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1) Text Caption :  Upon completion of this lesson in the Notice of Arrival/Departure module, you will be able to enter 
traveler manifest information including: 
 

• Aircraft information 
 

• Aircraft operator information 
 

• Aircraft owner information 
 

• Crew information 
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1) Text Caption : This is the Aircraft Information screen.  
 
First, you will enter descriptive information about the aircraft. 
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1) Text Caption : The tail number auto-populates from the previous screen.  
 
More information about the aircraft is necessary.  
 
In this example, use a silver-black Beech Baron 55. 
 
2) Text Caption : Type Beech Baron 55 in the Type of Aircraft* field and press Tab. 
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1) Text Caption : Include both body and trim colors in the aircraft Color field. 
 
2) Text Caption : Type Silver-Black in the Color* field and press Tab. 
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1) Text Caption : Call Sign  
Enter your full aircraft identification as filed in the flight plan; it may be the same as your aircraft tail number. 
Leave the field blank if you don't have the Call Sign at the time of submission. 
 
2) Text Caption : Type Beech 1234 in the Call Sign field and press Tab. 
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1) Text Caption : CBP Decal 
You must complete this field if you have your decal. If you have applied for your decal but have not yet received it, leave 
this field blank. 
 
2) Text Caption : Type 09123456 in the CBP Decal Field and press Tab. 
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1) Text Caption : In the next section enter information about the operator of the aircraft, which can be an individual or 
business. 
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1) Text Caption : eAPIS allows you to enter an individual's name or a company name, but not both.  
 
In this example enter the Operator Name, James Smith. 
 
2) Text Caption : Type Smith in the Last Name* field and press Tab. 
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1) Text Caption : Type James in the First Name* field and press Tab. 
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1) Text Caption : Complete the required fields for the address of the operator of this aircraft. 
 
2) Text Caption : Type 123 My St. in the Street Address* field and press Tab. 
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1) Text Caption : Type My Town in the City* field and press Tab. 
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1) Text Caption : Type MD in the State field and press Tab. 
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1) Text Caption : Type 22000 in the Zip/Postal* field and press Tab. 
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1) Text Caption : Enter the country, telephone and email contacts for the aircraft operator in the fields. 
2) Text Caption : Type USA in the Country* field and press Tab. 
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1) Text Caption : Type 123-555-5555 in the Telephone Number* field and press Tab. 

,   16 of 55 
 



M4_NoticeofDeparture2  5/5/2009 

 
Slide16 

 
 
1) Text Caption : Type 123-555-4444 in the Fax Number field and press Tab. 
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1) Text Caption : Type JamesSmith@Operator.com in the Email Address* field and press Tab. 

,   18 of 55 
 



M4_NoticeofDeparture2  5/5/2009 

 
Slide18 

 
 
1) Text Caption : Next, you will enter the Aircraft Owner/Lessee Information. 
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1) Text Caption : Again, you can enter an individual's name or a company name, but not both.  
 
In this example enter the Owner Name, Jane Doe. 
 
2) Text Caption : Type Doe in the Last Name field and press Tab. 
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1) Text Caption : Type Jane in the First Name field and press Tab. 
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1) Text Caption : Enter the address of the owner/lessee in the fields of the Aircraft Information screen. 
2) Text Caption : Type 1313 Mocking Bird Lane in the Street Address* field and press Tab. 
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1) Text Caption : Type A in the Apartment or Suite Number field and press Tab. 
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1) Text Caption : Type Plane in the City* field and press Tab. 
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1) Text Caption : Type MD in the State field and press Tab. 
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1) Text Caption : Type 12345 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 : Type 555-123-5555 in the Telephone Number* field and press Tab. 
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1)  Text Caption : Jane Doe provides no fax number. 
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1) Text Caption : Type JaneDoe@Owner.com in the Email Address* field and press Tab. 
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1) Text Caption : Click Next to continue. 

