooks http://www.nialexisplatform.org/dp-help-page/revalidation/guidance-application/

How to apply

Before sending your documents for processing it is a mandatory requirement that you apply online first. Any documents received without an application being completed online first will be
returned unprocessed by standard post (untracked). The Nautical Institute does not accept any responsibility for documents lost in the post.

You will first need to complete the online application as explained in this document. Once you have successfully attached your documents, completed, submitted and paid for your online
application you are then required to send your physical documents to DP Department at The Nautical Institute in London, UK (address on back page) for processing.

Confirmation Letters

A company confirmation letter is required to verify all of the DP sea time you are using in your application. Please go to the last page of this document for a sample of the confirmation letter
and requirements.

Why we require you to send your physical documents to The Nautical Institute

Although you have completed an online application and attached all of your required documents, we require you to send your original documents into our office so that they can be processed
and verified officially. We are unable to process scanned and attached documents.

Shuttle Tanker Scheme—Online Application Guide 3 DPWEBSTOG-V2.0-03/01/2017
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DP Certificates
. . . Lo . . . . . . Dynamic Positioning Operator’s Certiﬁcat
Since January 2015, The Nautical Institute started issuing DP certificates in the form of a plastic card the size of a credit card, which can be

Name: Bruce Wayne
DoB: 27/08/1984

conveniently kept in your wallet. The new style DP certificate has a QR code and when scanned with a mobile phone or tablet, it will take you to The

NI Alexis Platform website to show the validity of the certificate. Apps for scanning QR codes can be found in the various app stores for all types of Cerlificate no.: 439
phones/tablets | Valid trom: 04/05/2015 fo: 06/05/202]
’ | @seamse@m | Valid for: Restricted fo Shuttie Tankers - Class
1,2ond3
5 The
g Nautical
Apple IT Products - aoiSied Y Institute

Our system support team have advised us that on Apple products, the JavaScript should be enabled for the website to run, however there may still
be some compatibility issues. This is because the system is a Windows based system and is compatible with PCs and Windows products. We also recommend that you use Mozilla Firefox or
Google Chrome to ensure full functionality on the website. Please contact us if you do have any issues.

Four Year Validity Period
All courses and DP sea time must be dated within the previous four years to applying. Any part of the training scheme that is dated outside of this validity period must be repeated.

The four year validity period is calculated by the date your physical paper documents are received at The Nautical Institute offices in London, after you have applied online. Please ensure that

upon receipt of your application by The Nautical Institute, all of the DP sea time/qualifying employment period and supporting documents required under the Shuttle Tanker scheme is dated
within the previous four years.

Shuttle Tanker Scheme—Online Application Guide 4 DPWEBSTOG-V2.0-03/01/2017



Qﬁ- The

Nautical

7@’ Institute

Shuttle Tanker Scheme—Online Application Guide

Logging into an existing account

Start

Go to The Nautical Institute Alexis Platform website
http://www.nialexisplatform.org and click on Login at
the top of the page to access the DP Online application
system.

,ZZ: The %
Nautical aLexs
7/\ Institute PlatForm

Who are we? | Where are we? | (

DPTEG Stakeholder Area Bookshop

Verify DP Certificate DP Training Centre Area OSR Training Centre Area DP Help Page

IR

[

Accredilalion

Training schemes

Cerlification
Dynamic Positioning

Shuttle Tanker Scheme—Online Application Guide 5

DP Help Page

The DP Help page contains all of the requirements, guides, FAQs and
downloadable forms. The Help Page is divided into the different schemes
available. Click on Shuttle Tanker to access these documents.

4 \" The “"
Nautical ALEXIS
Institute S@tForm
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: ‘E‘M?"’ 4
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——— e v

DP Help Page
MAVING SOME LT ISSURS WITH THE ONLINE APPLICATION?
Navigalion

ENETE

Further information can be found by clicking on the Certification button.

DPWEBSTOG-V2.0-03/01/2017
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Logging into an existing account

Instructions 0’0

Please read all the instructions on PlatForm
this web page very carefully. This
will ensure you complete the online
application correctly and that all the
required documents are attached

before being sent in to The Nautical INSTRUCTIONS TO COMPLETE YOUR APPLICATION
Institute for processing.

10 enter ail the information logged in a!f of the logbooks In order to have your

. if you need more time ©

s information from e

If you 0o not remember your password, please use the forget password tool and the system will automatically send It to your emai address
In order to compiete the DP application you will be required to upioad the following documents

sea time and offshore loading operations (if Shuttle
printed on your DP certificate

Please note that the upload of these documents are mandatory and you will not be able 1o complete your application without them

Disclaimer and terms of services | —» DISCLAIMER AND TERMS OF SERVICES FOR DYNAMIC POSITIONING
APPLICATIONS

Lower down the page you will find
the disclaimer and terms of service
for DP applications.

These terms and conditions are applicable to all Dynamic Positioning applications. Please read carefully

1. Service provider

The Nautical institute (NI) is a registered charity on number 1002462 and Company Limited by Guarantee numbe

based 202 Lambeth Road, London, SE1 7LQ. United Kir

d in order to issue a DP certificate at the end of the

provides service 1o assess and verify the accuracy of the candidate's Dynamic Positioning training as per DP trair

applicabe

Click Continue and Confirm to verify
you have read the instructions and
nese terms and conditions and any applications shall be governed and construed In accordance with the laws of England and Wales. Any claims or disputes a you accept the conditions of the

11.3 Applicable law
provided by the NI 1o the applicant shall be subject to the exclusive jurisdiction of the courts In England and Wales disclaimer and terms of services.

This will then take you through to
the login page.

Shuttle Tanker Scheme—Online Application Guide 6 DPWEBSTOG-V2.0-03/01/2017
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Logging into an existing account

(e o

Nautical aLexs
Institute elacEForm

Managed by Tra Nautical institute

Existing Customers

As the Shuttle Tanker scheme began in 2015, Dyr‘am | c Pos |t onina
all applicants should have opened an account ) -

when they completed the Induction Course.

If you do not remember your login details,
please check in your email for the
information as this would have been sent
when the account was set up. If you still
cannot find them, please do not create a new

account, instead, contact The Nautical o

Institute’s DP Department t " If you already have a DP Certificate and want to If you are a company that currently has an
nstitute's epartment o request your upgrade, or convert it or if you already have a account with The Nautical Institute
login details. DP account

Please note, creating multiple accounts may Click h logi : :
prevent you from being able to log in with Ick here to login Click here to login

the correct account.

If the Induction Course was completed in
2015, you would have completed the paper
exam rather than the online exam. This ;
means that your logbook number has been -SSR
sent to The Nautical Institute. If you are using
the same account that was opened during .
the Induction Course but are unable to add
your logbook please contact the DP
Department.

Please contact the DP Department
if you think you do not have an

account.

If you are revalidating your DP certificate If you are applying for a DP certificate for the

first time

Click here to revalidate
Create a new account

Shuttle Tanker Scheme—Online Application Guide 7 DPWEBSTOG-V2.0-03/01/2017
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You need to enter your login details
here. Your username will be your
email address as shown in the
example.

If you have any issues with your login
details, you will need to contact the
DP Department.

Please email dp@nautinst.org and
provide the following information:

® Full name

o Date of birth

® Personal email address
® Logbook number

Please note that the email address
must be a personal one and not a
ship or a company email address.

The ..‘

Nautical ALEXIS
" Institute rlatForm

Marngnd by The Nauticsl

Please login
revalidating and\you 6o not know your login details, please contact the NI with the following details:
-Name

-Date of birth

-Centificate number
-Centificate issue date
-Personal emall address

The Nautica! Institute will then

emall address registerad on your dgcount.

Forgot Password

Back

Forgot your password?

This link can be used to have your password sent to your email address. Please
note that the email address that you enter must be the same as the email address

on your account.

If you do not have an email address linked to your account, this option will not
work and you will need to contact the DP Department for assistance.

Please read this guidance before proceeding -> @

ing your username and password. On the new Alexis Platform), you usemame will be the email address that you used when registering with The Nautical Institute. If you are

able to update your details so that you are able to log into the new system. Pleasa note that the forgotten password option will only work if you have an

Help is at Hand

9@

There is a blue question mark in
the top right hand corner of each
page. Hovering over the ? with
your mouse brings up the help
text. Please read these carefully
as they contain further
instructions/requirements to help
you complete each page correctly.

