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1) Text Caption : Upon completion of this module you will be able to: 
 

• Acknowledge access agreements 
 

• Create an eAPIS account 
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1) Text Caption : This is the eAPIS Welcome screen.  
 
To submit manifests through eAPIS, you must have an eAPIS account. 
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1) Text Caption : The eAPIS enrollment steps are: 
 

• Complete eAPIS enrollment form and submit information 
 

• Receive an activation email from CBP 
 

• Log in to eAPIS 
 

• Activate your account 

,   4 of 71 
 



M2_Enroll  5/5/2009 

 
Slide4 

 
 
1) Text Caption : For more detailed instructions about navigating this tutorial, select the Introduction to eAPIS module. 
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1) Text Caption : Note that completing this tutorial does not constitute completing the actual enrollment process.  
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1) Text Caption : (Note that completing this tutorial does not constitute completing the actual enrollment process.) 
 
After you complete the eAPIS Tutorial, you must access eAPIS to initiate the enrollment process.  
 
2) Text Caption : Click Enroll to begin the Enroll in eAPIS module.  
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1) Text Caption : The eAPIS End User Terms and Conditions explain the legal agreement you are entering into when 
you choose to use the eAPIS site. 
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1) Text Caption : If you do not wish to be bound by these terms and conditions, you may not use the eAPIS site. 
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1) Text Caption : In the live eAPIS system, use the scroll bar to read all of the terms and conditions. 
2) Text Caption : Select I Agree. 
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1) Text Caption : Click Next to continue. 
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1) Text Caption : This is the Enroll - Select Account Type screen.  
 
Commercial aircraft are defined as any aircraft transporting passengers and/or cargo for some payment or other 
consideration, including money or services rendered. 
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1) Text Caption : Private aircraft are defined as any aircraft, other than government or military, which are not engaged in 
carrying passengers or cargo for compensation. 
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1) Text Caption : Select the type of account you are requesting.  
 
If you submit manifests for commercial and private aviation, you must have two accounts. 
 
2) Text Caption : Select Private Aviation. 
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1) Text Caption : Click Next to continue. 
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1) Text Caption : This is the Enroll-Private Aviation Account screen.  
 
This screen captures information about the eAPIS account holder(s). 
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1) Text Caption : Throughout eAPIS, all required fields are marked with an asterisk(*). 
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1) Text Caption : First, we will enter the Primary Point of Contact (POC).  
 
For this example, we will use Susan Teammember. 
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1) Text Caption : Type Teammember in the Last Name* field and press Tab. 
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1) Text Caption : Type Susan in the First Name* field and press Tab. 
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1) Text Caption : Susan does not have a middle initial, so leave this field blank. 
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1) Text Caption : If you had this information [Middle Initial], you would enter it even though the field does not have an 
asterisk (*). 
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1) Text Caption : Entering as much information as possible will assist CBP in distinguishing your account from someone 
else's who may have the same or a similar name. 
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1) Text Caption : Susan's birthday is November 15, 1970. 
2) Text Caption : Type 11 in the MM Date of Birth* field and press Tab. 
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1) Text Caption : Type 15 in the DD Date of Birth* field and press Tab. 
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1) Text Caption : Type 1970 in the YYYY Date of Birth* field and press Tab. 
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1) Text Caption : You must have an email account to receive your eAPIS activation information and manifest responses. 
 
2) Text Caption : Type steammember@email.com in the email Address* field and press Tab. 
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1) Text Caption : Re-type steammember@email.com in the Re-enter email Address* field and press Tab. 
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1) Text Caption : Enter a primary phone number where you may be reached regarding your manifest submissions or 

eAPIS account. 
2) Text Caption : Type 555-555-1234 in the Telephone Number* field and press Tab.
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1) Text Caption : Enter an Alternate Telephone Number and Fax Number, if available.  
 
