User Guide
to Ground Ops platforms

Version01

Revision 00

YD

Aand

==

IATA



<5,
Aand

User Guide to Ground Ops Platforms

Version: 01

Revision: 00

Publication date: 05-Jul-2023

DISCLAIMER

The information contained in this publication is subject
to constant review in the light of changing government
requirements and regulations.

No subscriber or other reader should act onthe basis of
any such informationwithout referring to applicable laws
and regulations and/or without taking appropriate
professional advice.

Although every effort has been made to ensure
accuracy, the International Air Transport Association
shall not be held responsible for loss or damage caused
by errors, omissions, misprints or misinterpretation of
the contents hereof.

Furthermore, the International Air Transport Association
expressly disclaims all and any liability to any person,
whether a purchaser of this publication or not, inrespect
of anything done or omitted, and the consequences of
anything done or omitted, by any such person inreliance
on the contents of this publication.

No part of this publication may be reproduced, recast,
reformatted or transmitted in any form by any means,
electronic or mechanical, including photocopying,
recording or any information storage and retrieval
system, without the prior written permissionfrom:

Senior Vice President,
Operations, Safety & Security
International Air Transport Association
800 Place Victoria
P.O.Box 113
Montreal, Quebec
CANADA H4Z 1M1

© 2023 International Air Transport Association. All rights reserved.

Montreal— Geneva
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1 Introduction

One ofthekey IATA prioritiesis to drive further standardization of ground operations process, witha primary
focus onrisk reductioninground operations. Driving forceswithinthis long-termstrategy are two key industry
initiates: ISAGO and IGOM. To ensure IGOM/ISAGO ongoingrelevancy and fit for purpose, multiple changes are
doneto bothinitiatives eachyear. This manual provides guidance to GHSPs and other entities, helping them
navigate effectively through the changes.

The changes covered by this guidance are:
1. GHSPs creating IATA Customer Portalaccount as anentry pointto any IATAservices

2. GHSPs onboarding on Operational Portal (with the purpose of a declaration of their gap analysis with
IGOM and other industry standardsas the Portal evolves)

3. GHSPs onboarding onOne Sourceto replace the ISAGO Registry. (Any GHSPs canhave their profileon
ONE Source, however, for ISAGO GHSPs it is mandatory tohave a profile on ONE Source as the
registration details will move from Registryto ONE Source)

This manual currently focuses only on item 1 of the above 3 points — creating IATA account as an entry point to
any IATAservices.
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2 General Definitions

This section describes and explain common definitions thatwill be used inthis user guide.

IATA Customer Portal

Itis a gateway to accessvarious IATAservices. To accessany ground operations related platforms, a user
accountinlATA Customer Portalis amust. OPS Portaland ONE Source are two of the many services available
viathe IATA Customer Portal.

Useraccount
Anindividual account that a personneeds to createtoaccess IATA Customer Portal.

Company account

Anorganizationalaccount thatabelongsto a company.One company accountfor each physical locationof an
organization. Example, if Aviapartner has operations at only two locations — BRU and AMS. Then, Aviapartner wil
have two company accounts, one for eachlocation based ontheir physical addresses at those locations.
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3 IATA Customer Portal

3.1.1 Accessing IATA Customer Portal

IATA Customer Portal can be accessed using a web browser ona computer or a mobile device. For bestuser
experience, using a computer is recommended. No other components or software arerequired other thanan
activeinternet connection.

The IATA Customer Portal canbe accessed at: https://portal.iata.org/s/

Uponclicking ontheabove URL, youwill see a screenas below:
Y
U/
?Aﬁ ggrs[tatlamer English v

Welcome to the IATA Customer Portal

Login

Please enter your email address and IATA Customer
Portal password to log in.

Email

Password Forgot password?

Create new user

3.1.2 Changinglanguage
Youhavethe optionto change the language of the IATA Customer Portal shouldyou need. To change the
language, simply click onthe box onthetop right cornerand select your desiredlanguage fromthe dropdown.

