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DISCLAIMER

The information contained in this publication is subject
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requirements and regulations.

No subscriber or other reader should act on the basis of
any such information without 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
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of anything done or omitted, and the consequences of
anything done or omitted, by any such person in reliance
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 permission from:

Senior Vice President,
Operations, Safety & Security
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800 Place Victoria
P.0.Box 113
Montreal, Quebec
CANADA H4Z 1M1
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1 Introduction

One of the key IATA priorities is to drive further standardization of ground operations process, with a primary
focus on risk reduction in ground operations. Driving forces within this long-term strategy are two key industry
initiatives: ISAGO and IGOM. To ensure IGOM/ISAGO ongoing relevancy and fit for purpose, multiple changes
are made to both initiatives each year. This manual provides guidance to airlines and GHSPs, helping them
navigate effectively through the changes.

This User Guide covers guidance for airlines and GHSPs to:
1. Create IATA Customer Portal account (user and company) as an entry point to any IATA service.

2. Onboard (airlines and GHSPs) on Operational Portal (Ops Portal) (with the purpose of declaring their gap
analysis with IGOM and other industry standards as the Portal evolves)

Please note that if an operator provides ground handling services, they are considered a GHSP for the purpose
of this User Guide (regardless of if they-self handle or offer the services to other customers). Therefore, any
operator that has both functions - airline and GHSP, they will need to have two different profiles/accounts on
the OPS Portal. Please read further guidance below.

Future revision of this User Guide will also include:

3. GHSPs onboarding on One Source to replace the ISAGO Registry. (Any GHSP already today can have
its profile on ONE Source, however, for ISAGO registered/accredited GHSPs it will be mandatory to
have a profile on ONE Source as the registration details will move from Registry to ONE Source)
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2 General Definitions

This section describes and explains common definitions that will be used in this user guide.

IATA Customer Portal

IATA Customer Portal is an online platform that serves as a gateway for its member airlines, GHSPs, and other
industry stakeholders to access various IATA services. The platform includes a variety of tools and resources,
as well as easy access to a wide range of IATA products and services. Ops Portal and ONE Source are two of
the many services available via the IATA Customer Portal.

IATA Operational (OPS) Portal

IATAOPS Portal is an online platform for airlines and GHSPs providing access to a range of operational
standards on different ground handling requirements. The portal also facilitates the exchange of operational
information between stakeholders. Through the OPS Portal airlines and GHSPs can easily declare their
compliance with the IATA Ground Handling Manual (IGOM) provisions, the established standard for ground
handling worldwide. In addition, stakeholders can record and exchange information as well as post any
variations to IGOM in their ground handling requirements.

Publication date: 31-Aug-2023

Currently, the OPS Portal includes: = |ATA Ground Handling Manual (IGOM)
Throughout 2024, the OPS Portal will be = Airport Handling Manual (AHM) Chapter 11 Training
expanded to also include: = Organization and Management (ORM)

= Cargo and Mail Handling (CGM)

NOTE: Terms IGOM Portal and OPS Portal are equivalent. The Portal started as IGOM Portal and was renamed to OPS Portal
as a decision was made that more industry requirements shall be part of the portal online tool.

User account
An individual account that a person needs to create to access IATA Customer Portal.

Company account

An organizational account that belongs to a company. One company account for each physical location of an
organization. Example, if a GHSPs called "GroundServe Inc.” has operations at only two locations — BRU and
AMS. Then, GroundServce Inc. will have two company accounts, one for each location based on their physical
addresses at those locations.

Another case is for Flybetter airline that has one physical location/address for BCN airport, as an operator and
GHSP. The Flybetter airline will also have two company accounts with same physical location, however two
different profiles with two different account record types: one as an airline and second one as GHSP (airline
supplier). Read further guidance below.
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3 IATA Customer Portal

3.1 Accessing IATA Customer Portal

IATA Customer Portal can be accessed using a web browser on a computer or a mobile device. For the best
user experience, using a computer is recommended. No other components or software are required other than
an active internet connection.

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

Upon clicking on the above URL, you will see a screen as below:
£
o/
?Af ggrsttatlamer 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

3.2 Changing language

You have the option to change the language of the IATA Customer Portal should you need. To change the
language, simply click on the box on the top right corner and select your desired language from the dropdown.

A
—
IATA Portal

Welcome to the IATA Customer Portal

Login

Please enter your email address and IATA Customer
The webpage will refresh and display information in your chosen language.
Note:

1. 1ATA Customer Portal is not yet available in all languages.
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2. Although the language of the IATA Customer Portal can be changed, please only use English while
entering requested information.

3.3 Incase you do have an IATA Customer Portal account

You can login to IATA Customer Portal by entering your email address and password in the fields highlighted
below. And then click on Log In.

Y
I ciocoe
JATA 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 you already have a user account and are able to access IATA Customer Portal successfully, you do not have
to do anything at this time.

3.4 Checkif youhave an IATA Customer Portal account / Recover your account

If you are unsure whether you have an IATA Customer Portal account or if you forgot your password, click on
Forgot Password?

Y
g ot
JATA 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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Upon clicking on the Forgot Password? you will be redirected to a new webpage. You will be asked for your
email address to reset your password. Enter your email address in the highlighted box below and click on
Submit.

Y
_A¥ES Customer
JIATA Portal

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

3.4.1 Reset your password

If you do have an account for IATA Customer Portal, you will receive an email with instructions to reset your
password. Please follow the guidelines in the email to reset your password.

Once the password is reset, try to log in as in 3.3. If you are able to successfully login to IATA Customer Portal,
you do not have to do anything else at this time.

3.4.2 No account found

If you do not have an IATA Customer Portal account, you will see the following screen. In this case, you can
proceed to 3.5 to create an IATA Customer Portal account.

£
|aYE" Customer English v
JATA Portal L

@ 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
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3.5 Incase youdon't have an IATA Customer Portal account

If this is the first time you set up a user account, you will need to follow the steps below to create a new one.

3.5.1 Create a new user account
To create a new account, click on the either Sign up for free or Create new user

A
=RAYE" Customer
IATA 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

Create new user
. -_— ol M

Upon section, you will be asked to provide your email address. Please provide your professional email address
(work account) and click on Sign up.

iy
=|_AWE Customer English v |
IATA Portal |

Welcome to the IATA Customer Portal

Sign up for free

2
Join us!

Enter your email address to join the IATA Customer

You will be presented with the the following screen and two options: Work or Personal. Please click on Work to
proceed.
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Y
=|_aWE" Customer

IATA

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

English v

Fill out the form by first choosing your Country/Territory from the dropdown menu and then selecting the
corresponding Sector that fits your organization.

ah
RAYE" Customer
IATA

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
O Freight Forwarder
O Travel Agent
fearch K
Accommodation

Auriine Supplier

Airport

Association

If you are an airline, please select Airlines.
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IATA

Y
RAAYE" Customer English v
IATA Portal c

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

< Back to the previous page Next

If you are a ground service provider, please click on "Select another sector” to open a dropdown list. Then,
specifically choose "Airline Supplier" from the dropdown options.

Y
|’YE” Customer English v
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
QO Airline
O Freight For
QO Travel Agent

Search ~

Once the sector is correctly selected, click on Next.
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i
|_A¥E" Customer
1757

- -

Sign up for free

You are creating a user
for

@

Company data

Company data

Select the il ion related to your

Country/Territory

ndia

Sector
@© Airine
O Freight Forwarder

O Travel Agent

< Back o he previous page

English v

Provide your First Name and Last Name in the highlighted boxes. You can read Privacy Policy and Terms of
Use by clicking on them. Once ready, click on Next.

A
|RA¥E Customer
JATA 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 se

< Back to company data

English v

You will be presented with the following screen which informs you of an email sent to you for next steps.
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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

You will receive an email confirmation from the IATA Customer Portal. Confirm your mail address by clicking on
the link provided.

