ISF Watchkeeper

ISF Watchkeeper 3 Getting Started Users Guide

ISF Watchkeeper is a computer software program, for use on board ships. The software is designed for
maintaining records of seafarers’ hours of work and rest, allowing ships and their crews to demonstrate
compliance with complex international work and rest hour rules.

This document is a guide to getting started with Watchkeeper version 3

Note: If this document does not contain information that you need, please contact us on
support@isfwatchkeeper.com.

What versions of Watchkeeper (WK) are available?
Watchkeeper is available by subscription in the following formats:

1. Watchkeeper 3 (Single User). For use on stand-alone computers. Ideal for vessels with small
crews where access can be shared on one PC or where work hour management is performed by
a single individual. Guideline: <10 crew

2. Watchkeeper 3 (Network Version). For multi-user operation on board ship, this version can be
installed on several computers that link together. Guideline: >10 crew.

3. Watchkeeper Online. Add-on service for WK3 Network Version. Fleet-wide reporting and
monitoring for shore-based personnel

The instructions that follow apply to WK3 Single User and WK3 Network Version
What does this guide cover?

e  Getting Started — inputting basic information like vessel name and ranks used.

e Day to day operations — creating crew records, assigning them work hours and generating
reports.

e Keeping the Watchkeeper software updated

e Importing data from previous versions of Watchkeeper.

e Watchkeeper System Requirements

If you need installation instructions, please contact us on support@isfwatchkeeper.com
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Getting Started Overview:

After installing and activating Watchkeeper, it is necessary to enter basic set up information to start using

the program. The main steps to follow are:

Install the Use DVDto
complete
prOg ram installation
Load the
LOGIN
program
Create Assign a daily

work schedule

Ranks

Assign ranks and
planned daily
work schedule

Create crew

Enter
ACTUAL
hours

Use “Input
Hours” to Modify
daily crew hours

Generate
timesheet

Enter the vessel
name, IMO
Mumber and Flag

Use “Rules” to

choose regime
(Default STCW
2010)

Repeat for each
rank

Repeat for each
crew member

Enter comments
for any non-
conforming days

Generate Mon-
conformity
report

Enter “Report
Infa”
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Task

How to do it

Inputting ship name, flag
and IMO number
Information used on the
printed forms

Choosing the compliance
regime

Inputting default Ranks

You will be prompted to input this info when you run Watchkeeper for the
first time.
From the TOP TOOLBAR, select the ADMIN tab and then REPORT INFO icon.

Please input the governing law for your ship, as well as the Master’s name.

Click on SAVE CHANGES before moving to another screen.
From the TOP TOOLBAR, select the ADMIN tab and then the RULES button.

Click the button that defines the regime that applies to your vessel. NOTE:
For guidance on which regime to choose, please see the Regime Decision
Flow Chart section as below

Click on ACTIVATE REGIME from the TOP TOOLBAR to activate.

Ranks need to be defined in Watchkeeper as the program will generate a
default schedule report for each Rank. If a rank has more than one Default
Schedule, you can create 2 ranks of similar name (e.g. 2nd Engineerl; 2nd
Engineer2).

Select the ADMIN tab, then RANKS, and finally ADD RANK.
Use this interface to enter Rank names and to add descriptions.

Click SAVE RANK to save the changes.
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Regime Decision Flow Chart

Does flag State require
compliance with ILO 180

Does flag State minimum hours of rest
request evidence

Check Flag

State requirements or MLC,

of MLC, 2006 or 2006 minimum hours of

STCW 2010 rest requirements?
compliance?*

Requirements

Is 5hip required to
Comply with OCIMF

Recommendations?*

Select ILO Work

Select ILO Rest {MLC)
(MILC)**

YES

Does

Watchkeeper Does flag State allow

VErSION in use > use of STCW 2010
hawve STCW

2010 regime?

Select STCW 2010 with

Select OCIMF i
Manila Exceptions wele regime

Manila Exceptions?

*STCW 20 entered into force in January 2012 and
the ILD MLC, 2005 entersinto foroe from August

3 *{CIMF Recommendations Relating to the Application of

Contact us on Select STCW 2010 w Gowarning Seafsrars’ Howrs of Work and
regime without In practice therefore itis anticipeted that ZTOW
for FREE update and in the Manila Exceptions

"%}t i unilicety thart fiag Stabes will requine the use off
the ILD rretim L hours OF Wiork provisions.
Therefore the defaul ILO regime should be ILOD Rest
[raLc).

interim select ILO [Rest)
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Day to Day Operation of Watchkeeper
There are three main areas of Watchkeeper that you are likely to use regularly:

Login

Creating and maintaining crew lists.

