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Accessing Book Norwegian 

To access Book Norwegian please go to http://www.ncl.eu and in the lower part of the page on the 
very right, click on ĂTravel Partners Sign Inò to enter our Agents index page as per below. 
http://www.agents.ncl.eu/  
 

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

 

A new window will open with the following Log-In screen. You may also save the direct link to 
Book Norwegian in your favorites in order to access it faster. 
 
Log-In Screen 
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Your Username and Password have been sent to you via an automatic e-mail from our system when 
your agency was originally set up with Norwegian Cruise Line. Without Norwegian Cruise Line agency 
ID, you wonôt have access to Booking Norwegian. If you have forgotten your Username or Password 
please click on Forgot Password?. If you havenôt got access yet please contact 
agencysupport@ncl.com or call us at 00800 03 10 21 21 (toll-free from landline network, rates differ 
for calls from mobile network). 

Homepage (Start Page) 

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

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

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

 
 

New Reservation: Begin shopping for available sailings 

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

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

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

 
My Agency: Displays all information relevant to your Agency, i.e. address, phone number, e-mail and 
commission percentage if applicable. This area is only accessible for the Supervisor in your agency. Itôs 
possible to create additional agents and manage their accesses to Book Norwegian. 
 
Groups: Review and book into existing groups that are set up under your account. 
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New Reservation 

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

Agency Screen 

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

 
 
Click on the Continue button. 

Vacation 

The search vacation screen will now appear. 

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

Please use the calendar to pick the departure date. 
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If you would like to add air transportation, please call our reservations department after you have 
placed the option for the cruise in the system or book it via the ñAir Optionsò tab. We offer Fly&Cruise 
packages from Germany, Switzerland, Austria, Spain and Italy.  
 
All screens in the Pricing and New Reservations function have some common features.  

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

 

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

To confirm the modification, click  or as 
appropriate. If you use the top navigation bar to 
return to your last displayed page or to go to another 
previously viewed page, no changes will be stored. 
 
The second common feature, beginning from the 
Vacation page, is a booking summary display along 
the left side of the screen. As you move from screen 
to screen, additional details will be displayed. Some 
of the entries are hyperlinks to additional 
information. These hyperlinks can be identified as 
the words are displayed in blue. When you move 

your cursor over these links, your cursor will change into a hand icon. 

Voyage Screen 

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

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

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

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

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

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

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

sailing. Place your cursor over the field to view the complete details. 
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At one glance you can compare now the different sail dates and rates and select the most suitable one. 
The rates shown include already the taxes. Click on a price in one of the meta columns to view pricing 
for all available categories within the meta.  
 
If the voyages displayed do not meet your needs, or you want to see something else, click the 
Vacation link at the top of the page. You will be returned to the Vacation page to submit new 
search parameters. This option is available to you throughout the booking process. 
 

To continue, click the Select link to the right of your preferred sailing. 
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Select a Stateroom Category 

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

symbol to view a picture of the stateroom category. 

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

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

 This column displays the description of the category 

 

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

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

 
The Crib column indicates if the category can accommodate a Foldable 

Sleeper/Playpen for an Infant. 

 

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

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

 

This column will display the promotion code associated with the ñCurrent Best Fareò 
pricing for each specific category. Click on the promotion code link to view alternative 
rate codes.  

 
The Res Total column displays the total cost of the reservation inclusive of any and 
all components (i.e. Land, Transfers, etc.) added to the reservation. 

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

to see per person pricing please click on the price. 

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

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

on the price. 

 Future functionality, not working yet. 

 

Click on the Current Promo to view other combinable promo codes. 

Our Premium All Inclusive Package is automatically added for your booking as Promo Code ALLINCL. 

 

mailto:agencysupport@ncl.com


Book Norwegian by Norwegian Cruise Line ï Complete Manual / Version: April 26, 2017 
NCL (Bahamas) Ltd., Wiesbaden Office, Continental Europe Branch, Kreuzberger Ring 68, D - 65205 Wiesbaden, 

E-mail: agencysupport@ncl.com  

Page 9 of 46 

 
 

 
 
 
 
 
 

 
 

 
 

You can see a comparison ĂCurrent Invoice & Promosñ (old invoice) and ñFare Calculatorò (new 
invoice). If OK, please click on Apply Promotions. You can now see the selected promo codes on 
the left side in the dashboard in the column Current Promos. 