In this example, there are no additional numbers. 
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1) Text Caption : Type 1234 Any St. Suite A in the Street Address* field and press Tab. 
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1) Text Caption : Type Any Town in the City* field and press Tab. 
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1) Text Caption : Type VA in the State/Province field and press Tab. 
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1) Text Caption : Type 22000 in the Zip/Postal field and press Tab. 
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1) Text Caption : Type USA in the Country* field and press Tab. 
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1) Text Caption : An alternative point of contact is not required by CBP.  
 
If you would like to designate someone to be able to access your eAPIS account information, enter his/her information 
here. 

,   36 of 71 
 



M2_Enroll  5/5/2009 

 
Slide36 

 
 
1) Text Caption : Next, we will create an eAPIS password. 
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1) Text Caption : Your password must: 
be eight to twelve characters in length,  
begin with a numeric character, and  
contain one of the following special characters:  
~  !  @  #  $  %  ^  &  *  (  )  -  _  +  =  {  }  [  ]  \  |  ;  :  /  ?  . 
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1) Text Caption : More Password Guidelines: 
Once your account is established, if you change your password, it cannot include your eAPIS Sender ID.  
No character can be repeated consecutively more than two times. 
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1) Text Caption : Examples of valid passwords include: 
1Abracad@bra, 3b!indmice and 12gauge$hot 
2) Text Caption : Type 2p@ssWorD in the Create Password* field and press Tab. 
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1) Text Caption : This password is just an example for use in this training simulation.  
Remember the password that you create when you actually enroll in eAPIS. You will need it to access your account. 
 
2) Text Caption : Re-type 2p@ssWorD in the Re-enter Password* field and press Tab. 
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1) Text Caption : Click Next to continue. 
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1) Text Caption : On the Complete Enrollment screen, review your contact information to ensure accuracy. 
 
2) Text Caption : Click Complete Enrollment to continue. 
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1) Text Caption : You will know that you have successfully submitted your account request when you are automatically 

taken to the Enrollment Confirmation screen.  
 

From the Enrollment Confirmation page you will be reminded of the remaining  steps to begin using eAPIS. 
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1) Text Caption : Step 1: You will receive an email from this email heading. 
 
If you do not find this email in your inbox, check your junk email in case it was blocked by your spam settings. 
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1) Text Caption : Here is an example of a confirmation email. It provides your eAPIS Sender ID and Activation Key.  
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1) Text Caption : Your Sender ID uniquely identifies you to eAPIS and must be used each time you log in.  
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1) Text Caption : Your Sender ID uniquely identifies you to eAPIS and must be used each time you log in.  
You will not be able to change your Sender ID.  
Be sure to retain this information for your records. 
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1) Text Caption : The confirmation email also explains the purpose and use of the Activation Key. 
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1) Text Caption : Additionally, the confirmation email explains that an extensive Help system is available for eAPIS users 
within the eAPIS application. 
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1) Text Caption : Screen-level help is available by clicking the Help link at the top of the page. 
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1) Text Caption : Screen-level help is available by clicking the Help link at the top of the page. 
Email assistance is available by sending questions to: private.aircraft.support@dhs.gov. 
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1) Text Caption : You have completed Step 1 of the Enrollment Confirmation process.  
Step 2 is logging in to eAPIS. 
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1) Text Caption : Now that you have your Sender ID and Activation Key, you will access the eAPIS Home page for a 
second time to log in. 
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1) Text Caption : Type your Sender ID, ABCD0123, in the Sender ID field and press Tab. 
2) Text Caption : You must log into eAPIS within 30 days of receiving your Sender ID and Activation Key.  
(You can access the live eAPIS Web site at https://eapis.cbp.dhs.gov.) 
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1) Text Caption : Type your password, 2p@ssWorD, in the Password field and press Tab. 
2) Text Caption : The password you enter here should be the same password that you created during the enrollment 
process. 
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1) Text Caption : Click Log In to continue. 
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1) Text Caption : Click Next to continue to Step 3. 
2) Text Caption : You have completed Step 2 of the Enrollment Confirmation process.  
Step 3 is activating your account. 
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1) Text Caption : After you enter your Sender ID and password for the first time from the Welcome screen, the Activate 
Account screen appears.  
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1) Text Caption : You must activate your eAPIS account: 