IN
To

%ﬁgg CUSTOMER

IATA

Dear Hira,

IATA Noreply <noreply@iata.org>

PORTAL

Wed 06/09/2C

Thank you for registering to the IATA Customer Portal. You're just one step away from

getting access!

Please confirm your email address by clicking here.

For security reasons, this link is valid for 8 hours. After the time limit has expired, you
will have to resubmit your request.

Thanks for being part of IATA.

IATA

wa Our mission is to represent, lead and serve the airline industry

Follow the guidance in the email to create a password for the IATA Customer Portal. Upon clicking the link, you

will be able to set your password. Click on Save & Login afterwards.
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4 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

Password

Confirm password

Once the password is set, you will now be invited to complete your profile.
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3.5.2 Complete your profile

3.5.2.1 Select the account of your company
Your company may already have an account in IATA, so please fill in the Company Account Info form to verify.

The Sector should already be preselected based on your choice in section 3.5.1. If not, please ensure you
choose the correct Sector/Category combination for your business from the provided list and the dropdown
menu.

e Ifyou are a ground service provider, the Sector will be Airline Supplier and the Category will be
Ground Service Provider.

Account Selection & Additional Details

o Account Selection Additional Details Confirmation

To match your personal profile with a company account we need your company details. Your
company may have an account in IATA, 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 v
Category Country/Territory of your work location
[ Ground Service Provider v ] Canada v

Please fill at least one of the two fields below.

Company Name |ATA Code

e Ifyou are an airline, the Sector will be Airline, then the Category will be one of the following:
= Cargo only

= Passenger and Cargo
= Passenger only
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Account Selection & Additional Details

o Account Selection Additional Details Confirmation

To match your personal profile with a company account we need your company details. Your
company may have an account in IATA, 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 v

Category Country/Territory of your work location
[ Selectan Option A~ l Canada v
v

Aerial Work

Cargo only

General Aviation

IATA Code

Governmental Aviation

Military

Passenger and Cargo

Passenger only

Enter your Company Name in the dialogue box and click on Search. The system will search for accounts
meeting your criteria and will inform you of the matching accounts already existing. If you don't find yours,
consider revising the spelling of your company name. You will see all the matching results in the area
highlighted below.
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Company Acecount Info

Blow th find your Compaiy account

= Greace

Search

If your company has an IATA account at your exact address, click Next Step. Now go to 3.5.2.3 to continue with

the completion of the profile.

3.5.2.2 Create an account for your company

If your company doesn't have an IATA account at your exact address or no matching results are found, select

“Create New Account” at the bottom of the search page.
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Company Account Info

Fill Sut the information belovw 1o find your Sompainy SEcount

Spcibor
ey ot Temitory of o work locaton

o Greece -

[CEETS easl one of the elcts b
Company Kame &TE Code

Odyssey

Soarch
Search Results (1)
Select your compsary ocount frcem the
el

drkrm

supdior

Creahe Mew dcogent

On the Create New Account page, fill in the form. Please note that Company Name is the legal name of your

company.

Once again, please make sure that Sector and Category will match your selection in section 3.5.2.1
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For airlines:

Account Selection & Additional Details

@ 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

Sector

Airline

For airline supplier:

Account Selection & Additional Details

o Account Selection

Create New Account

Confirmation

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

Selectan Option

v

Aerial Work

Cargo only

General Aviation

Govemmental Aviation

Category

Ground Service Provider

Select Country/Territory of your work location from the dropdown list.

Click on Next Step after entering the required information.

Account Selection & Additional Details

© Account Selection

Create New Account
B

Company Information

Company Name

Odyssey Cargo Handling

& Back to Company Accewnt Infe

20 User Guide
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You will be asked to provide your business address information. You can use the Find Address button to
ensure it is accurate.

Important: Make sure you enter the EXACT address as your organization's address.

Account Selection & Additional Details

o Account Selection o Additional Details Confirmation

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

Odyssey Cargo Handling

Business Address Information

Flease provide the business address of your work location.

Country/Territary State

Greece o Altikis

City Pastal Code {Optional

Athens

Find Address

Select

Mogiuwy 1-21 Afiver 104 38 Attikis
MNogiwy 23-69 Ao 10439 Attikis
Aodiuwv 71-119 Ao 104 40 Altikis
Aewpdpoc Knpuwol 16-64 A 10442 Antikis
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You can select the proper address by selecting the best match for your company address. Once the address is
selected, Click on Next Step. Now go to 3.5.2.3 to continue with the 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 Postal Code State Select
Awogiwv 1-21 ABrvo 10438 Attikis
Aogiwy 23-69 ABrjvo 10439 Attikis
Aogiwv 71-119 ABrvo 10440 Attikis
Aswgdpoc Knguool 16-64 ABrjvo 10442 Attikis

3.5.2.3 Complete and confirm your profile
Add your professional details (Job Function and Job Title) in the dialogue box and click on Next Step.

Account Selection & Additional Details

@ Account Selection a Additional Details o Confirmation
Add your personal details to let IATA suggest personalized content and services

Job Function ~Job Title

Cargo = Manager|

& Back to Company Account Info Next Step

Verify that the information displayed is correct and click Submit.
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Account Selection & Additional Details

@ senum sescion (@) ssananaietsis © comnmaton

Youzre anly y proviced ang
©lci subrmitbutonlf everthng looks correct.

Company Account
Please chick your company detalls

1. Company Information o bacntacan
seer caman

anine Gargoonyy

ey Hams T

Ttz

2 Business Address Information G bckiaedt

o Suebsc

Monyreal Hscoms
St
503 AU DU SOUARECTORA
Additional Details G bckiaedt
Please cneck your persanal cetalls
-
oo et
cage

ot i
Manager

o

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, you do not have to do anything else at this time.
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4 |ATA Operational Portal

Once you have successfully completed your registration in the IATA Customer Portal, accessing the IATA OPS
Portal is easy. But before that, here is some information for you to better understand IATA OPS Portal.

4.1 Guide to OPS Portal platform

Request access Create a user

through IATA's website

account/login to IATA IRy £ R

Customer Portal

access

(optional)

4.1.1 Definitions
4.1.1.1 Account Types

Airline account
Each airline can have only one account per Air Operator Certificate (AOC).

Station (Location)
Refers to the location of each account.

Ground Handling Service Provider (GHSP) accounts
GHSPs can have multiple accounts depending on the number of locations in the GHSP's network, but only one
account per location.

Airlines that also provide ground handling services to third parties as a GHSP will need to create separate
accounts:

= As an airline (with one account per AOC)
= As a GHSP (with one account per location)

4.1.1.2 User Types

The platform is designed to assign different user profiles that have specific accessibility and permissions. The
roles that a user can have in the OPS Portal platform are:

IGOM Admin

The company administrator of the account. The IGOM Admin can access all the sections currently enabled in
the platform (Dashboard, GAP Analysis, Notifications, Variation Report, IGOM Document Description and
Station Administration).

Editor
The Editor is primarily assigned to complete a section or sections of the gap analysis on behalf of the IGOM
Admin. The Editor will have access to the Dashboard, GAP Analysis, Variation Report and IGOM Document
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Description sections.

Viewer
The Viewer is primarily a company employee who has an interest in viewing variation(s) in the accounts of the

members of the portal with which the company is sharing information. The Viewer can see the Variation Report
and IGOM Document Description sections.

Station Acknowledger
The Acknowledger has access to the same sections as a Viewer, but with the addition of the Notifications
section, where they will receive information about the published gap analysis. The Acknowledger is arole
primarily designed for GHSP organizations. The role is meant to be the main point of contact of a GSHP Station
who oversees handling documentation from customers and distributing it to the personnel.

Service Administrator
When inviting users to the IGOM portal, there is an option to include the Service Administrator role. This role
grants the selected users the ability to manage all subsequent accesses, invitations, and workflows within the
company. In another words, this allows the person to invite any other person in the company to join your
company's IGOM Portal account.

