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Modified By Date Version Changes
Cherie Elpel 31 March 2014 1.0 First Draft
Bea Tabufar 25 January 2016 6.6.0 First Draft
Bea Tabufar 5 February 2016 6.6.0 Final
Bea Tabufiar 10 May 2016 6.6.0 Modified format
Bea Tabufar 14 July 2016 6.6.8 Filter by omission
Bea Tabufiar 16 October 2016 6.7.2 Filter changes, Panel changes, Sync
Dates
Cy De Guzman 16 August 2017 7.1.0 R2 Operational Summary > Trade
Approval — updated main screenshot,
added Trade Approval section
Cy De Guzmn 11 July 2018 8.1.0 Ability to Control Data for Manual Swap
Quota
- Added IncludelnManualSwapCount
in Manual Swap Quota table
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 =) ) 5P € 52 L | (roomconwe 2 | 9mierlotaero

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

[

==
This icon is the Job Engine 2. . 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

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:

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

Sl &) [m) 5 B o 2 O [ Login centre {*] | #merlot.aero

Memory Monitor
Consumption : 64 MB (65660 KB)
Level: Low
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This iconis 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 dropdown 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
% SMS

@ Pool Message
M Acknowledge Required after @ send Now

09/04/2014 gl 0.00ffl @ sendat 09/04/2014 g o.00f]

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 CrewMonitor

With your merlot.aero credentials, simply log in and select CrewMonitor.

[ ]
AIRCRAFT.FOLL( CREW.FOLLOW AIRCRAFT.SCHEDULE CREW.BUILD CONFIGURE

o

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

CrewMonitor identifies and monitors changes within merlot for disruptions that will impact pairings and pairing allocations
to crew members.

CrewMonitor keeps the merlot user informed of allocation changes affecting crew so that necessary changes can be made
in CrewFollow and/or CrewPlan. This application also gives the user available change options. The changes required may
be necessary for regulatory or compliance reasons, ensuring full operational coverage of work and/or to improve the quality
of work for crew members.

CrewMonitor Audience

CrewMonitor system users are airline employees who work as crew schedulers and crew planners as well as those
employees who work day-to-day operations at scheduled airlines.

CrewMonitor customers using dual monitor work stations may view CrewMonitor and CrewFollow applications
simultaneously. CrewMonitor functions as a clean, simple crew tracking tool, while CrewFollow has more complex
capabilities for making crew changes.

CrewMonitor Prerequisites

Prior to undertaking tasks in CrewMonitor, it is first necessary to add new crewmember information and update existing
crewmember information in Configure. See the Configure User Guide for more detail on this process.

Tasks in AircraftSchedule take place before action in CrewMonitor. 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. See the
AircraftSchedule User Manual for more information.

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

The CrewBuild application enables the user to build pairings which are then assigned to crew member rosters in the
CrewRoster application. See the CrewBuild User Manual for more detail on this process.

CrewFollow provides airlines with information to act on in response to crew disruptions resulting from (amongst other
things) sickness, no shows and crew related aircraft disruptions on the day. See the CrewFollow User Manual for more

information.

Note: CrewMonitor is actually a part of Crewrollow, however the CrewMonitor application is provided as a standalone application for
operational convenience.
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The 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 CrewMonitor GUI:

Monitoring Filters
<<Add New>> A 02/08/2017 rtrr
‘ 4+ . 09/08/2017 =sz k: Equip:

M| Default M| Save Dates %| Sync Dates Operator: Status:

° Advanced Filters

Problems - Reset Warnings

| Date Object Error Type Description

04/08/2017 S Au, Vanessa (0198) CB100500 Course and Certification Vi B72B Simulator Matrix Training Session E expiry on 01-Sep-2017

04/08/2017 S Au, Vanessa (0198) CB100500 Course and Certification vi B73B Simulator Matrix Training Session D expiry on 01-Sep-2017

04/08/2017 S Ay, Vanessa (0198) CB100500 Course and Certification Vi B73B Lower than Standard Take-off Weather Minima GROUND 725.124 (26) expiry on 0
04/08/2017 S Au, Vanessa (0198) CB100500 irse 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 _:_ To: 23/09/2017 _:_

Status Employee Code Employee Base & Rail Pairing Lat |  Dutles 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 mmeE A= Emm

1. Monitoring Filters Panel: Set the criteria for the data you want to view in the Monitoring Panel, which includes
the Problem Detection and Operational Summary sections

2. Problems: Part of the Monitoring Panel which enables users to identify and monitor changes that could result in
legal violations or problems

3. Operational Summary: Part of the Monitoring Panel which is used to identify, and monitor actions required for
the current and upcoming days’ pairings, such as duty changes, no shows, and hotel and transport bookings.