,   31 of 55 
 



M4_NoticeofDeparture2  5/5/2009 

 
Slide31 

 
 
1)  Text Caption : The Crew Information screen appears next.  
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1) Text Caption : Remember, you can be penalized for failing to complete certain fields that you have information for, 
whether or not an asterisk appears with that field.* 
 
*For more information, see the Introduction to eAPIS module. 
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1) Text Caption : First, you will select crew members on the Crew Information screen.  
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1) Text Caption : Select the crew for this flight from the crew list you created in the Crew Maintenance module. 
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1) Text Caption : You can modify your crew members' information from this Crew Information screen, but the changes will 
not be saved to your crew list in the Crew Maintenance section of eAPIS. 
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1) Text Caption : If you have not already entered the crew, the ADD MORE CREW button allows you to jump to the Crew 
Maintenance screens. 
 
2) Text Caption : Click the Select Crew Member drop-down arrow.  
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1) Text Caption : For this example, use Jolly Crewmember, whom you entered in the previous module. 
2) Text Caption : Select Crewmember, Jolly from the drop-down list. 
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1) Text Caption : The Show Details button populates the Crew Details fields with information you previously entered for 
this crew member. 
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1) Text Caption : At this time, you can make changes to the crew information that will be applied to this manifest only.  
 
2) Text Caption : Click Show Details.  
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1) Text Caption : The Crew Details for Jolly Crewmember display.  
 
Enter the Address While in the United States for this Crew Member. 
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1) Text Caption : Type 4222 Clinton Way in the Street Address* field and press Tab. 
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1) Text Caption : Type Clinton in the City* field and press Tab. 
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1) Text Caption : Type CA in the State* field and press Tab. 

,   44 of 55 
 



M4_NoticeofDeparture2  5/5/2009 

 
Slide44 

 
 
1) Text Caption : Type 95642 in the Zip* field and press Tab. 
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1) Text Caption : Note that the Document Information auto-populates from the Crew Details fields with information 

you entered for this crew member in the Crew Maintenance module. 
 

2) Text Caption : Click SAVE TO MANIFEST. 
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1) Text Caption : You have successfully entered information for one crew member, the pilot of the aircraft for this flight.  
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1) Text Caption : This flight has only one crew member.  
 
So the next step in the creation of this manifest is to complete passenger information for each passenger on the flight. 
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1) Text Caption : You will learn how to enter passenger information in Lesson 3. 
 
2) Text Caption : Click Next for the Lesson 2: Aircraft & Crew Information 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 two 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 the next lesson in the Notice of Arrival/Departure module: Lesson 3: Passenger Information. 
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   : None 
Multiple choice 
Select the correct statement: 

 A) You can enter Aircraft Owner/Lessee information using an individual’s name or a company name, but 
not both. 

 B) Once you have entered the Aircraft Tail Number on the eAPIS Flight Information screen, you must re-
enter it again on the Aircraft Information screen. 

 C) If you have information for an optional field, such as the Call Sign or CBP Decal Number, there will be no 
repercussions for the pilot for choosing not to enter that information since there is no asterisk (*) next to the 
field. 

 D) As long as a pilot is designated as the individual responsible for operation of an aircraft while in flight, 
eAPIS does not require entry of Aircraft Owner/Lessee information. 

 
 
1) Text Caption : Multiple Choice Answer: The correct answer is “A.” You can enter Aircraft Owner/Lessee information 
using an individual’s name or a company name, but not both. 
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Multiple choice 
You can edit crew information in eAPIS by selecting Update or Create Crew and Pilot Information from the eAPIS 
home page. You can also edit crew information by: 

 A) Selecting the crew member from the Passenger Information screen in a Notice of Arrival or Departure. 
 B) Selecting a crew member from a drop-down list on the Crew Information screen in a Notice of Arrival or 

Departure. 
 C) Selecting Upload a Manifest from the eAPIS home page. 
 D) Accessing a manifest you already submitted to CBP. 

