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INTRODUCTION

Aviapartner Systems used for Check-in are CKA (Check-in system Assistant) and
LCA (Local Check-in Assistant).

CKA is a program that communicates with different host systems. CKA is a GUI
(Graphical User Interface) system and is linked to some Airlines DCS (TROYA
MACS, AXCONTROL....).

LCA is a DCS and it is mainly used for charter flights, low costs and Ad Hoc flights but used
also to handle regular flights in case of DCS breakdown. LCA has no IATCI link available
(Interline Through-Check-in).

How to use this book:

All functions in LCA are explained in order of the function buttons and there logical use.
Together with a copy of the popup you can read brief instructions on how to use the popup.

Refer to these notes during your training or while working at the check-in.

Read the next page carefully because it contains information that allows you to work with
great efficiency.

Enjoy working with LCA.




NAVIGATION and LEGEND

TAB button: will move cursor

SHIFT TAB: will move cursor back

SPACE BAR: to select or highlight

GREEN FIELDS: They are mandatory

YELLOW FIELDS: They are optional

ARROWS: To scroll up/down or move focus

Underlined LETTERS: Press ALT+ Underlined Letter to move cursor
CHECK Box: Can be activated by pressing the space bar

Access to a popup is possible by selecting the function button (ex. F2) or by
opening the menu on the top bar of your screen.

If you don’t remember the shortcuts, go to the UTILITIES menu and select
LEGEND.

Access to the LEGEND

When your are signed- in into the system, go to ALT+Utilities+Legend

F2 - Passenger Acceptance

F3 - Passenger Lists

F4 - Seat Change

F5 - Passenger Modify

F6 - Seat Map

F7 - Print Bag Tag

F8 - Print Boarding Pass

F9 - Timatic

F11 - Display Flight Information
F12 - Set Defaults

CTRL + Function Keys:

CTRL + F1 - Display Transactions

CTRL + F2 - Display all Passengers

CTRL + F3 - Display Noshow Passengers .

CTRL + F4 - Display Passengers with Comments

CTRL + F5 - Display all Passengers with an Inbound Flight
CTRL + F6 - Display all Passengers with an Outbound Flight
CTRL + F7 - Detail Lists

CTRL + F8 - Board/Deboard

CTRL + F9 - Standby Processing

CTRL + F10 - Message Wait

CTRL + F11 - Monitor Action

CTRL + F12 - Flight Status




SIGN IN

User Login

Password

® Checkin © Lead Agent/Redcap
© LCA Maint © Bag Drop

CKA Admin © Bag Excess

User logins must be defined in the SECURITY.INI file.

User login is the Family Name of the agent

Password is Date of birth (e.g.020CT78)

Levels as Check-in/Lead Agent/redcap or LCA MAINT are defined in the
Security.Ini file.

LCA MAINT is only given to editors for database maintenance

SIGN OUT

Select sign out from menu UTILITIES-Sign out or ALT+U+O

[Utilities ] LCALead  LCA Maint
] Set Defaults...

Printer(s)

Gateway Status...

Device Assignment...
Agent Access

Free Format..,

Assist

Echo Transaction
Clear All

Message Beep

| Calculator...

i CKA Admin...

| Toolkit...

Message Wait
Display Transactions...
Legend

Sign Out

DO YOU WANT TO EXIT CKA?

EXIT: ALT +E




Flight

Date

Class

Dep Stn

Destination AGAT e

OK

Clear

Remove

Remote

Fill in:

Flight Number: |.A.T.A (2 letters) or ICAO (3 letters codes) airlines codes are

supported

BE3202 or EZY4510 or S79010
Date: is always today’s date, but can also be changed by using arrow UP/DOWN. -
Class: mandatory to use * for any class (F, C or Y are the only class codes

supported

by LCA).

Dep STN: departure station is pre-filled

Destination: 3 letters Code

When handling different flights at the same time, you can easily go to an

assigned flight by using the arrow keys in the flight list box.

You can also REMOVE a flight from the SET DEFAULT SCREEN-F12

T7041/STR
ML8632/SNN |
Date ML7070/AGA
BE3202/BHX
Class
Dep Stn
Destination
oK Clear Remove Remote




F11- SURVEY SCREEN

Flight Status for LCA:
OP — Open for Check-in
Cl — Initial Closure

CC — Final Closure

OP: open for check-in

SY:BE3282/23JUL LYS/KP OP/HAH HOST
CWT999999 UUTS9999% CAWOBBOEO UAWBABHBA WIN1 KG NIC
ATLf fFGHPZ GTDA?272¢% POS/%777 BHOBE AKOGOBEE CDOBORBE
BDT13088 SD1hA@d ED14AB CIBBBB  CCoBOd
CNF/Y46 CAP/FYh4G6 AU/YLG
1. =xx TEL CHEGKE 7772 / GATE 7777 xxx
*L YSBHX RoA@ cCaag BBE6B 76086808
SEfA8 RBa6Ao
sa@as EXSTAA@ XCROAA EB

HL LYSBHX/Y846

CI: Initial Closure

PaxHandiing GateAct Displays Lead Agent Utilities LCAlead LCAMaint Edt Help

SY:BE3282722JUL LYS/KP GI/HAH HOST

CUT999999 JWTOO42R3 CAWBBGARE UAWBBOOAB WIN1 KG HNIC

1754 fGFBJB GTD/FB8 POSSGATE BN269 AKBOG860 CDOoBAs
BDT1388 SD14688 ED1488 CI1322 CCAO6088

CC: Final Closure

‘Pa‘x‘!‘-lam‘iﬂling Géteﬁ;\ctv Dtsplays {eadﬁgéét ' Dti!iﬁes LC& Lea:f LCA Maihtk Exrt Help -

T

SV:BE3202/21JUL LYS/KP CC/NAM  HOST
CUT009000 LUTO03769 CALOAOABA UALIGEBOB0 WTN1 KE NIC

175/ /GFBJB GTD/FB7 POS/GATE BN276 AKABEOS CDBBOAS
BDT13668 SDf4@8 ED1488 CI148h  CCiuph




Flight Assignment Response For multi-destinations flights with 2
LCA stations

When there are 2 LCA stations involved, there is no need to send a SOM.

For e.g. routing LYS/MRS/SNN

. ICAlead LCAMaint Ext Help

SY:ML8632/23JUL LYS/KP CC/NAM HOST
CWT899998 UWT994769 CAWOODOO0 UAWOOREOO WINI KG NTC
737/ /SXBHR GTD/F@6 POS/GATE BNGO61 AKOGOQEO CDEOOOO
BDT1305 SD1405 ED1405 CI1259 CCl133
CNE/Y131 CAP/Y79 AV/Y18
1. CHECK 9488
INSERER SOM SHNN-MRS
3. GATE 9661
*LYSMRS ROGG CO0O BOOOO /000000
SBOOO BOOOO
SAQG0 EXSTOO XCRGO
*l YSSNN RO61 CO61 26M 33 02C BOO57 /000725
51030108 =10103010]
SAB00 EXSTOG XCRGO
TOTALS* RO61 CO61 Z6M 33 02C BOO57 /000725
SBOEG BOBOO
SARQO EXSTOB XCRGO
HE LYSMRS/Y131 | YSSNN/Y 151

Flight Assignment Response For multi-destinations flights with 1
non LCA station

For e.g. routing LYS/CDG/RUN

CDG is not a LCA station, a SOM is required in order to block the transit seats
out of LYS to the final destination.

SY:SE1350/05AUG LYS/KP OP/NAM HOST
CWT999999 UWT999999 CAWOO0000 UAWERO000 WITNLI KG NTC
332/ /CGGTS GTD/772727 POS/?2777 BNOOO AKOOQOO CDOEOROO
BDT2000 SD2130 ED2150 [GRR01010]0] CCoOOO
CNE/Y375 CAPR/Y375 AV/Y375
TRANSIT ROEG CGGO BOOGBO /000000

SBROO BREOO

SAQ00 EXSTOO XCROO

REOOG CEOO BOOOO /000000

SBOOQOG BOOOO

SAQQ0 EXSTO@ XCROO

* ROOQ CO6e BBEOO /060000
SB6GG BOOGO
SAQQGO EXSTOG@ XCROO
LYSRUN/Y375




F2 CHECK-IN

s Lesdfgent Utiliies LCALead LCAMaint Edt Helo

e
Dep Stn ﬁ Stop Oncar FC  Edifact

Passenger ﬁi,ccéptani:e

Date |22JUL16

o
All Gender  Surname/Surname TkCl BagPcs-Wwt. Class SeatPref Destination
s I 1 N : StatusiiD || View Lis
Z | Onoar Query

Inbound BY Pax

ltems Timatic

DK Modify Seat Chyg Pax Doc Clear S. Map Reprint BT Reprint BP || TAG Nbr || Recheck

Fill in mandatory fields with required information. TAB to move cursor to next
field.

Surname: if different names but travelling together use a / between names
Bag: 01 instead of 1
Bag weight: 020 for e.g. in Kilograms

Class: * means any different classes available on the flight

Seat Preference: W=window, A=Aisle

Destination: already prefilled




F2-CHECK-IN name selection

sorepe

s A L 3 S R B e R A B P 3 e e b1 3 P il

Passenger Acceptance

Dep Stn — Stop Oncar FC  Edifact

AllGender Surname/Surname TKCl BagPecs-Wt. Class Seat Pref Destination

l_ - ﬁ i N - ’Sfa’rug,{iD ” View List I

| Oncar ” Query l

! Inbound ” BY Pax

| lterns ” Timatic ]

| ok || moary || seatcng || Baxooc || cear || s.Map || reprnt BT || reprint P |[ Tag nor [ Recheck |

PDSP:BIE288T/22.JUL*L YSX ,NACC+NGRP ,X ,GARIB ;DUPD,X
F52/CSTEK GTD/F108 POS/GATE BDT1168 SD1288 ED12868 SAt1480
1. 1DUPONT/CARO+ ¥ ATH
2. 1GARIBALDIZPALL + ¥ atH
009_ 1NO REC Pax

Use arrow UP/DOWN, and SPACE BAR to select passengers for check-in.

F2-CHECK-IN with onward flight

If passenger is booked with onward flight, the through check-in is unavailable

in LCA.

Check-In Assistant - W2
PRACC:BIE28OTSs22JULVYATH 8 @
¥52 JCSTFK GIDFF18 POS/GATE BDT 1188 SD12668 ED1268 SA14688

1. DURAND/FREDERICHR BHB12 1A M1/75 HU
0

0/IB7854722JUL  CHECK-IN UNARUAILABLE Y SUQ

10



CHECK-IN baggage till intermediate destination

During check-in process, bags will be sent to final destination

PaxHanding_GateAct Displays L LCALead LCAMsint it Help _

PR:BIE26OT/223UL=LYSX, X, LN, *,X
1. 1JONES/TOM BNG13 3A Y ATH M1/75 NW
0 BAGL/10/0
BAGTAG/0010335603/HER
0/0A4560/22JUL CHECK-IN UNAVAILABLE Y HER MA

TRANSACTION HISTORY

If the passenger wants to stop bags at his 15t destination you need to add bags
in the PAX MODIFY SCREEN.

F5-PAX MODIFY

Leave blank for final destination or insert the airport code when stopping bags
at the intermediate stopover.

CKA-CKA Thulul23127 XHHost UP kPIE}:I?

Final Destination  |ATH

Paszenger Display - W2 :
PR:BIE200T/22JUL*LYSX, X, K X, * BN13

1. 1JONES/TOM BNO13 3A Y ATH M1/75 NW
0

BAGTAG/ 0010335603 /HERX
0/0A4560/22JUL CHECK-TIN UNAVATIABLE Y HER MA

TRANSACTION HISTORY

1




NO-RECORD CHECK-IN

~CKA Thulul231621 XHHost UP <PID>

Flight — ‘Datve ]zé_juust ” kDe’pS{n - ' Gop Oncae EC Edibact
AllGender  Surname/Surname ;l'kCI 8:an Pcs-Wt.  Class SgatPref Destination

| N O B T ] D [0 | wew s

% || Oncar Query
{nbound BY Pax

ftems Timatic

oK Modiy Seat Che Pax Doc Clear || S, Ma;) Reprint BT || ReprintBP || TAGNbr Recheck

Passenger Display - W2

PDSP :BIE200T/22JUL*LYSX, NACC+NGRP, X, NOREC, X
752/CSTFK  GTD/F10 POS/GATE BDT1100 SD1200 ED1200 SA1400

Start with Surname XXXX, select on window 2, the NOREC PAX option.

In the NOREC Passenger screen, fill-in the name/gender and class and tab to
ADD Passenger.

If several passengers are travelling together fill-in all names.

When completed, press OK or RETURN bottom.

{ CKA-CKA Thulul2316:38 XH Host UP <BIDi>

Surname/First Elight Gender  Class Destination

- Add Passenger|
Marketing Fit Class l l Identify Etkt Pax
Tvpe of Norec
’ HUBOUDPERON/NATHALIE
18 Normal Passenger Name: : Clear
© Open Ticket
Cancel
© Bumpable
@ Forced Return

Passenyer Dizplay - W2 -

PDSP:BIE200T/22JUL*LYSX, NACC+NGRP, X, XXX, X

752/CSTEK GID/F10 POS/GATE BDT1100 SD1200 ED1200 SA1400
NIL

999. 1NO REC PAX
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STATUS/ ID popup for REBATE passengers

Step1- If the Rebate staff is not listed, start with the NOREC and open the
STATUS/ID popup

(CKA-CKA ThuluiZ31632 XHHost UP <PIDi>

Date [221U115 Dep Stn ﬁ Stop Oncar FC  Edifact

All Gender Sumame/Sumame (o ‘Tké‘l BagPcs-Wt.  (Class  SeatPref  Destination M
sl T T B ) N B | S]] viewus:
Z |BROWN/JAMES | Oncar Query
inbound BY Pax

R Items Timatic
oK Madify Seat Chs PaxDoc Clear S. Map Reprint BT Reprint BP TAG Nbr Recheck

Passenger Display - W2 :

PDSP:BIEZ@@T/22JUL*LYSX,NACC+NGRP,X,REBATE,X : /NAM
752 /CSTEK GID/F10 POS/GATE BDT11060 SD12600 ED1200 SA1400

1NO REC PAX

Step2- Open the STATUS/ID popup and select the staff code available in the list

and fill in the joining date (mandatory field).

