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All rights reserved. Any use, republication or redistribution of content in this document is

expressly prohibited without the prior written consent of SITA. The SITA name, the SITA logo

and the following marks are trademarks, service marks or registered trademarks owned by the

SITA group of companies around the world: Affinity, AirlineConnect, AirportConnect,

AirportVision, Airport Management Solutions, CUTE, DesktopConnect, Maestro, WorldTracer.

Legal Notices

The relevant legal notices applicable to this document can be found in the Terms and
Conditions between the UAE General Civil Aviation Authority and SITA Information Networking

Computing B.V.
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1. Introduction

This document is intended to be a user guide for the Carrier Portal, which is a component of the
APl UAE Project as provided to UAE General Civil Aviation Authority (GCAA) by SITA INC.

The purpose of this document is to describe the registration process of General Aviation
carrier.

The document will also describe various functions of Carrier Portal which can be used by General
Aviation Carrier:

1. General Aviation Registration Process
2. Add/open a new service

3. Open a new Schedule

4. Individual Checkin Process of GA carrier
5. Batch Upload Process of GA carrier

6. Verify/Enquiring the uploaded batch

This volume is prepared and will be maintained by SITA on behalf of GCAA. Control of its release
is the responsibility of GCAA.
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2. General Aviation Carrier Registration Process

The Registration process will allow a new carrier to register details of their company, and of the

administrator who will manage users within the company

1. Open Carrier Portal Website from your browser,
site:https://carriers.apiuae.gov.ae/UCP/login.form

And click on the Request Carrier Registration hyperlink as shown in below screenshot.

A APl une {
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R Advance Passenger Information Centre
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GENERAL CIVIL AVIATION AUTHORITY

e | English | [PC] | Wednesday, August 12, 2015 __’ﬁ Request Carrier Registration | Help

Carrier Portal
Log-in to Secure Site

Carrier Code*

Password*

This application is for official use only

2. Inthe next Screen ,Specify the Carrier type of your carrier: Air/General Aviation/Ship/Bus

* Select Carrier Type: General Aviation from the drop down menu for Private Airline/Jets as

shown below.
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Z:2 | Enalish | [PC] | Friday, September 4, 2015 Help
Request Carrier Registration
An =]
: Air
[Ship/Cruise Vessel _} El Indivi -
I';' 235€l., P Batch [individual CTA [ CTA Bateh [7]
Copyright @ SITA Technologies B.V. 2015. All rights reserved
J&] Done @ Internet | Protected Mode: On v B95% v
Provide other details like Carrier Code,Carrier Name and Data Capture and click next.
L AP Q
.....:Q‘O:G:" I UAE 3'.2 @)
S
'.?:.0::;-‘ Oepdlinoll Gloghes (e sasoll pllaiuwdl j4 o wiaallglhlla_olslla_izall
oy Advance Passenger Information Centre GENERAL CIVIL AVIATION AUTHORITY
2 | English | [PC] | Saturday, September 5, 2015 Help

Request Carrier Registration

Carrier Type* [OTTEYFENE

T comerco [

Data Captu Apllg:;v;?ual APP [¥] APP Batch [¥lIndividual CTA [ CTA Bat

Copyright © SITA Technologies B.V. 2015. Al rights reserved

Kindly Note:Under Data Capture Field, tick mark all the check boxes as shown in above screenshot.

Fields Details:

Field/Butto
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3. Provide your/Administrator’s details. These details are of Carrier user’s who is registering the new

carrier or going to use the Carrier Portal.

A APl uae
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e Advance Passenger Information Centre Unted A s GENERAL CIVIL AVIATION AUTHORITY
L2 | English | [PC] | Saturday, September 5, 2015 Help
Nominate Carrier Administrator
Famlly Name* I=:3)
ez
Register
Copyright © SITA Technologies B.V. 2015. Al rights reserved

Click on Register Button.

