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Accessing Book Norwegian 

To access Book Norwegian please go to http://www.ncl.eu and in the center of the page on the right, 
below the big banner, click on „Travel Agents‟ to enter our Agents index page as per below. 
http://www.agents.ncl.eu/  
 

 
 
In order to access the Travel Agents Area content you will need to Log-In with your personal 
username and password. This Log-In is not yet the Log-In for Book Norwegian, it’s just to enter the 
information area, where you can find for example marketing materials, agent rates, online seminars, 
etc. If you don’t have username and password yet, please register yourself. This registration is 
meant for each travel agent individually working in an agency. If you don’t have a personal e-mail 
address at your agency, just use your private one. 
After the registration you will receive an e-mail with a link which you need to click on to activate your 
account. 
To access Book Norwegian you don’t necessarily have to log into the Travel Agents Area, you could 
also click on the “Start Booking” button on the left side of the screen.  

 

A new window will open with the following Log-In screen. You may also save the direct link to 
Book Norwegian in your favorites in order to access it faster. 
 
Log-In Screen 

 
 
Your Username and Password have been sent to you via an automatic e-mail from our system when 

http://www.ncl.eu/
http://www.agents.ncl.eu/
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your agency was originally set up with Norwegian Cruise Line. Without Norwegian Cruise Line agency 
ID, you won’t have access to Booking Norwegian. If you have forgotten your Username or Password 
please click on Forgot Password?. If you haven’t got access yet please contact 
agencysupport@ncl.com or call us at 00800 03 10 21 21 (toll-free from landline network, rates differ 
for calls from mobile network). 

Homepage (Start Page) 

Once you have successfully logged in, you will be taken to the Agent Home page also known as My  
Reservations. 
 

 
 
From here you can make a new reservation or search for existing reservations made under 
your Agency ID.  

At the top of the screen you will see more options available to you. 
 

 
 

New Reservation: Begin shopping for available sailings 

 
My Reservations: You can search for existing reservations by entering the reservation number OR the 
guest’s first name/last name and ship and sailing date. The clearly better choice is the reservation 
number! 
 

Clients: If a guest has travelled with us before, you can search for their „Latitudes‟ ID number or their 

name and date of birth. 
 
Tour Credit: This is a future functionality and it is not working yet. 
 
Agency Amenities: This is a future functionality and it is not working yet. 

 
My Agency: Displays all information relevant to your Agency, i.e. address, phone number, e-mail and 

commission percentage if applicable. This area is only accessible for the Supervisor in your agency. It’s 
possible to create additional agents and manage their accesses to Book Norwegian. 
 
Groups: Review and book into existing groups that are set up under your account. 
 
 
 
 

mailto:%20agencysupport@ncl.com
mailto:%20agencysupport@ncl.com
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New Reservation 

To begin a new reservation, click on  at the top of the screen.  

Agency Screen 

The Agency screen will display your Agency ID, name and phone number. 

 

 
 
Click on the Continue button. 

Vacation 

The search vacation screen will now appear. 

 
 
On the vacation page you will be able to enter qualifiers to help search for the most appropriate cruise 
for your customers. With the information provided, we will display a list of voyages that meet or 
closely match the request. *You will be able to select multiple staterooms at a later stage. Please 
enter occupancy for the first cabin here. 
 
Past Guest / Latitudes Rewards Member 
If the customer has cruised with Norwegian Cruise Line before, check the Latitudes Member option.  
 
Best Ager  
If the guest is more than 55 years old, you can markt he check box. If there are any best ager rates, 
they will be displayed automatically.  
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Please use the calendar to pick the departure date. 

If you would like to add air transportation, please call our reservations department after you have 
placed the option for the cruise in the system or book it via the “Air Options” tab. 

 
All screens in the Pricing and New Reservations function have some common features.  

The first common feature, beginning on the first page is the top navigation bar. 

 

As you move from screen to screen, the page name will 
change from blue to black. The current page is highlighted. 
You will be able to go back to any previously viewed page by 
clicking on the screen name on this navigation bar. You will 
be able to modify information on that screen.  
 

To confirm the modification, click  or as 
appropriate. If you use the top navigation bar to return to your 
last displayed page or to go to another previously viewed 
page, no changes will be stored. 