Choose ID code using arrow keys

Code |ID2/R2H

Listof Codes  [ID2R2H el . H |

Date of Joining lt}}UNSﬁ ' Years of Service ] 1 Class Sequence i |
Status Code
@® None Staff Pax © Positive Space Pax © Gold Pax © Premier Pax
© Waitlist/RQ Pax © Industry Revenue Pax © Silver Pax © Low Priority Pax
© Open Ticket Pax © E-Ticket Pax © Blus Pax
Enter Standby Information Passenger Type
Standby Priority © Waitlist Pax {0 Selectee Pax @) ESTA Pax

Return ]

13




F3-NAME RETRIEVAL

Date (22JUL1S

Class Dep Stn

Passenger lists

Name Retrieval Psgrs Al
- By Class & Name

- By Destination & Name

- By Class, Destination & Name

- By Class

- By Destination

- By Class & Destination

Seat Retrieval Psgrs All
Booked Psgrs All

- By Class

- By Destination

- By Class & Destination
Boarding Nbr Retrieval
Baglist All Psgrs

Passenger Information List {Purser Info)

[H|Print List] Alt Printer Address : : g 0K

Use arrow UP/DOWN to select required list for name retrieval or type the first
letter of the required list and press ENTER.

To print: TAB to Print list and push space bar.

14




In some cases, additional popup(s) request more detailed information.

@@= Internet Checked-In passengers

Passengerlists

oest [

Bmht.»w;uﬂw.

Class . Dep Stn

Date |22JUL15

Passenger Lists

Passport Psgrs All
- Accepted Pax
- Not Accepted Pax

Non-Passport Psgrs All
Agent Code
Group List Psgrs All
- For Accepted Psgrs
- By Party Connector
- For Unaccepted Psgrs
- By Party Connector

iAccepted Psgrs All

IAccepted Psgrs With Bag Info
- By Class

- By Destination

- By Class & Destination

- By Check-in Agent ' ‘

Not Accepted Psgrs All
- By Class

[ Print List Alt Printer Address l . , l OK

Example of list

PDSP:BIE200T /223U S G : S op . JNAM
752 /CSTEK s i

1DAHO/MART + BNOOS
1DAHO/ CHAR+ BNOOS
1DURAND/FRED+ BNG12
1HUBOUDPERON /NATH+ BNG14
1J0LY/ANGE+ BNO10O
1JONES/TOM BNO13
1PITT/BRAD+ BNO11
1PUIG/JULT+ BNO16
1PUIG/MATH+ BNO17
1PUIG/MARI+ A4 BNOG1
1PUIG/THIE+ A4 BNOQ2
1PUIG/MATH+ A4 BNOO3

<< < g e ¢ ol

15




FULL PASSENGER RECORD

F3-Name_RetrievaI

Passenger Lists

Flight _ Date {24JUL15 Class - Dep Stn {LYS

Passenger Lists

Name Retrieval ?égré All

- By Class & Name

- By Destination & Name

| By Class, Destination & Name
- By Class

- By Destination

- By Class & Destination

[Seat Retrieval Psgrs All

IBooked Psgrs All
- By Class

- By Destination
- By Class & Destination QK

Boarding Nbr Retrieval

Or CTRL+F7:

You can retrieve a passenger’s record using name, boarding number, seat
number, stand-by number and bag tag number.

@ Name Surname/First -

© Boarding Number

Seat Number Number
Standby Number

Bag Tag Number

@ET by Pax Name

Retrieve from EDIFACT

OK Clear

16




FULL PASSENGER RECORD AND TRANSACTION
HISTORY

| | 1 Jul He: PID:1>
PaxHandling Gateict Displays Lead Agent Utilities LCAlead LChbaint Edt Help

-In Assistat
BE3202/24JUL*LYSX, X, LN,
1. 1GRANDVALLE/CHRI+ F4 : M BHX RES TKNE
COHWXG

PIL-CKIN HK1 BEEMIBAG20K

TKNE-2679056420206/1

NAM GRANDVALLET/CHRISTELLE

TRANSACTION HISTORY
2306RK 172.25.177.20 LYS 23JUL/16:33 PAX PRE-SEATED 17A

:30346/1 YSX, X
1. 1AKOUDAD/YAMI+ = Y CMN F1/84 BAG20 TKNE NW
536533 BAG2/30/0
MSG-0OK PREV
TKNE-4522353571117/1
BAGTAG/3999575133/CMN /3999575134 /CMN
NAM AKOUDAD/YAMINAMRS TL

TRANSACTION HISTORY

19JUL/01:40 PAX CHECKED IN 28A
19JUL/Q © BAGS ADDED 1/20 39995751353
4.0 193UL/0 1 PAX MODIFIED ADDED MSG
3107TL | s 4.0 193UL/0 1 BAGS ADDED 1/10 3999575134
2810SY | . 168 .4 .7 19JUL/02:39 PAX BOARDED

17




DISPLAY OFi AN ELECTRONIC TICKET RECORD

This option is not available from the Display menu, as LCA is not linked to any
Electronic Ticket data base.

ct fDrsplays) Lead Agent Utilities LCA Lead

Passenger Lists...

SY:BE3202/2 Detail Lists... HOS
CWT999899 Uy Seat Map... HAWOO0000 WINLI KG NITC
175/ E<Tit Information... i: POS/7777 BNOOOQ AKEOQGEO CDLOOEE
BDT1300 SIS DEEe  CCOO0O
CNF/YS88 CAH :\ﬁ s
*L YSBHX RO7 (i /0600060
SBOd Beservation Information...
SABDH General Information... EXSTOR XCROO EB
HL LYSBHX/Y{ General Procedures...
& S /YO

Electronic Ticket list in available on F3 lists; this is the only way to retrieve all
passengers with Electronic Tickets.

Elight - Date |24JUL1S

Passenger lists

Class . DepStn |LYS

- By Class & Destination
- Not Accepted Pax

- By Class

- By Destination

- By Class & Destination

1 - By Destination

Frequent Flyer Psgrs All
- For Accepted Psgrs
- For Unaccepted Psgrs

E-Ticket Psgrs All : H

- For Accepted Psgrs
- For Unaccepted Psgrs

Passport Psgrs All
- Accepted Pax
- Not Accepted Pax

Non-Passport Psgrs All

LCA response:

e

PDSP:BE3202/24JUL*LYSX, TKNE, X : i OP  /NAM
175/GFBJB  GID/?7777 POS/77727

2. 1ARMSTRONG/ANNE+
TKNE-2672151335575/1
5. 1BATON/ELOD+ L BHX
TKNE-2672151335322/1
4. 1BEACON/MARK+ 0 BHX
TKNE-267215207/2608/2
: MTN DEN

A

18




F4-SEAT CHANGE

CKA-CKA Filul210948 XHHost UP <PDIs

Gate Act  Displays  Lead & =
PDSP:BIE200T/22JUL*LYSX, X, X, PUIG, X | Elight —Date 22JUL15  Class -
752/CSTFK  GTD/F10 POS/GATE BDT1100 SD1200 : i S

1. 1PUIG/JULI+ BNO16 15E | DepStn ]Lvs Desti ]ATH  ElUpgrade
2. 1PUIG/MATH+ BNO17 15F oo

3. 1PUIG/MART+ BNOO1 12A Siifsane lPUlG I@Dﬁngrade
4. 1PUIG/THIE+ BNOO2 12B ;
5. 1PUIG/MATH+ BNOO3 12C Grp Code 1/ SN/ BN Nbr [FETEN
6. 1PUIG/JULT+ BNGO4 12D =
7. 1PUIG/MARI+ BNO15 15D | et Seatls) -

Oncar Nbr - New Seat{s)

COG City(s)

Reprint BP

Seat map will appear when popup is completed.

CKA-CKA FrJul2110:6 XHHost UP <PIDI>
‘Gate Act * Displays . Lead Agent  Utilities LCAlesd LCAMaint Bxit Hel
:BIE200T/22JUL¥LYSX, X, LN, *,X | Elight —Date 22JUL15  (lass i
1. 1PUIG/JULT+ BNO16 15E : e
NAM PUIG/JULIANNE MA Dep Stn ]LYS Dest !ATH - EUpgrade

TRANSACTION HISTORY Surname lPUIG IDﬂngr‘ade

o o e
NoSeatMap [  Seat(s) l2omBC/2188 |

Oncar Nbr - New Seat{s)

COG City(s)

1601MA 172.25.177.148 LYS 23JUL/16:31 PAX CHEECSRe

OK Reprint 8P

Flight BIEXIOT, DEP:LVS, ARR:ATH, EG:i752 cL¥ , ; ‘ -
NNNNN N N NNNNNNNNNNNNNNNN N NNNNNNN
123456 11 12 14151617181020212223242526272820 30 31 32333435363738 39 40

30 31 323334 9505637
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Fill-in the F4 popup

o R > 205 s [

ep Stn ILYS %Desgi IATH ElUpgrade

lrname |BAKER l Dwngrade

'L/ SN/ BN Nbr -

0 Seat Map Seat(s)

ncar Nbr " New Seat(s) -
COG City(s) ] [
I oK i Reprint BP l

Class is mandatory

rp Code

Surname is optional but can be used when you have several passengers with
similar name

Group Code to be used when you have a group code —similar or different
names

List Numbers: 1-4 or 1/7
SN: seat number for a single change only
BN: boarding number for a single change only

Oncar Nbr is always set to 0 as seat changes can only be done on a local flight.
There is no Through-Check-in available in LCA

Seats: 20ABCF or 20ABC/21AB

20
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F6-FULL SEATPLAN

| CKA-CKA Frijul2410:21 XHHost UP <PDd>
PaxHandling  Gate Act  Displays  Lead Agent  Utilities  LCA Lg

Check-In Assistant - Wi
SY:T7041/22JUL LYS/KP CC/NAM Hlight
CWT999999 UWT999624 CAWOBR0O00 L
BEH/ /EGTKJ GTD/512 Date ]2ZJUL15 |
BDTG515 SDe615 EDO615 it i
CNF/Y19 CAP/Y17 AV/Y12 Class - Zone |A |
#LYSSTR ROO5 COO5 O5M BO¢ 1
SBOOO BOBAO From Row [ o
SAQG0 ‘ e e G
HL LYSSTR/YO17 & Smoking [E Non-Smoking
G5 syl

Depstn  |LYS

Destination

OK|

Class: use the correct class code or * for Y-class
Zone: can be filled-in if you need to check a particular zone (A/B/C...depending

on the set zones set up)

Legend:
Green box: seat available

Grey box: seat occupied
Grey box with X: blocked seat
Grey box with T: seat occupied by a transit passenger
Yellow box: available seat

M: Medical position

B: bassinet position

| : Infant position

U: Um position

Y: non child/infant position

R : Seat Reserved

V : Vip seat
Rows in red: exit seats

21




F5-PASSENGER MODIFY

CKA-CKA FriJul241105 XHHost UP <PIDd>

T =

Flight — Class DepStn |LYS Desti IATH ; I@Upg © Del
Add Add ,,
L /BN /SN /SB Surname/First Gender NP pcs Wt FF# Nbr of Oncar ’ ?'
s | | = [ ] [ ]{seww
Oncar
Excess Bag Recheck BY Pax inbound
*SHOCON* Timatic Pax Doc tems
OK Del Pax Accept Seat Che || D-Pool/BagH || Clear S.Map Reprint BT Reprint BP TAG Nbr

To add info; Focus should be on UPD
To delete info; Focus should be on DEL
Push buttons can easily be opened by Alt + Underlined letter

Passengers can be selected by seat or standby number or by Surname.
If selected passenger is part of a group, when focus is on passenger name in
bottom screen, do Shift to display group.

Select passenger(s) by using space bar in bottom screen.
ALT+A: Will bring you to the check-in popup
Clear: Will cancel any pending transaction and clear the popup

08 ¥H Host Up <PID;

Flight - Date ]22}UL15' ’ Class . Depstn |LYS  Dest lATH ‘ l@jupg © Del
Add Add {
L /BN /SN /SB Surname/First Gender NP pcs Wt FF# Nbr of Oncar ‘
S5 ]1 H ” R l | l i l Status/ID
Oncar
Excess Bag Recheck BY Pax Inbound
#SHOCON® Timatic Pax Doc ltems

oK Del Pax || Accept || SeatChe || D-Pool/BagH || Clear S.Map Reprint BT Reprint BP TAG Nbr

ChecleIn Assistant - W2 e =

PR:BIE200T/22JUL*LYSX, X, LN, *,X 7 .
1. 1PUIG/JULI+ BN@16 15E Y ATH F1/60 NREC NC

NAM PUIG/JULIANNE MA

TRANSACTION HISTORY

1601IMA 172 .25.177.148 LYS 233UL/16:31 PAX CHECKED IN 15E
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Add BAG

Bags can be added to any passenger. In a group of passenger you can decide
to pool (if same name) or to add bags individually. It is preferable to choose the
2nd option.

Fill in ADD Bag — Pcs — Weight

CKA-CKA Frilul2411:05 XH Host UP <PID1>

Dep Stn li-YS | Desti IATH

Add Add
L /BN /SN /SB Surname/First Gender NP pcs

O - B W

Delete BAG

Focus on DEL
Fill in DEL Bag — PCS-Weight and press OK

CKA-CKA FriJul2411:26 XH Host UP «<PID:1>

Class

’@Upg @ Del

Nbr of Oncar

Status/ID

Flight — Date |22JULLS ‘ Class i Dep Stn lLYS i Desﬂl Elgupg @ Del

Del Del

L /BN /SN /SB Surname/First Gender NP pcs Nbr of Oncar

| I - B W e

Following popup will allow you to delete the bag tag number.

TCKA-CKA Fi

Status/ID

jaieid

2411:26  ¥H Host UP <P

Type of Bags to Delete Number of Bags
@ AUTO Local Tags © AVIL Tags loz |
© Manual Tags © AVIT Tags

@ Transit Tags

SRSV 335607/335609.

