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Click Next to
continue,

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

. Update your eAPIS password
. Update your eAPIS account information
e  Avoid multiple session warnings

e  Cancel the current activity
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Introdusction 1o @APIS
Crew Maintenance
Hotica of AmvalDeparture:

1 Flhight Infoermatsan

P o e Enation:

Electronic Advance Pass Several eAPIS functions
CUSTOME & BOADER PROTECTION
L15. DEPARTMENT OF HOMELAND sec ® Changing your piﬁB\NDrd

» Updating your primary account holder information

The Elvetrams Advnce Passenger inf, © anceling your current activity
passenger and crew manifests online. ||

3 Passenger Information
After Manifast Submissan

Hardor P chion approved indnas
Enrolled Users Mew eAPIS Users
Log In Enroll
To begin using this senvce, please  Nead halp logging in? If you are & new user,
arilor your sendor 1 and passwod  Seloct te knk abovw 1o accoss you will need ta Enroll
and select Log In enrcliment, login, and sccount
activation help infarmaticn
Sandor [0 enran £
L Fomual or e Ly et you
Password password? Select the link sbove

to cinatie & new password and
re-ctivate your account

Loain £3

Click Next to s
continue.

1) Text Caption : Several eAPIS functions warrant additional explanation:

e  Changing your password

. Updating your primary account holder information

e  Avoiding multiple session warnings

. Canceling your current activity

5/5/2009
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Private Aviation - Manifest Options Let's practice updating your eAPIS
= account information.
Introduction 1o eAPIS Thir Ehclronic: Adbvanga: P i
E : t
Deparment of Homeland Seculy P

Prolediion, an agency of the LI 8
=

C‘r_w Ma .l;t-enlnce 1 Yeur current emall agdress i STEAMMEMBER@email.com . A1l UHS response emalls will be santto this
s - email address. If thes |5 not comedt please select the “Modify primary account Relder infemanon” cahion under
Notice of Arrval/Departure: MarageAccous
1 Flight Infoematsan
Travalar Optlons Manage Account Upload Manifast
2 Aurcrafl and Criw Irdo.
Select an option below to Select an option below to Select the “Upload™ option
3: Passenger Information update or create your crew manage account information. below or Download™ the
i ion of to submit a Select hara to view user latest XML schema.

Upload a Manifist Hatice of Departure o a account fegquently asked
Hotlce of Arrival.

questions.
After Manifast Submissan
Undate or Create Crew and Pilot Upgale your passwind. Uplagd a General Avation XML
Information comgliant document
Madity primary account haldar
‘Subons "Nobce of Deparhure® infoermation [Downioag e (atest Ganaral

Aabion XML Schema Defintion.
Submd Notice of Armwval”

Click Next to
continue.

1) Text Caption : Let's practice updating your eAPIS account information.

, 4 0of 35



M8_OtherActivities

Slide4
Private Aviation - Manifest Options Let’s practice updating your 2APIS
account mformation.
Introdusction 1o @APIS Tha Elochronic Advane
Subimit Noion of Doy

i for F,

u You can:

enges Information S
d Holice of A

4 5 Department of Hormaland Socurity Pl leecd an oplion |
Eneoll in aARIS ¥ * change your eAPIS password and
i 1 Your current email acdress i STEAMMEMOER@email.
Grew Mainteaance email aderess. Ihis 15 nat comect please seiecting Woar ® MOdify your primary account holder
Notica of AnvallDeparture: Hanage Accourt information.

First we will update your password.
TrvslarQplians Gt g
Select an option below to Select an option below to Select the “Upload™ option
3: Passenger Information update or create your crew manage account information. below or Download™ the
i of to submit a Select hare to view user latest XML schema.

Uplaad & Manifist Hatice of Departun or o account hequently askoed
Notlce of Arrival. questions.
After Mansfast Submissan
= Update of Create Crew and Pliot . Uplaad 3 General Avtation XML

Informasion compliant document.

Jownilgad the latest Ganaral
Click Update Apation XML Schema Defnition

your password,

‘Subond Notice of
Submd "otice of A

1) Text Caption : Click Update your password.
2) Text Caption : Let's practice updating your eAPIS account information.

You can:
e change your eAPIS password and

. modify your primary account holder information.

First we will update your password.

5/5/2009
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Change Password

Introduction 1 eAPIS Ta change your passward, plaase anter the information below i
: ' -
:&‘ i m cantinu

| i MNead help changing your Hew Password:
E"“J e Highbghi Lo ]
- Natica of Amval Depature. Ealoct he ik bt .
1 Fhgh Infoemation | @ccens changs pasiord SENGT A SN pae e Type 3Btindmice in
A et it et help ?w:tlmdhp—wmd-:ﬁl the New P: rd
2 purcratl and Criews I field and press Tab.
i — Re-enter New Password:
| 3 Passenger Information
Lipload.a Muoiasl
oo o [ |[oromre rasmwone

1) Text Caption : Type 3Blindmice in the New Password field and press Tab.