Example

b.wayne@hotmail.com

Forgot Password

Shuttle Tanker Scheme—Online Application Guide 8
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My Account Home Page - Overview

Status and Category

As you start to complete your
application, your status will show as
“In Progress”. This will change as
you progress through the
application.  “New” will appear
under Category and not change.

\The 0’0 Personal Details
utical aLexs : : :
o et Click here to review and change any of the details you

" Institute
added on the Create new account page (e.g. name,

postal address, email address, login password, etc.

‘ Update your persona! getaiis /

MY ACCONNT

Attachments

Click here to attach the required
documents. Instructions are given
on Page 12.

Create a new application

If\you are applying for revalidation oNour DP certificate, but not finding the revalidation option, please
act The Nautical Institute
New Offshore Applicat

on = Ingl

jon course before 2015 (Do not use for Revalidation)

on — Incucti

course after 2015 (Do not use for Revalidation)

Communication Notes

Click on ﬂ Enter New Communication Note

to contact us regarding any issues
with your application.

When you attach your documents
they will appear here.

Payments

When you have successfully
completed your application and
made your payment, the payment
details will appear at the bottom of
the page. Click on View/Print to
download and print if required.

Payments

“ Transaction Date ‘ Transaction ID ‘ Application ID

19/10/201

& 9849849 5T5-01202/2016

beaerThis guidance before proceeding -> @

Mr B Wayne | Logout

Don’t forget
the Help
button

Photograph

Click on Upload photo to attach your
photograph. Instructions are given on
Page 12.

(Upload must be in JPEG format)

Please upload passport 3x4cm), the

wall Sppear on your certificate

This is where your certificate details will be shown if
a certificate is issued.

This is where you click to start filling in your application.

If you do not fully complete and submit the application, the next time you log into
your account you will see the ‘Complete application’ option as shown below.
Please click on this to continue with your application.

delete

Latest application

Date Application ID Status

If there is information showing in the latest application box but you do not see the
’Complete application’ option, please contact the DP Department for assistance.

Shuttle Tanker Scheme—Online Application Guide
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Update your personal details

Don’t forget
the Help

Please check your details are correct
and amend where necessary.

button

Name

of your name is correct.
e Johnalan smith %
e JOHN ALAN SMITH %

e JohnAlan Smith v

Please ensure the spelling and capitalisation

Email Address

You must only use your personal email
address or if using a company address, it
must be one only personal to you (e.g.
Johnsmith@company.com) and not a
shared address as other accounts may
have been previously created with this
address. If an account is already linked
to the email address an error message
will show.

Please read the trouble-shooting section
on page 39 for further information on
email addresses.

\ Title: *

Mr

Date of Birth:*

25/01/1976

Organisation Name

First Name: *

v‘ Joe

Passport Number.

Mailing Address Line 1.*

Flat2

MY ACCOUNT G P, ]
, , . &
This page is accessed via the Update -
LEXIS
your personal details link on the My PlatForm
Account Home page.
Update your account

Last Name; *

Bloggs

Discharge Book Number.

Mailing Address Line 2

23 Blogg Street

Please read this guidance before proceeding -~ @

Middle Name:

Adam

CoC Number.

Mailing Address Line 3

Mailing Address

This is the address where your
documents will be sent. Please note
that our couriers cannot deliver to PO
Boxes, as the documents need to be
signed for on delivery.

Delivery to addresses in Crimea, Russia
and China—You will need to provide a
company address where your
documents can be delivered. You will
also need to provide the name of a
person at the company for whose
attention the documents can be
addressed. This is a requirement of our
couriers as they do not deliver to private
home addresses in Russia, Crimea and
China. The company registration
number is also required. Please also
ensure that the company it is going back
to is Maritime related to avoid any
documents being delayed at customs.

Organisation Name—To add your
company name to your mailing address
you need to type the official company
name otherwise the system will not
recognise it.

Password

Do not use any special characters other
than alphabetical letters found on a
standard UK keyboard (e.g. &, é, @),
otherwise you may not be able to log
back into your account.

Country* County: Town/City Postcode

United Kingdom F‘ Hampshire v SOUTHAMPTON S014 1PJ
Home Telephone

12234567890
Are you NI Member NI Membership Number

= @ [F] Deta Protection

Email Address. * User Name Password: *

joebloggs@example.com joebloggs@example com sssses

 —

Shuttle Tanker Scheme—Online Application Guide

Click on Update to save any changes
and return to the My Account Home

page.
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Create an application

... Mr B Wayne | Logout
ALEXIS ’
PiatForm Don’t forget
Shuttle Tanker DP Training Scheme —— the Help

button
As your Induction Course was taken Please read this guidance before proceeding -> (@)

for the first time on or after 1

January 2015 and you own a & Uooste vour personal getais e
Nautical Institute Shuttle Tanker

burgundy DP logbook, you will need

to select this option. ing for revalidation of your DP certificate, but not finding the revalidation option, please

nduction course before 2015 (Do not use for Revalidation)
0 - Induction course after 2015 (Do not use for Revalidation) g
Please ypload passpon s@e photo (3x4om) thes
| New Shuttle Tanker Application (Do not use for Revalidation) | will appeer on your centficate

{Upload must be in JPEG format)

Latest application

Date Application ID Status Category

Communication Notes @ =er New Communication Note

Action Date Description

Attachments (Uploads must be in PDF format)

Action Date Description

Payments

Transaction Date Transaction ID Application ID Amount

Shuttle Tanker Scheme—Online Application Guide 11 DPWEBSTOG-V2.0-
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Attaching your photograph and documents

You are required to attach a recent photograph of yourself along with all of your application
documents onto your account. These will then be accessible via your My Account Home page (Pg. 9) .

Scan and save your documents to a folder on your computer that is easy for you to locate. Please use
file names that describe the document scanned e.g. ’Logbook.pdf’ for your scanned logbook. You
then need to follow the additional instructions on this page.

The maximum size per file you are allowed to upload Is 10 MB. If you have a scanned multiple page

document that is larger than 10 MB, please scan as two or more separate documents or use an
application that can split PDF documents into multiple ones to reduce the individual file size.

Upioad phota

Attaching a photograph (Photo files must be in JPEG format)

1. Click on Upload photo in the photo box on the My Account Home page.

2.A File Upload box will appear. Select the photo you wish to upload. The photo will
then appear in the previously blank photo box.

You need to upload a high resolution photograph to fit the 3x4cm box. The pose
should also be to passport requirements as this picture will appear on your DP
certificate. If you wish to change the photograph you currently have uploaded to your
account, click on Update in the top right hand corner of the photo box.

Organize »  New folder v fl @
¢ Favorites Documents library K Tk
B Desktop DP Application Documents :
# Downloads Name Date modified Type Size
2 Recent Places ] Wayne - Photojpg 22/0472015 1410 3571 KB
o Libranes /
j:’;‘:{"“"“ From the Upload Photo link, only
B Pictures files that are in JPEG format are
B Videos shown.
File name: Wayne - Photo jpg - K -
(oo | o

Attaching documents
Document files must be in PDF format.

From the My Accounts Home page (Pg.9) click on Attachments. When the File Upload box appears
use it to locate the files you wish to attach. The file you have just attached will appear in the
Attachments list of on the My Account Home page.

You will need to repeat this process to upload and attach each of your remaining document files to

your account.

Organize v New foldes =v [ e
i Favortes Documents library Arange by. Folder ¥
B Desktop DP Application Documents
% Downloads

Name Date modified Type Size
4, Recent Places

1 Wayne - Logbook,pdf 06/06/201610:56  Adobe Acrobat D.. 37 K8
4 Libraries % Wayne - Passport details page.pdf 06 6 Adobe Acrobat D... 37KB
B Documents 5 Wayne - Seatime confirmation letter.pdf 2016 10:57 Adobe Acrobat D 37 KB
@ Music Please use file names
: that allow us to easily
i Pictures . a
identify what each
B videos scan is.

File name: Wayne - Logbook.pdf

Shuttle Tanker Scheme—Online Application Guide

Attachments (Uploads must be in PDF format)

IR =N ===

(e -

19/05/2016 Wayne - Logbook.pdf I
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Logbooks Overview Page

Mr B Wayne | Logout
 the S
Nautical aLexs
Y& Institute PlaEFOrM

You are taken to this page when
you click on the ‘New Shuttle
Tanker Application’ option on the

Please read this guidance before proceeding -> @
My Account Home page (Pg. 9) .