4. New Carrier is successfully registered and saved in Database.
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2 | English | [PC] | Saturday, September 5, 2015 Help
Nominate Carrier Administrator

Carrier Type[¢]

[ camercouciy
[ Corrier namc

- Individual APP, APP Batch, Individual CTA, CTA Batch, API
Transaction Type| Batch

[ el
[ Ghennameo |
I 7T T YETITYS) 57145455677
I TV ¥ 25z o

Carrier and Administrator are saved to the Database

Copyright © SITA Technologies B.V. 2015. Al rights reserved

Now the important step is to activate this Carrier and Administrator account created above.

5.Airline/Carrier needs to contact UAE API Call center Team to activate their Carrier and provide the
Administrator account details by dropping mail to callcenter@apiuae.gov.ae mail id.

6. The API Call center team will provide the login credential for the carrier portal.

User can then be logged into to Carrier Portal Website with these login details and use the Carrier
Portal’s functionalities like submitting batches/opening schedule/creating new carrier user accounts.

CP login Details:

Carrier Code: RAC
User Id:RAC001

Password:******** (proyided by UAE API Call center Team )

Sep 2015 Page 8 of 35
\/arcinn: 1 1 © <ITA 2N015: Pranriatary and Canfidantial



[

X

x\

“ArAP|uae

0
°¢
9%
Udplusll logl=o (e j4 o]l il j4 )0
Advance Passenger Information Centre

A APl uae

oo
A0 0%
o c‘. oSl Ologlo (e 34 o)l plmiuwdl j450
o

o Advance Passenger Information Centre

b

Wi allgl_shlla olslla_iyall
GENERAL CIVIL AVIATION AUTHORITY

g
S

wiaallglshlla olslla tyall
GENERAL CIVIL AVIATION AUTHORITY

22 | English | [PC] | Saturday, September 5, 2015 Reguest Carrier Reqgistration | Help

Carrier Portal
Log-in to Secure Site

Carrier Code* |l3(0]

BT oo

This application is for official use only
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R

3.Add New Service on Carrier Portal

Before opening any schedule or to submit any APP records of either crew or Passenger, User needs to
open/add new Service first.

To Add new Service:
1. Login to Carrier Portal website.

2. In the Main Menu Page. Click on “Add New Service” to register a GA carrier.

USEr Menu

Welcome To Carrier Portal. Please submit correct d
ata.

[ Add New Carrier User ]
[ List and Modify Carrier Users ]
[ List Carrier Users Audit Log ]

[ Add New Service ]
[ List and Modify Services ]

[ Open New Schedule ]

Service (Flight) Management and Individual
APP Transactions

[ Individual CTA Application ]
[ Visa / CTA Status Enquiry ]

[ Submit Batch APP/CTA Transactions ]
[ Enquire on Submitted APP/CTA Batches ]

[ Information for Carriers ]

[ Change Password ]

[ Logout J
| Exit ]

Kindly Note: To understand the functions of all the Buttons under Menu Page in details please refer the
API UAE Carrier Portal User Manual Guide.

Sep 2015 Page 10 of 35
\/arcinn: 1 1 © <ITA 2N015: Pranriatary and Canfidantial



=N

W

W

()
00 Al I UAE S
RN I i
$ Udplusll logl=o (e j4 o]l il j4 )0 'M‘:.:)J"l winallgly ihllda olellda irall

Advance Passenger Information Centre United Avab Emirotes GENERAL CIVIL AVIATION AUTHORITY

3. Enter the unique call sign number (Aircraft number). Enter the Aircraft Description and click on

“create” button.
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Main Menu | Logout | Help

2 | Endlish | [PC] | Saturday, September 5, 2015
Carrier Portal
Add Service - General Aviation

[T 1= GENERAL AVIATION
[T ETITE Rak Air Charter

Aircraft Call Sign* APz
Aircraft description*|[RUC RG]

Copyright @ SITA Technologies B.V. 2015. All rights reserved

4.Service is created .
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Main Menu | Logout | Help

2 | English | [PC] | Saturday, September 5, 2015
Carrier Portal
Add Service - General Aviation

Y77 1R AL AVATION
[ Comier name
PI1234

Service has been saved.