2) Text Caption : This is the Change Password screen.
Your new password will be 3Blindmice.
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Change Password

Introduction 1 eAPIS Ta change your passward, plaase anter the information below and select Update Password to
I 1 canfinm
(T
f IR s Selact tha link abova to
accizns chinge pasword Peanr remamer s passwor
help
lp

Yuu wil need ihe pessword vach

Re-type your new password, 3B/indmice,
in the Re-enter New Password ficld
and press Tab.

Re-snter New Password:
Hhioht Bux

[emvee [sromersmoros]

1) Text Caption : Re-type your new password, 3Bl!indmice, in the Re-enter New Password field and press Tab.
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Change Password

Introduction 1 eAPIS Ta change your passward, please enter the informaticn below and select Update Password to
. - cind
Eorolin aAFIS SR
| Craw Maint Negd help changing your He

 Notice of Aral Departure. SRR
1 Flight Informataon | ::‘a_!s change: paswod mm_nm::m
2 Arcxal ond Ci o Bm e :
| er New Pas: ;:
| 3.Passengernfomaton e — ;:lliisc’;xpo%ri I
Upload 3 Masiest

1) Text Caption : Click UPDATE PASSWORD >.
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Private Aviation - Manifest Options After updafing your password, you are
: rtumed tothe Malfet Options cen
where you will receive confirmation that
MJ Your account has ghytisiocesshully updated. your ug‘f’am is complete.
The Electronic Advance Passengar Information Systam for Prvate Aircralt allows authorized usars

—— i ——— the abdity to Submed Nobice of Degartune and Notice of Armal mands to Customs and Border
Crew Maintenance Protection, an agency of the U.S. Department of Homeland Security. Please selact an option below
3 k
Jotice of AmvaliD : or Halp for assistance.

1 Fhght Informatson Your current emid address 5 STEAMMEMBERGemail.com Al DHS response emanls will be

sent to this email address. f this is not comect, pleass salect the “Modify primary sccount halder

2 Aurcrall and Crisw o information” option under Manage Account and update your primary contact email address prior to

of a Mot of Al or Departure
3 Passenger Information
Traveler Options Manage Account Upload Manifest

Salect an option below to Salect an option below Salect the "Upload™ aption
Allar Maniest Subrission upsdats o create your croe manage account infarmation. berlow or “Download” the latest
Information or to submit & Select here 1o view user XML schema,
Notice of Departure or a Notice account frequently asked
ol Arrival, questions.
\plpad 3 General Aviation XML
wﬂqﬂe‘z:‘)eaw Crew and Pilot Undate your passward. compaant document
Modity primary account hoder
Submil "Natice of Departure” wfammaton DRoamioad the Imest General

Auation XML 3chema Detinition
Submil Totice of Amvar

7 Click Next to
continue.

1) Text Caption : After updating your password, you are returned to the Manifest Options screen where you will receive
confirmation that your update is complete.
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Introdusction 1o @APIS
Crew Maintenance
Hotica of AmvalDeparture:

1 Flhight Infoermatsan
2 Aurcrafl and Criw I

Private Aviation - Manifest Options After updating yolr passward, you are
returned to the Manifest Options screen

you will receive confirmation that

where
Your account has been successfully updated. your update is complete

The Electranic Advance Fassengar Information Systerr It |5 nok necessary to re-activate your

the bty to Subirmd Notico of Departure and Notice of if n word whil
Prataction, an agency of the U.S. Department of Home ?,gﬁo::!et Iogv;;dcmatgeegr?rg Pdss s
or Halp for assistance &

Your current emisd address s STEAMMEMBER@email.com Al DHS response emanls will be
sent i0 this email address. If this is not comect, piease salect the “Modify pimary sceount holder
information” option under Manage Account and update your primary contact email address prior to

3 Passenger Information
After Manifast Submissan

of a Mobee ol Aereaal o Departune

Traveler Options Manage Account Upload Manifest

Salect an option below to
upsdats o create your croe
Information or to submit a

Salect an option below
manage account infarmation.
Select here to view user

Salect the "Upload™ aption
helow or “Download” the latest
XML schema,

Notice of Departure or a Notice account frequently asked
of Arrival, questions.
Lipdate or Cragts Craw and Plist L0date Your paseward Liploag @ General Aviation XML
compliant docusment.
Information = i
gt primary account hoider
Submil "Matice of Denarure” snfammanan Dipwminad the |alest Genersl

Auation XML 3chema Detinition
Submil Totice of Amvar

7 Click Next to
continue.

5/5/2009

1) Text Caption : It is not necessary to re-activate your account if you change your password while you are logged in to

eAPIS.