Y
|R_AYE Customer
JATA Portal

Welcome to the IATA Customer Portal

Login

Please enter your email address and IATA Customer
The webpagewillrefreshand display informationinyour chosen language.
Note:

1. IATA Customer Portalis notyet availableinall the languages.
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2. Althoughthelanguage ofthe IATA Customer Portal canbe changed, please only use Englishwhile
entering requested information.

3.1.3 Incase youdo have an IATA Customer Portal account

Youcan loginto IATA Customer Portal by entering your email address and password in the fields highlighted
below. And thenclickonLogIn.

Y
RAYE Customer
JIATA Portal

Welcome to the IATA Customer Portal

Login

Please enter your email address and IATA Customer
Portal password to log in.

Email
|

Password Forgot password?

Login

If youalready have a user account and areableto access IATA CustomerPortal successfully, youdonot have
do anything at the moment.

3.1.4 Checkif you have an IATA Customer Portal account / Recover your account

If youare unsure whether youhaveanIATA Customer Portal accountor if youforgotyour password, click on
Forgot Password?

Y
RAYE Customer
JIATA Portal

Welcome to the IATA Customer Portal

Login

Please enter your email address and IATA Customer
Portal password to log in.

Email

Password Forgot password?
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Uponclicking onthe Forgot Password?, youwill beredirected toa new webpage. Youwill be asked for your
email address toreset your password. Enter youremail addressin the highlighted boxbelowand click on

Submit.

Y
RAYE" Customer
JIATA Portal

3.14.1 Resetyourpassword

Forgot password?

Enter your email Login
Please enter your registered email address to reset

your password. We'll send you a reset link to your
email.

Submit

English v

If youdo have an account for IATA Customer Portal,you will receive anemail withinstructions to resetyour

password. Please followthe guidelines inthe email to reset your password.

Once passwordisreset, trytologinasin 3.1.3. If youare able to successfully loginto IATA Customer Portal,
youdo not have to do anything else at the moment.

3.14.2 Noaccountfound

If youdo not haveanIATA Customer Portal account, youwillsee the following screen. Inthis case, you can
proceedto 3.1.5to createanlATA Customer Portal account.

£
|RAYE" customer
JATA Portal

3.1.5 Incase youdon't have an IATA Customer Portal account

@ Create new account

It seems we don't have a user registered with your

email. Complete the basic registration process to join

the IATA Customer Portal

Create new user

English v
|

If thisis the first time you set up a user account, youwill need to follow the steps belowto create a new one.
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3.15.1 Create anewuseraccount
To createanew account, click onthe either Sign up for free or Create new user

Y
RAYE Customer
JATA Portal

Welcome to the IATA Customer Portal

Sign up for free

Login

Please enter your email address and IATA Customer
Portal password to log in.

Email
|

Password Forgot password?

@

Login

Create new user

Uponsection, youwill be askedto provide your email address. Please provide your professional email address
(work account)and click on Sign up.

e

Y
=_YE" Customer English
JATA Portal

Welcome to the IATA Customer Portal

Sign up for free

v

Join us!

Enter your email address to join the IATA Customer

Youwillbe presented withfollowing screenand two options: Work or Personal. Please click on Work to
proceed.
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Ay
=|_aWE" Customer English v
JATA Portal |

Sign up for free

You are creating a user
for

Work or personal

Please select if you're going to use the IATA
Customer Portal for work or personal interest.

Personal

Fill out the form by selecting your Country/Territory from the dropdown. For correctselection of Sector,
pleaseclick on Select another sector. It will opena dropdownlist.

Y
|’YE Customer English v
JATA Portal

Sign up for free

You are creating a user
for

®

Company data

Company data
Select the information related to your company.

