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Welcome:

Traveler Options
.Maintenance

Click Next 1o
continue,

Home | pock (B next |

1) Text Caption : Upon completion of this module you will be able to:
e Create a crew list
e  Add crew information
e  Explain what information will be required for each crew member
e  Update crew information

. Remove crew information
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This is the eAPIS Private Aviation -
Electronic Advance Passenger Informatior Manifast Options screen.

CUSTOMS & BORDER PROTECTION
Intraduction to 8APIS U5, DEPARTMENT OF HOMELAND SECURITY Once you enroll in 2APIS you can log
i EncllineAPIE | in and start from here to perform crew
et maintenance tasks.
T C N ivate Aviaton - anifest Options

Notice of AmvalDeparture:

The Elecironic Acvance Passenges Information System for Private Alrerafl allows auerized users e ability o
Subemdt Mosce of Depanure and Nobice o Arrival manies1s 1o Customs 3nd Borosr Protecion. an agency olne U3,
Depanment of Homeland Security. Please select an option below, or Help for asistance.

- -
“Your curment emal address is: LTEAMMEMDER@email.com . All DHS response emais will be

light Informatian

1 the: "Muchly pramiy account holdor

4 Passenger Information senl to thes omanl address 1 Bhis s ool comect. pledas: e
. g infarmation” option under Manage Account and update your primary contact email address prior to

. o ot of Aurnal or Departune:
Upload & Manifest
Traveler Options Manage Account Upload Manifest
After Manifest Submisssan

— Select on option below o Select an option below to Select the “Upload” option
Manage eAPIS Account update or create your crew manage account information, below or "Download” the
infermation or to submit a Select here to view user latest XML schema.
Hotlce of Deparure or 8 account frequently asked
Notice of Arrival, questions.
Undale or Creste Crew and Pilot Lipdse your password. Liplaad & Genersl Adstion KL
information comgliant document
Mgty primary account falcer
Submif "Notice of Departure™ informanon. Diowndogd jhe iatest Ganazal
Hutation )
Submil "Mefioe of Al Click Next Lo
continue,

1) Text Caption : This is the eAPIS Private Aviation - Manifest Options screen.

Once you enroll in eAPIS you can log in and start from here to perform crew maintenance tasks.

5/6/2009
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This is the eARIS Pri
Electronic Advance Passenger Informatior [anifoat Dptions oo

L& Aviation =
0.

CUSTOMS & BORDER PROTECTION
Intraduction to 8APIS L5, DEFARTMENT OF HOMELAND SECURITY Onca you etirall in eARIS you can log
[ = In and start from here to perform crew
Soclinoflt malntenance tasks.
| Comeomar SSAYKIOn: BenReH Upin Ry 1f you need more detailed Instructions

Notice of AmvalDeparture:

= about navigating this tutorial, select
The Elecironic Advance Passenger Information System for Private Alrc the 1 il fuil

Subendt Netios of Depanure and Nobice of Arrival manifests to Customy f th tion tqh:‘?pl‘{s
Diepament of Homelang Securty, Please 3alect an ogticn below, or b 11OM the menu on L elt.

2 Purcrafl and Crow Info. "
*Your current email address is: LTEAMMEMDER@email.com . All DHS response emads will be
e T ssenl b b el addresss 1 s s nod comeet. pleass selie! the Modily premiey accont holdor
L aRenge. omaen. infarmation” option under Manage Account and update your primary contact email address prior to

. o ot of Aurnal or Departune:
Upload & Manifest
Traveler Options Manage Account Upload Manifest
After Manifest Submisssan

——— Select on option below o Select an option below to Select the “Upload” option
Manage eAPIS Account update of create your craw manage account information, Ielow or "Download” the
information or to submit a Select here to view user latest XML schema.
Notlce of Deparure or & account frequently asked
Notice of Arrival, questions.

rew and Pliot Lpdate vour paBsword Linioad & Geners Adstion L
- comgliant document
ity primary account holder
1o 38N, Diowndogd the latest General
Adation WML Schema Definition

Click Update or
Create ko begin.

5/6/2009

1) Text Caption : If you need more detailed instructions about navigating this tutorial, select the Introduction to eAPIS

module from the menu on the left.
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This is the Crew Maintenance screen, used to enter your crew
Electronic Advance mMembers into cARIS.

Ingroduction 1o aAPIS CUSTOME & BORDER PROTEC
- = WS DEPARTMENT OF HOMELAND SECURITY 5 r
Enroll in eAPIS LAt
m_ Mews Legal Moticea [!]  Log Qut [X] Help 7]
‘Notice of AnivallD : Crew Mainte:
1: Flight Information

< BACK

Create o Update your crew information prioe to submission of a Notice of Departure or Notice of
Anivval. Each fight must have a responsible Pilot that must be designated during the manifest
SUBMISSION PIOCESS

2 Purcrafl and Crow Info.
3 Passenger Information

Hudd Crew Information:

QAN anEeAL Sk e o) Select "ADD CREW" to add 2 new crew to your crew st ADD CREW el

Manags eAPIS Account

il

Crew List e

HName DoB Updare Remove
Information

T [ Click Next to
<mack | |48 rantinue.

1) Text Caption : This is the Crew Maintenance screen, used to enter your crew members into eAPIS.

5/6/2009
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Intraduction to aAPIS
Enroll in eAPIS

Notice of AmvalDeparture:

1: Flight Informatian
2 Purcrafl and Crow Info.

3 Passenger Information

After Manifast Submissian

Manags eAPIS Account

il

This is the Crew Maintenance screen, Used to entel o craw
Electronic Advance members Into cAPIS.

CUSTOMSE & BORDER PROTEC
e nEpantsarnt oF pome. From this screen you will build a list of cew members who could

appear on the flight manifests. For each Notice of Departure or
MNotice of Arrival, you select the applicable crew members for
the flight from your crew list.

Crew Maintenance

< BACK
Create o Update your crew information prioe to submission of a Notice of Departure or Notice of

Ariival. Each fight must have a responsible Pilot that must be designated during the manifast
SUbMISSION OCESS

Hudd Crew Information:

Selact "ADD CREW™ to add a new crew to your crew fist ADD CREW Hay
Crew List: el
HName DoB Updare Remove

Information

T [ Click Next to
<mack | |48 rantinue.

5/6/2009

1) Text Caption : From this screen you will build a list of crew members who could appear on the flight manifests. For
each Notice of Departure or Notice of Arrival, you select the applicable crew members for the flight from your crew list.
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This is the Crew Maintenance screen, Used to entel o craw
Electronic Advance members Into cAPIS.

fikioduction oA ElS ﬁ?‘rm:nﬁ:?:?i,nr I:m:f From Lthis screen you will build & list of cew members who could
P = appear an the flight manifests. For each Notice of Departure or
Enroll in eAPIS Motice of Arrival, you select the applicable crew members for
m the Hight from your crew list
Notice of Anval Departure: b LI 1F you do not add crew first, you will be directed to the Crew

. Maintenance screens from the Notice of Arrival or Notice of
1: Flight Informatian Departure sueens.

T Creatn o Upndatn your crew s e e e S e
2. Aucral and Crow Info. Ariival, Each fight must hive a responsibile Pilot that must be designated during the manifest
3: Passengsr Information b ) o
—
After Manifast Submissian Salact "ADD CREW" to add 3 new coew 1o your crew list ADD CREW Hily
Manage eAPIS Account

Crew List: Help

HName DoB Updare Remove
Information

- - Click Next to
* BAGK | | ™4 continue,

5/6/2009

1) Text Caption : If you do not add crew first, you will be directed to the Crew Maintenance screens from the Notice of

Arrival or Notice of Departure screens.
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This is the Crew Maintenance screen, Used to entel o craw

Electronic Advance members Into cAPIS.

CUSTOMSE & BORDER PROTEC +
fikioduction oA ElS w5 nepanTmENT oF vomer 1M Lhis screen you will build & list of cew members who could
P i = appear an the flight manifests. For each Notice of Departure or
Enroll in eAPIS Motice of Arrival, you select the applicable crew members for

m the Hight from your crew list
HNotice of Anival/Departure: 1f you do not add crew first, you will be directed to the Crew

Maintenance screens from the Notice of Arrival or Notice of

Adfter Mandest Submissian Selact "ADD CREW™ to add 2 new crew to your craw fist
Manage eAPIS Account [

Crew List
Lo begin.

Name DOB

‘F!h“"“’_"!'fm" Departure soeens.,

5 . Greate or Update your crew infi " .

2 e omd G ko | Aal, Each fight must hve o Each Notice of Arrival or Departure must designate a crew
= sub n PIOCOSS member as the Pllot wha is ihle for the timeli
|3:Possenger riomaton | accuracy, completeness and validity of the man

Add Crew Information: Next we will practice adding crew member information.

Click Add Crew

<BACK | | MANIFEST OPTIONS |

5/6/2009

1) Text Caption : Each Notice of Arrival or Departure must designate a crew member as the Pilot who is responsible for

the timeliness, accuracy, completeness and validity of the manifest submission.

Next we will practice adding crew member information.
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e v Crmws Aambar G2 12 tha Crow Dstaits saction of sha paga and earmelats the rgured
Salen. Sadurt Adl Criow 16 884 15 1he el mambar kn

s st & e requaned. Salact thin icon ) dor s bt of spsionn

Crew Desits
i et o oo
s | B

Notice of ArvaliDeparture:
I 1: Flight Information
]z Aurcralt and Groew Ik
liszlw

Upload a Manifiest 2 2 [seem B'
After Manifest Frost Adovesn &
LI AR i |
Car.” : " -
Manage eAPIS Account [ ——re— FMW_ flﬂﬁl‘_ o
e Tacumem Infsmarian
Dacumen 1:
[ncusest Tune: * = i
toes 7 N e Y ]
Dacumem 3 )

— e e e o

Click Next to
continue.

“micn || anooanw|

1) Text Caption : This is the Add New Crew Member screen, used to enter your crew members into eAPIS.
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CUSTOMS & BOROR FROTECTION

iR AR LS. OEPAITMENT OF HOMELARD BECURTY
Enroll in 2APIS

Enter Crew
indlﬁdual m

Details first. Type the information for
members ev_:g:ﬁms It appears on.

Rt M C sl an
Salen. Sadurt Adl Criow 16 884 15 1he el mambar kn

s st & e requaned. Salact thin icon ) dor s bt of spsine

-!znma-_m&nm{ P‘h_|F“m_|l'_|.awﬁ
!i.Puww 1 I_m'wm)'
= r " oy i ﬂﬁ-m

]. Upload a Manilest

e Mankat :
Manags APIS Azcount a ——— . Fm-i' fl:ml“.f
A

B | —

] [ |
C R

Click Next to
continue.