10 of 35



M8_OtherActivities 5/5/2009

Slidel0

- returned to the Manifest Options screen

Introduction 1o 8APIS T Elieliome: Advance ot Information Systom, | WHEIE YOUWIIEFEcEive confifmation that

passenger and crew manifests online. Reports are also a YOI update is complete
Darder Protection appeoved indivduals i -
It is not necessary to re-activate your
—— : account If you change your password while

MJ Enraksd Usars you are logged In to eAPIS.

Hotica of AmvalDeparture:

But you must re-actlvate your account if
hogiin you change your password from the
Welcome screen.

r——TE— : Mead help logging in? I you are a new user
3: Passenger Information I&:ﬁ'ﬂ:i’.‘f;ﬁ.:ﬂ: :’.,,,‘.‘,'?::,Z Sudect th knk abov to access yaou will need ta Enroll
and select Log In enrcliment, login, and account
Sarafor 10 enratl £

After Manifast Submissan | IE |
TFartjal G e 1o s yois

Password password? Select the link sbove
I to craate a new password and
e re-activate your account

Loain 3

Click Next to
continue.

1) Text Caption : But you must re-activate your account if you change your password from the Welcome screen.
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Private Aviation - Manifest Options Now we will practice modifying
primary account holder Information.

Introdusction 1o @APIS -
|_—J Your account has been successfully updated. This function allows you to update
7 s your Primary Conlact Name and
The Electranic Advance Passenger Information System for Fivat your email Address.
e — the abdity to Submed Nobice of Degartune and Notice of Armal ma
Crew Maintenance Protection, an agency of the U.S. Department of Homeland Securty. Mlease select an opbon below

or Halp for assistance.

Hotica of AmvalDeparture:
Your current emi STEAMMEMBERiglemail.com  All DAS espanse emanls will be
sent i0 this email address. If this is not comect, piease salect the “Modify pimary sceount holder
2 Aol and G o infarmiaticn” option under Manage Account and update your primary contact email address prior to
. L of a Nobce of Asral o Departun
3 Passenger Information
Traveler Options Manage Account Upload Manifest

Salect an option below to Salect an option below to Salect the "Upload™ aption

Afer Maniast Submission update o creale your cree manage account information. below or “Download” the latest
S Information or to submit a Sel ma.

Hotice of Departure or a Notice  acd  Click Modify primary account
ol Arrival. holder Information.

eneral iason XML
compliant docusment.

Lipgate or Cregts Crew and Pliot
Information

Submif "Matice of Departure”
Submil Totice of Amvar

oUr pazEwond.

PRIy Scoo oA Dipamiagd the 13test Genersl

Aation XML Schema Detinition

1) Text Caption : Now we will practice modifying primary account holder information.

This function allows you to update your Primary Contact Name and your email Address.

2) Text Caption : Click Modify primary account holder information.

5/5/2009
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| Introduction o eAPIS | Update your contac! informatian and Select Submit
] [Eneoll in aAFIS
B = Primary Contact Name

Changeng your contact
Information;

Susan Teammenbighioht Ans

You must have a pamary

Email Address:
Fauniuatrmenaicon | REPlAce Susan's first name with
: = Louise by typing Louise

Teammember and pressing Tab.

CANCEL

1) Text Caption : It turns out that Susan Teammember's first name is actually Louise, not Susan.

2) Text Caption : Replace Susan's first name with Louise by typing Louise Teammember and pressing Tab.

’ 13 of 35
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| Introduction o eAPIS | Update your contac! informatian and Select Submit
] [Eneoll in aAFIS

Changng your gontagt Lontact Name

Information: [ Highicht finx

You must hawn a prmary 5 TN
[Feamemrgeraicon | Replace Susan's first name with
: = Louise by typing Louise

Teammember and pressing Tab.

CANCEL

1) Text Caption : It turns out that Susan Teammember's first name is actually Louise, not Susan.

2) Text Caption : Replace Susan's first name with Louise by typing Louise Teammember and pressing Tab.
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| Insroduction 1o eAPIS J Update your contac! iloematian and select Subrit
] [Eneoll in aAFIS . Correct Lovise's email address by

Changing your contach % typing LTEAMMEMBER @email.com
mm,mw e and pressing Tab.

Emal Address: o b

| B ]

CANCEL

1) Text Caption : Correct Louise's email address by typing LTEAMMEMBER@email.com and pressing Tab.

, 15 of 35
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| Insroduction 1o eAPIS J Update your contac! iloematian and select Subrit
] [Eneoll in aAFIS . Correct Lovise's email address by

Changng yer ontact Comtooi Nowe: |
L b’“ ping LTEAMMEMBER@email.com
vm e and pressing Tab.
miusd hana
T e o faMey Email Addresa: o b
mad addrest for your [ L2 ]

sccount.

CANCEL

1) Text Caption : Correct Louise's email address by typing LTEAMMEMBER@email.com and pressing Tab.