Itis up to the inviter/IGOM admin and service administrator to decide whether to use this option.

Sections

Dashboard

GAP Analysis
GAP Analysis
GAP Analysis
GAP Analysis

GAP Analysis

GAP Analysis

Variation

Variations
IGOM Document
IGOM Document

Notifications

Notifications

Account
Administration
Account
Administration
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Functionalities \ Roles IGOM Admin
Visualize own station /airline
charts Yes
Create / Clone GAP Analysis Yes
Edit Chapters of GAP Analysis Yes
Attach GOM Documents Yes
Send notifications Yes
Edit section "Notes” in Gap
Analysis Yes
Publish a GAP Analysis Yes
See Variation description /
attachment s Yes
Read variations for own station Yes
Read the last IGOM Yes
List and read older IGOMs Yes
Send notifications Yes
Read & acknowledge
notifications Yes
Invite other User of the platform
to share information Yes
Assign roles in the account
Yes

Editor

Yes
No
Yes
No
No

Yes
No

Yes
Yes
Yes
Yes
No

No

No

No

Station
Acknowledger

Yes
No
No
No
No

No
No

Yes
Yes
Yes
No
No

Yes
No

No

Viewer

Yes
No
No
No
No

No
No

Yes
Yes
Yes
No
No

No

No

No
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4.2 OPS Portal Registration

There are two ways of how to request access to the OPS Portal and both ways to access the portal is
straightforward and can be completed by following the steps outlined below:

First Option

= If you already have access to the IATA Customer Portal, as instructed in section 3 of this user guide, log

in to the IATA Customer Portal and search for "IGOM" in the search bar and choose the "IGOM" service.

[Service

IGOM

Next, click on the "Request Service" button.

Note: if you haven't yet filled your profile, the system will ask you to do it now. Follow the instructions in
section 3.5.2

= Confirm you are requesting access:

New Service Request

Do you confirm you are requesting access to One Source?

Second Option

= Begin by navigating to the IATA website at IATA - Home and selecting the "Programs & Policy" tab from
the top menu.

= From the drop-down menu, choose "Ground Operations" under the "Operations & Infrastructure" sub-
menu.
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= On the Ground Operations page, click on "Operational Portal” |ATA Operational Portal (IGOM Portal) and
scroll down to the "Sign up for the Ops Portal now" section.

= Fillin all the required information and ensure that you have checked the consent box before submitting
your application by clicking the "Sign up" button.

Ops Portal features

0 Notification function: communicate information about your variations to the IGOM once and update all partners in real time.

o Gap analysis: benchmark your proceduras and monitor where they differ from IGOM. If you have no variations, effortlessly adopt
the IGOM in full.

Variation report: facilitate the identification of variations from IGOM and share them with your business partner.
Dashboard: get insight on your performance, with customizable reports and charts.

Station administration: keep your data confidential, telling only those who need to know.

Always up to date: receive the latest changes to the IGOM as they're approved.

Easy to manage: assign different roles within your organization.

e © o © ©o o

It's free: sign up today.

> OPS Portal User Guide for IGOM (pdf)

Sign up for the Ops Portal now

Business Email

| |
First Name *

| |
Last Name *

| |
Job Title *

| |
Company ©

Company type *
| v

1 I consent to the processing of my personal information in accordance with IATA's Privacy Policy and | understand and agree to the
Terms of Use *

SIGN-UP

IMPORTANT:

The request to access the OPS Portal shall be done only by the person designated by the company as their
main OPS Portal account administrator.

Once this person has completed the registration process, they will, by default, have the role of the company's
OPS Portal Admin and Service Administrator.

= Once the application has been completed, an invitation email will be sent by IATA to complete the
necessary steps to access the OPS Portal.
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= Click on the “Click here to continue” link as indicated in the image below:
|ATA Noreply <norepiy@ista cig

Helio!

You have been invited lo use  Please chck the Bink below to begin

I you have

it registered for the |ATA Customer Portal. you will be guided to do so. After completing this step, please retum to this email and click the link to continus

Click hare to continue

= Finalize your personal profile information in the IATA Customer Portal as instructed in section 3.5.2
= Check your email and click on “Take me to the Portal.”

Once you have completed the information in your personal profile, the registration is active.
Welcome to IATA Customer Portal © Fostainarivo x

IATA Noreply <noreply@iata.org>

amevw
&)
=& CUSTOMER
’ A TA PORTAL
Dear Massimo,
We are happy to have you with us in our IATA Customer Portal!

The IATA Customer Portal is packed with useful services, product information, useful tips and tricks specially
tailored for you. You can use it to contact our Customer Services Team easily, including live chat or directly
purchase from our online store. It's your gate to IATA!

Take me to the Portal!

To enhance your IATA Customer Portal experience even more, you can complete your account information
whenever you want to. You can easily do so by clicking here.

We hope you enjoy our IATA Customer Portal!
Thanks for being part of IATA

IATA

T Our mission is to represent, lead and serve the airline industry

421 Access Granted

= The person of the company who is first given access to the OPS Portal will have two roles: IGOM Admin
and Service Administrator.
= To access the functionalities of the Service Administrator, click on the Manage Service button.

= Toaccess the OPS Portal as IGOM Admin, click on Go to Service.
My Services Available Services

Your company's services are listed below.

Show Only Favorites

Payment Link A

Paymentlink is IATA's online credit card payment
platform. As you purchase products & services
from |ATA, you can use

v v

PaymentLink
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4.3 OPS Portal Main Features

The OPS Portal platform is divided into the following sections:

= Manage Service (invitation Step 1)

= Station administration (invitation Step 2)
= Dashboards

=  GAP analysis

= Notifications

= Variation report

= IGOM document description

First two items are related to inviting other users to the OPS Portal. Except for Manage Service, all other
sections are accessible from the sidebar menu of the page:

!®! Customer Services .  Support O, SEARCH [ 9
TATA Fortal

?:_f ONE SOURCE » Dashboard ;ﬁ 0 Rawan Hafez

General Overview

Search...
Air test Airline Spain - 2023-07-06 2 - Go Te Report
Status for all Show detail

stations

4.4 Service Administrator "Manage Service” (Invitation Step 1)

By clicking on "Manage Service" you will access a page where you will be able to invite people in your company
to join your company's account.

To invite a person to join the account:

= Enter a valid email address.
= Choose if the person will be a Service Administrator or Blank
= Click on Invite

There are two different options you can choose when inviting people: Service Administrator or Blank.

If you invite a person by selecting the Service Administrator option, the person will be able to invite other
people from your company to the account.
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If you invite a person by selecting the Blank option, the person will not be able to invite any other person to the
account, meaning the person will not be enabled as an additional Service Administrator.

Here is how to assign these roles:

Home > Services > Man

IGOM

About

T
Completed mineshc+123@gmail.com
Completed mineshc+456@gmail.com

Famnlatad Iramactra@amail cam

Assign the Service Administrator role.

\:0/
I 77 o R seme~ o Q

Home > Services > Manage Services

IGOM

test@email de Senvice Adminisirator

— . .
Active singhg@iata.org

Completed ivkapluhy @gmail.com Service Administrator

Page 1of 1
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Assign the Blank role.

L/
?A'f ggFS&gEAER Bl Services (@ Support & Profle v O O,

Home > Services > Manage Services

IGOM

— i

e
Active singhg@iata org
Completed ivkapluhy @gmail.com Service Administrator

Page 10f1

Once the invitee has completed his/her profile in the registration process, you will be able to assign him/her a
role in the portal. For the "role” assignment, see Section 4.5.2 Station Management below.

4.4.1 Accessing the OPS Portal from the “Service Administration” Page
From the Service Administration page, you can access the OPS Portal by clicking Go to Service anytime.