5/6/2009

1) Text Caption : Enter Crew Details first. Type the information for individual crew members exactly as it appears on their

travel documents.
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Craw Datails We will practice entering
i First liame: * Migdle Name fr 1on for Jolly C . b
] |
L Buth. Countryof Buth. ™ Date ol Bitth *
1 Enroll in 2APIS : A -} A 1] N —
Type Crewmember in the Last [ [T

Name field and press Tab, m%mmm:*
i | Setnet |ae

Natice of Amval/Departure:

o

Streat Addoess

oo | | |
s o ZPPosal * Goulry. *
| 3: Passanger ] | | = i .
m Documunt |‘.:.lmm.unn
il . o .
e et ' e T
| | W o ey
[ vmogeesrispecoms [\ docmomz _ S
- F‘W‘i_ﬂ M%. %lumm #ﬁ?&%;ﬁ
L) no YYYY

=3

1) Text Caption : We will practice entering information for Jolly Crewmember.

2) Text Caption : Type Crewmember in the Last Name* field and press Tab.
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Crew Details

Last Name; * ek Migdle Name: Genger *
o — | | 1

Type Jolly In the First Name
Country of Residence: *  Cou field and press Tab.
L] L |

e

Streat Addoess

2 Purcealt and Crow o [ ]

Gy * o, ZPPostal * Countiy. *
[ 3:pessenger | | 1T @ 1L 1@

’ Uplosad s Marist ] Document I‘l:llnllnnﬂnll

1) Text Caption : Type Jolly in the First Name* field and press Tab.

City of Bath, * Date of Sidh *
|

" hainca - Ekpidios Dl
- — | e | e
L | L]
W_EI M%‘ = Fuﬁnﬁ&%

Y L} no

5/6/2009
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Slidel2
: The middle name field
Crew Details
Last Mame: * First Hame: * ~ Mgie Name « has no 3513?"‘5;‘ *) 5{‘“09
Introduction to eAPIS |crewmemte | ooy : | T po mam;.‘ﬁ not have

City of Bath.

ity ol B
However, if the travel
e Signys * Gocument for Jolly
© Crewmember displays his
middle name, type it in
the Middle Name field,

i Enroll in eAPIS m
L2

Notice of AmvalDeparture:

Type loseph In the Middle
MName field and press Tab.

1: Flight Informatian Permanent Address
el oo e St Addisas:
2 Purcrafl and Crow Info.
Cay ® StaleFProance IB/Fgstal. ™ Courliy *
3 passangn | 1 T w— —

W Document Information
Document 1:
ducurmuel Ty, * _ [ucumoot Nerber,  Country of lssuance. Exgiration Date
Adter Manifast Submissian Seiect ~] i) [ 1t 1 —
— W o0 Y
Manage eAPIS Account Document 2:

seect . ] 2 - —

1) Text Caption : Type Joseph in the Middle Name field and press Tab.
2) Text Caption : The middle name field has no asterisk (*) since some people do not have middle names.

However, if the travel document for Jolly Crewmember displays his middle name, type it in the Middle Name field.

13 of 79
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1: Flight Information
2 Purcrall and Crow Info

Crew Details

Last Mama: * Fust liame: * Migdle Mame: Genger *
|Ermwmemter | Liowy | [1oaepn | [seect ]
City of Bath. Slale o Provnce of Buthy. Couniry of Buth. *

[ | 1 | 2

Couniry of Residence: *  Couniry of Citizenship: * ﬂm_hﬁmf.smu:: *
- e et

Jolly Crewmember is male.

Permanent Address
Steeat Adidress ™

I 3: Passengsr ]

Cay * i ZPPostal * Counlry. *
[ ] L] [ L 1e

’ Upload a Manilest

Document Infonmation

i Manage eAPIS Account

1
Dogument Type % Cocumed Number, sunce.  Expation Dale.
| seiect 7 — %0 I:III%M%I

]
Document 2:

T — %ﬁﬁ%ﬁ

ey

=3

1) Text Caption : Jolly Crewmember is male.

2) Text Caption : Click the Gender* drop-down arrow.

5/6/2009
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Crew Details

Last Name: * Fust liame: * Migdlle Name:
Introduction 1o aAPIS [crmamemper | fny | [imaepn

Lty of Biuth, Stale o Provines of Buth.
| |
| ; . i Gwmﬁﬂwmu; * Counry of Citizenship: *  Status: *
: e 2 [ (] | Seinet 'i
HNotice of AmnvalDeparture:

et
Streat Addoess
] 2 furcrat and G o | |
m). - n ol - -
o i - ——
I Upload & Marifest Documnt I‘I_Inunnliml

Document 2:

After Manifest Submission

Manage eAPIS Account

1) Text Caption : Select M from the Gender* drop-down list.

e —— — " -

5/6/2009
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Craw Details
Last Mama: * Fust liame: * Migdle Mame: Gender *

e | ) i
Cily of Biath. Slals o Provnes of Buth. Country ol Buth. ™ Dte ol Sitth *
[ r— i
u

W v
Gaunt ;m_hﬁm_m::*
Type Anytown In the City of | Senetiog

Birth field and press Tab.
rom

Strent
[ 2 Awcrat ana Gaow 10| [ ]

™

s o ZPPosal * Goulry. *
] 3. Passenger ] [ | G i .
[W_ Document |‘.:.lmm.un..
T TR " I
Bt S O — — T - -

i | ] o vy
Manage eAPIS Account Document 2: 3 } . o .
ﬁu;n?wmmm 5 M%‘ %bmm:& P‘% ;
L} no

ey

=

1) Text Caption : Type Anytown in the City of Birth field and press Tab.
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1: Flight Information
2 Purcrall and Crow Info

Crew Details
Last Mama: * Fust liame: * Migdle Mame: Gender *
|Ermwmemter | Liowy | [1oaepn | o Tael
Caty of Bath, . Couniryof Bt *  Olate ol Elitth *
anytnwn | Vghbcht o (7] IL_1#
WM 0O v

Count gﬂu&dms' Country of C2

Type VA in the State or Province of
Birth field and press Tab.
Permanent Address

Steeat Adidress ™

I 3: Passengsr ]

Cay * 0. PPostal * Counlry. *
[ ] L] [ L 1e

’ Upload a Manilest

Document Infonmation

i Manage eAPIS Account

1
Dogument Type % Cocumed Number, sunce.  Expation Dale.
| seiect 7 — %0 I:III%M%I

[

Document 2:

T — %ﬁﬁ%ﬁ

ey

=3

1) Text Caption : Type VA in the State or Province of Birth field and press Tab.

5/6/2009
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Crew Details
Last Name: * First Hame: * Middle Name: Gender *
| = S | o
Caty of Buth, Stale o Provinee of Buth. ol Bith. *  Date of Sirth *
by | fon 1% M-
WM DO YYrT

1o e J Country of Besidence: *  Country of Ctizenship. *
A 2 1@ (S >] | Type USA in the Country of

5 Birth field and press Tah,

et

Streat Addoess

2 Purcealt and Crow o ] [ ]

s o ZPPosal * Goulry. *
] 3. Passenger ] [ | G i .
[W_ Document |‘.:.lmm.un..
T TR " I
Bt S O — — T - -

E 3 L] co Yy
Manage eAPIS Account Document 2: : _ N ,
L} no

ey

=3

1) Text Caption : Type USA in the Country of Birth* field and press Tab.
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1: Flight Information
2 Purcrall and Crow Info

Crew Details
Last Mama: * Fust liame: * Migdle Mame: Gender *
|emamemsar | Lowy | [1oaepn | [u  [ae
City of Bath. Slale o Provnce of Buthy. Couniry of Buth. * Birlh *
anytown | fva | lusa e E; Ir
T
Country of Residence: *  Gountry of Cit
2 L 2 Type 01 in the MM Date of
Birth ficld and press Tab.
Permanent Address
Stioot Addresa: ¥ e
] Jolly Crewmember was
Gy * o EFostal * County bornon January 5, 1968.

I 3: Passengsr ]

[ I T — -

’ Upload a Manilest

Document Infonmation

i Manage eAPIS Account

1
Dogument Type % Cocumed Number, sunce.  Expation Dale.
| seiect 7 — %0 I:III%M%I

]
Document 2:

T — %ﬁﬁ%ﬁ

ey

=3

1) Text Caption : Jolly Crewmember was born on January 5, 1968.

2) Text Caption : Type 01 in the MM Date of Birth* field and press Tab.

5/6/2009
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1: Flight Information
2 Purcrall and Crow Info
3. Passenger Information

Crew Details

Last Mama: * Fust liame: * Migdle Mame: Gender *

|Ermwmemter | Liowy | [1oaepn | o Tael

City of Bath. Slale o Provnce of Buthy. Country of Buth. = Date of Bith *
anytown s, [y

o1 |r I
Wi T

Y
Country of Residence: *  Counry of Ctizenship: *
2 [ 154 Type U5 in the DD Date of
Birth field and press Tah.

Permanent Address
Steeat Adidress ™

Gy * o EFostal * County bornon January 5, 1968.
—— T —— -

’ Upload a Manilest

Document Infonmation

i Manage eAPIS Account

1
Dogument Type % Cocumed Number, sunce.  Expation Dale.
| seiect 7 — %0 I:III%M%I

]
Document 2:

T — %ﬁﬁ%ﬁ

ey

=3

1) Text Caption : Jolly Crewmember was born on January 5, 1968.

2) Text Caption : Type 05 in the DD Date of Birth* field and press Tab.

5/6/2009
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Crew Details

Last Mama: * Fust liame: * Migdle Mame: Gender *
|emamemsar | Lowy | [1oaepn | [u  [ae

City of Buth, Stale or Provnce of Buth. Country of Birth. *  Date of Sith *
anytown | fva usa

b ik i
L oo Y

Country of Residence: *  Gountry of Citizenship; *
2 -] eer v‘ Type 1968 in the YYYY Date
of Birth ficld and press Tab.,
Permanent Address

Streat Addoess

Manage eAPIS Account

—_——
Ciy * o EFostal * County bornon January 5, 1968.
] 3: Passenger ] [ ] 2 LN e
[W_ Documuent |‘.:.|n.....um.
— Document Type, * Ducumont Nusmbet, s s Eation Date,
Ater Wandest Suomisgion [semet " — C ]

L] co Y
Document 2:

o | - % }%m 7] —

ey

=3

1) Text Caption : Type 1968 in the YYYY Date of Birth* field and press Tab.

5/6/2009
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Crew Details
Last Mama: * Fust liame: * Migdle Mame: Gender *
Introduction 1o eAPIS |[cremmemser | ooy | [1oaepn | 0 [
City of Bath. Slale o Provnce of Buthy. Country of Buth. * Date ol Bitth *
anytown s uss o1 [7fos | i[iees
[

of Residence: *  Country of Ctizenship: * Statyz: *
) e ol

o Type US4 in the Country of
Residence fleld and press Tah.

1: Flight Information
2 Purcrall and Crow Info

y ZPPostal * Counlry *
| I—

= ;

| 3: Passenger | [

’W] Document I‘l:llnllnnﬂnll
E-—T— | m— —T S ] T —
W_EI M%‘ %ﬂmmo %ﬁﬁ%"_‘

ey

=3

1) Text Caption : Type USA in the Country of Residence* field and press Tab.