Copyright ® SITA Technologies B.V. 2015. All rights reserved

Service has now been opened.

1. If user now wants to do individual APP check-in of passenger via Carrier Portal, he may follow Section
4 and Section 5 below i.e. To open a Schedule first and then submitting individual APP Records.

OR ELSE

2. If user wants to perform Batch APP check-in i.e to upload Batch file containing many records, he may

follow Section 6(Page no 21) below.

Sep 2015 Page 11 of 35
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Please make sure before Opening new schedule, you have followed “Add New Service” process

as shown in Section 3 above.
To open New Schedule please follow below steps.

1.Click on Open New Schedule to open a new schedule

Carrier Portal
User Menu

a.

Welcome To Carrier Portal. Please submit correct dat

[ Add New Carrier User

List and Modifv Carrier Users

List Carrier Users Audit Log

1. Make sure Service is aﬂﬂw Service

added [ List and Modify Services

BEFORE

2. Opening New Schedule = ﬁ Open New Schedule

i Service (Flight) Management and Individual
APP Transactions

[ Individual CTA Application

[ visa / CTA Status Enauirv

[ Submit Batch APP/CTA Transactions

[ Enquire on Submitted APP/CTA Batches

Information for Carriers

[ Change Password

[ Logout

r

Sep 2015
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2.Provide the Aircraft details as shown below and click on Open.

Z:2) | English | [PC] | Friday, September 4, 2015 Main Menu | Logout | Help
Carrier Portal T

Open New Schedule

Aircraft Call Sign* [[AkPXr

Direction|[FEHES

e unique call sign no,which
n at time of Opening New

'l

Departure Port* oS
DENEL TN RG] 04Sep2015 Format DDMMMYYYY
Departure Time* |RRRN] Format hhmm
Arrival Port* [Dt:]
Arrival Date* EEEPINE] Format DDMMMYYYY
Transborder Port|
Transborder Date| Format DDMMMYYYY
Transborder Time| Format hhmm
Last Foreign Port* Qi

3.Schedule has been Opened.

4, 2015
Carrier Portal
Open New Schedule

1Y 1] | - INBOUND
Aircraft Call Sign[;A§Pxr!
DEL
DY 01| 04SEP2015
| Departure Timej§i¥
Awivalpon®
. ArrivalDate

GG 04SEP2015

IR TE 2222

Transborder Port
L lLastForeign Portfiiz

Schedule has been opened

[ Open Another Schedule |

Sep 2015 Page 13 of 35
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Individual Check-in Process

After the schedule has been opened as shown in Section 4 above, user can submit individual APP
records on carrier portal

1.0n Main menu page,click on “Service(Flight) Management and Individual APP transactions” as shown

below.

Carrier Portal
User Menu

Welcome To Carrier Portal. Please submit correct dat
a.

| Add New Carrier User |
[ List and Modifv Carrier Users ]
[ List Carrier Users Audit Log ]

[ Add New Service ]
| List and Modify Services |

Open New Schedule

Service (Flight) Management and Individual
=="Swl | APP Transactions

[ Individual CTA Application ]
[ visa / CTA Status Enquiry J

| Submit Batch APP/CTA Transactions J
| Enquire on Submitted APP/CTA Batches ]

[ Information for Carriers ]

[ Change Password ]
( Logout ]
| Exit J
Sep 2015 Page 14 of 35
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2.Search for the schedule you have opened in Section 4.