Inputting or modifying daily work hours.
Printing off monthly hours record summaries.
Using the Record Lock feature

nhewnNR

Login

Please load Watchkeeper and use the LOGIN button to enter the program in ADMIN mode

By default the password for “Admin” is blank, but if you set a password during installation, then please
enter it in the ‘Password:’ box and click LOGIN.

.'_ R
Jiat - " ISF Watchkeeper 3 (Single User) - - Ll_lﬂﬁi =

Welcome to Watchkeeper 3

Please enter your usemame and password to log in:

Usemame:  admin

Password:

or

[ Login for Time Entry only l

{ no usemame or password required )

If you do specify an Admin password, this would allow protection of admin functions within
Watchkeeper such as crew list creation, regime selection and report form parameter settings. In this
instance, restricted users can still access Watchkeeper for timesheet input and report printing, by
clicking the “Login for Time Entry only” button. Clicking this button allows restricted access to
Watchkeeper without requiring a password.
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For complex security (WK3 Network Version only), i.e. setting up per-user logins and defining access to a
more granular level, please refer to the WK3 Client HELP files topic Permissions and User Groups

Creating and maintaining crew lists:

By clicking on the CREW LISTING tab along the TOP TOOLBAR you can access the crew management

toolbar and also see a list of created seafarers.

Welcome Crew Listing | Reports Adrnin 0
HO . @0/
Ad

Input Multi Record d | Edit Delete MNew
Hours Input  Lock Crew | Crew  Termn  Term
Time Entry Crew Options

Click the ADD CREW button to create a new seafarer.

-y
£ ISF Watchkeeper 3 Client

P
Welcome Crew Listing | Reports Admin Options

- ﬁj @3 @3 U @3 :z
Back Save Add Add Load rank Rank Help

Crew Rank Holiday List schedule Schedule
Available Opticns Reports

Add New Crew Details & Configure Default Schedule

Crew Details | Service Terms | Overtime | Individual Schedules (Basic) | Official IMO/ILO Schedules

MName: |
Position./Rank: [ "]
Service Tem: fom [01/112012 [] to [(none)  [=]

Payroll Ma:

Employee Number:

Comments: -

Watchkeeper:
Cwvertime enabled:

Input basic crew member’s details such as their name, rank and SERVICE TERM dates.
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After selecting a Position/Rank, you will be asked if you wish the seafarer’s work schedule to be set by
their rank in a pop up window. If you select YES, the default work schedule will now appear in the
INDIVIDUAL SCHEDULES (BASIC) tab.

Schedules can also be altered in the same screen (see below).

Click the INDIVIDUAL SCHEDULES tab to input the default hours of work:

&4 ISF Watchkeeper 3 (Single
Welcome Crew Listing Reporks Admin COptions
- - Use the mouse to CLICK and DRAG along the
CHo 0 O & 8 . \ctcand DRA
- N i + Total Normal Working Hours” Time-bar to
Back 5 add  AddHoliday  Load rark Rank Hel .
T e Rk Lk hedue || scedue || specify hours of work. Shaded areas represent
Available Options Reporks worked hOUfS.
Cenfigure crew details, default schedule etc.
. """ Working hours entered here should be those
Crew Details | Service Terms | Individual Schedules [Basic] | Official IMO,

that are most commonly worked by this

TOTAL MORMAL WORKING HOURS [non-watchkeeping and watchkeeping]: person each day The System will

01 2 3 4 5 6 7 8 3 1w 11 12 ) .
EEEEEEEEEEEEEEEEEEEEEEEE automatically populate their daily work hours

from their ACTIVE FROM date, using the hours
anDuty |:|F|est

you define here.

Click. and drag hours on the bar to alter hours worked

MOM-AWATCHEEEPING HOURS:
o 1 2 2 4 5 [ 7 g ] m 11 12
HEEEEEEEEEEEEEEEEEEEEEEEE
l Mor-w atchkesping |:| Rest |:| Watchkeeping
To specify MOMAATCHEEERING hours, click and drag hours in the grey shaded areas

OFFICIAL IMO/ILD SCHEDULE:
[] Exact times or non-watchkesping hours may vary?

[] Part schedule zame as sea scheduls?

To save all details regarding the crew member click on the SAVE CREW icon from the TOP TOOLBAR.

To review or change a crew member’s details, return to the CREW LISTING page, click on the crew
member whose details you would like to edit, and click on the EDIT CREW button on the TOP TOOLBAR
to return to the above edit screen.
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Inputting or modifying daily work hours:

To change work schedules on a daily basis, go to the CREW LISTING tab, select the desired crew member
by clicking on their name, and click on INPUT HOURS from the TOP TOOLBAR.