, 16 of 35



M8_OtherActivities 5/5/2009

| jiroduction \5 e8RS | Updats your comlac! indormatian and select Submit
] [Encoll in aARIS
i B Contact Mame

Changeng your contact
Information;

Louise’

You must have a pamary o

L Gemieon | Click SUBMIT to save your

updated contact information.

CANCEL

1) Text Caption : Click SUBMIT to save your updated contact information.
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Privats Aviation - Manifsst Options After modifying your primary account holder
, Information, you are returned to the Manifest
I h 1l recel
Intreduction 1o aAPIS o o T P, Options screen where you will recelve

conflrmation that your update Is complete.

Es in aARIS £
The Electranic Advance Passenger Information System for Frvate Aircralt allows authanzed users

—— i ——— the abdity to Submed Nobice of Degartune and Notice of Armal mands to Customs and Border
Crew Maintenance Protection, an agency of the U.S. Department of Homeland Security. Please selact an option below
3 k
Jotice of AmvaliD : or Halp for assistance.

1 Fhght Informatson Your current emid address s LTEAMMEMBERGemail.com Al DHS response emanls wil be

sent to this email address. ff this is not comect, pleass salect the “Modify primary sccount halder

2 Aurcrall and Crisw o information” option under Manage Account and update your primary contact email address prior to

of a Mot of Al or Departure
3 Passenger Information
Traveler Options Manage Account Upload Manifest

Salect an option below to Salect an option below Salect the "Upload™ aption
Allar Maniest Subrission upsdats o create your croe manage account infarmation. berlow or “Download” the latest
Information or to submit & Select here 1o view user XML schema,
Notice of Departure or a Notice account frequently asked
ol Arrival, questions.
\plpad 3 General Aviation XML
wﬂqﬂe‘z:‘)eaw Crew and Pilot Undate your passward. compaant document
Modity primary account hoder
Submil "Natice of Departure” wfammaton DRoamioad the Imest General

Auation XML 3chema Detinition
Submil Totice of Amvar

| Click Next to |
continue.

1) Text Caption : After modifying your primary account holder information, you are returned to the Manifest Options screen
where you will receive confirmation that your update is complete.

, 18 of 35
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Private Aviation - Manifest Options To update any account information
= other than name or email address,
email the system administrator at

foirnduction to $4PIS Your account has been successfully updated. = sieis it £

Private.Aircraft.Support@dhs.gov.

The Electronic Advance Passengar Infomation Systam for Private Aircralt allows authorized usars

—— i ——— the abdity to Submed Nobice of Degartune and Notice of Armal mands to Customs and Border
Crew Maintenance Protection, an agency of the U.S. Department of Homeland Security. Please selact an option below
3 k
Jotice of AmvaliD : or Halp for assistance.

1 Fhght Informatson Your current emid address s LTEAMMEMBERGemail.com Al DHS response emanls wil be

sent to this email address. ff this is not comect, pleass salect the “Modify primary sccount halder

2 Aurcrall and Crisw o information” option under Manage Account and update your primary contact email address prior to

of a Mot of Al or Departure
3 Passenger Information
Traveler Options Manage Account Upload Manifest

Salect an option below to Salect an option below Salect the "Upload™ aption
Allar Maniest Subrission upsdats o create your croe manage account infarmation. berlow or “Download” the latest
Information or to submit & Select here 1o view user XML schema,
Notice of Departure or a Notice account frequently asked
ol Arrival, questions.
\plpad 3 General Aviation XML
wﬂqﬂe‘z:‘)eaw Crew and Pilot Undate your passward. compaant document
Modity primary account hoder
Submil "Natice of Departure” wfammaton DRoamioad the Imest General

Aation XML Schema Detinition

Submil Totice of Amvar

Click Next to leam
about Multiple
Session Warnings.

5/5/2009

1) Text Caption : To update any account information other than name or email address, email the system administrator at

Private.Aircraft.Support@dhs.gov.
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Introdusction 1o @APIS
Crew Maintenance
Hotica of AmvalDeparture:

1 Flhight Infoermatsan

Electronic Advance Passenger Infc ToAvoid a'Muliple Session Warniing

CUBTOME & BORDER PROTECTION You cannot open more than one instance of
LS. DEPARTMENT OF HOMELAND SECURITY SAPIS simultaneously using the same
Sender 1D.

Welcome

The Eleclons Avance Passenger Informabon System, or eABIS, allows you to enter or uplosd
passenger and crew manifests online. Reports are also available through eAPIS for Customs and

3 Passenger Information
After Manifast Submissan

Harder Py chion approved indradusals

Enrolled Users New eAPIS Users

Log In Enroll

To begin uging this senice, please  Nead help legging in? If you are 3 new user,
e your sendie 1) and passwod  Sedect the bk abov 1o accoss you will need ta Enroll
and select Log In enrclment. login, and sccount

activation help infarmaticn
Sandor [0 enran £

L Famoal o need o eset you

Password password? Select the link sbove
to cinatie & new password and
re-ctivate your account

Loain £3

Click Next to s
continue.