5/6/2009
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1: Flight Information
2 Purcrall and Crow Info

Crew Details
Last Mama: * Fust liame: * Migdle Mame: Gender *
|emamemsar | Lowy | [1oaepn | [u  [ae
City of Bath. Slale o Provnce of Buthy. Country of Buth. * Date ol Bitth *
anytown s uss o1 [7fos | i[iees
WM 00 vy
Cﬂumﬁ of Residence: * of Ctizenship: * Status: *
uss | ) (] | Setnet |ae
N
Pel Add
5,:?(',‘“:::“, :‘“ Type US4 in the Country of
Citizenship field and press Tah.
Ty *

I 3: Passengsr ]

’ Upload a Manilest

Document Infonmation

i Manage eAPIS Account

1
Dogument Type % Cocumed Number, sunce.  Expation Dale.
| seiect 7 — %0 I:III%M%I

]
Document 2:

T — %ﬁﬁ%ﬁ

ey

=3

1) Text Caption : Type USA in the Country of Citizenship* field and press Tab.

5/6/2009
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Crew Details

Last Mama: * Fust liame: * Migdle Mame: Gender *
e — —
ity of Bath, Slale 1 Provncs of Buth. Gnulﬂry ol Buth. * um G r1!|
|anytawn | fua | [us o 1rlos el
HN 'I"l'\
Country of Residence; * Cmmuy of Catizenship; * Cm_bﬁm Statyz: *
uss | ) u
g
:m‘m::mn:d:eﬁ Click the Crew Member
2 Ajrcraft and Crow Info. | Status drop-down armow.
Cay ¥ £EPosal, ¥ Counlry. ¥
e | s f
I Upload & Manifest Document I‘l:llmlnnlinll
Document Type ™ Cocument Number, souance.  Exration Date
At andes Submisson oo  — T - -

i _] W 00 YT
Manage eAPIS Account Uocurment 2:
WT

v

1) Text Caption : Click the Crew Member Status drop-down arrow.

5/6/2009
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1 Enroll in 2APIS

Hotice of Anval/Departure:
2 purcratt and Criw I

Craw Details nate .
Migdle Name:  CREewW or I\inl‘

Last Name: * Fust liame: *

|ermmemser | Lowy | [toazpn

ity of Bath, Slale 1 Provncs of Buth. Guulﬂrv of Birth. * um ] rt"

[Anytawn | va | juss |6 1ilos__Jr
HN

Country of Residence: *  Country of Citizenship; * Em' Statuz: *

(T e 1@ ]

Permanent Address

Streat Addoess

| 3: Passenger ]

Cay * ZPFostal * Counlry, *
[ I :I:IO

1 Upload a Manilest

Document Infonmation

i Manage eAPIS Account

Do Tas
fee i s s S e

[ O
Document 2:

Gt ) o oy o gyt

1) Text Caption : We can designate Jolly as either Crew or Pilot.

ioes ]

YYYY

v

5/6/2009
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Crew Details
Last Name: *

We can deslgnate Jolly as elther

First [ame: * Migdle Name. | Crew or Filot

Linky | |imaepn

Introduction 1o aAPIS [Ermwmemzer

City of Bath.

Enroll in eAPIS |anytomn

Slale o= Prevnce of Buth.
| wa

Permanent Address
Stroat Address

1: Flight Information

2 furcrall and Grew Info
iy *

3. Passenger [

8 -]

Document Infonmation
Upload a Manifiest g

StleFrwance.  ZPFPostal * Country. *
I —

?

- Note: Pilot, for the purpose of
| |ie Private alrcraft APIS requlations,
means the Individual responsible

m Country of Residence: *  Country of Citizenship; *  Grew Mambey fOr operation of an alrcraft while
uss (@) jusa |6 Cainc v in flight.

Jocurmunl Type, * Cucumont Hummbes soundry of lssuanci i
- — | — -
W oo T
Manage eAPIS Account Document 2: = .
Additional Document Typs: Document Number. %n!_munm i :
i ] 2 | —

Click Next to
continue.

5/6/2009

1) Text Caption : Note: Pilot, for the purpose of private aircraft APIS regulations, means the individual responsible for

operation of an aircraft while in flight.
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Crew Details We can deslgnate Jolly as elther
Last Mame; * Fust liame: * Migdle Name. . Crew or Filot

Introduction to adPIS |crewmemzer | Loty | [toaepn s ;
- 3 . .. Note: Pilol, for the purpose o
= > Ca | Burth, i ot f Bith. 3
Enroll in eAPIS |_,:;‘,:M - | ﬁ!:h S besarsd ] lus private alrcraft APIS requlations,
- means the Individual responsible
m Country of Residence: *  Country of Citizenship: *  Grew Mambey 107 operation of an alreraft while
uss (@) jusa |6 caect | |0 filght,

Only one pilot can be entered as

il ol Ifoomation FGrmnAbt A0dibN the Pilot in an eAPIS manifest.
. . ool The person who is selected as
2. Aucral and Crow Info. [ Pilot has the responsibility for
: Cay * StaleEreance.  ZEFostal ¥ Notice of Arrival/Departure and
Lopusmommecn [ | ) 10 [ traveler
=
Documeat Type, * Documont Number,  Country of Istunc ale
e o e
T ————— W T
Manage eAPIS Account Document 2:
i ] 2 | —

Click Next to
continue.

1) Text Caption : Only one pilot can be entered as the Pilot in an eAPIS manifest. The person who is selected as Pilot
has the responsibility for Notice of Arrival/Departure and traveler manifest submission.

, 27 of 79



M3_Crew_lInfo 5/6/2009

Slide27

Crew Details Gl
Last Heme: * First [ame: * Migdle Name: | Crew or Pilot.

e
Note: Pilot, for the purpose of

I‘:“xvlv?'m | lsl:hz]\wn:uwﬂnlh. | E Stivata Sicrafs APIS testilaRGnS:

- means tha Individual responsibls

[ & — § Country of Residence: *  Country of Ctizenship; * tor operation of an alrcraft while

e e 1) ) -m”ﬁm‘. e A fiight

mdm Only ane pilok can be entered as

Pétmanant Addem the Pilot in an eAPIS manifest.

Streat Addoess

The person who s selected as
2 Ancrofl and Crvw Info ] [ J J Pilot has the responsibility for
Cay * . dPFPostal ¥ Nobice of Arrival/Deparlure and
[ 3:pessenger J | Vo —
| Upload 3 Masifest Dicumant Intemedon Any other pilot flying who is not

" the alrcraft commander must be
- m— ——
s [ ] ) - -

ey

1) Text Caption : Any other pilot flying who is not the aircraft commander must be designated Crew.

‘ 28 of 79



M3_Crew_Info

Slide28

1: Flight Information
2 Purcrall and Crow Info

Crew Details

Last Name; * Erst Namg-* Biridle Name:
Crewmambar

ity of Bath Select Crew from the Crew
ﬂnan ~| Member Status drop-down list.

Permanent Address
Steeat Adidress ™

I 3: Passengsr ]

Tty *

’ Upload a Manilest

Document Infonmation

i Manage eAPIS Account

1
Dogument Type % Cocumed Number, sunce.  Expation Dale.
| seiect 7 — %0 L1

Document 2:

1) Text Caption : Jolly is a crew member.

2) Text Caption : Select Crew from the Crew Member Status drop-down list.

¢ Jolly Is & crew member.

Country of Bt *  Date of Sith *
luss |@)

Country of Residence: * G of Citizenship; * Siatus: *
i 301 ence: uxmn'o [} :j;_-?@na U3

0. PPostal * Counlry. *
[ ] e 1L 1o

5/6/2009
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Crew Details

e | =

Last Name: * Furst Name: * Migdle Name: ¢ Jolly Is a crew member.
Caty of Bath, Stale o Provnce of Bith, Country of Bt *  Date of Sith *
_ |anytawn | fva | lusa e ot |[rfos | r[wea
N oo Y'Y

Country of Residence: *  Country of Citizenship; *  Crg
() e 1@ '

Hotice
oo
Streat Addoess
iy * Select Crew from the Crew utal, * Counley, *
Member Status drop-down list, -
|——Ww¢ i Docums -
VN Docurment Type *  Document Number, et Exation Dol
Ades Mandest Submission (et  — T - -
i : W 00 YT
Manags 2APIS Account Document 2 : § J i a
| ﬁu;n?wmmm 5 M%‘ %bmm:& Pﬂﬁ?-_n%:l_l
L} no

ey

T
1 Fi i

1) Text Caption : Select Crew from the Crew Member Status drop-down list.

5/6/2009
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Hotice of Anval/Departure:
2 purcralt and Grew Infn

Crew Details

I 3: Passengsr ]

’ Upload a Manilest

i Manage eAPIS Account

Last Mama: * Fust liame: * Migdle Mame: _L'.enur *
|emamemsar | Lowy | [1oaepn Fiu |
ity of Bath, Slale 1 Provncs of Buth. Guulﬂry ol Bith. * um ol th
[Anytawn | va | juss |6 1iles__Jefe
HN ’1"|’\
Country of Residence; * Cmmuy of Catizenship; * th_hﬁmf Statyz: *
uss | ) u
Permanent Address
Steeat Adidress ™
I
Cay * ZPFostal * Counlry, *
[ ] : 2
Document Inlmmnﬂnn
I.-‘s;m:n.l.l.m. * _
| setct ¥l I: I:III:I!I:I

L] Yy
Document 2:

W;FM%%@W%&%

v

5/6/2009
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| Introduction to aAPIS i

iema murins ® mew moured Seines thin izon i fer & lint of options
Crww Doladts )
e — - — = — |

i} - Ifmff g'“m' ic,.-mﬁ“« Sty *

Parmanant Addres

Gireet Addrasy: & A,
| (Réax e}

- ) s

Dacument

Decument t: _

e | |F — w'l-’l_ r —
Documant % "
fdaninnal Qecumars Type, - (ocument Mumbar,

= s =S B B

P Click Next Lo
[ waes [0 cr continue.

1) Text Caption : Next, we will enter the crew member's permanent address.

5/6/2009
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Crew Details
Last Mama: * First Name: * Migdle Name: Gander *

Introduction 1o eAPIS |[cremmemser | ooy | [1oaepn | 0 [
City of Bath. Slale o Provnce of Buthy. Country of Buth. * Date ol Bitth *

= I B B
Wm0

YYYY
Country of Residence: *  Couniry of Citizenship: * ;mhe_gﬁvm.stm::*
uss | ) u.'.nnwo |trew 2

Hotice of Anval/Departure:
1: Flight Informatian Permanent Address
Steeut Adidress ®
2 Aucralt and Grew I L taghlght b ]

3. Passenger Information

Enter 1234 Anywhere Lane in the

Upload a Manifiest Street Address ficeld and press Tab.

After Manifest Submission

Manage eAPIS Account Uocurment 2:

1) Text Caption : Enter 1234 Anywhere Lane in the Street Address* field and press Tab.

5/6/2009
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Crew Details

Last Mama: * Fust liame: * Migdle Mame: Gender *
e — - — - — "
ity of Bath, Slale 1 Provncs of Buth. Gnulﬂry ol Buth. * um G r1!|
[yt | fva | s Ty 1fles_Jrfe
HN '|"|’\
Country of Residence; * Cmmuy of Catizenship; * mnﬁmm:
uss | ) u
Permanent Address

Stroot Addoess.