=W
TATA ggg;gEJIER El Sservices (® Support & Profle v A

Home > Services > Manage Services

IGOM

test@email de Senice Administrator m
Active singhg@iata.org
Completed ivkapluhy@gmail com Service Administrator
Page 1 of 1
Augsut 2023
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4.4.2 Accessing the “Service Administration” Page from the OPS Portal
From the OPS Portal, you can always access the Service Administration page by clicking Services.

-
&/
I 7 o O Zrowe 0 0

w9 ONE SOURCE » Dashboard a G Massimo Cicetti
&4 Dashboard .
General Overview
GAP Analysis Search
@ Notifications Showing 1 to 3 of 24 entries (1 of 8 pages)
£5 Vanation report
Air Algérie Airline Algeria - - - - Go To Report
£ 160M Document Description
UAB Jump Air Airline Lithuania - - - - Go To Report
/¥ Station administration
Lufthansa Airline Germany Koeln 2021-11-03 1 1M Go To Report
Status for all stations Show detail
‘\ Non-existing
N Reviewed
NN Pending review
And then Manage Service.
Your company's services are listed below.
Show Only Favorites
IGOM A Payment Link A

Paymentlink is IATA's online credit card payment
G platform. As you purchase products & services

IGOM i
o PaymentLink from IATA, you can use
ID Card Online Platform A IATA Store A
Apply & pay for your ID Card (new, renew, change IATA offers over 400 titles consisting of standards
ID Card of agency) and get IATA travel agent benefits. manuals and guidelines that cover a variety of
IATA Store . . -
Platform aviation topics, from Sa

4.5 Station Administration

451 General

Access to the Station Administration page is only available to people who have been assigned the IGOM Admin
role.

The Station Administration page has two tabs to manage the following:
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Station Management: assign roles to people you have invited to join your OPS Portal account.

Station Relationships: Create relationships between accounts.

4.5.2 Station Management (Invitation Step 2)
In this tab, the IGOM Admin can assign a role to each person in the account.

Below the list of users, there is a checkbox labeled “Show users that do not have a role.” Enabling this checkbox
will display users who have not been assigned a role, making it easier to identify and manage their roles.

Dashboard

GAP Analysis

Notifications

Variation report

IGOM Document Description

Station administration

Example:

5,
9 ONE SOURCE

Dashboard
GAP Analysis
Notifications

£5 variation report

IGOM Documert Description

e
P —

Station Management ~ Station Relationships

Users in station

* Andrea Rizzo

« Garoline ODHIAMBO

« Laura Camastra

« Massimo Cicetti

* William Savage

[ Show users that do not have a role.

» station administration

Station Management ~ Station Relationships

Users in station

« Massimo Cicetti

* Massimo Cicetti

« Massimo Cicetti

Show users that do not have 3 role.

Search user.

Role:

Editor
Role:

Acknowledger
Role: -

Viewer
Role:

IGOM Admin
Role:

IGOM Admin

Search user.

Role:
Select role

Role
Select role

Role:
1GOM Admin

Clicking on arrow next to the name of the user will allow to assign a role to the users.

33 User Guide

ab

a

a

s

e

e Massimo Cicetti

Augsut 2023




=2VE

LN

Annh

IATA

User Guide to Ground Ops Platforms

Version: 02

Revision: 00

Publication date

:31-Aug-2023

* Andrea Rizzo

» CAROLINE ODHIAMBO

+ Caroline ODHIAMBO

* IGOM Viewer

+ lgom Acknowledger

+ lgom Admin

« lgom Editor

+ [gom Editor

Role:

Role:

Role:

Role:

Role:

Role:

Role:

Role:

Editor v @
IGOM Admin v L]
Acknowledger v L]
Select role v
Select role v
Select role v
Select role v
Select role v

Additionally, the IGOM Admin will be able to remove a role from a user by means of clicking on the bin icon (to

the right of the role).

®,
75 ONESOURCE

Dashboard

GAP Analysis

Notifications

Variation report

IGOM Document Description|

Station administration

» Station administration

Station Management  Station Relationships

Users in station

* Andrea Rizzo

* CAROLINE ODHIAMBO

« Caroline ODHIAMBO

* IGOM Viewer

Role:

Role:

Role:

Rale

2

Search user...

Editor T
IGOM Admin v
Acknowledger v

0 Massimo Cicetti

ak

At the top of the list, there is a search box to make it easier to find a specific user by typing their name. This

option will filter the list by any searched term.

Dashboard

GAP Analysis

Notifications

Variation report

IGOM Document Description

Station administration
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Station Management  Station Relationships

Users in station

« Andrea Rizzo

« Caroline ODHIAMBO

- Laura Camastra

* Massimo Cicetti

Role:

Role:

Role:

Role:

I Search user...

Editor

Acknowledger

Viewer

IGOM Admin

L

s

s

s
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All these options will allow the IGOM Admin to easily manage the roles of users at their station.

4.5.3 Station Relationships

The Station Relationships tab is a workspace where the IGOM Admin can manage relationships between
different OPS Portal accounts.

To establish a hierarchy group or a group relationship with other companies existing on the OPS Portal, users
can follow these steps using the Station administration page and the station Relationships tab:

1. Access the Station Relationships tab. This tab is located on the Station administration page.

2. Ontheright side of the screen, under Unrelated stations, a list of companies with OPS Portal accounts
will be displayed.

3. Onthe left side of the screen, under Related stations, companies that the user already has a
relationship with will be listed.

3% ONE SOURCE » Station administration ° O raventiatez

Unrelated stations o
Search stati

AFEERERRLET

4.5.3.1 Create a Hierarchy Group (internal - within same organization)
What is a hierarchy group?

A hierarchy group creates a “parent/child” relationship. A "parent” can share documentation loaded in the
"Document” section to all members of the hierarchy and give any member of the group the opportunity to
“clone & reuse” an existing gap analysis published by the parent.

Typically, a generic version of the gap analysis is created at the headquarters or “parent” level by the IGOM
Admin. It can then be cloned, reused, and adjusted for the specific “child” account.

This option can be used by GHSPs operating at multiple stations to link all the stations under one umbrella. In
this case, the headquarters station (parent) will send a request to the outstations to become a “child” in the
hierarchy.

This option can also be chosen by airlines to either link different AOCs of the same group under one umbrella
or to link the airline to its own ground handler (e.g., airlines also having a ground handling department).

How to create a hierarchy group:

To create a hierarchy group relationship with another account, the IGOM admin should perform the following:
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Utilize the search functionality provided to locate the desired account with which to establish a
hierarchy group.

Once the account is found, there is an option to control notifications within the relationship. The
requesting account must choose whether to activate the notifications for communications by ticking
the mark.

Once the notification aspect is determined, the IGOM admin should proceed by clicking on the
downward arrow symbol as shown below.

By clicking the downward arrow, an invitation request will be sent to the other account.

The IGOM admin of the other account will then have the option to either accept or decline the hierarchy
group relationship request.

If the request is accepted by the IGOM admin of the other account, that company's name will be moved
to the left side under Related stations.

4.5.3.2 Create a Group Relationship with Another Account (external - with other organization(s))

What is a group relationship?

This option is used to create a relationship between an airline and a GHSP to make it possible to share
information between the accounts in the relationship. Group relationships allow accounts to share their gap
analysis variation reports for review.

How to create a group relationship:

To create a group relationship with another account, the IGOM admin should perform the following:

1.

Utilize the search functionality provided to locate the desired account with which to establish a
hierarchy group.
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2. Once the accountis found, there is an option to control notifications within the relationship. The
requesting account must choose whether to activate the notifications for communications by ticking
the mark.

3. Once the notification aspect is determined, the IGOM admin should proceed by clicking on the group
symbol as shown below.

Related stations Unrelated stasons

4. By clicking the group symbol, an invitation request will be sent to the other account.

5. The IGOM admin of the other account will then have the option to either accept or decline the group
relationship request.