1) Text Caption : To Avoid a Multiple Session Warning

You cannot open more than one instance of eAPIS simultaneously using the same Sender ID.

5/5/2009
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& To Avoid a Multiple Session Warnin
Electronic Advance Passenger Infc " =

i ] CUSTOME & BOADER PROTECTION You cannot open more than one Instance of
ftndoction e SAR1S U3, DEPARTMENT OF HOMELAND SecumITy .:nI':ELS -:|nl1u1l£§|nelcms|\: using ?h-:' sam:_' s
— - For le, if you accid Ily close the

then try to log back in immediately, you will

ice of A - The Electrome Advance l‘.‘.l enger Informabon System get an Active Session wﬂl’T‘il’lQ.
1 Fhghl Informatson passenger and crew manifests online. Repors are also
- Hardor P chion approved indnas

Let's see what happens...

2 Aurcrafl and Criw Irdo. Enrolled Users

3: Passenger Information Log In Enroll
Ader Mandast Submission To begin usin . i you are a new user,
@ ,,",,ﬁm" awl TYPE ABCDOIZ3 in the Sender |ocoss yau will need ta Enroll

and select Lo 1D field and press Tab. ount

Sandor [0 enran £
T :
T FOR e o

paszword? Select the link shove
to cinatie & new password and
re-ctivate your account

Password

Loain £3

5/5/2009

1) Text Caption : For example, if you accidentally close the eAPIS browser without logging off first, then try to log back in

immediately, you will get an Active Session Warning.

Let's see what happens...
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Introdusction 1o @APIS
Crew Maintenance
Hotica of AmvalDeparture:

1 Flhight Infoermatsan

Electronic Advance Passenger Information System
CUSTOME & BORDER PROTECTION
LS. DEFARTMENT OF HOMELAND SECURITY

News Logal Netices [1] Hoip (7]

Welcome

The Eleclons Avance Passenger Informabon System, or eABIS, allows you to enter or uplosd
passenger and crew manifests online. Reports are also available through eAPIS for Customs and
Hardor P chion approved indradusals

3 Passenger Information
After Manifast Submissan

Enrolled Users New eAPIS Us:

Log In Enroll

i 2 i you are 8 new user,

To begin uging this senice. please
o - you will need to Enrcll

oo your sender 1) and password  Sedoct the bk abow 1o 2

and select Log

Type Zp@ssWorl) in the e

Serwdes [ Password ficld and click Log In.

I, F
aBCOn123

Password paszword? Select the link above

1o croatie 8 new passwoed and

w
re-ctivate your account

Loain £3

1) Text Caption : Type 2p@ssWorD in the Password field and click Log In.

5/5/2009

22 of 35



M8_OtherActivities

Slide22

X Electronic Advance Passenger Information System

Insraduction 10 8APIS 3:“1:?::;1:2:?3: Ti':)?\;‘:f:’:%“szcuﬁnv o5
News Lngal Netie I'I‘-H|:I|1[7|
 CowMamenanes [ry—

MNotica of Arrval/Departute. The Electromse Advance Passenger Informatson System, or eABIS, allows you 1o enler or upload

1 Flight Infoematsan passenger and crew manifests online. Reports are also available through eAPIS for Customs and
- Hal P chon appeoned indnachsals
2 Aurcrafl and Crew Info. Enr d New eAPIS L
3 Passenger Information Log In Enroll
After Maniast Submissian To begin using this senvce, please  Nead halp logging in? If you are & new user,
orlor your seoder 10 and passwod  Seloct the knk abow 1o you will need to Enroll

and select Log In. enrclment. login, and sccount
activatian Rl information

Sandor [0 . enran £

lppconrzs | Click Log In.  jeset you

Password the link above
[hassssase L ssword and
S re-activate your sccount

1) Text Caption : Click Log In.

5/5/2009
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Introdusction 1o @APIS
Crew Maintenance
Hotica of AmvalDeparture:
3 Passenger Information
After Manifast Submissan

1f you closed the eAPIS browser window
without logging off eAPIS and you attempt
to log in within 15 minutes, the WARNING
- Active Session screen appears.