OK

Checle-In Accistant - W2
PR -BIEZOAT /2D QU1 K| ¥SX X [N + X
1. 1PUTG/JUL T+ BNO16 15E Y ATH F1/60 NREC NC
BAG4/40/0
BAGTAG/3010335606/ATH /3010335607/ATH /3010335608/ATH /3010335609/ATH
NAM PUIG/JULIANNE MA
TRANSACTION HISTORY

1601MA 172.25.177.148 LYS 233UL/16:31 PAX CHECKED IN 15E
1601MA 172 .25.177.148 LYS 24JUL/11:17 BAGS ADDED 2/20 3010335606-607
1601MA 172 .25.177.148 LYS 243Ul /11:25 BAGS ADDED 2/20 3016335608-609

Select Auto: for printed bags

Select Manual tags: always use airline code+6 last digits

Bag tag numbers: you can use 6 last digits (printed tags) and airline code +6
digits for manual tags.
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ADD ONWARD FLIGHT

You are allowed to add onward flight during or before check-in (F2) or after
check-in (F5)

Select ONCAR push Button (ALT+N)

CKA- CKA Frilul 241138 XH Host UF <PIDds

| Flight - Date m—— Dep Stn ﬁ Stop Oncar FC Edifact
All Gender  Surname/Surname | WTkCI éag Pcs-Wt.  Class SeatPref Destination L & o
s PR N R | seusin | viewlist
Z |CHAPLIN/CHAR . Oncar Query
Inbound BY Pax
Items Timatic
oK Modify Seat Chg Pax Doc Clear 5. Map Reprint BT Reprint BP TAG Nbr Recheck
Passenger Display - W2 ~ b

PDSP:BIE200T/223UL*L ¥YSX, NACC+NGRP, X, CHAPLT , X

752/CSTFK GTD/F10 POS/GATE BDT1100 SD1200 ED1200 SA1400
1. 1CHAPLIN/CHAR+ Y AIH

999. 1NO REC PAX

Fill in the fields: flight number, class, destination and status

OK: confirmed

SA: Rebate Staff

RQ: On Request

On LCA you can only add 2 onwards

R R T S P R T S T I R TR R VT Y o o ik b e aaimn

Number Flight Class DepStn  Dest Seat Status  Date DepTime
! ' P | @Unbooked

| l lUanerd

Return Clear
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DELETE ONWARD FLIGHT

Focus on DEL
Select passenger and choose NBR of Oncar

Fill-in 1: it will delete the 15t and 2"? Onward

¥H Host UP <PIDi>

Flight - Date l?szlS : Depstn |IYS  Desti l | |®.}Upg ®Del
Del Del &
L /BN /SN /SB Surname/First Gender NP pcs Wt FFE Nbr of Oncar
s = LN N I em
Oncar
Excess Bag Recheck BY Pax inbound
FSHOCON® Timatic Pax Doc Items
oK Del Pax Accept Seat Chg | D-Pool/BagH Clear S.Map Reprint BT Reprint BP TAG Nbr

PR:BTE200T/22JUL *LYSX, X, LN, =, X
1. 1CHAPLIN/CHAR: BNO20 3F Y ATH M1/75 NW
0

0/0A789/223UL CHECK-IN UNAVAILABLE Y PFO
0/LY456/22 UL CHECK-IN UNAVAILABLE Y TLV
NAM CHAPLIN/CHARLY MA
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ITEMS

You are allowed to add ITEMS during or before check-in (F2) or after check-in
(F5).
Select ITEMS push Button (ALT+M)

Dep Stn ﬁ Stop Oncar FC Edifact

Flight " Date [22)UL15

‘ Rr A
All Gender  Surname/Surname TkCl BagPcs.-Wi.  Class SeatPref Destination
s [ ] [ o] ol ] ] [ status/1D || view it
Z SMITH/ALIN || Oncar Query

inbound BY Pax

Items Timatic

oK Modify Seat Chg Pax Doc Clear S. Map Reprint BT Reprint BP TAG Nbr Recheck

Passenger Display - W2

PDSP:BIEZ200T/22JUL*LYSX, NACC+NGRP, X, SMITH, X
752/CSTEK GTD/F16 POS/GATE BDT11600 SD1200 ED1200 SA1400

1. 1SMITH/ALIN+ Y ATH

Frequently Used Items: move focus by arrows and space to select item.

Occasionally Used items (no information available in that field)

Advisory ltems:
Local Message: to update passenger record with local information
Gate comment: not available on LCA
Pursor Info List: the info will be printed on list for crew
Pax Service Msg: use IATA SSR codes
Special Meals: used to add a SPML code
Wheelchair: select the correct wheelchair code from list.

Upgrade/Downgrade: to up/downgrade a passenger

Extra seat: to book an extra seat if passenger has paid for

Items Count: to add PETC or AVIH
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ADD SEVERAL ITEMS

Several Items can be added at same time.

Upgrade/Downgrade

Frequently Used Items

Deportee -
[E1Blind Inadmissible Child Escorted Upgrade Class
[l Deaf Jump Seat ElSecCheck Unescorted
Downgrade l : |
[ Stratcher TWOV TEEN ]
TeleChk E MAAS FEE-Tkt Bxaraldjacent Seats

Occasionally Used ltems Pref dum  ©yp

] lﬂ Class{es] Age Age

l; = I | } [ElReserve r——_—]

Extra Seat Seat

Advisory tems ’ Items CountfWeight

Local Message |20KG XBAG FREE OF CHARGE AUTHORISED BY SUP | - il
Gate Comment ] ‘ - [ PETC ’ 1 —
Pursor Info List lPETC-CAT 8KG ’ AVIH l l

Pax Service Msg ] l Bassinet l = l -
Additional Items | | Wespons | !
Special Meals [AVML - Asian vegetarian meal H

Wheelchair fwCHC - Wheelchair Carry e S il Ll

LCA response

Check-In Assistant - W2

PACC:BIE26060T/22JULYATH 08 ©O

752 /JCSTEK GTD/F10 POS/GATE BDT1100 SD12600 ED12600 SA1400
1. SMITH/ALINEMRS BNO21 38C M1/75 NA
PETC1/8 MSG WCHC SPML PIL

MSG-20KG XBAG FREE OF CHARGE AUTHORISED BY SUP
PIL-PETC-CAT B8KG

SPML-AVML

WCHC

27




DELETE ITEMS

Focus should be on delete.

Insert *-* or select a code from list and comment will be deleted.

To delete all items in one shut, make sure the item exists in the passenger
record otherwise do it one by one.

Frequently Used [tems Deportee - Upgrade/Downgrade
ElBlind Inadmissible Child [E] Escorted Upgrade Class
Deaf Jump Seat [E SecCheck Unescorted

[El Downgrade l : ;
Bl Stretcher ETwov EITEEN . i
TeleChk EMAAS E-Tkt ExtrajAdjacent Seats
Occasionally Used Items O pref EuM By

Extra Seat Seat
]N‘?ne - Class{es] Age Age

I ~ | l - ' Reserve
Advisory ltems Items Count/Weight
Local Message l l
Gate Comment l . : l PETC
Pursor Info List }- I AVIH l ]
Pax Service Msg l I Bassinet l l
Additional [tems | [ Weapans | 1
Special Meals [AVML- Asian vegetarianmeal I
. : o B Next Clear Return

Wheelchair [WCHC - Wheelchair Carry H

LCA response

i

Check-In Assistant - W2

PR:BIE200T/22JUL*LYSX,X, LN, *,X
1. 1SMITH/ALIN+ BNO21 38C Y ATH M1/75 NA

NAM SMITH/AL TNEMRS MA

TRANSACTION HISTORY

1601MA 172 .25_.177.148 LYS 243UL/12:08 PAX CHECKED IN 38
1601MA 172.25.177.148 LYS 243UL/12:30 PAX MODIFIED DELETED MSG PETC PIL
DELETED SPML WCHR
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DELETE A FREQUENTLY USED ITEM

Focus should be on delete and space on selected item.

| CKA-CKA Frilul241238 ¥HHost UP <PIDi>

it [ 0w

Dep Stn

Class -

‘ | 5
LYS . Desti l 2}@.Upgﬁ @ Del

L /BN /SN /SB Surname/First Gender NP ::sl aletl FF# Nbr of Oncar ]——_
g = | LN el || stawusgio
Oncar
Excess Bag Recheck BY Pax Inhound
*SHOCON* Timatic Pax Doc ltems
oK DelPax || Accept || SeatChg || D-Pool/BagH || Clear S.Map Reprint BT || ReprintBP || TAG Nbr

PR:BIE200T/22JULFLYSX, X, LN, *,

1. 1CAPLIN/ERWA+ ' ' Y ATH CHD1/35 UMI1O
NAM CAPLIN/ERWAN
TRANSACTION HISTORY

1601MA 172.25.177.148 LYS 243UL/12:34 PAX MODIFIED GENDER CHANGED

Frequently Used ltems Upgrade/Downgrade

Deportee -
Blind Inadmissible Child Escorted ‘ Upgrade Clags
Deaf Jump Seat SecCheck Unescorted
Downgrade
[l Stretcher TWOoV TEEN
1 TeleChk MAAS E-Tkt Extra/Adjacent Seats
| Occasionally Used Items Pref EuM P
—T Extra Seat Seat
]Nnne B l 'l Class{es)) Age Age
’ - I 10 I . Reserve
[ Advis__nrv Items [ items CnuntAWeinht
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ADDING AN AVIH

Step1- Check the passenger with the normal bags.

CKA- CKA Wed Jul 291519 XH Host UP <PID:1>

Stop Oncar FC  Edifact
=

Flight ” Date |22JUL15 s Dep Stn —

All Gender  Surname/Surname TkCl BagPcs-Wt.  Class SeatPref Destination

z ! l Oncar Query

Status/1D || View List

Passenger’s record: 1 piece of baggage ( normal bag).

Check-In Assistant - W2
PR:BIE200T/22JUL*LYSX, X, LN, *,X
1. 1BAKER/JOSE+ BNO3G 1A Y ATH F1/60 NW
BAG1/10/0 ~
BAGTAG/3010335613/ATH
NAM BAKER/JOSEPHINE MA
TRANSACTION HISTORY

1601MA 172 .25.177.148 LYS 29JUL/15:20 PAX CHECKED IN 1A
1601IMA 172.25.177.148 LYS 29JUL/15:20 BAGTAG ISSUED 1/10 3010335613

Step2- Add the AVIH information on ITEMS

— CXUd dedt 2edl
iNone B Class{es) Age Age
] - ] | i Reserve l l
Advisory ltems ltems Count/¥Yeight
Local Message l l Nbr Kilo
Gate Comment I ; I PETC
Pursor Info List |AV|H DOG 25KG-HOLD 5| I AVIH
| Pax Service Msg I I Bassinet l l :

Step3- A bag tag for the AVIH is automatically printed:
Check the transaction history.

Check-In Assistant - W2
PR:BIE200T/22JUL*LYSX, X, LN, *,X
1. 1BAKER/JOSE+ BNO3G 1A Y ATH F1/60 NW
AVIH1/25 BAGl/10/0
PIL-AVIH DOG 25KG-HOLD 5
BAGTAG/30106335614/ATH /3010335613 /ATH
NAM BAKER/JOSEPHINE MA
TRANSACTION HISTORY

.25 _.177 148 LYS 293UL/15:20 PAX CHECKED IN 1A

.25.177.148 LYS 29JUL/15:20 BAGTAG ISSUED 1/10 3010335613

.25.177.148 LYS 29JUlL /15326 PAX MODIFIED ADDED PIL AVIH
1601MA 172.25.177.148 LYS 29JUL/15:26 BAGS ADDED 1/25 3010335614
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DELETING AN AVIH

Step1- Focus on DEL
o Passenger

FHlight Date IZZJUMS Class i Dep Stn ( ]upg @ Del
Del :
L /BN /SN /SB Surname/First Gender NP pes Nbr of Oncar ! |
s Iz H - ” IE 1 I o l Status/ID
Oncar
Excess Bag Recheck BY Pax Inbound
*SHOCON* Timatic Pax Doc Items
oK DelPax || Accept Seat Chg || D-Pool/BagH || Clear S.Map Reprint BT Reprint BP || TAG Nbr
ChecleIn Acsistant- W2 : o ~
PR:BIE200T/22JUL*LYSX, X, LN, * X »
1. 1BAKER/JOSE+ BNO2O 1A Y ATH F1/60 NW
AVIH1/25 BAGl/10/0

PIL -AVIH DOG 25KG-HOLD 5

BAGTAG/3010335614/ATH /3010335613 /ATH

NAM BAKER/JOSEPHINE MA

TRANSACTION HISTORY

1601MA 172 .25 .177.148
1601MA 172.25.177.148
1601IMA 172. .177.148
1601IMA 172.

LY S
LYS
LYS
.177.148 LYS

293UL/15:
293Ul /15:
293UL /15:
29JUL/15:

20 BAGTAG
26

26 BAGS ADDED 1/25

Step2- Delete the AVIH number and exact weight.
Delete the Purser Info using

“~*and press Enter.

20 PAX CHECKED IN 1A

PAX MODIFIED ADDED PIL
3010335614

ISSUED 1/10 3010335613

AVIH

Special Meals ]none

i Frequemly Used ltems Deportee - Upgrade/Downgrade
[ Blind [E Inadmissible Child Escorted Upgrade Class
Deaf [l Jump Seat [E] SecCheck Unescorted

[El Downgrade ] |
[ Stretcher ETwov TEEN :
TeleChk MAAS E-Tkt S e
Occasionally Used Items EPref um  EYp
‘ Extra Seat Seat
}None Class{es} Age Age -
I W R [l Reserve
Advisory kems Items Countf¥Weight
| Local Message I I Nbr Kilo

Gate Comment l - [ . l i
Pursor Info List l- l
Pax Service Msg l l o ] = !
Additional Items ] = ! Weaniie i ; ;. ! ;

31




Step3- the next popup allow s you to delete the AVIH bag tag.

Fill-in the accurate AVIH bag tag number, refer to the passenger’s record. The
AVIH bag tag number is always the 15t bag tag number
te Number ‘

o S
Type of Bags to Delete Number of Bags

® AUTO Local Tags B AVIL Tags

© Manual Tags © AVIT Tags

@ Transit Tags

Bag Tag Numbers

;Check—lnﬁssist]a:}i-"\ﬂ(l i : Ay =
PR:BIE20OT/22JUL*¥LYSX,X,LN, * X : . .
1. 1BAKER/JOSE+ BNO3O 1A Y ATH F1/68 Nw
AVIH1/25 BAG1/10/0
PIL-AVIH DOG 25KG-HOLD 5
BAGTAG/3010335614/ATH /3010335613 /ATH
NAM BAKER/JOSEPHINE MA

TRANSACTION HISTORY

1601MA 172 .25.177.148 LYS 29JUL/15:20 PAX CHECKED IN 1A

1601MA 172 . .177.148 LYS 293JUL/15:20 BAGTAG ISSUED 1/10 3010335613
1601MA 172 .25.177.148 LYS 293UL/15:26 PAX MODIFIED ADDED PIL AVIH
1601IMA 172. .177.148 LYS 293Ul /15:26 BAGS ADDED 1/25 3010335614

PR:BIE200T/22JUL*LYSX, X, LN, =
1. 1BAKER/JOSE+ BNG3G 1A Y ATH F1/60 Nw
BAG1/10/0
BAGTAG/3010335614/ATHX/3010335613/ATH
NAM BAKER/JOSEPHINE MA

TRANSACTION HISTORY

29JUL/15: PAX CHECKED IN 1A

29JUL/15: BAGTAG ISSUED 1/10 3010335613

29JUL/15:26 PAX MODIFIED ADDED PIL AVIH
1601MA .25, . 148 29JUL/15: BAGS ADDED 1/25 3010335614
1601MA 25 . 148 29JUL/15:48 BAGS DELETED 1/25 3016335614
1601MA 5. . 148 29JUL/15: PAX MODIFIED DELETED PIL AVIH
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The AVIH is not part of the BAGS count on the F11 screen, but it will be part of

the bag tags List.