B ISF Watchkeeper 3 Client
Welcome Crew Listing | Reports Admin Options

Qe ©10/. 8

Multi  Record Add Edit Delete New Help
Input  Lock Crew Crew  Term Term

ime Entry Crew Options |

Crew & Service Terms Management

Name: Rank: ’AI.I Ranks '] Group by Ranlk Include previous service terms
I MName ! Rank Start Date End Date WK Active
.I Victor Test CHIEF OFFICER 24/07/2012

Double-clicking a crew member also opens this interface. The Time Entry interface opens:

Manage Crew Working Hours

Calendar Crew Information

[ November ~|2012 =|[<][>] Ful Name: Victor Test
Position:  CHIEF OFFICER

Sun Mon Tue Wed Thu Fri Sat G ts-

[ [2 ]3]
[+ [ s [ 7]s]o [ T
Terms:
[ [ [ e [ [ ]
EIEIEIERENEAEE .. covomie: i)
EEIEIEIEIEX

Il Nomal [ Occured N/C |, Locked
[l Attered

[ Future Altered [] Future NAC

. Future

Comments to appear on official record form (please type)

Click and drag hours on the bar to atter hours worked Vessel: At Sea, In Intemational Waters

B onDuy [ ] Rest
Modfy hours of wark: Total Work/Rest:

o 1 2 3 4 5 & 7 & 95 10 M 12 13 14 15 168 17 18 19 20 21 2 23
|| ||

The Time Entry screen has a convenient monthly calendar for the seafarer. By clicking on a day within
the calendar you will be able to view or change the seafarer’s work schedule for that day.
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Use the time bar at the bottom of the screen to make work hour entries. Simply click and DRAG the
mouse along the blocks to turn them grey (to indicate hours on duty), or white (to show hours of rest).

Inputting hours will cause the colour coding on the calendar to change for that day. For example, edited
days will go BLUE, unedited days are GREEN and future days are GREY.

Hours are also tested against the regulations in real-time and any days that have a non-conformity are
shown in RED:

Calendar

November - [2m2 v][ > |

Sun Mon Tue Wed Thu Fri

[+ |selvja]ofuw]
[ f iz slu]s]e]a]

EIEIENERENES
EHEIEIEIEIE]

[l Nomal [ Occured N/C |, Locked
B Atered

[ Future Attered [ Future N/C

. Future

Non-conformities are explained in the NON-CONFORMITIES box. Please CLICK on the non-conformity
text to see exactly which hours are non-conforming:

I I G Il NSl won-Conformities (N/C)

EEEE“ B8 No minimum & hour consecutive rest period

. Momal .Occured NAC " Minimum total rest comprises more than 2 pBrioN
. Altered

[ Future Altered [ Future N/C

I Future

Comments to appear on official record form (please type)

o 1 2 3 4 & & 7 B 9 11 12 13 14 15 16 17 18 19 20 21 [

Click and drag hours on the barto alter hours worked Vessel: At Sea, In Intema3tio

You can also use the “NC INFO” button on the TOP TOOLBAR for more information
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Note: Compliance is calculated in ANY 24h period. This means that each and every half hour is tested along with the
previous 47 half hour periods against each of the rules in force. Consequently each day has many iterative tests
made and non-conformities can occur across one day and another, not only on the current day.

When satisfied that the hours are accurate click the SAVE HOURS icon on the TOP TOOLBAR.

NOTE: You can also input hours for more than one person at a time. This is useful if you need to
allocate tasks to teams and to check that all members are in conformance. This is also useful for
FORWARD PLANNING port visits or other busy times in the future:

. — <
s | D
ISF Watchkeeper 3 (Single User) -

Welcome | Crew Listing | Reports Admin Opticns ||

IO 10 /8
Add Edit Delete New Help

Multi
Input/| Crew Crew Term Term

Time Entry Crew Options

Hours

Crew & Service Terms Management

Mame: Rarik: ’NJ Ranks '] [ Group by Rank [] Include previous service terms |
Mame u Rank Start Date End Date WK Active &
i Vijaykumar Tandelar 0s 01/02/2012 = H I

Click the MULTI INPUT button as shown above, then select which crew member you want to work with
(you can select up to 6 persons)

Welcome | Crew Listing | Reports Admin Options
q_ (] 4_4'..
y b=
Back Mext Help

Available Cpticns

Tick each crew member required for hours input:- Step 1 of 2

Name: Rank: I.NJ Ranks VI [ Include previous service tems
StartDate EndDate Active
Vijaykumar Tandelar 0s 01/02/2012 [l
Tavaris Devon 4th Engineer 01/02/2012 0O
\v["] sandeep Kumar Znd Engineer 01/02/2012 [
" TR | R T — AR AT =] =

then click NEXT:
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Welcome Crew Listing Reports Admin Cptions