6. If the requestis accepted by the IGOM admin of the other account, that company's name will be moved
to the left side under Related stations.

46 Dashboard

The dashboard on the main page of the OPS Portal provides a comprehensive overview of your company's
information. It includes:

e Company name

e Type of company

¢ Country and city

e Latest published gap analysis date, indicated as Last Revision

o Number of variations reported in the latest published gap analysis.

¢ Notification acknowledgment, if any notifications were sent during the publication of the latest gap
analysis (for further details, refer to section 4.8 on Notifications)

e Go to Report button.
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?:'1 ONE SOURCE » Dashboard £ 0 Rawan Hafez

Dashboard l
General Overview

GAP Analysis

Search...

Air test Airline Spain - 2023-07-08 2 Go Te Repert
Status for all Show detail
stations

I

Clicking the Go to Report button directs to the report function where users can access the following:

1) A dropdown list of the company's report area. The dropdown list provides the IGOM edition
numbers, allowing users to review both published and draft versions of previous and current gap
analysis editions.

2) Adropdown menu is available for selecting a specific GAP Analysis to be displayed.

Once selected, the page will refresh and present the requested information.

ONE SOURCE » Dashboard B O ronbaicr

Airtest - s | I
I i

Selesied GAR Anaiysis:

Sckncutesgements pe varston Ackoonledgements scinomedged in e
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4.7 Gap Analysis

4.7.1 Introduction

The GAP Analysis section is the core of the OPS Portal. It allows the company to benchmark its own
procedures against those of IGOM, indicating areas of conformance, variations and what is out-of-scope in the
company's documentation in comparison to IGOM. To better understand IGOM implementation, it is
recommended to view the IGOM Implementation video.

Itis important to note that a gap analysis shows conformity (or not) at a documentational level only. It does not
indicate conformity for implementation.

4.7.2 New File

The New File wizard enables the IGOM Admin to initiate the creation of the initial company gap analysis. The
process for creating a new gap analysis begins with naming the file, ensuring that the name accurately
represents the company, version number, and, if applicable, the gap edition. Upon clicking Continue, a new
page will be presented, presenting all IGOM procedures that need to be reviewed and completed.

ﬂ.rf ONE SOURCE > GAP Analysis :_9 0 Rawan Hafez

Dashboard

GAP Analysis - Air test

GAP Analysis

L Notifications

D NEWFILE

$ \Variation report

IGOM Document.

J Station administration

File name

4.7.3 New File from a Previous Version (Published Gap Analysis Clone and Reuse)

When a new edition of the IGOM is released, the Administrator has the option to clone and reuse an existing gap
analysis. This can be done by following these steps:

Cloning an Existing Published Gap Analysis:

e Select New File for a Previous Version: The Administrator chooses this option to initiate the cloning
process.

e List of Previously Published Gap Analyses: A list of previously published gap analyses will be displayed,
including any gap analysis created at the headquarters or "parent” level, if a hierarchy group has been
established between accounts.

e Select the Desired Published Gap: From the list, the IGOM admin selects the desired gap analysis,
renames it, and savesiit.
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9% ONE SOURCE » GAP Analysis a e Rawan Hafez

Dashboard

GAP Analysis - Air test

GAP Analysis

Q. Notifications

NEW FILE FROM

T PREVIOUS VERSION

1GOM Document Description
Searchfile

& Station administration
I Test IGOM Ed. 12 R0 20230414 Previous analysis I
¥

Problems IGOMEd 12R0 2023-03-31 Previous analysis
Test IGOMEd 12R0 2023-03-30 Previous analysis
Test IGOMEd 12RO 2023-03-30 Previous analysis
Test IGOMEd.12R0 2023-03-31 Pravious analysis
Hira IGOM Ed. 12 R0 20230329 Previous analysis

[=]

When accessing an already published gap analysis, it will display with all the references already filled in. Any
IGOM items that have been updated with the latest IGOM version will be highlighted for easier comparison by
the IGOM admin/Editor.

» GAP Analysis - Detail not [ oo | R >

Information and Communication to Passengers
Disruptions Known Prior/During Check-In
A Critical pending review Tractor/Electric Baggage Tug Goto ltem

A\ Critical pending review Fiight Deck Goto ltem

Passenger Handling Procedures

ot 4§ < 1.1.3.2 Check-In Deadlines > >®
1.1 Passenger Departure

References + Add reference

IGOMEd 10R 1 Checkin Deadiines ®

Any IGOM procedures that have been amended between IGOM editions will automatically have their reference
mappings changed to "variation." A list of these procedures will be generated for review on top of the gap or
screen, and each item on the list must be reviewed before proceeding with the publication of the gap analysis.
To expedite the review process, you can utilize the Go to Item feature, which allows quick navigation to each
item then review the mapping response and update it if needed, as outlined in section 4.7.8 of the References.
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Cabin Baggag& :

Checked Baggage
Dangerous Goods in Baggage

Bulky and Oversized Baggage

On the other hand, IGOM procedures that have remained without any amendments between IGOM editions will
retain their mapping status as in “conformity” or “out of scope” but will require revision. There are two different
ways to proceed with the review of “conformity” or “out of scope” mapping references:

1. To simplify the revision process, you can simply click on Kindly click here to confirm the review of all
conformity/out of scope references that have remained unchanged across IGOM editions. This will
automatically confirm the revision of all those items with a single click.

E b AP Analysis - Detail o [

Cabin Baggage

Checked Baggage
Dangerous Goods in Baggage

Bulky and Oversized Baggage

Kindly click here to confirm the review of all conformity/out of scope references that have remained unchanged across IGOM editions

1.1 Passenger Departure

38 of 38 ilems complete

. Passenger Handling Procedures Please select a section to add a reference to

L1}
Ao

H 1.1 Passenger Departure g v

Kindly click here to confirm the review of all conformity/out of scope references that have remained unchanged

soross GO editions

2. Review each item individually and confirm the revision by either opening each reference and clicking "save"
or by clicking the circle button.
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1.14.1.1 Ticket Sales Counter ) ) 0

References + Add reference

IGOM Ed.12 R.0 Ticket Sales Counter DE

User Pravisian Sub Refernce
IGOM Ed.12 R.0 ™ | | Ticket Sales Counter

Mizaping

Comments

4.7.4 Continuing a Draft Version of the Gap Analysis

Once a gap analysis is started, all information is automatically saved in the OPS Portal. When accessing the
wizard, the automatically saved draft gap analysis will be available so the Editor or IGOM Admin can continue to
fill in the remaining information and/or modify data already in the gap analysis.

&l services (2 Support & Profle v+ 0 O

I T o
IATA PoRTAL
- P

Dashboard

GAP Analysis - Air test

|~ GAPAnalysis

A Notifications
CONTINUE DRAFT
5 atenteper

£ 1GOM Document File name Completion
Description
Test 0.23% complete Discard draft
}l Station administration
testing 0% complete Discard draft
Test 0% complete Discard draft
Test 0.23% complete Discard draft
Test 0% complete Discard draft
I Test 0.71% complete Discard draft I
Test 0.23% complete Discard draft
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The Discard draft button serves the purpose of deleting any unwanted drafts from the system. This
functionality allows for the removal of drafts that are no longer needed or relevant. We would encourage you to
delete any obsolete drafts to avoid working on the incorrect draft.

B 7T
ITATA roriaL
» GAP Analysis 8 @ revansae

Dashboard

Bl Services (@ Support 2 Profle v Q O,

GAP Analysis - Air test

GAP Analysis
Notifications

Variation report

[E CONTINUE DRAFT

IGOM Document

File name Completion
Description
Test 0.23% complete Discard draft
J~ Station administration
testing 0% complete Discard draft
Test 0% complete Discard draft

4.7.5 Gap Analysis Details

The gap analysis wizard is divided into multiple sections. There is a sidebar menu on the left where the IGOM
chapters and subchapters are displayed. This menu can be collapsed or expanded by clicking the IATA logo at
the top of the sidebar.