 

The second common feature, beginning from the Vacation page, is a booking summary display along 
the left side of the screen. As you move from screen to screen, additional details will be displayed. 
Some of the entries are hyperlinks to additional information. These hyperlinks can be identified as the 
words are displayed in blue. When you move your cursor over these links, your cursor will change into 
a hand icon. 
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Voyage Screen 

The Voyage page returns search results based on the information entered on the Vacation page. 
Some of the voyages displayed may not exactly match your search criteria. The system returns the 
closest matches to your request. 
 
This screen provides general information about the search results. For each voyage, the following 
information is provided: 

 
This column displays the name of the ship for the voyage. Click on the  or the 
ship name to display ship information. 

 The Vacation Start column displays the start date of the vacation. 

 The Start Day column displays the day of the week the sailing is scheduled to start. 

 The Sail Days column displays the number of days of the sailing. 

 
Click on the view link or the  symbol in the Itinerary Info column to view the 
sailing itinerary. You can select the voyage from the itinerary pop-up. 

 
The Comments column displays any comments for the specific destination of the 

sailing. Place your cursor over the field to view the complete details. 

 Displays any additional land packages if included in the cruise package. 

 

 
 

Please note that the prices displayed are “lead in” Cruise only prices per meta category – taxes 
are not included yet. Please select one of the voyages to see full detailed pricing on the next 
screen. 
 
If the voyages displayed do not meet your needs, or you want to see something else, click the 
Vacation link at the top of the page. You will be returned to the Vacation page to submit new 
search parameters. This option is available to you throughout the booking process. 
 

To continue, click the Select link to the right of your preferred sailing. 
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Lead in pricing per meta will display for each sailing as part of the Voyage screen. This allows you to 
determine which sailing has the best pricing at a glance: 
 

 
 

Click on a price in one of the meta columns to view pricing for all available categories within the meta. 

Select a Stateroom Category 

This page provides pricing information for available categories. 
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This column displays the category. Click on the category link in the field or the  

symbol to view a picture of the stateroom category. 

 
This column displays whether there is an upgrade available. It will show the category 
that the guest can upgrade to. This feature is currently not used in Continental 
Europe. 

 
The Upgrades Available column displays the number of upgrades that are available 
in that Category. This feature is currently not used in Continental Europe. 

 This column displays the description of the category 

 

The Max. Capacity column displays the maximum number of guests that can be 

accommodated by at least one stateroom in that category. That does not mean 
necessarily that this special cabin is available. You can check this in the next step.  

 
The Crib column indicates if the category can accommodate a Foldable 

Sleeper/Playpen for an Infant. 

 

OK indicates that staterooms are available and a specific stateroom number can be 
assigned. 
GTY indicates that staterooms are available but no specific stateroom number can be 
assigned at time of booking (**see below) 
** Guarantees are not available for back to back sailing, suites or special staterooms 
such as family or spa staterooms ** 

 
The Cabin Available column displays the number of staterooms available in that 
category. If the number is 7+, this means that there are 7 or more staterooms 
available in that category. 

 

This column will display the promotion code associated with the “Current Best Fare” 
pricing for each specific category. Click on the promotion code link to view alternative 
rate codes, and add prepaid service charge. 

 
The Res Total column displays the total cost of the reservation inclusive of any and 

all components (i.e. Land, Transfers, etc.) added to the reservation. 

 
The tab Quote Guest 1-2 shows the price for the first guest in the booking. In order 

to see per person pricing please click on the price. 

 
If you have selected more than two guests, the column Quote Guest 3-8 shows the 
price for the 3

rd 
person in the booking. In order to see per person pricing please click 

on the price. 

 Future functionality, not working yet. 

 

Initial prices currently exclude service charges. Click on the Current Promo to add prepaid service 

charges and view other combinable promo codes. 
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Check the applicable box and click on the  button. 

 

 
 

On this page you can see a comparison „Current Invoice & Promos“ (old invoice) and “Fare 
Calculator” (new invoice). 

 

If OK, please click on Apply Promotions. You can now see the selected promo codes on the left 
side in the dashboard in the column Current Promos. 
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Select a Stateroom 

This screen provides you with a list of available staterooms in the category you have selected. 
Staterooms are listed in rank order, with the best available rooms listed first. A diagram of the ship 
indicating deck location is displayed. This screen is bypassed if the category you have selected has 
only guarantees available. 