Bag 02/55 kg
AVIH 01

SY:BIE200T/22JUL LYS/KP OP/NAM  HO
CWTGS99999 UWT999081 CAWA00000 UAWOOO00O WTN1 KG NTC
752/ /CSTEK GTD/F10 POS/GATE BNO34 AKOOOOO CDOOOOO

BDT1160 SD12606 ED12060 CIQ0B0 CCOOO0O

CNFE/Y184 CAP/Y184 AV/Y172 PAD/Y2

*LYSATH RO28& CO13 06M O5F 02CHD O1INF BEOO2 /000055 WCHO1
SBOO2 BOOOE PETCO1 AVIHO1 JO1
SAB03 EXSTGG XCROO

HL LYSATH/Y164
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BY PAX

During Check-in process you must fill-in the gender field (M/F/C), you can add
an INF (Infant Nbr field) if the infant is not booked on PN or you can insert the
FQTV card in the Freq Flyer Nbr.

Passenger Name:
BISCIGLIA/NERONIQUE Freg Flyer Cards & Partner List

No partner information.

FEreq Flyer Number

Gender

|
B ecomeees [T]
InfantNor [t ] InfantName
2
=

Excess Bag

Excess WT Fare Bag Pcs Bag Wt .
Commenit l ‘ i EBC Seat Pref N Not Present B—

ssetrcee [ Pavent

Change Name

Surname l - l First Name AddBag Next Clear Return

BY PAX

After Check-in process on the PASSENGER MODIFY popup, focus must be on
UPD option (update)

|| Passengerie e -
Elight a Date |22JULLS | | Desti [ATH ;@Upg © Del
Add Add
Wt  FE# Nbr of Oncar ]—i—
| | 4444444444444444 | ] l Status/IiD
Oncar
Excess Bag Recheck BY Pax Inbound
*SHOCON* Timatic Pax Doc ltems
OK Del Pax || Accept Seat Chg || D-Pool/BagH || Clear SJYIap Reprint BT Rgprintﬁp TAG Nbr
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On the BY PAX popup, you can add FQTV card, add an infant and his name
Change also the passenger family NAME (only allowed for NOREC check-in).

Ereq Flyer Number

Excess Bag

Excess WT I . I Fare l ’ Bag Pes

Comment ]

Agent ctc l

Change Name

Surname

lAF/1234567 |

Gender IM 7 l TktCls/FareBasis
. Infant Nbr Infant Name
Bag Wt
l EBC Seat Pref l_——._] Not Present
I Payment
First Name veaomqgﬁ l ) AddBag Next Clear Return

After Check-in process on the PASSENGER MODIFY popup, focus must be on

DEL option (delete):

?’assenger /

riore [N 0o

CKA- CKA Thulul2317:27 XH Host UP <PIDI>

Dep Stn
Del

BY PAX will allow you to delete?

-The FQTV card by inserting “—*

- The infant by inserting 1 the Infant Nbr box

Ereq Flyer Number

LS pesti ]ATH

Del

i

| !@Upg ® Del

in the Freq Flyer Number box

Gender TktCls/FareBasis
Infant Nbr Infant Name
Excess Bag
Excess WT Fare ; Bag Pcs Bag Wt
Comment l ‘ l Egéw Seat Pref Not Present
Agentctc. [FFEETR | Payment
Change Name
Surname ] o | First Name AddBag Next Clear Return
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PAX DOC

During check-in process, PAX DOCS popup will be shown automatically.
This is linked with the E-Border element on the F11 screen.

You can update PAX DOCS after or before check-in (F5).
APIS info can not be cancelled only overwritten.

If you have a key board that is equipped with a Magnetic Stripe Reader (MSR)
you can also swipe passports or ldentity cards with machine readable

information.
While check-in several passengers, fill-in mandatory fields for each using

NEXT push bottom.

12412:45 XH Host

SY:BE3202/22JUL LYS/KP CC/NAM HOST
CWT999999 UWT994283 CAWGOO0000 UAWEQOEBO WIN1 KG NTC
175/ /GFBIB GTD/FO8 POS/GATE BN269 AKQOOOO CDOOOOO

BDT1360 SD1400 ED1400 CI1322 CC1523

CNE/YB8 CAP/Y88 AV/Y19

F*LYSBHX RO71 CO69 33M 29F O7CHD BOO34 /000537 WCHO1
SBEGBE BOEGO
SAQ00 EXSTOO XCROQ EB

HL LYSBHX/YQ&8

GS LYS/Y15

Passenger Name:

SMITH/NATA v '

©None @®APIS ©OFTAS @app  [EPosition Crew L

Full Surname

First Name

Middle Name
Date of Birth

Doc Type
Passport#

Issue Place
Nationality ~ |[FRANCE
Issue Country  |FRANCE

Residence Mot
Dest. Address l

Decline Contact Information City i .

Contact Info i ﬂ - l State Wode. & =
EIAS Check | -
Additional Passenger Documents

A B

E-Ticket Ticketiess Ticket Nbrs sl ]{\lﬁﬁe
i Document # Expire
Tkt Coupon Airline Doc Nbr =
= Issue Place

issued

I Selact l I Next | l Clear l l Retiirn l l

Issue Country |none

Specify Infant APIS/APP/Ticket Data I
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When a passenger is travelling with an infant, do not forget to activate the
SPECIFY INFANT APIS DATA
= =

FRla e

=

Full Surname

infant Name

Middle Name

Date of Birth

Doc Type

Passport #

Issue Place

Nationality ]nqu

Issue Country Iﬂgn_e

Residence Inone

Dest. Address ] .

Decline Contact Information City l
ST S ST SR SIRT i
20000 00606000090909.00009099, i . s i
i 299990090099 090000¢0 00900000000 :
9.0,0.9.0.0.00:0.00/0°00:6.0.000:60.600606604 State ENone* -
D O0D9 0800980000000 809999, : Fe e
Contact Info Kotetolotetate oot ale e 0 e a0 %00 oo % 0 o et e

Contact Nbr EmAsCheck | p
Additional Passenger Documents
E-Ticket Ticketlass Ticket Nbrs Add'l Doc !N@ &
A Document # ( Expire

Tkt Coupon Airline  Doc Nbr Ck =i

Wemreaalle 3 lssue Place lssued

] ! e Issue Country lﬂcne A
l Selort ] I Neyt I l Clear I I Return I I Specify Infant APIS/APP/Ticket Data

LCA response:

,; , 1!
Cheimimme Wz - = - ‘
PACC:BIE209T/243ULYBHX © ©O
321 /FEGYAN GTD/A10 POS/GATE BDT1200 SD1360 ED13600 SA15060

1. SMITH/NATACHA BNOG1 37A M1/75 NW

INF1/16 PSPT
INF-SMITH/LENA
PSPT-SMITH/NATALIA /10JANSG6/F/P/12GHG86/10JUN16/FRA/FRA/
INFPSPT-SMITH/LENA /10AUG14/F/P/GH7696/10JUN19/FRA/FRA/
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E-TKT ASSOCIATION

In some cases when the Electric Ticket is not shown on PNL, you can add the
e-ticket information.

The ETL list will be updated but there is no link with the Airline’s Electronic
Ticket data base. :

This can be done via PAX DOC popup, in the TKT Coupon field.

Fill in: Coupon number, airline code, ticket serial number and check-digit.

[E E-Ticket ETicketess Ticket Nbrs Add'l Doc iNone — :
; s Document # ' | Expire
Tkt Coupon Airline Doc Nbr Ck : :
L e [__1 Issue Place , - lssued
VS ssuecounwy poRe. . i
Specify Infant APIS/APP/Ticket Data

LCA response:

Check-In Assistant - W2 : :

PU:BIE2600OT/22JULYATH 06 ©O

752 /CSTFK GTD/F10 POS/GATE BDTI1100 SD1200 ED1200 SA14060
1. GARIBAIDI/PAULO
TKNE

TKNE-22078965555551/1

If a passenger is travelling with an INFANT activate the Specify Infant Ticket

data box and complete the TKT coupon, airline.....fields.

Check-In Assistant - W2

PU:BIE200T/22JULYATH @ ©

752 /CSTEK GTD/F10 POS/GATE BDT1160 SD120G ED1288 SA14606
1. GARIBALDI/PAULO
INF1/10 TKNE TKNEINF

INF -GARIBALDI/EDOUARDO
TKNE-2207/8965555551/1
TKNEINF-22274185296311/1
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DELETING an E-TKT (not often used)

Focus on DEL option

==z
Go to PAX DOCS, fill-in — in the TKT coupon field and press enter:
Sopliiie g i = Y B 1 — o
Contact Nbr . ETAS Check ! L ‘ il
B S Additional Passenger Documents
E-Ticket ElTicketless Ticket Nbrs Add'l Doc INone -
~ Document # Expire

Tkt Coupon Airline  Doc Nbr Ck : .

l j - . l_— Issue Place . | issued

| ] o | l : i i : E B X # Issue Couﬂtw ’none“ : e S :
' Specify Infant PIAPP/T icket Data

KA - CKA Wed Jul: . UP <PIDd>
 PaxHandling Gate Act Displays Lead Agent Utilities LCAlLead LCAMaint Exit Help

PR:BIE200T/22JUL*LYSX, X, L
1. 1BAKER/JOSE+ s 1A Y ATH F1/60 NW
BAG1/10/0
BAGTAG/3010335614/ATHX/3010335613/ATH
NAM BAKER/JOSEPHINE MA

TRANSACTION HISTORY

29JUL/15:20 PAX CHECKED IN 1A

29JUL/15:20 BAGTAG ISSUED 1/10 3018335613
1601MA : - o 29JUL/15:26 PAX MODIFIED ADDED PIL AVIH
1601MA - . . 148 29JUL/15:26 BAGS ADDED 1/25 3010335614
1601MA .25 . - 29JUL/15:48 BAGS DELETED 1/25 3010335614
1601MA 25 . 289JUL/15:48 PAX MODIFIED DELETED PIL AVIH
1601MA - 75 . 148 29JUL/16:29 PAX MODIFTED ADDED E-TKT
1601MA .25 i 29JUL/16: PAX MODIFIED DELETED E-TKT
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F7-BAG TAG REPRINTING

Printing bag tag is done automatically when finalising the check=-in
process transaction.

F7 is an option used only for reprinting.

When reprinting a bag tag, LCA will not change the bag tag reference.
On passenger’s record, we can have the information that the bag tag was
reprinted.

1- Fill-in SEAT nbr or STANDBY Nbr and press OK or Enter to reprint all bag
tags.

2-Fill in SEAT or SBY nbr and Bag Tag Destination only if the bag is NOT going
to FINAL Destination.

Re-issue Bag tag: always selected.

Format: XH123456-458 or XH123456/XH789654

(CKA-CKA MonJulZ71451 XH Host UP <PID1>
PaxHandling - Gate Act Displays lLead Agent Utilities 1CALead LCAMaint Bxit Help

ChecicIn Assistant- Wi

PR:BE3202/27JUL*LYSX, X, X, *,BN240 Flight - Date [273015
1. 1AMORIN/SARA+ BN240 *1B ~ ] e
CKINRZ BAG1/14/0 PSPT :
PIL CKIN HK1 BEE M1BAG20K | e ]LYS |  EtHandbaggage
TKNE-2672152143323/1
PSPT-AMORIN/SARAH /29SEP56/F/P/510609722/04SEP2 NS
BAGTAG/3267694378/BHX

NAM AMORIN/SARAHMS S§9 Tag Number(s) IBE694378 I

TRANSACTION HISTORY

Number of Bags

4.1 LYS 27JUL/12:29 PAX CHECKED r
4.1 LYS 273JUL/12-30 BAGS ADDED 1 EEEERSE-SGELL
.168.4.1 LYS 27JUL/14-04 PAX BOARDED :
.25.177.148 LYS 27JUL/14:49 BAG TAG REEECEAIE:S
1601MA 172.25.177.148 LYS 273JUL/14:508 BAG TAG R

[%] Re-issue Bag Tag Standby Tag

On passenger’s record, we can see how many times the bag tags were
reprinted.

TRANSACTION HISTORY

210859 192.168.4.1 LYS 27JUL/12:29 PAX CHECKED IN 1B
210859 192.168.4.1 LYS 27JUL/12:30 BAGS ADDED 1/14 3267694378

O512EN 192.168.4.1 LYS 27JUL/14:04 PAX BOARDED
1601MA 172.25.177.148 LYS 27JUlL/14:49 BAG TAG REPRINTED
1601IMA 172.25.177.148 LYS 27JUL/14:50 BAG TAG REPRINTED
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F8-BOARDING PASS (RE)PRINT

Printing boarding passes is done automatically when finalizing the
check-in process transaction.

F8 is an option used only for reprinting.

Fill-in BN/SN or SB nbr and press OK or enter.

CKA-CKA Monlul2715:31 XH Host UP <PIDd»
PaxHandling Gate Act Displays lLead Agent Utilities LCAlead LCAMaint Edt Help

Check-In Assistant - W1 : e ! . _
BOARDING PASS PRINTED L /BN /SN /SB ﬁ e

(¥] Re-issue BP Front Feed

Print Codes lnone B

List # l . - l Date
siorc [ Deu o

Class

Destination

To reprint several boarding passes using the List number

Select a list:
The Accepted List, then open F8 and fill-in the list numbers references.

L1-8 or L1-4/8

CKA- CKA MonJul 271538 XH Host UP <PID:1>
Pax Handling Gate Act Displays Lead Agent  Utilities LCAlLead LCAMaint Exit Help
Check-In Assistant - W1 ‘ ) e - -

PDSP:BIE200T/22JUL*LYSX,ACC,ACS, X, *,X L /BN /SN /B ﬁ Bl Oncar
752/CSTEK _ GTD/F10 POS/GATE BDT1100 SD1200 ED1: x

[®] Re-issue BP Front Feed
Print Codes - FiohSiiEaRieE ma -

1CHAPLIN/CHAR+

IDAHO/ETIE+

1DAHO/MARI +

1DAHO/CHAR+ BNOGY
1DURAND/FRED+ BNGO12
1GARIBALDI/PAUL + BNO22

1GRIMALDI/KELL+ BNO18
1HUBOUDPERON/NATH+ BNO14
1JOLY/ANGE+ BNG10O
1JONES/TOM BNO13
1PITT/BRAD+ BNO11
1PUIG/JULI+ BNO16

= < (<< <

OK LMC
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F9-TIMATIC

Focus is always on Passport + Visa short text. This is used frequently to check
if the passenger has the correct documents.

Be careful when reading the TIMATIC response. TIPN means that you have to
push the _PAGE DOWN button for more information.