There is only one type of logbook
available in this option.

LOGBOOKS

NI Burgundy Logbook

Action LogBooks#

/

Enter Data for the Following Phases:

NI Burgundy Logbook

These logbooks were issued from
January 2015 as part of the new
Shuttle Tanker scheme.

Previous applications.

If you have previously added your logbook
this page will have information under the
NI Burgundy Logbook section.

/

Don’t forget
the Help
button

If you have never applied for a DP
certificate before, your Logbooks
page will appear like this with no
data.

Enter New Logbook

Only click on this option if data
does not already exist in your
application.

/

NI Burgundy Logbook

Shuttle Tanker Scheme—Online Application Guide 13

g Enter Mew / Ancther Burgundy Logbaok

Enter Data for the Following Phases:

155TO100268 | | [FInduction Courze [[T]Phase 21 Task Bock [[T1Phaze 3 [[TPhase 4 [[T1Phase 5 I[T1Phase 6 [T Phase 7 I[T]Phase & I[T1Phase O[] Phase 10 [T1Phass 11
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Adding your logbook to your account

2} e &

Nautical ALEXIS
){L Institute PlatForm

@ ’Q. Mr B Wayne | Logout

The data in the shaded green boxes is
automatically filled in for you. Please enter the
training centre name where you took your
LOGBOOK D Y Y

Induction Course and your logbook number
Enter Logbook Detals | then click Save and Back to Logbook.

Please read this guidance before proceeding -> Q

Please read this guidance before proceeding -> Q

LOGBOOKS

NI Burgundy Logbook
2,
Don’t

Enter Data for the Following Phases: Na Applicaty
STS012022016 / Burgundy forget the
|

Help button

Back to Overview Train

I Kongsderg Mantime do Brasil Lida V

Click on Enter New/Another Burgundy logbook to be
taken to the Logbook page.

Save and Back to Logbook /

% ’% Mr B Wayne | Logout
The

Nautical aALexs
Institute PlaEFormM

Managed by Tha Noutieal inatitute

Please read this guidance before proceeding -= @ IMPORTANT

Order of Phases: As of 1st January 2017 Phases 2-8

LOGBOOKS New logbook details will show here. can be completed in any order. Phase 2 must be
l completed before Phase 3. Please ensure you have

NI Burgundy Logbook
carried out ALL of your tasks before starting Phase 3

Enter Data for the Following Phases: (Simulator Course). Phase 9 is no longer a
[ 155T0N00268 | | [ Induction Course |[T]Phase 2 |[) Task Book |[T)Phase 3 |[T)Phase 4 |[TIPhase 5 |[T]Phase 6 |[T]Phase 7 [ Phase 8 |[T]Phase 9 |[T]Phase 10 1[TPhase 11 requirement see Page 24.
\ This is the number printed in the
-Data has notbeen entered inthis section | front of your logbook. Back to Overview

- Data has been entered in this section

ﬂ Enter New / Ancther Burgundy Logbook

a0

Shuttle Tanker Scheme—Online Application Guide 14 DPWEBSTOG-V2.0-
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NI Burgundy Logbook

dy LOGDOOK

Action ‘ LogBook# Enter Data for the Followmq Phases:

MPnaced

Prace 8 IM™P

MPhaze 9

;Q’{ The ..’ Mr B Wayne | Logout
Nautical aLexs
PlatForm

YE' Institute

On the Logbooks Overview page,
click on Induction Course.

INDUCTION COURSE

Enter Induction Course Details

Enter your Induction Course details in the
spaces provided. Use the dropdown list to
select the training centre name.

Please read this guidance before proceeding -> Q —

Name

r B Wayne
Date

Name 0 or

Renata Vieira de Abreu

I Kongsberg Maritme do Brasil Lida

'I

o e

ogbook Type

Burgundy

Certificate Number

16068R

Logbook Numb
Logboo Der

15870100268

| s @

Click to save the current entry
and bring up a new Induction
Course screen to enter an
additional Induction Course.

The Induction Course details now INDUCTION COU

appear on the Induction Courses

Overview page. List Of Induction Courses

N

Click to save the current entry
and be taken to the Induction
Courses screen below.

Click here to discard the
current entry (without saving)
and take vyou back to
Logbook Overview (Pg. 13)
screen.

RSES

- Kongsberg Maritime do Brasil Ltc

Please read this guidance before proceeding

N
Back to Logbook Overview J

Shuttle Tanker Scheme—Online Application Guide
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Don’t forget

the Help
button

You need to confirm that your course
details have been signed, stamped and
that you have passed your exam.
Contact the training centre where you
took your Induction Course if any details
are missing/incorrect to have them
corrected before  sending  your
application to us for processing.

Click on Back to Logbook Overview
to return to the main page that
contains your logbook.

DPWEBSTOG-V2.0-
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Adding your Induction Course details

The Induction Course details
now appear on the Induction
Courses Overview page.

Editing Entries

Click on in the Action
column on the same row as the
entry you wish to edit. This will
take you to the Induction
Course (Pg. 15) screen where
you can amend your entry.

Mr B Wayne | Logout
(ZThe &

Nautical aLexs
£ Institute  maEForm Don’t forget

— the Help
0 N C 0 U R S E S Please read this guidance before proceeding - @ button

List Of Induction Courses @ ~dd more Induction Courses

> O @ I Kongsberg Maritime do Brasil L Senata Visira de Abreu |

Back to Logbook Overview J

Deleting Entries

Clickon = in the Action column .Q. Mr B Wayne | Logout \ | click on Back to Logbook

on the same row as the entry you The

wish to delete.

S Overview to return to the
Nautical aLexs main page that contains
Institute |=Iat|=|:|r'|'n

your logbook.

rasite

Managed by Tre Na

Flease read this guidance before proceeding -> @

LOGBOOKS

NI Burgundy Logbook Ei Enter New / Ancther Burgundy Logbook

Enter Data for the Following Phases:

15570100268 duction Course |[[|Phase 2 [[|Tack Book ([1Phase 3 [[|Phase 4 ([[|Phase 3 [[Phase 6 [ |Phase T[T 1Phase 8 [T1Phase O[] Pheze 10 [1Phaze 17

Back to Overview

When you return to the Logbook Overview (Pg. 13)
page, you will now see the box in front of the Induction
Course contains a pencil. This means that this section
now contains information. Sections without the pencil
contain no data.

[71- Data has not been enterad in this section
I - Data has been entersd in this section

Shuttle Tanker Scheme—Online Application Guide 16 DPWEBSTOG-V2.0-
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Finding and Entering Vessel Names in Phases

4‘: T™he 0.0 Mr B Wayne | Logout

Nautical alexas
// [

Institute

When you click on Phase 2 Finding the Ship Name

FPhase 2 I The vessels are listed under their current name first but the
\ SHUTTLE TANKER SEA TIME -- PHASE 2 system will find any previous names for the vessel listed in
our database. If you cannot find the vessel you wish to

on the Logbook Overview
(Pg. 13) page you will be
taken to this page.

r B Wayne $7S.012022016 Burgundy ssarornozen enter DP sea time for, search under the IMO number
instead. If the vessel is not listed on our database under
its name or IMO number, please send a copy of the vessel’s
Dot Lo wsse wee Ra " Syve Numes classification certificate to the DP Department at
' ’ dp@nautinst.org so it can be added to our database.

Name: Application ID: Logbook Type: Logbook Number:

NIr B Wayne STS-0120212016 Burgundy 15570100268

Ship= IMO Number:= DP Class: Date Joined Viessel*
Y,
/N ' '

AHVARAZZE / Asso Trentadue, Cd Show All Ships

If the vessel you wish to enter is not A DRAGON / Cardizea
showing under the ship or IMO
Number do not use a sister ship to
complete your application, otherwise A H. Giorgio P / AH Giorgio P
your application will be returned to
you as unsuccessful. You must enter
the correct information only.

A H. Liguria / AH Liguria

A H Valletta / A H Valletta

Click on the down arrow to display the list of ships names.

AH. Cameogli
. - Typing the first letter of the ship’s name will move you down to the ships beginning with
AH.PORTOFING s - . 5 ;
that letter e.g. Typing ‘B’ will move you to the beginning of the ship names starting with
Aadya the letter ‘B’.