Country/Territory

India

ector
Q Airine

QO Freight Forwarder

Select another sector

< Back to the previous page Next

- P~ 4
- el A

Select Airline Supplier fromthe dropdownlist. Please do not select any other option. Once selected, click on
Next.
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Y
RAYE" Customer
JIATA Portal

Sign up for free

You are creating a user
for

©]

Company data

Company data
Select the information related to your company.
Country/Territory

India

Sector

O Airine

Association

English v

Provide your First Name and Last Name inthe highlighted boxes. You canread Privacy Policy and Terms of
Use by clicking onthem. Onceready, click on Next.

i
|’A¥E Ccustomer
JIATA Portal

Sign up for free

You are creating a user
for

OF———— %0

Company data Personal data

Personal data

Tell us who you are by introducing your first and last
name.

First name (Given name)

Last name (Family name)

following terms:
Privacy Policy
Terms of Use

< Back to company data

English v

‘\?w = -

Youwill receive anemail confirmationfrom the IATA Customer Portal. Confirm your mail address by clickingon

thelink provided.
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v

Success

Please check your email to get your access details.

Didn't receive an email?

Please check your spam folder first. If you can't find
anything in the spam folder, please try to register
again by clicking Try Again button.

Try Again

Follow the guidance inthe email to create a passwordfor the IATA Customer Portal. Upon clicking the link, you

willbeableto set your password. Click on Save & Login afterwards.

‘o' CUSTOMER
JATA rorisL

} Create Password

Please enter your new password.

Minimum 10 characters

At least 1 upper-case letter

At least 1 number

Atleast 1symbol{ @#$%*()_+/7 &

Emai

Xena.xerxis@companydomain.com

Confirm password

Once thepassword is set, youwillnowbeinvited tocomplete your profile.
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Welcome on board

Xena Xerxis

Your account has been created successfully. You can now
discover the standard features within the Portal. Some other
features require further details, please complete your Profile for
full access.

Skip for Now Complete Your Profile

3.15.2 Complete your profile

3.15.2.1 Selectthe account of your company
Your company may already haveanaccountinlATA, so pleasefillthe Company Account Info form to verify.

Sector should already be selected for you as Airline Supplier. If not, please ensure you choose the correct
Sector/Category combination for your business fromthe dropdown. Sector will be Airline Supplier and
Category will be Ground Service Provider.

Enter your Company Name inthe dialogue box and click on Search.
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Account Selection & Additional Details

° Account Selection Additional Details Confirmation

To match your personal profile with a company account we need your company datails. Your
company may have an accountin |ATA, so please check it first before creating a new one.

Company Account Info

Fill out the information below to find your company account.

Sector

Airline Supplier

Category puntry/Territory of your work location

Select an Option Greece e

Please fill at least one of the two fislds below.

Company Name TA Code

The systemwill searchfor accounts meetingyour criteriaand inform you of the matching accounts already
existing. Ifyoudon't find yours, consider revising the spelling of your company name. You willseeall the
matching results inthe area highlightedbelow.
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Company Account Info

Fill out the information below to find your company account.

Sector
Airline Supplier h
Category CountryiTerritory of your work location
Ground Service Provider v Greece ¥

Please fill at least one of the two fields below.

Company Mame |ATA Code

Odyssey

Search

Search Results (1)

Select your company account from the list.

Account Name Sector Category

Odyssey Cargo Airline Ground Service
Handling Supplier Provider

Did not find what you're looking for?

Street

Mooiwv 1-
21

You can easily create a company accountin two steps to complete your profile

Create New Account

If your company has anIATA account at your exact address, click Next Step.Now goto 3.1.5.2.3to continue

withthe completion of the profile.

3.15.22 Create anaccountforyourcompany

If your company doesn'thave anlATA account at your exactaddress or no matching results are found, select
"Create New Account” atthe bottomofthe searchpage.
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Company Account Info

Fill out the information below to find your company account.

Sector
Airline Supplier >
Category Country/Territory of your work location
Ground Service Provider h Greece v

Please fill at least one of the two fields below.

Company Name |ATA Code

Odyssey

Search
Search Results (1)
Select your company account from the list.
Account Name Secto Category Street Select
Odyssey Cargo Airline Ground Service Awooiwy 1- ®
Handling Supplier Provider 21

Did not find what you're lcoking for?
‘You can easily create a company account in two steps to complete your profile

Create New Account

Onthe Create New Account page, fillthe form. Please note that Company Name is the legal name of your

company.