Fill in Departure station, transit city and destination
Select the Nationality by using the Country Code or open the Nation List by selecting
Alt+T and type the first letter of country or arrow down and press TAB to select

count
e ati ’ ’ e . ‘ : : -
s Full Text Info [unless noted) Dep Stn ﬁ TransitCity |ams ~ Dest -

@® Passport + Visa {short) © Health F

, : : Passport Nbr l : ’ l

© Australian ETA ® Currency e . e

© Passport + Visa © Airport Tax Surname l - = l

ol S uskoms Netionalty [ —

© Geographical Info © Passport G e

g. ? — ) NationList  |GAMBIA BE
© TIMATIC News © Visa Clear
Qutput o

Passport + Visa is used to read full passport and visa text.
Geographical Info, health, Currency, Airport tax...
Passport, Visa long full version

Full Text Info {unless noted)
© Passport + Visa (short) @ Health

© Australian ETA @ Currency l
Passport + Visa BAmorTex . Surmeme | o
® VISA + Health © Customs Nationality I I l
© Geographical Info ®|Passport] ol S —
@ s @ Nation List  |none o 2 ls
Output
VD

TIMATIC-3 / 27JUL15 / 1404 UTC
PASSPORT  FULL TEXT FOR: MALTA (MT)

PASSPORT REQUIRED.

PASSPORT EXEMPTIONS:

- HOLDERS OF A NATIONAL 1D CARD:

- ISSUED TO NATIONALS OF AUSTRIA, BELGIUM, BULGARIA, CROATIA,
CYPRUS, CZECH REP., ESTONIA, FINLAND, GREECE, ITALY,

TIPN
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Customs: is very useful, in order to check goods import/export but also
PETS/ARMS and baggage clearance.

AMOUNTS OF SPECIFIC PRODUCTS FROM OTHER COUNTRIES.
- FOR FULL DETAILS, PLEASE SEE TIRULES/R65 OR REFER TO THE
WEBSITE OF THE EUROPEAN UNION, HTTP://EUROPA.EU/.

ARMS AND AMMUNITION:
- PROHIBITED: FIREARMS, AMMUNITION AND EXPLOSIVES.

EXPORT:
- FREE EXPORT OF REASONABLE QUANTITIES OF PERFUME, TOBACCO
TIPN

PETC

PRUDUUIS AND ALLUHULIC BEVERAGLES.

PETS:

- 1. CATS AND DOGS ARE SUBJECT TO REGULATION (EC) NO. 998/2003
AND REGULATION (EU) 576/2013 TIRULES/R60. CATS AND DOGS

MAY BE SUBJECT TO QUARANTINE AT LUQA AIRPORT. PET OWNERS ARE
REQUIRED TO ADVISE, IN ADVANCE, OF THEIR ARRIVAL, TO ENSURE
THAT BIP OFFICERS ARE AVAILABLE TO RELEASE THEIR PETS

WITHOUT DELAYS.

TIPN

BAGGAGE CLEARANCE

BAGGAGE CLEARANCE:

- BAGGAGE IS CLEARED AT THE FIRST AIRPORT OF ENTRY IN MALTA.

- EXEMPT: BAGGAGE OF TRANSIT PASSENGERS WITH A DESTINATION
OUTSIDE OF MALTA, PROVIDED THE ONWARD FLIGHT IS WITHIN 24
HOURS. OTHERWISE BAGGAGE HAS TO BE LABELLED TO MALTAAND IS
CLEARED AT THE FIRST AIRPORT OF ENTRY IN MALTA.

USE TIFA, TIFV AND TIFH FOR SPECIFIC INFORMATION
ITIPN

| Full Text Info {uniess noted] Dep Stn Lys Transit City l—‘—-—‘ Dest _

© Passport + Visa {short] © Health 5

R Passp Yisa (short) - Passport Nbr ’ I

@ Australian ETA © Currency

© Passport + Visa Baportte  Sumame  [FEREEREEEEE T | o
© VISA + Health @®|customs| Nationality | l

© Geographical Info © Passport nee m——

@ s @ : - Nation List  |none aE

G TIMATIC News O Visa 2| Clear
Output

VD
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PRE-SEAT

This option is only available from the Pax Handling Menu:
ALT+P+S

Passenger Acceptance...
Passenger Modify... KP OP/NAM HOST
Group Acceptance... CAWRO00068 UAWREO000 WIN1I KG NITC

GTD/A18 POS/GATE BENGO1 AKEOGEE CDOOOOO
-D13006 CIOOE0 CCo0O006
Print Bag Tag... AV/YZ Lo - =

i 01M O1INF BOQRBO /600000

Bag Dropoff...
Offload to Standby.. EXSTOO XCROO EB
Pre-Seat... |
Seat Change...
Update E-ticket Remarks...

Passenger Thru Check-In..
Print Boarding Pass...

Timatic...

Deceding...

Display Check-In Agent...
Transfer Bag Message...
Reconcile Tickets..
Australian Visa Application...
Australian APP Check-Inta.

E-Ticket Asscciation,..

The seat map will be shown automatically, fill in the passenger’s name, List

numbers; the seat and press OK (enter).

PaxHandingGateAct Display: LeadAgent Utiities LCATead LCAMaint Bt Help
Che‘.k&n!wststant Wl o ‘ . Ehght — Date 124JUL15

PDSF"BIEZ@QT/243UL'LYSX NACC, X, SPENCER , X
321/FGYAN GID/A10 POS/GATE BDT1200 SD1300 EfgrEES

1. 1SPENCER/BONN-+ Y BHX
Dest ] Surname ISPENCER ‘

Dep Stn

List Nbr Gp Code
| [E Protected
oK Cancel 5. Map Clear EL

NNNNNNNNNN N N ONNNNNNNNNNNNN N NNNNNNNNNNN
1283 45867881 M 12 14151617 16192021 2223242525 27 2529 30 31 32 33 34 35 36 37 36
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LCA response.

CKA - CKA MonJul2716:18 XH Host UP <PIDd>

Pax Handling  Gate Act D‘splagz L&ad}'kgenﬁ Utmtm5 LCA Lead LCA Mamt Exit He}p

Check-In Assistant - W1

RES | 0|
RES:BIE209T/24JULYBHX 0 0
321 /FGYAN  GID/ POS/GATE BDT SD1300 ED1300 SA1500

1. SPENCER/BONNIE 14F RES

To cancel a seat reservation:

ALT+P+S
Fill-in the name and List number and select cancel.

| CKA-CKA MonJul2718:20 XH Host UP <PID>

4l ling Gate Act  Displays E.ead;ﬁgent Ut:htfa; LCA Lead LEA Mnmt Emt Hap 7 = st i
Checklnhssrdam Wi e e - i Flight - Date
PDSF’ BIEZOQT/QllJLiL*LYSX NACC , X, SPENCER,X :

321/FGYAN GTD/A10 POS/GATE BDT1200 SD1300 EMErSS

1. 1SPENCER/BONN-+ 14F Y BHX

Dep Stn

Dest

‘ Surname
List Nbr Gp Code - e
o
| Request Seat —

Protected

gl

oK Cancel S. Map Clear

NNNNN’NNiNNN N N NNNNNNNNNNNNN N O NNNNNNNNNNN
123435678910 11 12 14151617 181920212223 242525 27 28 29 30 31 32 33 34 35 36 37 38

E
Enuummmman f B HERRAREEARAE 2

-ENENENEEEE

LCA response :

14F was released

YR  DLEL L1 I DA LA 2T S T
NNNNNNNNNN N N NNNNNNNNNNNNN N NNNNNNNNNNN
12345678910 11 12 14151617181920212223242526 27 2829 30 31 32 33 34 35 36 37 28

FENNEEEREEN ., 'H "EEEEEREEEEEEE ., ' EEEE SR
tREEERRREEE = B -EEREERRRNEREE - -EREEREARR0E-

45




When pre-seating a group, you can use the qroup code:

Group: A
List numbers L1-4 or L1/3.
Request Seat use “/ “for separate rows.

PDS

. 9T/ r ;Xr ’ 4
321/FGYAN GID/A10 POS/GATE BDT1200 SD1300 EEEELS k | Dep Stn

1. 1CLOONEY/G —
1JONES/B
1SMITH/A
1SMITH/B

Request Seat

Protected

oK Cancel S. Map Clear ET

NNNNNNNNNN N N NNNNNNNNNNNNN N NNNNNNNNNNN
1 23 4 5867 8 8 1 11 12 14 15 16 17 18 10 20 21 22 23 24 25 28 27 28 20 30 31 32 33 34 35 36 37 28

LCA response:

| CKA-CKA MonJul271639 XHHost UP <PIDi1>
PaxHandling Gate Aict Displays lead fgent Utilities LCAlead LCAMaint Bat Help
tﬂéck»anss:s’tant«\J‘ﬁ . - s e
RES | 0]
RES:BIE209T/24JULYBHX 0 O
321 /FGYAN GTD/ POS/GATE BDT SD13060 ED1306 SA1500
: CLOONEY/G A4 19E RES

JONES/B A4 189F RES

SMITH/A A4 20E RES

SMITH/B Ad 20F RES
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DECODING

This function is only accessible by opening the Pax Handling menu. (Alt+P)
Use the arrow keys or press D and enter.

It can help you in decoding or encoding airport or airline codes.

Decoding .

Decode Encode

Airport

City

Country

Airline

|
MAirport l
|
|
Equipment l

|
|
|
|
|
|

OK Clear




DISPLAY CHECK-IN Agent

This function is only accessible by opening the Pax Handling menu.

(Alt+P) Use the arrow keys or press H and enter.

You can fill-in the agent code to retrieve the number of passengers checked by
the agent or you can leave blank to have all agent codes.

Surname ] : - I

Sign In Code

City

LCA response

AGENT CHECK-LIST BY FLIGHT NUMBER EI553 TIME 16:40 DATE 07/27/2015
SEGMENT AGENT NO. ADULTS  CHILDREN INFANTS PAX TOT

LYSDUB @@
LYSDUB Q030RS
LYSDUB 0312KN
LYSDUB 1212BS
SUPUSR
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OFFLOADING PASSENGERS via Passenger Modify

Passenger Modify

Focus on DEL

Select the passenger and choose DEL PAX.

This option can be use for one or more passengers.

PR : BIE209T/24JUL*LYSX X_LN ‘,X
1. ISMITH/NATA+ BNGEOG1 37A Y BHX M1/75 PSPT NW

INF1/10 PSPT
INF-SMITH/LENA
PSPT-SMITH/NATALTA /10JANS86/F/P/12GHE88/10JUN16/FRA/FRA/
INEPSPT SMITH/LENA /10AUG14/E/P/GH7896/10JUN19/FRA/FRA/
NAM SMITH/NATACHA MA
TRANSACTION HISTORY

1601MA 172.25.177.148 LYS 24JUL/13:08 PAX CHECKED IN 37A

LCA response:

I

Class Dep Stn e f "Upd_ ® Del
Del Del :
L /BN /SN /SB Surname/First Gender NP pcs Wt FF# NbrofOncar | ;
BN e [ @ [seuyo
Oncar
Excess Bag Recherk BY Pax inhbound
*SHOCON*® Timatic Pax Doc ltems
OK Del Pax || Accept Seat Chg || D-Pool/BagH || Clear S:Map Reprint BT Reprint BP || TAG Nbr
Check-in Asststam w2

’Check in Assxrtant WZ o

PDEL : BIE209T/243ULYBHX 8 @
321 /EGYAN GTD/A10 POS/GATE BDT12600 SD1366 ED1360 SA1500

1. SMITH/NATACHA DELETED M1/75
INF1/10 PSPT

INF-SMITH/LENA
PSPT-SMITH/NATALTA /10JANS86/F/P/12GH888/10JUN16/FRA/FRA/
INFPSPT-SMITH/LENA /10AUG14/F/P/GH7696/10JUN19/FRA/EFRA/
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OFFLOADING PASSENGERS via CTRL+F9

CTRL+ F9 or open the GATE Act by ALT+G and T

Select a list, choose the option DEL PAX.
You can use List numbers when deleting several passengers.
If you use SN/BN/SB, it will be a single deletion.

e e
CKA-CKA MonJul2716:55 XH Host UP <PID:d>
PaxHandling Gate Act Displays  Lead Agenﬁ Utilities  (CALead LCA Mamt Euit Hefp

CheclcIn Asst;kant Wi

PDSP:BIE200T/22JUL*LYSX,ACC,ACS, X, *,X
752/CSTFK GID/F10 PDS/GATE BDT1100 SD1200 ED1200 S

ICHAPLIN/CHAR+ BNQ20
1DAHO/ETIE+ BNOO7
1DAHO/MARTI+ BNGOS
1DAHO/CHAR+ BNGOY
1DURAND/ FRED+ BNO12
1GARIBALDI/PAUL+ BNO22
1GRIMALDI/KELL+ BNO16&
THUBOUDPERON/NATH+ BNO14
130LY/ANGE+ BNO10O
13ONES/TOM BNO13
1PITT/BRAD+ BENO11
1PUIG/JULTI+ BNO16

Standby List Accepted List

Onload :
Off To Sby ® Downgrade
@& Del Pax @© Notify

Mass Onload © Freeze Pax
Offload & Rpt

L/ SN/ BN/ SB Number —

UPG/DNG Class | EToJump

@ Upgrade

<< <K< << << <<

UPG/DNG Seat l o l
Oncar Nbr |

|

| StandbyComp!ef;: ” Flt Status l

[ D-Pool/BagH ] I Print BP l

LCA response:
‘PaxHandEmg Gate Act  Displays  Lead Agent Utilities LCALead L(‘AMainﬁ Exit  Help

(Chetk In Acsistant - W1
[PDEL BIE2GOT/22JULYATH @ 0O
/CSTEK GTD/F10 POS/GATE BDT1100 SD1200 ED1200 Si
JONES/TOM DELETED M1/75

PITT/BRADMR DELETED F1/60
PUIG/JULIANNE DELETED F1/60
PUIG/MATHIS DELETED CHD1/35
PUIG/MARIA DELETED F1/60

PUIG/MATHIS DELETED CHD1/35
PUIG/JULIANNE DELETED F1/60
PUIG/MARIA DELETED F1/606
SAINTEXUPERY/GERM+ DELETED F1/60

SAINTEXUPERY/GERMAINE
SAINTEXUPERY /ANTO+ DELETED M1/75

SAINTEXUPERY/ANTOINE
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OFFLOADING PASSENGERS TO STANDBY

This will offload the passenger to the standby list only.
CTRL+ F9 or open the GATE Act by ALT+Gand T

Fill in the SEAT or Boarding Number

cka CKA Mon]ulf! 17 0? XHHost up <PID.1&

PmHand{mg -Gate Act stpiay} _eadAgem Utirti?.'z LT:A Lead LCA M

PDSP: BIE2OOT/22JUL*LYSX ACC, ACS X . X
752/C5TFK GTD/F10 POS/GATE BDTllGO 5D12060 ED1200 S

1. ISMITH/ALIN+ BNO21 38C Y ATH
Flight

Class |

Destination

Standby List Accepted List

@ Onload @ Upgrade

@ Off To Shy Downgrade
|| © Del Pax Notify
| @ Mass Onload Freeze Pax
|| © Offload & Rpt

L/ SN/ BN/ 58 Number - |

UPG/DNG Class

UPG/DNG Seat

Oncar Nbr ; ;
‘ Standby Complete I | Flt Status I
{ D-Pool/BagH I l Print BP I

LCA response:

SB reference shown and reason DEB (=denied).