Aaron S. McCa Typing at least the first three letters of the ship’s name in quick succession will bring you

Aban Abrahzm / Peregrine I, Pelerin to the part of the list with ships beginning with the three letters you typed. eg. type ‘BRE’

. . find the ship name ‘Bremona’.
Abercleen [ Aberdesn Massau to find the ship name ‘Bremona

This search method can also be used for other fields throughout the online application
with drop down menus.

Shuttle Tanker Scheme—Online Application Guide 17 DPWEBSTOG-V2.0-
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Adding Sea Time from your logbook

NI Burgundy Logbook [ Enver New / anctner Burgundy Logbook

Action LogBook# Enter Data for the Following Phases:

On the Logbooks Overview (Pg.
13) page, click on Phase 2 this will h ”’

take you to the page ?
[TIFhzs= 21| where you can enter tlcal ALEXIS
your sea time and
offshore loading operations. Managed by The Nouticl inestute

Mr B Wayne | Logout |

Once you select the ship’s name the IMO number is automatically Dates Joined and Left Vessel
inserted; or the Ship’s name is automatically inserted if you select

These dates must be entered in DD/
MM/YYYY format. Click in the blank
space under the Date Joined/Left
headings to type the date. You can
also use the calendar that appears
to select the date.

SHUTTLE TANKER SEA THVE # PHASE 2 vessels Dp Crags, e e Date Joneq Vesse

hstitute  Platporm the vessel by its IMO number. Please see Page 17 for further
guidance.

01/06/2015
Name: Appfication 1D Logbook Type: Logbook Number: 0 un vi01s v ©
Ir B Wayne STS-01202216 Burgundy 155T0100268 .
21 3] 4] 51 6
Ship= IMO Numjer= DF Class: Date Joined Vessel R Y RS By By s
Nautiwave II - 5004049 v DF2 v 01/06/2015 141 151 16] 17| 18] 18] 20
21 22| 231 24| 25| 28] 27
Date Left Vessel* Trainee Rank: DP System: Master CoC ar DPO Number= 28| 28] 30
|25£DEJ2015 I Master v Kaongsberg K FOS DP2 v |65314 I

\ |

| Enter the DP certificate number
and/or CoC number of the Master
(Dlii7 Lol S35 TS B Sl e or Senior DPO (SDPO) who signed
operations dated within the previous
four years can be used towards the

time required to gain a certificate.

IMPORTANT

your entry. This should have been

entered in your logbook.

Shuttle Tanker Scheme—Online Application Guide 18 DPWEBSTOG-V2.0-
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IMPORTANT

Only sea time and offshore
loading operations dated
within the previous four
years can be used towards
the time required to gain a
certificate.

Adding Offshore Loading Operations from your logbook

#
~ZhTre %
Nautical aLexs
N mFC’ ™

/‘/: " Institute

Mr B Wayne | Logout

Don’t

Click on the down arrow to
display the list of codes.

Code~

Accommodation v

/
|

Anchor Handling

Audits/Testing/Trials

Cable Laying

Cable Repalr |
Diving

Dredging |
Drilling |
Flexitay

Heavy Lift |
Offshore Loading Tanker |
Cther - specify |
Pile Drive

Pipelay

Rock Dumping

ROV support

Standby

Supply

Surveying |

SHUTTLE TANKER SEA TIME -- PHASE 2

Name Apg

Mr B Wayne

Nautiwave 11 -

Code

Anchor Handling v

Accommodation v

Signed (Master/Senior DPO,

Please read this guidance before proceeding -> @ 4

—m

forget the
Help button

878012022016 Burgundy 15870100268
2000000 v DP2 v 01062015
Master v | KongsberyKPOSDP2 ., | Add the date of the offshore
loading operation. This must
'g. 5 . . . By ticking these boxes you are declaring that
be within the sea time filled in . . )
the entry in your logbook is individually signed
Location Date above. . .
and stamped and that you have a confirmation
London 1810612015 . . "
letter for this entry. Any entries not verified by
Location Date an  appropriate  signature, stamp or
London 2110672015 confirmation letter will not be counted
P towards the time needed to obtain a DP
certificate and if you do not have enough DP
J Signed ( have this entry stamped J ha r / ) . § i
time without the unconfirmed entries, your
application will be returned as unsuccessful.

PHASE 2 - SH

Click to save the current entry
and bring up a new Phase 2

Click to save the current entry
and be taken to the Phase 2

Click here to discard the
current entry (without saving)

Click on Add more Sea

time to add additional sea

e

SDPO who signed your entry.

Enter the name of Master or

List of Shuttle Tanker Sea Time

screen to enter additional sea | screen below. and take you back to X fsh loadi
time or offshore loading Logbook Overview (Pg. 13) time or offshore loading
operations. screen. operations.
Phase 2 1‘ AS a Time
Ship Date Joined D2 DP 0 b Click here to return to the
Nautiwave IT 01/06/2015 2500612015 oP2 9999999 Logbook Overview (Pg. 13)

Back to Logbook Overview

screen and fill out a new
phase.

Shuttle Tanker Scheme—Online Application Guide
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Adding dates into the Task Book from your logbook

NI Burgundy Logbook [ Enter New / ancther Burgundy Logbook
o e Dot forget
55701002 I3 Inducton Course |[MPnase 2[[MTask Book |/ Pnase 3 [[MPhaze & MPnaze 3 [MPnase & M Pnaze 7™ Praze 8 M Pnase 3 [[MPhaze 10 [ haze theHeIp
button
I Please read this guidance before proceeding -> @
On the Logbooks Overview (Pg.
B P e oo e PHASE 2 — SHUTTLE TANKER SEA TIME TASK BOOK ok
page where you The green flag appears when you
can enter your [*™ Appicsioit D LOGIOCK TP eisulicsmod, have entered a date that is within
carried ot du?ie:]tges;)rf]c;getgt'e tasks |mre wayne STS-01202/2016 Burgundy 15ST0100268 the .date range of your Phase 2
entries.
S — Red flag
1.1.1 - Vessel FMEA Be aware of the content and purpose of this document [ 2310612015 :! ]
If you enter a date that does not
1.1.2 - Annual trials. Be aware of the contant and purpose of this document. 11/06/2015 :! match the date range of any of your
Phase 2 entries, a red flag will appear.
1.1.3 - Capability plots. Be aware of why these are produced and their interpretation 11/06/2015 :l Check that you have entered the task
date correctly, also check that your
1.1.4 - Class required DP checklists. Be aware of what checklists must be completed at each stage of the DP operation 16/06/2015 :l / aifiEs I Fese 2 6@ @iEd &
1.1.5 - Vessel DP Operations Manuals. Be aware of the DP and have a g of what it [ 12007/2015 ' ] A/ amend itif necessary.
= If after checking, you find that your
11.11 - Partial Blackout. Gandidates should be fully aware of what would happen during a blackout. Whilst the vessel s.., 13/06/2015 i task and/or Phase 2 dates are correct
and the task has been dated outside
11.12 - Degraded status, Car must be able to recognise when DP capability Is degraded and the need to manoeuvre. ., 12/06/2016 :l' of a DP sea time entry, you will need
to complete additional Phase 2 sea
11,13 - Vessel operations. Candidate should be fully aware of the operations undertaken by the vessel and understand p... 10/06/2016 :!' time to repeat thisttaskiandihavertthe
@] 1 confirm that ail of the completed mandiatory items have been Individually signed an new entry signed and dated again.

AN

\ Click here to return to the Logbook
Overview (Pg. 13) screen and fill out a new

By ticking this box at the end of the page you are declaring that the tasks in your logbook

have been individually signed and dated. Any entries not verified by an appropriate

signature will not be counted and your application may be unsuccessful. phase. Your dates will automatically save

when the green flag appears.

Shuttle Tanker Scheme—Online Application Guide 20 DPWEBSTOG-V2.0-
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Adding your Simulator Course from your logbook

NI Burgundy Logbook @ Ener tew / Anctner Burgundy Logbook
Action LogBook# Enter Data for the Following Phases:
SSTO1002 cton Course |[™ se 2 ack Boo "-:e?J:".-_e- ™Pnaze S MPnaze 6 M Pnaze 7 M Pnaze & MPnaze § 1™ Phace 10 ™ Phaze Don’t

forget the
Help button

On the Logbooks Overview (Pg.| - Please read this guidance before proceeding -> 0 1

13) page, click on Phase 3. This
will take you to the

page whe\r/e you can PHASE 3 = SIM ULATOR COU RSE Enter your Simulator Course details in
enter your Simulator Enter Simulator Course Details the spaces provided.