 
 
1) Text Caption : Multiple Choice Answer: The correct answer is “B.” You can also edit crew information by selecting a 

crew member from a drop-down list on the Crew Information screen in a Notice of Arrival or Departure. 
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1) Text Caption : This concludes Lesson 2: Aircraft & Crew Information of the Notice of Arrival/Departure module.  
 
The next lesson in this module is Lesson 3: Passenger Information.  
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1) Text Caption :  Upon completion of this lesson in the Notice of Arrival/Departure module, you will be able to enter traveler manifest information including:


· Aircraft information



· Aircraft operator information



· Aircraft owner information



· Crew information
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1) Text Caption : This is the Aircraft Information screen. 


First, you will enter descriptive information about the aircraft.
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1) Text Caption : The tail number auto-populates from the previous screen. 


More information about the aircraft is necessary. 


In this example, use a silver-black Beech Baron 55.

2) Text Caption : Type Beech Baron 55 in the Type of Aircraft* field and press Tab.
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1) Text Caption : Include both body and trim colors in the aircraft Color field.


2) Text Caption : Type Silver-Black in the Color* field and press Tab.
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1) Text Caption : Call Sign 


Enter your full aircraft identification as filed in the flight plan; it may be the same as your aircraft tail number.


Leave the field blank if you don't have the Call Sign at the time of submission.

2) Text Caption : Type Beech 1234 in the Call Sign field and press Tab.
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1) Text Caption : CBP Decal


You must complete this field if you have your decal. If you have applied for your decal but have not yet received it, leave this field blank.

2) Text Caption : Type 09123456 in the CBP Decal Field and press Tab.
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1) Text Caption : In the next section enter information about the operator of the aircraft, which can be an individual or business.
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1) Text Caption : eAPIS allows you to enter an individual's name or a company name, but not both. 


In this example enter the Operator Name, James Smith.

2) Text Caption : Type Smith in the Last Name* field and press Tab.
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1) Text Caption : Type James in the First Name* field and press Tab.


Slide10


[image: image10.png]

1) Text Caption : Complete the required fields for the address of the operator of this aircraft.

2) Text Caption : Type 123 My St. in the Street Address* field and press Tab.
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1) Text Caption : Type My Town in the City* field and press Tab.
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1) Text Caption : Type MD in the State field and press Tab.
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1) Text Caption : Type 22000 in the Zip/Postal* field and press Tab.
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1) Text Caption : Enter the country, telephone and email contacts for the aircraft operator in the fields.


2) Text Caption : Type USA in the Country* field and press Tab.
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1) Text Caption : Type 123-555-5555 in the Telephone Number* field and press Tab.
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1) Text Caption : Type 123-555-4444 in the Fax Number field and press Tab.
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1) Text Caption : Type JamesSmith@Operator.com in the Email Address* field and press Tab.
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1) Text Caption : Next, you will enter the Aircraft Owner/Lessee Information.
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1) Text Caption : Again, you can enter an individual's name or a company name, but not both. 


In this example enter the Owner Name, Jane Doe.

2) Text Caption : Type Doe in the Last Name field and press Tab.
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1) Text Caption : Type Jane in the First Name field and press Tab.
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1) Text Caption : Enter the address of the owner/lessee in the fields of the Aircraft Information screen.


2) Text Caption : Type 1313 Mocking Bird Lane in the Street Address* field and press Tab.
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1) Text Caption : Type A in the Apartment or Suite Number field and press Tab.
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1) Text Caption : Type Plane in the City* field and press Tab.
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1) Text Caption : Type MD in the State field and press Tab.
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1) Text Caption : Type 12345 in the Zip/Postal* field and press Tab.
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1) Text Caption : Type USA in the Country* field and press Tab.