2016 | COMMERCIAL IN CONFIDENCE | Page: 12 of 47



merlot.aero

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.

B Monitoring Filters
<<Add New>> ~ |5 @ m: 02/08/2017 gag
: | + 0:  09/08/2017 iz

B Default B Save Dates % Sync Dates

° Advanced Filters

4 Problems

problems [ Reset Warnings

| Date Object Error Type Description

04/08/2017 S CB100500 Course and Certification Vi B73B Simulator Matrix Training Session E expiry on 01-Sep-2017

CB100500 Course and Certification Vi B73B Simulator Matrix Training Session D expiry on 01-Sep-2017
CB100500 Course and Certification Vi B738 Lower than Standard Take-off Weather Minima GROUND 725.124 (26) expiry on 01-Sep-2017
CB100500 Course and Certification Vi B73B Minimum Equipment List 725.124 (24) expiry on 01-Sep-2017

04/08/2017 5 CB100500 Course and Certification Vi B73B Category II Operations Ground 725.124 (37) expiry on 01-Sep-2017

B Operational Summary

op 22/09/2017 Gzg To: 23092017 iz (KD
Lo To o Cro itomatin At namaton] iy Tk U

rag a column header and dr¢ group by that col

Status Employee Code | Employee ase & Rai|  Pairing Lat |  Duties uty Report Alarm Time Hide Until Acti

0402 HB200002E  HB200002E-1, HB200002E-2 22/09/2017 03:30 L mes ol
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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.

9 Monitoring Filters

Filters : <<Add New>> v W From: 09/08/2017 - Base: |LAS* ~ Department: ¥ Rule Context: All

New FHter:I To: 09/09/2017 - Rank: [CAX ~ Equip: A

M| Default Save Dates ¥ Sync Dates Operator: |[G4X ~ Status: v
° Advanced Filters

Problem Category: ¥ Violations % Problems

Problem Level: ¥ Critical % Non-Critical % Informational

Problem Status: ¥ Outstanding M Ignored W Override

Filters for the Monitoring Panel are divided into the following sub-sections:

Date Filter

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

Criteria for Filter

Advanced Filters

View the data

o gk wdhE
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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 dropdown calendar is provided to select the date.

e From - the start value of the date range
e To- the end value of the date range

The Operational Summary panel 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 Existing Filter

-

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

and Reset icons as well as a Save Dates checkbox.

The Filters field is a combination of a dropdown 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 users to control whether a defined filter 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

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 a user refers to most frequently.

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

8l 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

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

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

Base: ¥ Department: [Cockpit™ Rule Context: All

Rank: Equip: [320%

Operator: Status: All

Field Description

Base A dropdown field that displays the active crew bases

Rank A dropdown field that displays active ranks and / or rank groups

Operator The Operator dropdown menu filters the grid to show information based on selected airline
operators

Department A dropdown 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 dropdown field that displays the active aircraft or equipment types or groups that crew
operate

Status Pairing status dropdown menu which includes All, Planned, Active, Provisionally Active
options

Rule Context A dropdown field for the applicability of violations. Options include All, Planning (violations

from planning rules) and Active (violations for published rosters)

Advanced Filters

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 a user would like to view in the Problems panel, including violation/problem level and status
options.

° Advanced Filters

Problem Category: 7 Violations ¥ Problems

Problem Level: ¥l Critical ¥| Non-Critical ® Informational

Problem Status: ¥i Outstanding M Ignored M| Override
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Advanced Filter Description

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

Problem Level

Critical: The violation and/or problem must be addressed before crew can fly

e Non-Critical: The violation and/or problem needs to be addressed, however it is not
preventing crew from flying

e Informational: Information is being provided regarding a pairing or crewmember

Problem Status e Outstanding: 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 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 the button.
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During daily operations of an airline, changes will occur that impact 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 Panel.

