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1 Overview and Important Information

One of IATA's key priorities is to drive further standardization of ground operations processes, with a primary
focus on reducing risks in ground operations. The Operational Portal is an online platform designed for airlines
and ground handling service providers. Through this portal, users can:

¢ Conduct self-assessment gap analyses

e Declare compliance of their operational documentation with industry standards

e Exchange operational information

e Post any variations against industry standards
This platform enhances standardization, minimizes the need for airline-specific training, and reduces
complexities in ground operations.

2 Definitions
2.1 Account Types

2.1.1 Airline account

Each airline can have only one account per Air Operator Certificate (AOC). Airlines that also provide ground
handling services to third parties, as a Ground Handling Service Provider (GHSP) will need to create separate
accounts:
e Asanairline (one account per AOC)
e Asa GHSP (one account per location)
2.1.2 Ground Handling Service Provider (GHSP) accounts
GHSPs can have multiple accounts depending on the number of locations in their network. Ground Handling
Service Providers that have both their headquarters and stations at the same location, will need separate access:
e Asa Ground Handling Service Provider Headquarters
¢ Asa Ground Handling Service Provider Station

2.2 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:

1. OPS Portal Administrator
The company administrator of the account. This role is automatically assigned to the first user within a
company. The OPS Portal Administrator can access all features within the platform, grant access to
additional users, and has no limitations on permissions.

2. Standard Administrator “Standard Related”
This role has access to all features except for the creation of a hierarchy group. However, the user assigned
this role will be limited by the specific standard(s) they are assigned to.

3. Editor “Standard Related”
The Editor within each company has limited access. The primary purpose of this role is to complete a section
or sections of the gap analysis. Editors are assigned per standard.

4. Viewer "Standard Related”
The Viewer is primarily for viewing gap analyses or variation(s).
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5. Acknowledger “Standard Related”

The Acknowledger has access to the same features as a Viewer, with the addition of the Notifications section,

where they will receive information about the published gap analysis.

Note:

Standard Related means that each of the roles will be limited by the standard(s) assigned to them.

2.2.1 Permissions
Feature/Functionality Functionality OPS Portal Standard Editor Acknowledger @ Viewer

Description Administrator = Administrator
Account I\{Ia.nage.ment - Invite other users to their Yes Yes No No No
User Administration company account
Account Mana.mg.emer.\t = InV|t.e themselves to other Yes No No No No
Account Administration stations
Af:count Management - Create a Hierarchy Group Yes No No No No
Hierarchy Group
Gap Fu.nctlons -Gap Create a New File Yes Yes No No No
Analysis
Gap Fu.nctlons -Gap Work on a draft Yes Yes Yes No No
Analysis
Gap Fu.nctlons -Gap Clone or et:ht published Yes Yes No No No
Analysis gap analysis
Gap Fu.nctlons - Gap Reaq own company _ Yes Yes Yes Yes Yes
Analysis published gap analysis
Gap Fu.nctlons -Gap Read h.|erarchy shared gap Yes Yes Yes No No
Analysis analysis
Gap Fu.nctlons -Gap Read gap sharing gap Yes Yes No No No
Analysis analysis
Gap !:unctlons - Gap Create a gap sharing group Yes Yes No No No
Sharing Groups
Gap Functions - Read own company GOM Yes Yes Yes Yes Yes
Documents
Gap Functions - Read hierarchy shared
Documents GOM Yes Yes Yes No No
Var!at!on Functions - My Rea?d Fan company Yes Yes Yes Yes Yes
Variation Reports variation reports
Variation Functions - Read shared hierarchy
Shared Variation Reports  variation reports ves ves ves No No
Variation Functions - Read Variation sharing
Shared Variation Reports | variation reports S A3 A A A
Variation FL_m(.:tlons - Create a variation sharing Yes Yes No No No
Shared Variation Reports | group
IATA Standards Read.IATA Manual Yes Yes Yes Yes Yes
headings
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3 OPS Portal Registration

Request access Create a user
through IATA's

website

account/log in to
IATA Customer Portal

Verify and complete

acCcCess

Access to the OPS portal is straightforward and can be completed by following the steps outlined below:

Submit Request

e Begin by navigating to the IATA website at IATA - Home and selecting the "Programs & Policy" tab from the

top menu.

e From the drop-down menu, choose "Ground Operations" under the "Operations & Infrastructure" sub-

menu

e On the Ground Operations page, click on "Operational Portal” and scroll down to the "Sign up for the Ops

Portal now" section.

e Fillin all the required information and ensure that you have checked the consent box before submitting your

application by clicking the "Sign up" button.

Sign up for the Ops Portal now

First Name *
| |

Last Name *

| |
Job Title *

| |
|Company * |

Company type *

| h |

Which account type do you want to publish a gap analysis for?

Are you the designated person by your company to undertake the role of OPS Portal Administrator? *

| h |

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

SIGN-UP

Use *

Important Note:

the primary OPS Portal account administrator.