W& Q)8

Back Save Rules Record | Finished Help
Hours of Hours |

Available Options

Multi-crew hour input:- Step 2 of 2

September 2012 October 2012 November 2012 Dacember 2012 January 2013 February 2013 March 2013

1 2 3 4 5 6 T 8 5 10 11 12 13 14 15 16 17 18 15 20 21 22 24 25 268 2T 28 29 30

Wroma M Atered Il NC \ /

Mame: Vijaykumar Tandelar, Rank: 0S5, Active From/To: 01/0272012/No Expiry Date

0 1 2 & 4 B [ 7 8 9 m 1 12 13 14 15 16 17 18 19 20 21 2 23 NCs

(TTTT T T e [T [T T T ITTTTT] '
Timesheet

Mame: Tavaris Devon, Rank: 4th Engineer, Active From/To: 01/02/2012/No Expiry Date
1]12::’.-15'6_.I"3F.i'HJ'I'I'IZ'IH-'I-i'I&'I\‘.i'l_.l"'IE'IE'Z{'Z'I2‘223;W‘:s

Recall
(T I I T T I I T[T TT] e et

Name: Sandeep Kumar, Rank: 2nd Engineer, Active From/To: 01/02/2012/No Expiry Date
1]1]23.-15'6'.*"B!’_i‘H]‘I‘I‘I2‘IE’.‘I-115‘I!’:‘‘I'.»"‘Ig‘l!’_iZEIZ‘I2223.M:s

5 5 5 0 I e

Click and drag the mouse on the timebars to log hours, the same as the “Input Hours” interface. Hours
are tested in real time and the day and individual are colour coded accordingly.

Use the Action Link “NC” to see non-conformity information

Printing off monthly timesheet summaries

Once you have successfully inputted some hours of work and rest it becomes possible to generate
timesheets and other reports.

Timesheets can be generated for individuals or you can generate batch reports for multiple crew
members spanning multiple months. Other reports are also available:

Click the REPORTS menu.

Welcome Crew Listing Reports Admin Options

CHE | Xy Xy e Ay A Xr Xy X - - L
e omime | Novamber v
Hours NC Mon- NC Hours Record Rank Blank Rank Overtime  Cvertime bloyembe Help

Record Timesheet Conformities  Summary Listing Schedule  Schedule Summary
Crew Reports Schedule Reports Overtime Reports Report Dates

Select one or more crew members and then select the button corresponding to the report you want to
run. For example, to print a monthly timesheet record, click HOURS RECORD. A record will be
generated:
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] ISFW

Welcome Crew Listing | Reports | Admin Options

— h = [ = - |‘-_I'
< e o e
Back Print Export Export  Email PDF Help

Report toPDF o Excel Report
Available Opticns

Record of Hours

'5;' Backward ';?,' Forward |

{' .‘h RECORD OF HOURS OF REST Vesset
L Apr2o10 IMO Ho:
IMO STCWY (+OPA 903 (+2 day rule) Flag:

Periods of wark are s

Date 010 0 I3 O3 04 05 08 07 M@ 9 10 11 12 13 14 15 18 17 18 19 X0
01042010 IIIIIIIIIII_
02’”“'2"“°|||||||| ||||I
04047010 IIIIIII

059'04'33‘10
05042010
07042010
0204010

DQ."D4IZ‘D‘1D

The timesheet or "Hours Record" report generated by Watchkeeper is presented in the format required
by the IMO/ILO Guidelines for Formats of Records of Seafarers' Hours of Work or Hours of Rest. The
report contains all hours of work and rest for a particular seafarer, as well as vessel and regulatory
information

In addition to this, the report totals up hours of work and rest into 4 columns, which give an indication
towards the compliance or non-compliance of the individual per day. Each column is totalled up using a
calculation method as described below

(NOTE: Some flag states permit the use of the IMO STCW 2010 Manila Exceptions. These exceptions
allow slight relaxations of the 10h daily rest requirement and the 7 day rest requirement. When the
Manila Exceptions are turned on in Watchkeeper, the column "Hours of rest in any 24h period" is
calculated using the THREE largest rest periods.