Problems

problems [l Reset Wamnings

‘ Date

04/08/2017 S

04/08/2017 S

04/08/2017 S

04/08/2017 S

04/08/2017 S

Employee

Au, Vanessa (0198)

Au, Vanessa (0198)

Au, Vanessa (0198)

Au, Vanessa (0198)

Au, Vanessa (0198)

Object

CB100500

CB100500

CB100500

CB100500

CB100500

Error Type

Course and Certification Vi

Course and Certification Vi

Course and Certification Vi

Course and Certification Vi

Course and Certification Vi

The tab displays violations and problems collectively.

Description

Last Updated Actions

B73B Simulator Matrix Training Session E expiry on 01-Sep-2017 (R DR/ (TS E) [ ] (2] 2=

B73B Simulator Matrix Training Session D expiry on 01-Sep-2017 04/08/2017 06:46:51 S g H 2=

B73B Lower than Standard Take-off Weather Minima GROUND 725. 04/08/2017 06:46:47 S g H =

B73B Minimum Equipment List 725.124 (24) expiry on 01-Sep-201 04/08/2017 06:46:43 S g PR =

B73B Category II Operations Ground 725.124 (37) expiry on 01-Se 04/08/2017 06:46:40 S Iy Y =

Basically, violations and problems are different types of issues to be dealt with by an 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.

Date

26/08/2017 S

26/08/2017 S

26/08/2017 S

26/08/2017 S

26/08/2017 S

Employee

Au, Vanessa (0198)

Au, Vanessa (0198)

Au, Vanessa (0198)

Au, Vanessa (0198)

Au, Vanessa (0198)

Object

GROUND

GROUND

GROUND

GROUND

GROUND

Error Type

Course and Certification Vi

Course and Certification Vi

Course and Certification Vi

Course and Certification Vi

Course and Certification Vi

Description
Stabilized Constant Descent Angle 725.124(54) expi
Survival Training 725.124(30) expiry on 01-Sep-2017

Security Training expiry on 01-Sep-2017

Reduced Vertical Separation Minima 725.124(53) expi

Low Energy Awareness 725.124(49) expiry on 01-Sep|

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.
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The Problems panel columns are described below:

Column Description

Grouping Several instances of a problem can be logged against one crewmember. For example, an expiry
violation that was not yet resolved was raised for each day that a crewmember 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.

Date Error Type Description

04/05/2016 Z Minimum Rest Period Rule 23:40 hours rest between 3-Sep 2

LB |
a 09/02/2016 06:4 o (01), Mei CIC SEP Minimum Rest Period Rule -1:00 hours rest between 2-Sep
a 09/03/201 Ho (01), Mei c128 Minimum Rest Period Rule -1:00 hours rest between 2-Sep

09/03/2016 12:4 ginte Abdullah (01), : ~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 and 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
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.

Problems [[EEEN Reset Warning. Select All
MerlotAdministrator

Mot awned

Show rows with value that

|Contairrs i |
| =]
s .
|Cnntairt5 o |
| =4
| Filker | | Clear Filtar |

Status n
This makes it easier to identify which problems have been read . 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.
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Date
Employee
Object

Category
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Salect All

Problems [JEEEN Resef Warnings Read

‘ Unraad

Show rows with value that

17/09/2016 5 |*3""""'"s '|

| [
e
17/09/2016 S | — .|
) |Conlains K |
17/09/2016 S
| [
15/09/2016 S | Filker | | Clear-Filter |

e T Mmemmed B memias Blmmmmmmm B M

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 &) Rule 0 rest period(g) in (192 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.

Selact All
Critical

Hd Me Ignarable
Informatianal

Critical

Ignaorable

MNoError
d Ignored

Owerriden

d Informational

Calcoulating

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.
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Error Type

Selact All

Froblem

Violation
Show rows with valus that
|Coniains - |
| 24|
and 2
| Contains & |

| oa
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.

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 FOP
between 1:00 and 10:00 hours

Updated Date : 17/09/2016 L

Created Date : 17/08/2016 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.
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Right-clicking on any column of a problem brings out the following options:

Ignore
Override
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
crewmember to proceed with the duty. The user name, timestamp and comments are recorded in the database.

e 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 Panel 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: 01/09/2017 .:_ To:  08/09/2017 _:_

Date of Trade Rank Equip Initiator Initiator's Pairings Respondent Respondent's Pairings Transaction Date Actions

5 2017-09-05 L FO 320 CHEONG, FOOK KIONG(0003124) 9204 (5) CHEW, KEN(0002638)  OFF (5) 2017-08-30 02:23 L g=|ma W X

2017-09-06 L FO 320 CHEONG, FOOK KIONG(0003124) 9204 (6) CHEW, KEN(0002638)  OFF (6) 2017-08-30 02:23 L 2= W X

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. This 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 crewmember acknowledges it in CrewPortal or CrewMobile.
Alternatively, users can mark the duty change as acknowledged after discussing with the crewmember.

