How to Remind Web-based Crew Tracking
Tasks (Document

Log in to the web version of Huitong Marine, and on the Crew Management - Crew Tracking
interface, you can perform operations according to the following steps 1-5:
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2. When there is a lot of documentation, you can search for the target crew by keywords or fiter bar
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1. Click to enter the "Crew Tracking” interface e 4. Click " Add Tracking Record”
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Tracking History 5. Select "Contact Record Date" and "Next Processing Date” as needed ( can be quickly selected +7days, +1 month, +3 months) and "Crew Status” as needed,
fill in the record content ( can select shortcut phrases), choose whether to upload attachments, and finally click "Confirm®
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It should be noted that:

In the Reminder Settings, the number of days for advance notification has been set (as shown in
the image below). When this number of days is reached, the Crew Manager Workbench will
display crew activity tasks that need to be processed.
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1. Click to enter the "Crew Tracking" interface

ether expired tasks are

3. Set the"Days of Advance Notice"according to the actual situation,”Expired Tasks Canceled Automatically” select "Birthday Reminder Range®and

automatically cancelled. The birthday reminder button is enabled by default,and then click "Confirm"
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