Slide27


[image: image27.png]

1) Text Caption : Type 555-123-5555 in the Telephone Number* field and press Tab.
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1)  Text Caption : Jane Doe provides no fax number.
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1) Text Caption : Type JaneDoe@Owner.com in the Email Address* field and press Tab.
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1) Text Caption : Click Next to continue.
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1)  Text Caption : The Crew Information screen appears next. 
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1) Text Caption : Remember, you can be penalized for failing to complete certain fields that you have information for, whether or not an asterisk appears with that field.*


*For more information, see the Introduction to eAPIS module.
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1) Text Caption : First, you will select crew members on the Crew Information screen. 
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1) Text Caption : Select the crew for this flight from the crew list you created in the Crew Maintenance module.
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1) Text Caption : You can modify your crew members' information from this Crew Information screen, but the changes will not be saved to your crew list in the Crew Maintenance section of eAPIS.
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1) Text Caption : If you have not already entered the crew, the ADD MORE CREW button allows you to jump to the Crew Maintenance screens.


2) Text Caption : Click the Select Crew Member drop-down arrow. 
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1) Text Caption : For this example, use Jolly Crewmember, whom you entered in the previous module.


2) Text Caption : Select Crewmember, Jolly from the drop-down list.
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1) Text Caption : The Show Details button populates the Crew Details fields with information you previously entered for this crew member.

Slide39


[image: image39.png]

1) Text Caption : At this time, you can make changes to the crew information that will be applied to this manifest only. 


2) Text Caption : Click Show Details. 
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1) Text Caption : The Crew Details for Jolly Crewmember display. 


Enter the Address While in the United States for this Crew Member.
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1) Text Caption : Type 4222 Clinton Way in the Street Address* field and press Tab.
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1) Text Caption : Type Clinton in the City* field and press Tab.
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1) Text Caption : Type CA in the State* field and press Tab.
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1) Text Caption : Type 95642 in the Zip* field and press Tab.
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1) Text Caption : Note that the Document Information auto-populates from the Crew Details fields with information you entered for this crew member in the Crew Maintenance module.


2) Text Caption : Click SAVE TO MANIFEST.
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1) Text Caption : You have successfully entered information for one crew member, the pilot of the aircraft for this flight. 
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1) Text Caption : This flight has only one crew member. 


So the next step in the creation of this manifest is to complete passenger information for each passenger on the flight.
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1) Text Caption : You will learn how to enter passenger information in Lesson 3.


2) Text Caption : Click Next for the Lesson 2: Aircraft & Crew Information 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 two 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 the next lesson in the Notice of Arrival/Departure module: Lesson 3: Passenger Information.
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: None


Multiple choice

Select the correct statement:

( A) You can enter Aircraft Owner/Lessee information using an individual’s name or a company name, but not both.

( B) Once you have entered the Aircraft Tail Number on the eAPIS Flight Information screen, you must re-enter it again on the Aircraft Information screen.

( C) If you have information for an optional field, such as the Call Sign or CBP Decal Number, there will be no repercussions for the pilot for choosing not to enter that information since there is no asterisk (*) next to the field.

( D) As long as a pilot is designated as the individual responsible for operation of an aircraft while in flight, eAPIS does not require entry of Aircraft Owner/Lessee information.

1) Text Caption : Multiple Choice Answer: The correct answer is “A.” You can enter Aircraft Owner/Lessee information using an individual’s name or a company name, but not both.
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Multiple choice

You can edit crew information in eAPIS by selecting Update or Create Crew and Pilot Information from the eAPIS home page. You can also edit crew information by:

( A) Selecting the crew member from the Passenger Information screen in a Notice of Arrival or Departure.

( B) Selecting a crew member from a drop-down list on the Crew Information screen in a Notice of Arrival or Departure.

( C) Selecting Upload a Manifest from the eAPIS home page.

( D) Accessing a manifest you already submitted to CBP.

1) Text Caption : Multiple Choice Answer: The correct answer is “B.” You can also edit crew information by selecting a crew member from a drop-down list on the Crew Information screen in a Notice of Arrival or Departure.
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1) Text Caption : This concludes Lesson 2: Aircraft & Crew Information of the Notice of Arrival/Departure module. 


The next lesson in this module is Lesson 3: Passenger Information. 
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