2 Aurcrall and Grow Info |1235 Anyweeen Lane ]

Cay * ZEFostal * Country, *
3. Passenger Information [ Highlight B :l -}
l Upload a Mamlest 2

Type Springfield in the City
field and press Tab.

After Manifest Submission

Manage eAPIS Account

1) Text Caption : Type Springfield in the City* field and press Tab.
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Crew Details

Last Name: * First Name: * Middle Name: Gender *
T | [ —— i
City of Bath, Slale o Province of Bith. Couniry o Bith. = Dt of Birth *
— e | e b e
[ YT

of Residence. * mmwo!':‘mnmn (i Qm.hﬁvmm:
0 u

1: rhwt Infwmn Permanent Address
Streat Adidress ™
2 furcrafl and Grow I |1235 Anyweeen Lane ]

Cay * StodePrzance. APPostal * Counley, *
|3 Passenge | = T — -
[W" Document I‘u_.lmmnlinn
— Frm— [u.m - Type CT in the State/Province b o,
After Mandest Submission | Bemct Tl field and press Tab. ;:p

. Manage eAPIS Account | Uncurent 2: o

.'

1) Text Caption : Type CT in the State/Province field and press Tab.

5/6/2009
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Crew Details
Last Mama: * Fust liame: * Migdle Mame: Gender *
e — - — - — "
ity of Bath, Slale 1 Provncs of Buth. Guulﬂry ol Bith. * um ol th
[yt | fva | s Ty 1fles_Jrfe
HN ’1"|'\

Country of Residence: * Cmmuy of Catizenship; * th_hﬁmf Statyz: *
I&r]yo jusa |

Natice of Amval/Departure:

e

Stroot Addoess.

2 furceaft and Crow I |1235 Anyweeen Lane ]

cay * StlePupance. ZPPoual * Country *
]3:Puumr ] [Epregnen ] F_1@ -

Type 06123 in the Zip/Postal

I.b;m:u.l_lm. Encumont Numbet, T
| Bemct — ™ML 1 field and press Tab.
E= T ' 9 ) : (] :

ey

’W] Documaent |..lmm.unn \:‘
3

1) Text Caption : Type 06123 in the Zip/Postal* field and press Tab.

5/6/2009
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Crew Details

Stroot Addoess.

2 Aurcrall and Grow Info |1235 Anyweeen Lane ]

Cay * StoleBrpancy.  ZEFostal, * "
[5.posserge iomaten || iigis o™ &5 Ye
[W— Documnt I‘u:.lmmnlinn
[T — * Locurmnt Nusnbet,
At Mandes Srmission  — ——

Last Mama: * Fust liame: * Migdle Mame: Gender *
e | e | s |

ity of Bath, Slale 1 Provncs of Buth. Gnulﬂry ol Buth. * um o‘ r1!|

anytown | wa | |us

Country of Residence; * Cmmuy of Catizenship; * mnﬁmm:

uss | ) u

Permanent Address

Type USA in the Country
field and press Tab.

Manage eAPIS Account

1) Text Caption : Type USA in the Country* field and press Tab.

5/6/2009
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2 Next, we will complete the Document Information
Electronic Advance Passen! soction of the Add New Crew Member form.

EASTEAN & ISAEER PROTEE

IW] g mboius et
= = fiewn aguMatess |*| ingDut || He(?]

MNotice of AmivalDeparture; R marked * sy iwgeund Setect this con B ki 3 bt of eptions
1: Flight Informatian

esl ama: ¢ Wiy Mo Gandee *

— — B " |
2 Ancrofl and Crvw Info Ciy of Buth Salew Promie sl Bith  CowkyslBet * Qe olBh *
P v ] fess | len rles Jojmes
3 Passengsr Information N -
Courtry of Residence. *  Courtty of Citizenaten: *  Crew Mgriber Statug. *
e | ) |

Upliad 3 Ml
Parmarsent Addrow
Ater Manifest Submissian i .

il

Mansgs eAPIS Account T P
Dasiemeni thombe. Sy of o, Expreation Dalg.
=] =l | muﬂ?.u i) et
Documan Z: ::t:\sa?*;rl:;gl} ) I
ity — I[\aua:muhl:lhﬂ. o ;:_uau.o;dmm Enraunilaw,
et - | f .
i g o ¥

Click Next to
continue.

1) Text Caption : Next, we will complete the Document Information section of the Add New Crew Member form.
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Enroll in 2APIS

Notice of Amhal/Depture

R marked ® gy iwgeund Sebect this con B0 8 3 bt ol eptions

I Upload a Manilest

Adter Manfest

1 1: Flight Informatian ] Coww Dauslls § ,
bt Haa. * o iy Ham Gander *
ey == 2 e -
: Lol ol Bth et * -
i ! e | o — T e
3 Passengar Informatian = " Bia® :
| F,,;‘,‘: (-] %“.n crem o]

Parmarent Addross.
&lﬂdﬂm »

Manags eAPIS Account

°—"—|%“‘?‘°““m"w&"ﬁ“n

m.__._j'kﬁm.&m Hﬁlﬂi& ﬁlllnka .!

Click Next to
continue.

5/6/2009

1) Text Caption : Document 1 is the document that will be presented for entry into the United States, such as a passport
or U.S. permanent resident card.
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of New Crew form

= Document 1 is the document that will be
presented for entry into the United States, sr;nch'
asap L dent card.

T
* Additional documents such as @ pilot's license

Motice of AmvalDeparture. Rk ket ® s gl St <o €an be added In the Document 2 flalds.

or U.s. ¢

Craw Datalls

g . - st e Gancee *

- R [ — ]
2 Aurcaal and Corw Inf Copaie

| 3P Informatian | = || e—] “'.—""ﬁnaj'm—-'
- Passenger n s = = Satis: e SEEF
I: T - IF-T‘-': ] %“.n e | ’
st o Smasen_J | ]
_vnge aris pccou e — ] )
: Documme 1; )
e — B |0 i
= — F"’“";ggwfm’,, 5 -

Click Next o
——— continue,
< mACH || ADD CARY

1) Text Caption : Additional documents such as a pilot's license can be added in the Document 2 fields.
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Crew Details
Last Mama: * First Name: * Migdle Name: Gander *

Introduction 1o eAPIS |[cremmemser | ooy | [1oaepn | 0 [
Caty of Buth, Stale o Provinee of Buth. Country of Birth. *  Date of Sith *
B & B
[T [

Y
Country of Residence: *  Country of Citizenship; * Status: *
Nalice of Amnal/Depaturs; v 10 s 1@ [row (e
; a e
P
Streat Adidress ™
2 Aurcrall and Grow Info |1235 Anyweeen Lane ]

[3:possenger - P ) B &5 2%
[W_ Documnt I‘l:nlmmnlinn
Aber Mandest Submision O — |- -
. Manage eAPIS Account | Uncurent 2: & L

f«mmmm Click the Document . Fzsﬂgfnﬁ._ﬂ% i .
seect Type drop-down amow. ! U

1) Text Caption : Click the Document Type* drop-down arrow.

5/6/2009

41 of 79



M3_Crew_Info

Slide41

Crew Details
Last Name: * Farst Name: * Migdle Name: _ Gender *
e N i S|
City of Bath, Stale o Provnce of Buth. Country of Birth. *  Date of Sith *
— B BT B
WM oo e
| o " Country of Residence: *  Country of Citizenship: * gmuﬂmmm:*
. : uss | ) usa | |trew 2
e

Stroot Addoess.

2 Aurcrall and Grow Info |1235 Anyweeen Lane ]

Chy: * StoteFroance.  JEFgstal * *
]3:Puumr ] [Eprngein | 19 121 =l
I Upload o Manifest Ducumy

L
L] co Yy

Manage eAPIS Account

Il‘l;")' 0 Con ) (] ! f :
U3, Re-entry Perml Travel Duc [T 00 ey
U5, Rl

Pormd Travel Cuc.

1) Text Caption : Select Passport.

5/6/2009
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Crew Details
Last Name: *

Eusi ame. + 1¥PE the document infc that ¢ .
| Liowy with the selected document type in these fields.

Introduction 1o aAPIS [rmwmemnar

City of Bath.

Enroll in eAPIS |anytomn

Slale o |

| s "Q I T ] )
W ] T

— Strol Addiess *

2 Purcralt and Crew I [1234 Amywhers Lane

m Country of Residence: *  Country of Citizenship: *  Crgw Mamber Status: *
uss | ) uss |6 trow (e

Notice of AmvalDeparture:

1: Flight Informatian Permanent Address

Ty *

3 Passenger [Eareghent

StleProance.  ZIEPostal * Counly. ™
& @ =] k=0

Jocument Type, *
After Manifest Submisssan Passuut
Manage eAPIS Account Document 2:

Seect

Document Infonmation
Upload a Manifiest sl

_ Documoot Nember,  Country of lssance. Expitation Date.
=] M [~} [ d —
Lo} Co Y
Type: % Type 987654321 in the Document }_
] Number field and press Tab. l-’

5/6/2009

1) Text Caption : Type the document information that corresponds with the selected document type in these fields.
2) Text Caption : Type 987654321 in the Document Number field and press Tab.
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Crew Details
Last Mama: * First Name: * Migdle Name: Gander *

Introduction 1o eAPIS |[cremmemser | ooy | [1oaepn | 0 [
Caty of Buth, Stale o Provinee of Buth. Country of Birth. *  Date of Sith *
B & B
[T [

Y
Country of Residence: *  Country of Citizenship; * Status: *
Nalice of Amnal/Depaturs; v 10 s 1@ [row (e
; a e
P
Streat Adidress ™
2 Aurcrall and Grow Info |1235 Anyweeen Lane ]

Ciy * Stale/Proance. P Postal * %
[5.posserge iomaten || iigis e &5 e
[W_ Documuent I‘l:llnllnnlinll
[T — L Documont Nisnbet, EH . Expabion Date.
A Mo Sibmiin [ —— - —— |-

i _] Wi 00 YOO
Manage eAPIS Account Uocurment 2: ’-‘

=3 Fﬂmmmm M&‘ Type USA In the Country of
e [v] ! |} Issuance field and press Tab.

1) Text Caption : Type USA in the Country of Issuance field and press Tab.
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Crew Details
Last Mama: * First Name: * Migdle Name: Gander *

Introduction 1o eAPIS |[cremmemser | ooy | [1oaepn | 0 [
City of Bath. Slale o Provnce of Buthy. Country of Buth. * Date ol Bitth *

= I B B
Wm0

YYYY
Country of Residence: *  Country of Citizenship: * Status: *
s |6 jusa |@ B3
HNotice of AmnvalDeparture:
e
Strol Addoess ®
2 furceaft and Crow I |1235 Anyweeen Lane ]
Chy: * SlleFioance. AP Fostal, * *
[ 3 Passenger J [eregres e en | = @
’ Upload & Manifest ['In:lmmnll‘l:llmlnnﬂml
r = Document Type ®  Cocumont Nember,  Country of lssuance
= i N — T
i | W 00 vy
| Manage eAPIS Account Uocurment 2:

Seect [w Type (1 in the MM Expiration ||, ]
o il Date fleld and press Tab. 0 e

1) Text Caption : Type 01 in the MM Expiration Date* field and press Tab.