 

 
 

The Stateroom screen will allow you to select a stateroom that best fits your guests’ needs. 
Staterooms will be sorted according to the following: 

 

  Category 

  Location 

  Double Occupancy 

  Triple Occupancy 

  Quad Occupancy 

  Connecting Staterooms 

  Disabled Staterooms 

 
The staterooms are listed from most desirable stateroom to least from top to bottom. 

 



Book Norwegian by Norwegian Cruise Line – Complete Manual / Version: 02.01.2014 
NCL (Bahamas) Ltd., Wiesbaden Office, Continental Europe Branch, Kreuzberger Ring 68, D - 65205 Wiesbaden, 

E-mail: agencysupport@ncl.com  

Page 11 of 44 

 
 

 

 
 

If you are looking for a specific stateroom number, you can type it in the Quick Search field and it will 

display if available. 
 
You can filter the search results based on certain stateroom attributes. To access the filter, click on the 
Filter link at the top of the page. To search for specific attributes within multiple categories, hold down 
the shift/arrow keys to select, tick the attributes required and click on Apply Parameters. 

 
To choose a specific cabin attribute click in the box next to the attribute. To search for a cabin that 
matches the attribute(s), click on the Apply Parameters button. 
 

 
 
To select a stateroom, click on the box that corresponds with the requested stateroom and click on 
the Select button. The selected cabin will be highlighted in the interactive deck plan – you could 
also select a cabin via the interactive deck plan. 
 

 
 
It’s possible to select multiple staterooms in case you would like to do more than one booking at once. 
Additional bookings will be displayed on the left side of the screen, to be completed later (“Opened 
Reservations”). 
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Next page will be the Travel Protection screen, which you can simply disregard and click on Continue, 
as we do no longer offer this service directly, but refer you in regards to our partner Europäische 
Reiseversicherung AG (ERV). More information can be found here: http://www.ncl.eu/already-
booked/travel-insurance/. 

Guest Information 

If you are not ready to input Guest information at this stage, click Continue and simply come back to 

this page later. Of course, this has to be done before storing the option. 
To search for a guest in the Latitudes Rewards Database, click on Search in the row of the 
appropriate guest. 

 

 
 
The Search Client screen will appear. 

 

http://www.ncl.eu/already-booked/travel-insurance/
http://www.ncl.eu/already-booked/travel-insurance/
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If you have the guest’s Latitudes Rewards number, enter it in the Latitude # field and click on the 
Search Client button. 

 
If you do not have the guest’s Latitudes Rewards number, you can search using the following criteria. 
 
 Last Name, First Name PLUS 

 Date of Birth OR 
 Phone # 
 

 
 
Once you have entered the search criteria, click on the Search Client button. 
You will see the guest profile now in the Client Search Results section – select the guest and click on 
Add to Reservation button to insert the guest information into your booking request. 
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Creating a New Guest 

If the guest has never sailed with Norwegian before, you will need to create them in the database and 
add them to the reservation. 
 
To add a new guest to the reservation, click on the Create link. The Modify Client screen will 
appear. 

 
 

The following fields on the Client screen are mandatory: 

 Title 

 First/Given Name and Last Name/Surname (must match passport) 

 The Gender will automatically populate when the Title is selected 

 Citizenship 

 Very soon as well: Birthdate 
 

All other fields are optional however; it is recommended that you enter as much information as 
possible. All middle names should be entered especially if they are stated in the passport 

Air Options & Transfers 

Please note that f light packages cannot be purchased online. Please call our reservations team at 
00800 03 10 21 21 for a quote (only available for flights from Germany, Switzerland, Austria, Spain & 
Italy).  

 
If you would like to book transfers for your individual flights, you can do so via this screen. 
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Click on „Add Air‟. The Air Type needs to be „Independent‟. It’s possible to book transfer for several 
persons in the booking, just repeat the process and select the respective person.  

 

 

Flight Times need to be entered in the following format: „03:00PM / 03:00AM‟ otherwise you will get 
an error message. 

In case it is a transatlantic flight and the return flight only arrives the next day in Europe, please 
overwrite the arrival date accordingly. 