The request to access the OPS Portal must be submitted only by the individual designated by the company as
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Post-Submission Process

e Once the application has been submitted, IATA will verify the request and send an invitation to access the
OPS Portal.
¢ Aninvitation email from the system will include a link to access the platform.

This is a system generated message. Flease do not reply.

Dear Customer,

You have been invited to use the Ops Portal, service in the IATA Customer
Portal. Please click the link below to begin.

Click here to continue.

NOTE: If you have not yet registered in the IATA Customer Portal, you will
be guided to do so. After completing this step, please return to this email
and click the link above to continue.

Accessing the OPS Portal
¢ Click on the "Click here to continue" link in the invitation email.
e Thelink will open the IATA Customer Portal:
o If the IATA Customer Portal profile is already complete, access will be directed to the "OPS Portal
Service."
o Ifthe profile is incomplete, the system will prompt for completion before proceeding.
e The OPS Portal can also be accessed by navigating to "Available Services" in the IATA Customer Portal.
e Once"OPS Portal"is located, click on "Request Service."

=®: Customer Services v Help w 0, sSEARCH [T e
IATA Portal

Home > Services > Manage Services

Ops Portal

Operational Portal (OPS Portal) is a tool that helps companies perform a gap analysis by comparing their documents with [ATA ground operations and cargo standards to identify gaps, and align or
declare any variations.
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o Acceptthe terms and conditions by clicking "Accept."

Terms and Conditions

Please read and Accept the Terms and Conditions.

By clicking Accept you confirm you have read and agree to the following

terms:
Ops Portal

e The system will automatically direct to "My Services," where OPS Portal will appear within the available

services. Click on "Go to Service" to access the platform.”

My Services Available Services

Your company's services are listed below.

Ops Portal

Operational Portal (OPS Portal) is a tool that helps
Ops companies perform a gap analysis by comparing
Portal their documents with A

e A confirmation email will be sent once access has been fully completed.

This is a system generated message. Flease do not reply.

Dear Rawan Hafez,

Congratulations!
Your access to Ops Portal Service has been granted. You can access it
here.
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4 QOPS Portal Main Features

The OPS Portal platform is divided into the following sections:
Dashboards: To be available by Q3. Part of Phase 2 enhancement.

Account Management: Manage user roles, account relationships, and hierarchy groups.

Notifications: To be available by Q3. Part of Phase 2 enhancement.

Gap Functions: Perform gap analyses, track published gaps, documents management, and share gap

analysis.

Variation Functions: Manage variations within gap analyses and establish sharing groups.

IATA Standards: Access compliance standards and documentation.

Operations Portal » Dashboard

IATA Airlines - Airline \

OF Dashboard

8 AccountManagement

&

&
=
=

Each section of this manual provides detailed explanations and step-by-step guidance to maximize usability.
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41 Dashboards

The Dashboard is the first page you see after logging into the Ops Portal. It gives you an overview of your

company's compliance and activities, as well as comparisons with your hierarchy group (if applicable).

<= Customer  Services ~  Holp v
1ATA rportal

o seaon O e

Operations Portal » Dashboard

ety o
| 8§ Dashboard )
Gap ana) Audit
1§ Account Management
Gap analysis graphics
B} nNotifications
Latest edlitions of stancards
LI Gop Funetians AHM G AHM GG AHMTT10

[E]
Latest edition: 71 Latest edition: 1 Latest edition: 45 Latest edition: 45
"8 Variation Funetions

0% completed (G5 Snisspert . Sisbinn Zarich SWHZRH-STHAHM Ché-ed 11

[LSTE] HGOW-sd 451

100% completed 100% campleted 100% completed
P Documentation Assessmant
NONSTARTED PUBLISHED. PUBLISHED PUBLISHED

B8 Own Gompany reports

+ Losd marestandards
g I1ATA Standards

Mapping distrigution

Variation: (1 Gonformity ) Safety critical | Non safely oritical (1 Qut of scape 8 Not complatad B Not required

w0

Understanding the Dashboard Tabs
At the top of the Dashboard, you will see tabs:
e My Own Company — shows information related only to your company.

e Hierarchy Group — shows aggregated data for your group of related companies (if applicable).

@
=T Cusomer  Senices v Hebp o o sEsRoH ) 9
TATA Fortal
Operations Portal
el » Dashboard | Hirarchy greup. |
cutspar o~
23 Dashboard
‘ = Auc
& Account Managemant
Gap analysis graphics
B3 Notifications
Latest editions of standards
Bl Gop functions AHMChA AHMCNS AHMIT10 1GoM
Lotestedition: 71 Latest edition: 1 Lalest edition: 45 Lotest edition: 45
"8 Veristion Functions — CHSPSH300t T Stan 2k S STk G 1 CHSP ST StaEon Y- ZTSTHARM 1145t PSSRSO, St e ST 501
oo compiataa oo comptata o0, completsa
°§ Dacumentation Assessment
NONSTARTED

PUBLISHED PUBLISHED PUBLISHED
" Own company reparts

+ Losamors stancarcs
"B IATA Standards
Mapping distrbution
Variation: [ Gonfarmity

Safety citical | Non safety erical 4 Ut of scope I Mot compieted B8 Not requiied

4.1.1 My Own Company
4.1.1.1 Latest Editions of Standards

The first section displays the latest editions of the IATA Standards your company is working with (e.g., AHM,

IGOM, CGM).
For each standard, you can see:

e The edition number (latest version available).

e The status for your company (e.g., Published, Not Started).
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e A progress bar showing how far you are in the process.

