CrewFollow User Manudl
Version 8.20 November 2018

merlot.aero

smart airline solutions | future ready technology




merlot.aero

This page intentionally left blank

2018 | COMMERCIAL IN CONFIDENCE | Page: 2 of 142



merlot.aero

Modified By

Date

Version

Changes

Darryl Horton

24 October 2013

1.0

First Draft

Darryl Horton

30 October 2013

1.1

Added Table of Contents

Emgee Taute

05 November 2013

1.2

Review

Cherie Elpel

03 February 2014

13

New Screenshots and Edit

Bea Tabufar

29 August 2016

6.6.11

Updates from previous releases

Bea Tabufar

21 October 2016

6.7.2

Find Reserves, Direct Open, Monitoring
Panel, Allocation Filter

Bea Tabufar

03 November 2016

6.7.2 E1

Gantt Visualization

Cy De Guzman

23 February 2017

6.8.1

Updated Framework Applications - Ul Activity
Log

Cy De Guzman

7 March 2017

6.8.2

Updated Framework Applications - Memory
Monitoring Tool

Cy De Guzman

27 April 2017

7.0.0

Improved Visualisation of Line Types, Gantt
Visualization Menu for Tool tips and Totals
Columns — Updated the following sections -
Allocation Panel, Allocation Gantt Advanced
Filters, Gantt Options, Name Block, Find
Reserves, Direct Open, Employee Roster
Report

After Duty Rest Indicator

Cy De Guzman

16 Aug 2017

7.1.0

Activity Panel —updated screenshot, Flights
tab — updated screenshot, added Onward
Flight column

Standard Pairings — updated table with OPD.
Employee Roster Report — Updated
screenshot and included Active Employee
Profile display.

Show Totals Column — added a section for
Automation of ADD (OPD) Day Minimum
Monthly Guarantee Process

Cy De Guzman

04 December 2017

7.2.1

Equipment Currency Report for Dual-Rated
Crew - updated CrewFollow Reports>
Equipment Currency Report screenshot

Pay Credits on the Day of Operations —
updated Pairing Panel title to Pairing Details
Panel, Modified Pairing Details Panel subtopic
tittes, Added Cancel Pairings topic, texts and
screenshots, updated Pairings screenshot
updated Action Buttons

Remove Employee-Related Options from
Allocation Gantt Right Click Menu - updated
Right Click Options — Allocation Gantt >
Open Crew Allocation History and Employee
Qualification Summary

GOLD Day Assignments in Crew Allocation
History - updated Right Click Options - Pairing
> Crew Allocation History and Pairing
Allocation History screenshots, included gold
day allocations

Cy De Guzman

31 January 2018

7.3.0

Additional Split Pairing Functionalities —
added Split Pairing section in Pairing Details
Panel, added scenarios
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updated Pairing Details Panel > Pairing Panel
and Grid > Complement screenshot

added Equipment Group in Complement
columns

updated Assigned Crew table > Split

updated Complement list > Split

Visual Indicator for Non-Acclimatized Crew -
added Toggle Non-Acclimatised Period topic
in Gantt Options

moved Toggle Required Rest Indicator topic to
Gantt Options

added Non-acclimatize periods in Gantt
Display table with screenshot

Find Employees Based on Port - changed
Advanced to Advanced Filters in Tools Menu
> Direct Open

rearranged Advanced Filters table fields and
descriptions

added Include out of base Employees in Direct

Open table
updated Direct Open > Advanced Filters
screenshot
updated Right Click Options > Find Reserves
screenshot

Cy De Guzman 08 Mar 2018 7.3.1 Updated activity panel - main screenshot

Updated filtering screenshot
Added Retain layout on refresh in Criteria for

Filter table
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Cy De Guzman 08 Mar 2018 7.31 Added Voyage Report for Thai Smile —
Journey Log section
Cy De Guzman 11 July 2018 8.1.0 Include Out of Base Employees Filter for Crew
Applications - updated the ff:
allocation panel screenshot -

UMAllocationPanel

Crew Selection - UMCrewselection

crew selection table - added include out of
base employees

Applying afilter screenshot - UMapplyindfilters
added 3.(Optional) To include out of base
employees in the filter, enter a pairing type in
the PairingType field. This will enable the
Include out of base Employees option. in how
a filter can be applied to the Allocation Gantt.
removed The list of YUL CPT that are active
between 01-31 January 2016, inclusively, are
displayed in the filtered crew list. in how a filter
can be applied to the Allocation Gantt.
Applying a filter screenshot for #5 -
UMapplyindfilters5

removed All 45 rosters will be displayed in the
Allocation Gantt. Details on the Allocation
Gantt will be discussed in a later section.
Advanced Filters screenshot
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replaced Direct Open allocation gantt filters to
allocation panel filters

moved allocation filter to allocation gantt
section

renamed allocation filter to allocation gantt
filter

Ability to Control Data for Manual Swap Quota
- Added IncludelnManualSwapCount in
Manual Swap Quota table

Bea Tabufiar 11 July 2018 8.1.0 Updated colour definitions for Activity Panel >
Flights tab
Updated Gen Dec CBP report image

Bea Tabufiar October 2018 8.20 Updated Equipment Currency Report
screenshot

Duty Change Options configuration
Callout Standby Options

DISCLAIMER:

This user guide is for training purposes only. The information contained in this user guide is current at the time of
publication. It can be used to reference and may be subject to change.
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What are merlot’s applications?

The merlot.aero suite is a complete organizational management solution offering all aspects of airline resource planning
and control to ensure the safety, efficiency and quality of your crew and operational environment.

merlot.aero is a comprehensive suite of applications covering all aspects of your airline needs. It has been developed
with the entire business process in mind, including the customer process from the moment ticket sales are planned until
the point the passenger reaches their destination.

For your convenience, merlot applications are divided into two main categories:
e Aircraft Applications
e Crew Applications

There are a number of applications under these two main categories.

Aircraft applications include:
e AircraftSchedule
e AircraftFollow
e AircraftPortal
e AircraftMobile

Crew applications include:
e CrewPlan
e  CrewBuild
e CrewRoster
e CrewPortal
e  CrewMonitor
e CrewFollow
e  CrewPayroll
e CrewMobile
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Framework Applications

The merlot.aero suite of applications eliminates the use of text commands by employing a Graphical User Interface (GUI).
You are presented with the following options available in all applications across the merlot.aero suite.

Sl ) () 52| 8= L7 | (roomconwre (2 | Q9merlot.aero

These are Framework Applications that will follow you throughout the merlot suite.

[hd

==
This icon is the Job Engine -® . If red, this means the job engine has stopped. If green, the job engine is running.

]

This icon is the signal strength of your connection to the Internet.

Memory utilization is displayed in three different levels:

The Memory Monitoring tool displays memory utilization for merlot applications in real time.

Icon Level Range

ML K D 3%

T Low (Green) OMB-700MB

rE MR T

Moderate 701MB - 1000MB
(Yellow)

High (Red) 1001MB and above

Hovering the mouse over the tool icon displays the following information:

1. Icon label - Memory Monitor
2. Memory consumption in MB with KB conversion e.g. 64 MB (65660 KB)
3. Level of memory consumption e.g. Low

=gaulﬂﬂ[| %f@ [ Login centre [+ | Ymerlot.aero

Memory Monitor
Consumption : 64 MB (65660 KB)
Level: Low
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This icon is Ad Hoc Reports Ad hoc reports are available in all the applications and modules across the merlot.aero
suite while specific application reports are available in the Reports drop-down menu.

Ad Hoc Reports

Report | SD-Pairing Work Types v | Current Month v  From 01/02/2014 To 28/02/2014

SD-Pairing Property Types

SD-Pairing Event Types J
SD-Pairing Events

SD-Pairing DutyChangeTypes

SD-Pairing DutyChangeReason

SD-Pairing DutyChangeNotifyType

SD-PortAccommodation

010-ScheduleDump (FlightFollow)

This icon is the Shift Log . You can add notes to the Shift Log for any system user to view.

shift Log

Date User Edit  Note

This icon is to Add Task . Set a daily or one-time reminder for everyday activities (i.e.: Accommodation Check).

|
=

This is the send documents icon. Send a document to a crew member or to a fellow merlot.aero user.

New Document

From: Cherie Elpel

Title:

Type: Notice v Importance: Important

Descrip:

Attach:

Options:
—

B Acknowledgement Required by: ' ! g

Issue Date: 06/02/2014 3. 18.22J88 Expiry Date: 06/02/2014 18.22[8

=B =
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This is the mail I

icon. Send messages to crew or co-workers via SMS, email or directly within the merlot.aero
suite.

Message Type Send Options
¥ Application M Mark As Urgent

% Email M Acknowledge Required after @ send Now
% SMS

09/04/2014 gegl 0.0D. @ Send At 09/04/2014 Ei o.oo.

@ Pool Message

This icon allows you to navigate through the entire merlot.aero suite.
{ Login Centre {# |

When the application setting UseUIDebug is set to True, the New Activity Log menu will be visible under the Login Centre

and available for use. All incoming Merlot Ul Error Logs will not be displayed in the existing error log in the application nor
trigger the alert unless the error is related to Insert/ Add/ Delete rows.

Login Centre ﬁ

Logged in as
MerlotAdminist
rator

]

Department

Administrators

= .

Switch
Application

Help

(M)
Home

Ackivi

=€
I
o
I}

B

Contact Support

-
o
[}
]
=

6.8.1.51722
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Example of a collapsed Activity Log form:

Activity Log

E Show Previous Logs

Log Application CreatedDate
[Arg_KeyMNotFound]

B Arguments: Crew. Follow 3/31/2017 3:20:52 PM

Debugging resource strings are unavailable

[Arg_KeyMNotFound]
Arguments: 3/25/2017 8:48:49 AM

Debugging resource strings are unavailable

[Arg_ArgumentException]
Arguments: 3/29/2017 8:46:50 AM

Debugging resource strings are unavailable

[Arg_ArgumentException]

Arguments: 3/8/2017 9:13:20 AM
Debugging resource strings are unavailable

[ScriptObject_InvokeFailed]

Arguments: 3/8/2017 9:13:20 AM

Debugging resource strings are unavailable
4009 An error has occurred 3/8/2017 9:10:45 AM

When a user expands the log value, the complete details of the selected Ul error log will be displayed.

Example of an expanded Activity Log form:

Activity Log

(%) Show Previous Logs
Log Application CreatedDate

[Arg_KeyMNotFound]
= Arguments: Crew. Follow 3/31/2017 3:20:52 PM

Debugging resource strings are unavailable
[Arg_KeyNotFound]
Arguments:
Debugging resource strings are unavailable. Often the key and arguments provide sufficent i
System. Collections. Generic.KeyNotFoundException, mscorlib, Version=>5.0.5.0, Culture=neuty

at System.Collections.Generic.Dictionary ™ 2.get_Item(TKey key)
at Forte.UI.Modules. Common.Helpers. RadDockingHelper.LoadRadDockingLayout{RadDockin 3/31/2017 3:20:52 PM
at Merlot.Aero.UL Modules. CrewFollow. Views. CrewFollowMainView. LoadLayout {Boolean load

[Arg_KeyNotFound]
Arguments: 3/29/2017 8:48:49 AM

Debugging resource strings are unavailable

[Arg_ArgumentException]
Arguments: 3/29/2017 8:46:50 AM

Debugging resource strings are unavailable

[Arg_ArgumentException]
Arguments: 3/8/2017 9:13:20 AM

Debugging resource strings are unavailable

[ScniptObject_InvokeFailed]
Arguments: 3/8/2017 9:13:20 AM

Debugging resource strings are unavailable
4009 An error has occurred 3/8/2017 9:10:45 AM
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Logging into CrewFollow

With your merlot.aero credentials simply log in and select CrewFollow.

P
RA

AIRCRAFT.FOLLOW CREW.FOLL\ ‘ AIRCRAFT.SCHEDULE CREW.BUILD CONFIGURE

T

CREW.MONITOR CREW.ROSTER CREW.PLAN CREW.PAYROLL
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What is CrewFollow?

CrewFollow is an airline management system tool that monitors and manages all crew movements during your day-to-day
operation. It provides airlines with up to date information, allowing the airline to act in response to crew disruptions resulting
from amongst other events, sickness, no shows and other crew- or aircraft-related disruptions.

CrewFollow Prerequisites

Prior to undertaking tasks in CrewFollow, it is first necessary to publish rosters in CrewRoster. Please refer to the
CrewRoster User Manual for more detail on this process.

Tasks in AircraftSchedule take place before action in CrewRoster. The user imports a Standard Schedules Information
Manual (SSIM) or creates a new schedule. Once all the flights are in the schedule, the schedule is marked active. Please
refer to the AircraftSchedule User Manual for more information.

In CrewPlan, training and qualification events are pre-assigned for crew members. Please refer to the CrewPlan User
Manual for more detail on this process.

CrewBuild enables the user to build pairings which are then assigned to crew in CrewRoster. It should be noted that users
can also build pairings within CrewRoster.

For customers that have ad hoc operations, flight schedules may be directly created in AircraftFollow instead of
AircraftSchedule. Pairings can also be created and assigned directly in CrewFollow.
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Graphical User Interface (GUI)

The merlot.aero suite of applications eliminates the use of text commands by employing a Graphical User Interface (GUI).
Let’s explore the CrewFollow GUI:

» CrewFollow File Edit View Tools Help About Reports ;g Ill["] ‘ % @ ‘ ‘ c”‘merlotael‘()

p— s Pairing Panel

= Pairing Details ~ 2 I¥4 acsigned Crew|
Fi <<Add New>> ~ ] Sase: &l Append Search by: First Name [Peing Detalls - 4| v

=———— |
G .

Pairing Details for  on - Standat

Drag 2 column he)

Allocation Gantt - (S) PUCKS IN LOCAL TIME MR |Daha Type B
@l (@] [«d][p>| Teday |1 Day|3 Days|1 week|2 Month () [ii B Gantt Period
Crew

Empld & Clear Pairing on Save?

% Refresh Activity Panel on Save?

Rule Limit Summaries
Rule Limit Summaries

Asatdate: 16/10/2016 z-s Summary results for:

Period Limits | Duty Limits
Drag 2 column header and drop it here to gi v ‘
Monitoring Panel | Name

[~] Activity Panel

Fiters + @ | Pairin Slandard‘Fligh‘Even cﬂumIanm

Employee Object Error Type Description

Date Base d srator  Dep
New Fill

Allocation Panel: Crew member assignments are displayed and modified here

Pairing Panel: View and modify the details of the pairings

Rule Limit Summaries: Displays the cumulative flight and duty hours until a certain date
Activity Panel: List of pairings, flights and activities that can be allocated to the crew
Monitoring Panel: Identify and monitor changes that could result in legal violations or problems

apr bR

The next sections provide users with an overview of merlot.aero application panel functionality to carryout CrewFollow
tasks.
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Allocation Panel

To assign work to employees, there needs to be some way to view the employees and their availability over time. The
Allocation Panel provides this view, which then allows the allocation of pairings from the Activity Panel to employees that
are displayed, allows for re-assignment of work between employees, or removal or de-allocation of pairings from an
employee’s roster.

Filters ~

Filters:  <<Add New>> : % Append Search by: First Name

New Filter: 3
From: 20/06/2018  g:z : © Open New View
To: 0407/2018 gz ® Add to View
B Save Dates

SlCasit W inclu Filtered Crew - 0 Selected Crew - 0

° Advanced Filters

Allocation Gantt . - (S) PUCKS IN LOCAL TIME - 2

@||@| «||b>| Today |1 Day|3 Days|1 Week| 2 Weeks |1 Month I'i‘ il | B Gantt Period
5 June 2018
— Seniority Hame: 27-3un (5) Wed 28-1un (5) Thu 25-Jun (5) Fri
Empld _ -

The Allocation Panel is divided into two parts: The Filters and the Allocation Gantt. The filter allows users to select the
crew rosters they would like to load into the Allocation Gantt. The Allocation Gantt displays the selected crew’s roster and
allows users to modify each as needed. Each part will be discussed in the next sections.

Filter

At the top of the Allocation Panel is the filter. The purpose of the filter is to define the set of employees that will be displayed
within the Allocation Panel. This filter does not affect the other panels.

When CrewFollow is opened, the basic filter is displayed and the advanced filters are collapsed.
The Filter for the Allocation Panel can be divided into three sections:

Filter dates

Crew selection

Advanced filters
Allocation filter

PwdhPR
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Filter Dates

Filters: <=<Add New>> ~

MNew Filter:

From: 17/10/2016

To: 31/10/2016

B Save Dates

B Default

To allow users to specify and save filters, a Filters field and associated Save, Delete and Reset icon buttons as well as a
Save Dates checkbox are provided above the drop-down calendars.

The Filters field is a combination of a drop-down lists that displays the previously saved filters, as defined by the user,
along with template filters that apply to all users. There is also the ability to enter a new filter name in the New Filter field
and to click the plus (+) icon to add the new filter.

The date range of the rosters to be viewed must be selected through the drop-down calendars provided.
e From - A date field. The start value of the date range
e To - A date field. The end value of the date range

e Save Dates - The selected date range will be the default date for the saved filter

Note: The date controls throughout the merlot suite have built-in short-cuts. These shortcuts allow users to instantly select
different date targets, such as the current day (T), or the start of a month (M), a quarter (Q) or a year (Y).

The Save Dates check box allows the user to control whether a filter they define is set to a specific date range or if the
selected filter inherits the current date range.

Part of the process when loading the Allocation Panel is to apply a default filter. This is to facilitate rapid filtering of displayed
data to the data that the user refers to most frequently. To allow the user to set a default filter, the filter section contains a

Default check box. When this button is clicked, the currently selected filter is saved as the default filter for the application.

When the Allocation Panel is loaded, it determines the current user and the application context and defaults to the relevant
filter.
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Crew Selection

Base: % Append Search by: First Name

Equip:

© Open New View

Operator: y
@ Add to View
Department:

PainngType:
I 0 e Clear Gantt Filtered Crew - 0 Selected Crew - 0

The second part of the filter is for crew selection. This has drop-down filter criteria on the left side and crew lists on the
right side.

Each filter criterion is described below. This allows users to select a group of crew to display in the Allocation Gantt. Multiple
selections can be made for each of the criterion below.

Field Description

Base A drop-down field that displays the active crew bases

Rank A drop-down field that displays active ranks and / or rank groups

Equip A drop-down field that displays the active aircraft or equipment types or groups that crew
operate

Operator The Operator drop-down menu filters the grid to show information based on selected airline
operators

Department A drop-down field that displays active departments. It is an area within an airline or company

that is tasked with providing particular services of a similar type. For example, Flight
Operations (i.e. the manning and operating of aircraft), Maintenance (ensure the aircraft are
able to operate safely), Ramp (the parking and coordination of aircraft resupply between
flights).

Pairing Type A drop-down field that displays the kinds of pairings to be displayed. This looks at the pairing

or duty on the day/s being searched. For example, if you select RES for 01 June, all RES
duties on the 01 June will be displayed even if the pairing starts on 31 May.

Include outofbase  This filter option is enabled only when a pairing type is indicated in the PairingType field. When
Employees enabled, includes out of base employees assigned with a specific pairing type(s) on a wider
date range.

The middle section has some buttons that control the way crew rosters are displayed in the Allocation Gantt.

Field Description

Append When this is selected, different crew selections can be added to the selected crew list (box at
the right) even if the criteria changes. If this is not selected, the names in the selected crew
list will be removed whenever any of the criteria is changed. This is selected by default.

Filter This button takes the criteria on the right side and displays the crew names in the filtered crew
list (box at the left).
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Only one of these two options can be selected at one time. The selected option will be used
when the View button is clicked.

Open New View will remove any open rosters in the Allocation Gantt and display the rosters
of the crew listed in the selected crew list. This is selected by default.

Add to View will retain the open rosters and add the rosters of the crew listed in the selected
crew list.

This button takes the names on the selected crew list and displays their rosters in the
Allocation Gantt.

This button removes all open rosters displayed in the Allocation Gantt.

The section to the right has the list of filtered and selected crew.

Field

Filtered Crew List

Description

A list of crew names based on the filter criteria. The list will appear
only after Filter is clicked.

Search by: Employee Code

Filtered Crew - 0

Buttons

Selected Crew List

Selected Crew - 0

The number at the bottom shows how many crew are in the filtered
list.

The header of the box shows how the crew list is sorted. By default,
the list is sorted by employee code. To change the sorting, right click
on the header and select your preferred sort option.

Last Name
First Name
Employee Code

Known As
ke

The four buttons transfer the names from the filtered crew list to the
selected crew list and vice versa. To do this, click on one name from
either list and click the corresponding button.

The single-arrow buttons move names to the left or right one by one.
The double-arrow buttons move all names to the left or right.

A list of selected crew taken from the filtered crew list. The box will
have a list only if employee names are moved from the filtered crew
list.

The number at the bottom shows how many crew are in the selected
crew list.
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Applying a Filter
Below is an example of how a filter can be applied to the Allocation Gantt.

Filters

Search by: First Name

Filt <<Add New>> ~ L] 2 % Append

From: 20/06/2018 - ; © Open New View

To: 04/07/2018  gaz ® Add to View

& Save Dates o

i Defait Indlude o £ Elear Gantt Filtered Crew - 0 Selected Crew - 0

° Advanced Filters

1. Select a date range or apply a saved filter.

2. Select the filter criteria that allows you to focus on the set of crew that you need to work on. For example, you can
select to work on one base first and then select captains.

3. (Optional) To include out of base employees in the filter, enter a pairing type in the PairingType field. This will

enable the Include out of base Employees option.
4. Click Filter.
Click on the double right arrow to bring all the names to the selected crew list.

o

Filters: <<Add New>> ~ 3 % Append Search by: First Name

20/06/2018 iz e © Open New View
04/07/2018 gz ‘ ® Add to View

B Save Dates

8 Default Includ leaniani Filtered Crew - © Selected Crew - 0

© rdvanced Filters

6. Click View.

Allocation Gantt - (S) PUCKS IN LOCAL TIME v 1
@||Q| |«||p>| Today |1 Day|3 Days|1 Week|2 Weeks | 1 Month j W Gantt Period

Cre November 201
o Seniority 1020304 05|06 07 08|09 10 11 12 13 14 15 16 17 |18 19 20 |21 22 |23 |24 25|26 27 28 | 29| 30 O1
Empld

132 a

YUL CPT 725 E75 @YYZ

24 .
YUL CPT 207 DH8 @YUL

YUL CPT 478 E75 @YUL

YUL CPT 202 E75 @YYZ

YUL CPT 742 E75 @YYZ

Note: If all fields are blank and Filter is selected, all active crew members for the selected date range will be displayed in
the filtered crew list.

Rosters are loaded in the Allocation Gantt only if there is at least one crew in the selected crew list and when View is
clicked.

There is an option to use exclude a criterion. For example, to load all activities except for FPG pairing type, select FPG
and then Ctrl+ Click FPG. This will turn the selection red and the results will not include FPG.
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PairingType : FPG*

Advanced Filters

Filters

Filters: <<Add New>> ~ = 3 % Append Search by: First Name

. 20/06/2018 _:_ ! © Open New View
o 04/07/2018 Fr @ Add to View

B Save Dates

sl nclu ase Employees Filtered Crew - Selected Crew - 0

Course:
Q Instance @ Ignore Planned
® Expiry Start Date:

Advanced filters allow users to search for crew with more specific characteristics. This section is collapsed by default.

The fields are described below:

Field Description

Group Provides a list of employee profiles or groups. Selecting any group filters our crew members
who belong to the group within the selected filter date range. Multiple groups can be selected.

For example, crew members who have recently come on board can be grouped as Green or
IOE. When either group is selected for the filter, crew with the Green or IOE profile for the filter
date range will be listed in the filtered crew list.

Certification Provides a list of certifications that crew can achieve. Certifications are qualifications taken on
crew’s own time. Examples of which are language speaking skills and medical. Certifications
may or may not need to be renewed. Multiple certifications can be selected for the filter criteria.

Attribute Provides a list of attributes or pre-defined characteristics of crew that can be used to require
or restrict the number of crew in a flight or route. Multiple attributes can be selected for the
filter criteria.

For example, a crew member can have a Mandarin-speaking attribute. In a flight going to any
city in China, at least one Mandarin-speaking crew is required. The attribute of the crew is
used to determine if that requirement has been met.

Line Type A drop-down list of active line types.

Course Provides a list of active courses. Multiple courses can be selected for the filter criteria. This
option needs to be used with either option below:

e Instance — Crew who are taking the course within the filter date range will be
displayed in the filtered crew list. If Ignore Planned is selected, the course pairings
with Planned property will not be considered in the filter.

e Expiry — Crew who will expire for the selected course/s within the Start Date and End
Date will be displayed in the filtered crew list

The same steps in Applying a Filter can be followed when using the advanced filter criteria.
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Allocation Gantt

The Allocation Gantt allows a user to have a visual representation of a crew member’s roster. From this view, the users
can identify how many days each crew is working and when they have a day off. Rest in between duties is also displayed.
Each section is discussed below.

Zoom and Navigation Options

@S| |<d||p>| Today |1 Day|3 Days|1 Week| 2 Weeks | 1 Month

The Allocation Gantt can be resized to appear wider or narrower. The section at the top left has buttons that allow users
to zoom in/out and navigate through the dates of the roster.

Field Description
Zoom in and zoom out. Zooming in expands the Gantt and zooming out
makes it narrower.

Scroll left and scroll right. Moves the Gantt left to an earlier date and time
: and right to a later date and time.

Today | 1 Day| 3 Days | 1 Week| 2 Weeks | 1 Month Preset views. Click on any of the options to adjust the Gantt.
e Today — moves the view to the current date

1 Day — adjusts the Gantt to a one-day view

3 Days — adjusts the Gantt to a three-day view

2 Weeks — adjusts the Gantt to a two-week view

1 Month — adjusts the Gantt to a month-long view

Allocation Gantt Filter

When rosters are loaded in the Allocation Gantt, the content can be filtered even further. This can be done by clicking on
the filter icon beside the zoom settings.

Allocation Gantt - (S) PUCKS IN LOCAL TIME

@ Q| 44| b>| Today |1 Day|3 Days|1 Week| 2 Weeks |1 Month Ii'

Click on the filter button to bring up the Filter View form. Alternatively, users can also use the Shift + L hotkey or double
click the date on the Gantt timeline.

Using the button will set the default date range to the first day of the Allocation Gantt filter date range. The same thing is

applied when using Shift + L, but if a pairing is selected upon using the hot key, the date range will be based on the selected
pairing. The double-click option will take the date from the Gantt timeline.
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Filter View

From: 07/01/2016 =iz oo:00f
07/01/2016  =-= 23:595

Search By: Painng
¥i| Select All M None

.!' DHRQ-TRNGAA
% DHRQ-TRNGAB
% H70001P
% H70003P
M| H70004P
S| H70005P
% H700068P
% H70007P
% H70008P

Close

contains the following fields:

Field Description
From/To Date and time range of the filter. This defaults to the first day of the Allocation Gantt filter date
range and follows the application's time mode.
Search Accepts a set of characters that are part of a pair label or pair type. This is not case-sensitive.
Search By Options include:
1. Pairing - Default option. Filters the results based on pair labels.
2. Pair Type - Filters the results based on pair type
3. Flight - Filters the results based on flight number
Results Box Displays the results of the filter. Each result has a tick box that determines that the result is
selected.
Select All / None Select All ticks all the results and displays all of them in the Allocation Gantt. None will display

Filter

rosters that do not have a pairing assigned on the selected day/s.

/ Clear Filter  The Filter button will apply the filter to the Allocation Gantt. The Clear Filter button will reset
the filter to the default values without applying the previous filter criteria.

Close This will close the form.

If a user needs to isolate reserves for a certain date, the following steps must be followed:

Pwnhpe

Open the filter.

Ensure the date range is correct.

Select Pairing Type in the Search By option. The list of available pair types on the selected date/s will be displayed.
Select RES.
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5. Click Filter.
6. Click Close.