CKA-CKA Mon Jul 2717:08 XH Host UP <PID1> S
Pax Handling  Gate Act D?.\P!B}a Lead ﬂgeht Utilities  LCA Lead LCA Maint  Exit Help

Check-In Assistant - W1

SW:BIE20OT/22JULYATH ¢ 0
752 fCSITEK GTD/F10 POS/GATE BDT1100 SD1200 ED1200 SA1400

1. SMITH/ALINEMRS 560604 DEB M1/75
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ONLOADING PASSENGERS: Standby Processing

CTRL+ F9 or open the GATE Act by ALT+G and T
Passengers can be on Stan-by for multiple reasons.

In LCA you can have:

DEB (denied) —passenger offloaded to stand-by list

URES— NOREC passengers offloaded to stand-by list

GSL— Go show limit

STL— Seat limit (No UM seat available or no UM seat set up for UM)

CCKA-CKA® Mcm}ulﬂl?.l} XH Host UP <Pﬂ}'.1’:v :

PaxHandling Gate At D‘sptay' Lﬁdkgent Ehdrtfs LCALead LCA M

: ihe&-ln ,f\ssrstan .

PDSP:BIE200T/22JUL*LYSX, SBY, X, *, X

752/CSTFK  GID/F10 POS/GATE BDT1100 SD1200 ED1200 SA ,
1. 1CAPLIN/ERWA+ SBEEO5 STL Y ATH UM Flight —Date lzz;uns B
2. 1SMITH/ALIN+ SBOOE4 DEB Y ATH ; 8 |
3. 1SAINTEXUPERY/ANTO  SBOGO1 URES Y ATH NREC - Degsm Lys

4 1SAINTEXUPERY /GERM SBOBO2 URES Y ATH NREC
| Destination ]

Standby List Accepted List

®|[onload| Upgrade

Off To Shy Downgrade

Del Pax © Notify

Mass Onload Freeze Pax | |
@ Offload & Rpt a
i/ sn/ en/ 58 number [N 1
Onload Class . - s El To Jump |

Oncar Nbr

I Stanﬁbviiommet’e‘ H Flt Status l

‘ D-Pool/BagH | Print BP l

o ]
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On loading several passengers

Use the list numbers and confirm the destination.

71719 XHHost UP <PIDds
- gent  Utifities  LCAlead LCAM&Int Bt Help

Check-In Assistant- W1

PDSP:BIE20OT/22JUL*LYSX,SBY , X

752/CSTEK GID/F10 POS/GATE BDT1100 SD1200 ED1200 S .
1. 1CAPLIN/ERWA+ SBOOOS STL Y ATH UM Flight — Date !22]UL15 e |
2. 1SMITH/ALTIN+ SBOOO4 DEB Y ATH = @ . et
3. 1SAINTEXUPERY/ANTO SBEOO1 URES Y ATH NREC i Dep Stn |
4. 1SAINTEXUPERY/GERM SBOPO2 URES Y ATH NREC - fena el e

Destination ATH

Standby List Accepted List

|| ® Onload @ Upgrade
Off To Shy Downgrade
|| © Del Pax Notify
Mass Onload @ Freeze Pax
Offload & Rpt

L/ SN/ BN/ SB- Number

Onload Class
Onload Dest

Oncar Nbr

l Standby Complete ll Flt Status l

D-Pool/BagH l i Print BP

LCA response:

fori z = 2 il

_ CKA-CKA MonJul2717:21 XHHost UP <PID1> . ‘ ' ~ :

PaxHandling Gate Act Displays Lead Agent Utilities LCAlead [CAMaint Exit Help

Checkeln Assistant - WL e e ey e

AC:BIE26OT/22JULYATH 0 ©

752 /CSTFEK GTD/F10 POS/GATE BDT1100 SD1200 ED1200 SA1400
1. SMITH/ALINEMRS BNO21 12A M1/75 ACS NW

2. SAINTEXUPERY/ANTO+ BNO23 12B M1/75 ACS NREC NC
3. SAINTEXUPERY/GERM+ BNG24 12C F1/60 ACS NREC NA
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On loading a rebate passenger on jump seat

Select on load, fill-in List number, select “to jump” with space bar,
Fill-in DEST and press Enter.

;.CA‘Legd LCAMaint Exit Help

“BLE2001/22JUL-LYSX, SBY, X,y X
752/CSTEK GTD/F16 POS/GATE BDT1106 SD1200 ED1200 SALl4Ra

1. 1PITT/BRAD SBOOB8 URES Y ATH URES
pigh: | FIESOINN e [22005 |

Class ]* § Dep Stn LYS
Destination ATH $

Accepted List

Standby List

@ Onload ® Upgrade

Off To Sby Downgrade
Del Pax © Notify

| © Mass Onload Freeze Pax

Offload & Rpt

| L/ SN/ BN/ SB Number

| Onload Class
Onload Dest
Oncar Nbr

Flt Status I

Print BP I

e

IPR:BIE200T/22JUL*LYSX, X, LN, *,

1. 1PITT/BRAD BNG32 JMP Y ATH M1/75 ACS URES NA
ID2/52 JUNS9 MA

TRANSACTION HISTORY

1601IMA 172.25.177.148 LYS 36JUL/14:37 PAX MOVED TO STANDBY
1601MA 172.25.177.148 LYS 30JUL/14:42 PAX ONLOADED JMP
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On loading a rebate staff booked on the flight on a
jumpseat

Step1- the Staff is booked but not checked-in.

IE200T/22JUL*LYSX, X, LN

1. 1BOND/JAME+
ID2/STAFF JANG1
PIL STAEE
NAM BOND/JAMES

Step2-Add the JUMPSEAT info via ITEMS

msFor-1
Frequently Used ltems Deportee - Upgrade/Downgrade |
[EBlind EInadmissible & Child [@ Escorted Upgrade Closs
Deaf EllJump Seat] SecCheck Unescorted

Downgrade

Stretcher TWOV TEEN
TeleChk MAAS E-Tkt R
Occasionally Used Items Pref UM  @YP

LCA response

PR:BIE260OT/ Bl S .
1. 1BOND/JAME+ JMP Y.
ID2/STAFF JANO1

BTl STAEE

NAM BOND/JAMES

TRANSACTION HISTORY
1601MA 172.25.177.148 LYS 36JUL/14:51 PAX MODIFIED ADDED JMP

Step 3-Checking the staff will set him direct to a jump seat.

1BOND/JAME+ BENO34 JMP Y ATH M1/75 NA
ID2/STAFFE JANG1
RIL - STARE
NAM BOND/JAMES MA

TRANSACTION HISTORY

1601IMA 172 .25.177.148 LYS 30JUL/14:51 PAX MODIFIED ADDED JMP
1601MA 172.25.177.148 LYS 30JUL/14:54 PAX CHECKED IN JMP
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Step 4- Deleting the JUMPSEAT Items, will give a seat number to the staff.

:BIE200T/22JUL*LYSX, X, LN, =, X
1. 1BOND/JAME+ BNO34 1C Y ATH M1/75 NC
ID2/STAFF JANO1

PIL-STAFF

NAM BOND/JAMES MA

TRANSACTION HISTORY
1601MA 172.25.177.148 LYS 30JUL/14:51 PAX MODIFIED ADDED JMP

1601MA 172.25.177.148 LYS 30JUL/14:54 PAX CHECKED IN JMP
16601MA 172 .25.177.148 LYS 30JUL/14:56 PAX MODIFIED DELETED JMP

It is not allowed to give a jump seat to a seated staff.

Check-In Assistant - W2
PU|-1]=-1> Please offload the seated passenger before making it JMP

Jump seat information is visible on F11 screen.

The jump seat passenger is included in the number of Checked-in passengers
Total in C 013 passengers is including J 01.

SY:BIE200T/223UL LYS/KP OP/NAM HOST
CWT999999 UWTS999131 CAWO00000 UAWOOE000G WIN1 KG NITC
/CSTFEK GTD/F10 POS/GATE BNO34 AKOOQOO CDOOGOO
SD12066 ED1260 C166606 CCOO00

CNFE/Y184 CAP/Y184 AV/Y172 PAD/Y2

*LYSATH R0O28 CO13 06M O5F 02CHD Q1INF BO002 /000030 WCHO1
SBOG2 BOGOO PETCO1 JOl
SAQO3 EXSTO0 XCROG

HL LYSATH/Y184

On loading an UM on jump seat is not allowed on LCA.

You can cancel jump seat by offloading the staff to stand-by once
again; or by offloading (deleting) the staff.
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On loading passenger with GSL limit

If the passenger is on STBY due GSL limit, check the go-show limit.
Increase the Go show limit if possible and on load the passenger.

C@\ecﬁ-ln Assvstant»wz =

PACC:BIE200T/22JULYATH © ©O

752 /CSTEK GTD/F160 POS/GATE BDT1100 SD1200 ED1200 SA1400
1. GRAVAS/COSTA SBOEO6 GSL M1/75 NREC

If Go show limit is not increased, the LCA response will be:

B S5 T i
CKA - CKA Monlul2717:44 XHHost UP <PIDd>
Pax Handling = Gate Act Displays  Lead Agent  Utilities LCAlead LCAMaint Edt He{p

Checke-In Assistant - Wi - ~ :
AC|838|<838> Either weight limit overflow / No seat available, Pls check

When Goshow is increased, it is visible on F11 screen:
GS limit is up to 2, this allows you to accept the passenger.

Pax Handling GateAct Dtsplays LeadAgent Utilities  LCA L

SY:BIE260OT/22JUL LYS/KP OP/NAM HOST
CWT999999 UWT999714 CAWOOR006 UAWEOO0000 WIN1 KG NIC
752/ /CSTFK GTD/F10 POS/GATE BN026 AKGQOO00 CDOOBOO
BDT1100 5D1200 ED12060 CIQO00 CCE000
CNF/Y184 CAP/Y184 AV/Y1E80
#{ YSATH ROG19 (0064 03M O1F BEOGOO /6BGBO0OO
SBOO1 BOOOO
SAB00 EXSTO0 XCROO

- Utilities LCALlead LCAMaint Exit Help

:BIE200T 22JUL LYSX,ACC,ACS, X,
GATE BDTll@@ 5D1200 ED1200 SA1400

1SAINTEXUPERY/ANTO BNO23 12B Y ATH ACS NREC
1SAINTEXUPERY/GERM BNO24 12C Y ATH ACS NREC
1SMITH/ALTIN+ BNO21 12A Y ATH ACS
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On loading UM with when no UM seats shown on seat map
(U characteristic):

If UM seats are visible on the seat map, there is no need to apply following
procedure.

STL limit

nJul2717:5 KHHost UP <]
ate Act Displays  Lead Agent Utilities  LCAlead LCAMaint Bxit Help

PDSP:BIE200T/223UL™ LYSX SBY, X,
752/CSTEK GID/F10 POS/GATE BDTllO@ SD1200 ED12668 SA]

1. 1CAPLIN/ERWA+ SBEOEOS5 STL Y ATH UM . :
pight | CICOUOIN Dt [2210115

Cass [ | Depstn [uvs |

i

Destination ATH

Standby List Accepted List

® Onload Upgrade

© Off To Sby Downgrade

Del Pax ® Notify

Mass Onload © Freeze Pax |l ~
Offload & Rpt ’

L/ SN/ BN/ SB Number -

Onload Class ; lTo Jump

Onload Dest

Oncar Nbr

| Standby Co_m_p!ef;e“ H Flt Status

D-Pool/BagH Print BP

ST e e e

When trying to on load LCA response is:

| CKA-CKA MonJul2717:57 XH Host UP <PIDd>
PaxHandling Gate Act Duspfa;s Lead ﬁ\gen’t mcht:es LCA Lead L,A Mamt Exit Heip

ChecklnAcitane W1
AC|1021|<1021> Pax not meeting Exit Seat Criterion or No Vacant Seat
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Step1- Delete the UM info

PR:BIE200T/22JUL*LYSX, X, LN
1. 1CAPLIN/ERWA+ SBOOO5 STL ATH CHD1/35

NAM CAPLIN/ERWAN MA

TRANSACTION HISTORY

L1486 LYS 243Ul /12:5 MODIFIED GENDER CHANGED
16 5 .148 LYS 243UL/12:3! MODIFIED ADDED UM
1601MA 25 .148 LYS 243UL/12:36 MODIFIED FNAME/SNAME CHANGED
1601MA 125 .148 LYS 27JUL/17:13 MOVED TO STANDBY
1601MA - : . 148 1YS 273U} /17 :59 MODIFIED DELETED UM

StepZ Conflrm the CHILD from the STAND BY |ISt‘

zmm )(HHost up <pm> -

cm ‘cm Mcn Juit

Bt Help

Standby List ‘ Accepted List
| @ Onload Upgrade
Off To Sby Downgrade
|| © Del Pax Notify
@ Mass Onload © Freeze Pax
Cffload & Rpt
L/ SN/ BN/ SB Number _
Onload Class '
Onload Dest
Oncar Nbr
Standby Complete | [ Flt Status I

{ D-Pool/BagH I i Print BP l

LCA response'

T CKA-CKA MonhiZ11600 XHHot UP <PDD> ~
PaxHandling Gate Act  Displays Lead Agent Utilities LCAlead LCAMaint Edit Help

Check n Assnstanf Wl

AC: BIEZOOT/ZQJULYATH @ 0
752 /CSTEK GID/F10 POS/GATE BDT1100 SD1260 ED1260 SA1400

1. CAPLIN/ERWAN BNO27 2A CHD1/35 ACS NW
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Step3- Add the UM info to get the assistance on arrival.

Must be added in the PSM field instead of the UM BOX as there is no UM seat
shown on this seat map.

B TN D IVIFAS (LS RSt § NS ExtrajAdjacent Seats

Occasionally Used Items B Pref um @y

Additional Items ’ .