 
Complete your transfer booking with Save.  
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The individual air information and transfer details will also be shown on the Reservation Summary page 
now. Please note that the rate for the transfer is not stated separately, but is included in the voyage fare. 
Click here to see our transfer prices. 

 

 

http://www.ncl.eu/already-booked/transfers-and-parking/#!/already-booked/transfers-and-parking/transfers/
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Motorcoach 

 
Via this tab you can book bus transfers from Switzerland to Venice for Norwegian Jade sailings in 
summer 2014.  
 

 

Land Programs 

The Land Programs tab shows any additional land packages (hotels) that take place before and after 
the cruise. Please note that the hotel package can only be booked for all guests in the reservation.  
  

 
 

To view the listing of packages, click on Add Land Program. 
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The Land Programs screen will display any packages offered on the sailing. A detailed description of 
the hotels can be found on our website http://www.ncl.eu/already-booked/hotels/.  
 

 

 
 
1. To add land package to a reservation, click on the Select All check box for the requested package.  
Land packages can only be booked for all guests in the booking! 
2. Once the package has been selected, click on the Apply button. 
 

 
 

Once stored, the package details will appear on the Reservation Summary. 

 If you have booked an individual transfer before, you will get an error message as it is not possible 
to combine the transfer with a hotel package. If you book a hotel via Norwegian, the transfer from 
the hotel to the pier (pre-program) respectively pier to hotel (post-program) is included. The 
transfer from the airport to the hotel (or hotel to the airport) is not included! If you book a travel 
arrangement via Norwegian all necessary transfers are included (only applicable for Germany, 
Austria, Switzerland, Spain & Italy.  

http://www.ncl.eu/already-booked/hotels/


Book Norwegian by Norwegian Cruise Line – Complete Manual / Version: 02.01.2014 
NCL (Bahamas) Ltd., Wiesbaden Office, Continental Europe Branch, Kreuzberger Ring 68, D - 65205 Wiesbaden, 

E-mail: agencysupport@ncl.com  

Page 19 of 44 

 
 

 
 
 
 
 
 

 
 

Special Requests 

1.  To add a special request, click on the Special Request tab. The Special Request Order 
screen will appear. If you select No Grouping in the field Grouping all special request are 
shown otherwise they will be sorted by type. 

2. Select the request type (e.g. cabin attribute), click in the check box of the guest(s) receiving the 
special request and enter the appropriate delivery date if necessary. 

• Cabin Attribute and Dietary requests do not require a delivery date, for Special  Occasion you 
should select a delivery date 

• It is not necessary to fill out the Comments field. 
3. Click on the Continue button (new reservation) or the Apply button (existing reservation) to 

store the special request. 
 
More than one special request can be added at a time to a reservation. 

 

 
 

 

Pricing 

This screen will provide you with a complete pricing statement, both for the total price and on a per 
guest basis. The applicable currency sign will be displayed in front of the prices. 
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The following information is provided on all reservations: 
 
Voyage Fare is the price for the cruise portion of the booking. The first two guests in a stateroom pay 
the „double occupancy‟ rate. Any subsequent guests pay Guest 3-8 rates. Any single supplement will 
be included in the Guest 1 fare if applicable. If you have booked transfers, the transfer price is 
included already in the voyage fare. The transfer is not showing up as a separate line. 
 
Tax & Fees is the amount of non-commissionable taxes and fees that apply for the voyage. If 
applicable pre-paid service charges and/or land programs are displayed separately. 
 
The base invoice at the bottom of the pricing screen, details the commission in addition to the gross 

and net due. Please note that this commission is only applicable for the cruise portion. For any 
booked transfers & hotels the commission is 10%. 
 
These prices are subject to change in the event that you make any alternative selections. 
 
Click Continue to review payment schedule and confirm the booking.
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Payment Schedule 

 
 

Please review the payment schedule. From the Payment Schedule screen you can: 
 

  Review the reservation’s payment amounts and due dates (option date) 

  View the number of days prior to sailing 

  Enter a credit card payment 

  Apply a Cruise Rewards Coupon (as payment) 

  NEW: Extend the option (within the given possibilities) 

 NEW: Confirm options 

 Make the reservation in option status without payment * 

  
*All reservations are options, which have to be confirmed within the option due time as otherwise 
they will be automatically cancelled. 
 
