How to add labor reimbursement

Users can log in to the website of OLSaaS, and operate in"Workbench — Shortcut — Add

Crew Cost" interface according to the following steps 1-6:
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1.Users can log in to the website of OLSaaS and enter the workbench interface by default,

Shortcut click "Shortcut — Reimbursement of Labor Service

: Voyage Task | | Ship l Add Casual Maintain Task ] ‘ Add the Running Hour ] [ Add Irreguiar Running Record | | Add Crew Sign-Off Apply ] ‘ Add Purchase Apply | | Add Repair Apply | | Add Of Detection ] [ Add Voyage Work Report

Rembursement of Labor Services | | Marine Chiart Apply ] [ 4dd voyage Fuel onsumption Reporc ]

_ 3. Select the vessel name, expense type and crew name,

E,f_m—_, i / and click "Confirm"

Expense Type*
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Expense Type
Maintenance Labor Expense.
pacial Labor Expense

Expense types include: "Maintenance Labor Expense" and "Special Labor Expense"
The operation of "Maintenance Labor Expense" is as follows:

£ Expense Info Edit

K5 (Expense Type:Maintenance Labor Expense)

Name * View Crew Details Currency® Total Amount of Application )
CNY(CNY) v o

Remarks

Artachment 4. Complete relevant information(ltems with * are required) and upload attachments

> Upload Attachment
‘The size of a single uploaded file cannot excesd 1GB.

Associated Ttems

\

5. Click to add maintenance items/self repair items

Select Self Repair Ttems e

Sef Repar Item(11)  Selected Self Repair lems(0)

s 5'. You can quickly find the target item through the search bar, fill in the application cost and click *Next Step”. -om
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Ho. Self Regeir Ttem Name Seff Regai Ttem No. Eqpt. Name EqptType  Manufocturer Completion Date Repar Place: Estimated | Cost Estimated Opesation

1 Air Conditioning Fault SR-23033003 SAR 20230329 shanghal ao oY 888

5R-22102402 S8 20230301 fol anro o

SR-22092301 2023-03-01 E200 Y 686 CNY 666

SR-23021701 20230217 Y 656 CNY 666

SR-22102401 20221019 = ao o

5R-22092302 FapE 2022-09-23 rE Y 888 Y 883



4 Expense Info Edit

After the item details are added, the total
188 (Expense Typeimantenance Labor Expense) amount here will be automatically matched
Name * View Crew Details Ccurrency* Total Amount of Application 3
CNY(ENY) . -
Remarks
Attachment
Upload Attachment
The size of a single uploaded file cannot exceed 1G8.
Associated Items:
Seif Repar Item Details of newly added maintenance items/self repair items are displayed here
No. Self Repair Ttem Name: Self Repair [tem No. Eqpt.Name  Eqpt Type Manufacturer Completion Date Repair Place Estimated Approval Cost Estimated Acceptance Cost Application Cost(CNY) Operation
1 Air Conditioning Fault SR-23033003 SRR 2023-03-29 shanghai v o CNY 888 888 B
2 SR-22102402 2023-03-01 it Y o Yo 666 m

6. After editing the expense information, if you click "Save”, you can continue to modify it next time; If you click "Submit for Approval®, the
document will be automatically transferred to the workbench of the personnel with approval authority after the approval process is selected.
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"Special Labor Expense" includes:cost of cabin cleaning, cabin washing, derusting and painting of
deck or excellent advice, etc.

The specific operation steps of "Special Labor Expense"are as follows(customizable):

& Expense Info Edit

RS (Expense Type:Special Labor Expense)

Name * View Crew Details currency® Total Amount of Application (2
CHY(CNY) v ess

After the amount in the item details is filled in, the total amount will
be automatically matched. If there are multiple item details, the total
amount will be automatically accumulated.

Attachment 4. Improve relevant information (Items with * are required), and upload attachments.
™ Upload Attachment

The size of a single uploaded file cannot exceed 1GB.

5. Click "Add" to add item details

(multiple item details can be added). \
Item Details + add
No, Record Content Related Dates Appl.Amount (QNY) Remarks Operation
1 Deck rust removal 2023-04-01 - 2023-04-30 888 Aprl Deck rust remaval cost a

6. If you click "Save" after completing the expense information, you can continue to modify it next time;
If you click *Submit for Approval®, after selecting the workflow, the document will be transferred to the workbench of personnel with approval authority.
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Submit approval (ESHAE]

Next Step:

After the crew reimbursement form is submitted, according to the workflow, it will be
transferred to the approver's workbench.