Filter View

From: 07/01/2016
To: 07/01/2016

Search :
Search By: Painng Type

%i| Select All M| None

%i| Reserve

M Flight
M Day off

|E| Training

Close

Rosters with RES pairings on the selected date/s are displayed. The filter icon turns blue if a filter is applied.

Allocation Gantt - (S) PUCKS IN STANDARD TIME
@l(al [«
Crer
Emg

4= HMI ooo0o 2 W

<= Hn ooooo: 2 M

The filter can also be used to display rosters that have holes or days without pairings assigned.

1. Open the filter.

2. Ensure the date range is correct.

3. Select any Search By option.

4. Untick the Select All box and tick the None box.
5. Click Filter.

6. Click Close.
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Filter View

From: 08/01/2016
To: 08/02/2016

Search :

Search By: Pairing

M Select All | None

DHRQ-TRNGAA
DHRQ-TRNGAB
H70001P
H70003P
H70004P
H70005P
H70006P
H70007P
H70008F

Close

Rosters without assignments on the selected date/s will be displayed.

Allocation Gantt - (S) PUCKS IN STANDARD TIME

@ Q || P> | Today |1 Day| 3 Days | 1 Week | 2 Weeks | 1 Month |:1

01-Aug (S) Mon

Pinned rosters will not be affected by the filter and will still be displayed at the top of the Allocation Gantt.

Gantt Options

B Gantt Period

Towards the upper right corner of the Allocation Gantt are more options for the Gantt view.

Field Description

Normal, Pre- By default, normal pairings are displayed. If Pre-planned is selected, all pairings with the pre-
planned, planned property, like courses, will be isolated. If Requested is selected, all requested pairings
Requested or pairings that were granted from CrewPortal requests or bids will be isolated.
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Show Totals
Column

Gantt Period
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Displays the Flight/Duty details, Report/Release times and Assignment Properties when the
mouse is hovered over a puck.

Displays Period totals.

Isolates totals based on the Gantt period. This will be discussed later in this document.

Right-click anywhere on this bar to access the Gantt Visualization options.

Show Tool tips

Open Crew Allocation History
Employee Qualification Summary
sShow/Hide Options
Export to FRMS

Gantt Visualization

Show tooltips

Show Totals Columns

Toggle Required Rest Indicator

When selected, a tool tip will be displayed when hovering or clicking a pairing. It contains the name of the pairing, flight
and duty times, report and release times, public comments for crew and pairing attributes.

Show Totals Columns

03-Mar (S) Thu

March 2016
04-Mar (S) Fri 05-Mar (S) Sat 06-Mar (S) Sun

11:53 / 15:49

: 00:15L / 16:50L

Ng, (WRX®) , CHECKFLIGHT
Poh, (M%) , CHECK FLIGHT

LATESTART, MSP, CHI, NON-LVO, TAO, LAY, EASY, INT

Clicking on Show Totals Columns displays several columns that tally how many pairings fulfil each column’s
characteristic. Each row corresponds to one roster. In the image below, rosters were open from the 16™ to 315! of October
and the first roster for that period has 4 days off and 2 weekends off in the schedule that is currently displayed.
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Calc Actual Days Weekend
Duty Duty Off Off

0:00 0:00 4 2

0:00 0:00 0

80:17 4

0:00 0

0:00

0:00

0:00

0:00

merlot.aero

i M Gantt Period

. Pa
Reserve Sector Training Cr:dit
24:00

0:00

Users have the option hide or display certain columns. This can be done by right-clicking on any of the columns then
selecting Show/Hide Options. Go to the Period Statistics tab. Select or deselect a column option then click Save.

Column

Calc Flight

Calc Duty

Days Off

Sectors

Display Options

Employee § Daily Statistics§ Period Statistics

(%] calc Flight ¥ Calc Duty w| Days Off

|M Targ t | Tar

%| Weekends

% Actual Flight % Actual Duty ¥ Reserves

Descrniption

Called Off Standby (Calculated)

Delayed Report (Calculated/Manual)

3-Pilot (Default/Manual )

4-Pilot (Default/Manual )

Description

¥i| Sectors

¥i Training

¥ PayCredit

M| Overnight

Calculated flight time. If credit rules for flight time are applied, the total will be reflected
here. Credit flight rules can be set up in Configure in the Flight and Duty Credit Rules

screen under the Rules menu.

Calculated duty time. If credit rules for duty time are applied, the total will be reflected
here. Credit duty rules can be set up in Configure in the Flight and Duty Credit Rules

screen under the Rules menu.

Total number of days off based on the pair type RDO.

Total number of operating sectors or flights. Deadhead and deadhead other events not

included.
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Target Flight This column displays the target flight hours of the selected crew. This is based on the
total credit flight hours for the roster period divided by the number of available man-
days for the roster period.

To enable this option, set the user preference DisablePeriodTarget in Configure to
True.

Target Duty This column displays the target duty hours of the selected crew. This is based on the
total credit duty hours for the roster period divided by the number of available man-
days for the roster period.

To enable this option, set the user preference DisablePeriodTarget in Configure to

True.
Weekends Totals the number of weekends (Saturday and Sunday) in the open period.
Training Number of training pairings for the roster based on pair types SIM and TRN
Actual Flight Total flight hours without any credit rules applied.
Actual Duty Total duty hours without any credit rules applied.
Reserves Number of reserves in the period based on pair types RES and ARD
PayCredit Total pay credits for the period
Overnight Number of overnights or layover days
Pairing Attributes This section contains a list of pairing attributes. Select the attributes to be monitored to

display the column.

Trip rig credit rules can be applied to the Pay Credit column. If the pairing pay credit value is higher than the sum of the
duties’ pay credit, the difference, referred to as X, will be used. If the pairing on the last day of the date range finishes on
the last day, the whole pay credit value is used. Otherwise, if the last pairing ends outside of the date range, X will not be
counted for the part of the pairing within and outside of the date range.

For example, the date range is 01-30 June and the pairing on June 30 ends on 01 July with rig pay credit of 4:00 and sum
of duty pay credit is 2:30. The difference, or X, is 1:30 or 1.5. For the date range, X will not be considered since the latest
duty (01 July) is outside of the date range. If the date range for processing is 01 June to 31 July, X will be considered. The
total pairing pay credits will be displayed in the Pay Credit total column.
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Toggle Non-Acclimatised Period

Allocation Gantt - (S) PUCKS IN LOCAL TIME

@||Q| |« |p>| Today |1 Day|3 Days|1 Week| 2 Weeks | 1 Month |i|

Crew

Seniori Name
EmpId ty

Open Crew Allocation History

Employee Qualification Summary

Show/Hide Options

Export to FRMS

Gantt Visualization v | Toggle Non-Acclimatized Period

v | Toggle Required Rest Indicator

When the Toggle Non-Acclimatised Period option is selected, the following will occur:
e Trigger the view of non-acclimatised periods in the Allocation Gantt;
e Hide the check icon when there are no non-acclimatised periods displayed in the Allocation Gantt;
e Display a check icon when non-acclimatised periods are displayed within the Allocation Gantt; and
e Display the non-acclimatisation period lines.

Toggle Required Rest Indicator

The Allocation Gantt displays an after-duty rest indicator to aid users monitor the amount of rest required for a crew after
a duty.

To enable the After Duty Rest indicator:
e Load crew rosters.

¢ Right-click the name of the crew.
e Enable Gantt Visualization > Toggle Required Rest Indicator.

Allocation Gantt - (S) PUCKS IN STANDARD TIME

Crew
Empld

T L DMK CIC,CLg

e — Open Crew Allocation History

SIN oC e -

Employee Qualification Summary
Binte Husair - .
SIN CIC 00 Show/Hide Options

Export to FRMS

Gantt Visualization Show tooltips

0001472 Show Totals Columns

Togagle Required Rest Indicator

Monitoring Panel

When the rest indicator is enabled, the Allocation Gantt tool tip will display the Required Rest information. A red haze is
added after the duty puck. The required rest is displayed in the center. The rest port and the rest end time are placed at
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the end of the indicator. The rest end time is calculated as the sum of the release time and required rest time. Hovering
the mouse over the indicator displays details of required rest.

LAS

Required Rest

10:00

00:55L [

ADMIN-1

The Allocation Gantt after activating the After Rest Duty Indicator.

Fpol 2017
24-Apr (5] Mon 25-Apr (5] Tue 26-Apr (5] Wed 27-Apr (5) Thu 28 Am

0& B 0 m 12 ﬁ [ﬁ 12 18 00 12 g A]X]
X-1

an
LAS |LAS
23:5300:00

LAS |LAS
23:59|00:00

LAS |LAS _ LAS LAS
23:3% 00:00 23;3% 00:00 i : 23:5% 00:00

Day Off

LAELEI]UI'BP—ILAE . - LAS |LAS
06:25 14:55 23:359 | 00:0(

Multiple-day Pairing

08:00 B:00

Las LAS
REC (CQ
'é '

Rest In Violation

LAS pg pp-1 LAS
04:00 16:00

lac lacintac

Open Crew Allocation History
The Crew Allocation History can only be accessed in the Allocation Gantt by right clicking on the name of the crew.

See Crew Allocation History.
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Employee Qualification Summary
This brings out the summary of qualifications for the selected crew.

Like the Crew Allocation History, the Employee Qualification Summary only displays by right clicking on the name of the
crew in the Allocation Gantt.

Show/Hide Options

This brings out the display options for the Allocation Gantt.

Export to FRMS

See the Export to FRMS.

Gantt Visualization

See Gantt Options.

Gantt Period

The Totals columns in crew applications consider all days selected in the Allocation Panel filter. If the Gantt Period
checkbox is selected, the totals will be based on the dates that are visible in the Allocation Gantt. For example, if the entire
month of January was selected and the Totals columns are selected, the totals will be based on 01-31 January. If a 1-week
view is selected and the Gantt Period checkbox is selected, the totals will be based on the 7 days displayed in the Allocation
Gantt, specifically the duties that have the start of the day visible. If the user slightly moves the Gantt to hide the beginning
of the first day, the calculation excludes the first day.

For example, the image below shows the totals from the 16 to the 22", Notice that there is only one rest day

August 2016
16-Aug (5] Tue 17-Aug (S) Wed 18-Aug (5] Thu 19-Aug (S) Fri 20-Aug (5] Sat 21-Aug [S) Sun 22-Aug (5) Men

Actual  Actual
Flight Duty

As you scroll one day forward (17% to 23", the totals change with the addition of another rest day and the hiding of the
first duty on the 16™.

August 2016 A -
17-Aug (S) Wed 18-Aug (5] Thu 19-Aug (5) Fri 20-Aug (S) Sat 21-Aug (S) Sun 22-Aug (5] Mon PR ey ctual | Adtual Days | Pay
Flight Duty Off Credit

§125:46 41:21 2 0 25:46

If you prefer to include the first day in the totals even if only part of that day is visible, set the user preference
RollingTotalsPartialPairings to True.

Name Block

2018 | COMMERCIAL IN CONFIDENCE | Page: 33 of 142



merlot.aero

Allocation Gantt - (Z)
® || Q| <4 |b>| Today |1 Day| 3 Days|1 Week|2 Weeks | 1 Month (7)

-

Crew sen’ 11O 28-Feb (Z) Tue 01-Mar (Z) Wed
Empld _

000010604 | 352 CA 000011109 320 @IWA Mixed

-
LD Sz SFB FO 000008759 320 @SFB Pure

000011109 255

-
PIT FA,FA,FA 000011940 320/757/MB0 @LAS Reserve

The left side of the Allocation Gantt has the name block. These columns have basic information about each crew member
and can be used to sort them.

Each column has a filter icon (.) that when clicked will display a list of all the

A4 ECEE = options available for the column and a filter to search for phrases within the
| 0000055 & entries.

* 0000079 ‘E Clicking on each column header arranges the displayed rosters according to that
T ooooog7 column. In the image above, the rosters are arranged alphabetically by name.

' 0000112 =

Show rows with value that

Contains -
ak
And »
Contains -
ah
Filter Clear Filter
Column Description
Base This column contains a pin and the base of the crew. One or more rows can be

pinned to isolate them to the top. This is helpful when comparing two rosters or
swapping pairings between two crew. To unpin the row, click on the pin again.

= gy
December 2013
Seniority 01-Dec (5) Tue 02-Dec (S) Wed
a4 n SIN CPT 787 @SIN
2 a SIN CPT 787 @SIN
= s e 787 @SIN
& s - ‘_l:lb!‘\ld <PT 787 @SIN
Crew Empld This column contains the employee ID of each crew member.
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This column contains the seniority of the crew member. Clicking once on the column
header arranges the crew by seniority from lowest to highest. Clicking it again
arranges the crew member by seniority from highest to lowest.

This column displays the name of the crew member. Under that are his rated base,
rank, employee ID and equipment type, his current location and line type.

Name

787 @SIN

There is a checkbox at the left side of each name. This is used to assign pairings to
multiple crew and will be discussed in detail in a later section.

The first button removes this crew from the Allocation Gantt.

The second button opens the Crew Allocation History, which shows the changes
made to the crew member’s roster. This only applies to published rosters and
changes made in CrewFollow.

Users can also right click on the name to bring out more options:

Option
Open Crew

Allocation History

Employee
Qualification
Summary

Show/Hide
Options

Export to FRMS

Gantt
Visualization

@SFB

Open Crew &llocation History
Employee Qualification Summary

Show/Hide Optiocns

Export to FRMS 3
Gantt Visualization ¥ | | Show tooltips
SFB CA 00000B176 MBO Show Totals Columns
Description

This brings out the Crew Allocation History form, which displays the changes made to the
crew’s roster.

This brings out the summary of qualifications for the selected crew.

This brings out the display options for the Allocation Gantt.

The option included here is SAFE, which is an FRMS provider. Once this is selected, the crew
member’s roster will be exported to FRMS. The date range is based on the Allocation Panel
filter.

Presents options for tooltips and totals columns.
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Gantt Display

December 2015
01-Dec (S) Tue 02-Dec (5] Wed 03-Dec {S) Thu 04-Dec (5) Fri 05-Dec (5) 52t 06-Dec {S) Sun 07-Dec (5) Mon

00:00 23:59 E—
=
59 47has
SEY-A-1 [E EER oW T302-1 ol G-EE T = = ST
o0:00 23:59 1 00:00 23:59 |oo:00 23:59

SIM REST-1 SIM|SIN REST-1 SIN SIN OFF-1 SIN
23:59|00:00 23:59|00:00 23:59 ESIWL 23h20 MTTIWL 00: 00 23:59
108-3 N EEI L | I CE

47h45 [—3 00:00 23:5900:00 23:59

=
23:55000:00 23:59000:00 23:55400:00 23:55000:00 23:55800:00 23:59800:00 23:59

The Gantt display contains all the pairings assigned to crew. Each column represents one day and each row represents
one crew member. Users can scroll through the Gantt by clicking and dragging the timeline where the dates are displayed.

There are several symbols and colours in the Gantt. These are discussed below.

Column Description
Flight pairing A flight pairing has at least one operating flight. The pair
T8-1 o ;
T label is displayed at the center. If space permits, the report
and release ports will be displayed on either side. This flight

pairing lasts one day and starts and ends in the crew’s base. By default, flight
pairings are bright blue.

Multiple day flight pairing T22-1 T22-2
(discuss rest between) LNLF NL

This is a flight pairing that lasts two days. Each block of work is a duty. This
pairing contains two duties and has 23 hours and 45 minutes of rest in between.

Reserve This is a reserve pairing. By default, reserve pairings are
SBY-777-1] green,
Training pairing, student This is a training pairing for a student. It is distinguished by

Egg? the graduation cap under the pair label. Training pairings have
yellow borders.

Training pairing, instructor This is a training pairing for an instructor. It is distinguished
RISIM by the captain hat under the pair label. Training pairings
=4 '

have yellow borders.
Pairing with properties 1 ﬂ Several pairings could have
(preplanned, requested, etc.) 23h45 letters under the pair labels.

These are assignment
properties, which indicate certain characteristics that crew schedulers need to
be aware of. In the example above, the first duty has a late finish and has none-
to-low visibility.
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Non-acclimatize period lines
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Ground pairings, or pairings that do not require operating flights,
ADM-1 have a pale blue colour.

BCK787 expires 10/03/2018

787 SEP EXAM expires 14/03/2018
787 LET expires 29/03/2018 . .
Non-acclimatised

period lines are displayed in the Allocation Gantt to indicate non-acclimatised
peiods and duration for each crew.

When the mouse is hovered over the non-acclimatised period line, a popup is
displayed containing the date range of the period a crew is non-acclimatised
for.

Right Click Options - Pairing

More information and action options are available when you right click on a pairing. Note that the pairing must be left-
clicked first before accessing the right-click options.

De-allocate

De-allocate

Find Reserves

Edit Roles

View Rule Limits

Crew Allocation History

Pairing Allocation History

View Comments

Call-Cut Notification Time

Assignment Properties »

Export to FRMS 3

This option removes the pairing from the crew member’s roster.

Allocate Sick Leave

This replaces the pairing with a sick leave.

Find Reserves
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This displays the Find Employee form with preset filters for home and airport reserves that can replace the selected crew
for that day.

Find Employee

Date From:  01/11/2018 _:_ Date To: 01/11/2018 _:_ | Append

Emp Name: Quick Open
Emp Code:

Flight:

@ Aadvanced Filters

Base: LAS* Operator:

Group: Pairing:

Rank: pairing Type:

Equip Group: Match Type on all dates:
Department: Certification:

Course: Attribute:

Line Type: Include out of base Employees %

Drag a column header and drop it here to group by that column
M EmpCode Name Department Base | Rank 7 [GCILOT] Phone Phane 2 Email Actions

i 555-555-1212
Angel, Lorraine Inflight AVL | FA L80146F  555-555-1212 ___ ___ .0, email@email.com [H B

- 000011778
Pure

Usher, Andre
Pure

B 000004444 Cockpit L80111P  555-555-1212 555-555-1212 email@email.com [H B

Caine, Robert
Pure

H 000004446 Cockpit L80103P  555-555-1212 email@email.com [H BEd

It also displays the duties 3 days before and after the target date. Should the number of days need to be changed,
Administrators can change the number in the user preferences BackwardDaysDisplayed and ForwardDaysDisplayed.

This function is more often used in CrewFollow where reserves are activated.

Edit Roles
This is an alternative way of assigning roles in the Pairing panel. Both seats and roles can be updated in the form below.

Edit Roles -o
Allocated Crew Pairing: T302 Base: SIN
EmpCode Name 3 Duty Number/Label Type From Dep/Start To Arr/End Seats Roles
000 _CPT | T302-1 302 Flight  SIN 17:45 DMK 19:05 LHS Line Training

000
T302-1 301 Flight DMK 20:25 SIN 23:45 LHS Line Training *

Pairing Complement

Rank Req Covered
aur | 2 2
FO 1 0

Pairing: 10f1

View Rule Limits

This option displays the crew’s hours in the Rule Limit Summaries.
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Crew Allocation History

This form displays the history of the changes made to the crew member’s roster. The historical changes are kept track
once the roster is published. Entries in gray are the originally assigned pairings, while entries in white are changes made
in the live roster in CrewFollow.

Crew Allocation History

Date 29/12/2017

From:  01/10/2017 gao
To:  31/01/2018 3oz : Apply

[ssuedEmployee Duty Label Duty Date Pairing Date Pay Credit | Type Reason (o FI LA SlIChanged Date A@Notification Type | Notified Date

L
L
L
L

Pairing Allocation History

This form shows the history of changes made to the selected pairing.

Pairing Allocation History

Pairing  GOLD

From:  28/12/2017 gz 00:00[8
To:  28/12/2017 a2  23:598

ssuedEmployee Duty Label ¥ Duty Date Pay Credit | Type | Reason (O A Changed Date E@INotification Type | Notified Date | Acknowledged Date ¥ Ack. By | Ack. Method | Action

View Comments
Public and private comments on the pairing can be added and viewed from here.

[ Comments o X

22, Public Comments 4 Add New

0, Private Comments

Course

CrewPairing
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Comments can be added to multiple crew at the same time. Simply click on the Add New link in the public or private
comments section, then select Crew Pairing. Select the crew members and enter the comment. Click Save.

Public Comment

® Pairing ©Q Crew Pairing

¥ Code Name

=] 000 || DeSilva,
ll 000 H (T) Liu,
w000 || e,

Comment

Don't be late!!!

Call-Out Notification Time

This allows the user to adjust the time that the crew member was called out from standby. The time is reflected in the
crew’s pairing.

Call-out notification Time Override

Motification Time: 27/04f2016

Assignment Properties

Assignment properties can be selected and deselected from this list.

—— R
De-allocate Preplanned
Request
Edit Roles Personal Swap

Crew Allocation History ¥ | Training

Pairing &llocation History Guaranteed DayOff

Instructor
View Comments
Observer
Assignment Properties » Line Check
I —

Export to FRMS

This allows the roster of the individual crew or the crew assigned to the pairing to be exported to an FRMS provider. See
Export to FRMS for complete details.
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Right Click Options — Allocation Gantt

These options are available when you right click on a crew name, the timeline or the Totals Columns.

LAS.
14:53

LAS | poo19p-1
:25

Open Crew Allocation History
Employee Qualification Summary
Show/Hide Options

Export to FRMS

Gantt Visualization Show tooltips

Show Totals Columns

Togagle Required Rest Indicator
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Pairing Details Panel

The Pairing Details Panel is a core component of the merlot crew application as it is the only functionality that is used to

create and modify pairings. Pairings are the key definitions of work which are assigned to crew members.

There are two primary purposes that the Pairing Panel can be used for:
e Creation of pairings by inserting groupings of flights and events together within a pairing
e Modification of existing pairings by changing the duties, flights and events that comprise a pairing

Pairing Details v Q Assigned Crew | Recurrence ‘Complement { Attributes I

Pairing Details for on v Standard Pairing? # Version:

- - | Employee Ref | Error Typ
Date Pair

1 )

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

8 Clear Pairing on Save? s =

¥ Refresh Activity Panel on Save?
—

To be able to assign work to crew members, the individual work activities need to be grouped together into meaningful
units of work. It is the Pairing Panel that provides the functionality to group flights and events together into duties, which

then comprise a pairing. These pairings are the units of work that can be assigned to crew members.

The Pairing Panel displays the data associated with a pairing that is in the process of being created, or an existing pairing.
To display the information about a pairing in a logical and focused manner, the Pairing Panel contains the following main

screen components or sections:

e Pairing Details - Lists the duties, flights and events that comprise the pairing, and when they commence

e Exceptions (Tick/Cross) - Green-tick or red-cross to display pass/fail information of rules applied to the pairing

e Assigned Crew - Contains the list of crew members who have been assigned to the pairing

e Recurrence - The period and frequencies of the recurrence of the current pairing

e Complement - The number and types of crew members who are required to be assigned to the pairing
e Attributes - Additional ways to classify pairings
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Pairing Panel and Grid

This section contains details of the duties and the flights and events that when combined define the work involved within
the pairing. It also identifies the status of a pairing, whether a pairing is a Standard Pairing or not, and the pairing version.

Pairing Details Panel

Pairing Details

pairing | CA

FA} FO | Anthony, Mark (FO)

Add new activif

0 00 0 00 D 00 00 00 il >

0 00 0 D 8:00 8:00 0:00 =il >

New | Repair | Save [ Cancel ResetAll

Surrounding the Pairing Grid are fields and controls that provide general and configuration associated information about
the pairing.

The pairing, duty and flight/event information is displayed to the user via a scrollable grid containing three different levels
of data. These three levels are:

Pairing - The information displayed in the grid columns relate to the whole pairing. There will only be one pairing
level row in the grid. The pairing level row will always be the first data row in the grid.

Date Pair Duty EventFlight  Equip From ReportDep To  ReleaseArr FlightTime DutyTime | PayCredit RestGrdTime TAFB  Action

B 02/11/2015L TQ203490 Yyz 06:00L Yyz 17:04L 8:57 16:20 0:00 ELH
=5 Add new duty...

Duty - The information displayed in the grid columns relate to the duty within the pairing. The duty is comprised
of the flight and/or events on the subsequent grid rows up until the next duty row, or to the end of the row in the
grid. Each duty represents the work required for one day, thus there can be one or more duty rows. For ease of
managing the data within a pairing and allowing the user to focus on single duties at a time, the duty level is
collapsible and expandable.

B 02/11/2015L FPG - TQ203490-1 Yrz 06:00L  YHZ 11:56L
i
02/11/2015 L 3490 DH4 Y¥Z 07:00L  YOW 08:15L

02/11/2015 L 3 4 YOw 08:45L YHZ 11:41L

02/11/2015 L ccommodatio

= 03/11/2015L FPG - TQ203490-2 YHZ 06:40L Yyz 17:04L

i
03/11/2015L 3466 : 07:40L YDF 09:42L %

03/11/2015 L 3467 4 10:25L YHZ 11:43L
03/11/2015 L 3467 12:40L Yow 14:06L

03/11/2015 L 367 (DH) 6 16:00L YYZ 17:04L

Activities consisting of Fights and Events - The information displayed in the grid columns relate to the
individual flights or events within a duty.
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34590 DH4 YYZ 07:00L Yow 08:15L

34590 DH4 YOwW 08:45L YHZ 11:41L

02/11/2015 L ccommodatio

The columns are described below:

Column Description

Date Date of the pairing/duty/event

Type Pairing or duty type

Pair Name of the pairing, or pair label

Duty Name of the duty, or duty label

EventFlight Flight number or name of the event

Equip Equipment type of the flight. This is blank if the event does not involve a flight

From Departure port of the flight, or the location of the event

ReportDep Report time of the duty, or the start time of the event

To Arrival port of the flight, or the location of the event

ReleaseArr Release time of the duty, or the end time of the event

FlightTime If it is an operating flight, this holds the time from departure to arrival time. If credit flight time
is required, it is applied in this field. The total flight time is displayed in the Duty and Pairing
levels.

DutyTime Duty time for each event. If credit duty time is required, it is applied in this field. The total duty

time is displayed in the Duty and Pairing levels.

PayCredit If pay credits are granted for the event, the value will be displayed. If you hover on the field,
the pay credit, calculated credit and rig credit will be displayed. Pay credits are calculated and
saved for all versions of an active pairing.

RestGrdTime Amount of time spent on the ground when not in flight.

TAFB Time away from base. This is the total time from report time of the first duty to the release time
of the last duty in the pairing.

Action These action buttons are discussed in the Pairing Actions section.

Additional note for PayCredit - Trip rig credit rules can be applied to the Pay Credit column. If the pairing pay credit value
is higher than the sum of the duties’ pay credit, the difference, referred to as X, will be used. If the pairing on the last day
of the date range finishes on the last day, the whole pay credit value is used. Otherwise, if the last pairing ends outside of
the date range, X will not be counted for the part of the pairing within and outside of the date range.

For example, the date range is 01-30 June and the pairing on June 30 ends on 01 July with rig pay credit of 4:00 and sum
of duty pay credit is 2:30. The difference, or X, is 1:30 or 1.5. For the date range, X will not be considered since the latest
duty (01 July) is outside of the date range. If the date range for processing is 01 June to 31 July, X will be considered. The
total pairing pay credits will be displayed in the Pay Credit total column.
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Pairing Creation
The first step in creating a new pairing is to have a blank or empty Pairing Panel.

Click New at the bottom right of the pairing panel. This will clear the Pairing Panel of the previously displayed pairing
information and will display:

e Asingle blank grid row at the pairing level in the pairing grid, and
e Asingle blank grid row at the duty/flight/event level in the pairing grid.

Pairing Details
Pairing Details for on 01/12/2015L Planned ~ Standard Pairing? = Version: v

Date Type Fair Duty EventFlight  Equip From ReportDep To | ReleaseArr FlightTime DutyTime PayCredit RestGrdTime <TAFB  Action

B 01/12/2015L 00:00 S 00:00 5 0:00 0:00 0:00 0:00 w

01/12/2015 L - - 00:00 S 00:00 S 0:00 0:00 0:00 wX®

% Clear Pairing on Save?