The Credit Card tab contains the following fields: 
1. Payment Source – The system defaults to Guest. Select Agency from the drop down if paying 

with a company credit card 
2. Payment Amount – Please enter the exact amount of the deposit or final payment amount, to 

3. avoid overpayment and extra work within our accounting department. 
4. Name on Credit Card – The system will default to the name of the first guest of the reservation 

(if Payment Source = Guest). Click on the dropdown to select the name of a different guest on 
the reservation. If Payment Source Agency is selected please type in the name of the credit card 
holder manually. 

5. Credit Card Type – Will automatically populate when the credit card number is entered 
6. Credit Card Number – Please enter number without any spaces 
7. Expiration Date – Please use format MM/YYYY 
8. Cardholder‟s Billing Address 
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Once all the required information has been filled out, click on the Pay button. 
 
If you want to check if we received the money please go to the reservation summary page. In the 
field Funds Available you can see the amount you have paid. Furthermore you will now see a 
Transaction section at the bottom of the reservation summary screen showing the credit card payment 
(credit card number is not displayed completely). 
 

If you do not wish to pay the balance due at this stage, click  to complete the 
option. 
 
By clicking the “Pay” button you are accepting Norwegian Cruise Line booking conditions which will 
apply immediately. 
 
The payment due date for the first deposit indicates you at the same time the option period; you 
have time up to this date to reconfirm the option. If you don’t reconfirm the option it will be auto-
cancelled on the indicated date at latest 17:00 h or at whatever time is indicated by the system and 
you lose the blocked space. Please note that the system indicates EST (Eastern Standard Time). It’s 
not enough to make a bank transfer to pay the deposit because the bank transfer can reach our 
account too late. If you want to pay via bank transfer, please additionally reconfirm the option via the 
Check/Wire Payment tab. 
If no deposit is mentioned, you have to confirm the option immediately. 
 
Also, take note of the second tab, named “Coupons”. 

When your customers are on board our ships, they can already make a down payment of US $ 250 
towards their next trip with Norwegian Cruise Line. As a thank you, customers are credited with an 
on-board credit to be spent during their current cruise. This is called Cruise Rewards. 

Via the Coupons tab you can redeem a Cruise Reward, which will offset the down payment made on 
board against the new booking. One Cruise Reward can be redeemed per booking. Your commission 
is not affected by this. 
 
If a Cruise Reward or other coupon is stored in your client’s profile, you will immediately see it on the 
payment schedule screen on the “Coupons” tab. 
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In the payment amount field, enter the coupon amount, and then click on Coupon ID.  

 

 

The third tab “Extend Option” allows you to extend an option within the given possibilities. 

 

 On this screen just simply click on the Extend button and the option will be extended as 
appropriate.  

 To see the new option expiry date it is best to request another option confirmation via the Send 
Confirmation link (on Reservation Summary page).  

 Please note that if you have a reservation for an Owner’s Suite or any higher category or if the 
departure is within the next few days an option extension is not possible.
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Via the fourth tab “Check/Wire Payment” you are able to confirm an option: 
 

 
 
Just enter „123“ into the Check # field and click on Send button. Do not enter any comments as they will 
not be transferred.  

 

 
 
 
The booking status changes then to BOOKED and the reservation is confirmed. Changes or cancellation 
of the reservation will generate charges according to our Terms & Conditions.  
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Reservation Summary 

The Summary screen will give an overview of all the components of the reservation. 
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Requesting a Reservation Confirmation 

Within 24 hours after placing the option we will send you a confirmation as PDF summarizing all facts 
of your option – your option confirmation. If you don’t want to wait, you can also send yourself this 
confirmation. 
 
To send a confirmation, click on Send Confirmation link in the reservations Dashboard (upper left 
corner of the screen). The Send Confirmation screen will appear. 
 
 
There are two options for sending confirmations: 

  Agency – Requesting an agency copy will send the confirmation to the fax or e-mail address stored 

in the agency profile. 

  Agent – Requesting an agent copy allows you to send the confirmation to the fax or e-mail 
address specified by the travel agent. 

 

 

 
 

The language for the confirmation is preset as in your agency profile. 

