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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. 

,   29 of 79 
 



M3_Crew_Info  5/6/2009 

 
Slide29 

 
 
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 Docume

 

nt 2 fields.  
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1) Text Caption : Click the Document Type* drop-down arrow. 
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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.  
 

,   43 of 79 
 



M3_Crew_Info  5/6/2009 

 
Slide43 

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

Slide16
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1) Text Caption : Type VA in the State or Province of Birth field and press Tab.

Slide17
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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.

Slide22
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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.
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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. 


Slide53-F
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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. 
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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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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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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.
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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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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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1) Text Caption : This concludes the Crew Maintenance module. 
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