Course.

By ticking these boxes you are
declaring that the course entry in

Name Application ID Logbook Number

Mr B Wayne STS-01

15870100202 your logbook is signed and stamped
and that you have passed your
Simulator Course. Any entries not
verified by an appropriate signature
or stamp will not be counted and
— ] your application may be returned as

rifficate Number

15489456

l Kongsberg Mantme do Erasul Ltda I v

Name of the Instructor:

[ o cSoned J have this course s

Save and Enfer New Phase Save and Back to Phase Back to Logbook Overview
i | = i | | i i | =

Click to save the current entry | Click to save the current entry | Click here to discard the
and bring up a new Phase 3 |and be taken to the Phase 3 | current entry (without saving)

unsuccessful.

Enter the name

of the Instructor.

screen. screen below. and take you back to
PHASE 3 — SIMULATOR COURSES i G (i 1
List of Simulator Course i’ Add more Simuia N
Action Centre Certificate No. Signed Instructor Name

Click here to return to the

Logbook Overview (Pg. 13)
/ screen and fill out a new phase.

Back to Logbook Overview

Shuttle Tanker Scheme—Online Application Guide 21 DPWEBSTOG-V2.0-
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Adding Sea Time and Offshore Loading Operations from your logbook

Mr B8 Wayne | Logout
The ”’
Nautical aLexs ¢
7&7’ Institute elatForm Don’t

forget the
Help button

Please read this guidance before proceeding -» @

LOGBOOKS

NI Burgundy Logbook [’, Enter Mew / Another Burgundy Logbook

m Enter Data for the Following Phases:

155T0O100268 [ Induction Course |[T]Phase 2 |[T]Task Book |[T]Phase 3 [T|Phazs 3 3hc"f— [i] F'Pl“ase ‘ [T]Phzaz=0 Phasc— 21 Phaszs 11

Order of phases: {
Phase 1 - Induction Course
l Back to Overview

Phase 2 - Sea time and Offshore Loading Operations

Phase 3 - Simulator Course

Phase 4 - Sea time and Offshore Loading Operations

Phase 5 - Course A or B For Phase 4, Phase 6, Phase 8 and Phase 10 please follow the instructions on Pages 17 to 19.

Phase 6 - Sea time and Offshore Loading Operations The same procedures will apply when filling in this sea time and offshore loading operations.
Phase 7 - Course A or B Please ensure that you fill in your course details in Phase 5 and Phase 7 instructions on how
’ . . IMPORTANT
to do this are shown on the following page (Page 23).

Phase 8 - Sea time and Offshore Loading Operations .
l With effect from 1% January

2017, applicants on the Shuttle
Tanker training scheme will no

Phase 10 - Sea time and Offshore Loading Operations

Phase 11 - Statement of Suitability longer be required to complete
Phases 2-8 can be completed in any order. Phase 2 Course C previously required
must be completed before Phase 3. for this qualification.
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Adding Course A or B from your logbook

On the Logbooks Overview (Pg. 13)
page, click on Phase 5 this will take
you to the page where you can
enter Course A or B.

NI Burgundy Logbook

=

15570100268 | | [ Induction Course |[T]Phase 2 1[T]Task Book |[T]Phase 3 |[T]Phass 4l [CPha l:'ha:eﬁ [C)Phase 7 I[C]Phase 8 I[C]Phase 9 I[T]Phase 10 I[T]Phase 11

g Enter Mew / Ancther Burgundy Loghoa

Enter Data for the Following Phases:

Don’t
forget the
Help button

Please read this quidance before proceeding -> @

PHASE 5 - COURSE AORB

Enter Course Details

Enter your Course A or B details in the
spaces provided.

Name: Application ID: Logbook Type: Logbook Number:
Mr B Wayne S5T5-0 rgundy 155T0100268
By ticking these boxes you are
Date: cate Number:

declaring that the course entry in your
logbook is signed and stamped and
that you have passed your Course A or
B. Any entries not verified by an
appropriate signature or stamp will

02/10/2015 (kongsberg Maritime do Brasil Ltga | v (1234567 ]

pd
<~

Harvey Dent [ |£ Signed* |i| | have this course s:a"':ed~y

4 not be counted and your application

/ Save and Enter New Phase Save and Back to Phase Back to Logbook Overview

Signed By:

(®) CourseA () CourseB

may be returned as unsuccessful

Enter the name of Master or

SDPO who signed your entry.

Click to save the current entry

and bring up a new Phase 5

PHASE 5 - COURSE AORB

List Of Course AorB

Action Centre

Click to save the current entry
and be taken to the Phase 5

Click here to discard the
current entry (without saving)

screen. screen below. and take you back to
Logbook Overview (Pg. 13)
screen.
@ 200 more o
1234567 e Paz

Back to Logbook Overview

Shuttle Tanker Scheme—Online Application Guide
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Click here to return to the
(Pg. 13)
screen and fill out a new phase.

Logbook Overview
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Adding Course A or B from your logbook

- ’0. Mr B Wayne | Logout
e

Nautical aALexs Don’t
Institute PlatForm forget the

g0 by The Nacsicl wastus Help button

Please read this guidance before proceeding -> @

LOGBOOKS

NI Burgundy Logbook [ Enter New / Another Burgundy Logbaok After filling in Phase 8 you will
) need to add your last sea time
LogBook# Enter Data for the Following Phases: . .
entries and offshore loading
155T0100265 | | [AInduction Course |[C]Phase 2 |[T]Task Beok |[[JPhase 3 |[T]Phase 4 I[T]Phase 5 |[C)Phase 6|[T]Phase 7|1 Phase E[I_':'ha:e Q"‘Phase':l I_':'ha:e'l'l operations into Phase 10 (Pages

Order of phases: 17 to 19) and move on to Phase

11 to fill in your Statement of

Suitability  details (Page 25).

Phase 10 and 11 must be
completed together.

Phase 1 - Induction Course

!

Phase 2 - Sea time and Offshore Loading Operations

For Phase 7 please follow the instructions

e 8 - S Cose on Page 23. The same procedures will |

Phase 4 - Sea time and Offshore Loading Operations apply. /

Phase 5 - Course Aor B Phase 9 is no longer required. Please

Phase 6 - Sea time and Offshore Loading Operations leave this phase blank.

Phase 7 - Course A, or B IMPORTANT

Phase 8 - Sea time and Offshore Loading Operations
l With effect from 1% January
2017, applicants on the Shuttle

Phase 10 - Sea time and Offshore Loading Operations Tanker training scheme will no

Phase 11 - Statement of Suitability longer be required to complete

Phases 2-8 can be completed in any order. Phase 2 Course C previously required
must be completed before Phase 3. for this qualification.
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Adding your Statement of Suitability details from your logbook

NI Burgundy Logbook [ Enter New / Another Burgundy Loghaok
m Enter Data for the Following Phases:
15570100268 | [induction Course |[T]Phase 2 [T Task Book ([T|Phaze 3 [T]Phase 4 ([TPhase 3 []Phase 61| Phase 77| Phase & [T]Phase 0[] Phase 1 :l [M=hase 17 M B "Nayne L{}g{}l_lt

| N—— N

)(z;‘ Institute _ miatForm Don’t forget
the Help

Statement of Suitability

Please read this guidance before proceeding -> @ b utton

The system checks to make sure the
details you enter here matches the last

sea time entry in your application. PHASE 11 - SUITABILITY SIGN OFF

Enter Suitability Sign-Off Details

Name Application ID Logbook Type Logbook Number
B Sreoimme o The country of issue should be
urgun:
e e e 1esTOT00268 added into this field.
Master CoC Number Master DP Number Country of Issue DPO Country of Issue: ]
S - | | [pe— . Th.e v.e.ssel that the Statement of
Suitability was completed on should
SeniocDf Beric Gt Nusibai Date Stip be added and the system will
Whe omem e @i whe ‘ automatically add the IMO number.
) i Gamans Stena Sirita » The IMO number can also be
Master’'s CoC number or the .
, - entered to automatically add the
Master’s DP certificate number. Both The Stat t of Suitability should |
can be added. SDPO information can b ed : Zme:t N AIL.JC a ['1' v s :u vesselname.
1 00
also be added below. If the Master is s ' be ate Ia e; phases have |
not a DPO then the SDPO should (el Eli ol etz The Statement of Suitability form
have countersigned your Phase 11. Signed (Master/Senior DPO / must be signed and stamped. If
| Signec [P Trainee Operstor's Signature  [of] 1 nave this entry stamped these are ticked and the