 
1. Select CONFIRMATION_CE document 

2. DO NOT edit or add anything to the Subject or Message fields. 

3. Click on the  button. 
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Reservation “Status” 
 

The following is a list of the different reservation status: 

 

OFFER (OF) Option Status – the reservation is booked as an option and it has been stored 
in the system. There is no payment on the reservation. 

BOOKED (BK) Booked Status – the reservation is in booked status, it has been stored in the 
system and cancelation fees will apply if cancelled. 

CANCELLED (CX) Cancelled Status – the reservation is in cancelled status. The reservation has 
been cancelled. 

Cancel Reservation 

To cancel any reservation please select the Cancel Reservation link on the dashboard. 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. 

 

 
 
You can choose a specific cancellation comment, but it’s not necessary to complete the 
cancellation. 

 
Just click on Continue to finalize the cancellation. 
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My Reservations 

 
This screen allows you to retrieve a list of your reservations: 

 
 

There are 2 ways to search for a reservation: 

• By reservation number 

• By client name and sailing 

 
To search by confirmation number, type the reservation number in the box and click the Search 
button. This is the narrowest search. 

 
To search by name and sailing, enter your search criteria in at least 3 of the available fields: 
• Last Name 

• First Name 

• Sail Date Range 

• Ship 

• Booked From/To Date Range 
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Enter additional information to refine the search. 
To review a reservation, click on the reservation number. You will be taken to the Reservation 
Summary screen. From there you may make certain modifications* or cancel the reservation. 
 
*Modifications permitted are add shore excursions, entertainment, dining, spa, transfers, 
hotel packages, purchase amenities, apply payment, extend option, confirm option and add 
special requests. If you change the sail date or category, charges will be applied if the booking 
is already in BOOKED status.  
 
All applicable charges will be applied according to Norwegian Cruise Line booking conditions.  
For all other modifications, please call 00800 03 10 21 21. 

 

Modify an Existing Reservation 

Click on  to update the reservation. 
 
Use the top navigation bar to navigate to the applicable page. Screens that are not available for 
modification will be shaded. 
 

 
 

For example, if you would like to add a special request, click the Special Request link. 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 our Reservations Team for details. 
 
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. 
 
If you are in Edit Mode, any changes you make can be deleted again by selecting „Cancel Edit‟. Only 
if you select the orange „Store‟ button, the changes will become permanent. 
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Onboard Activities 

 
 
Dining, Entertainment and Spa Treatments can be added to a booking as of 45 days and up to 2 
days before departure (Spa Treatments only up to 4 days before departure). On-board activities are 
available for pre-purchase as of 55 days prior to sailing for guests of The Haven and Suites only (this 
exception is not available via Book Norwegian, only via our reservations department). The booking needs 
to be in BOOKED status (already confirmed by you). 
Pre-sell for Dining is available for all our ships. Pre-sell for entertainment is only available for 
Norwegian Epic, Norwegian Breakaway and Norwegian Getaway. Pre-sell for spa treatments is only 
available for Norwegian Epic. Guests must be 18 years or older to use the Spa. Pre-sell on-board 
activities are a part of the reservation and need to be paid prior to the sailing. A credit card 
must be provided at the time of booking. Payments will be made in the relevant currency (EUR). 
Please take note of the cancelation fees. 
 

In order to pre-purchase onboard activities, go to the corresponding Tab and click on  
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Dining 

Select a date and restaurant for which you would like to see 
the available Dining options. You can also select all days of 
the cruise and all available restaurants at once. Then enter the 
table size and click on Display Available Dinings.  

 
 
 

 
The system shows you if there is availability on the 
requested date and by clicking on Reserved for scroll 
down menu you can select the name on which the table 
shall be booked and for which time. Then click the check 
box for the terms & conditions and Save. Now you can see 
on the right side a summary of your selected activities and 
you can proceed with booking of other activities. 
 

 
Entertainment 
Select a date and show to see the available options 
and Display Available Shows, then choose your 
shows by marking the different persons in your 
booking and selecting a time. For shows which are 
included in the cruise fare of course no fees will 
apply (e.g. Blue Man Group, Legends in Concert, 
etc.). If there are costs for the entertainment 
selected you can see this in brackets. Click on Save 
to store your selection. 
 