Weapgns ]

- Extra Seat Seat
| i Class{es) Age Age
] = I [El Reserve
Advisory kems ltems Count/Weight
Local Message ] l Nbr Kilo
Gate Comment ] - I PETC
Pursor Info List ! I AVIH
PaxServiceMsg  |UMNR 10YEARS | Bassinet
Special Meals {none B

Wheelchair {none B Next Clear Bewrn

LCA response:

Check-In Assistant - W2

PU:BIE200T/22JULYATH 6 @

752 /(ESTEK GTD/F168 POS/GATE BDT1160 SD1260 ED12606 SA1400
1. CAPLIN/ERWAN BNG27 2A CHD1/35 ACS Nw
PSM

PSM-UMNR 10YEARS
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FLIGHT STATUS

CTRL+ F12 or open the GATE Act by ALT+G and F
TAB to the flight status field and use ARROW KEYS to move the focus to the
required flight status.

Initial Closure (CI):

SY:BIE200T/223UL LYS/KP OP/NAM HOST
CWT999999 UWT999619 CAWDOE000 UAWOB0OBO WIN1 KG NIC
752/ /CSTEK GID/F10 POS/GATE BNO2S AKQO0QO CDBGOOO

BDT1100 SD12066 ED12600 CI6000 CCOBOO

CNE/Y184 CAP/Y184 AV/Y178

FLYSATH RO20 €006 03M 02F 0O1CHD BOBOL /000000 WCHO1
SBOBLE BOOBO
SA000 EXSTOO XCROO

HL LYSATH/Y184

GS LYS/Y2

Ui B1E200T @ Editing Open

Gated @ Remove Gated

@ Close © Reopen

Closed to LPA Reopen to LPA

© Finalized Reopen Finalized

© Close After Reopen Finalize ® Add PBF Sl Message

@ Flight Held Remove Held

@ Flight Suspend Remove Flight Suspend
@ Mismatch Display Correct Mismatch

Standby Processing

Flight Information

oK © Post Departure Reopen From TC!

Message Text

Radio bottom is on Close, press enter (or OK) and the Initial Closure will done.
The time of closure is set up next to ETD for example Cl 1357(13h37).

SY:BIE200T/223UL LYS/KP CI/NAM HOST

CWT9938999 UWT999619 CAWOO0O00 UAWOOOOOO WIN1 KG NTC

752/ /CSTEK GID/F10 POS/GATE BNO28 AKQOOGO CDOBGEO
SD12006 ED120¢ CI1357 CCOROO

AP o

A PBF message (passenger Boarding Figures) is sent to FIS and
A+ (the Aviapartner load control system).

PBE

BIE200T/22 LYS.CSTFEK.0F0C184Y
-ATH.3/2/1/0.PAX/0/0/6.PCS/0/0/0.WGT/0/0/0
ZON_A/0/0/2 B/6/0/3.C/0/0/1 :
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Final Closure (CC):

Selecting Finalized will set up the final Closure
The time of Final Closure is set up next to ETD for example CC 1404(14h04).

Final Closure is done after all passengers are boarded.

JUATIUIUNIYG  UULL UL DESIUPS  LLUU MYLIG  URIULS  EOeLLUU LM I LA

SY:BIE200T/223UL LYS/KP CC/NAM HOST
CWT999999 UWT999619 CAWO0EGEG60 UAWEOQOEO00 WTN1 KG NTC

752/ /CSTEK GTD/F10 POS/GATE BNO28 AKOO00O CDOGOOO
BDT1100 sSD1266 ED1200 CI1357 CC1l404

CNE/Y184 CAP/Y184 AV/Y178

*LYSATH RO20 CO06 O3M 02F O1CHD BOOGO /000000 WCHO1

To Add Supplementary Informatioln on PBF:

Step1- before selecting the Close radio bottom, select Add PBF S| message.
Fill-in the information and press enter (OK)

T

SY:BIE200T/223UL LYS/KP OP/NAM HOST
CWT999999 UWT9938619 CAWQO0000 UAWOOO000 WINI KG NTC
752/ /CSTEK GTD/F18 POS/GATE BND28 AKROOOO CDOOOOO
BDT1100 SD12600 ED12060 (@ R0101010] CCOBOO
CNE/Y184 CAP/Y184 AV/Y178
*LYSATH R0O20 C006 03M 02F OI1CHD BOORO /000000 WCHO1
o1 5101010 B 510101010]
SA0B0 EXSTOO XCROE
HL LYSATH/Y184

GS LYS/Y2
pign: [N | ©caiins #open
Date }22 juL1s | © Gated Remove Gated

Close Reopen
Closed to LPA © Reopen to LPA

Time
© Finalized © Reopen Finalized

@ Close After Reopen Finalize @& Add PBF 51 Message

@ Flight Held © Remove Held

Flight Suspend ® Remove Flight Suspend
Mismatch Diéplay Correct Mismatch

Standby Processing

Flight Information

oK Post Departure Reopen From TCI

‘Message Text

Step2- Select the option CLOSE for the initial Closure:

On PBF you get the Sl line with comments:

PBF
BIE200T/22 LYS.CSTFK.GFOC184Y

-ATH.3/2/1/6 . PAX/0/0/6.PCS/0/0/6 WGT/6/0/0
ZON.A/6/0/2.B/0/0/3.C/0/0/1 ,
ST 601 UM//02 WCHC //01 WCHR // 03 BUGGIES AT GATE
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FLIGHT HELD:

It allows you to suspend the check-in process.
Remove HELD will allow to re open the flight.

SY:BIE260T/22JUL LYS/KP CC/NAM HOST = LT HEL
CWT999999 UWT999619 CAWGEO0B060 UAWOGOOOEE WTN1 KG NTC
/CSTEK GTD/F10 POS/GATE BNO2E& AKOGOOQO CDOQOOOO
SD1200 ED1200 CI1419 CC1419

CNE/Y184 CAP/Y1B4 AV/Y1l78

*LYSATH RO20 CO006 O3M 02F Q1CHD BOOOO /000006 WCHO1
SBOOO BOOOO
SAQO0 EXSTOO XCRGO

HL LYSATH/Y184

GS LYS/Y2

CHANGES AFTER CLOSURE

Changes cannot be done after Cl or CC closures; you need to reopen the flight
to OP status.

LCA responses:

Check-In Assistant - W2

PDEL | -1]<-1= INVALID FLIGHT : CC §

 Check-In Assistant - W2
PU|-1]|=-1= INVALID FLIGHT : CI

Reopen Finalized: cancel CC and put flight on CI.

Reopen: cancel Cl and put flight on OPEN status OP.
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BOARD/DEBOARD

CTRL+ F8 or open the GATE Act by ALT+G and B

When activating this application, the boarding gate reader is ready to use.

But you can also board manually a flight by inserting the boarding numbers.

T CKALCKA WedJul2014:50 Xbliblost UP <PID1>

Check-In Assistant - W1 .
SY:BIE200T/223UL LYS/KP CI/NAM

PaxHandling GateAct Displays Llead Agent Utilities [CAlead LCAMaint Exdit Help

HOST

CWT999999 UWT999619 CAWBQOORO UAWGOOB0O WIN1 KG NTC

752/ /CSTEK
BDT1100 SD1200 ED12600 CIi445
CNF/Y184 CAP/Y184 AV/Y178
*LYSATH RO20 C006
SBOOO BOOOO
SAQ00

HL LYSATH/Y18

GS LYS/Y2

GTD/F10 POS/GATE BNO28 AKOGOGQOO CDOOOGO

CCo000

03M 02F 01CHD BOOOO /0000060 WCHO1

EXSTOO XCROO

LCA response:

Flight — T Boarded List Not Boarded List
L ot e - Total Pax Deboard All
Mkt Flts | . 1| Options ® Boarding Number
o [ | oo ©sest Number i i
| © Pax Name Number(s] [ERIESTELY
Deboard © All Transits

© Electronic Ticket oK Bisarsing Complets

A5 I MRS DU LD LASRIUY S LAMA S  URRIERGS  EAert LAGAE A SRR AT, R

Check-In Assistant - W1
BBN[0|21/23/26
1. SMITH/ALINEMRS
2. SAINTEXUPERY/ANTOINE
3. GRAVAS/COSTA
3 BOARDED

Passenger’s record: the * indicates that the passenger is boarded.

PR:BIE26G0T/22JUL*LYSX, X,
1. 1GRAVAS/COST+
NAM GRAVAS/COSTA MA

TRANSACTION HISTORY

1601MA 5] .148 273UL/17:
1601MA 28 L 273UL/17: 38
1601MA 25 . 148 27JUL/17:
1601MA 25 - 273UL/17:
1601IMA 75 - 29JUlL/14:

X
BNGO26 =40A

ATH M1/75 ACS NREC NW

MOVED TO STANDBY
DELETED

MOVED TO STANDBY
ONLOADED 40A
BOARDED
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BOARDED LIST

' Passenger List Dicplay o - L :
PDSP:BIE200T/22JUL*LYSX,BRD, X, *,X CC1436/NAM

7h2/CSTFK GID/F10 POS/GATE BDT1100 SD1260 ED1200 SA1400
1GRAVAS /COST+ BNG26 *40A Y ATH ACS NREC
2. 1SAINTEXUPERY/ANTO BNO23 Y ATH ACS NREC
3. 1SMITH/ALIN+ BNG21 Y ATH ACS
Flight = Boarded List Not Boarded List
oarding by:
: - i Total Pax Deboard All
| MKt Fits o Aptions ® Boarding Number
Date - s S Example 22 or 12-33 or 1/3/6/12
Deboard © All Transits e I
© Electronic Ticket 1 oK I Bostding Complats l

NOT BOAR‘D_ED LIST

Passenger List splay

PDSP:BIE200T/22JUL*LYSX, NBRD ,NBRD+BAG, X, #,X CC1436/NAM
752/ GSTEK GTD/F10 POS/GATE BDT11006 SDlZO@ ED1200 SA1400

1. 1CAPLIN/ERWA+ BNO27 2A Y ATH ACS

2. 1SAINTEXUPERY/GERM BNG24 12C Y ATH ACS NREC

3. IWINSLET/KATE BNOG28 2C Y ATH
Flight — " Boarded List Not Boarded List
& oarding by:
ikt Fits = | ropens 8 i N Total Pax Deboard All
Date n A B cut Humber Example 22 or 12-33 or 1/3/6/12

e © Deboard © All Transits
Dep Stn

@ Electronic Ticket

DK Boarding Complete

TOTAL PAX:

“ Passenger List Display

Total /1 Boarded Yet to Board

Joining Pax (63 : 3

Infants 5 0]

e Boarded List Not Boarded List
oarding by:
Feer - Total Pax Deboard All
Optiens ® Boarding Number
S Wiy Example 22o0r12-330r1/3/6/12
©raxiame umberts) |
@ Deboard ® All Transits I - ‘ . I
© Electronic Ticket ’ oK l l e I
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DEBOARD ALL.:

When selecting this option, LCA request a CONFIRMATION:

AR WeamBLW xR aDn

6

Infants 0]

Bosrd/Deboard
Elight — e Boarded List Not Boarded List
T L e : - TJotal Pax Deboard All
Date ﬁ ® Bogrd | Confirm Deboard Of All Passengers Example AL ord235 or 1/3/6/12
Class I R Number(s] v. 5 :
| Yes i Ne l ' . 5 7
2 = & Deboard ] - . I
l © Electronic Ticket [ ot I masinesitios )

When confirming by YES, LCA require the HIGHEST Boarding Number.
Check the F11 screen on line number 3:

SY:BIE260T/223UL LYS/KP CI/NAM HOST

CWT999999 UWT999619 CAWOO00060 UAWGOEE6E8 WIN1I KG NITC

752/ /CSTEK GTD/F10 POS/GATE BNO28 AKOOO00 CDOOOGO
SD120660 ED1200 CcI1445 CCOO00
CAP /Y18 1/

Confirm the Highest Boarding Number and press enter.

| CKA-CKA Wed 201506 XH Host UP <PIDiL>
PaxHandling GateAct Displays Lead Agent  Utililes LCAlead LCAMaint Eat Help

e taDy ,
Total C/I Boarded Yet to Board

Joining Pax - 6

Infants (0]

Flight — e Boarded List Not Boarded List
MktFits | opti . Total Pax Deboard All
Date - " ‘ kample 22 or 12-33 or 1/3/6/12
,f ; B - limber[s]
Class v Highést Boarding Number [s] e
; ©
Dep Stn ~ 23

Bsarding Complete
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GENERATE GATE MESSAGES

To Open ALT+G and G

Lists can be added if needed for a specific station .
Select PRINT List to print.

D CKA-CKA Wed/ul201513 XHHost UP <PID>

PaxHandling  GateAct tead Agent: Utifities  [0Alead LCA MBIt Bat Hé&p

Check-In Assistant - | . .. , ‘ .

SY:BTE200T/223UL LYS/KP CI/NAM HOST

CWT999999 UWI999619 CAWO00000 UAWOBE000 WIN1 KG NITC

752/ /CSTEK GID/F10 POS/GATE BNGO25 AKEO000 CDOOOOO
BDT1100 SD1266 ED1200 €11445 CCOE0O0
/Y184 CAP/Y184 AV/Y178

*LYSATH RQ20 CQO6 O3M 02F 01CHD BOOBO /000000 WCHO1
SEROO BOBOO
SAGB00 EXSTOE XCROO

HL LYSATH/Y184

GS LYS/Y2

Dest

Gate Lists
List 1o be put onboard {P?i_'éﬁaﬁése
List for AVIA files{Accepted, ETL and PBF)

Date [22JUL15 Class |

|

{i

i

Commented Psgrs All | {
Accepted Psgrs All s l
I

|

|

IDM{Industry Discount)

Bl Print List Gate / Alternate Printer Address l - ; ; . - l

Separate addresses with /

Tour Operator Code

Tour Operator l OK | {
Heh. |

i
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CREW SHEET

To Open ALT+G and C

Click on PRINT (ALT+ T)

| Destination | TitBookings

. ;
assenger Names Details Total on Board

Seat Rsvns

l 1241
| e
[

' |
| |

. l l - i Smoking Rows
| =
| |
| |

PETC/WCHR

Excess Bags OK

l ,
|
l

Seat Dest Destl Dest2 Dest3

wemtors (NN R O o
=  m )

waswne [ ] [ I[ 1<E [ [ ‘

N s Nz o (O o |

AVIH/Name | BAKER/JOSEPHINE | A | HT“%‘{ ] Tt ¢

S e e ]

FREES/Name [ | I

; 1

68




BAG DROPOFF

To Open ALT+P and F

This application allows you to scan boarding passes and do simple check-in

transactions.
Do scan twice to open the application.

You add/delete bag in a very short way.
You can add PAX DOC, print or reprint bag tags/boarding passes
You can access to TIMATIC.