• the first time you log in and 
• after you reset your password from the Log In screen. 
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1) Text Caption : You will need the Activation Key that you received in the confirmation email in Step 1. 
2) Text Caption : Type your Activation Key, 1234567a8900, and press Tab. 
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1) Text Caption : Click Activate to continue. 
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1) Text Caption : The Terms and Conditions page displays each time you log in to eAPIS. You must agree to the terms 
and conditions to access your eAPIS account. 
2) Text Caption : Click I agree. 
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1) Text Caption : Click Next to continue. 
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1) Text Caption :  

 
You have successfully completed the eAPIS enrollment process by: 
• logging in to eAPIS with your Sender ID and password within 30 days of enrolling, 
• activating your account the first time you logged in, and 
• agreeing to the eAPIS Terms and Conditions. 
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1) Text Caption : Test your knowledge!  
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After these instructions, the next two slides contain knowledge check questions.  
 
Choose the best answer to each question. 
 

,   67 of 71 
 



M2_Enroll  5/5/2009 

 
 
 

 
 
 

 
Slide67 

 
 
Upon completion of the questions, you can: 
 

• Review your responses. 
 

• Continue to the next module: Crew Maintenance. 
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Multiple Choice 
The eAPIS End User Terms and Conditions: 

 A) Include screen-level help for eAPIS users. 
 B) Must only be acknowledged the first time you log in to eAPIS. 
 C) Must be acknowledged each time you log in to eAPIS. 
 D) Are not required to be complied with in order to use eAPIS. 

 
 
1) Multiple Choice Answer: The correct answer is “C”. The eAPIS End User Terms and Conditions must be acknowledged 
each time you log in to eAPIS. 
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Multiple Choice 
If you submit manifests for both commercial and private accounts: 

 A) You must have two eAPIS accounts. 
 B) You may use the same eAPIS account for all submissions. 
 C) You are not required to specify “commercial” vs. “private” when you enroll in eAPIS. 
 D) You can enroll in the commercial and private account simultaneously by selecting both choices on the 

Enroll - Select Account Type screen. 
 
 
1) Multiple Choice Answer: The correct answer is “A.” If you submit manifests for both commercial and private accounts 
you must have two eAPIS accounts. 
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1) Text Caption : This concludes the Enroll in eAPIS module.  
 
 

,   71 of 71 
 


	Module 2: Enroll in eAPIS


M2_Enroll

5/4/2009



Module 2: Enroll in eAPIS

Slide1


[image: image1.png]

1) Text Caption : Upon completion of this module you will be able to:



· Acknowledge access agreements



· Create an eAPIS account


Slide2


[image: image2.png]

1) Text Caption : This is the eAPIS Welcome screen. 


To submit manifests through eAPIS, you must have an eAPIS account.
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1) Text Caption : The eAPIS enrollment steps are:


· Complete eAPIS enrollment form and submit information



· Receive an activation email from CBP



· Log in to eAPIS



· Activate your account
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1) Text Caption : For more detailed instructions about navigating this tutorial, select the Introduction to eAPIS module.
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1) Text Caption : Note that completing this tutorial does not constitute completing the actual enrollment process. 
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1) Text Caption : (Note that completing this tutorial does not constitute completing the actual enrollment process.)

After you complete the eAPIS Tutorial, you must access eAPIS to initiate the enrollment process. 


2) Text Caption : Click Enroll to begin the Enroll in eAPIS module. 
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1) Text Caption : The eAPIS End User Terms and Conditions explain the legal agreement you are entering into when you choose to use the eAPIS site.
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1) Text Caption : If you do not wish to be bound by these terms and conditions, you may not use the eAPIS site.
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1) Text Caption : In the live eAPIS system, use the scroll bar to read all of the terms and conditions.

2) Text Caption : Select I Agree.

Slide10


[image: image10.png]

1) Text Caption : Click Next to continue.
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1) Text Caption : This is the Enroll - Select Account Type screen. 


Commercial aircraft are defined as any aircraft transporting passengers and/or cargo for some payment or other consideration, including money or services rendered.
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1) Text Caption : Private aircraft are defined as any aircraft, other than government or military, which are not engaged in carrying passengers or cargo for compensation.
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1) Text Caption : Select the type of account you are requesting. 