Christian Bale

Statement of Suitability form
does not contain this information

the application will be returned as
C BE——— eyl

I

Click to save the Statement of | Click to save the current|Click here to discard the
Suitability details and open a | Statement of Suitability entry | current entry (without saving)

blank page for new details. and be taken to the List of |and take you back to
Suitability screen (Page 26) . | Logbook Overview (Pg. 13)
screen.
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Suitability and Logbook Overview

Suitability Overview page _
Mr B Wayne | Logout ’
If more than one Statement of 7{\1119 ”’ Y g Don’t forget

Suitability form has been added, gutical aLexs the Help
these will show on this page. 7 Institute Plat[:or‘rn button

Managod by The Nautical ineatute

PHASE 11 - SUITABILITY SIGN OFF Please read this guidance before proceeding -> @

A R 2k Click h t t to th
List of SUItabIlIty g Add Additional Suitability ¢ ere to r.e urn to ©
Logbook Overview (Pg. 13)

Spider Black List 5. 765765 Y Christian Bale /
Back to Logbook Overview

LOGBOOKS

NI Burgundy Logbook Ei Enter New / Another Burgundy Logbook

———

BSTO100268 IL_I":L tion Course |CAPhase 2 104 Task Book |02 Phase 3 ([ Phase 4 |[FPhase 5 [ Phase 6| [ Phase 7| [ Phase 8 | [ Phase 9 [ Phase 10| [F|Phase ]

[[-Data has not been entgeéd in this section Back o CVETIc
[ - Data has heen entgrld in this section !

The box in front of each section \

should now have a pencil, Click here to return to the ‘My
indicating that there is data in '.._ Account’ home page (Page 11)
all of the sections. and submit your application.
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When you have filled in all of the
sections in your application and
entered all of the DP sea time
required for you to qualify apply
for your DP certificate and have
attached your photograph and all
of the required documents. Click
on Submit Application.

Please ensure your photo and all
documents have been attached
before submitting.

Shuttle Tanker Scheme—Online Application Guide

Mr B Wayne | Logout

Zhhe &

Nautical aLexs
Institute rFlatForm

Thes M sl sttty

Maraged by

Please read this guidance before proceeding -> @

MY ACCOUNT Upoete

& Update vour personal getails

Create a new application

If you are applying for revalidation of your DP certificate, but not finding the revalidation option, please
contact The Nautical Institute

. Mew Offshere Application — Induction course before 2015 (Do not use for Revalidation)

Mew Offshere Application — Induction course after 2015 (Do not use for Revalidation) (Upload must be in JPEG farmeat)

Please upload passport size photo (2 x 4 om), this

My Shuttle Tanker Application (Do not use for Revalidation) will sppear on your ceriificate

Scherme: Shuttle Tanker Scheme

Latest applidsgion (delzts) Complete application

s

In Progress

Application ID

012022016

Submit Application ’
e e

Make Payment

B Enter Mew Communication Mote

ptachments (Uploads must be in PDF format)

S e

H - 10/05/2016 zyne - Logbook. pdf

H - 19/0%/2016 Weyne - Pazzport detalls page pdf

H = 19/05/2016 Wayne - Szetime confirmation letierpdf
Payments

Don’t forget
the Help
button

Make Payment will be greyed out and
you cannot select it wuntil you
successfully submit your application
and your status changes to Eligible.

27
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Submitting your application

Latest application (gelete)

050-05098/2015

Mot Eligible

Attachments Submit Application I

Comglete application

New

Make Payment

On this page you are required to
confirm all of the documents you
have scanned and attached to your
account.

If you have not scanned and
attached any of the items on the list
please select Cancel and attach the
required documents before trying to
submit again.

IMPORTANT

If you have filled out all the information in each phase correctly and
have left Phase 9 blank your status will appear as ‘Not eligible’. Please
contact The Nautical Institute at dp@nautinst.org so that your
application can be made manually eligible.

%
ALEXIS

|=Iat:;=cr‘rn

Maragod by The Nex

SUBMIT

Please confirm if you have scanned and attached the following

2]
v

2]

Full pages of DP Logbook(s) *
Full pages of CoC (If applicable) *

All confirmation letters *

Mr B Wayne | Logout

Don’t forget
the Help
button

Please read this guidance before proceeding -> @

[#) Additional documents (Section C, F etc.) *

Please note the last item in the list
Signed application only becomes \\
available once you have
successfully submitted and paid
for your application.

[¥] Additional certificates *

[¥] Copies of course certificates *

[@| ! will attach a copy of the signed application once | have made the online payment (original to be sent with application) * | — This is also a checklist of the documents you are
required to send to The Nautical Institute in your
application pack when applying to revalidate your

You will therefore need to tick this

Suomitpplcaion

to confirm that you will attach a DP certificate.
copy of the signed application.

Once you have submitted and

paid, please print the PDF \

application. Instructions are given

on Pages 35 to 36. If you receive an error message when you click on Submit, please read the message carefully and check

the part of your application it is referring to and make amendments where necessary. Please also check
the troubleshooting section on Page 38 to 39.

If you have fully checked your application and believe you have completed it correctly, but are still
receiving the error message, please contact the DP Department for assistance.
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Submitting your application

Mr B Wayne | Logout
oS yne | Log
ALEXIS
w':,lat':?tm Don’t forget
the Help
Please read this guidance before proceeding -> @ button

MY ACCOUNT . Uil

& Undate your personal details

Create a new application

If you are applying for revalidation of your DP certificate, but not finding the revalidation option,
please contact The Nautical Institute
New Offshore Application — Induction course before 2015 (Do not use for Revalidation) L

(&=

. New Offshore Application — Induction course after 2015 (Do not use for Revalidation) s MMh.J -~ )
) " ) Please upload passport size photo (3 x 4 cm),
. New Shuttle Tanker Application (Do not use for Revalidation) tnis will appear on your certificate

=

5TS-01202/2016 Not Eligible New
Attachments Submit Application Make Payment
If you receive an error message
when trying to submit your fommunication Notes @ Enter New Communication Note

application you will see that your
when you return to the My Account
Home page.

You will be able to go back into your
account and add/amend additional
information before resubmitting to
change your status to Eligible.
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When you have successfully
submitted your application you will
see that the Status changes to
Eligible when you return to the My
Account home page. The Submit
Application button is grey. This
means that this step has been
completed.

Submitting your application

&%
ALEXIS
SlatForm

Maraged ty The Nautice rwetute

MY ACCOUNT

‘ Updete your personal details

Create a new application

\ If you are applying for revalidation of your DP certificate, but not finding the revalidation option,

Date Description

o 1710/2015 Cannot find my vessel in Ships list

Attachments (Uploads must be in PDF format)

T

H = 9/05/2018 Wayne - Logbook.pdf

fﬂ - 9/05/2016 Weyne - Pazsport detalls page pdf

f‘ﬂ - 9/05/2016 Weyne - Szetime confirmation lstterpdf
Payments

Mr B Wayne | Logout

(Upload must be in JPEG formet)
Plesoe upload pacoport size photo (3 x 4 om).

Don’t forget
the Help
button

The type of certificate the system
has calculated you are eligible for is
now displayed here.

Please note this is not a guarantee
that you will be issued with a DP
certificate.

The documents must be fully
processed by the DP Department
before the certificate is issued. If the
certificate issued is different to what
was applied for, a member of the DP
team will contact you.

The Make Payment option is now
available to click on. Please proceed
to the payment pages via this
button.