Non-connecting Flights/Events: @ Grey Out @ Hide Repair
4 Refresh Actty Panel on Save? o y [ iew Jrepair [ save Jcance

The date of the pairing you are building will initially be set at the first date defined by your Activity Filter. This can be
amended as required to the correct date. Adding flights and events to the pairing will also adjust the date of the pairing, as
needed.

The second step is to define what is required to occur as part of the pairing. There are two different and broad types of
pairings, each with different purposes:

1. Pairings without flights/events - A definition of a period of work or non-work without any detail of what work is
going to occur within that period. Most of the pairings of this type are Standard Pairings, for example Days Off,
Vacation and General Administration Days.

2. Pairings with flights/events - Pairings in which duties are defined containing the specific flights and/or events
that determine what work is to occur during the pairing.

The third step is to ensure you have the complement defined for the pairing you are building. This is discussed further in
the next section.

~ | Pairing Panel

Pairing Details R Assigned Crew | Recurrence | Complement | Attributes
pairing § CAJ FA} FOJ Nordstrand, Aaron Complement

Pairing Details for ADD on 01/22/2018 L Acl

Default: ca*
Date Type Pair

Augmentation Code:
= 01/22/201 AVL ADD

% Add new

ev Req Covered Equipment Group
01/22/2018 L AVL

M| Clear Pairing on Save?

¥i Refresh Activity Panel on Save? Non-connec
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Pairing Build

There are many different methods available that will insert flights and/or events into a pairing. These different methods are
provided to give flexibility in terms of how users create pairings and allow for quicker creation of pairings by users who are
familiar with the airlines flight schedule. The methods to insert flights and/or events into a pairing are the following:

1. Select/Drag/Drop flights from the Flights or Events tab of the Activity Panel
2. Manually enter a date and flight number
3. Manually enter a date and event name

| eeiring ferrlFolichral

Pairing Details for YE101001 on 01/01/2016 L Planned ~ Standard Pairng? @ Version: * |

Date Type Pair Duty EventFlight | Equip ReportDep | To

B 01/01/2016 L FPG YE101001 01:00 L YUL 03:29L 1:14 2:29 4:00 2:29
ity

ReleaseArr | FlightTime @ DutyTime @ PayCredit RestGrdTime TAFB  Action

nej

01/01/2016 L FPG = YE101001 01:00L YUL 03:29L 1:14 2:29 1:14
» | 01/01/2016 L 02:00 L YUL 03:14L ]
¥ Clear Painng on Save?

Mon-connecting Flights/Events: @ Grd® 5 Repair Cancel
4 Refresh Actvity Panel on Save? ol | new ] epaic ] save ] cancel

Pairings{) | Standard Pairing | Flights ) | Events{) | Courses ) Favr.1te Pairings

Flight _ - ; y Pair Flight Pair Duty  Pair Rest

Jpel
Time Time Grd Time: Open

PT

PT

= 02/01/2016(2|100/102)

The above image shows dragging a flight from the Flight tab of the Activity Panel to the Pairing Panel.

Another option to add flights and events is to right click on the “Add new activity...” row and select to add a new flight,
event or timed event. Go to the Creating Flights section for details on adding a flight.

Note: The report and release time of each duty that begins with a flight is automatically calculated based on the buffers
set in Employee Report/Release Rules in Configure. If the duty begins with a deadhead other event, the report time buffer
is based on the user preference DeadheadOtherReportMinutes. If the duty begins/ends with a timed event, the

report/release time buffers are based on the user preferences DefaultReportMinutesBuffer

and
DefaultReleaseMinutesBuffer.
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Repair Pairings

When pairings are being created or modified, they will be validated against the rules that apply to ranks included in the
pairing. Further changes to flights or events may cause a variety of issues to be introduced into existing pairings which
require them to be modified to be legal. The Repair button will essentially update the report and release times, flight and
duty times, rest ground time, time away from base (TAFB), credit times, pay credits and the sequence of events.
Accommodation events will also be added if an overnight is required. These updates are necessary if a flight or event is
retimed, delayed, added or removed.

Pairing Details > Q
pairing FCPTRFAR FORICE | (CPT)| (FA)| (Fo)| . (IC)
Pairing Deta o 6 o 0 0 A - ersio
D D D D
= 0 0 0 0 0:4 00 .
- 01/20 05:30 0 I
0 0 06:30 0 08:0 0 >
0 0 O 0 7 0 > i
_’_’ 0 ey O de New | Repair | Save | Cancel ResetAll
Click Save.
Save Pairings

The user can save a pairing by:

e Clicking Save; or
e Choose the File -> Save menu item.

Pairing Details ~ Q

Pairing Details for 7622 on 13/01/2016L Active ~ Standard Pairing? & Version:  Current v

|Date Type Pair Duty EventFlight  Equip ReportDep To ReleaseArr FlightTime DutyTime PayCredit RestGrdTime TAFB  Action
B 13/01/2016 L FPG 7622 05:30 L Yyz 10:47L 3:23 5:17 EH I

05:30 L Yyz 10:47L 3:23

13/01/2016 L [H R BOS =02 L

13/01/2016 L 08:41 L YYZ 2 L

¥ Clear Pairing on Save?
Non-connecting Flights/Events: @ Grey Out @ Hide Repair Cancel
8 Refresh Activity Panel o Save? aFig Y [ new Jrepair] save ] cancel]

Modify Pairings
An existing pairing can be changed by inserting or deleting flights and/or events from the pairing. The pairing can be loaded
to the Pairing Panel by double clicking or dragging the pairing from the Pairing tab in the Activities panel. Flights and events

can be added by double clicking or dragging the pairing from the Flights or Events tab, respectively. The user must click
Save to commit the changes.

Events can be modified within the pairing by clicking on the ﬂ action button. Clicking this will bring out the Edit Event
form.

Flights cannot be modified in CrewFollow. Users must modify flight information in AircraftFollow or AircraftSchedule.
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Cancelled flights that are still contained in a pairing are grayed out and have the cancelled flight icon (E) beside the flight
number. These flights can be removed from the pairing. See the next section for instructions.

If the first event of the duty is removed, the duty label is changed accordingly. If you need to have the duty label retained
whenever the first event is removed, set the user preference AutoUpdatePairingLabel to False in Configure.

Cancel Pairings

Pairings with initial publish or active state can be cancelled. This can be done by clicking Cancel ﬁ Pairings with crew
assigned cannot be cancelled. Users are prompted to deallocate crew from a pairing first before proceeding to cancel.
Cancelled pairings cannot be modified or assigned.

The cancellation of a pairing is reflected in the pairing version.

To reinstate a cancelled pairing, click Reinstate .

Split Pairings
The split functionality is used when a crew is required to perform an activity other than his assigned duty.

The Split column in the Assigned Crew and Complement tabs allows splitting of duties and ranks. Splitting of duties with
one assigned crew and rank complement with no assigned crew are also allowed.

~ | Pairing Panel

Pairing Details v 2 Assigned Crew | Recurrence | Complement | Attributes
Pairing | CAJ FAJ FOJ Nordstrand, Aaron Complement

Pairing Details for ADD on 01/22/2018 L Act

Default: CAX

Type Pair

Augmentation Code:
AVL ADD

A ew duty...
= 01/22/2018 L
ar )| Add new activity...

Req Covered Equipment Group

M Clear Pairing on Save?

¥ Refresh Activity Panel on Save? Nen-connec

When splitting a complement from a pairing with no crew, the following will apply:

o The selected complement will be in a separate pairing and will have the same required complement
value

o If anew complement is added after the split, and another split was done, the newly added complement
will be in a separate pairing

o When splitting all ranks, nothing will change, as it is a requirement that at least one complement remains
with the original pairing

o  When splitting both in the Complement and Assigned Crew tabs, all the selected complements will be
considered

o No change will be applied when splitting a pairing with only one complement
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If there are crew assigned to a rank, the following will apply after applying a split:

The selected rank will be added to a pairing containing the same rank

All crew assigned to a rank will be moved to a new pairing

Split is not allowed if there is only one rank in the Complement tab

When splitting all ranks, nothing will change as it is a requirement that at least one complement will
remain with the original pairing

O O O O

Split Pairing Functionality Applied to Actual Scenarios

1. When splitting a pairing with an FO crew assigned, and there are other open rank complements i.e. CA and FA,
the following will apply:
a. The FO rank complement and the FO crew will be in a separate new pairing;
b. The original pairing will drop the FO tab and the FO crew, given that they are already included in a new
pairing; and
c. Changes such as adding more flights, or a deadhead assignment to the original or the new pairing will
be allowed without affecting each other.

2. When splitting a CA rank complement from a pairing with no crew assigned to it, and only open rank complements
i.e. 1 FO 3 FA, the following will apply:

a. The CArank complement will be assigned to a separate new pairing with the correct number of required
complements;

The original pairing will drop the CA rank complement and will retain the FO and FA rank complements;
c. Changes such as adding more flights, or a deadhead assignment to the original or the new pairing will
be allowed without affecting each other.

All split activities done in the Assigned Crew and Complement tabs will be reflected in the Activity Panel.

Delete Events and Pairings

To remove a flight or event from a pairing:

1. Go to the Pairing tab. (This cannot be done on a rank tab or a crew tab).

2. Click “ on the row of the flight/event to be removed.
3. Click Save.

To delete a pairing:

1. From the Pairing Panel, click on the pairing level; or
2. From the Activities Panel, click “ on the row of the pairing.

Pairing Actions

Each of the rows within the Pairing Details grid has different actions that can be performed on them dependent of the rows
data level. The pairing action icons are as follows:
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Action Button Description

Edit. This can be used with timed events only.

Flight Information. Opens the Flight Information Window that displays flight details

. Toggle Operational/Non-operational State. Either of these icons are displayed on flights only.
d If crew is set to operate for the flight, the green icon is displayed. If crew is set to deadhead

on the flight, the yellow icon is displayed. Click on the icon to switch between either options.
. Delete event. Removes the flight or event from the pairing.
View History. Displays the historical changes on the event, duty or pairing.
@ n Move Up/Down. Moves an untimed event up or down.
Right Click Features

Additional features are available to the user in the grid view, by right clicking on a selected row.

~ | Pairing Panel

Pairing Details

Pairing Details for L800D84P on 07/28/2017 L Active - Standard Pairing? & Version:  Current "
Date Type Pair Duty EventFlight Equip From ReportDep To ReleaseArr FlightTime DutyTime PayCrec

B 07/28/2017 L FPG L80084P LAS 15:05L LAS 21:08L 4:08 6:03 4:08

B 07/28/2017 L L80084P- LAS 21:08L

07/28/2017 L . 82 6: C 181
Add New Timed Event

07/28/2017 L
Delete Non-timed Event » Breakfast

Filter for Next Flight Lunch

Filter for Previous Flight Dinner
Accommodation
Own Accommodation
Mid-Duty Sickness
Training Non-timed
Manual Pay Credit

Out of Base

¥ Clear Pairing on Save? ¥ Load Rule Limit Summaries
[ new Jepair ] save  concel

¥ Refresh Activity Panel on Save? Non-connecting Flights/Events: @ Grey Out @ Hide

The following options are available from the right click menu:
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Option Description

Add New Allows users to add a Timed or a Non-timed event.
Delete Deletes an event.

Filter for Next Flight Filters for the next possible flights.

Filter for Previous Flight Filters for previous flights.

Other Pairing Panel Options
There are more controls around the pairing grid that are essential to roster planning.

These are the options at the top of the Pairing Details panel.

Pairing Details

Version:  Current

EventFlight  Equip

e  Status — This drop-down list has the options Planned and Active. Planned pairings are not yet available for crew
viewing while active pairings have been published for operations and crew. Publishing a roster automatically
changes the status to active.

e Standard pairing selector — selecting the tick box turns the pairing to a standard pairing.

e Version — This drop-down list has the versions of the pairing since it was published. To view a previous version
of the pairing, select the version and click on the [...] button beside it. A prompt will appear asking if that version
will be loaded. This is available only for pairings published from CrewRoster.

These are the options at the bottom of the Pairing Details Panel.

¥ Clear Pairing on Save?
& Men-connecting Flights/Events: @ Grey Out @ Hide m m @

¥ Refresh Activity Panel on Save?

e Clear Pairing on Save? — When selected, this option clears the Pairing Details Panel after the Save button is
clicked.

e Refresh Activity Panel on Save? — When selected, this option refreshes all the loaded tabs of the Activity Panel
after the Save button is clicked.

e Non-connecting Flights/Events — When there are flights or events that do not match the previous arrival port
or the next departure port, that event can be greyed out or hidden.

e Reset All — this sets the options above to the default values.
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Pairing Exceptions

The Pairing Exceptions tab displays the results of rule validation for a selected pairing. It displays both pass and fail
results for each rule.

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

‘ Date Employee Object Error Type Descnption Document Ref Last Updated

10/10/2016 L T188-2-1 Rest In Days (1 in 8) Ru Maximum Days on in a row exceeded. 1 rest period(s) in (192 Ho

10/10/2016 L T188-2-1 Rest In Days (2 in 14) R 1 rest period(s) in (336 Hours) 14 days less than 2 required 58 h« 19/09/2016 15:44

When a pairing is created or loaded, the icon on the tab changes to reflect the status of rule validation. These are described
below:

Action Button Description

' All rules have been satisfied. No rules have been
breached.

E Pairings are currently being validated.

E There is at least one rule breach.
There is at least one ignorable violation.

Having the green icon for all pairings is ideal. If the red icon appears, it is best to address the issue as soon as possible to
avoid legality issues on the day of operations. Depending on the severity and behavior of the rules that are set in Configure,
the changes to pairings can be saved despite existing violations.

Violation Icon Description

Critical. The violation is causing the crew to operate illegally. It needs to be addressed
immediately.

Ignorable. This serves as a warning to the user. The crew is not yet operating illegally.

Critical — Override. The violation is critical but can be overridden by a supervisor or under
captain’s discretion.

HEE
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Assigned Crew

The Assigned Crew section of the Pairing Panel displays the crew who are allocated to the selected pairing. The allocated
crew are displayed within a simple grid that is view only apart from the Action buttons.

|m Assigned Crew | Recurrence = Complement Attn'butes_

Rank Base Roles Split Action

YUL Operating W 2= W
YUL Operating 2= W

YUL Operating 2= W

YUL Operating 2= W

The Assigned Crew grid consists of the following columns:

Column Description

Rank The rank of the crew member. If the crew member is rated for two or more ranks, the rank can be
set for that pairing from this field.

Base Home base of the crew member
Name Name of the crew member
Roles Roles of the crew member for the pairing, which can include Operating, Non-Operating, Student and
Instructor
Split ghe split functionality is used when a crew is required to perform an activity other than his assigned
uty.

The Split column in the Assigned Crew allows splitting of duties. For example, a crew needs to
deadhead from YYZ to YUL before he can operate on the first flight which departs from YUL.

Splitting of duties with one assigned crew is also allowed.
To split a pairing, click on the tick box on the selected crew member’s row, then click Save.

Action Set of action buttons:

1=
View Pairing Allocations — opens the crew member’s roster in the Allocation Gantt. This
can be used in CrewPlan, CrewRoster and CrewFollow only.

E View Comments — opens the Comments form where public and private comments can be
added to pairings. Public comments can be seen by crew in the employee reports and by users in
the crew applications, while private comments can only be seen by users in the crew applications.

View Employee Pairing Details — Switches to the crew member’s tab in the Pairing Panel
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n Pairing Properties — Opens the Properties tab for the crew’s pairing. This is displayed in the
expansion below the crew member line

. Deallocate Pairing — Removes the pairing from the crew member

The [+] button to the left of the crew member name displays more tabs that provide more information on the crew’s pairing.

e Times — displays the report, release and duty times of the whole pairing (first row) and each duty (succeeding
rows). It also displays any pay credits applied to the pairing or duty, the time away from base, standby time (if
the crew member was called out from standby), delay time, notified time for corresponding duty changes. All the
fields in this tab can be modified except for Date, Pairing/Duty, DutyTime and Tafb. The Reset button will revert
all changes back to the original values.

B FO YYZ Operating ® 2= m = W %

|Date Pairing/Duty Report Release DutyTime PayCredit Tafb StandBy Delayed Notified Reset

» | 01/11/2015L 7428 06:30 L 10:21 L 3:51(+2) 3:51(+2)
01/11/2015L  7428-1 06:30 L 14:43 L
02/11/2015L  7428-2 05:30 L 18:15L

03/11/2015 L 7428-3 05:10 L 09:21 L

e FEvents — Lists down all the events included in the pairing. This allows bookings to be associated to
accommodation, deadhead and transport events. Users can declare the booking status, provider of the booking
and the reference. This information will be relayed to the crew through the employee reports.

B FO YYZ Operating W &= W & W ¢

e e | Alowances/expenses | Sestoles] ropertes
’Date Pairing/Duty Event Port  BookingStatus Provider BookingReference Reset
» | 01/11/2015L  7428-1 7428 YYZ S

01/11/2015L  7428-1 7433 DCA >

01/11/2015L  7428-1 7470 YYZ >

01/11/2015 L 7428-1 Accommodation EWR No Booking

02/11/2015 L 7428-2 7469 EWR

e Allowances/Expenses — Displays allowances and expenses recorded against the pairing. Manual allowances
can be added by clicking on the New button. The allowances are added to the pairing once allowances are
generated in CrewPayroll.
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B FO YYZ Operating W 2= m = B

[ Date Duty Allowance Type Currency/Unit Status Comment

> | 01/09/2015L Flight Credit Flight Credit Credit Pending 0
01/09/2015 L Per Diem Duty USD Per Diem Duty U UsD Pending
01/09/2015 L Per Diem Overnight USD  Per Diem Overni UsD Pending
02/09/2015 L Flight Credit Flight Credit Credit Pending

02/09/2015 L Per Diem Duty USD Per Diem Duty U UsD Pending

oD D

Seat/Roles — allows users to assign the seat and role of the crew member for each event in the pairing. Seats
and roles are set up in Configure.

B FO YYZ Operating M 2= m =4 B

‘Date Pairing/Duty Event Seats

» | 01/11/2015 L 7428-1 7428 <none>
01/11/2015L 7428-1 7433 <none>

01/11/2015 L 7428-1 7470 <none>

02/11/2015 1 747R-2 7469

Properties — allows users to assign Properties, which are characteristics of a pairing that require considerations
on reassignment, payroll, and other operational consequences.

= m =2 B 2

Property Comment

» | Preplanned

Request

Personal Swap

Overtime

Compensate DayOff
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Pairing Recurrence

The Recurrence tab allows users to create identical pairings based on a repeating pattern over a specified date range.

m Assigned Crew | Recurrence | Complement Attributes_

Auto create missing events? =

From To EveryDay M

02/11/2015 15/11/2015 L]

16/11/2015 30/11/2015 -

s

This tab has a simple grid that allows users to specify the date range and the days of the week for the recurrence. To apply
recurrence throughout the week, select the EveryDay checkbox.

The following columns in the tab are described below:
e From - The start date of the recurrence.
e To - The end date of the recurrence.
e EveryDay - Automatically applies the recurrence on all the days of the week.
e M, T,W,T,F,S,S - The days of the week.
To add a new recurrence definition to a new or existing pairing, click Add.

To remove recurrence, select one or multiple rows then click Delete.

Click Save in the Pairing panel to apply changes.

Complement

A pairing complement is the number of crew from different ranks required to operate a pairing. By default, the pairing
complement follows the complement of the flights in the pairing. The complement can be modified as needed.

~ | Pairing Panel

Pairing Details

pairing | CAJ§ FA} FO} Nordstrand, Aaron Complement

Pairing Details fi ADD 01/22/2018 L
airing Details for on 122/ Act Default: cAX

Date Type Pair

Augmentation Code:
= o01/22/2018 L AVL ADD

Req Covered Equipment Group Split

* m

AVL

vm B

e

M Clear Pairing on Save?

% Refresh Activity Panel on Save? Non-connec
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The Complement Grid is where the actual required complement of the pairing is defined. This grid consists of the
following columns:

Rank - The employee rank from which this pairing needs a certain number of employees allocated. This column
will always be non-editable.
Req - The required number of the employees of the associated rank that are needed to operate the pairing. This
column is always editable
Covered -The number of employees of the associated rank that have been allocated to this pairing.
This column will always be non-editable
Equipment Group — The type of equipment group associated with the rank.

Split — The split functionality is used when a crew is required to perform an activity other than his assigned duty.
The Split column in the Complement tab allows splitting of complement ranks. Splitting of ranks with no assigned
crew are also allowed.

Clicking the (+) at the left of the rank expands the rank with more details similar to the Assigned Crew tab.

Default - This drop-down field contains active ranks where multiple selections can be done. If at least one rank
is selected, all newly created pairings will have the selected ranks added with O Req.

Assigned Crew | Recurrence | Complement Atlri.hutesl

Complement

Default: cPT™ [FA™
jugmentation Code:

Rank Req Covered

B CPT ~ 0 O 5.0

BEFA =~ 0 O &

s

Without Augmentation Code

Augmentation Code - This drop-down field provides preset complements that are variations of the default
equipment complement. These are needed for operations that require more crew. The options are set up in

With Augmentation Code
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p—
Assigned Crew | Recurrence | Complement Atlrihutes- | Assigned Crew | Recurrence | Complement Atlri.hute.s-

Complement

Complement

Default: Default:

Augmentation Code: Augmentation Code: 3 Pilot

Rank Req Covered Rank Reg Covered

1 1 0
2 0

7 1 0

0
1 0
0
0

0

e Add - Adds another row.
e Delete - Removes the selected row.

Changes to the Complement tab need to be saved by clicking on the Save button in the Pairing Panel.

Even though there is a defined Default Complement associated with the Pairing Panel, and requirements are calculated
from the availability of Flights / Events within the Pairing, there are a number of occasions when the user will need to modify
the complement to something other than the default. The user can manually set or change the required value in the rows
in the Complement Grid. To add a requirement for a rank that is not displayed in the Complement Grid, click Add, and
select an additional rank to be inserted into the Grid.

Pairing Attributes

Attributes are additional ways to classify pairings. These are described and used the same as the attributes for employees
or equipment types. Attributes are also used in payroll generation, rule validation and roster optimization.

Multiple attributes can be assigned for each duty in a pairing by selecting the option/s from the Attributes drop-down list,
then clicking on the Save button in the Pairing Panel. Attributes are set up in Configure.

In the example below, duty C2-1-1 has the attributes LATESTART (Late Start), NACC (Non-acclimatized), LAY (Layover
pairing), FATG (Fatigue-inducing), EASY and INT (International).

Assigned Crew | Recurrence  Complement  Attnbutes

| Date Duty Attnbutes

> Dﬂ11}2015 5 C2-1-1 LATESTART™ NACC™ LAY FATG* EASY™ INT™

04/11/2015 5  (C2-1-2 MNACC® LAY* HARD* INT*

Pairing attributes are set up in Configure.
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Rule Limit Summaries

The Rule Limit Summaries panel helps users determine if a crew member is nearing their allowed flight and duty hour
limits. This panel uses the RulesEngine in determining each output to ensure that the same logic for rule validation is used.

To display a crew member’s hours:

1. The Load Rule Limit Summaries in the Pairing Panel is selected by default. This automatically updates the Rule
Limit Summaries whenever the pairing is loaded, refreshed or saved.

Pairing Panel

Pairing Details

T LU0 & o
29/07/2016 L

29/07/2016 L

% Clear Pairing on Save? | Load Rule Limit Summaries m E

7 Refresh Activity Panel on Save? Mon-connecting Flights/Events: '@ Grey Out @ Hide

2. Clicking on another crew member’s tab in the Pairing Panel will load that crew member's data in the Rule Limit
Summaries panel. This also relies on the Load Rule Limit Summaries option.

3. Double-clicking on a pairing in the Monitoring Panel, specifically on a violation or problem related to a crew
member.

4. Right-click on a pairing and select View Rule Limits.

De-allocate

Allocate Sick Leave

Find Reserves

Edit Roles

Wiew Rule Limits

Crew Allocation History

Pairing Allocation History

View Comments

Call-Out Motification Time

Assignment Properties  »

Export to FRMS 3

The As at date defaults to the date of the selected pairing. Hours are counted from that date goini backward. The date

can also be changed by using the calendar option on its right side. It also has a refresh button ( ) that can be used if
changes were made to the crew's pairings. It also shows which crew member’s summary is displayed.

There are two tabs in this panel. The first one is for Period Limits. This tab contains the summaries for rolling limit rules
only i.e. Flight Hours in Days, Duty Hours in Months, etc.
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Rule Limit Summaries

As at date:

28/07/2016 Summary results for: (20711)

Period Limits | I

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

Type Limit Period

’ Name

u Flight Hours In Hours (168 Hours) Rule Rolling 40:00 168 Days

n Flight Hours In Hours (2160 Hours) Rule Rolling 300:00 2160 Days

u Flight Hours In Hours (720 Hours) Rule Rolling 120:00 720 Days

n Flight Hours In Hours (8760 Hours) Rule Rolling 1200:00 8760 Days

Actual

17:57

179:14

78:19

730:01

merlot.aero

Available Actual Period Reference

22:03 o 22/07/2016 - 29/07/2016

120:46 o  30/04/2016 - 29/07/2016

41:41 o 29/06/2016 - 29/07/2016

469:59 o 30/07/2015 - 29/07/2016

The second tab is for Duty Limits. This tab contains the summaries for flight time rules, FDP rules and duty time rules. The
columns in both tabs can be sorted and filtered like in other panels.

[+ Rule Limit Summaries
Rule Limit Summaries
(20711)

As at date:  28/07/2016

peros L

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

Summary results for:

‘ Name Type Limit Actual

13:56

Max Flight Duty Period (24 Hour) Planning Rule Duty 13:30

Available Actual Period Reference

0:26 28/07/2016 - 28/07/2016

The columns in these panels are the following:

Field Description

Status Displays if the rule was passed (legal) or failed (illegal). This follows the same logic as the violations in
the Monitoring Panel.

Name Rule name, as set up in Configure.

Type Shows if the rule's validation period is based on a rolling period (Rolling) or calendar days (Calendar).

Limit The threshold or maximum limit of the rule.

Period The validation period for the rule, in Hours/Days/Months/Years.

Actual The actual number of hours in hh:mm format.

Available The amount of time before the limit will be reached. If the available amount is below the limit, a green
arrow will be displayed beside it. If the available amount is equal to the limit, no arrow is displayed. If the
actual time is over the limit, the variance will be displayed along with a red arrow.

Actual The dates of the validation period i.e. 01/01/2016 - 31/01/2016.

Period

Reference  Client Reference for the rule as set up in Configure.
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Note: Rules involving flight hours, duty hours and FDP time have the rule parameter IncludelnRuleLimitSummaries with
value set to True. This parameter controls which rules are included for display in the panel.
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Activity Panel

The Activity Panel defines all the work to be completed by crew. It contains lists of created pairings and lists of all the flights
and activities that have been or can be incorporated into the pairings. The Activity Panel is used to view open, covered,
and over-covered pairings and flights, to create new events and to assist in creating and amending pairings.

~ 0 || pairings ) | Standard Pairing | Flights ) | Events() | Courses() | Favorite Pairings

Attribute

Ditch FA
Ditch FAA 08:30 L 19:151 10:45 10:45 FA(1} FA(0)
0100 5 G 09:15L 10:00 10:00 CPT(1),FO(1) CPT(0),FO(0)
018(1]0/2)
1

0100 3 G 09:15 L 10:00 8:0 10:00

09:15 L 1 o oPT( ] CPT(0),FO(0),FA(D)
All

% Retain layout on refresh 10:02 L
10:02 L

10:02 L

To assign work to crew members, individual work activities should be grouped together into meaningful units of work and
a list of available work then needs to be generated. This information is provided by the Activity Panel, which lists the work
activities in the Flights and Events tabs, and then lists the created work in the Pairings and Standard Pairing tabs.