Once again, please make sure that Sector willbe Airline Supplier and Category will be Ground Service

Provider.
Select Country/Territory of your work location form dropdown list.

Click on Next Step after entering the required information.
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Account Selection & Additional Details

o Account Selection

Create New Account

a Additional Details

Please fill out your company information to access customized services. You can easily create a

company account in two steps

Company Information

Sector

Airline Supplier

Category

Ground Service Provider

Company Name

Odyssey Cargo Handling

Country/Territory of your work location

Greece

VAT (Optional)

EL999999999

9 characters —e.g. EL999999599

Website (Optional)

¢ Back to Company Account Info

Next Step

Confirmation

Youwill be asked to provide yourbusinessaddressinformation. You can use the Find Address buttonto
ensureitis accurate.

Important: Make sure you enter the EXACT address as your organizationaddress.

17 User Guide

April 2023




iR

IATA

User Guide to Ground Ops Platforms

Version: 01

Revision: 00

Publication date: 05-Jul-2023

Account Selection & Additional Details

o Account Selection

Create New Account

Please fill out your company information to access customized services. You can easily create a

company account in two steps

Company Information

Company Name VA

Odyssey Cargo Handling

Business Address Information

Airline Supplier Ground Service Provider

© Additional Details

Please provide the business address of your work location.

Is this a PO Box address?

CountryfTerritory

Greece

City

Athens

Street

lio

Postal Code (Optional)

Find Address

Please select the correct address. If you can't find the right address from the list, we'll save

the one you have entered. Click Next Step to continue.

Ctras

treet

Awooiwv 1-21

Aooiwv 23-69

Mooiwv 71-119

Aswgopoc Knguool 16-64

City

Abrvo

ABrvo

ABrvoL

Abrjvo

10438

104 39

10440

104 42

ode State

Attikis

Attikis

Attikis

Attikis

Select

Confirmation
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You can select the proper address by selectingthe best match for yourcompany address. Once theaddressis
selected, Click on Next Step. Now go to 3.1.5.2.3 to continue withthe completion of the profile.

Find Address

Please select the correct address. If you can't find the right address from the list, we'll save

the one you have entered. Click Next Step to continue.

Street City

Awogiwv 1-21 ABrvo
Aogiwy 23-69 ABrjvo
Aogiwv 71-119 ABrvo
Aswgdpoc Knguool 16-64 ABrjvo

3.15.23 Complete and confirmyour profile

10438

10439

10440

10442

Attikis

Attikis

Attikis

Attikis

Select

Add your professional details (Job Function and Job Title) in the dialogue boxand click on Next Step.

Account Selection & Additional Details

@ Account Selection a Additional Details

Add your personal details to let IATA suggest personalized content and services

Job Function ~Job Title

o Confirmation

Cargo = Manager|

& Back to Company Account Info Next Step

Verify that the information displayedis correctand click Submit.
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Account Selection & Additional Details

@ Account Selection @ Additional Details o Confirmation

‘fou are only one step away from updating your profile. Please check the information provided and
click submit button if everthing looks correct.

Company Account

Please check your company details

1. Company Information Go back to edit =
Sector Category

Airline Supplier Ground Service Provider

Company Name VAT

Odyssey Cargo Handling

Website

2. Business Address Information Go back to edit =
Country/Territory State

Greece Attikis

City Postal Code

Athens 10438

Street

Mwoaiwv 1-21

Additional Details Go back to edit —+

Please check your personal details

Job Function Job Title
Cargo Manager

o T tne

You can now click on Go to Homepage.

Your details are saved successfully.

We can now offer you more personalized experience based on

your profile. You can also take a look at any service & training
provided from IATA

Go to Homepage

Once completed, youdo nothave to do anything else at the moment.
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4 Use of this manual

Despite our best effort to covereverything, nothing is perfect,and we acknowledge there may be errorsor
missing useful information. IATA welcomes all feedback, corrections, orsuggestedimprovements,onthis
guidance by email to groundops@iata.org.
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