5/6/2009
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Crew Details
Last Mama: * First Name: * Migdle Name: Gander *

Introduction 1o eAPIS |[cremmemser | ooy | [1oaepn | 0 [
Caty of Buth, Stale o Provinee of Buth. Country of Birth. *  Date of Sith *
B & B
[T [

Y
Country of Residence: *  Country of Citizenship; * Status: *
Nalice of Amnal/Depaturs; v 10 s 1@ [row (e
; a e
P
Streat Adidress ™
2 Aurcrall and Grow Info |1235 Anyweeen Lane ]

[ oo ot | B E2 2%
[W" Documuent I‘l:llnllnnlinll
b Maniest Subrission e —— T s —
. Manage eAPIS Account | Uncurent 2: " AT

Seect [w Type 30 In the DD Expiration [, ]
:I Date fleld and press Tab. Y

1) Text Caption : Type 30 in the DD Expiration Date* field and press Tab.
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Crew Details
Last Mama: * First Name: * Migdle Name: Gander *

Introduction 1o eAPIS |[cremmemser | ooy | [1oaepn | 0 [
City of Bath. Slale o Provnce of Buthy. Country of Buth. * Date ol Bitth *

= I B B
Wm0

YYYY
Country of Residence: *  Country of Citizenship: * Status: *
s |6 jusa |@ B3
Motice of Amval/Departure:
Pormanent Addtss
Streat Adidress ™
2 furceaft and Crow I |1235 Anyweeen Lane ]
Ciy * StalePuance.  ZPPostal, * *
] 3: Passengsr ] [Eprngein ] :ln- 2 !:lmm u= |

’ Upload & Manifest Document I‘l:llnllnnﬂnll

r = Docwment Type ™ Cocumost Nember,  Country of lstane. Expation Dale.
[Passaart [v] [ ] %0 IR T |
i | ] 00 Yooy
| Manage eAPIS Account Uocurment 2: A

Sewct |~ Type 2013 in the YYYY Expiration
o - Date field and press Tab.

1) Text Caption : Type 2013 in the YYYY Expiration Date field and press Tab.

5/6/2009
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Craw Details Once you have cmnﬂ'eu’ed the required fields
Last Mame; * Fust liame: * on this screen, you have completed the basic

Introduction to adPIS |crewmemzer | oty | procedure to add a aew member,
- = City of Bath. Sale o Provnes trwun: USRI LR
Enroll in APIS |anytomn | fva | lusa e ot |rlos |r[toss

'] oo
m Country of Residence: *  Country of Citizenship: *  Crgw Mamber Status: *
uss | ) uss |6 trow (e

1: Flight Information

Permanent Address
Steeat Address

2 Purcrafl and Crow Info. |"3‘ Amywiern Lono
Gy, * StleFroance.  ZIPPosal * Counly ¥
5 Passenge omes 1E o b= | le
==
Fosor 7 o m— S

Manage eAPIS Account Document 2: = - - “
et :] |0 ™1} A 0o i YYYY

Click Next to
continue.

1) Text Caption : Once you have completed the required fields on this screen, you have completed the basic procedure to
add a crew member.
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Crew Details

Last Mame; * First [ame: * . Migdle Name: Gender *
Introduction to aAPIS [commmemser | Loy [1macpn ™
P — City of Bath. Slale o= Prevnce of Buth. Country of Sk, *  Date ol ik *
Enroll in APIS |anytomn | fva | lusa e ot |rlos |i[toss
'] oo YYY
m Country of Residence: *  Country of Citizenship: *  Crgw Mamber Status: *
uss | ) uss |6 Crow |
Notice of AmvalDeparture: m
1: Flight Informatsan Permanent Address [Crew |
T Strot Addess * %
2 purcralt and Criow I 1238 anyueeee e Ypun are not required to provide an Additional Dacument Type
Cay * If your crew member Is designated Crew.

3: Passanger [Eareghen
==
; cusnent Type, * _ Document Nember,  Counfry of issuance.  Expabion Dale
After Manifast Submissian Fasport [v] [emesszzr | [i=a (@ er  |rfse Jrfens
S — '} oo Y
Manage eAPIS Account Document 2
Additional Docyment Typs: Dacument Number- ; 4
{ st [¥] 2 e

Click Next to
continue.

1) Text Caption : You are not required to provide an Additional Document Type if your crew member is designated
Crew.
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Intraduction to aAPIS
Enroll in eAPIS

1: Flight Information

2 Aurcralt and Crew Info.

Crew Details

Last Mame; * First [ame: * Middle Name: Gender *

|eommmemser Linny | [toazpn Fv Tael

City of Buth. Slale o1 Provnce of Bith. Country of Buth. *  Date of Birh *

|anytomn | fva | lusa e ot |rlos |i[toss
W ] T

Country of Residence: *  Country of Citizenship: *  Crgw Mamber Status: *

uss | ) uss |6 Crow |

Permanent Address Crew

Strot Addess *
1234 Anywhaes Lane You are not required to provids an Additional Daciiment Type
City * If your craw member is designated Crew.

3 Passenger

[pregnen

After Manifast Submissian
Manage eAPIS Account

If your crew member is designated a Pilot, you must provide

Document Infamation ghe pilot license information in the Document 2 section below.

Document 1:
Locurment Type, * e e P T
Passport [v] [pemessaa uss |6 or /[0 JuBens

M 0

Document 2:

| seect [»] frasrire ] - J’T’

| click Add crew
to continue.

5/6/2009

1) Text Caption : You are not required to provide an Additional Document Type if your crew member is designated

Crew.

If your crew member is designated a Pilot, you must provide the pilot license information in the Document 2 section

below.

2) Text Caption : Click Add Crew to continue.
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Electronic Advance Passenger Informatioi This is the Crew Maintenance
CUSTOMS & BORDER PROTECTION sueen where you can update crew
Infroduction to aAPIS U.5. DEPARTMENT OF HOMELAND SECURITY information.

Enroll in eAPIS Wi CBQETNGNCAS [Y]  Log OUT[R] MR

Crew Maintsnance

= BACK

Notice of AmvalDeparture:

1: Flight Informatsan Creste or Update your crew information prioe to submission of & Notice of Departure or Notice of
S Arrival Each fght must have a responsible Pilot that must be designated during the manifest
2 purcraft and Grow Info submigsion process

SEpEsagn ey ation. A Cronw Information:

i

Saelect "ADD CREW™ 10 add a now ciow to your crow list ADD CREW Holp
After Manifast Submissian
Crew List Help
Manags eAPIS Account
Hamuo DoE Upadate Remove
Informaton
Crewmembsar, Jolly 01/05/0968 EI

HANIFEST OPTIONS
Click the arrow under Update [ ————————————
Information Lo begin.

1) Text Caption : This is the Crew Maintenance screen where you can update crew information.

2) Text Caption : Click the arrow under Update Information to begin.
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Intraduction to aAPIS
Enroll in eAPIS

Notice of AmvalDeparture:

1: Flight Information

2 Aurcralt and Crew Info.

3 Passenger Information

Upload a Manifes

After Manifast Submissian

Manage eAPIS Account

i

Crow Detaits Practice correcting Jolly Crewmember's
‘ First Nama: * Mige Zipf Postal code.

[crewmember ony |

one
City of Birth State or Provins of Dinh It should be 06125 rather than 06123,
g—q—w,.,w.. T — | BT e |

kD i - Spatye- * =
%mm:‘ Cauntry of Citizenshig: w.’dzfmau
ET ~ ] sa B Créw |

Permanent Addiess
Sirest Address: *

[1238 anywhere Lane ]
City. * Sipte/Provings: 2P == Country: *
[sornate S~ ] !:usa 2
Dacument Information - == B
Document 1:
Decument Typs: * 0 Type 06125 In the |y of issuance:  Expiration Date:
Pasagari »| |1 Zip/Postalfleld. | |@ o1 |ifae |ffeerz
u ] YYYY
Document 2:
Additional Documant Typa, Document Number,  Coundry of lssuance:  Expiration Date:
Swlect :j_ [ (] ! H
i o0 Yy

1) Text Caption : Practice correcting Jolly Crewmember's Zip/Postal code.

It should be 06125 rather than 06123.

5/6/2009
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Crow Detaits Practice correcting Jolly Crewmember's
‘ First Nama: * Mige Zipf Postal code.

Permanent Address

1: Flight Information
R i Strest Address: *

2 Purcrall and Crow Info 1ZM Anywhers Lane |

Document Information
Document 1:

Recument Typs; *
After Manifest Submissian Pasagari a ] s

Manage eAPIS Account Document 2:

Upload & Manifes
Type 06125 In the |y of lssuance
Zip/Postal fleld. | |

i

1) Text Caption : Practice correcting Jolly Crewmember's Zip/Postal code.

It should be 06125 rather than 06123.

2) Text Caption : Type 06125 in the Zip/Postal field.

|
Ingrad) abPl5 [Crewmemtsee = o
Enroll in 2APIS |amytewn A [ usa &) i

4 - Ci it * L= -
| Cauntry of Citizenshig:
el fompafedet Ganyd g

Notice of AmvalDeparture:

- City: * Siate/Province.  ZIP/Postal. * Country: *
3: Passenger Information [Sprmgned o @ [t buz] o5+ |6
: 4.

5/6/2009
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Intraduction to aAPIS
Enroll in eAPIS

Notice of AmvalDeparture:

1: Flight Informatian
2 Purcrafl and Crow Info.

3 Passenger Information

After Manifast Submissian

Manags eAPIS Account

il

For more Informatlon on editing a crew

Electronic Advance P: ger Inforr ber or pllot's Information, you can work
STOMS & BORDER PROTECTION through a brief practice scenario that will
LS DEPAREAMENT OF HOMELAND SECURITY Jaunch in a separate window.

Mews Lagal Notices 111 LegDutlX] Help[7]

Crew Maintenance

< BACK

Creale or Upelist your erow wdanmition pnar b submissian of a mandieat. Fach Sghl must ha a
responaible Pilot that must ba designated during the mandast submissian process

Add Crow Information:

Seloct “ADD CREW” 1o add a new crow 1o your crew list ADD CREW Halp
Crew List Helg.
Haane nos Update Remove
Information
Crawmambar, Jally 12/05/1968 ~ =

<BACK | | MAMIFEST omons—l

Click Next to
continue.

5/6/2009

1) Text Caption : For more information on editing a crew member or pilot's information, you can work through a brief

practice scenario.
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eAPIS Scenario: Crew Maintenance
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eAPIS Scenario
Crew Maintenance
Electronic Advance P ger Infor ion Syst ) 2)

CUSTOMS & OOROER PAOTECTION
U.E. DEPARTMENT OF HOMELAND SECURITY

i
Hows: Logal betiees [y this scenario, you will learn

Privats Aviation - Manifest Options hm.to. edita n.-ew RUEUREE
E pilot's information.