If you are using the Manila Exceptions please ensure in case of inspection by port state control that you
have evidence on board that this is permitted by your flag state)
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3 RECORD OF HOURS OF REST Wessel: Wi Wiatchlesper 3.3 Seafarer ([Full Name] 4on 8 off
ﬂﬁ.@§ AUg2013 IMO Ho: 1234667
‘va-}

MO ST CU 2010 Flag: United Kingdomn Pozition [Rank} 4on 8 off
Wiatchkeeper: NO
Periods ol wrkarashaded | ‘oo | et e e VAR EIFEY
Dme OO CZ0C 04 05 06 OF 02 09 10 11 12 12 1 15 16 17 IE 18 20 21 2= 23 o4 wﬁ; pﬂzd mﬁ:‘“g' m&m
Josa3 160 160 120
MEORS013 160 160 11z
islizta )k} 160 160 120
JLORa013 160 160 11z0
FORa013 160 120
TR a0 iz
=oEa03 160 120
u=Ticle )k} . | 160 1120
nosanis Hours of work and rest in the 24 hour [ = o : .
2mania periad shown for that calendar day [ =0 0| Hours of rest in any 24 hour period are the
LD TR e T o0 a0 | (WO longest periods of rest added together
Sl 80 10 that achieve the minimum 10 hours of rest.
it e 150 This figure is derived from iterative
I:am.mg INRNNN NN 1 1] =0 w0\ calculations every 30 minutes for any 24
%}3 Total hours of rest and work for the & hour period, looking back
13 B0 160
calendar month i . .
[t - 52 #2|Hours of restin any 7 day period are those
221 during a 7 day period looking back from
160 I
a2 the specified date
160
8 160 160 1120
= 20 [ wen | T

Thefollowing national 1aws, regulations andJor collective agreements governing limitations on working hours or mininoom rest periods spplhyto this ship:
MATIONAL LAW'S TEXT
| BGREE THAT THIS RECORD IS AN ACCURATE REFLECTION OF THE HOURS OF WORK OR REST OF THE SEAFRRER COMCERNED.

Marne of rmaster or person authorized Signature of master or
by master to signthi= record: NAWE OF MASTER authorized person: Signature of seafarer:
Beopyofthisrecord isto begiven tothe seafarer. This formis subject United Kingdom

to exarninationand endorsement under procedures established by Thams T compe BT aTGAG]

Each time you open a report, you will notice several new toolbar icons. These allow you to not only
PRINT REPORT but also to generate a PDF or export the data to XLS format:

K

Welcome Crew Listing Reports

“ w T e

Back Print Export Export Email PDF
Report to PDF  to Excel Report

Available Options

You can also run off non-conformity reports and the table of shipboard working arrangements:
Welcome Crew Listing Reports Admin Opticns

2 A A . - . ey
e Owme | 5 -
Blank Rank Chertime  Owertime November Help

Schedule Summary

Hours Record
Record | Timesheet Conformities  Summary Listing Schedule

hedefe Reports COwvertime Reports Report Dates

Crew Reports
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The “Non-Conformities” report lists each incidence of non-compliance, showing the type of non-

conformance as well as the name and rank of the individual affected:

Potential Non-Conformities - Detailed /

ISF Watchkeeper
Moy 2011
MO STV 2010

Detailed listing of individual NC occurrences

Hame of ship: WK3 SEFT 2012 Beta

IMO number 1234557

Flag of ship: United Kingdam

Potential non-conformities for Nowember 2H1

05M1

0GM1

aaDekoer, N lverExpert TestaaDeldoer, H
lwerExpert Testaa Dekier, N lverExpert
Testaa Debker, N/ SECOND ENGINEER

aa OCIMF Tests OCIMF

Joe Bloggs/BOSUN

aa B onBoff ! Bonboff

aaGonboff/ Gonboff

Lessthan 77 hoursrest in 7 day perod
Lessthan 10 hourstotal restin 24 hour pefiod

tdinimum total rest comprises mone than 2 pedods
Lessthan 10 hourstotal restin 24 hour pefiod
minimum total rest comprises mone than 2 perods
Lessthan 10 hourstotal rest in 24 hour pedod
Minimum total rest comprizes more than 2 peiods
Minimum total rest comprises mone than 2 perods
Lessthan 77 hoursrestin 7 day perdod

Minimum total rest comorises more than 2 perods

Date HName / Rank Non-confor mity description Comment
0111 |aa GonSofff GonGoff Mo minimum & hour consecutie et peiod
Lezzthan 10 hourstotal restin 24 hour peiod
Minimum total rest comprises mone than 2 perods
Lessthan 77 hoursrestin ¥ day perod
02M1 |aa GonSoff/ GonGoff Mo minimum & hour conse cutive rest peiod
Lessthan 10 hourstotal rest in 24 hour pedod L|St|ng each regulati@n
Lezzthan 77 hoursrestin ¥ day perod B
03M1 |aa GonSofff Gonoff Lessthan 77 hoursrestin ¥ day perod / Contra\fentlon
0441 |aaBonSoff/ GonGoff Minimum total rest comprises mone than 2 perods