Operations Portal

‘ 85 Dashboard
B Account Management
] Notificatians
T Gap Functions

B Variation Functions

° Owncompany reports

P IATA Standards

B Documentarion Assessment

<l

ustomer  Services v Help v

TATA o

» Dashboard

Gap analysis Audnt

Gap analysis graphics

[Em——

o ssren Q1 e

Latest editions of standards

AHM Ch1
Latest editior: 71

0% complated

NONSTARTED

AHM ChE AHM110

Latest adition: 1 Latest edition: 45

o a 11

100% complated 100% completad

A 110-68 5.1

1GOM
Latest edition: 45

GHSP Sussparti Staron Zureh, SUL 2R ST IGON 24 4501

100% complsted

PUBLISHED PUBLISHED

PuBLISHED

+ Load more standards

Mapping distribution

Variation; % Gorformity [ Safety itial

Non safety crical

Outof soope. I Not completed [ Not required

4.1.1.2 Mapping Distribution
Below the standards, you'll find the Mapping Distribution graph.
This shows how your responses are distributed across categories:
e Conformity
e Safety-critical variation
e Non-safety critical variation
e Outofscope
e Notcompleted
e Notrequired
Each bar represents a different standard, making it easy to compare.

B xTA Standarce

+ Lasd mare standards

Mapping distribution

Variation: 1 Conformity 8 Sarety criteal - Non safety criical (5 Out o scope [ Not complete! 8 Not requirea

m

[

+ Lond mors standcds.
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4.1.1.3 Exploring a Standard in Detail
When you click on a standard (e.g., IGOM, AHM, CGM) from your dashboard:

You will see a list of tiles representing different editions of that standard (for example: IGOM Edition 42, 43, 44,

45).

e Each tile shows the edition number and its publication status (Published, In Progress, Not Published).
o The edition tiles help you quickly identify which versions are completed and which are still pending.

Py
3;;{ E.'fr’}‘fu'"er Services Help o O SEARCH [) e

» Dashboard

Heraery e

<Back to Gansral dashl
1GOM

Gape statug

Latest; Edition 45

PUBLISHED: PUBLISHED. NOT PUBLISHED

O |ATA Standards

zzzzzzz

Previous; : Ecition 43 Previou

1 Edition 42

HOT PUBLISHED

Each edition tile includes icons that let you:

e Review — open and read the published gap analysis. @
e Clone — duplicate the gap analysis to use as a base for a new edition.

e Continue — resume work on a draft or in-progress gap analysis.

Comparison by Mapping Status

Below the edition tiles, there is a comparison module that shows how different editions compare in terms of

mapping categories:
¢ Conformity
e Variation
e Outofscope
e Notcompleted
e Not required

The comparison component allows you to select which editions of a standard you want to compare.

This visual comparison helps you:
e Track your company's progress overtime (from one edition to another).
e |dentify improvements or regressions between versions.
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4.1.1.4 Viewing Edition Details

When you click on a specific edition tile (e.g., IGOM Edition 12), a new page opens with detailed analysis for that

edition.

A comer e v e o
TATA FPortal

Operations Portal naT—

Swiszpartinl Statin Ziereh - GroundHndle Sikon - 21

88 Dasnboara
<Bsex

IGOM - Edition 45 - GHSP:

issport Intl. Station Zurich-SWI

' Variation

= Safely critical

£ Account Manageme RH-STN-IGOM-ed.45-v.1
ccount Manag
Total maping distribution

& Notifioations

L1 Gap Functions
Non safety ciitical

O Variation Functions

Mapping per chapter
°§ Documentation Assessment

Chapters comparison
% Own company reports i P

1 IATA Standards.

2 s GanerlSafly s e Operar.

s 0 @)

[r—
123 = Conformity
Out of scope
54
Net complated
69

® Not required

Sustanec e 02025

189 Total of procedures 510
66
132

Ses reporte>

Mapping Distribution Overview

At the top of the page, you will find two modules that summarize your company’s responses:

Figures (humbers) — show the total count of responses by mapping status:

o Conformity

e Variation

e Outofscope

e Notcompleted
e Notrequired

Donut Chart — a visual breakdown of the same mapping statuses.

e Each color represents a mapping status.

e The chart gives a quick sense of proportions at a glance.

RS customer  Serviees [T
IATA rortl

Operations Portal » Dashboard

98 Dashboard
<Bask

IGOM - Ecition 45 - GHSP-Swisspart Intl. Station Zurich-SWI-ZRH-STN-IGOM-ed.45-v.1
@ Account Management

Total maping distrisution

5 Notificstions

[Rm———

Eublsned dote: 05/205

Variation 123 Conformity 189 Total of procedures 510
Out of scope 66
LI Gap Functions ® Safety critical 54
Not completed 132
Non safety criical 62 & Not required o
° Variation Functions Seereporte>
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Mapping per chapter

Below, you will find a bar graph showing the breakdown by chapter of the standard.
e Each barrepresents a chapter.