Shuttle Tanker Scheme—Online Application Guide 30

DPWEBSTOG-V2.0-




dThe
';L%“.}!fifﬁ‘.! Shuttle Tanker Scheme—Online Application Guide

Making a Payment

Latest application (delets)

STE-01202/2016 Eligible New
’0’ Mr B Wayne | Logout
ALEXIS
PlatForm
PAYMENT OPTIONS
o PayPal

Click on vyour chosen payment BARC[AYS

method then click on Proceed to E
> Q)
Payment to complete your payment

details.
VISA BE
> WorldPay
VISA VISA VISA 85% = wworldpay
:
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Making a Payment with Barclays

Secure, reliable internet payments frd

When completing your payment details ) Common Problems
lease ensure that you check the j .
?ollowing- Y NI ALEXIS PLATFORM e Use of a Non-Standard Keyboard - as this type of keyboard
\ is common outside the UK and in particular Europe &
® Address Matching — address entered South America, many non-UK users may encounter
must match the records held with the problems when using such a keyboard. In order to rectify
credit card company. the problem please ensure that characters and symbols
. Ir E VISA entered match with a standard keyboard. (e.g. & becomes
® Postcode/ZIP Matching — same as the @ [ — a; é becomes e; @ becomes o)

postcode/ZIP held by the credit card
company. e Verification Process put in place by the individual’s bank -
this process is outside the control of The Nautical Institute
as this has been set up by the user’s bank to reduce the
risk of fraud. Please contact the bank.

e Card Verification — usually a 3-digit Payment Information - Total Payment Value: £ 156.00
security code.

1- Card details 2- Cardholder Information ® Repeated attempts at processing - the EPDQ system may
lock-out the individual if excessive attempts have been
Card Type * [Select vl Full Name * |Bruce‘v".l'a\,rne | made at processing card payments. This is a fraud

preventative measure by the individual's credit card
Card number * | | Addressline 1* |1 Wayne Manor issuer. The individual can try a different computer to
attempt processing.

Expiry date * [mm |y | Address line 2 |
Card SecurityCode | | Whatisthis? Address line 3 [ |
Town / City * |Gotham |
County | | | __—|If the address showing on this page is
Post/ Zip Code * State(*ifUs) [NY v | 47| incorrect please see Page 39.
Country * |UNITED STATES OF AMERICA v |

Telephone Mumber | |

E-mail address *  |b.wayne@ hotmail.com |
/ Once you have completed your
. S [ payment details, click on Submit
Indicstes sn obligacory field | Clear Form | I Submit Payment |‘/] Payment.
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Making a Payment with WorldPay

WorldPay

If you need assistance with
completing your WorldPay payment,
please use Help and FAQs on the
WorldPay payment page.

Secure Payment Page

Flease review your purchase details, then select a payment method to continue.

Select language English  ~ O

THE NAUTICAL INSTITUTE

Description DP 84522 85850867
045241

Amount £156.00

Select your payment method

MasterPass
,

A

B~ £

MasterCard Visa Maestro 1ICB

- Cancelld

payments powered by For help with your payment visit the: WorldPay Help.

WorldPay

MasterPass

WorldPay (UK) Limited © 2012

You need to click on one of the
payment methods here to continue
to complete your payment.

Shuttle Tanker Scheme—Online Application Guide
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Making a Payment with PayPal
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ftem total

Shuttle Tanker Scheme—Online Application Guide

Choose a way to pay
Your order summary

Amount » Pay with my PayPal account

£130.00 Log i 10 your account 10 compiete the purchase
~ Pay with a debit or credit card
£130.00
Total £130.00 GBP
Country United States v
Card number
Payment types VISA m v I'ﬂ
Expiration date
CsC
Whatis this?
First name Bruce
Lastname  ‘Wayne
Address line 1 1 Wayne Manor
Address line 2
CityState  Gotham NY v

ZPcode 10001

Phone type Home v

pn:re number £ & 4
555-555-1234

Emall b wayne@hotmail.com
_Review and Continue |
enens s, PayPal

Cancel and return 1o The Nautical ingtitute

34

Existing PayPal Account Holders

If using PayPal for the payment
method, please click here to log into
your account and follow the
instructions to complete the
payment.

Non PayPal Account Holders

Non PayPal account holders can
make a payment using their credit
or debit card or can sign up for a
new PayPal account to complete the
payment.
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Downloading the PDF Checklist Template

Logout

% Mr B Wayne
&

The
Nautical
)417 etiute aebpsstn Don’t forget

the Help

Please read this guidance before proceeding -> Q button

When you have successfully made|
your payment and return to the My
Account home page, you will see that
the Status has changed to Submitted/
Paid. Submit Application and Make
Payment are now greyed out.
Meaning both of these stages of the Qualidation of your DP certificate, but not finding the revalidation option, please
application have now been g
completed. ‘

Update

& Uodate vour personal getails

e 2015 (Do not use for Revalidation)
r 2015 (Do not use for Revalidation)
ot use for Revalidation)

details are still blank and will only
update once a certificate has been
issued.

. :
Click on PDF Checklist Template to < e e i

download and print the checklist. \ Downloads P
| PDF Checklist Template (Shuttle Tankeiaf’

Once signed and completed, please

scan and attach it using the Communication Notes o
Attachments button.

Action Date Description
The original signed version of this

document will need to be sent in
with the logbook and other

supporting documents Attachments (Uploads must be in PDF format)

R

H - 19/05/2016 ‘Weyne - Logbook pdf
fﬂ = 19/05/2016 Wayne - Passport detalls pagepdf
H - 19/05/2016 Weyne - Seatime confirmaton leterpdf
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Downloading the PDF Checklist and sending your documents

T T

Downloads pu
l PDF Checklist Template ‘Rcvnltdalm%

Communication Notes

The Copy of signed application referred to in the Submit checklist, is the PDF Checklist. This only becomes available on the
My Account home page when you successfully make your payment. Please print and complete this form to add to the
documents to be sent in for processing.

Please read and complete the application form fully ensuring that you have attached all of the documents listed to your

Description online account and have also included it in your application pack.

NAME: Mr B Wayne DOB: 27/08/1986

CUSTOMER NO: 87759

Application Pack Checklist

APPLICATION FOR A RESTRICTED SHUTTLE TANKER DP CERTIFICATE

CHECKLIST FOR SUBMISSION OF DOCUMENTS - MUST BE COMP!

Please make sure you have enclosed the following

AR e e et e &
Fellure o eduide the fau S el i /A Original NI logbook
MANDATORY FOR ALL APPLICATIONS N L
| confirm that | am enclosing the docs below: 7 /'\\ CoC/STCW qualifications page
e N /A / crnce e o . ) .
Copy of passport personal details page Y4 Copy of your passport personal details page (to verify the correct spelling and order of your names)
This is to ensure that your name will appear correctly (gyfer youcs ) on any i ' documents
Ocigiial W Loghaok / N N\__/ Original confirmation letters from companies for all DP sea time in Phases 2, 4, 6, 8 and 10 and for all offshore

Copy of STOW certificate held at time of Induction geurse fittnductio course was Jken after January 2012)
-Personal and Limitations pages
Confirmation letter/s from company for all Pl

loading operations with dates and locations.

22, 4,6, 80rd 10 57 days sea time and offshore loading

operations Original course certificates for Courses A or B
Any DP doys sea time and offshore loading, i i it Phase 2, 4, 6, 8 and 10 must be

confirmed on o company letter. P oy f f

This must be endlosed with your docugheants when subitti N lication. The institute does not accept lelted DP Certlﬁcate (If upgradlng)

letters delivered directly from the co ié“ters sent separately or after the date

the initial application has been received.

Original PDF Checklist (completed, signed and dated)

— Pr—— Now package and send your DP documents to the address below by courier for processing.
DP Department
(Shuttle Tanker Scheme)

V Please DO NOT write in these boxes. They are for The Nautical Institute
/L/ use by The Nautical Institute only. 202 Lambeth Road

DECLARATION LONDON

| confirm that | fead and/@gre=with.the\disflill mer and terms of services provided by The Nautical Institute. | confirm that all SE1 7LQ

the above tickéd dg/r g been |j dedlnmvappllcauon

| declare that (he das ad application Is, to the best of my knowledge, true and correct. | also declare that the Unlted Klngdom

fed by the persons whose names appear on them. | consent to any processing of the

any pr necessary to establish the authenticity

Printed Name:

Signed: /

| The Nautkal institute, 202 Road, London, SE1 710 Tel: +44 (D)207 928 1351 Fax: +44 (0) 207 401 2817 —
org Web: og

I Received %Quﬁ'ies % roved (Yor N) | Date Cert. Gained
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Receipt and processing of documents

Once we receive your documents, they are logged onto our system and placed in a queue for processing. Applications are processed in the order that they are received.

Three automated emails are set up on our system, which you will receive at the following stages:
Received Sent when we have received your documents and they have been logged into our system
Verified Sent when your documents have been successfully processed and verified

Despatched Sent when your documents have been printed. Documents are usually printed and prepared for despatch at the end of each week. Please note that once printed, your
documents are subject to final checks and if an issue is found during these checks your documents will be retained to resolve the issue. This could also include any additional
address checks if the stated address is not accepted by our courier.