The “NC Summary” report produces statistics per rank to indicate the level of conformance and non-

conformance (percentage breach) per month. This is a convenient way to compare compliance between

crew members and to be alerted to problem areas:

(NOTE: Both the Non-Conformities and NC Summary reports have useful Excel export capability for

performing further analysis or integration of data. When the report opens use the “Export to Excel”
button)
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/ Shows Mon-Conformities on one page per month
Non-Conformities Summary per vessel

ISF Watchkeeper Name of ship:  WK3 SEPT 2012 Beta
November 2011 IMO number: 1234667
IMC STCW 2010 Flag of ship: United Kingdom
Watchkeepers The percentage of hours performed in non-
conformance vs total hours worked p rank
Total Hours of Work . Total Hours of Work] -
Ranks Total Hours Waorked where NC's ocour % Breach Total Gours Warked where NC's ocour % Breach
(CHIEF2 N 0.0 0.0 /£ 0.0% 380.0 0.0
BOH Manager 0.0 0.0 0.0% T09.5 0.0 0.0%
BonGof 0.0 0.0 0.0% 70 169.5 44 95%
PUMP MAN 0.0 0.0 0.0%] 270.0 0.0 0.0%
(051 Capital Ships ""‘-.-_l.Q- Act k 0.0% 3300 0.0 0.0%
Chief Off Cape Fraser 0. IVE ranks 0.0% 330.0 0.0 0.0%
Bofféan 0.0 LR 0.0% 7200 0.0 0.0%
(0S CGM Amber Test 0.0 0.0 0.0%] 2100 0.0 0.0%
aa Master 0.0 0.0 0.0% 300.0 0.0 0.0%
aaWeipa Test 0.0 0.0 0.0% 240.0 0.0 0.0%
OCIMF 0.0 0.0 0.0% 342.0 128.5 IT.87%
BOSUN 0.0 0.0 0.0% 3420 128.5 3787%
3rd Off CapitalShips 0.0 0.0 0.0% 360.0 0.0 0.0%
ISECOND ENGINEER) 0.0 0.0 0.0% 3420 129.5 I7.87%
Total 0.0 0.0 0.0 5,232.5 558.0 10.66%

* The percentage indicated is the percentage of hours worked in non-conformity inrelation tothe total hours worked overall

Using the Record Lock feature

A key function in Watchkeeper 3 Network Version is the ability to lock timesheets, thereby reducing the
opportunity for tampering with historical records. NOTE: This feature is not included in WK3 (Single
User)

To use the new feature, you must first have crew added to the database. Click on a crew member, and
then select the “Record Lock” icon along the top toolbar.

Welcome Crew Listing Reports Admin Options

. r C:n S8
r Q ] ¥ ! S

Input Multi | Record Add Edit Delete New Help
Hours Input | Lock Crew Crew Term

Time Entry Crew Cpticns

-t

- 'l.r
S
e
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This will take you to the Record Lock interface, where you can choose crew members' timesheets to lock
and also to choose a lock date. The lock date is used to tell the system up to when you want to lock
timesheets. For example, locking records to the end of October, will lock all timesheets for the selected
crew members up to and including 31st October.

NOTE: If the "Record Lock" icon is not visible on the top toolbar then it may be that you are logged in as
a user that does not have permission to use this interface. Only the ADMIN user can lock or unlock
records.

To perform a lock operation, select the tick box next to the crew member(s) whose records you wish to
lock, choose the lock date and then click the “Lock Records” button on the top toolbar:

B A A7 5, R

Welcome | Crew Listing | Reports Admin Opticns
I [ T [ 6--?
= |— Locking Date: uls | R
Unlock  Review m | Export Help
Records  Hours to Excel
able Options Lecking
Timesheets to Lock/Unlock
Rarik: [NI pemitted v] Status: [.N.I v] Include previous service temms
| Term Start Date | Temm End Date | Lsst Record | Status
] CHIEF OFFICER 24/07/2012
[¥] CHIEF ENGINEER 01/10/2012
[  Pritak Dharwal Premuda Test 01/07/2012
\_/ | Peter Eloggs CHIEF OFFICER 01/10/2012

Follow the prompts to lock records up to the locking date

Note: It is also possible to UNLOCK records that have been previously locked. Use the “Unlock Records”
button for this. Like locking, unlocking can only be performed by the Admin user

After this, when you use the Time Entry interface, all days that have been locked for the particular crew
member will appear with a padlock icon:
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Calendar

oo ~JB2__ (<))

]

Sun Mon Tue Wed Thu Fri Sat

o e e o 17
o o o o Ll ]

o o Lo o Lo [ ]
ENEFEFENESERES
o

B Nomal [ Occured N/C |, Locked
. Altered

. Future Altered |:| Future MAC

B Future

Any attempt to edit locked day hours will be restricted:

| Bl
Watchkeeper 3 F—‘ u

The record you are atternpting to moedify is locked. Please unlock the record first
from the "Record Lock” section.