Any changes made in the Activity Panel will require a re-filter to view them. To do this, simply click View.
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Filtering

The Activity Panel has an associated filter, which can be used to limit the activity information displayed to that which
matches the filter criteria. To aid the user in determining how much work
is required to be created and allocated, the Activity Panel contains filters
that are applied to the data on the tabs. These filters allow the user to focus
e = on particular sets of data and to view the data that has been created or

e (Rl 8 + allocated, and/or work still requiring creation or allocation.
B Default

Filters * 0

Date - Time :

From : 20/02/2018 gzz 00:00[ The Filter for the Activity Panel can be divided in the following sub-

To : 06/03/2018 on:mg sections:

B Save Dates
Date and Time Filter

Save a Filter or re-use existing Saved Filter
Set Default Filter

Criteria for Filter

View the Data

Base :

Rank :

Equip :

PairingType :
Opera
Department :

Status : All ~

¥ Retain layout on refresh

Open: ® Pairings: ¥

Covered: ¥ Events; 2

OverCovered: (¥  Flights: @

Include Cancelled:

Date and Time

To view crew data in the Activity Panel, users must load the data for a specified date range by entering a date range into
the date control. A drop-down calendar is provided to select the date.

e From - A date field. The start value of the date range
e To - A date field. The end value of the date range

e Save Dates - The selected date range will be the default date for the saved filter

Note: The date controls throughout the merlot suite have built-in short-cuts. These shortcuts allow users to instantly
select different date targets, such as the current day (T), or the start of a month (M), a quarter (Q) or a year (Y).

Save Filter or Re-use an Existing Filter

To allow users to specify and save filters, the Filter Section has a Filters field and associated Save, Delete and Reset icon
buttons as well as a Save Dates checkbox.

The Filters field is a combination of drop-down lists that displays the previously saved filters, as defined by the user, along

with template filters that apply to all users. There is also the ability to enter a new filter name in the New Filter field and to
click the plus (+) icon to add the new filter.
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The Save Dates checkbox allows the user to control whether a filter they define is set to a specific date and time range or
if the selected filter inherits the current date time range in the Monitoring Panel.

Set as a Default Filter

Part of the process when opening the Activity Panel is to apply a default filter. This is to facilitate rapid filtering of displayed
data to the data that the user refers to most frequently.

To allow the user to set a default filter, the filter section contains a Default check box. When this button is clicked, the
currently selected filter is saved as the default filter for the application.

When the Activity Panel is opened, it determines the current user and the application context and defaults to the relevant
filter.

Criteria for Filter

The Filter section contains the following criteria which are used to determine which data is displayed in tabs on the Activity
Panel:

Field Description

Base A drop-down field that displays the active crew bases

Rank A drop-down field that displays active ranks and / or rank groups

Equip A drop-down field that displays the active aircraft or equipment types or groups that crew
operate

Pairing Type A drop-down field that displays the kinds of pairings to be displayed

Operator The Operator drop-down menu filters the grid to show information based on selected airline
operators

Department A drop-down field that displays active departments. It is an area within an airline or company

that is tasked with providing particular services of a similar type. For example, Flight
Operations (i.e. the manning and operating of aircraft), Maintenance (ensure the aircraft are
able to operate safely), Ramp (the parking and coordination of aircraft resupply between
flights).

Status Pairing status drop-down menu which includes All, Planned, Active, Provisionally Active
options.

Retain layout on  This checkbox prevents the grid from returning to the default values.

refresh

Open This checkbox indicates that the displayed data must include all open pairings or flights.
Resulting pairings and flights are coloured in white (no assignments yet) or light blue (partially
covered)

Covered This checkbox indicates that the displayed data must include all covered pairings or flights.

Resulting flights and pairings are coloured in orange
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Over-covered This checkbox displays pairings and flights that are over-covered or have more crew members
on the pairing than the crew complement requires. Resulting flights and pairings are coloured
in red

Pairings This checkbox indicates if pairings will be loaded or not

Events This checkbox indicates if events will be loaded or not

Flights This checkbox indicates if flights will be loaded or not

Include Cancelled This checkbox indicates if cancelled flights will be loaded or not

Note: By leaving a field Blank in any filter panel, you are asking for all options in that field to be included.

There is an option to use exclude a criterion. For example, to load all activities except for FPG pairing type, select FPG
and then Ctrl+ Click FPG. This will turn the selection red and the results will not include FPG.

PairingType : FRG*

Applying the Filter

A View button is included as part of the Filter section to give the user control over when filter criteria are applied to the data
they are viewing in the Activity Panel tabs. This allows them to make multiple modifications to filter criteria and then have
these modifications applied to displayed data at the same time.

Any changes made in the Activity Panel will require a re-filter to view them. To do this click View, or to refresh the view of
an individual tab, click on the green circular arrow on the tab.
Retain Layout on Refresh

Filtering either on Pairings > Grid or Flights > Grid, with the Retain layout on refresh checkbox on, will keep the following
data after a refresh:

e Expanded dates;

e Filtered values in a column;

e  Order of data sorted in a column;
e  Number of rows; and

e Row values.

When new dates are added to the filter and previously filtered dates are still included, all the previously loaded data will
still be displayed with the new set of data. But if the previously loaded dates are no longer included in the new filter, the

previously loaded data will not be included in the display.

Data loaded within the two grids will be retained if the checkbox is selected, even if one of the grids is hidden.

Tab Filters

Within a filtered set of data, a user may need to filter through the results. A Search Filter is available at the top of most
columns, which enables the user to narrow down the filter even further. For example, if you want to view certain flights, or
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equipment type, or a particular departure port, then you could click on the filter as shown in the red square below. You can
use one of the commands on this added filter to narrow your filter results.

O
[#3]
m
o
o
=
x|

| Show rows with value that

. Contains -
an
| And -
. Contains -
an

Filter Clear Filter
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*

e

Date

Base Rank

B 12/04/2017

A,FO,FA,PI

A,FO,FA,PI

A,FO,FA,PI

AFO,FAPI

AFO,FAPI

A,FO,FAPI
Fo

A,FO,FA,PI

Operator  Departmen Paining

Pair Pair Flight ir Pay
TAFB Time Credit

Covered Attnibute | Action
4:00 4:00
4:00 4:00
4:00 4:00

MD30-RFT

B3100500 CA(1),FA(4),FO(1)  CA(0),FA(0),FO(0)

18100900 CA(S),FA(: cA(0),FA(1),FO(2)

L3100800 CA(L),FA(4),FO(1}  CA{0),FA(0),FO(0)

RS
&
%
b ]
o &
RS
¢ o R
%

13100820 CA(1),FA(4),FO(1)  CA(0),FA(0),FO(0)

8

The Pairings tab displays the data associated with previously created and defined pairings. By default, pairings are grouped
by date. Beside the date is a set of numbers that determine the number of open and actual pairings for the day.

01/11/2015(X|Y/Z)

In the example above, X is the number of open pairings. Y is the number of partially or fully covered pairings. Z is the
number of pairings for the day.

The columns in the Grid tab are detailed below:

Column
Date
Pairing
Equip
Type
From
Report
To
Release

Pair TAFB

Pair Flight Time
Pair Duty Time
Pay Credit

Open

Description

Date of the pairing

Name of the pairing, or the pairing label

The required equipment type/s for the flights in the pairing

Pairing type

Port where the pairing begins. This is where crew needs to report from
Report time for the pairing

Port where the pairing ends. This is where crew will be released from
Release time for the pairing

Time away from base (TAFB). This is calculated as the difference between release time of the
last duty in the pairing and the report time of the first duty in the pairing

Total flight time within the pairing
Total duty time within the pairing
Total pay credit for the pairing

Displays the number of crew required for the pairing. The numbers are broken down per rank.
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Displays the number of crew that are already assigned to the pairing. The numbers are broken
down per rank.

Displays an attribute or a set of attributes assigned to the pairing. Attributes determine a
specific description of the pairing such as Easy/Hard, Domestic/International, etc. These are
set up in Configure.

Set of action buttons:

H Delete Pairing — click this button to delete a pairing

Cancel Pairini — click this to delete a pairing on initial publish or active state. This icon

is replaced by the Reinstate Pairing icon after a pairing is cancelled.

o,
— Allow Personal Swaps — determines if this pairing can be swapped or traded with
another crewmember

The different colours used for each pairing are:

White signifies an open pairing or no crew have been assigned to the pairing.

Light blue signifies a partially covered pairing or some crew have been assigned to the pairing.
signifies a covered pairing or the pairing has all the crew required.

Red signifies an over-covered pairing or there are too many crew assigned to the pairing

Grey signifies a pairing with a cancelled flight. The cancelled flight icon also appears beside the pairing name.

The Gantt tab is intended to display the pairings in a Gantt view. It will be available in the future.

Standard Pairings

Standard Pairings are the predefined non-flight pairings that can be allocated to crew and can be assigned on any day.
These can be assigned to any crew member regardless of rank and equipment type.

The Generic Pairings are built in the Standard Pairing tab of the Activity Panel, so you do not need to build a new pairing
every time you need one. These have been predefined in Configure. These Generic Pairings can be inserted into a Flying
Pairing (FPG) or assigned directly to crew in CrewPlan, CrewRoster and CrewFollow.
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Pairings () | Standard Pairing | Flights £ | Events{) | Courses () Favorite Pairings

Generic Pairings g Standard Pairings

Label Description Report Release
AfL VAC 00:00 23:59
ADMIN ADM 05:00 17:00
ARESE ARD 07:00 13:00
ARESL ARD 14:00 20:00
B/TNFR 00:00 23:59
BANK 00:00 23:59
BRV/L 00:00 23:59

CAO 00:00 23:59

CARERS 00:00 23:59
DIL 00:00 23:59

GSTRN 09:00 17:00

+++++++++++E

JURY 00:00 23:59

Each pairing can be configured to display a longer description when the mouse hovers on it. This makes it easier for users
to know what each standard pairing is for.

Pairings ) | Standard Pairing | Flights ) | Events () | Courses () Favol

Genenc Pairings

‘ Label Painng Type

ey -

A-Day [S2{ UVL
R

ADMN

ADM Paining C

06:00 L 14:00 L
08:30 L 17:00 L

The Standard Pairings are displayed so that they can be allocated to employees in the Allocation Panel, or incorporated
into other pairings created in the Pairing Panel. It does not require the filter for pairings. All generic pairings set up in
Configure are displayed. The pair types under the Description column are listed below.

Pair Type Definition

ADM Administration. Used for employees who will perform administrative duties in an office. Time spent is
included in the employee’s duty time unless specified otherwise.

ARD Airport reserve or standby. Standby time spent in the airport. Crew may be required to sign on at the
airport. Time spent is included in the employee’s duty time whether called out or not, unless specified
otherwise.

AVL Available day. A placeholder in a crew’s roster that indicates that the crew is not required to work on

this day but can be assigned work later on. Time spent in this pairing may be included in the
employee’s duty time unless specified otherwise.

CFP Course Flight Placeholder (for Optimiser use only). This is used as a placeholder for potential course
or training assignments.
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DHD Deadhead. This is used for duties that have deadhead or deadhead other events only. Time spent
in this pairing may be included in the employee’s duty time unless specified otherwise.

FPG Flight pairing. This is the default option for pairings that have at least one operating flight.

GRD Ground activity. Similar to administration pairings, this pairing is used for work in the airport, i.e. doing
engine tests. Time spent is counted against duty time.

HOL Public holiday. This is a non-work pairing and does not add any duty or flight time against the crew.

OPD Obligation to Perform. OPDs is similar to an Available day (AVL) with reference to validating rules
and utilization of preferences. Pairings such as ROE and ADD are categorized under this pairing
type.

RDO Rostered day off. This is a non-work pairing and does not add any duty or flight time against the

crew. For days off rules, this is the primary pair type considered by the rule when validating the roster.

RES Home reserve or standby. Standby time spent at home or in a suitable accommodation. This may or
may not be included in the duty time of the crew, depending on the regulatory rule requirements.

SIM Simulator training. This is a work pairing used to identify training or instruction in a simulator. Time
spent is counted as duty time.

SLV Sick leave. This is assigned to crew who call in sick or have planned medical appointments.

SOC Subject to Operational Clearance. This is a placeholder for crew who were previously considered
illegal or not fit to fly. Crew will only be allowed to operate once they are cleared by the airline.

TRN Ground training. This is a work-pairing signifying training on ground (does not require any flying).
Time spent is considered as duty time.

UVL Unavailable day. This is a non-work pairing used as a placeholder for crew who are not available to
work on the day. This is not considered as a day off, unless specified otherwise.

VAC Vacation. This is a non-work pairing that represents a crew’s vacation or personal holiday.

Flights

The Flight tab displays the data associated with flights from the published flight schedules. By default, flights are grouped
by date. Beside the date is a set of numbers that determine the number of open and covered flights for the day.

01/11/2015(X|Y/Z)

In the example above, X is the number of open flights. Y is the number of partially or fully covered flights. Z is the number
of flights for the day.
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~ | Activity Panel

Date - Time : Z

Filters : <<Add New>> ~

New Filter :

B Default

From : 07/12/2017 zzz 00:00[fy

T : 07/26/2017 gzz 00:00[84

B Save Dates

Base :
Rank :

Equip :

Column

Date

Flight

Equip

From

Dep

To

Arr

Flight time
Pair Flight Time
Pair Duty Time

Pair Rest Grd
Time

Onward Flight
Open

Covered

Action

Pairings O IStandard Pairing | Flights ) { Events{) | Courses() IFavorite Pairings _

=k Add a Flight

[oraTe

Date Flight Equip

B 07/12/2017(512/7)

G43000 15:30 Z
43500 17:00 Z
43001

G43501

G41922

The columns are detailed below:

Description

Date of the flight

Designator and flight number
Equipment type of the flight
Departure port

Departure time

Arrival port

Arrival time

Difference between on chocks and off chocks
Total flight time within the pairing
Total duty time within the pairing

Total pay credit for the pairing

Displays succeeding flights numbers

Onward ¥ Flight Pair Flight
Flight Time Time

G43001

G43501

Displays the number of crew required for the flight. The numbers are broken down per rank.

Displays the number of crew that are already assigned to the flight. The numbers are broken

down per rank.

Set of action buttons:

. Flight Follow Complement Delta — Displays the complement for the selected flight.

E Crew Assigned to Flight — Displays the operating and deadheading crew in the

selected flight.
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Pairings covering the flight — Displays the pairings that has the selected flight
included.

=
Flight information — Displays detailed information on the selected flight, similar to
AircraftFollow’s Flight Information Window.

The different colors used for each flight are:

e White signifies an open flight, or none of the operating seats have been assigned to a pairing.

e Light blue signifies a partially covered flight, or some of the operating seats have been assigned to a pairing.
. signifies a fully covered flight, or all operating seats in the flight have been assigned to a pairing.

e Red signifies an over-covered pairing, or there are pairings associated with one or more operational seats.

e Grey signifies a cancelled flight. The cancelled flight icon also appears beside the flight number.

The Gantt tab is intended to display the flights in a Gantt view. It will be available in the future.

The flight designator can be displayed or hidden by setting the user preference ShowDesignator to True or False,
respectively, in the Configure application. Also, the IATA code for the designator is displayed by default. If the airline
requires ICAO codes throughout the application, please contact Customer Support.

Events
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The Events tab contains the list of previously created existing timed events which can be inserted into pairings in a similar
way to flights. It also contains lists of the configured generic types of both timed and non-timed events that can be added
into pairings. The Events tab also provides the functionality to allow timed events to be created that can later be inserted
into pairings, as well as the ability to modify and delete existing timed events (for the rest of this section unless otherwise

specified, the term event will be used to refer to existing created timed events).

Activity Panel

Pairings & | Standard Pairing | Flights O | Events O | Courses{ | Favorite Pairings

o Create Event

Rank

Timed Events

Default Complement: Defined Events

Ranks Req Date Base Operator Department Event

Event

Meeting
Simulator
Ground Transport
Ground Duties
Reserve

Office Duties

Deadhead Other

Non Timed Events

Event

Breakfast

Dinner
Accommodation
Own Accommodation

Out of Base

The Events Tab contains 3 main screen components or sections:

1. Default Complement Grid - Defines the default complement for newly created events
2. Generic Event Lists - Two simple scrollable lists containing timed and non-timed events

3. Defined Events - Where the data matching the filter criteria is displayed

Default Complement Grid

This section allows the user to define the complement for any events that are created directly from this instance of the
Activity Panel. By default, when the Activity Panel is open the Default Complement Grid will default to empty.

Default Complement:

|Ranks Req

B o

To add a complement:
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1. Click Add.

Select a rank from the drop-down field in the Ranks column.

3. Enter the number of crew required for the selected rank under the Req column. The changes are automatically
saved.

N

Default Complement:

The complement will be automatically added when a new event is created. Details of which will be discussed in the next
sections.

Create Event
Event Properties Event Complement

Label: Event Type:
From Port:
26/01/2016 2z End: 26/01/2016 gz 00:00[80 Zz

Duration: Equip:

%i| Auto Display

Generic Event Lists

The Generic Event lists consist of two lists. The first list has all the configured timed events and the second list has all the
configured non-timed event types within the merlot system. These events can be added into any pairing to indicate non-
flying activities that crew need to accomplish. In doing so, the user is prompted to enter any necessary information required
to include an event of that type within the pairing.

Timed Events Mon Timed Events

Event Event
Meeting » | Breakfast
Simulator Lunch
Ground Transport Dinner
Ground Duties Accommodation

Reserve Own Accommodation

Office Duties Mid-Duty Sickness
Deadhead Other

Training Mon-timed

2018 | COMMERCIAL IN CONFIDENCE | Page: 74 of 142



merlot.aero

Defined Events

This is a very simple text-based grid presentation of the events that match the applied filter criteria. The columns are
described below:

Column Description

Date Date of the flight

Type Event type, as described in the list of timed and non-timed events

From Departure port

Dep Departure time

To Arrival port

Arr Arrival time

Duration Length of time for the event

Pair Flight Time Total flight time within the pairing

Pair Duty Time Total duty time within the pairing

Pair Rest Grd Total pay credit for the pairing

Time

Modify A button that allows users to modify details of the event

Open Displays the number of crew required for the event. The numbers are broken down per rank.
Covered Displays the number of crew that are already assigned to the event. The numbers are broken

down per rank.

Creating and Modifying Events

In addition to allowing the creation of new events, a Create Event button is included. If the user has the Create security
privilege granted to the Activity Panel — the Create Event button icon will be enabled. When a new timed event is created,
the Create Event form is displayed to allow the entry of the information required to define a timed event.

2018 | COMMERCIAL IN CONFIDENCE | Page: 75 of 142



merlot.aero

Create Event

Event Properties Event Complement

Label: Event Type: Drag a column header and drop it here to group by that column

|Ranks Req

From Port:

26/01/2016 gzz 00:00[88 z 26/01/2016 gzz 00:00[88 z

Duration: g. Equip:

% Auto Display

The Event Form is comprised of two sections:

e Event Properties - This section located on the left side of the form contains all of the specific fields required to
detail the characteristics of the event.

e Event Complement - This section in a grid on the right side of the form defines the number of each rank of crew
member required for the event. If the Default Complement is set in the Events tab, it will be applied here.

This form also has Save and Cancel buttons. When Save is clicked the information entered in the form is saved into the
event table either as new record or as an updated existing record. Then the form is closed.

When Cancel is clicked, the form is closed with the information entered in the form not being saved. If the Cancel button
is clicked in the midst of dragging/inserting the timed event into a pairing, then that insertion will also be cancelled.

When an event is being modified, the form will be populated with information about the timed event. This same event form
is used to modify existing created timed events. To modify an event, click on the Yellow Folder under the Modify column.

If you want to include an event into a pairing, drag it to the Pairing Panel as if you were adding a flight.

The fields in the Create Event and Edit Event forms are described below:

Column Description
Label Name of the event

Event Type Event type, as described in the list of timed and non-timed events

From Port Departure port

To Port Arrival port

Start Departure time

End Arrival time

Duration Length of time for the event

Equip Equipment type if the event occurs in an aircraft (deadhead other, simulator)
Courses
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The Courses tab is intended to display the course instances that occur on the selected filter date range. This will be
available in the future.

Favorite Pairings

The Favorite Pairings tab holds a list of pairings from the Pairings and Standard Pairings tabs marked as favourite.

Pairings) | Standard Pairing | Flights Events{) Courses()  Favorite Pairings

Generic Pairings | Pairings

Generic Pairings

Labe! Description Report Release

ADM ADM 08:00 L 17:00 L
RES 03:30 L 17:30 L

RES 11:00L  01:00L

To include a pairing in the Favorites tab:

1. Select a pairing from the Pairings or Standard Pairing tab.

2. Click .

The pairing will be listed under the Favorite Pairings tab.
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Monitoring Panel

The Monitoring Panel is a core component of the crew applications as it provides the functionality that allows the user to
be kept informed and up-to-date regarding changing information and consequential impacts on the operational
assignments of employees. In short, the Monitoring Panel displays the information required to operationally manage
employee assignments.

The different types of information displayed within the Monitoring Panel serves two main purposes:

e Informs the user that modifications have been made that affect employee assignments in the operation and the
effects of those modifications

e Provides lists of information that the user needs to action, or as an aid when working on other tasks, to ensure
that all operational requirements are met. This means that all flights have the correct employees operating them
and the employee assignments are valid and legal.

Monitoring Filters
<<Add New>> v From: 02/08/2017 ez
[ + To:  09/08/2017 iz

B Default ) Save Dates % SyncDates  Operator:
@ Advanced Filters

Problems
problems (Il Reset Warnings

Date Employee Object Error Type Description Document Ref

04/08/2017 5 Au, Vanessa (0198) C€B100500 Course and Certification Vi B73B Simulator Matrix Training Session E expiry on 01-Sep-2017
04/08/2017 S Ay, vanessa (0198) CB100500 Course and Certification Vi B73B Simulator Matrix Training Session D expiry on 01-Sep-2017
04/08/2017 5 Au, Vanessa (0198) CB100500 Course and Certification Vi B73B Lower than Standard Take-off Weather Minima GROUND 725.124 (26) expiry on 01-Sep-2017
04/08/20175 Ay, vanessa (0198) €B100500 Course and Certification Vi B73B Minimum Equipment List 725.124 (24) expiry on 01-Sep-2017
04/08/2017 S Au, Vanessa (0198) CB100500 Course and Certification Vi B73B Category II Operations Ground 725.124 (37) expiry on 01-Sep-2017
Operational Summary
Operational Summary From:  22/09/2017 gz 23/09/2017 3z

Status  Employee Code |  Employee Base & Rai)  Pairing Lat |  Duties First Duty Report Alarm Time Hide Until Actions

E] 0402 Langdon, Gaylene  YEG FA HB200002E  HB200002E-1, HB200002E-2 22/09/2017 03:30 L EGEs mm

Monitoring Filter Panel

The purpose of the filter section is to limit the operational information displayed, in this case, crew and problem detection
information, to that which matches the filter criteria. This allows the user to focus on aspects of the day-to-day operation
that they are responsible for.

Also, to aid in the efficiency of using filters, default filters are defined in the Monitoring Filter Panel in the CrewPlan,
CrewRoster and CrewFollow applications. In addition, users will be able to save filter criteria as named filters, and

subsequently select and apply the saved filters. This allows for a quick and efficient means of switching between different
sets of operational information.
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M Monitoring Filters

Filters : <<Add New>> - m From: 09/08/2017 - Base: |LASX ~ Department: ¥ Rule Context: All

NewFHter:I -+ To: 09/09/2017 . Rank: [CAX ~ Equip: ~
L}

B Default

° Advanced Filters

Problem Category: ¥ Violations % Problems

Save Dates ¥ Sync Dates Operator: |G4%X ~ Status: ~

Problem Level: ¥ Critical % Non-Critical ® Informational

Problem Status: ¥ Outstanding M Ignored B Override

The filter for the Monitoring Panel can be divided in the following sub-sections:

Date for Filter

Save a filter or reuse an existing filter
Set as a Default Filter

Criteria for Filter

Advanced Filters

View the data

I .

Date Filter

To view crew data in the Monitoring Panel, users must load the data for a specified date range by entering a date range
into the date control. A drop-down calendar is provided to select the date.

e From - A date field. The start value of the date range
e To: A date field. The end value of the date range

The Operational Summary has a separate date filter that allows users to have a smaller range for that panel. Select Sync
Dates to make sure both panels will follow the same date. If you would like to have a different date range for the Operational

Summary panel, deselect Sync Dates.

Note: The date controls throughout merlot suite have built-in short cuts. These short cuts allow users to instantly select
different date targets, such as the current day (T), or the start of a month (M), a quarter (Q) or a year (Y).

Save a Filter or re-use an EXxisting Filter

To allow users to siecify and save filters, the Monitoring Filters panel has a Filters field and associated Save E Delete

and Reset icons as well as a Save Dates checkbox.

The Filters field is a combination of a drop-down lists that displays the previously saved filters, as defined by the user,
along with template filters that apply to all users. There is also the ability to enter a new filter name in the New Filter field

and to click the plus icon to add the new filter.

The Save Dates check box allows the user to control whether a filter they define is set to a specific date time range or if
the selected filter inherits the current date time range in the Monitoring Panel.

Default Filter
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il Monitoring Filters

Filters : <<Add New>> v m 09/08/2017

New Filter: + © 09/09/2017 z:=

M| Default B Save Dates ¥ Sync Dates

m Advanced Filters

To speed up workflow processes, default filters may be set up in the Monitoring Filters Panel. The default filter facilitates
the rapid filtering of the displayed data that the user refers to most frequently.

To allow the user to set a default filter, the filter section contains a Default check box. When this button is clicked, the
currently selected filter is saved as the default filter for the application.

When the Monitoring Panel is opened, it determines the current user and the application context and defaults to the relevant
Criteria.

Criteria for Filters

Base: ¥  Department: Rule Context: All

Rank: hd Equip:

Operator: - Status:  All

The filter section contains the following criteria which are used to determine which data is displayed in the tabs in the
Monitoring Panel:

Field Description

Base A drop-down field that displays the active crew bases

Rank A drop-down field that displays active ranks and / or rank groups

Operator The Operator drop-down menu filters the grid to show information based on selected airline operators

Department A drop-down field that displays active departments. It is an area within an airline or company that is
tasked with providing particular services of a similar type. For example, Flight Operations (i.e. the
manning and operating of aircraft), Maintenance (ensure the aircraft are able to operate safely),
Ramp (the parking and coordination of aircraft resupply between flights).

Equip A drop-down field that displays the active aircraft or equipment types or groups that crew operate
Status Pairing status drop-down menu which includes All, Planned, Active, Provisionally Active options
Rule A drop-down field for the applicability of violations. Options include All, Planning (violations from
Context planning rules) and Active (violations for published rosters)

There is an option to use exclude a criterion. For example, to load all activities except for FPG pairing type, select FPG
and then Ctrl+ Click FPG. This will turn the selection red and the results will not include FPG.

PairingType : FRG*
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Advanced Filters

| Violations % Problems

%| Critical % Non-Critical % Informational

8| Outstanding M Ignored B Override

The Advanced Filters section of the Monitoring Filters Panel has numerous check boxes to control the level and status of
violations and/or problems that the user would like to view in the Problems panel, including violation/problem level and
status options.

Advanced Filter Description
Problem Category  Allows users to select to display Violations and/or Problems in the Problem panel.

Problem Level e  Critical - The violation and/or problem must be addressed before crew can fly
Non-Critical - The violation and/or problem needs to be addressed, however it is not
preventing crew from flying

o Informational - Information is being provided regarding a pairing or crew member

Problem Status e Qutstanding - The violation and/or problem has not been addressed yet
e Ignored - The violation and/or problem has been ignored by a user and will only be re-
assessed if the pairing is changed. User and time stamp information is recorded.
e Override - The violation and/or problem has been determined as not being a problem or
violation and is overridden by the user, generally a supervisor, with user and time stamp
information recorded

View the Filtered Data

The View button applies the filter criteria and displays the resulting data in the Monitoring Panel tabs. Any modifications to
the filter criteria need to be reapplied by clicking View.