Operational Summary

Operational Summary Fr 09/07/2017 _:_ To: 09/08/2017 _:_
Duty Changes | Late To Report Duty Listing § Crew Information | Aircraft Information | Daily Task List
Drag a column header and drop it here to group by that column

‘ Status Employee Code Employee Base & Ral Pairing Lakt Duties First Duty Report Alarm Time Hide Until Actions

EI 000006804 Arthur, Paul  LAS CA 2D 2D-1 09/06/2017 04:00 L mE A=IEmm
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Status

Employee Code
Employee

Base & Rank
Pairing Label
Duties

First Duty Report

Alarm Time

Hide Until

Actions

Right Click for Actions

merlot.aero

The Duty Changes tab columns are described below.

Description

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

nThis appears if the notification is past the Hide time
Crewmember’s ID

Crewmember name

Crewmember’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 crewmember

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

Action Icons

Mark Change as Acknowledged
View Employee Details

Pairing Details

Open in Gantt

Send Message

View Comments

Print

Actions

NEEI2= =W
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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 from left to right):

Column Description

E The user can contactthe crewmember and inform him of the duty change.
Mark Change as Acknowledged Afterwards, the user can use this to mark the notification as acknowledged
on the crewmember’s behalf

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

Displays information on the pairing. This is handy when the user needs to
Pairing Details relay pairing information to crew

Opens the crewmember’s roster in the Allocation Gantt. This applies to
Open in Gantt - CrewFollow only.

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

H Displays the public and private comments for the pairing
View Comments

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.

Operational Summary

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

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

‘ Date Employee Code Employee Base & Rank Duty Report (5) Local Report (L) Late Value | ' First Activity Actions

= 09/07/2017

000010282 Baron, Eric LAS CA R4_IF-1  07/09/17 04:00  07/09/17 05:18 2 05/07/2017 04:00L [, B 2= EH &=

The Late to Report columns are described below:

Column Description

Date Date of the duty

Employee Code Crewmember’s ID

Employee Crewmember name

Base & Rank Crewmember’s base and rank
Duty Name of the affected pairing
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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 crewmember is

Late Value Amount of time the crewmember is late

First Activity Report time of the duty in Zulu time

Actions Set of action buttons, discussed in the next section
Right Click for Actions Action Icons

Manual Report 2= B &=

Failed to Report
Open in Gantt
View Employee Details

Send Message

Print

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
= This allows the user to report for the duty on the crewmember’s behalf. The
Manual Report ] user can enter the exact report time and add a comment indicating why the
crewmember was late.
This allows the user to mark the crew as a no-show. A reserve or standby will
Failed to Report — eventually need to be called out.

.
Open in Gantt

Opens the crewmember's roster in the Allocation Gantt. This applies to
CrewFollow only.

here

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

Send Message E

Print

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

Prints a list of the records currently displayed
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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 sz To: 09/06/2017 zz=

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

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

= 09/03/2017
09/03/2C ! Application Message 9 000010604 Acoba, Johnnie MerlotAdmin (email@email.com) This is a Test Ma
09/03/2C 1 Application Message 000010604 Acoba, Johnnie MerlotAdmin (email@email.com) This is another T
09/03/2C ! Application Message 000010604 Acoba, Johnnie MerlotAdmin (email@email.com) This is Another 1
09/04/2C 1 Application Message 000010604 Acoba, Johnnie MerlotAdmin (email@email.com) Test

B 09/04/2017

The Crew Messages columns are described below:

Actions

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

Employee Code Crewmember’s ID

Employee Crewmember name

Base & Rank Crewmember’s base and rank

Sent By Name and email address of the sender

Subject Message subject

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

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

messages only.

Right Click for Actions Action Icons

- il
print © @ e =
View Message
Mark as Acknowledged

View Employee Details
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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 Description

Print Prints a list of the records currently displayed
Displays the body of the message

View Message i

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

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

Duty Listing

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.