Electronic Advance Passenger Information System
CUSTOME & BORDER PROTECTION
U.S. DEFARTMENT OF HOMELAND SECURITY

WARNING - Active Session - ; - :

An active sazaion alraady exists for this Sender Id. Esch eAPIS user must have 8 unique login id within the system
Borudot 105 aned psswords shaukd nol b shand amengs! ndsiual system o

Each user submitting flights for & camier should have a unique Sender i

¥ you have reached thes screan, you will not be able to access your account for approximately 15 minutes. The aAPIS
prociss wil autormatically log the account you e weshng to aceess off of te system m s bme feme ‘

Plaase closa your browser and try again with a unique eAPIS system user id or wait the 15 minute time ot pariod

CLOSE THIS WINDOW * |

5/5/2009

1) Text Caption : If you closed the eAPIS browser window without logging off eAPIS and you attempt to log in within 15
minutes, the WARNING - Active Session screen appears.
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IF you closed the eAPIS browssr window
without logging off eAPIS and you attempt

Lo log in within 15 minutes, the WARNING
. Introduction to aAPIS A Aclive Session screen appears.
Enroll in 2APIS Your account will remain locked for 15
— Electronic Advance Passenger Infor Minutes untll the first session Is
Elctroic Auance Passanger itor L et
MNotice of AnvalDeparture: LLE. DEPAFTRAENT GF HOMELAND SECLRITY
1: Flight Informatian

WARNING - Active Session

An active session already exists for this Sendar Id. Each aAPIS user must have a unique login il within the system

Horwder 195 aned passwords shaukd nal be shared amarngst indradunl systen wons
After Manifast Submissian

Each mer saibmilting hghts for & coriie should hine & unsquis Sendor ki

You should close this window and attempt
to log in after 15 minules.

M L

 you have roachad thia sctoan, yau will nat be able to accens yaur account for appeoximatoly 15 minutes. The pAPIS
process will sutomatically log the sccount you are wishing to access off of the system in this time frame.

Please clnas your browser and try again with 8 uniqua aAPIS system user id or wait the 15 minute time out pariod

Click CLOSE THIS
WINDOW to continue.

5/5/2009

1) Text Caption : Your account will remain locked for 15 minutes until the first session is automatically logged out by the

system.
You should close this window and attempt to log in after 15 minutes.

2) Text Caption : Click CLOSE THIS WINDOW to continue.
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Introdusction 1o @APIS
Eneoll in aAPIS

1 Fhghl Infoematsn
MANIFEST OPTIONS / UPLOAT A MANIFEST /
2 Aurcrall and Crew I =
Upload Manifest
3 Passenger Information

After Manifast Submissin Haowesa: fo select a lile o File for upboad

upload

Hate: Only xmi files can be
uploadad

1) Text Caption : Cancel Current Activity

Saolect Browse Lo choosie a Se fo upload Please
amaller will be accepted. Once you have found 1l

Cancel Current Activity

Same screens offer the option to cancel your
current activity.

In this example, a Cancel button appears

— ; . beside the Back and Next buttons on the
Crew Maint Electronic Advance Passenger | i
l&] CUSTOMS & BORDER PROTECTION g UD]Qad Manlfest screen-
Hatice of AnvalDeparture: LS. (EPARTRENT OF HOMELARND SECURITY Practice canceling the Upload Manifest activity

P Loyl VLGRS | F ] LUGUNR AL mEE

< BACK

pabe thal only xml e formats bwo megabyles or

file, select Mext to upload

Some screens offer the option to cancel your current activity.

In this example, a Cancel button appears beside the Back and Next buttons on the Upload Manifest screen.

Practice canceling the Upload Manifest activity.

2) Text Caption : Click Cancel to continue.

5/5/2009
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When you select Cancel, 2APIS asks

Intraduction to aAPIS you to confirm your cancellation request.
Enroll in eAPIS
Electronic Advance Passenger Information System
CUSTOMS & BORDER PROTECTION

Notice of AmvalDeparture: U.5. DEPARTMENT OF HOMELAND SECURITY

1: Flight Information

2 Aurcralt and G Ireh e
Do you want to Cancel? T
3: Passenger Imormation = BAGK
You harr chosen 1o canced your clmenl acinaty

To procecd wath the cancellation, plegse seect Confirm Cancellation

After Manifast Submissian
I you da not weant 1o canced, select Back 1o rum 1o whenm you wem in eARIS

Click CONFIRM
CANCELLATION
to continue.

[<mack |[ conrmmamsppsaion - | ©

1) Text Caption : When you select Cancel, eAPIS asks you to confirm your cancellation request.

2) Text Caption : Click CONFIRM CANCELLATION to continue.
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Introdusction 1o @APIS
Eneoll in aAPIS

[ comtionemmee |

On the Cancellation Confirmed screen,
you can choose Lo log out of @APIS or
return Lo the Manifest Options screen.

"

Electronic Advance Passenger Information System

Hotica of AmvalDeparture:

3 Passenger Information
After Manifast Submissan

i

& BORDER PROTECTION [@L{.
U.5. DEPARTMENT OF HOMELAND SECURITY i =5

Mews Legal Notices [1]  LogOut [X] Help[?] §

Cancellation Confirmed

You hine cancelled your moest recent @APIS online actmly

Please solect Log Out of eAPIS to exit 0APIS or seloct Manifest Options to cantinue 10 use cAPIS.

LOG OUT OF akPis || MANIFEST OPTIGNS >

Click Next to
continue.