Carrier Portal
Search For Schedules

L Direcrion S
o

Ay 3]
Format DDMMMYYYY
Format ihmm

Arrival Date Range Format DDMMMYYYY
Arrival Time Range| Format hhmm

Open New Schedule Back Print
Click on radio button to select

- Aircraft Call Sign m Departure Port | Arrival Port | Foreign Port | Departure Date/Time Arrival Date/Time
DXB ARE

I-INBOUND OPEN DEL 04-09-2015 11:11 04-09-2015 22:22

Close Cancel Update Manifest

Copyright @ SITA Technologies B.V. 2015. All rights reserved

3.Select the schedule and click on “manifest” button as shown below.

Carrier Portal
Search For Schedules

Al [+]

ay_[]
Format DDMMMYYYY
Formathnmm

Arrival Port,
Arrival Date Range Format DDMMMYYYY
Arrival Time Range| Format hhmm

Open New Schedule Back Print
Click on radio button to select

- Aircraft Call Sign m Departure Port | Arrival Port | Foreign Port | Departure Date/Time Arrival Date/Time
ARE

I-INBOUND OPEN DEL DXB 04-09-2015 11:11 04-09-2015 22:22

Close Cancel Update Manifest

Copyright @ SITA Technologies B.V. 2015. All rights reserved
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3.Click on “New Checkin” Tab to checkin the Record.
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i | English | [PC] | Friday, September 4, 2015 Main Menu | Logout | Help
Carrier Portal
Service Manifest

Service Type Departure Date | Departure Port | Arrival Port
DXB

GENERAL AVIATION ~ PJ1234 04-09-2015 11:11 DEL |- INBOUND

L Tveler ool =
OktoBous [
P-passpor_ [

No Record found.

VA

[ search | Back [ NewCheck-in |

4.Fill the details of the Passenger/Crew.

Carrier Portal
Check-in Traveller

Service Type|  Service ID| Departure Date Departure Port Arrival Port]  Direction|

GENERAL AVIATION PJ1234 04-09-2015 11:11 DEL DXB 1-INBOUND

p-passanger [
e passout 5]

- or Select.. E’
Document Number*
Document Expiry Date Format DDMMMYYYY
Issuing State or Select.. [+]

Family Name*

Given Name(s)*
Date of Birth* Format DDMMMYYYY

M - Male [+]

Country of Birth or Select.. B

Reservation System Code

Record Locator

bmit || cancel | Print |

Sep 2015 Page 16 of 35
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Fill the required details

Carrier Portal
Check-in Traveller

Service Type]  Service ID Departure Date Departure Port| Arrival Port|

GENERAL AVIATION PJ1234 04-09-2015 11:11 DEL DXB |- INBOUND

Traveler Type $To submit Crew data click on drop down and select C-Crew option

Document Type|JEEER [~]
Nationality* R or | Australia [z‘
XTI T T g 1234567890
DOYIT TSIV G 03SEP2016 Format DDMMMYYYY
Issuing Statel\US] or |Australia [+]
Family Name* JJi}}
Given Name(s)* LS
DEICEI ROk 17JAN1970 Format DDMMMYYYY
M - Male [+
[T Rl AUS  or |Australia [+]
Reservation System CodeS){(]
Record Locator[E){]

( bmit | [ cancel |[ Print |

Complete the fields as follows:

Traveler Type Traveler type: Passenger, Operating Crew, or Position Crew.

Document Type The type of travel document. Valid values are:
P: Passport
O: Other Travel Document

N: No Document

Nationality Nationality as indicated on the travel document.
You must enter a value in this field.
May be typed directly or selected from the dropdown list.

If you type in the Nationality, the drop-down list is automatically populated with
the entered Nationality.

Document Document Number of the travel document.

Number
You must enter a value in this field, unless the person has no travel document.

Sep 2015 Page 17 of 35
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Document Expiry | The date on which the travel document will expire as indicated on the travel
Date document.

This is an optional field.

Issuing State Issuing State as indicated on the travel document.
Mandatory if Document Type is set to ‘O’ and the traveler is a passenger.
May be typed directly or selected from the dropdown list.