- —_— — el

It is possible to restrict access to the Record Lock section (eg to prevent crew unlocking locked hours).
This can be done by activating the ADMIN password and forcing users to use the “Login for Time Entry
Only” button. Users logging in in this way do not see the Signoff section:

. Welcome ‘J Crew Listing | Reports Options

=3
9
Input Help
Hours
Time Entry JI
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Is there anything else?

That'’s pretty much it for the day to day operation of Watchkeeper. Once the crew list is set up a lot of
the work is done automatically so hopefully you will find it easy to use.

We really hope you enjoy using Watchkeeper and find it useful for managing time and identifying
possible fatigue. If you have any suggestions for improving the product please let us know at
support@isfwatchkeeper.com. We would be very interested to hear your views.

Is support offered?

Yes, since Watchkeeper is a subscription service, it comes with free support and software assurance. All
support queries should be sent to: support@isfwatchkeeper.com

Keeping the Watchkeeper software updated

Watchkeeper is a subscription product, and this means that all the support is included in the price
without any extras. This also means that you are entitled to ALL software updates released during the
subscription period

NOTE: Software Updates are very important to ensure that your installation is using the latest
methods and covering the latest regulations

Software updates are free of charge and can be applied as follows:

1. For computers with internet access, you can update the installation using the OPTIONS-
>APPLICATION UPDATE feature within WK3 Single User and WK3 Client. Updates to WK3 Server
can be applied using the Menubar or Manager program on the ADMIN->CHECK FOR UPDATES
menu item

2. For ships without Internet access please contact us on support@isfwatchkeeper.com to receive
a free UPDATE CD. The CD contains all the software to just insert the CD and have it patch your
Watchkeeper Installation

3. For ships with limited internet access, you can download patch files and apply them to the
Watchkeeper computers. Please contact us on support@isfwatchkeeper.com to request the

procedure
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Appendix 1 - Importing from previous versions of Watchkeeper

It is possible to import your crew’s historical records from Watchkeeper 2. Import is possible from either
Watchkeeper 2 Single User or Watchkeeper 2 Network Version. If running Watchkeeper 3 (Network
Version), it is also possible to import from Watchkeeper 3 (Single User)

Watchkeeper 3 (Single User)

When loading Watchkeeper 3 for the first time, the program will attempt to find WK2 on the local
computer. If present you will be asked whether you want to import. If you agree, the Watchkeeper 2
Import Wizard starts. If you decline, you can later run the import wizard from the OPTIONS section:

.
Eﬁ ¥ I5F Watchkeeper 3 (Single User) =S

Welcome Crew Listing Repo\ Admin Opticns
. H i o - P LR
£ 1 e "' 4 W

General Database Application  Watchkeeper 2 Change Admin  Application  Application Help
Options | Backup/Restore Update Import Wizard Password Audit Log Error Log

Available Opticns

Application General Options

General Application Settings Hours Record Report Layout Default paper size:
Enable Advanced Pemissions™ Enable compact mode @ A
A - (@]
Enable Advanced Schedules Overtime Report Layout ) Letter

Enable Vessel Scheduler Enable compact mode
7] Require Employee Mumber
Enable Overtime

Overttime Morth End Date 21

* These features are only available with |SF Watchkeeper 2 {Network Version)

After starting the Wizard, follow the on screen prompts to locate the source Watchkeeper 2 database.
Note that you can import from Watchkeeper 2 Server or Watchkeeper 2 Single User. In the case of
Watchkeeper 2 Server, the database server must either be running on the local computer or on another
computer on the local network.

The Watchkeeper 2 Single User database is contained in a single file and this can be manually copied to
the local machine for import purposes.

Continue the on screen prompts to reach the end of the wizard. On the last page, click the IMPORT
NOW button:
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¥= Import Utility |Z”§|[z|

The Impart wizard iz now ready o import data inko Watchkeeper w3 Inztructiong
Inztallation type
Source databasze
Destination database
Wezzel Infio

Importing data
Finizhed

Import now

All data is imported including rank names, list of crew and hours worked for each of those crew
members.