Collapsed View:
Y/
K 57 oo T 2 Pote . 0B Q

b GAP Analysis - Detail 10 version undefned English * m S

Passenger Handling Procedures

1.1.1.1 Ticket Sales Counter > ) !
1.1 Passenger Departure
0 of 37 items complete
References +Add reference
1.1 Passenger Departure ~
1.1.1 Pre-Departure Activities @ A User Provision Sub Reference
1.1.1.1 Ticket Sales Counter® v
1.1.1.2 Passenger Pre-Flight Preparation
1.1.2 Check-In Counter Requirements @ Mapping
1.1.3 Passenger Check-In @ v
1.1.4 Passenger Acceptance @ v
Comments
1.1.5 Travel Documents and Verification @ v
1.1.6 Baggage Acceptance @ v
1.1.7 Passenger Boarding v Ve
Expanded View:
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% GAPANALYSIS » GAP Analysis - Detail

English &

Publish [

Documents

: Passenger Handling
* Procedures e
dures 1.1.1.1 Ticket Sales Counter > >e

1.1 Passenger Departure

0
1.2 Passenger Security References + Add reference

1.3 Passenger Arrival, Transfer and Tr..00
1.4 Special Categories of Passengers A User Provision Sub Reference

1.5 Passenger Disruptions 0 o

Mapping
T Baggage Handling

Procedures

Comments
Aircraft General

‘ Safety/Servicing
Operations

am, Aircraft Tum-Around o

R ‘ Discard changes
ﬁ Load Control

To be able to start filling in the gap analysis, the “Document” section first needs to be populated.

ol > GAP Analysis - Detail  150M version incefnes Engish } m [

Passenger Handling Procedures Please select a section to add a reference to.

1.1 Passenger Departure

06737 ftams comslete

5 1.1.2 Check-In Counter Requirements

Checkin @ e

Z 116 Baggage Acceptance & ~

1
H N
115 Travel Documents and Verification ® >

1.1.7 Passenger Boarding e

1.1.8 Information to the Crew ® >
11 Post Flight Departure Activities e

4.7.6 Documents
To populate the Document section, there are two options: Adopt IGOM or Add document.

4.7.6.1 AdoptIGOM

The Adopt IGOM button is available only when the gap analysis is empty. If a company chooses to adopt IGOM
in its entirety, then, by clicking the Adopt IGOM button, all the information in the gap analysis will automatically
turn to “green.” This indicates conformity with the reference and sub-reference as it is published in IGOM.
Nevertheless, if a user still has a variation(s), it is possible to add other document references by using the Add
document function.

44 User Guide Augsut 2023



Version: 02

LN

Annh

_2E User Guide to Ground Ops Platforms Revision: 00

IATA
Publication date: 31-Aug-2023

=DE cusTomer
! Services Support 2 Profile Q,
_ IATA roRTAL & @ sup 2 v A ),

> GAP Analysis - Documents

¢ Go back

Documents

®| 4+ AdoptiGom @ Add document

No documents for the current station

4.7.6.2 Add Document

Clicking on the Add document button will automatically add a new document to the list. All documents inserted
in this tab will be available in the dropdown menu User Provision.

If the company wishes to benchmark (gap analysis) their documentation with IGOM, the Add document
function shall be used.

)
\:/
I ra o R Zrow 0 o

» GAP Analysis - Documents

<{ Goback

Documents

@| A AdoptiGOM @  Add document

No documents for the current station

For each document added, the user (typically the IGOM Admin or Editor) shall fill in the mandatory information.

URL-based documentation : i

Document Mame * Abbreviated Name *
Edition * Version Rewision

Published Date * Review Date * Effective Date *

mm/dd/yyyy mm/dd/yyyy mm/ddiyyyy

Drag and drop file
_or-
W Browse files

If the user wants to edit or delete an existing document, the function Edit or Delete can be used.
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P GAP Analysis - Documents

{ Goback

Documents

SRR o |

URL-based Airport Handling Manual AHM 42 - - - - 2022-01-01

URL-based Operation Manual OM 1 3 0 2021-12-26 - 2022-01-01 Edit Delete
Files on servers IGOM IGOM 10 - 1 2021-10-12 2022-10-12 2021-04-01 Delete
URL-based Emirates OEM EOEM 4 - 2 - - 2022-01-01 Edit Delete
Files on servers IGOM 1GOM 10 - 1 2021-10-12 2022-10-12 2021-04-01 Delete
URL-based Operation Manual Pax Handling OMPH 1 - 1 - - 2021-10-10 Edit Delete
Files on servers IGOM IGOM 10 - 1 2021-10-12 2022-10-12 2021-04-01 Delete

For those organizations that have set up a hierarchy group, all documents uploaded in the OPS Portal in an
individual account will be visible to all members of the group. For more information, please see Section 4.5
Station Administration.

4.7.7 Gap Analysis Display

Chapter 1 of IGOM "Passenger Handling Procedures” is displayed by default. All subchapters are displayed in
the main area. These subchapter(s) contain a navigation menu for the items of the selected subchapter. A
progress bar indicates how many items per section have been assessed as “Conformity,” “Variation” or “Out of
scope.”

Fillable fields are only provided for the subchapters of IGOM that contain a procedure. For example, in the
screenshot shown below, the “collapsed view" shows that sub-chapter 1.1.1.1 is fillable while its parent
sections 1.1.1 and 1.1 are not.

» GAP Analysis - Detail

Passenger Handling Procedures

1.1 Passenger Departure

1.1.1.1 Ticket Sales Counter

06737 items complate

References
1.1 Passenger Departure ~

1.1.1 Pre-Departure Activities @

1.1.1.1 Ticket Sales Counterd

1.1.1.2 Passenger Pre-Flight Preparation &

To be able to assign any reference, you need to add a document first

1.1.2 Check-In Counter Requirsments

150
ﬂ 1.1.3 Passenger Check-In @ e
1.1.4 Passenger Acceptance @
1.1.5 Travel Documents and Verification & v
1.1.5 Baggage Acceptance @
H 1.1.7 Passenger Boarding @

1.1.8 Information to the Crew @ ~

1.1.9 Post Flight Departure Activities &
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When more than one language of IGOM is uploaded by IATA, a language selector will appear in the top right
corner of the screen.

Lang. selector
» GAP Analysis - Detail | English | I‘EI Iml B

Passenger Handling Procedures

1.1 Passenger Departure

oL < 1.1.2 Check-In Counter Requirements > >

+ Add reference

IGOM Ed 10 RO Check-In Counter Requirements =

User Provisian Sub Reference
IGOM Ed 10 R.0 ¥ Check-In Gounter Requirements

Mapping

(automatically imported from the IGOM)

IR O S SR R ST

1.1.9 Post Fignt Departure Actities @

Main area

All the documents necessary for referencing in the gap analysis first need to be uploaded in the documents
section. See Section 4.7.6.2 Add Document.

Lastly, once the gap analysis is completed and ready to be published, click on the “Publish” button in the top
right corner of the screen. For more information on the Publish function, see section 4.7.12 Publish GAP
Analysis.

4.7.8 References
This is where you compare your reference documentation to IGOM.

User Provision Sub Reference

Mapping

Comments

Discard changes m

Under User Provision, there is a drop-down menu that displays a list of all the documents previously loaded
into the Document section.
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Sub Reference is the part (typically a numbered section) of the manual or document to be referenced.