An additional email should be received from our couriers once the documents have been collected from our office. This email will include the tracking number for the delivery.

A member of the DP Department will also contact you by email if a query has been found, that is possible to resolve while your documents are with us. If a query is found that makes your
application automatically unsuccessful you will also receive an automated email from us with the subject title “Unsuccessful Application Details.”
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Troubleshooting

Section

Error Message

Solution

Adding NI
Burgundy logbook

Failed to validate the LogBook Number. Please contact the DP
deaprtment at DP@nautinst.org with your full name, date of
birth, logbook number and the place and date of the Induction
COUrse.

A

The logbook number is added to the account when it was opened at the training centre at the time of the
Induction Course. If you have opened a new account you will need to contact the DP Department to merge these
accounts.

If you are using the same account that was opened when the course was carried out, please send an email to the
DP Department with scans of the personal details page (containing the logbook number) and the Induction
Course page. We can then check and update the account where necessary.

Courses

Induction/
Simulator / A & B

A\ -Centre is not accredited in the selected date

The training centre you have entered was not accredited on the date you have entered.

Please cross-check the information you have entered against your logbook and course certificate. If you have
entered the details correctly and are still receiving this error message. Please contact the DP Department

dp@nautinst.org for assistance.

Courses

Induction /
Simulator / A & B

-The date should be greater than the leaving date in previous
A\ phase and the previous phase must have at least 24 days of
sea time experience.

The date you are trying to enter for Course A or B is not after 24 days of sea time or after 2 offshore loading
operations in the previous phase.

You will need to complete more sea time in the previous phase. You may be required to repeat your course.
Please contact the DP Department dp@nautinst.org for assistance.

Sea Time / _ ) You have either duplicated an entry that already exists, or are trying to enter sea time within dates that already

Offshore Loading A Sl et n s el ms exist in your application. Please re-check the information that you are entering against the information already

Operations on your account and in your logbook.

Sea Time / ) _ _ 1. The vessel that you are trying add is not on our database for the time being claimed.

Offshore Loadin A\ -Failedtovalidate ship and DP class

o ) & 2. The DP class you have entered for the ship does not match the DP class we have recorded in our system.
perations

Please follow the instructions in the Help button on the Phase pages.

Please note that you can check the dates for a specific vessel that we have on our database by going to: http://
www.nialexisplatform.org/certification/dynamic-positioning/check-vessel-classification/

Shuttle Tanker Scheme—Online Application Guide
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Suitability

A\ -Faled to validate the ship for suitability sign-off

The ship name for the entry in Phase 10 does not match with the ship name you have entered in Phase 11 . You
may be required to redo your Phase 11. Please contact the DP Department at dp@nautinst.org for assistance.

Registering

A This email has already been registered. Please use
Forgoften Password if you do not remember your password

If you receive this message do not continue creating a new account using a different email address as the
message means that you already have an account on our system. Instead, please contact the DP Department
with the following information to request your login details:

e Full name

¢ Date of Birth

e Personal email address
e Induction Course date

You must only use your personal email address or if using a company address it must be one only personal to
you (e.g. Johnsmith@company.com) and not a shared address as other accounts may have been previously
created with this address.

Dates

A Please fill out the following field(s):
-The selected date cannot be a future date

You have entered a date that is greater than the current date. Please note we cannot accept any dates in
logbooks or confirmation letters that are dated in the future.

Making a
Payment with
Barclays

If the address is showing incorrectly on the payment
page shown on Page 31.

If the address cannot be changed use a different method of payment, such as PayPal or WorldPay. If the problem
persists then this as an issue with your bank and not The Nautical Institute. Please contact your bank to amend
the address.
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Confirmation Letter

Requirements

In order to further improve the integrity of the application process and to prevent cases of fraud, The Nautical
Institute now requires additional documentation, in the form of a testimonial letter from shipping companies,
to be submitted with every application.

This letter must match the following criteria:

Contain information based upon the vessel deck logs, DP logs and internal DP information. The
company should only provide letters when they can confirm the actual DP time completed for the
required offshore loading operations and not only time on board the vessel. The confirmation letter is a
secondary check on the time completed and if required, should be able to provide evidence to The
Nautical Institute to prove that the time was on DP. Please note that confirmation letters cannot be
based upon the DP information in the individual’s logbook only. The Nautical Institute reserves the
right to request copies of the information used to verify the DP offshore loading operations and
prepare the confirmation letter before a certificate is issued;

Be written by the shipping company on original company headed paper, which must also include the
company contact details; a direct email address for the signatory should be provided as it enables us to
contact them easily if further verification is required;

Company logos must be of a high resolution and appear clear. Letters received with logos that appear
pixelated and/or blurry will not be accepted by The Nautical Institute;

Contain the company’s official stamp or seal;

Signed and stamped by the Operations Manager, Marine Superintendent or other position directly
involved with the operations of the vessel, whose full name and job title must also appear on the letter
under their signature. (Letters signed by Masters, Agency staff and HR personnel are not acceptable).
Signatures and stamps must be ink originals, not digital scans;

Dated (the letter should be written and therefore dated, only once the DPO has achieved the necessary
experience);

State that the applicant has trained/worked as a DPO on board the vessel(s) listed for the time listed;
The following information must be included for each sea time entry: Vessel name, GRT, IMO number,
DP class, trip dates (from and to), total days on DP, DPQ’s rank and dates on DP for the offshore loading
operations;

Confirm the total time the applicant has performed as a DP operator on board the vessel(s).

Sea time experience, not covered by a letter will not be considered for the DP application unless the
candidate can prove extenuating circumstances;

When the requested confirmation letter has been obtained, please include the original with your application
documents and send them by courier to The Nautical Institute; (photocopies and emailed scans of the letter
cannot be accepted).

Note that this letter does not replace the entries, signhatures and stamps in the logbook, which needs to be
sent along with this document to The Nautical Institute.

Applications with confirmation letters not meeting with the above requirements will be subject to delay and
possible rejection.

Samples of the confirmation letters can be found on our website along with editable Word versions templates.
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[Company Headed paper]

DF Department

The Nautical Institute
202 Lambeth Road
LONDON

SE1 TLQ

United Kingdom

Dear SifMadam
Application for a Dynamic Positioning Operators Certificate

W hereby certity that [DPC'S FULL NAME] {{DATE OF BIRTH]) is employed by [COMPANY NAME]

[DFC'S RANK]DP Operator on board our shuttle tanker vessels.

We have verified the entries in his/her DF log book as true and comect and further certify that [DFOE
has performed a5 3 OF Operator and completed the below offshao ing operations during OF s=3
service on the DP class vessels listed.

This letter is provided in support of histher application for 2 DF/canificaty

WESSEL HAME MO No. [ DPCLASS FROM

I i
OFF SHORE_LOADING DATE | OFF SHORE LOADING LOCATIGN
1]

WESSEL HAME

2]
MO N DPCﬁSSK %‘ T/ | RANK
R i o

OFFSHORE LOADING DATE
1

2 ]

[ VESSEL HAME | IMON TR TO RENK
OFF SHORE Lm.l:umla DATE ORE
i
2] AN 7/
VESEEL MAME OND. | DP C _FROW_ TO RANK
NG LOCATION

OFFSHORE LOADING FF3 L
1

Z ]

WESSEL HAME

OFFSHORE LOADING DATE
1

2]

Yours faithfully

[Mame]
[JobTitle]

Sea time confirmation letters
are required by The Nautical
Institute to enable us to cross
-check the sea time that has
been recorded and signed off
by the Master in your DP
logbook, against the
company’s records on whose
vessel(s) you obtained the sea
time.

Confirmation  letters  are

another main reason why
applications are rejected due
to them not meeting the
guidelines set out by The

Nautical Institute.

There is a sea time
confirmation letter template
available for use via the DP
Help Page on The Nautical
Institute's accreditation and
certification website
www.nialexisplatform.org for
your company’s convenience
of the
required wording and data
columns needed to enable us

as it contains all

to verify the information
recorded in your logbook and
confirm that you have met

the sea time requirements.

For further information, contact:
DP Department, The Nautical Institute, 202 Lambeth Road,

Tel +44(0)20 7928 1351
Fax +44(0)20 7401 2817

Email dp@nautinst.org  Website www.nialexisplatform.org

LONDON SE17LQ, UK
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