CKA - CKA ThuJul301116 XH Host UP «<PID:l>

Dep Stn

B o

‘Add  Total  Add
L /BN /SN Surname/First Pcs  Pcs t  Bag Destination

N s e Ol W

Tag Information

B ‘> I@Up_q © Del

Tag Number({s)

oK Clear PaxDoc Timatic Reprint BT Reprint BP

Check-In Assistant - W2

PR:BIE26OT/22JUL#LYSX, X, LN, #,X
1. 1PUIG/MARI+ 3 3 Y ATH M1/75 URES-BKD NW
ID2/N2 JUNBO

NAM PUIG/MARIA MA

TRANSACTION HISTORY

1601IMA 172.25.177.148 LYS 293Ul /15:37 PAX CHECKED IN 3A
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ACTIVE FLIGHTS

To Open ALT+D and A

This application will show you any initialized flights for any airline at any
station at a certain date.

Airline
Date
Dep Stn

Dest

FD|Q|
IFLIGHT RECORD LISTINGS: ML =** AIR MEDITERRANEE
1. ML6666 ARRIVES STD ETD BOARDS STAT GATE

LYS 06060 09060 0900 (0}:1610] IN PO1
PMI 11600

ML7538 ARRIVES STD ETD BOARDS STAT GATE
LYS 0000 1B 120 1215 IN Qo3
PMI 07010101

ML7094 ARRIVES STD ETD BOARDS STAT GATE
LYS 0000 1350 1350 1250 IN P02
PMI 10101010]

There are several flights.

SSEL EQUIP
SS FHCOA/ 735

SSEL EQUIP
SS FGYAQ/321

SSEL EQUIP
5SS FHCOA/735

A “+” on the right bottom of the screen is visible, push page next.

PN|O|

FLIGHT RECORD LISTINGS: ML *= ATIR MEDITERRANEE
4. ML1984 ARRIVES STD (= D) BOARDS STAT GATE SSEL EQUIP TYPE

LYS QG060 1836 183€ 1730 IN Qo5
TFES 2040

25JUL15

S5 FGYAQ/321 NAM
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LEAD AGENT APPLICATION

To Open ALT+L

Several options are available:

eadhgentl Utlht[es LCA Lead L':A Mami

C reatef Cance[ thht

de‘iz Changc th 1t Infcrmatmn

Equipment Change...
Create Passenger...
PHL Handling...
Levels/Set Limits...
Seatmap Handling...
Information Text...
Dizplay Frequent Flyver
Catering...

Split Party...

Flight Info Display

CREATE AND CANCEL FLIGHT OPTION

To Open ALT+L and C

Thls is avallable for LCA MAINT users. The only chmce is CANCEL

When trying to cancel the flight, LCA require a confirmation YES or NO.

Create/Cancel thht

Flight BIE200T Create
Date 22JUL15 @ Cancel
Dep Stn LYS

Yes

Elight BIE200T Create
Date 22JUL15 ® Cancel
Dep Stn

| Areyou sure you wish to Delete this Flight?

Hpsse




CREATE PASSENGERS

To Open ALT+L and R

This option is used to create a PNL for training flights.
Sending a PNL via FIS to BRUBLXH for a training flight is also possible.

Fill-in the class and select one of the following option:
Name: to create individual passengers
Group: to create several passengers under a group code

Rebate: to create Rebate staff (SA staff).

Add names according to the example and press Enter.

CKA- CKA Thulul301148 XH Host UP <PID>
PaxHandling GateAct Displays Lead Agent Utilities LCALead LCAMaint Bdt Help

Chéck—ln Assistaﬁt : Wi 1

SY:BIE200T/223UL LYS/KP OP/NAM HOST
CWT999999 UWT999206 CAWOGBOOO0 UAWBOOEOO WIN1 KG

Flight |8 Date

752/ /CSTFK GTD/F10 POS/GATE BNG31 AK gute |
BDT1100 SD1200 ED1200 CT0000  CCOO0Q
CNF/Y184 CAP/Y184 AV/Y172 PAD/Y1 Class - Destination —
*LYSATH RO21 CO12  05M O5F 02CHD O1INF BO0O2|

32833 e EXSTO0 XC ® Name © Group © Crew
HL LYSATH/Y184 | @gebate @ Duty

| Surname/First
Example: 2SMITH/A/B;1JONES/B

List # Name
TJour Operator ] : l I ~ I
Infant : ’
Child E
Delete Pax l ' I Not ACC List
Oncar Pax List # Oncar

OK Clear

LCA response:

Lead Agent _Utiities | CAMsint_Ext_H

EN:BIE200T/22JULYLYSATH, X, X, , X
752/CSTFK  GTD/F10 POS/GATE BDT1100 SD1200 ED1200 SA1400

1DUPONT/ALTA+ B2 Y ATH
1DUPONT/JERO+ B2 Y ATH
1SMITH/ED c2 Y ATH
1SMITH/LEA c2 Y ATH
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HOW TO DELETE NAMES

This is only possible if names have been manually created.

Open ALT+L and R
Do not use TAB key.

Fill-in the class and use ALT+A (to see the not accepted List)
Use ALT+X and fill-in the reference numbers 1-5 or 1-4/10
Press Enter to confirm.

Passengers are deleted and disappeared from the PNL.

DELETED means OFFLOADED

CKA-CKA Thulul301158" XH Host UP <PIDL>
PaxHandling GateAct Displays lead Agent Utilities LCAlesd LCAMazint Bat Help

[ Check-In Assistant - W1
PDSP:BIE200T/22JUL*LYSATH,NACC, X, *,X
752/CSTFEK GTD/F16 POS/GATE BDT1166 SD12086 ED12
1AMAR/A D9

1AMAR/B Do

1AMAR/V DS

1AMAR/E D9

1AMAR/G D9
1CHAPLIN/CHAR+ BEIL ETEDR
1DAHO/ETIE+ DELETED
1DAHO/MART + DELETED
1DAHO/CHAR+ DELETED
1DUPONT /JERO+

. 1GARIBALDI/RPAUL + DELETED
1GAVRAS /COST+ DELETED
1GRIMALDI/KELL+ DELETED

Elight

| Class i Destination -

Name © Group @ Crew
Rebate ©Duty

OOONGUD WN

Surname/First
| Example: 2SMITH/A/B;1JONES/B

s
(o)

,_d-
i)
<< <€ << < <

i
N

{65]

List #

Tour Operator ]

Infant

Child

Delete Pax : Not ACC List

Oncar Pax List #

Selected passengers record will be deleted.
Do you want to proceed?

Yes Mo
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LEVELS AND SET LIMITS

To Open ALT+L and L

This option allows setting up the GOSHOW limit, PAD limit or NUMERIC limit
on a flight.
PAD Limit must no be used on LCA.

Olevels
®|GO-SHOW Limit
© Whaitlist Limit

© PAD Limit

@ Qversold Limit
© Numeric Limit

@ Block Space

© Free Space

© Denjed Boarding

Flight

Date

Class

Level

Dep Stn

GO-SHOW Limit

SETTING THE GOSHOW LIMIT (GS limit)

The GS limit is only set up to authorize NON BOOKED passengers (RQ/OPEN)
or PAD acceptance on a flight.

You have to fill-in the number in the GO-SHOW limit field.
The actual request is 10.

PaxHandling  Gate Act

SY:BIE200T/22JUL LYS/KP OP/NAM HOST
CWT999999 UWT999206 CAWOO0000 UAWEOO006 WTN1 KG NTC

752/ /CSTEK GTD/F10 POS/GATE BNO31 AKOO000 CDOOOOO
BDT1100 SD1200 ED1200 CI0000 CCO000

CNF/Y184 CAP/Y184 AV/Y172 PAD/Y1

FLYSATH RO28 CO12 05M 05F 02CHD O1INF DBOGO2 /000030 WCHO1
SBOOGG BEOBEO PETCOL
SA060 EXSTOO XCROO

HL LYSATH/Y184

GS 1LXYS/¥ 10
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HOW TO INCREASE THE GOSHOW LIMIT (GS limit)

If you enter a value as 0, LCA advise that your Go-show limit is greater than 0.

It is now 5.
If you want to increase, you must setup a higher number.

LG

Albleint  Exit Help

heckeIn Assistant—W1

1|<-1> GOSHOW count [5] greater than limit [0O] = e

@©[50-SHOW Limif
© Waitlist Limit
@ PAD Limit
@ Oversold Limit

Numeric Limit

© Block Space

@ Free Space
& Denied Boarding

' Flight

Date EIE

 Clss = ]

Dep Stn -
e

GO-SHOW Limit

{ OK I

If you fill in the number 7, you will get 2 as 5 GS are distributed on the flight:

CNE/Y 154 CAP/Y 154
+*| YSATH RO23 CO12 O5M O5F 02CHD O1INF BOO02 /000030 WCHOT
SBEOG BOOGO PETCO1

SAB00 EXSTEG XCRGO
HL LYSATH/Y154
GS LYS/Y2

If you fill in the number 15, you will get 10 and so on.....

CN 1564 CAP/Y1S8 |
= YSATH RO28 (€012 G5M O5F 02CHD O1INF BOGO2 /000630 WCHOL
SBEOD BOUOO PETCO1

SAQG0 EXSTEQ XCREO
HL LYSATH/Y184
GS LYS/Y10
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HOW TO DECREASE THE GOSHOW LIMIT (GS limit)

If you enter a value as 0, LCA adyvise that your Go-show limit is greater than 0.
It is now 5.

5 NON BOOKED passengers have already been accepted.

So you cannot decrease lower than 5.

O G T e e
Dizplays  Lesd Agent U

Bax Handling
Chec ﬁ';,‘ﬁi’ssfsf;ant» o o . - e
LIM|-1]|=<-1= GOSHOW count [5] greater than limit [0]

Levels

® GO-SHOW Limit
Waitlist Limit

PAD Limit
Qversold Limit

Numeric Limit

© Block Space

Free Space
© Denied Boarding

| Elight

Date

- Class

| Level

. Dep stn

| GO-SHOW Limit

OK

Fill-in 5 and on the F11 screen the GS limit is no more available.

SY:BIE200T/22JUL LYS/KP OP/NAM HOST

CWT999999 UWT999206 CAWOOO006 UAWOOG00E WTN1 KG NTC

752/ /CSTFK GTD/F10 POS/GATE BNO31 AKOO06E CDOGGGG
BDT1100 SD1200 ED1260 CIQ00O CCOO0O

CNF/Y184 CAP/Y184 AV/Y172 PAD/Y1

#L YSATH RO28 CO12 05M O5F Q2CHD O1INF B0OGOG2 /000030 WCHO1
SBOOG BOOGE PETCO1
SAQ0G EXSTOG XCRGO

HL LYSATH/Y134
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GOSHOW LIMIT for MULTI-DESTINATIONS FLIGHTS with NO PNL.

The 2 stations are LCA and there is no PNL on the flight.
The 15t board point station will setup the GS limit for both station to avoid
overbooking.

GS limit for LYS
GS limit for MRS

SY:ML1108/01AUG LYS/KP OP/NAM HOST

CWT999999 UWT999998 CAWGBEO000 UAWOOBEEE WTN1 KG NTC
/EGYAQ GTD/?772 POS/7777 BNOOG AKOOOOGO CDOGOGO
SDO500 EDB506 CI000 CCO000

CNF/Y220 CAP/Y220 AV/Y220

L YSMRS RGEQOO CO00 BOGOO /000000

SBOOO BOOOO

SAQQ0 EXSTOB XCROO
FLYSSPU ROOO CBOO 15101010108 £010101010]0)

SBOOO BOOOO

SAQOO EXSTOG XCROO
TOTALS* ROOO COOO BOOBO /000000

151010108 510101010

SABOG . EXST0G XCROO
HL LYSMRS/Y220 LYSSPU/Y220
GS LYS/Y50 MRS/Y100

GOSHOW LIMIT for MULTI-DESTINATIONS FLIGHTS with PNL.

Do open the GS limit if really necessary as you need to contact the down line
station before accepting NON BOOKED passengers.

NUMERIC LIMIT

This option is used to LIMIT the passenger acceptance on a flight due to a lack
a cabin crew members.
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SEAT MAP HANDLING

To Open ALT+L and S

Use TAB key to navigate.

Select ROW or SEAT by pressing space bar.
ROW: for e.g. 12/14

SEAT: for e.g. 4ABC/5BD

This option is used for:

- blocking/removing blocked seats —X on seat map

- blocking Transit seat/Removing transit seat--T on seat map
- reserving VIP seat/Removing VIP seat—V on seat map

- removing reserved seat

Elight —Qm |osausts | [ g oy Display Upline Seats
| Class . Dep Stn - Create Seats @ Delete Seats
| Dest - Downline Stn ‘ © Block Seats @ Remove Blocked Seats

- ‘ ; @ Group Seats Remave Group Seats
El Row - El'smaoking ; :
- : Block T-Seat Remove T-seat 5
Non Smokin e ; : :

Bl Seat ﬁ 2 @® VIP Seat © Remove VIP Seat
[ i aufer Remove Reserve Delete Reserve

Nbr Seats :

e [E Last Saleable

Added Seats Block Code @ Hard Block

Direction {L/R) ! | Group Code [ . l . ' © soft Block FroeSeat oK $. Map
Flight SE1350, DEE: [V5, ARRIAUN, EGra30, CLV g :

NNNNNN NNNNNNNNNNNNNNNNNNNN NNNNNNNN NNNNNN
22 3.4.:5 61 3 9 HRUVBUBEBITBUINL2DHRXTHEN AU AW HIATRIGA L4 P8 T S E

- Setting the flight as a free seat flight. This cannot be changed after the
check-in has started. You can revert to a seating flight only by cancelling
the flight and reinitializing the flight again.

- Selecting Delete seat —do not use.
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INFORMATION TEXT

To Open ALT+L and N

You can set up to 5 lines.

0K Clear

This information is visible on F11 screen:

axHandling  GateAct Displays Lead Agent Utilities LCALead LCAMaint Exit Help

SY:SE1350/05AUG LYS/KP OP/NAM HOST
CWT9998999 UWT999999 CAWOO0000 UAWOOOO00 WINL KG NTC
: /CGGTS GTD/?777? POS/7777 BNOBO AKOOOOG CDOBOGO
BI8 5D2136 ED213 CIRO60O [@@1016]010]

CENE/N375 CAR/YS5]  AV/AY 351
1. #*LEADER NATH 9851
2. FLIGHT 1H DELAYED INFORM PAX
TRANSIT RGEGG COQO BOOOE /060000

SBOOOG BOOOO

SAQQ0 EXSTOG XCROO
FLYSRUN R0O@1 C000 151010101085/ 4010101016}0)

SBOBO BOBOO

SAQOO EXSTOG XCREO
TOTALS* ROO1 COO0 BOOBO /060000

15101010 BN 510107010]

SAC00 EXSTOO XCROO
HL LYSRUN/Y375

Information text can be deleted or modified.
Select the line and change the text or leave blank to delete.
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