Operational Summary
o Summary From: 06/01/2017 zz= To: 06/02/2017 za=
Dy Crrge T

Type: RES¥

Emp

Code

Employee Base ¥ Rank! Equip SenY CrediY Type¥ Duty Report Release g::.t”,, :fitr 05/3 /31 06/01 06/

00001177 Addler, Kathryn NG 320,757,» 988 132:15 RES R10_IF-1 06/01/201; 06/01/2017 10:24 00:01 X-1 X-1 C3002 P RIOZN X- K- X1 2=

000011 gpaoa, e & 1027 100:51 RES R5_IF-1 06/01/2017 06/01/2017 13:02 10:30 C3001 PPSK- C3002 RSIIE C300C C4000 C400C £=
1432 26:37 RES OAKR4IF-1 06/01/20 06/01/2017 13:16 10:0 5 X 0C OAKR{ OAKR: OAKR: OAKR: £=|

Armstrong, As C. 150 25:44 RES SFBR5A-1  06/01/2017 06/01/2017 05:01 12:00 X-1 X X SFBRS Sick SFBR: F3000

919  Armstrong, 7570 391 110:09 RES AVLRSIF-1  06/01/2017 06/01/2017 10:00 12:00 X-1 AVLRS AVLRS ABODO  X-1 X-1 1=

The Duty Listing columns are described below:

Column Description

Date Date of the duty

Employee Code Crewmember’s ID

Employee Crewmember hame

Base Crewmember’s base

Rank Crewmember’s rank

Equip Crewmember’s rated equipment types
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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

Rest After Amount of rest after the duty
Dates The duties one day before and five days after are displayed. The highlighted column is the
selected date.
Actions Set of action buttons, discussed in the next section
Right Click for Actions Action Icons
Print
Actions
COpen in Gantt

Wiew Employes Details

Wiew Comments

A= [ W =

Send Massage

This 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

Print

.
Open in Gantt

Description
Prints a list of the records currently displayed

Opens the crewmember’s roster in the Allocation Gantt. This applies to
CrewFollow only.

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

H Displays the public and private comments for the pairing
View Comments

Lt
Send Message

Opens the New Message box for the user to create and send a message to
the crewmember
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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.

B Operational Summary

Operational Summary From: 06/01/2017 _:_ To: 06/02/2017 .:.

Duty Changes | Late To Report | Crew Messages | Duty Listing | Crew Information | Aircraft Information | Daily Task List
Accommodation § Deadhead § Transportation § Meals

Date Emp Coc Employee Base & Rank Port Duty Required From Required To  Hotel BookingStatus Hotel Ph( Hotel Er Hotel Ad Actions
B 06/01/2017 L

00000: Phillips, Benjam  PIE CA P80022P-1 06/01/2017 14:1 06/02/2017 | No Booking

000011 Naylor, Heath PIE FO P80022P-1 06/01/2017 14:1 06/02/2017 | No Booking

000011 Cameron, Chelc LAS FA L80012F-1 06/01/2017 10:2 06/02/2017 ( *** No Booking

00001: Rodriguez, Nicc LAS FA L80012F-1 06/01/2017 06/02/2017 | **x No Booking

00000¢ Wildung, Eric LAS CA L80011P-1 06/01/2017 10:2 06/02/2017 ( *** No Booking

000011 Lono, Shelby LAS FA L80012F-1 06/01/2017 10:2 06/02/2017 ( *** No Booking

AAANT A Williame Vnno- 1A EA 18AN1IE A NAINAIANAT 10- NAINDIANAT [ KKK M Banlina

Accommodation

The Accommodation tab holds details on crew’s hotel requirements. If a crewmember’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

Operational Summary From: 06/01/2017 _:_ To:  06/02/2017 .:.

Duty Changes | Late To Report | Crew Messages | Duty Listing | Crew Information | Aircraft Information | Daily Task List
Accommodation | Deadhead § Transportation § Meals

Date Emp Coc Employee Base & Rank | Port Duty Required From Required To  Hotel BookingStatus Hotel Ph Hotel Er Hotel Ad Actions

B 06/01/2017 L
000002 Phillips, Benjan  PIE CA P80022P-1 06/01/2017 14:1 06/02/2017 | No Booking
000011 Naylor, Heath  PIE FO P80022P-1 06/01/2017 14:1 06/02/2017 | No Booking
000011 Cameron, Chels LAS FA L80012F-1 06/01/2017 10:3 06/02/2017 ( **x No Booking

00001: Rodriguez, Nicc LAS FA L80012F-1 06/01/2017 10:2 06/02/2017 ( *** No Booking