If you type in the Issuing State, the drop-down list is automatically populated
with the entered Issuing State.

Family Name Family name or surname of person as indicated on the travel document.
You must enter a value in this field.
Only letters, hyphens, apostrophes and spaces allowed.

The name must start and end with a letter. You cannot enter combinations of
hyphens and apostrophes.

Given Names Given names of person as indicated on the travel document. Individual names
must be separated by a blank. If the given names are not known, a hyphen may
be entered.

You must enter a value in this field.
Only letters, hyphens, apostrophes and spaces are allowed.

The name must start and end with a letter. You cannot enter combinations of
hyphens and apostrophes.

Date of Birth The date of birth of the person as indicated on the travel document.
Must be a valid date.

The entered date must be less than or equal to current date and no more than
120 years old. If the day of the month is not known, the day may be replaced by
two hyphens. In addition, if the month is not known, the month may be
replaced by three hyphens.

Sex Gender of person as indicated on the travel document.

Sep 2015 Page 18 of 35
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Country of Birth Country of birth of the person as indicated on the travel document. May be
typed directly or selected from the dropdown list.

If you type in the Country of Birth, the drop-down list is automatically populated
with the entered Country of Birth.

Reservation Reservation reference number as supplied by the carrier. This is an optional
System Code field.

Record Locator Reference number. This is an optional field.

Type of Arrival Type of Arrival is only requested if the user selected “P” for Passenger Type in

the Crew/Passenger Type and Flight screen.
The following options are available in the dropdown list:
Normal Arrival in UAE: The passenger is leaving the aircraft and entering UAE.

Transit on same aircraft out of UAE: The passenger is departing on the same
aircraft and is not entering UAE.

Transfer to other flight out of UAE: The passenger is departing on another
flight, and is not entering UAE.

For Land and Sea Carriers, this will be Normal Arrival in UAE.

Figure— Travel Document Details

Sep 2015 Page 19 of 35
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«l

5. Individual APP record has been submitted successfully and Passenger has received the
positive boarding Directive as well.

Carrier Portal
Check-in Traveller

Service Type|  Service ID| Departure Date| Departure Port| Arrival Port]  Direction|

GENERAL AVIATION PJ1234 04-09-2015 11:11 DEL DXB |- INBOUND

| Traveler Type[ MR,
P-Passport
Y T TYIETITY Australia
XL TN T Ty 1234567890
Document Expiry Date[Ueli= il
ST S Gl Australia
OO Family Name[lll
 Given Name(s) [0
17JAN1970
I 7 1 - hiale
| Countryof Birth QUG
SYD
SYD

[ New Check-L][ Back ] Print

BOARD IF DOCS OK

6.Click on back button above.The injected record will be displayed under the service as shown
below.

Carrier Portal
Service Manifest

Service Type | Service ID | Departure Date | Departure Port Arrlval Port

GENERAL AVIATION ~ PJ1234 04-09-2015 11:11 DEL |- INBOUND

=
oo 5]

Search Back Print New Check-in
Click on radio button to select

Famlly Given Document | Departure | Arrival

1 M 17-01-1970 P - PASSPORT 1234567890 OK TO BOARD

Cancel Check-in

Sep 2015 Page 20 of 35
\/arcinn: 1 1 © <ITA 2N015: Pranriatary and Canfidantial



e

‘ {

|) M \| . : o
i allglhpihllda _olella_iiall
Advance Passenger Information Centre United Arab Emirotes GENERAL CIVIL AVIATION AUTHORITY

“AOAP| uae

u“ U8l Wloglo (e j4 o)l plleiwll j4 )0

a

Kindly Note: The Boarding directive can be positive like OK TO BOARD, BOARD IF DOC OK or
negative as well like DO NOT BOARD, CONTACT UAE GOVERENMENT.