Problems Panel

During the daily operation of the airline, changes will occur that impact crew assignments flights and qualification
modifications. These changes can result in assignments and pairings becoming illegal. As part of the merlot RulesEngine,
there are routines that periodically and continually validate crew assignments and pairings against the configured rules of
the airline. If these routines determine that an assignment or pairing is no longer valid, an exception will be generated for
the illegality and that exception will be displayed within the Problems tab.

Problems

problems [l Reset Warnings

‘ Date Employee Object Error Type Description Last Updated Actions

> 04/08/2017S Ay, vanessa (0198) CBLO0S00 Course and Certification Vi B73B Simulator Matrix Training Session E expiry on 01-Sep-2017 04/08/2017 06:46:555 iy FH =)
04/08/20175 Ay, Vanessa (0198) CB100500 Course and Certification Vi B73B Simulator Matrix Training Session D expiry on 01-Sep-2017 AL CFassl &) |~ .- 2=
04/08/2017S Ay, Vanessa (0198) CB100500 Course and Certification Vi B73B Lower than Standard Take-off Weather Minima GROUND 725. Cosiongoessc s NI vy 2=
04/08/2017S Ay, vanessa (0198) CB100500 Course and Certification Vi B73B Minimum Equipment List 725.124 (24) expiry on 01-Sep-201 04/08/2017 06:46:43S g Y =

04/08/2017S Ay, vanessa (0198) CB100500 Course and Certification Vi B73B Category 11 Operations Ground 725.124 (37) expiry on 01-S¢ 04/08/2017 06:46:40 S
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The Problem tab previously had violations and problems separated. They are now combined in order for users to manage
them more easily.

Basically, violations and problems are different types of issues to be dealt with by the airline. A violation is any breach of a
configured rule that has been generated by the merlot RulesEngine. Rules are generally configured to enforce published
regulatory requirements from government agencies and other company rules as defined in the airline's operations manual.
Problems are all other non-rule based exceptions generated by the Problem Detection Engine (PDE), such as incorrect
report/release times, illogical flight/pairing data, and crew complement issues.

Sample problems are shown below for illustrative purposes.

Employee Object Error Type Description

26/08/2017 S Au, Vanessa (0198) GROUND Course and Certification Vi Stabilized Constant Descent Angle 725.124(54) expil

26/08/2017 S Au, Vanessa (0198) GROUND Course and Certification Vi Survival Training 725.124(30) expiry on 01-5ep-2017
26/08/2017 S Au, Vanessa (0198) GROUND Course and Certification Vi Security Training expiry on 01-Sep-2017
26/08/2017 S Au, Vanessa (0198) GROUND Course and Certification Vi Reduced Vertical Separation Minima 725.124(53) expi

26/08/2017 S Au, Vanessa (0198) GROUND Course and Certification Vi Low Energy Awareness 725.124(49) expiry on 01-Sap)

The image above shows 9 unread problems listed in the grid. The background of the number turns red if there is at least
one unread problem. If all the problems have been read, the background will turn grey.

Clicking the Reset Warnings link located next to the tab will reset the warnings so that any new information will be presented
and is easily identifiable to users. Alternatively, click on View in the filter panel. Note also that the system automatically
updates the information in this panel with an interval of 5 minutes.

The columns are described below:

Column Description

Grouping Several instances of a problem can be logged against one crew member. For example, an expiry
violation that was not yet resolved was raised for each day that a crew member worked. Having
them separated can lead users to miss out on more urgent issues. These are now grouped together
and can be collapsed/expanded. In the image below, the purple box shows a collapsed group of
violations. The pink box shows the expanded violations.

Reset Warnings

Date Employee Object Error Type Description

04/09/2016 Z Minimum Rest Period Rule 23:40 hours rest between 3-Sep 2

09/02/2016 06:4 Minimum Rest Period Rule -1:00 hours rest between 2-Sep

2]
a 09/03/2016 12:4 Minimum Rest Period Rule -1:00 hours rest between 2-Sep

09/03/2016 12:4 -1:00 hours rest between 2-Sep 1|

Problems will be grouped together if the BaseEmployeeRule parameter AllowMonitorGridCollapse
is set to True. This is set to False by default. This can be adjusted in Configure.

Assignment Problems can now be “grabbed” by a user to signify that he is accountable for resolving the problem.
By default, all problems have an empty square which means that the problem is unassigned. If a
user clicks the box, he assigns the problem to himself and his initials will be placed on the square
and the border will turn blue. Assignments of other users have a green border. In the example
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below, the initials are for Merlot Admin. Users cannot remove their assignments, but other users
can reassign a problem to them by clicking on the same box. The column can also be filtered by
clicking on the header.

Salect All

Problems [JEEEN Reset Warning, MerlotAdministrator

Mot ovmed

Show rows with value that

This makes it easier to identify which problems have been read n New problems added to the

view are unread by default. In the image below, the first two records are unread and the last
two records are read. To mark a problem as read, double-click on the envelope icon. The user
name and time stamp of reading a problem is recorded in the database. This column can be filtered
by clicking on the header.

Select Al
Read
Unraad
Reset Warnings Show rows with value that
‘ Date |‘3"""|""""s i |
17/09/2016 5 | |
= "
17/09/2016 5
|Cor|lains & |
17/09/2016 5 | |
15/09/2016 5 | Filker | | Clear Filter |

o S RS B T R o ree

Note: New problems are displayed in bold. In the image below, the first problem is new and the
second problem is pre-existing.

Error Type Description

DaysOff In Weeks Rule 6 days off in 4 week period (10-Oct - 7-Nov) not achieved

Rest In Days (1 in 8) Rule 0 rest period(s) in (152 Hours) 8 days less than 1 required 35 hours rest. Period 10-Oct - 17-Oct.

Displays the severity and behaviour of the problem. This column can be filtered by clicking on the
header.
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Salact All
Critical

fid Ne Ignorable
Informational

Re critical
Ignorable
NoError

E, Ignared
Overriden
E Informational

Caleulating

Date of the duty that the problem is logged against.
Name of the crew with the problem
Pairing or duty label associated with the problem

Determines if the record is a problem (green) or a violation (blue). This column can be filtered by
clicking on the header.

Error Type

Select All

Problem

Wiolation
Show rows with value that
| Contains ! |
and 2
| Contains Y |

“ Filter Clear Filter

Name of the rule that was breached
Problem message
Reference text pertaining to the rule (see Configure User Guide for setup instructions)

Date and time when the problem was last evaluated by the RulesEngine. If the date is too far in the
past, the problem could be irrelevant and the panel needs to be refreshed

Open Problem H — Displays the details of a problem in a popup form.
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1 Problem details

Problem Date : 17/09/2016 03:30:00

Employee : Immelman, (ooooc )
Object : T8-1

Problem Type : Violation

Error Type : Minimum Rest Period Rule Prior Duty between
1:00-10:00

Error Description :  16:30 hours rest between 15-Sep 13:00 and 16-Sep
05:30 is less than 24:00(Late/Early/WOCL in series flight), duty with FDP
between 1:00 and 10:00 hours

Updated Date : 17/09/2016 L

Created Date : 17/08f2016 L

Last Validated Date : 16/09/2016 L

View Employee Details E - Displays employee/crew information. Contact details can be
retrieved from here. This applies to CrewRoster and CrewFollow only.

Pairing Details - Displays information on the pairing. This is handy when the user needs
to relay pairing information to crew. This applies to CrewRoster and CrewFollow only.

Open in Gantt - Opens the crew member's roster in the Allocation Gantt. This applies to
CrewRoster and CrewFollow only.

Right-clicking on any column of a problem brings out the following options:

Ignore
Owverride
Re-evaluate violation

Print

e Ignore — marks the problem is ignored by the user and hides the problem until reversed. The user name and
timestamp are recorded in the database. Use this sparingly as it might lead to a compliance breach.

e Override — allows the user (with the appropriate security access) to override a violation and allow the affected
crew member to proceed with the duty. The user name, timestamp and comments are recorded in the database.

¢ Re-evaluate violation — triggers the RulesEngine to validate the corresponding duty and removes the violation if
it is no longer applicable.

e  Print — prints the violation in a PDF file or through a connected printer.
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Operational Summary Panel

The Operational Summary section has a set of important operational tabs displayed. Each of the tabs is refreshed
periodically to ensure that the information displayed is current.

Operational Summary

Operational Summary From: 16/10/2016 _:_ To: 17/10/2016 _:_

Duty Changes | Late To Report Duty Listing | Crew Information | Aircraft Information | Daily Task List

The date range in this panel copies the date range in the Monitoring Panel filter by default. If Sync Dates is not selected,
the Operational Summary date range can have different dates that will allow users to have a smaller set of data to work
with in this panel.

Each of the Operational Summary tabs is discussed separately below.

Duty Changes

The Duty Changes tab displays all the duty change notifications created by users when they modified crew’s pairings.
These notifications have not been acknowledged by crew yet. The Duty Changes tab allows the user to view all the duty
changes that crew have yet to acknowledge and to manually contact employees, if necessary, to ensure they are aware
of the changes to their roster. This ensures the operation is not disrupted due to crew failing to report for the assigned
duties.

Duty change notifications are removed from this tab when the crew member acknowledges it in CrewPortal or CrewMobile.
Alternatively, users can mark the duty change as acknowledged after discussing with the crew member.

[} operational Summary

Operational Summary From: 01/09/2017 ,:_ To:  08/09/2017 .:.

Arcaf nformatn] Dol ok Us

Date of Trade Rank Equip Initiator Initiator's Pairings Respondent Respondent's Pairings Transaction Date Actions
2017-09-05 L FO (0003124) 9204 (5) (0002638)  OFF (5) 2017-08-3002:23 L g=| A X
2017-09-06 L FO (0003124) 9204 (6) (0002638)  OFF (6) 2017-08-30 02:23 L 2= W X

The columns are described below.

Column Description

Status Displays an icon if the duty change has gone past the alarm time or hide time
nThis appears if the Alarm time is up

ﬂThis appears if the notification is past the Hide time
Employee Code Crew member’s ID

Employee Crew member name
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First Duty Report

Alarm Time
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Actions

Column

Mark Change as
Acknowledged

View Employee
Details

airing Details

o

)

en in Gantt

i g

wn

end Message

O

View Comments
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Crew member’s base and rank

Name of the affected pairing

Duties included in the pairing

Report time of the first duty in the pairing

Sets a certain time for users to be alerted if the duty change has not been acknowledged by
the crew member

Sets a certain time when the duty change notification will be made visible to crew in CrewPortal
and CrewMobile

Set of action buttons, discussed in the next section

Right Click for Actions Action Icons

Mark Change as Acknowledged Actions

View Employee Details

[T

Details Pairing Details
Open in Gantt
Send Message

View Comments

To allow the user to manage duty changes, the following actions can be performed on a selection of duty changes, via
right click or by use of the appropriate Action icon (Action icons are described from left to right):

Description

The user can contact the crew member and inform him of the duty change. Afterwards, the
user can use this to mark the notification as acknowledged on the crew member’s behalf

Displays employee/crew information. Contact details can be retrieved from here

Displays information on the pairing. This is handy when the user needs to relay pairing
information to crew
Opens the crew member’s roster in the Allocation Gantt. This applies to CrewFollow only.

Opens the New Message box for the user to create and send a message to the crew member

Displays the public and private comments for the pairing
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Late to Report

The Late to Report tab displays the list of crew who have not signed in for their duty for the selected dates.

84 Operational Summary

Operational Summary From: 09/07/2017 _:_ To: 09/08/2017 _:_

y Listing | Crew Information | Aircraft Information | Daily Task List

Local Report (L) Late Value First Activity Actions

ate To Report }

Employee Code Employee Base & Rank Duty Report (S)

09/07/2017

000010282

Column

Date

Employee Code
Employee

Base & Rank
Duty

Report (S)
Local Report (L)
Late Value

First Activity

Actions

R4_IF-1  07/09/17 04:00  07/09/17 05:18 1:17 09/07/201704:00L [, By 2= M =™

The columns are described below:

Description

Date of the duty

Crew member’s ID

Crew member name

Crew member’s base and rank

Name of the affected pairing

Report time of the duty in Standard time, or the time zone of the company’s main office
Report time of the duty in Local time, or the time zone of the port where the crew member is
Amount of time the crew member is late

Report time of the duty in Zulu time

Set of action buttons, discussed in the next section

Action Icons

2= A =

Right Click for Actions

Manual Report

Failed to Report

Open in Gantt

View Employee Details
Send Message

Print
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To allow the user to manage duty changes, the following actions can be performed on a selection of duty changes, via
right click or by use of the appropriate Action icon (Action icons are described left to right):

Column Description

Manual Report This allows the user to report for the duty on the crew member’s behalf. The user can enter
the exact report time and add a comment indicating why the crew member was late.

Failed to Report This allows the user to mark the crew as a no-show. A reserve or standby will eventually need
= to be called out.
=

Open in Gantt Opens the crew member’s roster in the Allocation Gantt. This applies to CrewFollow only.

B

View Employee Displays employee/crew information. Contact details can be retrieved from here

)
D
—
=)
o

Send Message Opens the New Message box for the user to create and send a message to the crew member

= E
=
=]
-

Prints a list of the records currently displayed

Crew Messages

Messages can be sent to crew via email, SMS or via CrewPortal. They are displayed until they are read and acknowledged
by the crew.

Operational Summary

Operational Summary From: 09/01/2017 gzz To: 09/06/2017 zz= m
by Lsing et ot Doy T et

’Date Status  Sent As Importance Employee Code Employee Base & Rank Sent By Subject Read Acknowledged Actions

B 09/03/2017
09/03/2¢ 1 Application Message ) 000010604 MerlotAdmin (email@email.com) ~This is a Test Ma
09/03/2C 1 Application Message 000010604 5 MerlotAdmin (email@email.com) This is another 1
09/03/2C ! Application Message 000010604 MerlotAdmin (email@email.com) This is Another 1
09/04/2¢ 1 Application Message 000010604 5 MerlotAdmin (email@email.com) ~Test

B 09/04/2017

The columns are described below:

Column Description

Date Date when the message was created

Status Indicator if the message has been read or not

Sent As Messaging option selected. Options are Application Message, SMS or Email
Importance The selected Importance level of the message
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Crew member’s ID

Crew member name

Crew member’s base and rank

Name and email address of the sender
Message subject

Timestamp when the message has been read by crew. This applies to application messages
only.

Timestamp when the message has been acknowledged by crew. This applies to application
messages only.

Right Click for Actions Action Icons

Print T E

View Message

Mark as Acknowledged

View Employee Details

To allow the user to manage crew messages, the following actions can be performed on a selection of messages, via right
click or by use of the appropriate Action icon (Action icons are described left to right):

Column

Print

-
View Message

Description
Prints a list of the records currently displayed

Displays the body of the message

Mark as Acknowledged The user can mark the message as acknowledged only if the crew has read the

View Employee Details E

Duty Listing

message

Displays employee/crew information. Contact details can be retrieved from here

The Duty Listing Tab provides a list of crew assigned with standby and administrative duties. This allows the users to
quickly identify any possible replacement crew during disruption.

To allow flexibility in how the duties in the Duty List are viewed and managed, display of information in the Duty Listing tab
can be modified based on the configuration options / functionality.
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Operational Summary From

06/01/2017

Late To Report | Crew Messages

Type: RESX v

Emp

Code Employee

Rank

00001177
00001183
00001338
00000646
00000919

merlot.aero

To: 06/02/2017 ez

Rest
Before

Rest
After

Equip Sen Credi Type Report Release 05/29 05/30 05/31 06/01 06/03 06/04 Actions

320,757,» 988 R10_IF-1 06/01/201: 06/01/2017 10:24 00:01 X-1 X-1 C3002 X-1 X-1 X-1

320,757,n 1027 R5_IF-1 06/01/201 06/01/2017 13:02 10:30 C3001 PPSK- C3002 C3000 C4000 C4000

320,757, 1432 OAKR4IF-1 06/01/2017 06/01/2017 13:16 10:00 R815( X-1 0300C OAKR¢ OAKR¢ OAKR¢

320 150 SFBR5A-1  06/01/201; 06/01/2017 05:01 12:00 X-1 X-1 X-1 Sick SFBRS  F3000

320,757,n AVLRS5IF-1  06/01/201] 10:00 12:00 X-1 AVLR5 AVLR5 A8000 X-1 X-1

06/01/2017

The columns are described below:

Column
Date
Employee Code
Employee
Base

Rank

Equip

Sen

Credit

Type

Duty
Report
Release
Rest Before
Rest After

Dates

Actions

Description

Date of the duty

Crew member’s ID

Crew member name

Crew member’s base

Crew member’s rank

Crew member’s rated equipment types
Seniority

Credit duty hours for the duty
Pairing type

Name of the duty, or duty label
Report time of the duty
Release time of the duty
Amount of rest prior to the duty
Amount of rest after the duty

The duties one day before and five days after are displayed. The highlighted column is the
selected date.

Set of action buttons, discussed in the next section

Right Click for Actions Action Icons

Print

Open in Gantt

View Employee Details
View Comments

Sand Massage
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The Duty Listing tab is informational and no modifications can be made on it. The following actions can be performed on a
duty via right click or by use of the appropriate Action icon (Action icons are described left to right):

Column Description

Print Prints a list of the records currently displayed

Open in Gantt Opens the crew member’s roster in the Allocation Gantt. This applies to CrewFollow only.

View Employee Displays employee/crew information. Contact details can be retrieved from here

Details

View Comments Displays the public and private comments for the pairing

Send Message Opens the New Message box for the user to create and send a message to the crew member
=

Crew Information

The Crew Information tab provides information about crew logistics such as accommodation, transportation, and deadhead
details for the dates selected in the Monitoring Panel Filter criteria.

Accommodation

The Accommodation tab holds details on crew’s hotel requirements. If a crew member’'s duty has an Accommodation
event, a corresponding row will appear in the tab, which can also be accessed in the Pairing Details panel in CrewRoster
and CrewFollow.

B Operational Summary

nary From: 06/01/2017 gza 1ot 06/02/2017 zaz m

Duty Changes | Late To Report | Crew Messages | Duty Listing Daily Task List|
Accommodation | Deadhead § Transportation | Meals

D Emp Coc Employee Base & Rank  Port Duty Required From Required To  Hotel BookingStatus Book Hotel Phe Hotel Er Hotel Ad Actions

E 06/01/2017 L

00000= P80022P-1 06/01/2017 14:1 06/02/2017 | No Booking

000011 S PB0022P-1 06/01/2017 14:1 06/02/2017 | No Booking

000011 L80012F-1 06/01/2017 6/02/2017 | No Booking

00001: Fi LB0012F-1 06/01/2017 10:2 06/02/2017 1 * No Booking

The columns are described below:

Column Description
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Date

Employee Code
Employee

Base & Rank
Port

Duty

Required From
Required To
Hotel

BookingStatus

BookingReference

Hotel Phone
Hotel Email
Hotel Address

Actions

Column

Print

OEen in Gantt

View Employee
Details

View Comments
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Date of the duty

Crew member’s ID

Crew member name

Crew member’s base and rank

Port where the accommodation is required

Name of the duty, or duty label

Release time of the duty that brings the crew to that port
Report time of the next duty

Name of the hotel. The list of options is taken from Configure

Booking status options include Not Booked, Booked, Pending Confirmation, Cancelled, Not
Required, Pending Cancellation, No Booking

Text field where booking references can be entered
Hotel phone number. This is taken from Configure
Hotel email address. This is taken from Configure
Hotel address. This is taken from Configure

Set of action buttons, discussed in the next section

Right Click for Actions

Print
= <]
Open in Gantt ‘__| E o

Wiew Employee Details

Action Icons

View Comments

Send Massage

Accommodation records cannot be removed from the Accommodation tab. The following actions can be performed on a
record via right click or by use of the appropriate Action icon (Action icons are described left to right):

Description
Prints a list of the records currently displayed

Opens the crew member’s roster in the Allocation Gantt. This applies to CrewFollow only.

Displays employee/crew information. Contact details can be retrieved from here

Displays the public and private comments for the pairing
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Send Message Opens the New Message box for the user to create and send a message to the crew member
=

Deadhead

The Deadhead tab holds details on crew’s deadheading requirements. If a crew member’s duty has deadhead or deadhead
other event, a corresponding row will appear in the tab, which can also be accessed in the Pairing Details panel in
CrewRoster and CrewFollow.

Operational Summary

op nal Sun )M 06/01/2017 sz To: 06/02/2017 zss m

Duty Changes | Late To Report | Crew Messages | Duty Listing Aircraft Information § Daily Task List
‘Accommodation | Deadhead | Transportation | Meals

Duty Date Local Employee Cod Employee Base & Rank  Duty PNR Event Flight From To Provider BookingStatus BookingRef Actions

B 06/01/2017
000011529 DH_E-1 DH_E Drive Time PIE06/01/2017 ( VPS06/01/2017  Airline ~ No Booking ~ A= [E W m
000011783 DH_E-1 DH_E drive time PIE06/01/2017 C VPS06/01/2017  Airline ~  No Booking v =S EW =

000012351 DH_E-1 DH_E DRIVE TIME PIE06/01/2017 ( VPS06/01/2017  Airline ~ No Booking ~ A= [E @ m

The columns are described below:

Column Description

Date Date of the duty

Employee Code Crew member’s ID

Employee Crew member name

Base & Rank Crew member’s base and rank

Duty Name of the duty, or duty label

PNR Passenger Name Record. Referencing the flight that the crew member is deadheading on
Event Name of the event, or event label for deadhead other events

Flight Flight number if it is a deadhead within the airline

From Departure time

To Arrival time

Provider Provider of the deadhead flight — Own Accommodation (provided by crew) or Airline
BookingStatus Booking status options include Not Booked, Booked, Pending Confirmation, Cancelled, Not

Required, Pending Cancellation, No Booking
BookingReference = Text field where booking references can be entered

Actions Set of action buttons, discussed in the next section

Right Click for Actions Action Icons
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Print -
4= EH W =
Open in Gantt

iew Employes Details

View Comments

Send Massage

Deadhead records cannot be removed from the Deadhead tab. The following actions can be performed on a record via
right click or by use of the appropriate Action icon (Action icons are described left to right):

Column Description
Print Prints a list of the records currently displayed
OEen in Gantt Opens the crew member’s roster in the Allocation Gantt. This applies to CrewFollow only.
View Employee Displays employee/crew information. Contact details can be retrieved from here
Details
View Comments Displays the public and private comments for the pairing
Send Message Opens the New Message box for the user to create and send a message to the crew member
=
Transport

The Transport tab holds details on crew’s transport requirements. If a crew member’s duty has a ground transport event,
a corresponding row will appear in the tab, which can also be accessed in the Pairing Details panel in CrewRoster and
CrewFollow.

Operational Summary
Operational Summary From: 06/01/2017 zzz To: 06/02/2017 zzz [ view ]

Duty Changes || Late To Report | Crew Messages | Duty Listing | Crew Information | Aircraft Information | Daily Task List

Amomrnodatlm] Deadhead] Transportation I Meals

Duty Date Local Employee Cod Employee Base & Rank Duty PNR Event From To Provider BookingStatus BookingRef Actions
> B 06/01/2017
000005757 SFB FA $3101Z S31012 LLPGD-SFB PGD  SFB  Other Transpor *  No Booking  ~ A=A EH @ =

The columns are described below:

Column Description

Date Date of the duty
Employee Code Crew member’s ID
Employee Crew member name
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Base & Rank Crew member’s base and rank

Duty Name of the duty, or duty label

PNR Passenger Name Record. Referencing the transport that the crew member is traveling on
Event Name of the event, or event label for deadhead other events

From Departure time

To Arrival time

Provider Provider of the transport — Own Accommodation (provided by crew) or Airline

BookingStatus Booking status options include Not Booked, Booked, Pending Confirmation, Cancelled, Not

Required, Pending Cancellation, No Booking
BookingReference  Text field where booking references can be entered

Actions Set of action buttons, discussed in the next section

Right Click for Actions Action Icons

Print
= [E W m
Open in Gantt

View Employes Details
View Commants

Send Message

Transportation records cannot be removed from the Transport tab. The following actions can be performed on a record via
right click or by use of the appropriate Action icon (Action icons are described left to right):

Column Description

Print Prints a list of the records currently displayed

= Opens the crew member’s roster in the Allocation Gantt. This applies to
Open in Gantt CrewFollow only.

E Displays employee/crew information. Contact details can be retrieved from here
View Employee Details

E Displays the public and private comments for the pairing
View Comments

E Opens the New Message box for the user to create and send a message to the
Send Message crew member

Meals

The Meals tab holds details on crew’s meal requirements. If a crew member’s duty has a meal event, a corresponding
row will appear in the tab, which can also be accessed in the Pairing Details panel in CrewRoster and CrewFollow.
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Duty Changes | Late To Report | Crew Messages | Duty Listing | Crew Information | Aircraft Information | Daily Task List

Aounmmndaﬁonl Deadhead I Tlanspnrm‘linnl Meals

Duty Date Local Emp Code Pairing

01/12/2015

Breakfast AMELIE TQ303415

02/12/2015

AMELIE TQ303415

01/12/2015

Breakfast CARL ELTASON TQ303415

The columns are described below:

Column

Duty Date Local

Event
Known As
Pairing
Duty
FromPort

ToPort

Description

Date of the duty, in local time
Meal event name

Name of crew

Name of the pairing, or pair label
Name of the duty, or duty label
Departure port

Arrival port

Right Click for Actions

Print

Open in Gantt

View Employee Details
Wiew Comments

Send Message

merlot.aero

FrmPort ToPort

TQ303415-2 YQB
TQ303415-3 YQT

TQ303415-2 YQB

Meal records cannot be removed from the Meal tab. The following actions can be performed on a record via right click or
by use of the appropriate Action icon (Action icons are described left to right):

Column

Print

Open in Gantt

View Employee

Details

View Comments

Send Message

Description

Prints a list of the records currently displayed

Opens the crew member’s roster in the Allocation Gantt. This applies to CrewFollow only.

Displays employee/crew information. Contact details can be retrieved from here

Displays the public and private comments for the pairing

Opens the New Message box for the user to create and send a message to the crew member
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Trade Approval

Crew schedulers manually approve and reject swaps in the Trade Approval tab. This tab is displayed when the user
preference AllowSwapManualApproval is to True in Configure.

. Operational Summary

Operational Summary From: 01/09/2017 _:_ To: 08/09/2017 _:_

Duty Changes | Late To Report Duty Listing | Crew Information | Trade Approval | Aircraft Information | Daily Task List

Date of Trade Rank Equip |  Initiator Initiator's Pairings Respondent Respondent's Pairings Transaction Date Actions
2017-09-05L  Fo 320 CHEONG, FOOK KIONG(0003124) 9204 (5) CHEW, KEN(0002638)  OFF (5) 2017-08-30 02:2

D 2017-09-06 L FO 320 CHEONG, FOOK KIONG(0003124) 9204 (6) CHEW, KEN(0002638)  OFF (6) 2017-08-30 02:

The Trade Approval columns in the tab are described below:

Field Description

Date of Trade The date of the first pairing up for trade.

Rank Rank of the pairing pushing up for trade.

Equip Type The equipment type of the pairing originally assigned to the initiator.

Initiator The name of the employee initiating the direct trade, or initially posted the trade on

the trade board. The format will be Last Name, First Name.

Initiator's Pairing(s) The pairing(s) currently assigned to the initiator, up for direct or indirect trade.

Respondent The name of the employee that is the target of a direct trade, or placing an offer for
a trade on the trade board. The format will be Last Name, First Name.

Respondent's Pairing(s) The pairing(s) currently assigned to the respondent, up for direct or indirect trade.

Transaction Date Direct Trade: The date/time that a trade was approved by both employees, and

submitted for OPS approval listed as per the time mode of the module

Actions The following Trade Approval actions are described below:

View in Gantt - Loads both crew mentioned in the trade.