00000¢ Wildung, Eric LAS CA L80011P-1 06/01/2017 10:2 06/02/2017 ( *** No Booking

000011 Lono, Shelby LAS FA L80012F-1 06/01/2017 10:2 06/02/2017 ( *** No Booking

NNNNY A Willinme Vnno- 1A EA 190N1IE_ 4 NAINAIINAT 4N-9 NAINDIINTT L KKK M Ranlina

The Accommodation columns are described below:

Column Description

Date Date of the duty

Employee Code Crewmember’s ID

Employee Crewmember name

Base & Rank Crewmember’s base and rank

Port Port where the accommodation is required
Duty Name of the duty, or duty label
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Required From Release time of the duty that brings the crew to that port

Required To Report time of the next duty

Hotel Name of the hotel. The list of options is taken from Configure

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

Hotel Phone Hotel phone number. This is taken from Configure

Hotel Email Hotel email address. This is taken from Configure

Hotel Address Hotel address. This is taken from Configure

Actions Set of action buttons, discussed in the next section
Right Click for Actions Action Icons
Print Actions

Open in Gantt

A= [H m =

View Employee Details
View Comments

Send Message

Accommodation records cannot be removed from the 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 crewmember’s roster in the Allocation Gantt. This applies to CrewFollow
Open in Gantt 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
Opens the New Message box for the user to create and send a message to the
crewmember

Send Message
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Deadhead

The Deadhead tab holds details on crew’s deadheading requirements. If a crewmember’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

Operational Summary From: 06/01/2017 zzz To: 06/02/2017 zzz

Duty Changes || Late To Report | Crew Messages || Duty Listing | Crew Information || Aircraft Information § Daily Task List
‘Accommodation | Deadhead | Transportation | Meals

Duty Date Local Employee Cod Employee Base & Rank  Duty PNR Event Flight  From Provider BookingStatus BookingRef Actions

= 06/01/2017
000011529 Demick, Natalie VPS FA DH_E-1 |_E Drive Time PIEO6/01/2017 C VPS06/01/2017  Airline No Booking 2=
000011783 Wilkins, Austre: VPS FA DH_E-1 _| drive time PIE06/01/2017 C VPS06/01/2017  Airline No Booking F =
000012351  Hibbs, Trevor VPS FA DH_E-1 DRIVE TIME PIEQ6/01/2017 C VPS06/01/2017  Airline No Booking 2=
000009668 Martinez, Victol VPS5 FA DH_E-1 DRIVE TIME PIE06/01/2017 C VPS06/01/2017  Airline No Booking 2=
000011795 Babin, Tina VPS FA DH_E-1 |_| DRIVE TIME PIEO6/01/2017 C VPS06/01/2017  Airline No Booking 2=
000007111 Blalock, Debore VPS FA DH_E-1 _| DRIVE TIME SFB06/01/2017 | VPS06/01/2017  Airline No Booking 2=

ANNNIA0RA  Dadricl Mathar non En MR TAI_ WM TAD WM FAD TDANA/N/IN17 (1 AGNAINT IN1T NA Donlina o=

The Deadhead columns are described below:

Column Description

Date Date of the duty

Employee Code Crewmember's ID

Employee Crewmember name

Base & Rank Crewmember’s base and rank

Duty Name of the duty, or duty label

PNR Passenger Name Record. Referencing the flight that the crewmember 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
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Action Icons

Print

Open in Gantt

View Employee Details
View Comments

Send Message

Deadhead records cannot be removed from this 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 E
View Comments H
Send Message H

Description
Prints a list of the records currently displayed

Opens the crewmember'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
crewmember
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Transport

The Transport tab holds details on crew’s transport requirements. If a crewmember’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 _:_ To: 06/02/2017 .:.

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

Aocommodationl Deadhmdl Transpc)rtaticnl Meals

Duty Date Local Employee Cod Employee Base & Rank Duty PNR Event From To Provider BookingStatus BookingRef Actions
> = 06/01/2017
000005757 Case, Heather SFB FA S3101: S31013 LLPGD-SFB  PGD SFB  Other Transpor ¥  No Booking - = EHm =

The Transport columns are described below:

Column Description

Date Date of the duty

Employee Code Crewmember’s ID

Employee Crewmember name

Base & Rank Crewmember’s base and rank

Duty Name of the duty, or duty label

PNR Passenger Name Record. Referencing the transport that the crewmember 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

Open in Gantt
= ]
View Employee Details 2= [ W =

View Comments

Send Message

Print
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Transportation records cannot be removed from this 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 crewmember’s roster inthe Allocation Gantt. This applies to CrewFollow
Open in Gantt only.