The following figure provides a summary list of all the messages which may be sent in response
to a check-in request and a description of what you should do in response to this message:

Message Group Directive and Description

APP Error. An attempt was made to send a message to the AP, but no
Communications connection was able to be made. Revert to manual process.
Error

Error. An attempt was made to send a message to the AP and
that was successful. However, no response was received back
within the configured timeout period. Try again (within operations
guidelines).

AP Error Error. An attempt was made to send a message to the AP and
that was successful. However, the message contained an error:
the type indicated by the value of the 6 series error code.

Insufficient Data Insufficient Data. If the AP does not receive all the data it requires
for the check-in transaction it will return an 8516 message and an
Insufficient Data directive. Complete the data.

Normal OK to Board. Allow to travel.

Response

- Positive

Board if Docs OK. Allow to travel if travel document is OK.
Override accepted. Allow to travel.

Please go through with the CP User Manual (APPENDIX D) to understand the error messages
code in details.
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6.APP Batch Upload Process

Please make sure before submitting APP batch,you have followed “Add New Service” process
as shown in Section 3 above.

To upload APP Batch file:

1.In the Main menu page, Click on “Submit Batch APP/CTA Transactions”.

Carrier Portal
User Menu

Welcome To Carrier Portal. Please submit correct dat
a.

[ Add New Carrier User ]

[ List and Modify Carrier Users ]
[ List Carrier Users Audit Log ]
[ Add New Service ]
[ List and Modify Services ]

—

[ Open New Schedule

Service (Flight) Management and Individual
APP Transactions

[ Individual CTA Application ]
| visa / CTA Status Enquiry |
| Submit Batch APP/CTA Transactions ]
| Enquire on Submitted APP/CTA Batches ]

[ Information for Carriers |

[ Change Password ]
[ Logout ]
| Exit J
Sep 2015 Page 22 of 35
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2. Provide your batch reference to the submitting batch.Click on Browse button and locate your batch
file.Click submit.

A APl uae

e §\‘

|

! N2

gl Ao

DO u/M\‘.M
R Oosdlunall Glogleo e J4soll plliun] j4so ‘\%‘)&‘l izl gly—shll alla_tyall
- Advance Passenger Information Centre Unked Avch Emites GENERAL CIVIL AVIATION AUTHORITY

Main Menu | Logout | Help

i | English | [PC] | Saturday, September 5, 2015
Carrier Portal
Submit Batch of Transactions

ACUTEE T T PJ1234 Batch
EL e g: LGOI DAL2\UCP\5sep\Sample Batch for G [LHowse......]

Copyright © SITA Technologies B.V. 2015. All rights reserved

Complete the following fields:

Your Batch A description entered by you to identify the batch file

Reference
This field is optional.

You may enter any number or character combination.

Select Batch The file path location of the batch file.

File
You may enter the file path directly or use the ‘Browse’ button

to locate the required csv, xls or xlsx batch file.

Figure— Submit Batch of APP Transactions

To get a sample batch file for GA carrier .Please see APPENDIX-A APP Batch Format (Page 26 )
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3.1f the batch file is in correct format, the file will be uploaded as shown below.

» ' () 0

e A I A =) =

890 - 2

D 'Ia:,« I UAE M sC
“:’a‘ Ousdlunoll Glogles (e 34 1oll pllaiull j4 50 I”’ﬁ;‘,‘l iaallgly_shlla olslla izall
R Advance Passenger Information Centre Uted A s GENERAL CIVIL AVIATION AUTHORITY

Main Menu | Logout | Help

. | English | [PC] | Saturday, September 5, 2015
Carrier Portal

Submit Batch of Transactions

n

File uploaded...
Batch Type Batch Reference
APP PJ1234 Batch 0000001671 xisx 2

Please note:

* In case there is last minute change in status of crew or passenger who is boarding the craft i.e if
user wishes to cancel the movement of records after the upload, he can upload a cancellation
batch again to cancel the crew/passenger’s movement.