Out of scope, Not completed, Not required).

This helps you identify which chapters need the most work.

'8 O company reports

. dous e ere it chap
Chapters com parison

Inside the bar, you see the number of procedures classified by mapping status (Conformity, Variation,

% 1ATA Standsrds
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Comparing Editions by Chapter

On the Edition Details page, you can compare the selected edition with other editions of the same standard. This

lets you see how responses have evolved across versions, chapter by chapter.
1. Click on the Compare editions button to select another edition.
2. The chapter breakdown bar graph updates automatically:

e Bars for each edition are displayed side by side.
e Each bar uses the mapping status colors.
e This makes it easy to compare how many procedures changed between editions.
Operations Portal » Dashboard R
‘ & o . I‘:;;A-Edilion 45 - GHSP-Swissport Intl. Station Zurich-SWI-ZRH-STN-IGOM-ed.45-v.1 [ —
. ! Tatal maping distribution
) natiianens ' Variation 123 g::g:!?,,e 122 Total of procedures 510
L1 Gap Functions = Salely critical Not completed 132
Non safety critical 69 m Not raquired 0
®g Variation Functions
B8 Documentation Assessment Mepping per chaprer
58 Ouwn company reports Achapmrscompams@n
o8 IATAStandards o as o2 |

You can generate a Variation Report to see the exact differences in your gap analysis responses across editions.

Single Edition - Variation Report
If no comparison is active: You can open the Variation Report by clicking on the See reports button to review all
variations detected within that edition’s gap analysis.

Operations Portal

s

E3 Notifications

Bl Gep Functions

9§ Variation Functions

B Own company reporta

B 1ATA Standards

Station Zurich- Grous Harclee Station-ZH v/

°§ Documentation Assessment

=y
="
IATA

Customer ~ Senvices v Help v
Fortal

o sEarcH e

» Dashboard Hesenrgow

<Back

IGOM - Edition 45 - GHSP-Swissport Intl. Station Zurich-SWI-ZRH-STN-IGOM-ed.45-v.1 Fupishedaate 81512025

Total maping distribution

Variation 123 Conformity 189 “Total of procadures 510
Out of scope 66
» Safety critical 54
v Nt completed 132
Nan safety critical 69 @ Not required 0

Mapping per chapter

Chapters comparison
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e ciioner s o o o
IATA Forial
Operations Portal
& » Dashboard [Emn——
Saspart il st Zurich - Groumd HordleSiston 288
€ sk to Gap anaiysio prephics
port Intl. Stati OM-ed.45-w1  FublinedData: 2025-06-05
01 Passenger Handling Procedures
+
1.1 Passenger Departure
144 Prerdeparture Acivien
1112 Passenger P Fignt Preparation
4
.13 Passenger Chackin
1132 Checicin Besdinas.
14 Passenger Accepiance
1161 Reuirements for Passenger Acceptance
| Satety snd Senvicing Opsrations +
91 o Sl el Hancing
18 Baggage Acceptunce.
1189 Checked Daggege
111833 Baggage Drap-Offand Seif-Sarvice Devices
1184 Dangerous Gaodsin Bagase
30 Eatety ringArratDeingt-ing Opersbons
IR — +
147 Passenger Boarding
41 A
FEpTm— 1172 Passenger BoartingFrocess

asench 0 e

& DownlosdRaport

o onlySateycrca

. .
WVaristion 7+
ariation -+

Variation -+

- .

» varistion 7+

Multiple Editions - Side-by-Side Variation/Out of scope Report

If you are comparing 2 or 3 editions:

You can open the Variation/Out of scope Side-by-Side Report by clicking on the See reports button when the

comparison is active.

Py
BYUE Gustomer  Serviees v Help Qseanch e
TATA Fors
o DREE] » Dashboard JH—
[ N——
B8 Dashboard
<onck
o IGOM - Edition 45 - GHSP-Swissport Intl. Station Zurich-SWI-ZRH-STN-IGOM-ed 45-v.1 [RP—
Account Managamant
Total maping distribution
& Nolifications ’
Variation 423 = Conformity 189 Total of procedures 510
Safels tical Out of scope 66
.
L] Gap Functions afely crilical Not completed o
Non safety critical 69 @ Not required 0
©§ Varistion Functians
Mapping per chapter
©8 Documontation Assoscmont PR pe o
. fin
B8 Own company reports Chagters camparison
B8 IATA Standards
cation 15 [—
= —
s pasrHor .
= -
[EYSRRA— = —
F ——
—
o i o st - ]
— ———
prye—
[ —
- -

See Report

Setot report

R
Qutersoose
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@
=¥e Services +  Help o
TATA Fou" .

