CIMS Parts Request — Employee Training Guide
TRAINING GUIDE
CIMS Parts Request
How to submit parts, toner, technical parts or tools order through the CIMS ordering portal
	Portal
	order.cims.work

	Who this is for
	Any employee placing a part, toner, technical parts or tools order for a vessel

	Estimated time
	5–10 minutes per order


Overview
This guide walks through every step of submitting a parts request in CIMS, from opening the portal to sending the final order. Follow the steps in order — each screen in CIMS depends on the choices made in the one before it.
Before you start, have this information ready:
1. Your name
1. The company and ship name for the order
1. The machine serial number (for Production orders)
1. Part numbers and quantities needed
1. The port agent's name, phone number, address, and email










Step 1  Enter Your Name
Go to the CIMS ordering portal and enter your name to identify who is placing the order.
Portal address: order.cims.work
[image: ]
Step 2  Select the Company
Choose the company the order is being placed for.
[image: ]
Step 3  Select the Ship Name
Choose the vessel that the order is for. This determines the delivery destination later in the process.
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Step 4  Choose What You're Ordering
Select the order type from the dropdown:
1. Production — for toners, parts, and technical parts
1. Tools — for tool orders
[image: ]
	TIP:  Choosing the wrong type here will show the wrong item catalog on the next screen.




Step 5  Select the Machine Serial Number
Choose the correct machine serial number the parts are needed for.
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Step 6  Find and Add Your Parts
Select “All Production” and search for each item by part number.
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	IMPORTANT:  If a part number isn't available in the catalog, email Ray to have it added.



Step 7  Enter Quantities
Enter the correct quantity needed for each part added to the order.
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Step 8  Select Delivery Dates
Choose the next available port dates for delivery. You must select at least 3 dates — CIMS ships to the earliest date and keeps the rest as backups and reminders for the vessel to check with the port agent.
[image: ]
Step 9  Enter the Port Agent's Information
Fill in the port agent's full contact details:
1. Name
1. Phone number
1. Address
1. Email address
[image: ]

Step 10  Add Notes
Enter clear, valid notes describing the situation for this order.
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Step 11  Choose the Order Type
Select the order category that matches the reason for this request:
1. Regular order — for technical parts requests that are not toner or part-par-level related
1. Missed order — for any order that resulted from a problem, such as something that should have already been ordered
[image: ]
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Step 12  Describe What Happened
If you selected Missed Order, choose the description that best matches the situation:
1. Shore planning miss — rationed, under-forecast, or not reordered in time
1. Vessel-side miss — the need wasn't flagged from the ship in time
1. Equipment / unexpected — failure or abnormal use, no one's fault
1. Other — add a note explaining the situation
[image: ]
Step 13  Review and Submit
Before sending, verify that everything has been added to the order correctly. Confirm the request is accurate, then send it.
[image: ]
	IMPORTANT:  Double-check part numbers, quantities, and delivery dates before submitting — orders cannot be edited once sent.




Quick Reference Checklist
1. Name entered
1. Company and ship selected
1. Correct order type (Production or Tools) chosen
1. Machine serial number selected
1. All needed parts added with correct quantities
1. At least 3 delivery dates selected
1. Port agent's full contact information entered
1. Notes added describing the situation
1. Regular order or Missed order correctly selected
1. Order reviewed and confirmed accurately before sending
Page 1 of 2
image4.png
What do you want to order? *

Production v

Production

Tools





image5.png
Machine serial *

Select machine serial... v

Select machine serial..

AAC58011021370 — Machine #1- C4070
AC58011021378 — Machine #2 - C4070





image6.png
3 Addpartsand/oritems

Part group *

Select part group.

Select part group...

Al production items (105)
Supplies (7)

Parts (28)

Tech Parts (70)





image7.png
3 Addpartsand/oritems

Part group *

Al production items (105)

Find a part — by name or part number

n619¢]

TNBI9C CYAN TONER
A3VX430 - 99PRDET0BE

$84.51




image8.png
© YOUR ORDER 2items

asvxaso Remove
TNBI9C CYAN TONER

PRODUCTION - SUPPLIES
$169.02




image9.png
Country sets shipping & phone code

Delivery windows — home ports *
Pick at least 3 dates the part can reach Eclipse at a home port. We ship to the earlist; the rest are backups —
and reminders for the vessel to check with the port agent that day.

Amsterdam Amsterdam Barcelona Athens (Piraeus)
FInarEE Wed 26 Aug 2026 Mon 7 Sep 2026 Fri 18 Sep 2026
 sackue
Ravenna

Mon 28 Sep 2026




image10.png
Country *

Netherlands (+31) v

Sets the shipping zone and the phone country code.

City / delivery port *
Amsterdam

Netherlands - Europe — freight $20000 (est) +
clearance $76.00 applied.

Street* No.*
123 SW 145
Phone1*

+31 3055555555

Email1*

acal-recl@cruise-aid.com

Needed by *

08/14/2026 =]

The date the ship needs the part in hand. Drives Ray's
shipping priority.

Port agent name *

ACAL

2P/ postal *

00126

Phone 2 optional

+31 | 612345678

Email 2 optional

acal-recl@cruise-aid.com




image11.png
Notes for Ray optional

missed container, forgot to order, gct




image12.png
What kind of order is this? *

Regular order
Planned — you simply

need more.

Missed order
Shouldve been ordered

aloady — somoting
sippod





image13.png
Regular order

Plannod — you simply
need more.

Missed order
Shouldve been ordered

alroady — somathing
sipped





image14.png
What happened? *

O

[©]
[©]
[©]

Shore planning miss — we rationed / under-
forecast / didn' reorder in time.

Vessel-side miss — the need wasnit flagged from
the ship in time.

Equipment / unexpected — failure or abnormal use,
noone's fault.

Other — note below.




image15.png
1 confirm this request s accurate and complete.
Incomplete or incorrect details (wrong part,
quantity, port, or agent) may delay the shipment
or send parts to the wrong place — orders placed
in error are the responsibilty of the requesting
vessel

Send request





image1.png
1 Who'sordering

Your name *





image2.png
Company *

Celebrity Cruises




image3.png
ship *

Select ship..