* Please refer Appendix-B APP Cancellation batch format (Page 32) for details.
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7.Verify/Enquire the Uploaded APP Batch

1.To enquire regarding the submitting batch file,Click on “Enquire Submitted APP/CTA Batch” button as
shown below

Carrier Portal
User Menu

Welcome To Carrier Portal. Please submit correct dat
a.

| Add New Carrier User |
[ List and Modifv Carrier Users ]
| List Carrier Users Audit Log J

[ Add New Service ]
| List and Modify Services |

[ Open New Schedule ]

Service (Flight) Management and Individual
APP Transactions

| Individual CTA Application |
[ visa / CTA Status Enquiry |

| Submit Batch APP/CTA Transactions J
Enguire on Submitted APP/CTA Batches )

[ Information for Carriers ]

[ Change Password J

[ Logout J
| Exit J
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2.Click on the search button. Identify your batch reference which you provided at time of upload.

Click on the hyperlink as shown in below screenshot.

2 APl uae

Oudlusll Ologlo (e 34 o)l plleiuwll j450
Advance Passenger Information Centre

t drz

= & 1
lu:m \\'

e s allgl_ghlla_olslla_tyall

United Aveb Emisces GENERAL CIVIL AVIATION AUTHORITY

L2 | English | [PC] | Saturday, September 5, 2015 Main Menu | Logout | Help
Carrier Portal

Batch Enquiry

I
User Batch Reference]
BatchID

n

[ Cr Select. [+]

Submit Method JECICIx |z|
Date Range) Format DDMMMYYYY

m Batch Type Batch Reference BatchID | File Type Date/Time Sent

RAC001 RAC APP PJ1234 Batch 1671 xlsx Sat 05 Sep 2015 16:01:54 Processing complete

3.You can see the uploaded records.

w/;,_

i

l%ul\\\“wl

D) wiarallglyihlla _ol=ella all
Unted A s GENERAL CIVIL AVIATION AUTHORITY

N

9.9,
00
9.
Oudlunoll Gloglo (e JA o)l pllaiuwll j450
Advance Passenger Information Centre

2 | English | [PC] | Saturday, September 5, 2015 Main Menu | Logout | Help
Carrier Portal
Batch Detail Enquiry

Your Batch Reference(Batch Reference| Date/Time Sent

PJ1234 Batch 1671 Sat 05 Sep 2015 16:01:54
Select Tr i All ¢ ful® U ful
Service Type Departure Date pepariueror Aol ror
General Aviation PJ1234 05SEP20151000
IIE@
03DEC2017 17MAY1982 B BOARD IF DOCS OK
2 F‘ 88754896 03DEC2019 ARE TEST RECORD SAU 17MAY1983 F BOARD IF DOCS OK

Copyright ® SITA Technologies B.V. 2015. Al rights reserved
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Appendix A - APP Batch format

Please click on the icon below to download the Sample Batch File for GA Carrier you can refer.

I,
%
Sample Batch for
General Aviation .xls:

Below is the sample batch format for General Aviation carrier.

Document Issuing Family |Given Date of Country of |Document Travel
Document Number |Nationality Type State Name Names |Birth Sex Birth Expiry Date |Type Override [Response
***VERSION 3S

***HEADER

*TYPE c

|*DIRECTION |

‘*SERVICE PJ1234

‘*DEP PORT DEL

*DEP DATE 5-Sep-2015

*DEP TIME "1000

|*ARR PORT DXB

|*ARR DATE 5-Sep-2015

AR TIME 2200

13 *TB PORT

14 +8 DATE | ]

15 *TB TIME

16 |

17 |***START

18
19 A9876542 SAU P ARE Test |Data 17TMAY 1982 F 03DEC2017 [N

20 B8754896 SAU P ARE Test [Record [17MAY1983 F 03DEC2019 N
21 |***END

W 00 N OB W N

= e
N o= O

Figure: Sample Batch for GA.xlIsx
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Fields Description:

Below is the description of the fields mentioned in above GA excel batch file.