If you submit manifests for commercial and private aviation, you must have two accounts.


2) Text Caption : Select Private Aviation.
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1) Text Caption : Click Next to continue.
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1) Text Caption : This is the Enroll-Private Aviation Account screen. 


This screen captures information about the eAPIS account holder(s).
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1) Text Caption : Throughout eAPIS, all required fields are marked with an asterisk(*).
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1) Text Caption : First, we will enter the Primary Point of Contact (POC). 


For this example, we will use Susan Teammember.
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1) Text Caption : Type Teammember in the Last Name* field and press Tab.
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1) Text Caption : Type Susan in the First Name* field and press Tab.
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1) Text Caption : Susan does not have a middle initial, so leave this field blank.
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1) Text Caption : If you had this information [Middle Initial], you would enter it even though the field does not have an asterisk (*).
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1) Text Caption : Entering as much information as possible will assist CBP in distinguishing your account from someone else's who may have the same or a similar name.
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1) Text Caption : Susan's birthday is November 15, 1970.


2) Text Caption : Type 11 in the MM Date of Birth* field and press Tab.
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1) Text Caption : Type 15 in the DD Date of Birth* field and press Tab.
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1) Text Caption : Type 1970 in the YYYY Date of Birth* field and press Tab.
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1) Text Caption : You must have an email account to receive your eAPIS activation information and manifest responses.


2) Text Caption : Type steammember@email.com in the email Address* field and press Tab.
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1) Text Caption : Re-type steammember@email.com in the Re-enter email Address* field and press Tab.
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1) Text Caption : Enter a primary phone number where you may be reached regarding your manifest submissions or eAPIS account.


Text Caption : Type 555-555-1234 in the Telephone Number* field and press Tab.
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1) Text Caption : Enter an Alternate Telephone Number and Fax Number, if available. 


In this example, there are no additional numbers.
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1) Text Caption : Type 1234 Any St. Suite A in the Street Address* field and press Tab.
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1) Text Caption : Type Any Town in the City* field and press Tab.
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1) Text Caption : Type VA in the State/Province field and press Tab.
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1) Text Caption : Type 22000 in the Zip/Postal field and press Tab.
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1) Text Caption : Type USA in the Country* field and press Tab.
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1) Text Caption : An alternative point of contact is not required by CBP. 


If you would like to designate someone to be able to access your eAPIS account information, enter his/her information here.
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1) Text Caption : Next, we will create an eAPIS password.
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1) Text Caption : Your password must:


be eight to twelve characters in length, 


begin with a numeric character, and 


contain one of the following special characters: 
~  !  @  #  $  %  ^  &  *  (  )  -  _  +  =  {  }  [  ]  \  |  ;  :  /  ?  .
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1) Text Caption : More Password Guidelines:


Once your account is established, if you change your password, it cannot include your eAPIS Sender ID. 


No character can be repeated consecutively more than two times.
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1) Text Caption : Examples of valid passwords include:


1Abracad@bra, 3b!indmice and 12gauge$hot

2) Text Caption : Type 2p@ssWorD in the Create Password* field and press Tab.
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1) Text Caption : This password is just an example for use in this training simulation. 


Remember the password that you create when you actually enroll in eAPIS. You will need it to access your account.


2) Text Caption : Re-type 2p@ssWorD in the Re-enter Password* field and press Tab.
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1) Text Caption : Click Next to continue.
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1) Text Caption : On the Complete Enrollment screen, review your contact information to ensure accuracy.


2) Text Caption : Click Complete Enrollment to continue.

Slide43


[image: image43.png]

1) Text Caption : You will know that you have successfully submitted your account request when you are automatically taken to the Enrollment Confirmation screen. 


From the Enrollment Confirmation page you will be reminded of the remaining  steps to begin using eAPIS.
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1) Text Caption : Step 1: You will receive an email from this email heading.