The Electronic Advance Passenger Information System for Private Alrcrafl allows authorized users the abiy 1o
Submit Notice of Departure and Notice of Arval manifests 1o Customs and Dorder Protection, an agency of the U.S.
Depamment of Homelznd Security, Pleass select an option below, or Help for assistance

our curment email 0dress s A4 DHE response emails will be sent1o Mis email
aadress. M his k5 nok comect, pleasea alec tha Wodity pnmary account holgar informalian” opton under Manage
Account and update your primary address prior ko ot a Hotics of Amval of Departe

Manage Account Upload Manifest

Click Update or Create Crew and Pilot | ) .
Information to modify an existing crew  plect an aption below to Select the "Upload™ aption

ber's inf E fanage account infarmation. burlaw or “Thownload” the
member’s information. slect hare to view user latest XML schema.
N—— —_— w2tount frequently asked
Notice of nh\/ questions.
Syl a Goneral Adsar 3L

compliant docurment

it Griabe Crow and Pilol) Updgte your password.
Infarmition

Mggity primary account halder
Submit “Netice of Deparure” infarmasion. Downlead the Istest General
Autgtion XML Schema Definition

Submil "Notice of Armval

1) Text Caption : In this scenario you will learn how to edit a crew member of pilot’s information.

2) Text Caption : Click Update or Create Crew and Pilot Information to modify an existing
crew member’s information.
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[ wdobe Flash Player 10 BEE

!Elr Vew Gertd el
eAPIS Scenario
Crew Maintenance

R P i G
Elec Ac F ger Infor n Sy
CUSTOMS & BORGER PAOTECTION
U5, DEPARTMENT OF HOMELAND SECURITY

Mews (egai Notee: This s the
y Maintenance screen.

Crew Maintenance
= BACK
Create o Update yaur coow mfomtion por o submission of a manifest Each light must hise a
responsible Pitgf that must be designated dunng the manifast submission process
Add Crow Information:
Seloct “ADD CREW to add & nisw ciow to your crow st ADD CREW Help
Click the Update Information arrow to
Crew List: ‘ change Jolly Crewmember's information.
Naimi DoR 1 Remove
Infa, fation
111870 I =

Croswmermber, Jolly

| < mack | | waniFesT orTions

Back

1) Text Caption : This is the Crew Maintenance screen.

2) Text Caption : Click the Update Information arrow to change Jolly Crewmember’s

information.
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| B Adabe Flash Player 10 B E=]

[5e e gorvd &b
eAPIS Scenario
Crew Maintenance
Update Crew Member -

Crorw Dutails
Last Name: * First Name: * Middle Name Gender *
Crewmemter ]| [ [ose= ] » v | T@change Jolly Crewmember
City of Binh: Stat or Province of Binh: Coupiry of Bath: * Dt from Crew to Pilot, you need to

[ Kl | jusa @ 1 change his Crew Member

v Status in the Crew Details
;e:w._\ﬂ.e_l:?ter Statuz. * section of this form.
Lrow i3 You also must add his pilot's

license infarmation in the

Country of Residence: *  Country of Citizenship: *
Jues | € s | €

Parmanent Address

Stroel Addioss W | Dacument 2 section.
[122 Amypinen
Cily ¥ StaleProvince. ZPPadal  Country *
C o e 1wl
Document Infarmation
Document 1:
Dogument Type: * _ Document Hymbar, — Country of Issuance.  Exparation Date
| Passgort v [f2a4seman 2 [ /]
Documant 2:
Suldibonsd Decument Type. Document Humbsr,  Counlry ol fasyance.  Expsmaleon Dale.
| Srieet Tl | [ ! I
W oo Y

"1 Click Next to continue.

5/6/2009

1) Text Caption : To change Jolly Crewmember from Crew to Pilot, you need to change his

Crew Member Status in the Crew Details section of this form.

You also must add his pilot’s license information in the Document 2 section.
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eAPIS Scenario

Crew Maintenance

Update Crew Member

Crow Details |

Last Name: * First Name: * Middle Mame Gandar *® | Smr oo pram—

pn | folame®  Welane ) e | First we will change his Crew

City of Birth: S1al2 or Province of Binh: Country of Barth: * Dt nemberStﬂm .

[ | | s |@ i Jifn Jefsre ]
- — — L oo Yy

Country of Resi *  Country of Cifj
jusa_|€) lusa |

Permanant Address
Stroel Addross
[122 Amypinen |

City StatePrpance,  JPPodal,  Counlry, *
L 1o e Jhs @
Document Information

Document 1:

| Passgort - [v] [24zees : ] [] ; :l*l:’l:l

XYY

Document 2:
Document Numbser,  Counine of Besvance.  Expalzon Dals.
| et »| | 2 ! !
[ [T

T

<] Click Next to continue,

Next

1) Text Caption : First we will change his Crew Member Status.

5/6/2009
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eAPIS Scenario
Crew Maintenance

Update Crew Member

Crew Detalls

Last Name: * [lrs3 Name: * Middle blama: Gandar *

[Crewmemoer | [eome | [ses2| Click the Crew Member Status
lcny of Birth: | lsme o Province of Binh: | drop-down arrow.

Country of Residence; *  Country of Citizenship. *  Cre
ues @) uss |6 |

Permanent Address
Street Address: *

123 Anypiace |

City: * StateProvince.  ZIPPostal,  Country, *
ety 2 [22000 uss |6
Document Information

Document 1:

Dugument Typs, * Oocument Number, — Country of suance. Exabon Dale.
(Pasor ) (e e -] - —
uN oo YYYY

Document 2

. Document Number,  Counley of Bsuance.  Expratbon Date.
(st - | - -] - —

[T] YV

1) Text Caption : Click the Crew Member Status* drop-down arrow.

5/6/2009
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& kdobe Flash Player 10 SoE
Fie pew Contd e

eAPIS Scenario

Crew Maintenance

Update Crew Member

Crew Detalls
Last Name: * First Name: * Middle Hama Gandar *
- |rrr—
Ebiid i ] [sone ‘e8| Salect Pllot from the Crew
City of Birth: Eaate or Province of Binh: | Member Status drop-down menu. A
[ 1 | S = e
Country of Residence; *  Couniry of Citizenghip; *  Crew Member Status: *
jusa i s |6 cevw |
[Eetee
|
Permanent Address L
Strest Address *
123 Anyoisce |
City: * Stete/Province.  ZIP/Postal Counu;l'. =

. [ 22000 jusa |

Document Information

Document 1:

Jogumint Typ * Jocument Musmbes Country of Bsuance.  Expuaton Dali

Fassport v [12m4seman C e I 1
frm [

Document 2

Addilional Document Type,  Documend Nurber  Counlry of kssusnce.  Expation Date

[seeet 7 — ) ] ] - —
[ ) T

@@

1) Text Caption : Select Pilot from the Crew Member Status* drop-down menu.
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B Adobe Flash Player 10 ==
e ¥ew Contdl o
eAPIS Scenario
Crew Maintenance
Update Crew Member
Crew Detalls
* First Name: * Middle Hame: Gender * : . .
Crewmemes | [sor osen ] (v [vl] The next step is to enter your
City of Birth: Egte or Provinge of Birth: Country of Bath * [ PllOE'S license In the
| ] | | Juss |6 (11 | Document 2 section.
uk -
Country of Residence: *  Couniry of Citizenghip; *  Crew Member Status: *
jusa i s |6 Pt
Permanent Address
Strest Address *
12 Anyplace |
City: * StateProvince;  ZIPPostal,  Country *
ety | 2 23000 |usa =ﬂ
Document Infarmation
Documant 1;
Passport [v] [1zmseran C e [ ! 1
Document 2 = =
Addibonal Docymend Type,  Documed Wmber,  Country of Bisuance.  Exalon Cale,
s | — 7 - —
[ 00 vy

1) Text Caption : The next step is to enter your pilot’s license in the Document 2 section.

5/6/2009
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eAPIS Scenario

Crew Maintenance

Update Crew Member

Crow Details
-

Last Name. Eirs Name * Middle Name Gendar. *

[Crewmemer N — [ T

City of Birth: Sate or Province of Binh: Country of Bath: *  Date of Binh *

[ il [ luss_|@ (LT LT
L) oo Yy

Country of Residence: *  Country of Cit o  Status. *

Jues | € s | € [P o

Parmanant Address

Stiowd Addioss

[122 mypinen |

Gilty * StaloPronce.  ZPPudal.  Country, *

L@ e bs (@

Document Information

Click the Additional Document| .. oo e :  Expioaticn Dite:
Type drop-down arrow. [favseres | %ﬂm 7
g uN

[T XYY

Document 2:
Audilipnal Do

menl Typs Documend Number,  Counlry ol esvance.  Expafalen Dale,
{ Soket | ) M1
ue [} anad

1) Text Caption : Click the Additional Document Type drop-down arrow.

5/6/2009
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ERe pew foovd b

eAPIS Scenario

Crew Maintenance

Update Crew Member

Crew Detalls

Last Name: * [lrs3 Name: * Middie Hame: Gender: *

[Crewmemoer | [eear | [iosem v [w

City of Birth: Eaate or Province of Binh: Country of Bath: *  Date of Bitth *

| Tl | jus2 16 [ il ipem
[T] [ Oy

Country of Residence; *  Country of Citizenship: * 1 Status: ¥

u.r.nnwg liss U’o W

Permanent Address
Street Address: *
[z ampiace ]
City: * StateProance.  ZIPPostal,  Country, *
. 2 [22000 uss |
) Docurment Information
Select Pliot's License from the Oocument Nusnber, — Country of Esuance.  Expuation Cale
drop-down list. [134sa7an 0 -] | ! |
- uN oo YYYY
- I
u oo Yy

1) Text Caption : Select Pilot’s License from the drop-down list.

5/6/2009
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B Adobe Flash Player 10
e Wew Contol Helo
eAPIS Scenario
Crew Maintenance

=EE

Update Crew Member

Crew Detalls
2 Cirst Name: * Middle Name Gender: *
Crewmamesr | [on 1osacn I (v [xl
“Birth A
When you select a second ds you

must also enter Document Number,
Country of Issuance and Expiration Date.

If your document does not have an expiration
date (as is the case with a U.S. pilot's licence),
do not complete the Expiration Date fields.
eAPIS will give you a green WARNING, but

you will be able to proceed. | ZIPPostal,  Country, *

L ¢ [ezo0n |usa =9
Document Infarmation
Documant 1;
Jocument Ty, *  Docurient Nusribe Country of Bisuance.  Expeatsan Daly
Passport v [12m4seman C e ! 1
Document Z;
Pics License 1] | [1zaasarmn 1| (s | |

rrr— SmT T v

1) Text Caption : When you select a second document, you must also enter Document
Number, Country of Issuance and Expiration Date. If your document does not have an
expiration date (as is the case with a U.S. pilot’s license), do not complete the Expiration
Date fields. eAPIS will give you a green WARNING, but you will be able to proceed.