Data Label Field Name Data Type & Mandatory/ | Comments
Maximum Optional
Length
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Data Label

Field Name

Data Type &
Maximum
Length

Mandatory/ | Comments
Optional
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Data Label

Field Name

Data Type &
Maximum
Length

Mandatory/ | Comments
Optional
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Field Name | Data Type & Mandatory/ Comments
Maximum Optional
Length
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Field Name | Data Type & Mandatory/ Comments
Maximum Optional
Length
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Appendix B - APP Batch Cancellation

(S
Hi (. iy,

l;il"‘/‘iv\.“li:l

United Arab Emirotes

(N

(2

b

i allgl yhlla olslla iyal
GENERAL CIVIL AVIATION AUTHORITY

In case there is last minute change in status of crew or passenger who is boarding the craft i.e if user wishes to cancel the movement of
records which he uploaded earlier,he may use the below cancellation batch format and upload the file again on Carrier Portal website.

Please double click on the icon below to download the Sample Cancellation Batch File for reference.

o

Sample

Cancellation Batch.x

User should only include those records in the file whose movement he wants to cancel.

Document Number [Nationality

Issuing

State

| Document
Type

Family
Name

Given Names

Date of
Birth

Document
Expiry Date

Country of

Sex Birth

Travel Type

Override

Response

***VERSION 3S
***HEADER
*CANCEL
*TYPE
*DIRECTION
*SERVICE
*DEP PORT
*DEP DATE
*DEP TIME
*ARR PORT
*ARR DATE
*ARR TIME
*TB PORT
*TB DATE
*TBTIME

W 0 N OB W N

el L~ i =l =
W N O s W N = O

***START

=
{e]

c
I
RAC555
LHE
13-Sep-2015
"0900
DWC
13-Sep-2015
"1200

AA9801322

[~}
o

PAK P PAK

TEST

ZAHIR

01JAN1956 M PAK 18DEC2018

21 |AC7591033

PAK P PAK

TEST

AHSAN

19SEP1971 M PAK 13JAN2020

22[***END

Sep 2015
Version: 1.1

Fig: APP Cancellation batch Format
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Appendix C - SUPPORT

Technical Support
For any technical errors from the Carrier Portal the following SITA support contacts should be used.

SITA Contact Centre
In The United Arab Emirates contact phone number is 800-0441-4089, then dial zero and enter the key 611.

For other contact numbers please refer to www.sita.aero/content/call-us-support, then dial zero and enter the key 611.

For any other country not listed above, please call +1 514 282 6128, then dial zero and enter the key 611.
Email: ssd.amm.gsl@sita.aero.

What to do?
In the below cases, airlines should board passengers without completing check-in:

e |f problems with Carrier Portal system are causing a flight delay
e |f the Carrier Portal outage lasts for more than 20 min during the check-in time.

In such circumstances above the passenger information should be checked-in at the earliest possible time when the Carrier Portal System
issues are resolved.

Login Support

For problems related to Usernames or Passwords please contact your Carrier Portal Administrator for your airline.

If you are a Carrier Portal Administrator and are experiencing problems with your Username or Password please contact APl UAE Centre on
the following:

Within UAE: 800-API-UAE (800-274-823).

Sep 2015 Page 34 of 35
Version: 1.1 © SITA 2015: Proprietary and Confidential




g

A
v//—\

s allgly yhlla olslla iyal
GENERAL CIVIL AVIATION AUTHORITY

AF’I UAE

UMlusll logl=o (e o)l pll=iuwll j4 )0
Advance Passenger Information Centre

Outside UAE: 00971 800-API-UAE (00971 800-274-823).

Registration Support
For any registration enquiries please contact API UAE Centre on the following:

Within UAE: ~ 800-API-UAE (800-274-823).
Outside UAE: 00971 800-API-UAE (00971 800-274-823).
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