Operations Portal » Dashboard

[——

< Back o Gap anaiveia graptics

GHSP-Swissport Intl. Station Zurich-SWI-ZRH-STN-IGOM-ed.45-V.1  Publshed Date: 20250805

01 Passenger Handling Procedures

1.1 Passenger Departure
111 Predepartre Aetiitiss

1112 Passenger Pre-fllgnt Preparation

11 Passenger Creckin

1122 Gheckin Beadines

1.1 Passenger Aceaptance

1141 Requirements for Passenge Accsptance.

116 830gane Acsestsnce.

118 Checked Dagasae.

111,633 Baqua0e Droo-OTF and Self-Service Devices.

1,164 Dangerous 60005 n Brggage.

—)

& Dowmioad Report
+ Oyl
Vesistion +
Voriation +
Variation +
variston +
* Vanaton +

Navigating the Standard Structure (Up to 8 Levels)

The Chapter Breakdown component is interactive and allows you to explore the full structure of a standard in

detail.
e Drill-down navigation

o You can click on a chapter in the bar graph to open its content.

o Onceinside a chapter, you can keep selecting subchapters and go deeper into the hierarchy.
o The navigation supports up to 8 levels (chapter - subchapter — sub-subchapter, etc.).

e Single Edition Navigation

o When viewing a single edition, you can drill down through the chapters to see how many
procedures are assigned to each mapping status (Conformity, Variation, Out of scope).
o Ateachlevel, the chart updates to show only the data for that chapter.

Mapping per chapter

s for

Chapters cormparison

01 Passanger Handling Pracacures = 1.1 Passanger Departurs

"G IATA Standards

113 P Crackdn

114 Passenger et

[T —

148 umaton o he o

Variation J23 © Contommity 89
Out of scope 66
» Safety critical 54
£ GopFunctions v Not completed 132
Non safety critical 69w Not required 0

Total of procedures 510
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Comparison Mode Navigation
e Whenyou are comparing 2 or 3 editions, the drill-down works the same way.

e The bar graphs for each edition will appear side by side, even as you navigate into subchapters.

e Thislets you compare specific sections of the standard in detail.

83 Dashboard
e
IGOM - Edition 45 - GHSP-Swissport Intl. Station Zurich-SWI-ZRH-STN-IGOM-ed.45-v.1 [T———
gor
Total maping st ibution
£ Hefestiens ' Variation 423 = Conlormity 189 Total of procedures 510
Out of scope 5
B Gap Functions = Safely crilical Mot completed 159
Non safety critical 69w Not required 0
®8 Variation Functions Searaporia
Mapping per chapter npeee canor v
ne ¢
. ‘Chapters comparison
repor
Cickans maopi o ven the corssoondra eprtin e chosenstandard s
B IATA Standards 05 Operational Oversight > 6.3 Supervisien
= =
|
S
]
]

4.1.1.5 Audit Tab

The Audit tab lets you see and follow up on all the documentation assessments linked to your company. These

audits are connected to specific standards and their editions.

Accessing the Audit Tab
1. From the Dashboard, click My Own Company.
2. Select the Audit tab.

Operations Portal
perations » Dashboard

Gap analysis. Audit

Audit status

@ i unce Dogumestabin sasszmant FHe I e b ot e

Latest documentation assessment per standards

AHMI110 ICHM caM
Latest editian published: 45 Latest edition published: o Latest edition published: 80

%8 Documentation Assessmen 3
% completed % complered 0% complered

98 Oun company roport READY TO REVIEW, READY TO REVIEW NOTREADY TO REVIEW

B 1ATA Standards

Understanding the Audit Tiles

Each audit appears as a tile that summarizes its key information:
e Standard & Edition — the standard being audited (e.g., IGOM Edition 12).
e Audit Status — one of the following:

o Pending Assignment — audit has been created but not yet assigned to any auditor.

o Not Ready to Review — gap analysis is still in progress and not published.
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o Ready to Review — gap analysis is complete and waiting for review.

o Passed - audit was reviewed and approved.

o Not Passed - audit was reviewed and did not meet requirements.

e 9% Completion — shows how much of the audit has been completed.

4.1.2 Hierarchy group

On this page, you can effectively compare all the companies that are part of your organizational hierarchy. This
includes not only your main account, but also all subsidiaries and related entities, allowing you to get a complete

and detailed overview of their performance.

O, SEARCH [T e

Services Help o

Y
=_2¥E
TATA fora

Operations Portal » Dashboard

My own company

Qatar Avistion Services - Ground Handler Station - BOH v

B8 Dashboard
Gap analysis Audit

18 Account Management
Gap analysis graphics

J Notifications
& This dashboard allows youto either view detailed information for a specific company or compare gap analyses up to three companies within your hierarchy group.

B! cap Functions
®d Variation Functions

Documentation
]
Assessment

®8 Own company reports

" IATA Standards

Use the search bar to selact up ta three companies and compare their detailed gap analysis data.