+ Add reference

References
User Provision Sub Reference
UM Ed.1 v 123
Mapping
Comments

If an IGOM procedure is covered in different parts of the company’'s documentation (e.g., in two different
sections of the same manual or even in different manual(s), the function Add reference can be used. This
allows the company to add as many references to their documentation as are needed to fully address the IGOM

procedure.
*< < 1.1.3.2 Check-In Deadlines > 5
References + Add reference
User Provision Sub Reference
UM Ed.2 v 1

Mapping

Comments

Discard changes m

Second reference inserted:
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¥ < 1.1.3.2 Check-In Deadlines > >

References + Add reference

4.7.9 Assess Conformity
If the reference is marked as "Conformity” and to be able to successfully save the progress., the user needs to:

1. Choose their own company's GOM within the User Provision section.

2. Ensure that the Sub Reference field reflects the corresponding numbering from their GOM.”

< 142 Chackln Coursar Recuiremants > >

= 1= ]

4.7.10 Out of Scope

If the reference is marked as "Out of scope “, it is possible to save without the need for a reference to company
documentation.

4.7.11 Variations
4.7.11.1 General

In IGOM, a variation refers to situations where an operator or provider does not comply with the procedures
outlined in the manual. If you come across any discrepancies between the user manual and IGOM, where a
procedure in the user manual does not align with the corresponding procedure in IGOM due to differing steps
or requirements, you should mark it as "Variation". If the reference is marked as “Variation “, the "User
Provision,” “Sub Reference” and "Variation Description” fields are mandatory. The text inserted in the “Variation
Description” will be displayed in the variation report. There is also the opportunity to “Attach” supporting
documents that can be subsequently downloaded.

Note:

= The "Variation Description" field is a required field and will be visible to all end users. The Editor shall
clearly describe where and how the company procedure differs from the existing IGOM procedures. This
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description will be transferred to the Variation Report, which can be shared with another account within
the Group Relationship - see 4.5.3.2 Create a Group Relationship with Another Account for more details.
= A"Comment" is for notes for internal use only (the account's IGOM Admin and Editor).

- References +Add reference
1.1 Passenger Departure @ ad
KO v User Provision Sub Reference
1.1.2 Check-In Counter Requirements EOEMEd4R2 v 33
1.1.3 Passenger Check-in @ e
Mapping
1.1.4 Passenger Acceptance 2

1.1.4.1 Requirements for Passenger Acceptance @

1.1.4.3 Exit Row Seating®
we should revisit this procedure
1.1.5 Travel Documents and Verification @

1.1.6 Baggage Acceptance @

1.1.7 Passenger Boarding # e Variation Description

1.1.8 Information to the Crew @ This is | my variation

1.1.9 Post Flight Departure Activities @ »

+Add variation in other language

Attachments

Drag and drop file
Sor-

M Browse files

ouscara canves | [

4.7.11.2 Variations from IGOM Non-safety Critical Procedures
Variations from IGOM'’s non-safety critical procedures will be automatically highlighted in amber.

Aircraft Turn-Around

< 4121 Aircraft Arrival at a Gate or Open Ramp >
4.1 Aircraft Amival

505 tems complete

+Add reference
41 Aicraf Arval ~
1GOM Aircraft Arrival at a Gate or Open Ramp @

& 1.1 Actions Pror o Arival

412 Standard Arrival Procedures ~

I * 4124 Arcrst Ariva st Gate or Open Ramp I

413 Ground Support Equipment o Arrving Airra

® 4.1.2.1 Grouns Power U

» 4.1.32 Coving Heating Units!

4.7.11.3 Variations from IGOM Safety Critical Procedures
Variations from IGOM's safety critical procedures will be automatically highlighted in red.

Aircraft Turn-Around
< 4.42.3 Opening of Cabin Access Doors from Inside by >
44 Aircraft Doors Authorized and Trained Ground Staff

120712 5ams compiete

References + Add reference

.

£z |

443 Carga Hold Dears
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4.7.11.4 Multiple Language Option

The system is designed so companies can insert variations descriptions in multiple languages. This option

facilitates the display of variations in more than one language.

User Frovision

1GOM

Mapping

Comments

variation description|

Variation Description

"+ Add variation in other language

Attschments

Sub Reference

b Wheel Chock Removal

Drag and drop file
_or-
M Browse files

piseara changes

4.7.11.5 Multiple Mapping Responses

Passenger Handling Procedures

1.1 Passenger Departure

10837 items complate

1.1.1 Pre-Departure Activities
1.1.2 Check-In Counter Requirements @
113 Passenger CheckIn i

1.1.3.1 General

1.1.3.2 Check-In Deadlines

References

AHM Ed.1

UM Ed 2

1.1.3.3 Operating Garries, Markeling Carrier and Wet Lease

1.1.3.4 Check-In Types @

1.1.3.5 Check-In Counter Opening®

114 Passenger Acceptance @

1.1.5 Travel Documents and Verification @

1.1.6 Baggage Acceptance @

1.1.7 Passenger Boarding @

1.1.8 Information to the Crew @

1.1.9 Post Fiight Departure Activities @

QOM Ed.1V1

1.1.3.2 Check-In Deadlines

32

33

==

+ Add reference

@

In cases where there are multiple document references to an IGOM procedure, the mapping responses for these
references will follow the following structure and color code automatically:

51

¢ All the reference mappings are in conformity with the entire IGOM procedure, are considered compliant
and are marked in green.

¢ all the reference mappings are out of scope, the entire IGOM procedure is considered out of scope and
is marked in grey.
e All the reference mappings are variations, the entire IGOM procedure is considered variation and is
marked in amber or red. The variation description gets transferred to the variation report.
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e reference mappings contain both conformity and variation, the entire IGOM procedure is considered as
a variation and is marked in amber or red, The Variation Description gets transferred to the variation
report.

e reference mappings include both conformity and out of scope, the entire IGOM procedure is considered
as out of scope and marked in grey.

o reference mappings include both variation and out of scope, the entire IGOM procedure is considered
as variation and is marked in amber or red, The Variation Description is transferred to the variation report.

o reference mappings include conformity, variation, and out of scope, the entire IGOM procedure is
considered as variation and is marked in amber or red. The Variation Description is transferred to the
variation report.

4.7.12 Publish GAP Analysis

Once the gap analysis has been fully completed or partially completed (with at least one chapter completed to
100%), it is possible to “Publish” either the entire gap analysis or selected chapters by choosing either “Select
All" or just the chapters to be published. Publishing enables the sharing of the information in the gap analysis with
all other accounts with which it has a relationship.

Click on the Publish button to publish the selected gap analysis.

E » 6P Analysis - Dea Dm*
.

Passenger Handling Procedures Please select sacton o 2dd a reference f.
cenger Desartre

130
15

b

At the same time as publishing the gap analysis, it is possible to establish an "Effective Date" to be associated
with the gap analysis. Should this effective date be more than seven days after the publishing date, a reminder
date can also be set.

Notifications (see Section 4.8 Notifications) regarding the publishing of the gap analysis can also be sent.
These notifications can be selected as either Action Required or Informative.

Action Required notifications trigger the sending of an email listing all the items together with their variation
status and a link to acknowledge all of them.

Informative notifications trigger just the sending of an email listing all the items together with their variation
status.
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» GAP Analysis - Publish

< Go back

Publish a GAP Analysis

Chapters to publish: Publishing information:
O Select every chapter Effective date:
O ',' Passenger Handling Procedures mm/dd/yyyy
) Reminder date:®
O _I![ Baggage Handling Procedures
mm/dd/yyyy
O £ Aircraft General Safety and Servicing Operations Areminder may only be set if there’s more than 7 days until the effective date.
2 A Users to noti
O - Aircraft Turnaround sers o notify: ©
Action Required i} Informative
O é Load Control
O g Operational Oversight Name Station Role
MASSIMO CICETTI Air test IGOM Admin
JONATHAN LEE IGOM Admin
RAWAN HAFEZ IGOM Admin

4.8 Notifications

4.8.1 Introduction

The notifications page is used to display all the notifications sent to the user as well as the type and status of
each for ease of checking and management of the notifications.