Please note that the first time you run timesheets in WK3, reporting on historical WK2 data, the relevant
reporting period data is automatically retested by WK3, which can take some time to complete.

Watchkeeper 3 (Network Version)
The import Wizard for the Network Version can be found as part of Watchkeeper 3 Server.
Locate the Watchkeeper 3 (Server) icon which is located in the “System Tray”
1. The System Tray is the set of icons at the bottom right of your desktop. The Watchkeeper Server

icon looks like this:
07:36

18/01/2011

1. Ifitis not there, and you have definitely installed Watchkeeper Server on that computer, then:
2. Click START then PROGRAMS then WATCHKEEPER 3 SERVER then WATCHKEEPER 3 SERVER:
. ISF Watchkeeper 2 Server (54 bit)

ISF Watchkeeper 3 (Server)

b Uninstall ISF Watchkeeper 3 (Server]

3. Theicon should now appear. Right-click it to see its menu:
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Manage Server »

Manage Backups »

Admin »

End-user licence

Help

About

Exit 07:37
18/01/2011

Choose ADMIN then IMPORT WIZARD:

Manage Server L
Manage Backups L

Admin J View Clients

End-user licence View Log

Help Licence Manager

About Import Wizard
Check for updates

Exit

Confirm loading the Wizard:

& Running the import wizard will delete any existing Watchkeeper 3 data
L& and replace it with imported data from a Watchkeeper database of your

© choice
( Yes D I Mo i

Are you sure you want to proceed?

Click NEXT

! Introduction :

Welcome to the Watchkeeper Data Import Wizard.

Use this wizard to import data from a different version of 1SF Watchkeeper into Instructions
your Watchkeeper 3 Server database. Installation type
PLEASE NOTE: Al dats in your Watchkesper 3 Server database will be replaced | — -0/ d3f=base
by the imported information. Destination database
This vl Vesselinfo
is will import: ;

- All crew information ImPonlng gaa

- Rank defautt schedules Finished

- Ranks master table

- All crew work hours and history

Please be sure to read the notes at the end of the wizard itemising administrative
tasks you should complete after importing these records.

WARNING:You are advised to perform a database backup prior to running the
import wizand.

< Prev Next >
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7. hoose the type of import as indicated below

Inztzllation type

Please choose the source Watchkeeper version that you want to impart from: ErETTTE

ISF Watchkeeper 2 Installation type
Sounce database

@ Single L\
'@ single User Destination database

() Metwork Version Vessel info
Importing data
|SF Watchkeeper 3 Finished
) Single User

[ < Prev ][ Next > ]

8' | en
9. Now follow the instructions shown in the import Wizard until the source database is located and
import is ready to proceed:
15F Watchkeeper 3 =

Data Importing

The Import Wizard is now ready to import data into Watchkeeper v3. Instructions

This operation might take a few minutes. Flease wait! Installtion type
Source database
Destination databasze
Vessel info

Importing data
Finished

;

A
—

et

10. Import complete

NOTE: WATCHKEEPER 1 USERS: If you are using Watchkeeper version and wish to import data into
Watchkeeper 3, first import into Watchkeeper 2 and then import from version 2 to Watchkeeper 3. Note
however that due to extensive regulation changes, only crew information is imported. It is not possible to
import hours worked from version 1 to version 2.

Thank you for using ISF Watchkeeper!
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System Requirements

The Network Version of Watchkeeper is for installing on several computers on a vessel computer

network. A central ‘Server’ program is installed on one computer, and a ‘Client’ program is installed on

every computer requiring Watchkeeper access

Watchkeeper 3 (Server)

Component Minimum Recommended
Disk Space* 1.5Gb 1.5Gb
Memory 512Mb 2Gb
Windows Versions Windows XP (With Service Windows XP (With SP3)
Pack 3)
Windows Vista Windows 7
Windows 7 Windows 7
Windows 2003/2008 Server Windows 7

Windows Terminal Services
(2003 or 2008)
Internet access Not required

Windows Terminal Services
2008 R2

Good to have for program
updates

*Storage requirement reduces if .NET Framework is already installed on target computer

Watchkeeper 3 (Client)

Component Minimum Recommended
Disk Space* 1Gb 1Gb
Memory 512Mb 2Gb
Windows Versions Windows XP (With Service Windows XP (With SP3)
Pack 3)
Windows Vista Windows 7
Windows 7 Windows 7
Windows 2003/2008 Server Windows 7

Windows Terminal Services
(2003 or 2008)
Internet access Not required

Windows Terminal Services
2008 R2

Good to have for program
updates

*Storage requirement reduces if .NET Framework is already installed on target computer
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