Company 1

Stondand and ediion

Optional - select standard

Company 2

Gap ehapter

Opticnal - select chapter

Company3

Q Search

4.1.2.1 Gap analysis tab
Single account selection

When you select a single account in the filter named Company 1, you will be presented with the same view that
is available in the gap analysis tab, specifically under the section My own company. However, this view will apply
exclusively to the company you have previously selected, allowing for a detailed and focused analysis of that
particular account.

€3 Account Management

E} Notifications

L1 Gap Functions

B Varlation Functions

Documentatian
Assessment

™ Own company reports

I3 IATA Standards

Gap analysis graphics

allows youto cither view deta

el information for a s

pany or comp

Use the search bar to select up to three companies and compare their detailed gap analysis data.

Company 1

Qatar Aviation Services - Ground Handler Station - DOH

Standard and edition

Optional - select standard

company 2

X Scarch

Gap chapter

p analyses up to

Optional - select chapter

Qatar Aviation Services - Ground Handler Station - DOH

Latest editions of standards

AHM Ch.1

Latest edition: 71

0% comploted

+ Loadmore standards

Mapping distribution

Variation: (% Conformily 8 Safety crilical

AHM Ch.6

Latest edition: 1

0% completed

Non safely critical

Out of scope

Not completed B Not required

AHM1110

Latest edition: 45

GHSP-Qatar dviation Service:

edasul

99.63% completed

hierarchy group.

Company 3

Q Search

- OTR-DOH-STH-ARMT 110~

1GOM
Latest edition: 45

GHSP-Qatar Aviation Services-QTR-DOH-STN-IGOM-

erasv

100% completed

IN PROGRESS

PUBLISHED
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Multiple account selection

However, when selecting two or three companies, you can have a comparison view of them. Specifically, you can
see the mapping distribution comparison between companies that share the same standard and editions.

85 Dashboara

# Account Management

B Notifications

L1 Gap Functions

5§ Variation Functions

g D

Gap analysis Audit

Gap analysis graphics

L

sard allowrs you to il

°§ Own company reports

1 IATA Standards

Use 10 selectup 1o compare thelr

Company1 Company2

Qater Avtation Services - Graund Hancler Station - DOH X | | Coter Arways-Asiine
Gap ohapter

Optonal - select standard - Optional - select chapter

Mapping distribution comparisen

This chiart

tions of

Variation: (3 Conformity W Safety critical ) Non safety critical 1 Out of scope [ Not compieted [ Not reguired

Qatar Aviation Services - Ground Handler Station - DOH

company 3

X | |Search Q

Qatar Airways-Airiing

®8 Own company reports

B 1ATA Standards

AHMI110EAT

Gaps comparison

Qatar Airways Edition 1

Contermily

Variation

Out of scope

Mot compiatad

Not raquire

Total of procedures

Qatar Aviation Services Edition 1

Centarmiy

Vanation

.
Outatscope
ot corpite
p—

Total of procedures

Optional - select chapter

If you select a standard and edition, a table will display the full mapping distribution:
0f Dashboard
Gap analysis Audit
8 Account Management
Gap analysis graphics
£ Notifications 10 either view deta of compare gap analyses up 1o thi
LI Gap Functions Use the search bar to select up to three their detalied
B8 variation Functions Company | Company 2 Company 3
‘Qutar Avation Services - Ground Handler Station - DOH X | | Qo Arvays amine search Q
"8 Do op chapter

543

£
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You can also select the chapter to display, including All chapters as an option.

‘Qatar aviation Sarvicos - Ground Handier Station -DOM <1

B8 Dashboard

€ Account Management

B4 Notifications

Gap analysis Audit

Gap analysis graphics

This dashboard alows you to efther Information for a or compare Iyses up to three companies within your hierarchy group.
Bl Gap Functions toselectupto a4
% Variation Functions Company 1 Company 2 Company 3
Gotar Avation Services - Graund Hander Staton - DOH X | | otar Arways Arine Search Q
8 Gamehomter
AnI10EdT - Optional - seect chapie
13 Own company reports SeeReport >
u oraptars
Gaps comparison 1OVERVEW
1§ IATA Standards
2,08 nmons
2. TRANNG MANAGEMENT SYSTEM
Gatar Alrways Edition 1 Qatar Aviation Sdr
4 THE TRANNG PROGRAM
Conformity 63 Conformity 5 ADSENCE FROMWORK
Variation 0 variation 5 TANNG VEIH0DS
safely crtical o satety ertcal 7. TRANING DOCUMENTATION
Non saery ctcal o Ho safely crtca
Outafscopo [ Outof scopo B ITARNG RECOLS
A N R 9. PTIAL ANDCONTINUOUS QUALIFICATION CRITERSA FOR PERSONNEL
L1 cap Functions Usa the search bar to select up o dotaiied gap
% variation Functions Gompony 1 Company 2 Company3
‘Qatar Awson Senices - Ground Hander Staoon - DOH x Qatar Airways-Arine Search a
g Ganshapter
AHMITIOELT p Abehapters
B2 own company reports i
Chapters comparison
I 1ATA Standards
Glck any mapping
Variation: 1 Conformity (] Safety citical | Non safety crilical ) Out of scope [ Nol completed [ Nol required
Qatar Aviation Services - Ground Handler Station - DOH Qatar Alrways-Airline