5/5/2009

1) Text Caption : On the Cancellation Confirmed screen, you can choose to log out of eAPIS or return to the Manifest

Options screen.
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Click Skip to Quiz to bypass 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 three slides contain knowledge check questions.

Choose the best answer to each question.

) 30 of 35



M8_OtherActivities 5/5/2009

Slide30

Click Next to
continue.

1) Text Caption : Test your knowledge!
Upon completion of the questions, you can:

. Review your responses.
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Carrect - Click amywhere
to continue.

The comact answer is "R "

In the update eAPIS
account information link,
you are unly able lo edil
yourr Prmary Conlact
Mamea and & mail
address

Click anywhere to

Multiple Choice
In the update eAPIS account information link, you are only able to edit your Primary Contact Name and:
O A) Phone number.
©®© B) Email address.
O C) Permanent residence address.
O D) All personal information related to your eAPIS account.

1) Text Caption : Multiple Choice Answer: The correct answer is “B”. In the update eAPIS account information link you are
only able to edit your Primary Contact Name and e-mail address.
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Carrect - Click amywhere
to continue.

The comect answer is "C."

You can log m lo eARES
with anly one unique
Sender ID) at a time via
one browser window.

Click anywhere to
conlinue

Multiple Choice
In eAPIS you can:
O A) Have two browsers open and logged in with the same Sender ID.
O B) Only log in once every 15 minutes.
® C) Only have one active session at a time with each unique Sender ID.
O D) Log in from the WARNING - Active Session screen.

1) Text Caption : Multiple Choice Answer — The correct answer is “C.” You can log into eAPIS with only one unique
Sender ID at a time via one browser window.
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Correct - Click anywherne
to continue,

The comect answeris "D."

Once you have confirrmed
Thal you want 1o cancel,
you can choase fo log out
af eAFIS or return to the
Manifest Options screen.

Click anywhere lo
conlinue

Multiple Choice
Select the correct statement about canceling the current activity:
O A) All screens in eAPIS provide a Cancel Current Activity option.
O B) When you click Cancel, there is no opportunity to confirm your choice or change your mind.
O C) Clicking Cancel logs you out of eAPIS.
®© D) Once you have confirmed that you want to cancel, you can choose to log out of eAPIS or return to the
Manifest Options screen.

1) Text Caption : Multiple Choice Answer — The correct answer is “D.” Once you have confirmed that you want to cancel,
you can choose to log out of eAPIS or return to the Manifest Options screen.
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Enroll in 2APIS

Notice of AmvalDeparture:

1: Flight Informatian
3: Passenger Imormation

Upload & Manifest

B
L
After Manifast Submissian |5

About CBP

This concludes the Other Activities module and the
eAPIS Private Aviation tutorial.
Choase from the following options:

* Review your answers to the knowledge check
questions.

Exit the tutorial and go to www.cbp.gov by clicking
the blue and green header below.

Exit the tutorial and access eAPIS by clicking the
white header with the American flag banner below.

Choose a module from the menu on the left.
Return to the Main menu.

Click here to exit the
tutorial and access

Click here to exit the
tutorial and access

1) Text Caption: This concludes the Other Activities module and the eAPIS Private Aviation tutorial.

Or click Next to returm
to the Main menu.

Click Review to view your answers _
to the knowledge check questions.

5/5/2009
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[image: image1.png]eAPIS Tutorial

Private Aviation: Manage eAPIS Account

Upon completion of this module you will
be able to:
e Update /7 0-3 V0% 9 asV=rd
Ca e lraur - A A c\;'{nt Rccotl
* Avoid multiple session warnings

* Cancel the current activity

Click Next to
continue.






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


· Update your eAPIS password 


· Update your eAPIS account information 


· Avoid multiple session warnings



· Cancel the current activity
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and select Log In enrollment, login, and account

activation help information.
Sender ID: Enroll

Reset your password
Forgot or need to reset your
Bzl password? Select the link above.
to create a new password and
re-activate your account.

Logln

Click Next to
continue.






1) Text Caption : Several eAPIS functions warrant additional explanation: 


· Changing your password


· Updating your primary account holder information


· Avoiding multiple session warnings


· Canceling your current activity
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1) Text Caption : Let's practice updating your eAPIS account information. 
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1) Text Caption : Click Update your password.


2) Text Caption : Let's practice updating your eAPIS account information. 


You can:


· change your eAPIS password and


· modify your primary account holder information.


First we will update your password.
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1) Text Caption : Type 3B!indmice in the New Password field and press Tab.


2) Text Caption : This is the Change Password screen. 


Your new password will be 3B!indmice.
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1) Text Caption : Re-type your new password, 3B!indmice, in the Re-enter New Password field and press Tab.
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1) Text Caption : Click UPDATE PASSWORD >.
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1) Text Caption : After updating your password, you are returned to the Manifest Options screen where you will receive confirmation that your update is complete.
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1) Text Caption : It is not necessary to re-activate your account if you change your password while you are logged in to eAPIS.
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1) Text Caption : But you must re-activate your account if you change your password from the Welcome screen.
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1) Text Caption : Now we will practice modifying primary account holder information. 