 

 

Select a Stateroom 

This screen provides you with a list of available staterooms in the category you have selected. 
Staterooms are listed in rank order, with the best available rooms listed first. A diagram of the ship 
indicating deck location is displayed. This screen is bypassed if the category you have selected has 
only guarantees available. 
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The Stateroom screen will allow you to select a stateroom that best fits your guestsô needs. 
Staterooms will be sorted according to the following: 

 

¶  Category 

¶  Location 

¶  Double Occupancy 

¶  Triple Occupancy 

¶  Quad Occupancy 

¶  Connecting Staterooms 

¶  Disabled Staterooms 

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

 

ÙIf you are looking for a specific stateroom number, you can type it in the Quick Search field and it 
will display if available. 
 
You can filter the search results based on certain stateroom attributes. To access the filter, click on 
the Filter link at the top of the page. To search for specific attributes within multiple categories, hold 
down the shift/arrow keys to select, tick the attributes required and click on Apply Parameters. 

 
To choose a specific cabin attribute click in the box next to the attribute. To search for a cabin that 
matches the attribute(s), click on the Apply Parameters button. 
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To select a stateroom, click on the box that corresponds with the requested stateroom and click on 
the Select button. The selected cabin will be highlighted in the interactive deck plan ï you could 
also select a cabin via the interactive deck plan. 
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Itôs possible to select multiple staterooms in case you would like to do more than one booking at 
once. Additional bookings will be displayed on the left side of the screen, to be completed later 
(ñOpened Reservationsò). 
 

 
 
The next page is the Travel Protection screen for bookings out of Germany, Austria, Switzerland and 
Spain. If you are an agency of any other country, you can simply disregard this page and click on 
Continue.  
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Guest Information 

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

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

 

 
 
The Search Client screen will appear. 
 

 
 

If you have the guestôs Latitudes Rewards number, enter it in the Latitude # field and click on the 
Search Client button. 

 
If you do not have the guestôs Latitudes Rewards number, you can search using the following criteria. 

¶ Last Name, First Name PLUS Date of Birth  

¶ OR Phone # 
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Once you have entered the search criteria, click on the Search Client button. 
You will see the guest profile now in the Client Search Results section ï select the guest and click on 
Add to Reservation button to insert the guest information into your booking request. 

 

 
 

 
 

Creating a New Guest 

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

¶ Title 

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

¶ The Gender will automatically populate when the Title is selected 

¶ Citizenship 

¶ Very soon as well: Birthdate 
 

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

 

Air Options & Transfers 

Click on ĂAdd Air  to book a Norwegian flight package or just a Norwegian transfer.  
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For flights from Germany, Switzerland, Austria, Spain & Italy, flight packages can be purchased via 
Norwegian Cruise Line. Just add the name of the departure airport and hit save.  

 

 
If you would like to book transfers for your individual flights, you can do as well via this screen. 

The Air Type needs to be changed to ĂIndependent . Itôs possible to book transfer for several persons in 
the booking, just repeat the process and select the respective person.  
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iFlight Times need to be entered in the following format: Ă03:00PM / 03:00AM  otherwise you will 
get an error message. 

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

 
Complete your transfer booking with Save.  
 

 
The individual air information and transfer details will also be shown on the Reservation Summary 
page now. Please note that the rate for the transfer is not stated separately, but is included in the 
voyage fare.  

 

Motorcoach 
Please ignore this page as we do not offer any motorcoach options at the moment.  
 

 

Land Programs 

The Land Programs tab shows any additional land packages (hotels) that take place before and after 
the cruise. Please note that the hotel package can only be booked for all guests in the reservation.  
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To view the listing of packages, click on Add Land Program. 
 
The Land Programs screen will display any packages offered on the sailing. A detailed list of the hotels 
with contact information can be found on our travel agent website http://www.agents.ncl.eu/partner-
hotels.php. 
 

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

 
 

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

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

Special Requests 

To add a special request, click on the Special Request tab.  

Select the request type (e.g. cabin attribute), click in the check box of the guest(s) receiving the 
special request and enter the appropriate delivery date if necessary. 
Å Cabin Attribute and Dietary requests do not require a delivery date, for Special  Occasion you 

should select a delivery date 
Å It is not necessary to fill out the Comments field. 

Click on the Add button (new reservation) or the Apply button (existing reservation) to store the 
special request. 
 
More than one special request can be added at a time to a reservation. Hit the Continue button once 
you have added all your special requests.  
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Pricing 

This screen will provide you with a complete pricing statement, both for the total price and on a per 
guest basis. The applicable currency sign will be displayed in front of the prices. 
 

 
 

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

and net due. Please note that this commission is only applicable for the cruise portion. For any 
booked transfers & hotels the commission is 10%. 

 
The section ĂReview Cruise Add-onsñ lists any details on booked extras, like transfers, hotels, etc. 

Norwegianôs Premium All Inclusive package includes the following, automatically added amenities for 

adults:  GBEV1, FPSCRE, WB1 - for children and young adults (2 - 21 years) GBEVK instead of 
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