o 1w 20 0 ) 0 L 100

1. ovERVEN

2 DEFINTINS

3. TRAINING MANAGEMENT SY.

4 THE TRAINING FROGRAM

1. TRAINING DOCUMENTATION

& TRAINNG RECORDS

2 INTIAL AND CONTINUGUS

10, DEFINTICN OF 408 RGL

11 TRANING MODILFS

As observed earlier, you can navigate through the various chapters and subchapters available. This is achieved
by simply clicking on their respective names, which will allow you to access the desired information. Itisimportant
to note that, during this navigation, the comparison between all companies will always remain visible.

Also, you could see the variation and out of scope reports of the comparison of the different companies selected.

Page 19 of 59




Edition: 02

OPS Portal User Guide Revision: 00

Publication date: 10/02/2025

4.1.2.2 Audit tab

In this tab, you can view all companies in your hierarchy by audit assessment status, including:

Clicking

ISAGO ID

Company Name

Company Type

Location Code

Standard and Edition

Assessment Status

the view button will redirect you to the selected documentation assessment page.

Operations Portal

Swissportinternational Lid

25 Dashboard

Gap analysis Auit
£ Account Management
Audit status
E3 Notifications fol
See dachooara tor
B Gap Functions
Search by company name, type or location -
B Variation Funetions N
All companies
°8 Documentation Assessment [— o Completed 0 Total of companies going through 2
documentation assessment
Not Started 2 Passed 0
B§ Own company reports W NotPassed q
I8 1ATA Standards
184G0 sudit D ~ | campony rame v | compenytipe | Location ~ | standara | Assessmentstatus v | vew v
1SAGO-SWH-STN-ZRH-2025  Swissport intl. Station Zurlch  Ground Handier Station = AN 11D Ed. 45, ICHM Ed. 8 NOTSTARTED S
ISAGO-SWI-STN-ZRH-2025  Swissport Intl. Station Zurich - Graund Handler Station R CGM Ed 80 NOT STARTED >

B comer  servess o Hep o o seancn (1 e
TATA Forel

» Dashboard Uy oo campsny

Ground Handler HO - 28
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4.2 Account Management

The Account Management tab inside the Ops Portal allows users to invite and manage accounts, establish

hierarchical relationships, and bulk edit user permissions.
4.2.1 User Administration
4.2.1.1 Inviting and Managing Users

1. Navigate to Account Management > User Administration.

2. Click on "Add User".
Account Management

User administration Account administration Hierarchy Groups

Day Group - Airline

Pending Users

Company Users

salesagent test2 v - - - - - PR |

3. Follow the guided invitation flow to complete the user invitation process.
a. Add an email of the user to invite to the portal and click on Enter.

b. Select the standard or standards to be included inside of each of the roles of that user. For

example, a user can be a Standard Administrator for IGOM and Editor for AHM1110.
c. Clickonthe +icon.
d. Repeatthe process until all desired users are invited.

Role Assignment Invitation
1

newuserinvite@gmail.com

Roles assignment

(0] Please, assign at least one option. You can assign multiple standards to more than one role following
hierarchy. (Portal Administrator Role doesn't need any standard role assingment)

2 Assign Ops Portal Administrator Role:

(0] Click in the add button if you need to invite more than one user. You can add as many users as you
need in the invitation process.
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4.2.1.2 Bulk Editing User Permission
1. Click "Bulk Edit" in the User Administration tab.

Company Users

Adm Green — CGM.IGOM

Adm Yellow - CGM.IGOM AHM1110 AHM Ch.1
Alvin Jenkins v

Beatrice Villegas Vv

Darwin Gross o IGOM AHM Ch.1 CGM
Darfo Fuentes - AHM1110

Jaume Lorente g

JP Alb v

Bulk Edit

AHM1110,AHM Ch.1

e & e 8 8 e

ek

2. Theuser matrix willbecome editable, allowing modifications to multiple user permissions simultaneously.

Company Users

Bulk Edit

Select values ~

Select all

* Adm Green ‘ CGM: IGOM b | Select values ad ‘ AHM Ch.1 ‘ AHM Ch.1; AHM1110 v Select values v ‘
AHM Ch.10
AHM1110
2 Adm Yellow \ CGM; IGOM W | AHM1110 12 ‘ AHM Ch.1 b ‘ Select values v Select values v J
3 Alvin Jenkins v Select values e | Select values s ‘ Select values o ‘ Select values i Select values : ‘
|

Ancs)

3. Adjustroles and access levels as needed.
4. Click "Confirm" to apply changes.

Admins have different levels of visibility:

o Ops Portal Administrators: Can see and manage all active standards.

o Ops Portal Standard Administrators: Can only manage standards they are assigned to.
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4.2.1.3 Individual User Edits

¢ C(Click the pencil icon next to a user's record to edit permissions.
e Click the trash icon to delete a user.