If you do not find this email in your inbox, check your junk email in case it was blocked by your spam settings.
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1) Text Caption : Here is an example of a confirmation email. It provides your eAPIS Sender ID and Activation Key. 
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1) Text Caption : Your Sender ID uniquely identifies you to eAPIS and must be used each time you log in. 
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1) Text Caption : Your Sender ID uniquely identifies you to eAPIS and must be used each time you log in. 


You will not be able to change your Sender ID. 


Be sure to retain this information for your records.
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1) Text Caption : The confirmation email also explains the purpose and use of the Activation Key.
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1) Text Caption : Additionally, the confirmation email explains that an extensive Help system is available for eAPIS users within the eAPIS application.
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1) Text Caption : Screen-level help is available by clicking the Help link at the top of the page.
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1) Text Caption : Screen-level help is available by clicking the Help link at the top of the page.


Email assistance is available by sending questions to: private.aircraft.support@dhs.gov.
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1) Text Caption : You have completed Step 1 of the Enrollment Confirmation process. 


Step 2 is logging in to eAPIS.
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1) Text Caption : Now that you have your Sender ID and Activation Key, you will access the eAPIS Home page for a second time to log in.
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1) Text Caption : Type your Sender ID, ABCD0123, in the Sender ID field and press Tab.

2) Text Caption : You must log into eAPIS within 30 days of receiving your Sender ID and Activation Key. 


(You can access the live eAPIS Web site at https://eapis.cbp.dhs.gov.)
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1) Text Caption : Type your password, 2p@ssWorD, in the Password field and press Tab.

2) Text Caption : The password you enter here should be the same password that you created during the enrollment process.
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1) Text Caption : Click Log In to continue.
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1) Text Caption : Click Next to continue to Step 3.

2) Text Caption : You have completed Step 2 of the Enrollment Confirmation process. 


Step 3 is activating your account.
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1) Text Caption : After you enter your Sender ID and password for the first time from the Welcome screen, the Activate Account screen appears. 
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1) Text Caption : You must activate your eAPIS account:

· the first time you log in and


· after you reset your password from the Log In screen.
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1) Text Caption : You will need the Activation Key that you received in the confirmation email in Step 1.


2) Text Caption : Type your Activation Key, 1234567a8900, and press Tab.
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1) Text Caption : Click Activate to continue.

Slide62


[image: image62.png]

1) Text Caption : The Terms and Conditions page displays each time you log in to eAPIS. You must agree to the terms and conditions to access your eAPIS account.


2) Text Caption : Click I agree.

Slide63


[image: image63.png]

1) Text Caption : Click Next to continue.
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1) Text Caption : 

You have successfully completed the eAPIS enrollment process by:


· logging in to eAPIS with your Sender ID and password within 30 days of enrolling,


· activating your account the first time you logged in, and


· agreeing to the eAPIS Terms and Conditions.
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1) Text Caption : Test your knowledge! 

Slide66


[image: image66.png]

After these instructions, the next two slides contain knowledge check questions. 


Choose the best answer to each question.
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Upon completion of the questions, you can:


· Review your responses.



· Continue to the next module: Crew Maintenance.
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Multiple Choice

The eAPIS End User Terms and Conditions:

( A) Include screen-level help for eAPIS users.

( B) Must only be acknowledged the first time you log in to eAPIS.

( C) Must be acknowledged each time you log in to eAPIS.

( D) Are not required to be complied with in order to use eAPIS.

1) Multiple Choice Answer: The correct answer is “C”. The eAPIS End User Terms and Conditions must be acknowledged each time you log in to eAPIS.
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Multiple Choice

If you submit manifests for both commercial and private accounts:

( A) You must have two eAPIS accounts.

( B) You may use the same eAPIS account for all submissions.

( C) You are not required to specify “commercial” vs. “private” when you enroll in eAPIS.

( D) You can enroll in the commercial and private account simultaneously by selecting both choices on the Enroll - Select Account Type screen.

1) Multiple Choice Answer: The correct answer is “A.” If you submit manifests for both commercial and private accounts you must have two eAPIS accounts.
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1) Text Caption : This concludes the Enroll in eAPIS module. 
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