The IGOM Admin can also send manual notifications to a list of recipients (see section 4.8.3 Manual
Notifications)

P> GAP Analysis - Publish

{ Goback

Publish a GAP Analysis

Chapters to publish: Publishing information:
@ Select every chapter
@ .’ Passenger Handling Procedures 12/31/2021 ml
Reminder date: Q)
@ 1l Baggage Handling Procedures
12/15/2021 [m]
@ 5 Aircraft General Safety/Servicing Operations
Users fo notily: @
~ A Aircraft Tum-Around
Action Required  Informative
© A Load Control
Name Station Role
@ @ Airside Safety Operational Oversight
MASSIMO CICETTI Air test Acknowledger
IVA PLUHACKOVA IGOM Admin
MASSIMQ CICETTI IGOM Admin
51 QRImy ] 101707 « 1708m 0
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4.8.1.1 Notifications about Variations

When an item in the gap analysis is published or changed, the system will give the option to send a notification
to all the accounts of the network (e.g., IGOM Admin and Acknowledgers, where applicable).

If the recipient of a notification is an IGOM Admin or Acknowledger, that recipient will be able to acknowledge
notifications that are pending review. In both cases, clicking on one of the notifications will expand the message

to show the complete content.

ALL NOTIFICATIONS (74) Send manual notification

(&) New IGOM published  Hide detai &

The "IGOM" manual has been published and is available for the creation of a new GAP Analysis. Its date of
publishing will be 2021-05-24 00:00:00.

>

'f:';f'.'::' Test subject multiple users  View detail

4.8.2 Sending a Reminder Notification

If a notification has not been actioned by the Acknowledger, an automatic Reminder notification can be sent.
These reminder notifications will be sent via email and will contain an Acknowledge button that will redirect the
recipient to the IGOM Portal. A reminder can be set only if the effective date is seven or more days after the gap
analysis is published.

Automatic notifications can be set up so the system will send reminders to different users that need to
Acknowledge any specific change or update.

» GAP Analysis - Publish

< Go back

Publish a GAP Analysis

Chapters to publish: Publishing information:
&

07/20/2023 ®

Q

Q

Q

R

Q

Upon publication of the gap analysis, the designated recipient will receive an email similar to the following:
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New GAP Analysis published in IGOM  inbox

Rawan Hafez via j91u7jr4lp1Ty4vm.wefteTh.2-8tfeay. euld2 bne.salesforce.com

to me «

New GAP Published

A new GAP has been published in Air test

The recently published GAP requires your attention regarding the following GAP Analysis ltems:

- Ticket Sales Counter: Varies |IGOM Ed.12 R.0 - Ticket Sales Counter
- Check-In Counter Requirements: Varies IGOM Ed.12 R.0 - Check-In Counter Requirements

To acknowledge every item please presf§ THIS LINK

( & Reply )( ~ Forward )

THIS LINK will direct the user to the OPS Portal to review the notification and its contents.

4.8.3 Manual Notifications
The IGOM Admin can use the Send manual notification button to send a notification to a list of users at any
time.

ALL NOTIFICATIONS (74) Send manual notification
&)  NewIGOM published View detail =
{::e;_:} Test subject multiple users  View detail =)

This notification will have a subject and body and it can include free text.
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Send manual notification

Select users to notify

Name Station Role

SECOND FE Lufthansa B Acknowlksdges

OME PERSON  Lufthansa Be..  1GOM Admin

4.9 Variations Report

The Variations Report page displays the variations identified in a specific gap analysis. Instead of manually going
through a whole GAP Analysis document, the Variations Report makes it much easier to see what variations were
identified in the document. The Variations Report includes a list of all the companies with which your company
has established a group relationship, granting access to them. To access the detailed variation report, a Go to
Report button is provided.

®,
5 ONE SOURCE

% Dashboard

GAP Analysis

. Notifications

£7 Variation report

¥ KGOM Document Description

Station administration

» Variation report

Available stations

tame - Type Country

Air test Airline Spain

Last Revision Variations Acks

2023-07-06 2 - Go To Report
2 5.3

Aerogate Munchen Gesellschaft fur Luftverkehrsabfertigungen mbH Ground Handler HQ Gemany

The relevant information about them is summarized in columns such as:

e Name of the GAP Analysis
e |IGOM version
e Effective Date
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on
oo DECLLLET

Lufthansa Change station

|~ GAP Analysis

P Selected GAP Analysis: Lufthansa GOM (Test)
otications
f ; Variation report
E’ Tl e e Aircraft General - .. -
Description Safety/Servicing Aircraft General Safety/Servicing Operations
Operations
}' Station Ramp Safety in Aircraft Handling

administration

GHP R.101 - 3.2 Danger Ar... — 3.1.2 Engine Danger Areas E]

Once in the report area, a dropdown menu will allow the user to select which GAP Analysis to check. There is an
option to select a previous version of the GAP Analysis, and, if selected, the page will refresh showing the
variations for that selected version.

Air test Change stafiar

Selected GAP Analysis: IGOM edition 12 cloning Test (Ra... D

Aircraft General Safety . .. .
and Servicing Operations  AIrcraft General Safety and Servicing Operations

Passenger Handling Ramp Safety in Aircraft Handling

Procedures

IG0M Ed.12 R.0 - Engine ... - 3.1.2 Engine Danger Areas =)

Once a GAP Analysis is selected, the variation list is displayed, sorted by chapter and section. In this way, it is
possible to see either all the variations at once, or just the ones related to a specific chapter.

The Variations Report will show:

= |GOM item (chapters, subchapters).

= Name.

= Mapping to the company’'s own GOM document.

= Comments field.

= Attachments that were used to provide extra information about the variation. Any attachments will be
downloadable for local storage.
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GHP R.101 - 3.2 Danger Ar. .. PN 3.1.2 Engine Danger Areas =

Variation comments

Follow distance of respective aircraft type danger area

4.101GOM Document Description

The IGOM Document Description section is used by IATA to upload the IGOM manual every time there is a new
edition or update. It also allows any account member to see the structure of the IGOM document.

When this page is accessed, it defaults to the latest IGOM edition. The document is displayed with collapsible
sections and navigation through chapters and subchapters, so it is easy to view, read and navigate.

- _AYE cusToMER
TATA PORTAL

h@.rf ONE SOURCE » IGOM Document Description Q e Massimo Cicetti

El Serices (3 Support & Profle v O,

$% Dashboard IGOM Ed.10 select another IGOM

|: GAP Analysis

1 - Passenger Handling Procedures 1- Passenger Handlmg Procedures

‘_ Notifications

1.1 - Passenger Departure 1.1 - Passenger Departure

f; Variation report 1.2 - Passenger Security

1.1.1 - Pre-Departure Activities ey
1.3 - Passenger Arrival, Transfer and
g, IGOM Document Transit
Description ) ) ® 1111 Ticket Sales Counter
3 1.4 - Special Categories of Passengers
Station . .
’ 1.5- Passenger D|SruPt|On5 0] 1.1.1.2 Passenger Pre-Flight Preparation

administration

P R STt F N RN

The latest IGOM edition highlights the items that have been changed from the previous edition. Different colors
are used to indicate if the item has either been added or modified compared to the previous edition. When the
item is deleted from the previous version, an “x" is placed where the item used to be. An arrow “A" on the right

side of each section allows the section to be collapsed.

Next to the current IGOM document title, there is a link that allows the user to select another IGOM document
edition.

4,17 Account Suspension

Itis the duty of each user to keep their information in the portal up to date with the current IGOM edition. Each
new edition of IGOM has a publishing date and an effective date set for three months after the publishing date.
Itis expected that all users will review/update their information in the GAP Analysis before the effective date.
The account will be suspended if the user fails to update the information within eight months of the effective
date.
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5 Use of this manual

Despite our best effort to cover everything, nothing is perfect, and we acknowledge there may be errors or
missing useful information. IATA welcomes all feedback, corrections, or suggested improvements, on this

guidance by email to groundops@iata.org.
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