65 of 79



M3_Crew_lInfo 5/6/2009

Slide53-L
: =
Crew Maintenance
Update Crew Member
Crew Detalls
Ly First Name: * Middle Name Gendar: *

Crewmamesr | frewr [iosemn ] (v [w] After you have made the

City of Birth: Etate or Prevince of Binh: Country of Buth: * Dt appropriate changes, please

[ | | s [ 1| review the crew member

4 Information.
Country of Residence: *  Country of Citizenship: * Cﬁ{ﬂ_"dg_rlvwr Stalug; *
Pt s

Pl Licenise [¥] [izaasaren |
|

member modifications.

[usa (] uss |6

Permanent Address

Strest Address *

123 Anyplace |

City: * Stete/Province.  ZIP/Postal Counu;ll o

| Lmetry { 2 22000 s |6

Document Intormation

Documant 1;

Jocument Ty, *  Docurient Nusribe : {Eusncn. Expuatsn Caly

Passport v [12m4seman C e ! 1
Document 2 T

fuilivad Docymend Type, cumont Hyen Click Save to complete your crew ‘

@@

1) Text Caption : After you have made the appropriate changes, please review the crew
member information.

2) Text Caption : Click Save to complete your crew member modifications.
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eAPIS Scenario

Crew Maintenance

Click the Close button to return to
the eAPIS Notice of Departure
& Arrival module.

|Elacironic Ad P ger Information System
CUESTOMS & NOAOER PAOTECGTION
ALE. DEPARTMENT OF HOMELAND SECURITY

News Legai Nofiees

Ci N o b m A
3 crew members status.

Grsatie o Uptlater yaur crow mfomsation pror o submission of - mandest. Each ight must hive o
reapensible Pigt thet must be designated duning the manifest submission process

Add Crew Information:

Select "ADD CREW™ to add & new crew 1o your crew list. ADD CREW Holp.

Crew List:

111970

5/6/2009

1) Text Caption : Congratulations! You have successfully modified a crew member’s status.
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Intraduction to aAPIS
Enroll in eAPIS

Notice of AmvalDeparture:

1: Flight Informatian
2 Purcrafl and Crow Info.

3 Passenger Information

After Manifast Submissian

Manags eAPIS Account

il

1) Text Caption : From the Crew Maintenance screen, you can also remove crew members from your crew list.

Electronic Advance Passenger | FTom the Crew Maintenance screen, you can

e ] also remove crew members from your crew list.

LS. DEPARTMENT OF HOMELAND S5

e

Mews Legal Notices (1] LegDut (X1 Help [7]

Crew Maintenance

< BACK

Croate or Upeit your erow mdarmation pnar b submission of 2 mailest. Each Sght must hae a
responaible Pilot that must ba designated during the mandast submissian process

Add Crow Information:

Soloct "ADD CREW 1o add a new crow 1o your criew hst ADD CREW tialp

Click the minus (-)

Crew List: sign under Helg.
Remove Lo begin.

Haane nos Update Remove
Information
Crawmambar, Jally 12/05/1968 o El

<BACK | | MAMIFEST omons—l

2) Text Caption : Click the minus (-) sign under Remove to begin.

5/6/2009
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Electronic Advance Passenger In{

. CUSTOMSE & BORDER PROTECTION Jol
[ moscionoatrts ] e e becumy
wanlt to proceed with this step.

[0y ward Lo il Crovemamiae, Jolly? P oo
onfirm your decision
to delete Jolly
Crewmember by
clicking Delete This
Crew Member.

To procesd with the deletion, please select Delete This Crow Momber

¥ you do not want to delete. select Back to retum 1o where you wene in 8APIS

[z imies | =

pAAG barient bt

Manage eAPIS Account

1) Text Caption : This is the Delete Crew Confirmation screen.
Jolly Crewmember needs to be removed from your crew list.
The screen asks whether you are sure you want to proceed with this step.

2) Text Caption : Confirm your decision to delete Jolly Crewmember by clicking Delete This Crew Member.

) 69 of 79



M3_Crew_Info

Slide56

Intraduction to aAPIS
Enroll in eAPIS

Notice of AmvalDeparture:

1: Flight Informatian
2 Purcrafl and Crow Info.

3 Passenger Information

After Manifast Submissian

Manags eAPIS Account

il

i Jolly Crewmember has heen
Electronic Advance P ger Inforr T from your crew list.

CUSTOMS & BORDER PROTECTION
U5, DEFARTMENT OF HOMELAND SECURITY

Note that from this screen, no
further waming is given.

Craw Maintenancs

< BACK
Create or Update your crew infarmation priar to submission of a Naotice of Departure or Notice of

Arval Each flight must hava a respansibla Pilot that must ba dessqnated duning the manifast
submizsion process

Add Crew Information:

Soloct “ADD CREW 1o add a new crow 1o your crow st ADD CREW Halp
Crew List Help
Hame DOE Update Remove

Information

Click Next for the s
Crew Maintenance
knowledge check.

1) Text Caption : Jolly Crewmember has been removed from your crew list.

Note that from this screen, no further warning is given.

2) Text Caption : Click Next for the Crew Maintenance knowledge check.

5/6/2009
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Click Skip to Quiz to hypass Or click Next to read
instructions and go directly to knowledge check
knowledge check questions. instructions.

1) Text Caption : Test your knowledge!
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Click Next to
continue,

1) Text Caption : Test your knowledge!

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

Choose the best answer to each question.
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Click Next 1o
continue,

1) Text Caption : Test your knowledge!

. Upon completion of the questions, you can:

e  Review your responses.

e  Continue to one of the lessons in the next module: Notice of Arrival/Departure.
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The corect answer is "B "

‘When you are submitting a
Natice of Departure and one
of your planned crew
members is nol on yow crew|
lisl, you may add crew al any
e chuting the Add Crow |
Please try again,

Click anywhere to cominue:

Multiple Choice
When you are submitting a Notice of Departure and one of your planned crew members is not on your crew list, you:
O A) Must create a new crew list and re-enter all crew for this Notice of Departure.
©® B) May add crew at any time by using the Add Crew process.
O C) Must add passengers first before adding any replacement crew member(s).
O D) May not remove any crew from the Notice of Departure.

1) Text Caption : Multiple Choice Answer: The correct answer is “B.” When you are submitting a Notice of Departure and
one of your planned crew members is not on your crew list, you may add crew at any time by using the Add Crew
process.
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The comact answer is
et

The oplions avarlable rom
the Crew Maintenance
SCTean are:
Update Information
Add Crew and
Remowe Crew_
Please iy agaim.
bl W 18
conlinue

Multiple Choice
From the Crew Maintenance screen, the following options are available:
O A) Create a Notice of Arrival, Update Information, and Add Crew.
O B) Upload a Manifest, Add Crew, and Remove Crew.
® C) Update Information, Add Crew, and Remove Crew.
O D) Enroll in eAPIS, Remove Crew, Update Information.

1) Text Caption : Multiple Choice Answer: The correct answer is “C.” The options available from the Crew Maintenance
screen are Update Information, Add Crew Remove Crew.
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The comec! answer 15 "A "

You will be required to
add a second document
for a crew member if that
crew memberis
designated a5 a priol

Click anywhare to
canfinue

Please ty again,

Multiple Choice
You will be required to add a second document for a crew member if that crew member is designated as a:
® A) Pilot.
O B) Air marshal.
O C) Crew member.
O D) Passenger.

1) Text Caption : Multiple Choice Answer: The correct answer is “A.” You will be required to add a second document for a
crew member if that crew member is designated as a pilot.
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| Cick anywhere o
cantinue

True/False

It is possible to update or alter crew information once it has been added to the crew list in eAPIS.
© A) True
O B) False

1) Text Caption : Multiple Choice Answer: The correct answer is “True.” It is possible to update or alter crew information
once it is entered into.
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Multiple Choice
Once you click Delete This Crew Member in eAPIS on the Delete Crew Confirmation screen:

The comect answer is "0."

Your crew member's
record will be deleted
once you chck Delete This
Crew Member in eAFIS
on the Delele Craw

CanFiena b -

Please try again.

Click anywhere 1o
cantinue.

5/6/2009

O A) You will receive another warning before the crew member's record is actually removed from eAPIS.
O B) You will be required to Update Information for that crew member.

®© D) Your crew member's record will be deleted.

1) Text Caption : Multiple Choice Answer: The correct answer is “D.” Your crew member’s record will be deleted once you
click This Crew Member in eAPIS on the Delete Crew Confirmation screen.
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Click Review Lo view your answers Or click Next to returm
to the knowledge check questions. to the Main menu.

1) Text Caption : This concludes the Crew Maintenance module.
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[image: image1.png]eAPIS Tutorial
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1) Text Caption : Upon completion of this module you will be able to:



· Create a crew list



· Add crew information



· Explain what information will be required for each crew member



· Update crew information



· Remove crew information
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1) Text Caption : This is the eAPIS Private Aviation - Manifest Options screen.


Once you enroll in eAPIS you can log in and start from here to perform crew maintenance tasks.
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1) Text Caption : If you need more detailed instructions about navigating this tutorial, select the Introduction to eAPIS module from the menu on the left.
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1) Text Caption : This is the Crew Maintenance screen, used to enter your crew members into eAPIS.
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1) Text Caption : From this screen you will build a list of crew members who could appear on the flight manifests. For each Notice of Departure or Notice of Arrival, you select the applicable crew members for the flight from your crew list.
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1) Text Caption : If you do not add crew first, you will be directed to the Crew Maintenance screens from the Notice of Arrival or Notice of Departure screens.
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1) Text Caption : Each Notice of Arrival or Departure must designate a crew member as the Pilot who is responsible for the timeliness, accuracy, completeness and validity of the manifest submission.


Next we will practice adding crew member information.
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1) Text Caption : This is the Add New Crew Member screen, used to enter your crew members into eAPIS.
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1) Text Caption : Enter Crew Details first. Type the information for individual crew members exactly as it appears on their travel documents.
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1) Text Caption : We will practice entering information for Jolly Crewmember.

2) Text Caption : Type Crewmember in the Last Name* field and press Tab.
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1) Text Caption : Type Jolly in the First Name* field and press Tab.
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1) Text Caption : Type Joseph in the Middle Name field and press Tab.


2) Text Caption : The middle name field has no asterisk (*) since some people do not have middle names. 


However, if the travel document for Jolly Crewmember displays his middle name, type it in the Middle Name field.
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1) Text Caption : Jolly Crewmember is male.


2) Text Caption : Click the Gender* drop-down arrow. 
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1) Text Caption : Select M from the Gender* drop-down list. 
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1) Text Caption : Type Anytown in the City of Birth field and press Tab.
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1) Text Caption : Type VA in the State or Province of Birth field and press Tab.
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1) Text Caption : Type USA in the Country of Birth* field and press Tab.
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1) Text Caption : Jolly Crewmember was born on January 5, 1968.


2) Text Caption : Type 01 in the MM Date of Birth* field and press Tab.
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1) Text Caption : Jolly Crewmember was born on January 5, 1968.