Message E - Includes both crew mentioned in the trade in the "TO" field of
the message.

Approve — Approves a trade.

Reject E — Rejects a trade.

Users can sort and filter data in all the columns within the tab except the Action column.

Manual Approval Process

Two new status labels are now displayed in CrewPortal > My Swaps, Awaiting Ops and Ops Declined.

2018 | COMMERCIAL IN CONFIDENCE | Page: 98 of 142



merlot.aero

Swaps - My Swaps

show EFRIIEY entries Actions

Date Title Report Release Time Left Swap Board

TEST
05/09/2017 L APPROVE 05-Sep0745L 05-Sep18:15L  SINSIN  05d 16:26  Success D!
TRADE My Inbox
lew Swap
Direct Swap

Ops
Declined
TEST -Unable to
06/09/2017 L REJECT 06-Sep 07:45 L 06-Sep 1815 L SINSIN  06d 16:26 approve due
TRADE 1o
Operational
Requirement

TEST
31/08/2017 L EXPIRED 31-Aug 07:45L 31-Aug 19:40 L SINSIN  00d 16:26 | Awaiting Ops
SWAP

Showing 1 to 3 of 3 entries

After a direct or an indirect swap is accepted by a crew, the system automatically classifies the swap by tagging it as
Awaiting Ops and holds the approval. Once a swap is approved, the status will change to Success.

When a swap is approved in CrewFollow, the system will notify the user by displaying the message below:

ﬁ Swap Approval Notification

Trade was successfully approved.

In the event of a violation, upon approval of a swap, a warning will be displayed.

Violation Warning

The following violations require attention before your changes can be committed
Object E

3020-1 Minimum Rest Period Rule Prior Duty between 10:00-16:00  9:15 hours rest between 29-Aug 20:45 and 30-Aug 06:00 is less than 12:00, duty with FDP between 10:01 and 16:00 hours

Users can either Reject a swap approval or Cancel the violations within the swap. If a user rejects a swap, the status will
update to Ops Declined and a Trade Rejection Reason window will be displayed.

Trade Rejection Reason

Unable to approve due to Operational Requiremend
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Manual Swap Quota

To limit the number of swap requests from each crew, airline administrators can setup the number of swaps for manual
approval using the following user preferences. The quota applies both to the swap initiator and the respondent crew.

User Preference Value Description

1 (Default) — Applies to Roster Period The period the manual swap quota
ManualSwapQuotaPeriod 2 — Applies to Calendar Month will apply to.
ManualSwapQuotaNumber NULL (Default) The number of allowable swap

requests for manual approval. A null
or blank value indicates unlimited

swaps.

OnlyManuallyApprovedSwaps (Default) When calculating for the swap quota,
IncludeInManualSwapCoun - the system will only consider
This user preference is only manually approved swaps.
applicable when the existing | ManuallyApprovedAndRejectedSwaps When calculating for the swap quota,
AllowSwapManualApproval the system will consider both
user preference is set to manually approved and rejected
True. swaps.

The following applies when Manual Swap Quota is setup:

1. Only swaps that are tagged as Awaiting Ops will be counted;
2. Deleted swap requests prior to admin approval and rejected swaps due to a rule violation will not be counted
against the quota.

Crew members who already reached the quota will receive a notification saying, "Cannot submit swap/trade due to

maximum quota of << Manual Swap Quota Number >> reached for this <<Roster period/ Calendar Month>>" when
attempting to submit a swap request.

Aircraft Information List

The Aircraft Information List tab is part of future development in CrewFollow.

Daily Task List

Operationally, there are number of tasks that are required to be performed daily by individual users or groups of users to
ensure the smooth running of the operation. Often these tasks need to be completed by a certain time of the day.

To help the Operations Department manage these daily tasks, the client will be able to define task lists that apply to different
sets of users. When the user displays the Daily Task List tab, they will see the tasks they are required to complete during
their shift.

Operational Summary

Operational Summary From: 01/08/2017 _:_ To: 30/08/2017 .:.

Duty Changes | Late To Report Duty Listing | Crew Information | Aircraft Informaticn | Daily Task List

Code Description o] OneC Mon Tue Wed Thu Fri Sat Sun CompletionRequir. ConfirmRe ActiveFrom ActiveTo

I:] occ Crew Meal Requests 0 - ] u L] 1] L) L] 12.00000 m 29/01/2015 17:00 S 31/12/9999 17:00 S
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Where there are multiple users responsible for the completion of tasks, all those users will see the same task in their task
lists and any of them will be able to complete it. When the Daily Task List is displayed, the tasks displayed in the list are
tasks where the user is included as part of the responsible list of the associated task group. By default, only those tasks
for the current date will be displayed. However, the user will be able to select to view their task list for different dates, by
adjusting the date of the Daily Task List.

To allow the user to manage their task list, actions listed can be performed on selected items on the list. The user can use
standard <Ctrl + Shift > click functionality to be able to select multiple displayed pairings. These actions are triggered using
the Right Click menu options or appropriate icons.

The completion date-time and the user who completed the task are recorded. Once the task has been completed it will be
displayed in the list to allow other users who share the responsibility for the task to see who completed the task and when

it was completed.

Display of the information in the Daily Task List tab can be modified based on the configuration options/ functionality to
allow flexibility in how the tasks in the task list are viewed and managed.
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CrewFollow Specific Tasks

This section provides an overview of CrewFollow specific tasks. Some of these tasks might not apply to your airline.

Daily Checks (no particular order):

e  Check for the number of reserves for the day. If there aren’t enough, check for options for crew to call out from
day off.

¢ Notify crew with pending duty change notifications.

e  Monitor crew members who need to sign on for their duties. Call up crew if they are late for sign on.

e Monitor roster changes for crew members involved in disrupted flights. Observe compliance requirements.

e Manage crew-requested trades or swaps of pairings.

e Manage rosters of sick crew members and allocate a reserve for the de-allocated duty.

For days in the near future:

e Tryto achieve the ideal number of reserves for the next few days.
e Check for violations in the Monitoring Panel and resolve them.

¢ Notify crew with pending duty change notifications.

e Ensure all flights are fully complemented.

For days in the not so distant past:

e Update pairings with discrepancies
e Generate reports
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CrewFollow Actions

Pairings and rosters can be viewed by multiple users at any time. Users with the required access rights can also make
changes to pairings and rosters. In some cases, a pairing that is in view could be updated by another user or process. If
the user viewing the pairing attempts to change it based on the outdated version in view, a Pairing Update Conflict popup
will be displayed.

2 pairing update conflict

Pairing 713 on date 19/08/2016 00:00:00 has been previously updated by
Sharlene on 23/08/2016 07:22:07Z.
Do you want to override the pairing updates (Yes), or cancel your updates

(No)?

Selecting Yes will override the changes made by the other user or process. Selecting No will discard the current user’s
changes and the user must reload the pairing and apply the changes again.

Duty Changes

Any modifications to rosters or assigned pairings require crew notification. This ensures that crew are aware of the changes
to their roster and the notification process is kept track in the system for audit purposes.

Duty Change Options
Duty Changes Reasan: Operational

Property:

24/10/2018: ZHANG, Teh (0002474) - 572C

24/10/2018: Kim (36), SHU QIN (0004788) - 572C

24/10/2018: Tee, Yuting (0001998) - 572C

24/10/2018: Wong, Ziyuan (0004761) - 572C Private Comment:

Public Comment:

Notification: GIRIID & (TS

& Requires Notification % Alarm At:

J [y 24/10/2018 -

¥ Portal/Mobile
B SMS ¥4 Hide Until:

¥ Email 24/10/2018

Select all

The box on the left contains the names of all crew affected by the duty change. Changes can be applied directly to all crew

in the list or in batches.
e To apply changes for all the crew, make sure all the names are highlighted. If not, click the Select all button.

Choose the options on the right side, then click the OK button.
e To apply changes for one crew, select the name. To apply changes to more than one crew but not all, press the
Ctrl button and click on the names. Once the name/s are selected, choose the options on the right side, then click
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the OK button. The form will continue to display the remaining crew names that require updates until all of them
are updated.

The Reason field requires a generic classification for the duty change. Typically, duty changes caused by delays are
considered Operational. Personal Swap is used for swaps that crew requested. The list of reasons is configurable. Please
contact your Administrator to modify the list.

Administrator Note

Duty Change Reasons are set up in Configure >> Operations >> Pairing >> Duty Change Reason.

If the user preference DutyChangeReasonRequired is set to True, the Reason field becomes mandatory.
Otherwise, it can be left blank. The preference is set to False by default.

The Property field allows users to set characteristics of a pairing that require considerations on reassignment, payroll, and
other operational consequences. Select the applicable property/properties.

Some properties might not apply to all crew in the list. Make sure to press the Ctrl button when selecting crew names in
the list box.

Some reasons could be associated with one or more properties. When such a reason is selected, the associated
property/properties will be automatically displayed. This field may be configured as mandatory.

When pairings are swapped or replaced, the property may be transferred to the next assigned crew. A prompt will be raised
to give the option of transferring or removing assigned properties.

Administrator Note

Duty Change Reasons are set up in Configure >> Operations >> Pairing >> Assignment Property.

To associate a property to a reason, go to Configure >> Operations >> Pairing >> Assignment Property.
If the user preference DutyChangePropertyRequired is set to True, the Property field becomes mandatory.
Otherwise, it can be left blank. The preference is set to False by default.

Public Comments and Private Comments can be added to give crew some context on why the change was done and if
there are other things to be noted by users afterward. If either field is mandatory, the OK button will only be enabled if
either field is filled out. Spaces only or special characters only are not allowed. Public comments can be seen by all crew
in their roster reports, while private comments can only be seen by the affected crew member only.

Administrator Note
If the user preference DutyChangeCommentsRequired is set to True, the comments field becomes
mandatory. Otherwise, it can be left blank. The preference is set to False by default.

The Notification section gives users the option to send a notification to crew or not. There are cases when crew do not
need to be notified, like when the crew was verbally informed of the change while the user made the changes, or if the
change was made while the crew is operating a flight. Notifications can be sent manually (the user calls up the crew or
informs him face-to-face), through the Portal/Mobile applications, SMS, or email.

The Alarm & Hide options provide flexibility in how the notification is sent to crew. An alarm can be set to remind the user
or other crew schedulers to notify the crew of the changes. This will not affect the crew member. Simply enter the date and
time when the alarm must ring. The duty change can also be hidden from crew (not visible in CrewPortal and CrewMobile)
until a certain time. This is handy when the changes are not yet final. Enter the date and time when the duty change can
be made available for the crew member. The Hide Until options may be hidden from view if the users do not need it.
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Administrator Note
If the user preference DutyChangeHideUntilVisible is set to True, the Hide Until section is hidden. The
preference is set to False by default.

Sending a duty change notification is tracked in the system, including the name of the user and the timestamp of sending
the notification. When the crew member views or acknowledges the natification, the timestamp of that action is tracked as
well.

A notification may be omitted by clicking the Cancel button or clicking the Close button at the upper right corner of the form.
The duty changes will not be affected.

Administrator Note
If the user preference DutyChangeCancelButtonVisible is set to False, the Cancel button and Close button
are hidden. The preference is set to True by default.

Assign Pairings

Pairings can be assigned to crew by selecting the pairing from the Pairing Panel and then dragging it to the roster of the
designated crew member. The pairings can be from the Pairings or Standard Pairings tab.

llocation Gantt -

When assigning a standard pairing, make sure that the pairing is assigned under the correct date. Standard pairings have
the default report and release times but not the dates, unlike built pairings.
Every time a pairing is assigned or modified, the pairing and roster will be validated. If a violation is detected, it will be

displayed in the Pairing Exceptions tab symbolized by m or [_‘ If the violation requires an override, the form will pop
up and the user or his supervisor can override the violations as needed.

Multiple Crew Assignment

A pairing can be assigned to multiple crew at the same time. This is helpful when all complements (pilots and cabin crew)
are to be filled up through pairing assignment. This can also be used when a set of crew members will be assigned the
same pairing on the same day, i.e. a number of reserves for one day.

The checkbox on the left side of the crew’s name allows for multiple crew assignment. Select the checkboxes for all the

crew who will be assigned the same pairing. This will turn the crew’s names orange. Click and drag the pairing from the
Pairing Panel to one of the crew’s rosters and drop the pairing.
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Standard Pairi | Flights{ | Events( | Courses( | Fi

wad | 21800 (2) The

ADM1
ALL

anL

1| Standard Pain

wad | 31-apr (2) Thu

Deselect the checkboxes before assigning another pairing.
Multiple Day Assignment

A standard pairing can be assigned to one crew member for more than one day. This is helpful when a crew member goes
on a long absence (vacation, maternity leave, sabbatical, etc.).

To assign multiple pairings, click on the Shift button, then click and drag the standard pairing towards any day on the crew
member’s roster. Release the Shift button and the mouse button. A calendar will pop up. Select the correct year. Use the
Shift or Ctrl buttons when selecting dates. Shift highlights dates from the first selection to the next selection. Use this
when the pairing must be assigned to consecutive days. Ctrl allows you to pick several days with gaps in between.

Allocation Calendar

Year: 2016 -
January
February
March

April

-

May

-

June

-

Wwow W w

July

-

August

-

22
22
22
22

September

-
g

October

RN R R

-
=

November

NN NN
g

=

December 1

Days Selected: 19

This option can only be used for standard pairings and can be used to assign the standard pairings to days that are not
currently viewed in the Gantt.

De-allocating Pairings

To de-allocate or remove a pairing from a crew member’s roster, click on the pairing to select it. Right-click on it then select
De-allocate Pairing. The pairing will be removed from the roster and if it is a non-standard pairing, it will be reflected in the
Pairing tab as partially covered.

To remove several pairings from one or more crew, select all the pairings by using Ctrl + click, then right-click on one of
the selected pairings and select De-allocate Pairing.

Moving Pairings
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A pairing can be reassigned from one crew member to another instead of de-allocating it from one crew member then
assigning to the other. This can be done when the receiving crew member does not have a pairing on the same day. Simply
click and drag the pairing from the currently assigned crew member to the receiving crew member. A prompt confirming
the change will appear. Click Yes to proceed or No to cancel.

Tip: Pin the rosters of both crew to make it easier to drag the pairings.

Swapping Pairings

Pairings that are assigned to crew can be interchanged instead of de-allocating and re-allocating both. This can be done
by swapping the pairings. Press Shit + Ctrl then click and drag the pairing from the first crew member over the pairing of
the second crew member. A prompt confirming the change will appear. Click Yes to proceed or No to cancel.

Tip: Pin the rosters of both crew to make it easier to swap the pairings.

Retaining Historical Pairings

There is a way to retain pairing data in the past and prevent users from modifying them. This is controlled by the user
security Historic Pairing Override and the user preference Historic Pairing Override Hours. The user security setting
determines which users can override the limit of modifying past pairings, while the user preference determines how many
hours in the past the pairings can be modified. If a user has the user security and the override hours are for 24 hours only,
the user will be able to modify pairings within 24 hours in the past. If the pairing is beyond 24 hours, the user is no longer
allowed to update the pairing.

Managing Sick Days

Crew can call in sick before the start of their duty or right in the middle of their duty. Instructions for managing both scenarios
are details below.

Casual Sick Day

If a crew member calls in sick before the start of his duty, the entire duty needs be removed and then replaced by a sick
day.

1. Right click on the pairing and select “Allocate Sick Leave”.

2. When prompted if the pairing will be replaced with sickness, click Yes. Selecting No will stop the process and no
changes will be made.

3. A prompt will appear once the sick day is assigned. The Duty Change Options form will also pop up for notification
requirements.

4. The pairing is replaced with a CSL pair type.

5. The de-allocated pairing must be assigned to another crew member (a standby or someone called up from day
off).

Mid-duty Sick Day
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A mid-duty sick day is given when the crew member calls in sick after he has reported for the duty. This allows the operated
flights to be credited to the crew in terms of flight and duty hours and payroll.

Double click on the pairing assigned to crew.

Split the crew member from the rest of the other crew in the pairing.

In the pairing of the sick crew member, remove the flights and events that he cannot operate.
Add the Mid-Duty Sickness event from the Activity Panel.

Click Save.

IS

The removed flights and events need to be assigned to another crew.
Creating Flights

Certain situations require flights to be created immediately. For example, a charter flight that was booked on the last minute
requires to be prepared immediately. Instead of having to go to AircraftFollow or wait for another user who has security
rights for AircraftFollow, the user can add the flight directly in CrewFollow. This can be done in two ways:

e Click the Add a Flight link at the top of the Flights tab; or
¢ Right-click on the Pairing Detail panel and select Add New then select Flight.
Add Flight

123 Route: CGKBKS

Active Svc. Type:  Charter - Passenger only

16/04/2016

0a:25[88 L : 10:25[80 L

o Recurrence
Start: 01/03/2016 - End: 01/03/2016

EveryDay M ' T W T F =1 =1
Day(s):

Enter the details as needed then click Save.
Calling Out Standbys

To apply a standby callout, drag the new pairing over the standby pairing. You will be prompted to confirm the new
allocation.

Confirm action o X

l has a pairing allocated on l
08/08/2016. Do you wish to replace it?

The standby pairing will be replaced by the new pairing.

Depending on the time of pairing replacement, the report times of the standby and the new pairing, and the required
settings, a prompt like the one below will appear. The system needs to confirm that the standby will be activated at that
moment. This means that the crew will be taken out of standby and will be assigned to the new pairing. Standby activation
may be applied earlier than the standby duty’s report time if the user confirms it.
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2 Confirm action

has a RES pairing on 08/08/2016 but
the Reserve period has not yet started. Do you wish to activate standby?
The notification will be hidden until the report time of the Reserve.

The prompt above may remind the user if the reserve period has not started yet, if applicable.

It may also state that the duty change notification will be hidden until the report time of the standby/reserve duty. The option
to hide a notification is managed with the user preference CallOutHideDutyChangeDefault. When set to True, the Hide
Until option in the Duty Change Options form will be selected, and the time will be set to the report time of the new duty
(see image below). When set to False, it will not be selected. This option is useful for cases when the crew should not be
informed of the change until the start of the new duty.

Duty Change Options

Duty Changes Reason: Operational

Property:
13/08/2018: Smith, Jane (1331} - M32021 Public Comment:

Private Comment:

Motification: (e & il

¥ Requires Notification B Alarm At:

B Manual Notification

¥ Portal Notification
LS ide |
B SMS Notification SR depint]

B Email Notification 13,/08/2018

A standby callout is indicated in the Allocation Gantt by a translucent green puck beside the new pairing. This is controlled
by the user preference CallOutGanttVisualization which set to True by default.

914 (Call Out)
6:50 / 15:23
08:00L / 23:30L

9:00

08:00L / 16:00L

14:231L

EASY, INT

Clicking on the new pairing highlights both the standby and the new duty. A tool tip shows the details of the new duty. The
calculated flight and duty times are displayed instead of the actual times. The Standby Period shows the start and end time
of the standby and Notified At shows the time when crew was notified by the crew scheduler. Double clicking on the duty
displays the details of the new duty in the Pairing Details Panel.
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If the standby is called out after the standby duty, the same behaviour above is observed, but the pucks are connected
together, similar to a multiple-day pairing. This only makes it visually more understandable for the user.

24-Jun (5) Fri

For tracking purposes, the end of the standby is recorded in the Times tab of the Pairing Details Panel.

Assigned Crew

2016 L

24/06/2016 L 8i4-1

Each customer has its own requirements for the report and release times for called out standbys. These can be controlled
by the following user preferences:

User Preference Description and Values

ReserveEndOnCallOutNotification Controls the end time of the standby.
o If setto False, the release time of the standby will be followed.
o If set to True, the release time of the standby will be set to the
notification or callout time

CallOutDutyCalculationMethod Determines how the duty time for a standby callout must be calculated based
on any of the following values
e SignOnReserve — default value. Duty time is calculated from the
report time of the reserve pairing.
e SignOnNewDuty — Duty time is calculated from the report time of
the new duty
¢ SignOnNewDuty+ReservePriorCallOutNotification — Duty time
is calculated based on the new duty plus a buffer time that includes
the time between the sign on time of the reserve/standby and the
call out time

CallOutReportTimeMethod Determines if the report time will be based on the reserve pairing or the new
pairing. This applies to home reserves (RES) only. Airport reserves (ARD)
will always retain the original ARD report time.

¢ NewDutyReportTime — report time will be based on the new duty
e OriginalReserveReportTime — report time will be based on the
reserve duty

CallOutNotificationOverride This configures how the callout notification time is set.
e True — Default value. Users can manually override the callout
notification time
e False — The time when standby is activated after assigning the new
duty is recorded as the callout notification time

CallOutPostReserveTimeThreshold ~ The buffer (in minutes) after the reserve pairing that a new duty assignment
can be considered as a standby activation
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Calling Out on a Day Off

To indicate that a crew member is called out on their day off, drag the new pairing over the day off. You will be prompted
for confirmation. Select Yes.

Automated Minimum Monthly Guarantee

Additional Duty Designated (ADD) days are placeholder duties for crew to work. This is under the pair type OPD. Crew
members with Pay Credit Hours equal or greater than 70 hours acquired from Open Time Pickup, Voluntary Junior
Assignment and Voluntary Flying Notification within a roster period will have all remaining ADDs (OPDs) converted to
ADDX (pair type RDO) starting from the next day onwards. The conversion is handled by ADD day minimum monthly
guarantee process job (job type PCHConvertPairingtoRDOJob). Validation of Pay Credit Hours for the next roster period
is only allowed if roster has been published. Past and current ADDs (OPDs) are excluded from this.

Set the following user preferences to the values below to enable the conversion:

User Preference Description Value
MinPCHLatestOPDActivationTimePrior Time of day value before an OPD assignment. 18:00
MinPCHLatestOPDActivationCalendarDaysPrior | Number of calendar days prior to an OPD that will 1
be validated for a working duty assignment.
MinPCHPairingLabelToCheck Pairing label(s) to be checked for the automated | ADD

Pay Credit Hours (PCH) Monthly Guarantee
Process for conversion. Multiple entries are
allowed, must be separated by a comma.

MinPCHUseUnusedADDProcess Activates/Deactivates the automated process | TRUE
conversion of unused ADD.

The values displayed in the Line Hours column in Employee Details > Schedule > Rosters are considered the Original
Pay Credit Hours Bid Award for a crew within a roster period.

Employee Details

A~ Employee Details

Roster Period Definition Roster Status Active From Active To Line Type Line Hours

Personal Details
i Address JUN 2015 PILOT Active 01/06/2015 30/06/2015 0:00

- Next of Kin JUL 2015 PILOT Active 01/07/2015 31/07/2015 0:00

- AUG 2015 PILOT Active 01/08/2015 31/08/2015 0:00

- Contacts SEP 2015 PILOT Active 01/09/2015 30/00/2015 0:00

Payroll OCT 2015 PILOT Active 01/10/2015 31/10/2015 0:00

Rating NOV 2015 PILOT Active 01/11/2015 30/11/2015 0:00

- Schedule DEC 2015 PILOT Active 01/12/2015 31/12/2015 0:00

i iRosters JAN 2016 PILOT Active 01/01/2016 30/01/2016 0:00
SEP12017 TECH Submitted 01/09/2017 30/00/2017 Pure Reserve m

Cancel
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All converted ADDX are assigned a duty change reason of “Schedule Change” and assignment property X and no duty
change natification will be sent to affected crew members.

Unused ADDs (OPDs) which are converted to a working duty after 1800 PST of the day prior to an OPD, will trigger a
notification.

._..- Confirm a

The ADD day that you are trying to assign is no konger legal to assign.

Select Confirm to replace the unused OPD or Cancel to proceed without making changes.

All ADDs (OPDs) for the current and next day is validated at 1800 PST and undertakes the same process mentioned above
for the automatic conversion to days off (RDOSs).
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Menu Options

File Menu
Reset Layout brings all the panels back to their default sizes and positions.
View Menu

The View menu contains time mode options.

Z - Zulu
L - Port
S - Standard

®  Zulu (2) - Zulu time is known as Greenwich Mean Time (GMT)
e Port (L) - Porttime is local time in the departure or arrival port of the flight
e Standard (S) - Standard time is local time at your company headquarters

Tools Menu

Direct Open

Direct Open is a tool that allows users to search for specific crew members. This works similar to the Allocation Panel filter,
but it presents more information about each crew member and allows for faster searching. This comes in a basic view and
an advanced view.

The basic view below can be accessed by using the hot key Ctrl + F from the Allocation Gantt, or going to the Tools menu
then selecting Direct Open.

Find Employee

Date From:  20/08/2016 iz DateTo: 23/08/2016 gz % Append

v

Emp Code:

Flight:
° Advanced Filters

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

‘ B EmpCode Name Department Base | Rank Pairing Phone Phone 1 Email Actions
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Field Description

Append Selecting this will add the rosters of the selected crew to your current view in the Allocation
Gantt. If this is not selected, the current view will be replaced by the results of this search.

Date From The dates on top default to the current date in Standard time mode. Searching for crew in

Date To limited to actively rated crew within the entered date range.

Emp Name Enter the first few letters of an employee’s last name to bring out a list of suggestions.

Emp Code Enter the first few characters of an employee’s code or ID to bring out a list of suggestions.

Flight Enter the flight number for the selected date range. Entering the first few numbers will bring
out a list of suggestions. The crew assigned to the selected flight will be included in the search
results.

Quick Open button  Click this button to display the rosters of the searched crew in the Allocation Gantt
Filter button Click this button to display the details of the searched crew in the grid below the button.

The Emp Name, Emp Code or Flight field can be used independently of each other. Selecting at least one option from one
of them will bring search results. Multiple entries can be entered for each field.

The search results in the Find Employee form display the crew member's employee code, name, department, base and
rank, pairings for the next 4 days, phone numbers and email address. The action buttons to the right allow the user to view
the employee details and to send the employee a message.

The search results can also be ranked by column by clicking on the column header. They can also be filtered further using

the filter . icon in each column. If the Advanced section (Ctrl-A) or the chevron button is not expanded, no loading of
data for the pairing filter will take place. Setting the End date to the same date will not load pairing and flight data and
setting the End date to a different date will only load flight data once.

When accessing the Advanced section or the chevron button is expanded, the loading of filters will only be processed
once.
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The Advanced Filters view can be accessed by using the hot key Ctrl + A from the Allocation Gantt, or going to the Tools
menu then selecting Direct Open and clicking on the Advanced Filters button.

Find Employee

.= Date To: 01/23/2018 s-= % Append

Date From:  01/23/2018
Emp Name:

Emp Code:

Flight:

° Advanced Filters

Base: Operator:

Group: Pairing:

Rank: Pairing Type:

Equip Group: Match Type on all dates:
Department: Certification:

Course: Attribute:

Line Type: Include out of base Employees |l

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

[ open ]
Field Description
Base A drop-down field that displays the active crew bases
Group Provides a list of employee profiles or groups. Selecting any group filters our crew members

who belong to the group within the selected filter date range. Multiple groups can be selected.

For example, crew members who have recently come on board can be grouped as Green or
IOE. When either group is selected for the filter, crew with the Green or IOE profile for the filter
date range will be listed in the filtered crew list.

Rank A drop-down field that displays active ranks and / or rank groups

Equip Group A drop-down field that displays the active aircraft or equipment types or groups that crew
operate

Department A drop-down field that displays active departments. It is an area within an airline or company

that is tasked with providing particular services of a similar type. For example, Flight
Operations (i.e. the manning and operating of aircraft), Maintenance (ensure the aircraft are
able to operate safely), Ramp (the parking and coordination of aircraft resupply between

flights).

Course Provides a list of active courses. Multiple courses can be selected for the filter criteria.

Line Type A drop-down field that displays active line types.

Operator The Operator drop-down menu filters the grid to show information based on selected airline
operators.

Pairing A drop-down field that displays all pairings.
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Pairing Type A drop-down field that displays the kinds of pairings to be displayed. This looks at the pairing
or duty on the day/s being searched. For example, if you select RES for 01 June, all RES
duties on the 01 June will be displayed even if the pairing starts on 31 May.