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

H Displays the public and private comments for the pairing
View Comments
Opens the New Message box for the user to create and send a message to the
Send Message crewmember
Meals

The Meals tab holds details on crew’s meal requirements. If a crewmember’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.

Operational Summary

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

Aux)mmndaliunl Deadhead I Tlanspurla‘liunl Meals

| Duty Date Local Emp Code Pairing y FrmPort ToPort

01/12/2015

Breakfast AMELIE TQ303415 TQ303415-2 YQB

01/12/2015

Breakfast CARL ELTASON 2 TQ303415 TQ303415-2 YQB

02/12/2015
AMELIE TQ303415 TQ303415-3 YQT

The Meals columns are described below:

Column Description

Duty Date Local Date of the duty, in local time
Event Meal event name

Known As Name of crew

Pairing Name of the pairing, or pair label
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Duty Name of the duty, or duty label
FromPort Departure port
ToPort Arrival port

Right Click for Actions

Print

Open in Gantt

View Employee Details
Vieww Comments

Sand Message

Meal records cannot be removed from this 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

Open in Gantt Opens the crewmember’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 crewmember

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.

perational Summary

Operational Summary From: 01/09/2017 zz= To: 08/09/2017 o=

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

2017-09-05 L FO 320 CHEONG, FOOK KIONG(0003124) 9204 (5) CHEW, KEN(0002638) OFF (5) 2017-08-30 02:23 If g=| 4 & X

D 2017-09-06 L FO 320 CHEONG, FOOK KIONG(0003124) 9204 (6) CHEW, KEN{0002638)  OFF (6) 2017-08-30 02:23 I 2= i W X

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.
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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:

2=

View in Gantt - Loads both crew mentioned in the trade.

E Message - Includes both crew mentioned in the trade in the "TO" field of

the message.
Approve — Approves a trade.

Reject — Rejects a trade.

Swaps - My Swaps

Show RIS entries

Date Title
TEST

05/09/2017 L APPROVE 05-Sep 07:45L 05-Sep18:15L  SINSIN 05d 16:26  Success

TRADE

EST
06/09/2017 L REJECT
TRADE

TEST

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.

Actions

Report Release From/To Time Left Swap Board

Ops W 2Wap.
Declined Direct Swap
-Unable to

06-Sep 07:45 L 06-Sep 18:15 L SINSIN  06d 16:26  approve due

to
Operational
Requirement

31/08/2017 L EXPIRED 31-Aug07:45L  31-Aug19:40L  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:
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E 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
‘ Employee Object Ervor Type Description

{3 [Override]  Ponte , Jose Carlos (0000950) 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

[rciec X covee

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

Comments:

Unable to approve due to Operational Requiremend

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.
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The following applies when Manual Swap Quota is setup:

e Only swaps that are tagged as Awaiting Ops will be counted;
o 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 CrewMonitor.

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 an operation. Often, these tasks need to be completed by a certain time of the day.

To help the Operations Department manage these daily tasks, users can define task lists that can 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 Information | Daily Task List

Code Description arc OneC Mon Tue Wed Thu Fri Sat Sun CompleticnRequir ConfirmRe ActiveFrom ActiveTo

D occ Crew Meal Requests 0 L) L] L | | L] 12.00000 L] 29/01/2015 17:00 S 31/12/9999 17:00 S

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 list is displayed, the tasks displayed 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
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 tab can be modified based on the configuration options/ functionality to allow flexibility in
how the tasks in the list are viewed and managed.
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Changing Time Mode

To access the View menu, select View and click an option from the dropdown menu.

y  CrewMonitor File Edit View Tools Help =§R llll[]”” @ % [j] ".\ mel’lotaero

—— — Time Mode

Z - Zulu

L - Port
S - Standard

You can adjust your application time mode through the Time Mode option. Select from Time Mode drop-down menu.

Z - Zulu
L - Port
S - Standard

e  Zulu (2): Zulu time is known as the 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
Click on the desired time format to display in Operational Summary > Monitoring Panel.