 

 
Spa 
Select a date and spa treatment, click on Display Available 
Spas and then indicate the guest’s name and requested 
appointment time. Please note that if both guests want the same 
spa treatment it cannot be booked for the same time. They have 
to select appointments one after the other. Please click on Save to 
select the spa treatment. 
 
All selected options can be seen on the right hand side of the 
screen. Here you can cancel the selected activities again as well. As the activities will be part of the 
reservation they will be added to the Invoice total in the Reservations Summary on the left side. We 
don’t pay commission on onboard activities. 
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To complete your pre-purchase, don’t forget to click on on the upper right side of the 
screen. A pop up window with the new invoice total will appear. By clicking on Store Changes you 
accept the new invoice amount and book the activities. Please go now to the Payment Schedule tab 
and insert the credit card details (see point Payment Schedule, page 21) in order to pay the selected 
activities. The final payment of the cruise can be done by bank transfer or credit card according to 
payment due date. If you do not pay the activities immediately by credit card they will be 
cancelled automatically. 
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Shore Excursions 

Shore Excursions can be purchased up to 2 days before departure or by the guest once on board. 
The booking needs to be in BOOKED status (already confirmed by you). If you pre-purchase, you 
need to pay the shore excursion directly with credit card. We don’t pay any commission on shore 
excursions. 
 

 
 

Go to the corresponding Shore Excursions tab and then . Next, click on Add Shore 
Excursion. 
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You can group the results by port of call (destination) or date and also search for a specific excursion. 
Make your choice and click on Apply. You can then select more shore excursions or delete the 
selected shore excursions again. As the shore excursion will be part of the reservation they will be 
added to the Invoice total in the Reservations Summary on the left side. 
 

To complete your pre-sell, don’t forget to click on  on the upper right side of the screen.  
A pop up window with the new invoice total will appear. By clicking on Store Changes you accept the 
new invoice amount and book the shore excursion. Please go now to the Payment Schedule tab 
and insert the credit card details (see point Payment Schedule, page 26) in order to pay the selected 
shore excursions. The final payment of the cruise can be done by bank transfer or credit card 
according to payment due date. If you do not pay the shore excursions immediately by credit 
card they will be cancelled automatically. 

 

Amenities 

To add Amenities please select the Amenities button on the dashboard. The amenities summary 
page will be displayed. 

 

 
 

First, click on New to see the Amenity Order page. 

 
 

Enter the name of the person who shall receive the Amenity in the field Card To. Then, choose the 
title of the card (e.g. Birthday greetings, Welcome aboard etc.) from the dropdown menu in Card 
Message. In the field Compliments of, enter your name or the name of the travel agency you are 
working at and if you like, an individual text which will be printed on the card. Continue with Save, 
followed by Add Items.   
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Use the possibility to group by category or the quick search to find the amenities you are looking for. 
Place your order by entering a number in the yellow field for each guest. Confirm by clicking on Add to 
Order. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
On the Amenity Order summary page, it is important that you indicate now the day of delivery as 
otherwise, all amenities will be delivered Day 1 of the cruise. 
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QTY This column displays the Quantity per day. 

Day 
 

This column displays the Day of Delivery. 

Delivery Time This column displays the Delivery Time. Don’t change this time!!! 
 

Finalize your amenity order with the button Save on the bottom of the page. Now you have to 
proceed with the payment. Please click on Payments, enter the credit card details and pay the 
amenities. If you do not pay the amenities prior to the sailing, they will not be delivered. 

 
As amenities go on a separate invoice the total amount of the reservation will not change. Amenities 
are non-commissionable. Amenities can be added to the booking until 4 days prior departure. 

 

Copy Reservation 

If you would like to do the exact same booking again for another guest, you can go to the dashboard 
bar on the left side of your screen and click on Copy Reservation. This functionality will copy 
everything from the booking you are currently working in into a new booking, except special 
requests, shore excursions, dining/entertainment/spa and amenities. 
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Now you only need to change the names of the guests and your booking is finished. If you don’t agree 
with the automatically selected stateroom, you can still change it. Please insert the names and complete 
the booking. 

 

Travel With  

If you have two bookings that are travelling together you can link them with the functionality Travel 
with on the Reservation Summary via the Dashboard. 
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Click on Create TW: 

 
 

Enter the number of the Reservation with which you want to link the booking with and click on the 
Search button. 