2) Text Caption : Type 05 in the DD Date of Birth* field and press Tab.
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1) Text Caption : Type 1968 in the YYYY Date of Birth* field and press Tab.
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1) Text Caption : Type USA in the Country of Residence* field and press Tab.
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1) Text Caption : Type USA in the Country of Citizenship* field and press Tab.
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1) Text Caption : Click the Crew Member Status drop-down arrow. 
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1) Text Caption : We can designate Jolly as either Crew or Pilot.
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1) Text Caption : Note: Pilot, for the purpose of private aircraft APIS regulations, means the individual responsible for operation of an aircraft while in flight.
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1) Text Caption : Only one pilot can be entered as the Pilot in an eAPIS manifest. The person who is selected as Pilot has the responsibility for Notice of Arrival/Departure and traveler manifest submission.
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1) Text Caption : Any other pilot flying who is not the aircraft commander must be designated Crew.
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1) Text Caption : Jolly is a crew member.


2) Text Caption : Select Crew from the Crew Member Status drop-down list.
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1) Text Caption : Select Crew from the Crew Member Status drop-down list.
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1) Text Caption : Next, we will enter the crew member's permanent address.
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1) Text Caption : Enter 1234 Anywhere Lane in the Street Address* field and press Tab.
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1) Text Caption : Type Springfield in the City* field and press Tab.
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1) Text Caption : Type CT in the State/Province field and press Tab.
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1) Text Caption : Type 06123 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 : Next, we will complete the Document Information section of the Add New Crew Member form. 
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1) Text Caption : Document 1 is the document that will be  presented for entry into the United States, such as a passport or U.S. permanent resident card.
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1) Text Caption : Additional documents such as a pilot's license can be added in the Document 2 fields. 
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1) Text Caption : Click the Document Type* drop-down arrow.

Slide41


[image: image41.png]Crew Details

Last Name: * First Name: * Middle Name Gender: *
Introduction to APIS [crewmember oty [rosepn [ [v]
City of Bith State or Province of Birth: __ Country of Birth: *  Date of Bith *
Enrollin eAPIS [Arytovn va bsa|@ pr_J/fps_J/[ses
= W Yo
Crewdamenance Country of Residence: *  Country of Citizenship: *  Crew Member Status: *
) L) [crew |w]
Notice of ArrvalDeparture
1: Flight Information Permanent Address
Street Address: *
2. Aircratt and Crew Info [123¢ Anywhere Lane
City: * State/Province.  ZIP/Postal: * Country: *
3: Passenger Information [springte ) o515 vsa 1@
- Do e —
Upload a Manifest o
) Docum Select
— Docund o Document Number.  Country of Issuance: ~ Expiration Date
After Manifest Submission gy assport. ) i 7
—_— Soeat W
Manage eAPIS Account. Passport
- U.5. Permanent Res. Card Document Number.  Country of Issuance iration Date
Us. Aten Registraton Card ) 7 .
Witary D Card
1US. Re-eniry Permit Travel Doc. Wi oo Yy
.S, Refugee Permt Travel Doc
{fic Document Brovided
<eack |[ADD cREW.







1) Text Caption : Select Passport.
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1) Text Caption : Type the document information that corresponds with the selected document type in these fields.

2) Text Caption : Type 987654321 in the Document Number field and press Tab. 
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1) Text Caption : Type USA in the Country of Issuance field and press Tab.
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1) Text Caption : Type 01 in the MM Expiration Date* field and press Tab.
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1) Text Caption : Type 30 in the DD Expiration Date* field and press Tab.
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1) Text Caption : Type 2013 in the YYYY Expiration Date field and press Tab.
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1) Text Caption : Once you have completed the required fields on this screen, you have completed the basic procedure to add a crew member. 
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1) Text Caption : You are not required to provide an Additional Document Type if your crew member is designated Crew. 
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1) Text Caption : You are not required to provide an Additional Document Type if your crew member is designated Crew. 


If your crew member is designated a Pilot, you must provide the pilot license information in the Document 2 section below.


2) Text Caption : Click Add Crew to continue.
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1) Text Caption : This is the Crew Maintenance screen where you can update crew information.


2) Text Caption : Click the arrow under Update Information to begin.
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1) Text Caption : Practice correcting Jolly Crewmember's Zip/Postal code. 


It should be 06125 rather than 06123.
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1) Text Caption : Practice correcting Jolly Crewmember's Zip/Postal code. 


It should be 06125 rather than 06123.


2) Text Caption : Type 06125 in the Zip/Postal field.
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1) Text Caption : For more information on editing a crew member or pilot's information, you can work through a brief practice scenario.

eAPIS Scenario: Crew Maintenance
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1) Text Caption : In this scenario you will learn how to edit a crew member of pilot’s information.



2) Text Caption : Click Update or Create Crew and Pilot Information to modify an existing crew member’s information.
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1) Text Caption : This is the Crew Maintenance screen. 



2) Text Caption : Click the Update Information arrow to change Jolly Crewmember’s information.
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1) Text Caption : To change Jolly Crewmember from Crew to Pilot, you need to change his Crew Member Status in the Crew Details section of this form. 

You also must add his pilot’s license information in the Document 2 section. 
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1) Text Caption : First we will change his Crew Member Status. 
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1) Text Caption : Click the Crew Member Status* drop-down arrow. 
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1) Text Caption : Select Pilot from the Crew Member Status* drop-down menu. 
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1) Text Caption : The next step is to enter your pilot’s license in the Document 2 section. 
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1) Text Caption : Click the Additional Document Type drop-down arrow. 
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1) Text Caption : Select Pilot’s License from the drop-down list. 
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1) Text Caption : When you select a second document, you must also enter Document Number, Country of Issuance and Expiration Date. If your document does not have an expiration date (as is the case with a U.S. pilot’s license), do not complete the Expiration Date fields. eAPIS will give you a green WARNING, but you will be able to proceed. 



Slide53-L

[image: image64.png]& Adobe Flash Player 10

Fie View Control Heb

eAPIS Scenario
Crew Maintenance

Update Crew Member

Crew Details

Last Name. * First Name: * Middle Name: Gender: *
[crevmember ] oy ] [osesn ] [w v

City of Birth: State or Province of Birth Country of Bith: * Dat

=l
Country of Residence: *  Country of Citizenship: * ~ Crew Member Status: *
vsa @ e | [piot ]
Permanent Address
Street Address: *
[i23 Anyplce ]
City: * State/Province:  ZIP/Postal:  Country: *
[antcry ][] [22000 ] isa ]@
Document Information
Document 1:
o Document Number: Country of Issuance: Expiration Date:
[v] [zsssres - ] ] —|
Wom v
Document 2:
Additional Document Type Document Number: Click Save to complete your crew
[pios Liense ™

member modifications.

<BAck







1) Text Caption : After you have made the appropriate changes, please review the crew member information. 



2) Text Caption : Click Save to complete your crew member modifications.
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1) Text Caption : Congratulations! You have successfully modified a crew member’s status. 
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1) Text Caption : From the Crew Maintenance screen, you can also remove crew members from your crew list. 

2) Text Caption : Click the minus (-) sign under Remove to begin.
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1) Text Caption : This is the Delete Crew Confirmation screen. 


Jolly Crewmember needs to be removed from your crew list.  


The screen asks whether you are sure you want to proceed with this step.

2) Text Caption : Confirm your decision to delete Jolly Crewmember by clicking Delete This Crew Member.
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1) Text Caption : Jolly Crewmember has been removed from your crew list. 


Note that from this screen, no further warning is given.

2) Text Caption : Click Next for the Crew Maintenance knowledge check.
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1) Text Caption : Test your knowledge! 
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1) Text Caption : Test your knowledge! 

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


Choose the best answer to each question.
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Test your knowledge!
Upon completion of the questions, you can:
« Review your responses.

* Continue to one of the lessons in the next module: Notice of
Arrival/Departure.

* Select any other module from the module menu.

« Exit the tutorial at any time by clicking the close button.

Click Next to
continue.







1) Text Caption : Test your knowledge! 

· Upon completion of the questions, you can:


· Review your responses.



Continue to one of the lessons in the next module: Notice of Arrival/Departure.
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Question 1 of§

The correct answer is "B."

When you are submitiing a
Notice of Departure and one
of your planned crew
members is not on your crew|
list, you may add crew at any
time during the Add Crew

Please try again.

Click anywhere to continue.







Multiple Choice

When you are submitting a Notice of Departure and one of your planned crew members is not on your crew list, you:

( A) Must create a new crew list and re-enter all crew for this Notice of Departure.

( B) May add crew at any time by using the Add Crew process.

( C) Must add passengers first before adding any replacement crew member(s).

( D) May not remove any crew from the Notice of Departure.

1) Text Caption : Multiple Choice Answer: The correct answer is “B.” When you are submitting a Notice of Departure and one of your planned crew members is not on your crew list, you may add crew at any time by using the Add Crew process.

Slide61

[image: image73.png]From the Crew Maintenance screen, the following options are available: e comectanoer s

A) Create a Notice of Arrival, Update Information, and Add Crew. The options available from

the Crew Maintenance
screen are

0 Update Information

B) Upload a Manifest, Add Crew, and Remove Crew. R

Please try again.

C) Update Information, Add Crew, and Remove Crew.

continue.
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Review Area
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Question 2 of §






Multiple Choice

From the Crew Maintenance screen, the following options are available:

( A) Create a Notice of Arrival, Update Information, and Add Crew.

( B) Upload a Manifest, Add Crew, and Remove Crew. 

( C) Update Information, Add Crew, and Remove Crew.

( D) Enroll in eAPIS, Remove Crew, Update Information.

1) Text Caption : Multiple Choice Answer: The correct answer is “C.” The options available from the Crew Maintenance screen are Update  Information, Add Crew Remove Crew.
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Multiple Choice

You will be required to add a second document for a crew member if that crew member is designated as a:

( A) Pilot.

( B) Air marshal. 

( C) Crew member.

( D) Passenger.

1) Text Caption : Multiple Choice Answer: The correct answer is “A.” You will be required to add a second document for a crew member if that crew member is designated as a pilot.
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True/False

It is possible to update or alter crew information once it has been added to the crew list in eAPIS.

( A) True

( B) False

1) Text Caption : Multiple Choice Answer: The correct answer is “True.” It is possible to update or alter crew information once it is entered into.
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Crew Confirmation screen:

A) You will receive another warning before the crew
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crew member.
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Question 5 of §
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Multiple Choice

Once you click Delete This Crew Member in eAPIS on the Delete Crew Confirmation screen:

( A) You will receive another warning before the crew member's record is actually removed from eAPIS.

( B) You will be required to Update Information for that crew member.

( D) Your crew member's record will be deleted. 

1) Text Caption : Multiple Choice Answer: The correct answer is “D.” Your crew member’s record will be deleted once you click This Crew Member in eAPIS on the Delete Crew Confirmation screen.
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This concludes the Crew Maintenance module.
From this screen you can:

* Review your answers to the knowledge check questions
« Choose a module from the menu on the left or

* Return to the Main menu.

Click Review to view your answers Or click Next to return
to the knowledge check questions. to the Main menu.







1) Text Caption : This concludes the Crew Maintenance module. 
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