This function allows you to update your Primary Contact Name and your email Address.


2) Text Caption : Click Modify primary account holder information.
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1) Text Caption : It turns out that Susan Teammember's first name is actually Louise, not Susan.


2) Text Caption : Replace Susan's first name with Louise by typing Louise Teammember and pressing Tab.
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1) Text Caption : It turns out that Susan Teammember's first name is actually Louise, not Susan.


2) Text Caption : Replace Susan's first name with Louise by typing Louise Teammember and pressing Tab.
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1) Text Caption : Correct Louise's email address by typing LTEAMMEMBER@email.com and pressing Tab.
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1) Text Caption : Correct Louise's email address by typing LTEAMMEMBER@email.com and pressing Tab.
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1) Text Caption : Click SUBMIT to save your updated contact information.
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1) Text Caption : After modifying your primary account holder information, you are returned to the Manifest Options screen where you will receive confirmation that your update is complete.
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of Arrival questions.
Update or Create Crew and Pilot Update your password LR e (AR
oo compliant document

e Download the latest General
SubmitNotice of Departure™ information a2

Avation

ML Schema Defintion
‘Submit “Notice of Arrval®

Click Next to learn
about Multiple
Session Warnings







1) Text Caption : To update any account information other than name or email address, email the system administrator at Private.Aircraft.Support@dhs.gov.
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1) Text Caption : To Avoid a Multiple Session Warning


You cannot open more than one instance of eAPIS simultaneously using the same Sender ID.
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1) Text Caption : For example, if you accidentally close the eAPIS browser without logging off first, then try to log back in immediately, you will get an Active Session Warning. 


Let's see what happens...
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1) Text Caption : Type 2p@ssWorD in the Password field and click Log In.
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1) Text Caption : Click Log In.
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1) Text Caption : If you closed the eAPIS browser window without logging off eAPIS and you attempt to log in within 15 minutes, the WARNING - Active Session screen appears. 
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1) Text Caption : Your account will remain locked for 15 minutes until the first session is automatically logged out by the system. 


You should close this window and attempt to log in after 15 minutes.


2) Text Caption : Click CLOSE THIS WINDOW to continue.
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1) Text Caption : Cancel Current Activity


Some screens offer the option to cancel your current activity. 


In this example, a Cancel button appears beside the Back and Next buttons on the Upload Manifest screen. 


Practice canceling the Upload Manifest activity.


2) Text Caption : Click Cancel to continue.
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1) Text Caption : When you select Cancel, eAPIS asks you to confirm your cancellation request.

2) Text Caption : Click CONFIRM CANCELLATION to continue.
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1) Text Caption : On the Cancellation Confirmed screen, you can choose to log out of eAPIS or return to the Manifest Options screen.
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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 three 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.



Slide31

[image: image31.png]In the update eAPIS account information link, you are only able
to edit your Primary Contact Name and:

A) Phone number.

- B) Email address.

C) Permanent residence address.

D) All personal information related to your eAPIS account.

Review Area
(368 x52)
(125, Y1484)

Question 1 of 3

Correct - Click anywhere
to continue.

The correct answer is "B."

Inthe update eAPIS
account information link,
youare only able to edit
your Primary Contact
Name and e-mail
address

Click anywhere to

Please try again.







Multiple Choice

In the update eAPIS account information link, you are only able to edit your Primary Contact Name and:

( A) Phone number. 

( B) Email address.

( C) Permanent residence address.

( D) All personal information related to your eAPIS account.

1) Text Caption : Multiple Choice Answer: The correct answer is “B”. In the update eAPIS account information link you are only able to edit your Primary Contact Name and e-mail address.
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Multiple Choice

In eAPIS you can:

( A) Have two browsers open and logged in with the same Sender ID.

( B) Only log in once every 15 minutes.

( C) Only have one active session at a time with each unique Sender ID. 

( D) Log in from the WARNING - Active Session screen.

1) Text Caption : Multiple Choice Answer – The correct answer is “C.” You can log into eAPIS with only one unique Sender ID at a time via one browser window.
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Multiple Choice

Select the correct statement about canceling the current activity:

( A) All screens in eAPIS provide a Cancel Current Activity option.

( B) When you click Cancel, there is no opportunity to confirm your choice or change your mind.

( C) Clicking Cancel logs you out of eAPIS.

( D) Once you have confirmed that you want to cancel, you can choose to log out of eAPIS or return to the Manifest Options screen.

1) Text Caption : Multiple Choice Answer – The correct answer is “D.” Once you have confirmed that you want to cancel, you can choose to log out of eAPIS or return to the Manifest Options screen.
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1) Text Caption: This concludes the Other Activities module and the eAPIS Private Aviation tutorial.
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