 

Now select a Travel With Type – Cabin always should be selected, any other component only if the 
same is booked for both reservations – and select the reservation: 

 
 
Click on Create TW button to complete the link. 
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Please note that you can only create those links for bookings that have been created by your agency. 

 

Alt Res ID 

If your company works with an internal reservations system and you thus would like to add your 
individual reservation ID to a booking done with Norwegian Cruise Line, you can do this by clicking on 
the Alt Res ID button which is located in the dashboard bar on the left side of your screen. Just enter 
your alternative reservation ID in the new window which opens. Note that this functionality is only 
available if you are in Edit Modus. 
 

Online Check-In 

Don’t forget to do the Online Check-In for your guests. The ABE offers you a direct link to 
Norwegian’s Online Check-In page by clicking on the Online Check In button, located on the 
dashboard. The Online Check-In is due until 4 days prior to departure. 
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Groups 

 
Book Norwegian for Groups allows you to 

 Create bookings within your allotment and enter names. 

 Change names before the release date. 

 Choose stateroom numbers directly and access detailed information about the staterooms. 

 Enter special requests such as cribs or pushing the beds together. 

 Book shore excursions and/or onboard activities. 
 
So you can confirm a reservation to your clients right away. After completing the booking, you will 
receive your reservation ID, which you may retrieve anytime. 
 
Please take note of the following points before you get started: 

 
 Requests in addition to your allotment: In Book Norwegian you will see all available categories, 

as well those that you are not holding in your allotment. Please only book the categories within 
your allocation, as we only ensure the agreed rates for those categories. If you have a 
request for a category you are not holding in the allotment, please contact our groups 
department. 

 After the release date: After the release date of the group no additional bookings and changes 

are permitted via Book Norwegian. Please contact the groups department in such cases via e-mail. 

 Special Needs: Please continue to forward any special needs from your clients, such as 
special diets, allergies, disabilities etc., directly to the groups department.  

 Stateroom numbers: If you have booked a Wheelchair Accessible Stateroom and do not 
require a wheelchair, we reserve the right to relocate you to another regular equivalent stateroom 
in order to accommodate a guest with a wheelchair. 

 
To book delegates within a group and manage your existing groups, please go to Groups on the 
upper side of the screen. 

 

 
 

 

You will be guided to the group search screen, where you will be able to retrieve your groups by 
entering the name, group number or ship and sail dates. Please hit the Search button to locate your 
group. Please contact our groups department for detailed instructions on how to manage groups 
within Book Norwegian. 
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Change Password 

You can change your password in the scroll down menu on the upper right corner 
 

 
 

 

Administer My Agency  

If you are set up as the supervisor/administrator of your agency, you can refresh the individual 
password of your agent colleagues by entering in your Agency profile My Agency. 

 

 
 
Click on View Agents and select an agent. 
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If you click on View Agents you can see all the agents that are already set up for your agency – if you 
need to update anything in their profile, just click on Edit: 

 
 

To create a new agent profile click on Create a new agent button and insert First Name, Last Name, 
E-Mail address and click on Save Agent Profile. Then insert a Web Login Name for that agent and 
click on Reset Password so that the new agent will receive his/her access data for Book Norwegian 
by e-mail. 

 
The security level differentiates between Agent and Supervisor. While the Agent can only see and 
update his own profile, the Supervisor can see and update the profiles of all agents working in the 
agency. 
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Contact Information 

 
If you need additional assistance, please contact us as follows: 

 
For Maintenance Issues regarding your agency profile/ID and passwords queries, please contact 
Agency Support: 
E-mail: agencysupport@ncl.com  
Telephone: 00800 03 10 21 21, Option 2 (toll-free from landline network, rates differ for calls from 
mobile network) 
For calls from France: +49 1805 62 5527 (€ 0,14/min. from landline network, rates differ for calls from 
mobile network) 

 
For Booking queries and amendments, please contact Reservations (FIT) or (Groups): 
Telephone: 00800 03 10 21 21, Option 1 (toll-free from landline network, rates differ for calls from 
mobile network) 
E-Mail: reservations@ncl.com or groups-europe@ncl.com   
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