Match Type on all  If selected, this will display only the crew with pairings that match the selected Pairing Type
dates and on the selected dates.
Certification Provides a list of certifications that crew can achieve. Certifications are qualifications taken on

crew’s own time. Examples of which are language speaking skills and medical. Certifications
may or may not need to be renewed. Multiple certifications can be selected for the filter criteria.

Attribute Provides a list of attributes or pre-defined characteristics of crew that can be used to require
or restrict the number of crew in a flight or route. Multiple attributes can be selected for the
filter criteria.

For example, a crew member can have a Mandarin-speaking attribute. In a flight going to any

city in China, at least one Mandarin-speaking crew is required. The attribute of the crew is
used to determine if that requirement has been met.

Include outofbase  Displays all duties for pairings indicated in the Pairing Type field for the indicated date in any
Employees port.

Transaction Mode

Transaction Mode provides a playpen or "what if* capability in modifying rosters. If you don't like the changes you just
made, you can simply cancel it and the roster will return to its original state.

To start Transaction Mode, go to the Tools menu and choose Transaction Mode.

Once selected, you will notice a red bar across the application under the menu bar indicating that you are in transaction
mode.

[ File J View Tools Reports =':w |||][||]| E’E IJg

When you are finished, you can choose to Save it or Cancel these changes.

These three menu commands are related to each other:

e Immediate Save Mode - this is the default option when using CrewFollow. If you select this while in transaction
mode, you will be asked if you want to save or discard your changes before going back to Immediate Save Mode.

You have un-commited modifications, do you want to save them?

e Save/Commit Transaction — commits the changes made and returns CrewFollow back to Immediate Save
Mode.
e Cancel Transaction — discards any changes made and returns CrewFollow back to Immediate Save Mode.
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While in transaction mode, the Activity Panel will display the Transaction mode tab changes as soon as one roster or
pairing change is made.

[6] Transaction mode chang ‘ Pairings { I Standard Pairin | Flights{ | Events({ Courses

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

Sequel Date Employee Ref Description

» 1 06/08/2016 L 273 Pairing Allocated
06/08/2016 L Pairing Allocated
06/08/2016 L Pairing De-allocated
06/08/2016 L Pairing Modified
06/08/2016 L Pairing Modified
06/08/2016 L Pairing Modified

The tab contains the following columns:

Column Description

Sequence The order in which the change was made

Date Date of the affected pairing

Employee Name of the employee assigned to the pairing. If this is blank, it means multiple employees are
affected or an unassigned pairing was changed

Ref Pairing name. Clicking on the pairing name will load it in the Pairing Details Panel.

Description _Indica:ﬁ_s g the pairing was allocated, de-allocated, modified or created, or when a flight complement
is modifie

The number of changes made is displayed on the left side of the tab. The Activity Panel filter will not affect the contents of
this tab. Once transaction mode is committed or saved, the tab and its contents will disappear.

If an updated pairing in transaction mode was updated by another user or process before the current transaction was
committed, a Pairing Update Conflict popup will be displayed. This allows the user to choose what to do with the updates.

2 Pairing update conflict

Pairing 715 on date 15/08/2016 00:00:00 has been previously updated by

Sharlene on 23/08/2016 11:17:48Z.

Do you wish to proceed with committing the transaction? Selecting YES will
overwrite the previous user's changes. Selecting No will return you to your
transaction without committing any changes.

= .

Selecting Yes will override the changes made by the other user or process. Selecting No will discard the current user’s
changes and the user must reload the pairing and apply the changes again.
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Generate UNEDIFACT APIS

This form is used to manually send crew information via APIS messages to a country’s border control authority.

Generate APIS UNEDIFACT
Filters
Operator: - UNEDIFACT Format/Adi

Date: p4/04/2016 __'_ o: * @ Initial Message

Flight: ® Update Message

Messages

To complete the APIS UNEDIFACT form are as follows:

Select the Operator, Date and Flight number from the respective drop-down lists.

Select the From and To airports (departure and arrival, respectively) from the drop-down lists.

Enter the UNEDIFACT Format/Address

Select the radio button for Initial Message or Update Message, as it applies.

Click Send to send UNEDIFACT data or click Cancel to close the form without generating a message. Show
displays message content in the message window. The message can be copied by clicking Copy, and then paste
it on an email template.

IS

The Show button displays the message content in the message window and the message can be copied by
clicking Copy, and then paste it on an email template.
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Export to FRMS

This option allows users to send roster information to a third-party fatigue risk management system (FRMS), where rosters
can be analysed through fatigue management models instead of work-rest limits managed by rules. The only FRMS that
can process merlot.aero data is FRMSc’s SAFE. Select this option to proceed with the export.

FRMS SAFE Export

Date Range - Z
o: 09/05/2016

Equip:

% Show unpublished crew M Show pre-published crew M Show published crew

Select Employees

Crews (0)

To export crew rosters to an FRMS:

e Select the date range to be exported.

e Select the number of days prior to the period that needs to be included.

e Select the applicable criteria (Profile, Rank, Pair Type, Equip, Base). If these fields are blank, all crew will be
included in the validation process.

e Select Show unpublished crew, Show pre-published crew or Show published crew as applicable.

e  Click the Filter button.
The filtered crew information will display in the Select Employees section’s Filtered Crew box.

¢ Inthe Crews box, select crew members by highlighting a name or group of names and move them to the
Selected Crew section using the arrow buttons (>,>>).

e Click Export to submit the roster for validation, or Cancel to close the form without generating action.

Access to this form is controlled by user security option FRMSSAFEStandardExport. Before exporting data to SAFE, review
the wuser preferences FRMSSAFEPairingTypes and FRMSDefaultPriorDays and the job configuration for
FRMSSAFEExportJob.

Real-time validation with an FRMS is not yet covered at this time.
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Reports

To view Reports within CrewFollow, select the Reports tab and choose a report from the menu.

Some of the reports are airline specific reports. Reports can be customized to meet specific customer requirements.

Aircraft Allocation Report

merlot.aero-Aircraft Allocation 01/Jan/2015 to 03/Jan/2015

HNon Cancelled Flights

REG EQP DEP BAY Caplain K Total

pelay

RPC3B9T 320 780 HAROLD CEE MHNL 01-Jan-15 Q9:10 r 09210 [L] 10030 S 10a I:I.] o 27450 00200 B3 523 o 103
310 781 HAROLD MHL CEB 01-Jan-15 10:85 / 10:55 (18] 12:20 7 13:08 i Q13 /450 00:00 6 3z o 8%
320 537 GISELA CEB (<) g 01-Jan-15 14:50 / 14:50 (%] 15:40 / 1526 [(}] 0034 4/a8r0 00:00 62 460 o 137
320 528 GISELA car CEE 01-Jan-15 16:20 1 1820 L) 170 4 16553 (U 00:335 47AF0 0000 38 341 a 137
320 768 GISELA CEB MHL 01-Jan-15 1735 5 1738 L) 1888 0 18784 (L) 01008 4870 00000 &7 &50 o 130
320 420 ELYLED MHL PPS 01-Jan-15 18:30 7 19:03 L 19:55 / I0:48 i 1:45 27450 00:33 &7 &4z o 80
320 4 ELYLED FPS MHL 01-Jan-15 20:35 7 20:5% (%] I2:00 J/ Z2:28 [(}] 0:29 /450 00:24 B4 345 o 127

JFETER . - " -

320 T 422 MICHAEL MNL PPS 0z-Jan-15 07:25 r 07:25 (%] 08:50 / 0847 (8] 01:24 /450 00:00 TE 803 o 160
320 413 (FETER PPS MHNL 02-Jan-15 09230 r 09330 L, 1058 S 10031 L oo 27450 00200 114 129 o 156
. = MICHAEL i - - o] - - S . ! - =

Remarks:  REMARKS : ON TIME

PETER i
2 12-Jan- B 2 ! { r T :
320 4 354 MICHAEL MHL TAG 02-Jan-15 120 7 20 L) 12:45 /12355 (L} 01535 25410 00:00 7 b o 16
ann 2ee FETER Tan Py o mn e 43eac 0 waemn 0L aaeas s oasena B4 aeeme miacn naeae 1nn asn n var

Aircraft Landing Count Report

merlot.aero-Configure - Count Aircraft Landing

DMK 4 9 11 45

3 18
Company Limited ICN 4 ¢ 13
KIX yi 2
NRT 1 1 7 7 16
ROW i 2
SIN 11 11
Total : 1 5 7 36 18 22
Pte Ltd ANC 1 1
BFI 1 1
DMK 29 26 33 39 28 155
HKG 22 24 26 28 27 127
ICN 12 12 13 13 13 64
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China Custom Form Report

chE A RILFOEBX
mTEFVLAA RH ARSI E g

Crew list with their Personal Articles Currencies&Precious Metals

FEHER/Date of Departure - 17 Apr 2016 HMIS/Flight No. - TZ182 A IEHEA/Date of Arrival - 17 Apr 2016 HIBI=/Flight No. -
wa mE= HENS ERbE A =R i
NAME POSTION ARTICLES CARRIED N CUSTOM'S APPROVAL ARTICLES CARRIED OUT CUSTOM'S APPROVAL REMARKS

VWEBER DANIEL CPT MIL MIL

CHUNG GRANGE TAI MING FO MIL MIL

WONG MENG FONG (WANG CIC MIL MIL

MINGFANG)

TAY CHOR WEI (ZHENG cL MIL MIL

Colombo Customs Report

§ @) OE6G 659G, GEEXIDeBIED | SRILANKA CUSTOMS
2E0IO B CRVED 0BONEDO acy cooeeEs OBy, Customs 11
LIST OF PRIVATE PROPERTY IN POSSESSION OF THE OFFICERS AND CREW

#6196 /LINE
@008 20 =) & Bome =) O =B R o @80
Name of Vessel Voyage on arrival at on from sailed on.
Golis, DO B2 856 £Bomg OuaE | 6000 oo | BadD ame |6e2m0 el | B a8 Dano (seme0d 60d |Beedn & cgoda |Gueddsy (S colc ah, | ausn
£ 680 Bemeed |ommd conad gad ge (cond g
No.,Name and Rank Tobacco Cigars No Cigarettes No. |Spitis, gals Firearms Ammunition Foreign & Gold Bullion |Precious Stones & |Other Dutiable Signature
Ibs. Descriprion No. Srilanka & Gold Coins |other Valuables Goods

Currency

Compliance Cross Check Report

merlot.aero - Compliance Cross Check Report 01-Apr-2016 to 02-Apr-2016

- e e

Critical Rule Break 14-Mar-2016  T22 01-Apr-2016 Z Sha ), Ravi 1 rest period(s) in (336 Hours) 14 days less than 2 required 58 hours.
Pairing 08:222 (000 rest. Period 25-Mar 19:10 - 8-Apr 18:10{check for local night).

14-Mar-2016  T302 01-Apr-2016Z SN CPT Leo , Col 0 rest period(s) in (168 Hours) 7 days less than 1 required 35 hours
13252 (000 ) rest. Period 27-Mar 00:00 - 3-4pr 00:00
15-Mar-2016 T8 01-Apr-2016Z SN CPT Mah , Hen (000 ) 1 rest period(s) in (336 Hours) 14 days less than 2 required 58 hours.
04132 rest. Period 19-Mar 00:18 - 2-Apr 00:18(check for local night).
21-Mar-2016  T2-1 03-Apr-2016Z SN CPT Jac vy Dav : (000C )] 1 rest period(s) in (336 Hours) 14 days less than 2 required 58 hours.
20172 rest. Period 17-Apr 11:30 - 1-May 11:30(check for local night).
21-Mar-2016  T202-1 30-Mar-2016 Z SN CPT Duc .Fra 0 rest period(s) in (168 Hours) 7 days less than 1 required 35 hours
20282 (oooC ) rest. Period 30-Mar 00:00 - 6-Apr 00:00.
21-Mar-2016  T202 02-Apr-2016Z SN CPT Duc , Fra 0 rest period(s) in (168 Hours) 7 days less than 1 required 35 hours
20282 (oo0C ) rest. Period 30-Mar 00:00 - 6-Apr 00:00.
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merlot.aero -

merlot.aero

Crew Board Report

(T) Barnard,Peter-William

17/Apr/2016 to 17/Apr/2016

OFF /17
(T} Barn

SIN 17-Apr-16 12:28 L 8 17-Apr-16 17:31 L PER

Peter

Left Hand Seat

TZ7
17-Apr-16 23:40 L SIN TZ8

(T} Barn

PER 17-Apr-16 18:37 L 7

Peter 1

Left Hand Seat

OFF

Crew Log Book Report

merlot.aero - Crew Log Book

Operating I

2016-04-01 Z

05:45Z  15:49Z7  10:04 ICH, TPE, SIN

787 0JA 205 ICN, TPE

787 0JA 205 TPE, SIN

Crew Reserve Details Report

merlot.aero- Crew Reserve Report

01-Apr-2016 to 17-Apr-2016

Command

OFF /17
Jacoby

David

Right Hand Seat
TZ7

TZ8

Jacoby

David
Right Hand Seat
ADM

7:05
2:33

4:32

TZ297 717
Cheah

Junxi
Jumpseat
TZ7
TZ8
Cheah

Juroi
Jumpseat
OFF

AlCUS

T2205/17
Bin

Adly

TZI7
TZ8
Bin

Adyy

GDOC /17
Tay

Siew

REST / 17
Bin Mo

Muhammad

TZ7
TZ8
Bin Mo

Muhammad

Log Book For : Chandra,!

Ct}PiLDt Uﬁra\mﬂg \Hstrument Othercre\'l FL

Kojic,

Jansen (CIC)
(CPT) / Tai,
Jansen (€I

Kojic,

TZ297 117
Chang

Yu-Hsuan

TZ7

TZ8
Chang

Yu-Hsuan

1
1

From Date 17Apris From Time 00:01 LT OPTR 1]
To Date 18Apri6 To Time 2369 LT Station 1]
OPTR STATION EQT POSTH TIME
DK 77T cC 12:00 J
Company Limited
777 cc 00:00 /
777 cC 00:00 /
777 cc 00:00 /
77T cC 11:00 ¢
777 cc 12:00 J
77T cC 00:00 /

EQUIP 0

POSTN 0

D MAME

72:59 0001154  ARRIYA
11:59 0001106  ATITAYA
11:59 0000993 CHANYA
11:59 0001287  JULALAK
14:00 0001280  JUTHAMARD
23:59 0001115 KIRANAYA
11:59 0001014  KOTCHAMOM

PRNGH O
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Document/Message Acknowledgment Report

Scoot Pte Ltd

merlot.aero - Document / Message Acknowledgement Report 01-Mar-2016 to 07-Mar-2016
umen
xw CSC 021-2016 New Appoint for Document  AEMMUANG, THREERAT (0001232) DMK cc 77T Rachada Ngurnsod 02-Mar-2016 11:08:49 Z No
AM In-Flight Sales and Crew AKKARAKITTICHOKE, PEERADA DMK CL 777  Rachada Ngumsod  02Mar2016 11:08:49 Z No
Service (0001082)
AKKATHIN, SINICHAR (0000978) DMK ©C 777  Rachada Noursod  02-Mar-2016 11.08:49Z Mo
ANGSUSING, PATCHANON (0001275) DMK CC 777  Rachada Nournsod  02-Mar-2016 11.08:49 Z Mo
ANUSATHIT, PUNNAPA (0001286) DMK cc 77T Rachada Ngurnsod 02-Mar-2016 11:08:49 Z No
BOONSARNG, RATIA (0000935) DMK ©C 777  Rachada Noursod  02-Mar-2016 11.08:49Z Mo
BORRISUTSAVAT, ARRIVA (0001154) DMK ©C 777  Rachada Ngurnsod  02-Mar-2016 11.08.43Z Mo
BUATHONG, JINDA (0001269) DMK cc 77T Rachada Ngurnsod 02-Mar-2016 11:08:49 Z No
BUTRSKHAOQ, RATTHANAN (0001105) DMK ©C 777  Rachada Ngurnsod  02-Mar-2016 11.08.43Z Mo
BUTRSIKHAQ, RATTHANAN (0001105) DMK SNY 777  Rechada Ngurnsod  02-Mar-2016 11.08.43 2 Mo
CHABKLINHOM, ANGKHANA (C000033) DMK cL 77T Rachada Ngurnsod 02-Mar-2016 11:08:49 Z No
CHAIHONG, SINEENAD (0001278) DMK ©C 777  Rachada Noursod  02-Mar-2016 11.08:49Z Mo
CHAIVARAJ, PEERAYA (0000853) DMK cc 7T Rachada Ngurnsod 02-Mar-2016 11:06.49 Z Yes 09-Mar-2016 13:12:06 Z
CHAIVARAJ, PEERAYA (0000853) DMK SNY 77T Rachada Ngurnsod 02-Mar-2016 11:08:49 Z Yes 09-Mar-2016 13:12:06 Z
CHANANTHITHAM, NTHCHA (001117) DMK ©C 777  Rachada Ngurnsod  02-Mar-2016 11.08.43 2 Mo

Duty Details Report

merlot.aero - Duty Details Report 19-Apr-2016
e
Duty Start Date | Type mim:
00002%8 OFF-1 19/04/16
Abd 0000233 SN CC OFF OFF1  19/04/16 RDO  No
Abd 0001472 SN CC OFF OFF1  19/04/16 RDO  No
Ada . 0001717 SIN cc ALL ALL-1 19/04/16  VAC No
AIE 0001282 DMK  CC OFF OFF1  1B/04/16 RDO  No
AIE 0001282 DMK CC 080C 080C1  13/04/16  FPG No Public:
PAM-OEI, CHK
PRIMROSE /
An 0001485 SN CC OFF OFF1  19/04/16 RDO  No
ANG 0001275 DMK CC OFF OFF1  18/04/16 RDO  No
ANU 0001286 DME cc OFF OFF-1 18/04/16  RDO No
Ara 0001428 SIN cc OFF OFF-1 19/04/16  RDO No
A, 0000155 SN CC OFF OFF1  19/04/16 RDO  No
BAL 0001808 DMK  CC TRG1 TRGI-1  18/04/16 TRN Mo
BAL 0001808 DMK cc TRG1 TRG1-1 19/04/16  TRM No
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Embarkation Disembarkation Report

KA EEICR
EMBARKATION / DISEMBARKATION FORM

merlot.aero

FRARBE B F
[Eaf =3 LAERE [ YYYY-MM-DD HH:MM HLEE FROM TO ikl TYPE
NATLTY Singapore ETD 2016-04-17 01:46 ROUTE SIN = TAD AlIC 787
FITJIH(‘B?HT 7186 3 | REGN HEAE i Ei #* TEAE i 5t #*
NO AC 0JE CREW CHINESE  FRGN  TOTAL PAX CHINESE FRGN TOTAL
£ #E B =221 FE I SE S8 E Eazlasy =] EELE
DUTY NAME NATLTY SEX DOB PASS-NO D-NO VISA NON-VISA ISSUED
CPT CHAM ] 09-May- A36
FO VAN M 04-Aug- MNWC
CIC LIM F 03-Sep- A28
CIC TAN F 17-Feb E45
CL ANG F 06-Jun E41
CL HUAMNG Taiwan F 18-Sep 309
cC AMANDA F 17-Jan A3s
% cC ANG Singapore F 16-May E47
= cc  |Az Singapore F 19-Sep E3T
.7
]
2 % cC BREANNICE F 02-Jan E53
g0
ﬁ cC BUVA Singapore F 19-Oct E48
=

Employee Actual Report and Release Report

Employee Actual Report and Release Report

Date Range ~

Port |Select Al

Drag a column hea

From 18/04/2016

and drop it here

Rank

Type |Select All®

by that column

EmpCade Employee
Bin
Bin
(T) Bekd
(1) Bek
(T) Chur

To 18/04/2016

Operator  Select All% v Base [SelectAll® =

~  Category [SelectAll® v Time Mode i

DutyDate Dow Duty

2016-04-18 Mon €212 FPG

2016-04-18  Mon €108-1-2

2016-04-18 Mon T22-1-2

2016-04-20  Wed T182-1

2016-04-18 Mon T182-2

Rank |Select All* <

DutyType

Equipment  Select All%

Run Report m Export to PDF | Export to Excel

Port Scheduled Actual Latevalue Reason Lin
2016-04-18 11:30
2016-04-18 20:00
2016-04-18 10:45
2016-04-20 01:25

2016-04-18 15:20
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Employee Briefing Report

merlot.aero-Employee Briefing Repo -2017 to 15-Jul-2017

Name: Andres EmpCode: 000011431 Rank: CA Base: LAS

Attributes:

PPSK PPSK-1 10-Jul-17 LAS 07:00Z LAS 06:59 Z +1 00:00 00:00
Qut of Base  Out of Base-1  11-Jul-17 LAS 07:00 Z LAX 07:00 Z +1 00:00 00:00
MT/PC MT/PC1 11-Jul-17 LAS 20:00 Z LAS 01:00 Z +1 00:00 05:00
MT/PC MT/PC-2 12-Jul-17 LAS 20:002 LAS 01:00Z +1 00:00 05:00
LASR1030M LASR1030M-1  13-Jul-17 LAS 17:30Z LAS 05:30Z +1 00:00 00:00
L&100430 L8100430-1 14-Jul-17 LAS 23:497 LAS 04:43 7 +1 02:36 04:54
GOLD GOLD-1 15-Jul-17 LAS 07:002 LAS 06:59 Z +1 00:00 00:00
Duty Label: PPSK-1 Duty Date: Monday, 10-Jul-2017

Comments:

[Individual]: ©07/09- lm at 2105pdt...HC
7/9 PPSK R1030 per Ernfe Nevin..DM

Duty Label: Out of Base-1 Duty Date: Tuesday, 11-Jul-2017
Duty Label: MT/PC-1 Duty Date: Tuesday, 11-Jul-2017

Employee DTA Details Report

merlot.aero - Employee DTA Details 15-Mar-2016 to 16-Mar-2016

Single Day Duties Overnight Duties

Employee Pairing Pairing Pairing Description TAFE DTARate Allowance TAFB DTA Rate  Allowance Employee Comment
Report Release Day Hight

18-Mar-16 FPG 46.62 50.50 513.31

Bin | czo2 16-Mar-16
(- SINSCC)

Totals: 46.62 $23.31
(T) Ang, TZ88A 15-Mar-16 17-Mar-16 FPG 46.90 50.50 513.45
SIMSS0)

Totals: 46.90 $23.45
(T} Bar T 100 16-Mar-16 19-Mar-16 FPG 61.12 50.50 530.56
- SINFO)

Totals: 61.12 $30.56
(T) Ho, T302-1 15-Mar-16  16-Mar-16 FPG 7.60 50.50 §3.80
SIN/S0)

Totals: 7.60 $3.80

Employee Group Roster Report

merlot.aero - Group Roster Report ALL-ALL 01/Jan/2016 to 31/Jan/2016

CrsLrs
LREGHECK,

Smat | WTed |t sS4 s s | oot | ooot | se ma | sm oot | e | st s oM s swt o ome | osme

stz
o | vt o
w10/ a0 12701 5 s 2is
w0/ 1010/ 90 N

vosm | voamn ws | uosr
2007 s 005 00 2590/ 0045 0035/ 000

povered by www.merlot.aero Page 10f 24
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Employee Overnight by Port Report

merlot.aero-Configure - Employee Overnight Stay By Port 01-Apr-2016 to 02-Apr-2016

S S O S S S S BT

Company Limited
cPpT

Fer 1

FO
Bla 1
Lie 1
Total For FO : 2 1

Employee Roster Report

merlot.aero-Employee Roster Report Print

Name: Tai-Kun Chen CPT SIN
Employee Code: 0004338 1/May /2017 to 31/May/2017
Day Date Duty Property From Report To Release Scheduled Route Block Flight Time Duty Time TAFB Time Rest Time Sector(s)/Event(s) Allowances

952 SIN 4:00 L DMK 5:30 L OP

Mon 29-May L 952-1 SIN 03:00L HKG 09:00L 2:30 3:30 6:00 34:40 23:30 953 DMK 6:30 L HKG 8:30 L OP
- HKG <Accom>

Comment: [Profile] CPT (T) Chen Tao (0003227) operating flights 952/953 is member of LOW EXPERIENCE TECH CREW

Tue 30-May L 952-2 HKG  08:30L SIN 13:40L 3:40 3:40 5:10 954 HKG 9:30 L SIN 13:10 L OP

Comment: [Profile] CPT (T) Chen Tao (0003227) operating flights 954 is member of LOW EXPERIENCE TECH CREW

Totals: 6:10 7:10 11:10 34:40

19-Jun-2017 13:24 (SIN) - v1.0.0.54250 powered by www.merlot.aero

Line type codes are displayed inside a parenthesis in the Employee Roster Report header.
Line type codes are displayed inside a parenthesis in the Employee Roster Report header.

Active employee profiles are displayed last in the sequence of values for the report's Comment section and a line will be
displayed separately for every active profile in a flight.

Additional note for PayCredit: Trip rig credit rules can be applied to the Pay Credit column. If the pairing pay credit value
is higher than the sum of the duties’ pay credit, the difference, referred to as X, will be used. If the pairing on the last day
of the date range finishes on the last day, the whole pay credit value is used. Otherwise, if the last pairing ends outside of
the date range, X will not be counted for the part of the pairing within and outside of the date range.