Operational Summary

Operational Summary From: 01/08/2017 . To: 30/08/2017

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

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

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

Boakye, Nathan YYC FA CB100100 CB100100-1 01/08/2017 07:4; mireE A=mm

Moritz, Judy YYC CPT CB100500 CB100500-1 14/08/2017 05:1 mreE A=mm

In the example shown above, the First Duty Report time is shown in Port time, signified by the letter (L).

Note: If the airline fully operates in Zulu, the user preference OperatingTimeMode in Configure is setto Zulu. CrewMonitor
will filter all data based on Zulu time.
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CrewMonitor Specific Tasks

CrewMonitor tasks occur during day-to-day operation of flights, after crew rosters
are published. CrewMonitor is dedicated to monitoring crew, whereas actual change
management pertaining to crew takes place in CrewFollow and/or CrewPlan.

This section provides an overview of CrewMonitor specific tasks in a step-by-step
format.

1. Filter crew for specified date range and other crew criteria you want to
monitor and include advanced filtering for problems and violations as
needed

2. Address problems and violations

3.  Monitor Operational Summary Panel tabs (detailed below)

4. Contact crew regarding unacknowledged duty changes

5. Contact late to report crew

6. Replace crew as needed using crew on the Duty Listing tab, make
changes in the CrewFollow application

7. Complete items on the Daily Task List tab

CrewMonitor
Workflow

Filter Crew to Monitor

Address Problems and
Violations

Monitor Operational
Summary Panel Tabs

Follow-up Duty Changes
Unacknowledged

Contact Late to Report
Crew

Replace Crew as
Needed

Complete Daily Task
List
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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 dewelops 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 lewvels. 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 lewvel reporting including key performance indicator
(KPI) data to help airlines gauge operational and employee success.
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CrewMonitor Glossary

Term Definition

Air Operator's Certificate
Also referred to as Operator or Operator Code

AOC . . - . .
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.

Base The port to which crewmembers 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. 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
Broken Pairing e has overlapping events within it.

Block Hour

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

Company 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

Company Time .
pany base or headquarters location

Covered Pairing A pairing that has all complements filled.

Covered Sector A flight that has been assigned to a pairing.

A specific type of employee required for flight operations. This term is interchangeable with

Crew
employee.

Crew Complement 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

Crew Flow ) .
aligned to aircraft sequence.
Also called recency requirements
Currency
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.
The areas within an airline or company that are tasked with providing particular services of a
Department 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).
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Designator Unique alphanumeric code given to distinguish each airline, or operations within an airline

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

Disruptions delay, diversion, return or cancellation. Some causes of disruption are air traffic, weather and
technical problems.

Duty 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.

Duty Change An update to a published pairing where the history of changes for a duty are recorded.

Duty Change Whgnever an assigned published pairing or duty is modified, the a§signed crew peed tq bg

Notification notified of the change to ensurg _they made .aware of the Iatgst version of the pairing. Thls 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 crewmembers; and within

Employee

Maintenance, the employees are generally referred to as engineers, mechanics, avionic
technicians etc.

The grouping of a similar set of equipment types. For example, a 737 which could be
comprised of 733 and 734 equipment types.

Equipment Group

This can also be used as a reference to indicate the equipment types that a crewmember 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
Equipment Type 733 or 734.

This can also be used as a reference to indicate the equipment types that a crewmember is
legal to operate on as part of his rating.
Also called sector
Flight
The transport taken from a departure point to an arrival point.

Flight Complement The number and types of crew required to operate a flight.
Flight Pairing A pairing that contains at least one operating flight.

Ground Pairing 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
Local Time in the same time zone as the company base or headquarters location this time will be the same
as the company value.

Open Pairing A pairing that has at least one complement still requiring a crew member to be assigned.

Also called unpaired flight
Open Sector
A flight that has not been assigned to a pairing.

Paired Flight 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 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.
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Port

Port Currency

Problem

Rank

Rating (or Type
Rating)

Roster
Roster Period

Route

Route Currency

Violation

Violation Behavior

Violation Override
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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

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 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.

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.

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 lIgnore - the violations are retained in the Violation Panel

This determines how a violation should be overridden
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
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Discretion - signifies that the violation will be overridden based on the captain's
discretion

This determines how a violation is presented

Critical - the violation must be addressed. Otherwise, the crew is illegal to fly
Ignorable - the violation can be addressed later and will not prevent the crew from
reporting for a duty

Informational - the rule breach is for informational purposes only

Passed - the rule is not breached and nothing has to be done
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Notes
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