For example, the date range is 01-30 June and the pairing on June 30 ends on 01 July with rig pay credit of 4:00 and sum
of duty pay credit is 2:30. The difference, or X, is 1:30 or 1.5. For the date range, X will not be considered since the latest
duty (01 July) is outside of the date range. If the date range for processing is 01 June to 31 July, X will be considered. The
total pairing pay credits will be displayed in the Pay Credit total column.
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Employee Sign On Report

merlot.aero-Sign On Report 01-Apr-2016 to 02-Apr-2016

Report Port(s) : DMK

Sign Off Contact

DMK
080C-1

[J 01Apr10:00 C 01Apr22:52C 000 CIC  KEN 099 : 080 11:30 C DMK TSN 17:00 C
] 01Apr10:00 C 01 Apr22:52C 000 cL KT 086 079 18:15 C TSN DMK 22:00 C
] 01 Apr10:00 C 01 Apr22:52C 000 cC CHA 087

J 01Apr10:00 C 01 Apr22:52C 000 CC CHI 083

] 01Apr10:00 C 01Apr22:52C 000 cC AN 087

[J 01Apr10:00 C 01Apr22:52C 000 cC LD 083

[J 01 Apr10:00 C 01Apr22:52C 000 CC o MAN 085

[J 01 Apr10:00 C 01 Apr22:52C 000 cC ARl 087

[J 01Apr10:00 C 01Apr22:52C 000 cC I 081

Equipment Currency Report

:
merlot.aero - Equipment Currency Report As at 06-Dec-2017 Z
Operator Name  Base Rank Equipment Crew Hr of Flights in First Flight In Second Flight In  Last Flight In Next Planned Next Planned
Currency Currency Currency Currency Earliest Date on Latest Date on
Equip Equip
YYc FO DH4 (26432) 25 14-Nov-2017 Z 14-Nov-2017 Z 21-Nov-2017 Z 13-Jan-2018 Z (60)
[FO - DH4)
YYC FO DH4 E25432) 25 14-Nov-2017 Z 14-Nov-2017 Z 21-Nov-2017 Z 13-Jan-2018 7 (60)
(FO - DH4)
YYc FO DH4 (27216) 25 23-Nov-2017 Z 23-Nov-2017 Z 01-Dec-2017 22-Jan-2018 Z (60)
[FO - DH4)
YYC FO DH4 1:27216) 25 23-Nov-2017 Z 23-Nov-2017 Z 01-Dec-2017 Z 22-Jan-2018 7 (60)
(FO - DH4)
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merlot.aero - Exception Override Report

‘Operator

Name

Problem Problem Problem
Level Type Time

Pairing
Label

Pairing
Date

Duty Label Duty
Date

Duty

Type Hame

Base Rank Employee

Company Critical Rule  2016:02-21 182C  2016-03-31 182C-1  2016-03-31 FPG DMK CC  LEE
Limited Break  16:27 0
PalMg  3016-02-21 182C  2016-03-31 182C-2  2016-04-02 FPG DMK CC | LEE
16:27 ©00 )
20160221 086C  2016-03-30 086C1 20160330 FPG DMK CC  ANU
17:48 (000 i
2016-02-21 086C  2016-03-30 086C-1  2016-03-30 FFG DMK CC KM, 0
17:48
2016-02-21 086C  2016-03-30 086C-2  2016-04-01 FPG DMK CC  ANU
17:48 (0001286)
2016-02-21 086C  2016-03-30 086C-2  2016-04-01 FFG DMK CC KM (000[ )
17:48
2016-02-29 086C  2016-03-30 086C-1  2016-03-30 FPG DMK CC  JEO
14:45 (00075}

Expiries Report

merlot.aero-Crew Pre Plan - Expiries Report

Employee Code  Course Name / Certification

Bl Chi

000C Dangerous Goods Certification
ElJan

000( Dangerous Goods Certification
ElRuk:

000 Recurrent Training Simulator

Base Rank

SINCPFT

SIM CPT

SINFO

meriot.aero

merlot.aero

01-Apr-2016 to 02-Apr-2016

Override
Type

Override
Reason

Override
Comment

Override By

NCTFIRE expiry on 31-Mar-2016 Discretion Rac.
Neu
NCTFIRE expiry on 31-Mar-2016 Discretion Rac.
MNeu
NCTCRM expiry on 31-Mar-2016 Discretion Rac.
gy
NCTFIRE expiry on 31-Mar-2016 Discretion Rac.
Megu
NCTCRM expiry on 31-Mar-2016 Discretion Rac.
Megu
NCTFIRE expiry on 31-Mar-2016 Discretion Rac.
ey
NCTFIRE expiry on 31-Mar-2016 Discretion Rac.
Negu

01-Apr-2016 to 02-Apr-2016

First Passed Last Passed Next Planned Expires

03 Apr 2014 02 Apr 2016
03 Apr 2014 02 Apr 2016
21 Jun 2015 03 Oct 2015 QZ Apr 2016

General Declaration Report - ICAO

GENERAL DECLARATION
(Outward/Inward)
Operator:
Marks of Naticnality and Registration: Flight No: 201 Date: 05-Apr-2016

Departure From: Taipei Taiwan Taoyuan International Apt(Taiwan) Arrival At: Singapore Changi Apt(Singapore)
{Place) (Place)
FLIGHT ROUTING
(“Place” Column always to list origin, every en-route stop and destination)
. - NUMBER. OF PASSENGERS
e ¥
Dlace Name of Crew Gender Paszport Expiry DOB Natiomality 0N THIS STAGE*
TPE |coT M 282023 23-Dec-1066  United States Departure Place: TPE
to FO M 21-8ep-2024  12-Feb-1690  India
SIN  |[cic M 17-Jul-2019  09-Oct-1960  Singapere Embarking:
cL F 150002018 07-Tan1986  Japm Through on
ce F 16-Apr2020  D1Wow-1089  Sinsapore Same Flight
cc F 18-Auz-2021  19-Feb-1097  Taiw - -
e i " Arrival Place: SIN
cc F 04-0ct-2020  16Feb-1988  Malaysia
cc F 12May-2020  15Mar-1905  Malaysia Disembarking:
cc [ F 25-Apr2021  02-Tan-1902  Simgapore Through on
cc F 24-Tn-2020  21-Sep-1989  Japam Same Flight
cc F 22-Apr2011  12May-1989  Taiwem
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merlot.aero’s General Declaration Report follows the ICAO standard. However, some countries require different details
that deviate from it. The filter criteria allow certain details like changing the designator and displaying the employee code
and passport issue date.

For Taiwanese and Hong Kong passport holders entering China, a different document is required and its details must be
included in the report. The document types needed are Mainland Travel Document (China) for Taiwan and Home Re-entry
Permit (China) for Hong Kong. The applicable document must be entered for the employee. Also, all ports in China must
have either documented selected in the Immigration tab of the port.

General Declaration Report — CBP

DEPARTMENT OF HOMELAND SECURITY OMB APPROVAL NO. 1651-0002
f EXPIRATION DATE 11/30/2018
U.S. Customs and Border Protection ESTIMATED BURDEN 5 MIN

GENERAL DECLARATION
(Outward/Inward)

AGRICULTURE, CUSTOMS, IMMIGRATION, AND PUBLIC HEALTH

19 CFR 122.43,122.52,122.54,122.73,122.144

Owner or Operator  AllegiantAir

Marks of Nationality and Registration =~ 220NV Flight No. G41673 Date 01 April 2018
Departure from  Plattsburgh International Airport(United States) Arrival at Charlotte County Airport{United States)
(Place) (Place)

FLIGHT ROUTING
("Place” Column always to list origin, every en-route stop and destination)

NUMBER OF PASSENGERS

PLACE TOTAL NUMBER OF CREW ON THIS STAGE (1)
PBG CA JOHN DOE Departure Place:
PGD FA JANE DOE Embarking ..o
Through on
FA JOE BLOGGS G | OO O
Arrival Place:
FA JIMMY DOE

Disembarking
FA JAMIE SMITH

Through on
FO JACK JTLL samefight . . .

NUMBER OF SED's AND AWB's

SED's AWB's 0.00

Declaration of Health For official use only

Persons on board known to be suffering from iliness other than airsickness or the effects
of accidents, as well as those cases of illness disembarked during the flight.

Any other condition on board which may lead to the spread of disease:

Details of each disinsecting or sanitary treatment (place, date, time, method) during the flight. If no
disinsecting has been carried out during the flight give details of most recent disinsecting:
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Ignored Exceptions Report

merlot.aero - Ignored Exceptions Report 06-Jul-2014 to  07-Jul-2014

Operator |Problem |Problem |Problem | Pairing ngDate |Duty |DutyDate | Duty Employee Notes / Exceptions Ignored Reason Ignored By
Name evel  |Type Time Label Label Type
Critical  Rule Break 6252014 TRNG 7162014 TRNG-1 762014 TRN  JED LFA Recurrent Ground School Cabin Crew expiry on 30-Apr-2014  TEST Akpinar MeriotAdministrator
Pairing 937:04 AM §00.00 AM 800.00 AM (vith positive slippage)
6252014 OD 7162014 OD-1 762014 ADM  RUH LFA Passport expiry on 22-Apr-2014 TEST Alahmadi MeriotAdministrator
92818 PM 900:00 AM 9:00.00 AM
6262014 304 762014 3041 762014 FPG  JED FA Flight 304- JEDDMM Must Be Operated By An Employee TEST Lozowska MeriotAdministrator
10:5020 PM 11:20:00 AM 14:20.00 AM Belonging To Arabic Speaker
6282014 RGS ICA 7162014 RGS 782014 TRN  RUH CPT GACA Medical expiry on 30-Jun-2014 Muhammad Saeed
60833 PM 7:30:00 AM ICA 7:30.00 AM

03-Oct-2014 16:01 L -v6.2.0.37318 powered by www.meriot.aero

Indian Crew Baggage Declaration

CREW BAGGAGE DECLARATION (PRIVATE PROPERTY LIST)

Arrival From  BLR Flight Mo. 720 Date  01/02/2015 Departed For Flight No. Date

Complete prior arrival Complete on departure

Watches g:g::ﬁe Cameras Personal Any Currency Currency Sianed all items
Rank | MName of the crew member Clocks g Type make | Jewellery in | other Foreign | Signature Foreign d
s " : : taken on departure
Type Cost use articals | & Indian & Indian
Tobacco
CPT [JAM:
FO |BHU
SFA [KIR
FA |RID
FA |TWI
FA |SYE
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Indian Temporary Landing Permit Report

TEMPORARY CREW LANDING PERMIT No.

Sponsoring Airline -India Passport No. Arrival Date 01/02/2015 05:47  Departure will be from
Place Of Stay Date Of Issue 29/04/2010 Mo Of Crew members From Airport
Captain Name JAM Place Of Issue Mumbai Arrived On Flight 6 On Flight No.
Nationility India Valid upto 28/04/2020  Arrived From BLR On Date
Ssgal Designation Fﬂ;ﬁ;&iﬁ;gggzgﬁf Nationality ~ Passport No. Df;:ugf Pllasgl;:f Valid upte  Crew Pass No. C?;%\'r“:r::ﬁbﬂ;m Remarks

1 Fo BAY India 2010672005 Ghaziabad | 19/0612015

2 SFA KIR India 241052011 COCHIN 231052021

3 FA RID India 16/08/2013 GUWAHATI  15/08/2023

4 FA TWI India 16/04/2010 JALANDHAR  15/04/2020

5 FA SYE India

6

7

8

9

10

1"

12

13

14

15

Signature and official seal of the Immigration Officer

undertake that the expenses ofstay of the crew will be borne by us and the crew
will not be permitted to visit any restricted area. All crew members will be leaving
as scheduled and original of this landing permit will be surrendered at the

Japan Crew List Reports

To follow

Paxing Internal Report

Paxing Internal 01-Apr-2016 to 07-Apr-2016
Pairing Duty Duty Date Local Duty Route Employee Flight/Event Route Pax Departure Pax Arrival Booking Reference
Status
CZ9BA C29BA-1 01-Apr-2016 05:30  SINKIX Yon: 298 SINDME 01-Apr-2016 06:28 L 01-Apr-201607:48L  No Booking
L
CZ9BA CI9BA-1 01-Apr-2016 05:30  SINKIX Tak 298 SINDMK 01-Apr-2016 06:28 L 01-Apr-201607:48L  No Booking
L
CI98A CI98A-1 01-Apr-2016 05:30  SINKIX Ram 98 SINDME  01-Apr-2016 06:28 L 01-Apr-2016 07:48L  No Booking
L
C298A C298A-1 01-Apr-2016 05:30  SINKIX Har 298 SINDME 01-Apr-2016 06:28 L 01-Apr-201607:48L  No Booking
L
CZ9BA C29BA-1 01-Apr-2016 05:30  SINKIX Pua 298 SINDME 01-Apr-2016 06:28 L 01-Apr-201607:48L  No Booking
L
CZ9BA CZ9BA-1 01-Apr-2016 05:30  SINKIX Bin 98 SINDME 01-Apr-2016 06:28 L 01-Apr-201607:48L  No Booking
L
CI98A CI98A-1 01-Apr-2016 05:30  SINKIX Yeo 98 SINDME  01-Apr-2016 06:28 L 01-Apr-2016 07:48L  No Booking
L
C298A C298A-1 01-Apr-2016 05:30  SINKIX Chn 298 SINDME 01-Apr-2016 06:28 L 01-Apr-201607:48L  No Booking
L
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Port Accommodation Report

merlot.aero - Accommodation Report 01-Apr-2016 to 03-Apr-2016

DMK
1880 Mew Petcburi Road, Bagkapo

Hotel: Avani Atrium Banghkok Huaykwang +6H62 718 2000 afom vatr@avanigotels.com
c298 £298-1 03/04/2016 04:00 Bin 000
c2%98 C198-1 03/04/2016 04:00 Chu 000
c298 £298-1 03/04/2016 04:00 Hu, 000
C298 C198-1 03/04/2016 04:00 Lim 000
c298 £298-1 03/04/2016 04:00 Mag 000
Cz98 C298-1 03/04/2016 04:00 Sim 00
c298 2981 03/04/2016 04:00 Tan 000
Cz98 C298-1 03/04/2016 04:00 Yam, 00
c2%98 C198-1 03/04/2016 04:00 Yan 000
T298 T298-1 03/04/2016 04:30 Pon 000
T298 T2%8-1 03/04/2016 04:30 Sad 000

Total Number Of Employees © 1"

powered by www.merlot.aero Page 1 Of 14

Port Currency Report

merlot.aero - Port Currency Report (Achieved)

Rank Group Rank Port Employee Flight

Flight Crew
FO

-_ — 6 13-Mar-2016 25

9:05 PM-v6.6.0.. powered by www.merlot.aero Page 1 OF 1

Port Meal Event Report

To follow

Route Currency Report

To follow
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Travel Allowance Report

e S -

merlot.aero-Travel Allowance 01-Mar-2016 to 19-Apr-2016 0-0

Flight Details - All Times in Local

Pairing Flight |Sector ETD ETA ATD ATA Original Hours Correction AC AFL Remarks
Hours Regular |Number

Date PH PH

01/Mar/16 127 | CAN - 5IM | 05:55 | 10:00 | 06:27 | 10:28
01/ Mari16 128 | SIN-CAN | 01:253 | 04:55 | 01:31 05:25

Allowance Details

NO NRP NAME ALLOWAMNCE PAYMENT TOTAL REMARKS
TA TAS TA
1| 000 Sali 0.00
2 | 000, Shu 0.00
3| 000¢ i- 0.00
4| 000 Muh 0.00

Violation Report

merlot.aero - Violation Report 01-Apr-2016 to 04-Apr-2016

Override By Override |Override |Problem |Notes
Reason |Ac el

00:04 Suresh 4 Critical  Flight 298- DMKKLX Cannot Be
Operated By An Employee
Belonging To LOWEXPCC : Shina

00:04 Suresh 4 Critical  Flight 287- KIXKHH Cannot Be
Operated By FOREIGNER CREW :
Kanae

00:04 Abdullah 4 Critical  Flight 185- TADSIN Cannot Be
Operated By FOREIGNER CREW :
Akina

00:04 Abdullah 4 Critical  Flight 188- SINTSN Cannot Be
Operated By An Employee
Belonging To LOWEXPCC : Eunice
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Voyage Report

LOCAL DATE: | 01-Apr-2016 VOYAGE REPORT \
D (NMC USE ONLY) Endorsement (1 Ferry I Training O Test Flit 0 Revenue O]
STAFF NO. NAME REPORT

1 000 Hay 16:35
2 000 Gos 16:35
3 000 Mg, 16:05
4 000 Ka 16:05
5 000 Foo 16:05
6 000 Yeo 16:05
7 000 Wu 16:05
8 000 Chz 16:05
9 000 Bint 16:05
10 000 Lin 16:05
1 000 Adz 16:05
12
13

ALL TIME IN UTC

FLT NO REG FROM TO STD STA BLK SHFE TAXI i LDG COHF:( ‘;El PF

1 188 SIN TSN 17:35 23:30 05:55
2
3
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Voyage Report for Thai Smile — Journey Log

LOCAL DATE: | 03-Feb-2018 JOURNEY LOG uz%;um
1D %ﬁ ! @4’
(NMC USE ONLY) Endorsement (1 Ferry [0 Training [ TestFit[] Revenue (] W%’
STAFF NO. RANK NAME DUTY 1| DUTY 2| DUTY 3| DUTY 4 REPORT
1 00244 FC VANANUPONG, SUMETHA PIC 2215
2 00049 FP MANUNYAPATR, CHAYUT 22:15
3 76070 AP KREEWONG, VACHIRAPORN 22:15
4 76488 CA KHAOKHAM, THANAPORN 22:15
5 76654 CA LEAWWILAIKUNLAWAT, SATITHORN 22:156
6 76719 CA THANASOTHORN, PANISA 22:15
7
8
ALL TIME INUTC
OFF ON ACT
FLT NO REG FROM TO STD 8TA BLK CHK TAXI T/ LDG CHK BLK PF
1 258 HS-TXO BKK HDY 23:15 00:40 01:26
2
3
OFP PLAN ACT UPLIFT DEP ARR BURN | OFPAB SAVE(-)/ REPORTS SUBMMITED:
BLOCK | Tow TOW (LTR) (FOB) (FOB) OFF | +200KG | EXCEED(+)
1 O MOR
2 O INCIDENT REPCRT
3 O TCAS
0 BIRD STRIKE
O AIR TRAFFIC INCIDENT
O FLT FORM (EXTENSION >2 HOURS)
DEPARTURE ARRIVAL DELAY COMMENTS
TIME CODE TIME CCDE TIME CODE TIME CODE
1
2
3
ADDITIONAL COMMENTS
FDP Extension/ Rest it
Extn f Rest FDP Hr: Mins | certify that the crew were fit for extension (as required). SIGNATURE
Use over side for additional comments CAPTAINS SIGNATURE & DATE
Version 08/01
NOTE
State each crew member's task in DUTY Column ( DUTY1 / DUTY2 / DUTY3 / DUTY4 ) to his or her corresponding name as follows
FOR FLIGHT CREW
P Piloting pilot (PF) M Monitoring pilot (PM) | Instructor/Instructed pilot S Line check pilot V Line checked pilot
E Evaluator/Evaluatee pilot H Supervisory pilot U Supervised pilot A Flight safety auditor or LOSA observer

FOR CABIN CREW
Emergency station assignment 1L Door 1 Left / 2L Door 2 Right / 1R Door 1 Right / 2R Door 2 Right
Z Cabin supervisor SN Supernumerary cabin crew

powered by www.merlot.aero Page 1 0f 1

This report is only available to Thai Smile.
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Application Flow Diagram

Configure

AircraftSchedule

CrewBuild

CrewPlan

CrewRoster

CrewFollow

CrewMonitor

CrewPortal,
CrewMobile

AircraftFollow

AircraftPortal,
AircraftMobile

CrewPayroll

ExecutiveDashboard

Configure application is a central place where all crew and aircraft configuration information can be
accessed. The application defines the core set of configuration requirements that are the building
blocks that allow merlot applications to be used in the way required by your airline.

AircraftSchedule improves the development of flight schedules while ensuring operational integrity
and meeting the needs of airlines for increased efficiency in scheduling. The application includes a
maintenance planning capability.

CrewBuild develops efficient crew pairings that achieve business goals while meeting the needs of
crew and managing changes that arise after the roster is published.

CrewPlan plans and monitors all revalidation and qualification checks, medicals, license renewals,
annual leave and administrative needs. Crew shortfalls or surplus information is accurately
calculated by fleet, rank or base and can be aggregated at daily, weekly or monthly levels. This
extends to future establishment planning.

The CrewRoster application allows the user to develop efficient crew rosters that achieve business
goals while meeting the needs of crew.

CrewFollow provides airlines with the best information to act on in response to crew disruptions
resulting from (amongst other things) sickness, no-shows and crew-related disruptions on the day.

CrewMonitor identifies and monitors changes within merlot for disruptions that will impact pairings
and pairing allocations to crew members.

CrewPortal and CrewMobile provide airline crew with the ability to view the latest crew related
information on a computer or mobile device such as phones or tablets. It enables airline operations
employees to securely distribute timely and relevant information to crew members including duty
assignments, duty changes and messages.

AircraftFollow provides a real time graphical representation of your airline’s live status for the day.
AircraftFollow allows the user to manage incoming and outgoing aircraft and related operational
tasks on a day-to-day basis. The application provides accurate and timely information to improve
the decision support process.

AircraftPortal and AircraftMobile provide outstations with the ability to view the latest schedules and
fight-related information on a computer or mobile device. Updates to departure and arrival times,
terminals, gates and bays can be done from here. These also allow management a quick look at
the day’s operations.

CrewPayroll manages complex pay and allowance calculations for crew.

The ExecutiveDashboard provides executive level reporting including key performance indicator
(KPI) data to help airlines gauge operational and employee success.

2018 | COMMERCIAL IN CONFIDENCE | Page: 136 of 142



merlot.aero

CrewFollow Glossary

Term

AOC

Base

Block Hour

Broken Pairing

Company Pairing

Company Time

Course Instance

Covered Pairing
Covered Sector

Crew

Crew
Complement

Crew Flow

Definition

Air Operator's Certificate
Also referred to as Operator or Operator Code

The AOC is the approval granted by a national aviation authority (NAA) to an aircraft operator
to allow it to use aircraft for commercial purposes. This requires the operator to have
personnel, assets and system in place to ensure the safety of its employees and the general
public.

The port to which crew members are expected to commence and finish their tasks / activities.

Also called block time, blocks or flight hours

The time from the moment the aircraft door closes at departure of a flight until the moment the
aircraft door opens at the arrival gate following its landing. Block hours are the industry
standard measure of aircraft utilization (see above). Many airlines consider a block hour to be
from the time the chocks are removed from the wheels of a departing aircraft, after doors
have been closed, until the time the chocks are put in place at the wheels after arrival at the
airport gate before the doors are opened.

A pairing that has any of the following characteristics:
e does not return to its start location;

e has events that conflict with the previous or next event's port; or
e has overlapping events within it.

Note that there are other types of exceptions that indicate problem pairings, but these are
broken in terms of structure rather than rule limits.

Also called Generic Pairing, Ground Pairing, Non-flight Pairing, Standard Pairing
These are pre-defined non-flight pairings that can be allocated to crew. Examples of these
are: Administration Days, Days Off, Annual Leave and Sick Leave. Also known as Standard

Pairing or Generic Pairing.

This refers to the time at which the pairing or event is occurring converted to the company’s
base or headquarters location

An occurrence of a course scheduled for a specific day, which is allocated to crew members’
rosters.

A pairing that has all complements filled.
A flight that has been assigned to a pairing.

A specific type of employee required for flight operations. This term is interchangeable with
employee.

The number and types of crew required for a pairing.

The sequence of flights and events contained within a crew's duty. This may or may not be
aligned to aircraft sequence.
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Requirements

Delay

Department

Departure Time

Disruptions

Duty

Duty Change

Duty Change
Notification

Employee

Equip Config

Equipment
Group

Equipment Type

Flight
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Also called recency requirements
Pilots need to meet certain currency requirements in order to remain legal to operate. These
can include instrument currency, night currency, various approach currencies, etc.

Deviation between the scheduled time of departure/arrival and the actual time of
departure/arrival

The areas within an airline or company that are tasked with providing particular services of a
similar type. For example, in an airline there are Flight Operations (i.e. the manning and
operating of aircraft), Maintenance (ensure the aircraft were able to operate safely), and
Ramp (the parking and coordination of aircraft resupply between flights).

The time the aircraft departs from the specified port. There are three sets of arrival times used
in the system:
e Scheduled time of departure (STD) - the original departure time
e Estimated time of departure (ETD) - the expected time of departure. This can
change depending on the performance of the previous flights.
e Actual time of departure (ATD) - the exact time the aircraft stops

Operational events that occur on or around the day of operation that result in the need to
modify pairings that could lead to breaching compliance rules. Disruptions can be manifested
as a flight delay, diversion, return or cancellation. Some causes of disruption are air traffic,
weather and technical problems.

A grouping of flights and / or activities that can be performed legally by a crew member during
one work period. One or more duties combined together define a pairing.

An update to a published pairing where the history of changes for a duty are recorded.

Whenever an assigned published pairing or duty is modified, the assigned crew need to be
notified of the change to ensure they made aware of the latest version of the pairing. This is
referred to as a duty change notification and is sent to crew via CrewPortal and CrewMobile.
The generic term for people who are trained to perform specific tasks/activities. Within Flight
Operations, the employees are generally referred to as crew or crew members; and within
Maintenance, the employees are generally referred to as engineers, mechanics, avionic
technicians etc.

Each equipment type can have more than one configuration for seats and cargo. This will
affect the assignment of flights to aircraft rego/tails.

The grouping of a similar set of equipment types. For example, a 737 which could be
comprised of 733 and 734 equipment types.

This can also be used as a reference to indicate the equipment types that a crew member is
legal to operate on as part of his rating.

Also called aircraft type.

Model of the aircraft. A specific type of aircraft that has distinct characteristics, for example a
733 or 734.

This can also be used as a reference to indicate the equipment types that a crew member is
legal to operate on as part of his rating.

Also called sector

The transport taken from a departure point to an arrival point.
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The number and types of crew required to operate a flight.

A pairing that contains at least one operating flight.

A Gantt chart, commonly used in project management shows you what has to be done in
terms of activities, tasks and events and when in terms of scheduled dates and time.

Greenwich Mean Time
Also called Zulu time

The time at location at which the pairing or event is occurring converted to Greenwich Mean
Time (GMT) value.

A pairing that contains only ground activities. No operating or deadheading flights are
included.

The time at the location at which the pairing or event is occurring. If the location is the same
or in the same time zone as the company base or headquarters location this time will be the
same as the company value.

A pairing that has at least one complement still requiring a crew member to be assigned.

Also called unpaired flight
A flight that has not been assigned to a pairing.

A type of trade where a crew member is able to "drop" a pairing from his roster into a list of
open pairings and replace that pairing with a day off

An under-complemented pairing that a crew member is able to "pick up" (exchange for a day
off or reserve) or swap with (exchange for another operating pairing)

A flight that has been added or assigned to a pairing.

The generic unit of work and non-work that can be assigned to a crew member. A pairing is
comprised of none, one or more flights and/or activities grouped together into one or more
duties. A pairing may span over multiple days. One or more duties combined together define
a pairing.

A pairing is from home base to home base so it can encompass a number of duties each with
individual report and release times. In this way pairings can span a single or multiple days.
Pairings are usually built for all crew that carry out identical work. For instance the Captain,
the First Officer and the Flight Attendants, who all stay together, will be on the same pairing.
To ensure consistency and simplicity of allocation a Pairing will be the only unit of activity that
can be assigned to a crew member. There are some exceptions to this but in general this
concept applies across the suite of applications.

The required number of employees of each rank that are needed to fully operate that pairing.

An airport or station

Also called port recency
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Some ports are categorized to have a more difficult method of landing and takeoff. For these
ports, pilots are required to operate to and from the port more frequently, thus they need to be
current for the port. In some cases, they need to land and takeoff once every 90 days.

Non-rule based exceptions generated by the Problem Detection Engine (PDE), such as
incorrect report/release times, illogical flight/pairing data, and crew complement issues.

The graphical representation of a flight or pairing in a Gantt chart.

The core qualification that an employee holds which defines the level/type of tasks and
activities they can perform. For example Captain, First Officer, Flight Attendant.

Defines the combination of equipment and position that personnel can legally operate. In
merlot, the characteristics that define a rating are: Rank, and Equipment Group.

Rostered Day Off

A day in a roster period that an employee doesn't have to work. An employee's day off can be
paid or unpaid, depending on how RDOs are set out in an award or registered agreement.

A roster is simply a defined period of time within which the crew member’s work and non-work
assignments are defined.

The date range in which a set of work and other activities is to be performed
A course between two ports, for example BNE-SYD
Also called route recency

Some routes are categorized to have a more difficult operation. For these ports, pilots are
required to operate the route more frequently, thus they need to be current for the port. In
some cases, they need to operate the route once every 90 days.

The merlot.aero software application.
A person who has access to view and/or modify data in the system

Any breach of a configured rule that has been generated by the merlot RulesEngine. Rules
are generally configured to enforce published regulatory requirements from government
agencies and other company rules as defined in the airline's operations manual.

This determines what can be done to a violation once it is flagged. This works in conjunction
with violation severity.
e Inviolate - does not allow the assignment to push through no matter what
e Override - if the user has the appropriate security rights, he can override the
violation
e Override Disrupt - if the user has the appropriate security rights, he can override
the violation only if the flight is in disrupt
e Track - the user can proceed with the roster changes but the violation is retained for
tracking purposes. The violation will not have a pop up, but will be visible in the
Violation Panel.
e Ignore - the violations are retained in the Violation Panel
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Violation This determines how a violation should be overridden
Override e Management - the credentials of a management-level user must supply his
credentials when overriding the violation
e Supervisor - a supervisor must supply his credentials when overriding the violation
e Extension - a user with override rights must supply his credentials when overriding
the violation which consequentially allows an extension to the flight hours, duty hours
and/or flight duty period
e Discretion - signifies that the violation will be overridden based on the captain's

discretion
Violation This determines how a violation is presented
Severity e Critical - the violation must be addressed. Otherwise, the crew is illegal to fly

e Ignorable - the violation can be addressed later and will not prevent the crew from
reporting for a duty

e Informational - the rule breach is for informational purposes only

e Passed - the rule is not breached and nothing has to be done
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Notes
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