Company Users

iaer name
Adm Green

Adm Yellow
Alvin Jenkins
Beatrice Villegas
Darwin Gross
Dario Fuentes
Jaume Lorente

JP Alb

Ops Portal Administrator Standard Administrator Editor

—_ CGM,IGOM -

—-_ CGM.IGOM AHM1110
v

v

- IGOM AHM Ch.1
—_ AHM1110 -

v -

v

Acknowledger

AHMCh.1

CGM

AHM1110,AHM Ch.1

Bulk Edit

Auditor Manage

B 8 e

NN IS NN NS
at

ak
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Roles edit

Change, add or limit permits for the user. You can assign more than

one Standard for every role following hierarchy.

Assign Ops Portal Administrator Role:

Standard Administrator:

Editor:

Acknowledger:

Auditor:

CGM; IGOM

Select values

Select values

AHM Ch.1; AHM1110

Select values
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4.2.2 Account Administration

This feature allows users to grant themselves access to other accounts within their network.

4.2.2.1 Granting Account Access

1. Navigate to Account Management > Account Administration.

2. Click “Add Account”.

User administration Account administration Hierarchy Groups
Accounts
Search accounts
GHSP Yellow Demo vo3

Add Account

CDM

3. Alist of eligible accounts will auto-populate based on the location code.
Note: eligible accounts will be the accounts that fall within the same Network. Your company profile GSP code

or ICAO code needs to match.
4. Select the desired account.

5. The "Add Account” button will become active and blue; click to confirm.

New account access

Select the location code (Airport) to have access to the account.

Qv

Results

GHSP Black Demo - Ground Handler HQ - V04

Cancel

Add Account

Important Note:

accounts.

If a user does not see the Account administration tab, it is because the role assigned to the user does not have
permissions to view the tab or the user is within an Account administration in the list. This avoids nesting
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4.2.2.2 Managing Accounts

o Use the drop-down menu on the left to select a specific account after adding it.

an
|EE cystomer Services v Help o
IATA Fortal

Operations Portal »  Account Management

88 Dashbeard

tratior Account administration Hisrarchy Groups

@ Account Managament

"Forest Angel" - Airline
5 Notifications

0, Searchactive user

P1 Gap Funetions
Pending Users

3 variation Functions

B IATA Standards Company Users

admin forestangel v

O SEARCH [T 9

Add User

Bulk Edit

e Toremove an account relationship, click the remove icon.

User administration Account administration Hierarchy Groups

Accounts

Search accounts

GHSP Yellow Demo Vo3 CDM

GHSP Black Dema Vo4 CDM

Add Account

4.2.3 Hierarchy Groups

Hierarchy groups allow Ops Portal users to establish relationships between multiple accounts. Once linked,
accounts within a hierarchy can view each other's published gap analyses and clone them if they have

permission.

Important Note:

depending on the type of account to link.

Accounts that can be added to the same hierarchy should share the same ICAO code or GHSP code
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4.2.3.1 Creating a Hierarchy Group
1. Navigate to Account Management > Hierarchy Group.
2. Click "Create Hierarchy Group".

» Account Management

E v

User administration Account administration Hierarchy Groups

from previous version®. You can create as many groups as you need.

Search Account

Company Name ocatior Code

Alr Blue Demo vo1 CDM ‘ Alrline

Airline Alb Legal ALB I Airline
Aston Martin Alirlines FAM coM I Airline
Ayers LLC W Airiine

@ Please add a Company to create a Hierarchy Relationship. Once acepted by the Company, both will have access to all Gap and variation files created. Search for them in the Gap Analysis and Variation tab at "New

| Create Hierarchy group |

Status

ACTIVE s
ACTIVE ra
PENDING @ ®
ACTIVE Vs

3. The system will display pre-selected accounts based on ICAO Code, GHSP Designator Code, and

Location Code.
4. Selectthe desired accounts to include in the hierarchy.
5. Click "Add Account” to establish the relationship.

New Account Hierarchy

@) Please Fill Filter Inputs and choose the Company if available.

Q. Company name

Q. Location Code

Results
GHSP Yellow Demo, V03, Yellow Street
GHSP Black Demo, V04, Black Street
Air Blue Demo, V01, Blue Street
GHSP Pure Visions, QWE, -

Aston Martin Airlines, FAM, -

Add Account |
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Example:

¢ Iberia creates a relationship with Vueling.

o When sending the invite, the system warns the user that Vueling also has an active hierarchy relationship
with all the accounts mentioned in the pop-up, meaning that when they accept, the account will also have
access to the published gap analysis from those accounts and vice-versa.

These are the hierarchy relationships that will be created, both with the selected
account and with those accounts with which it has a hierarchy relationship.

Aston Martin Airlines, FAM, -

GHSP Pure Visions, QWE, -

Ayers LLC, null, Whole 2nd Floor 24 El Teseen El Shamaly St, Area C, NORTH 90 NEW

CAIRO

Airline Alb Legal, ALB, -

Air Blue Demo, V01, Blue Street

Cancel

e After adding the account, a separate line for each of them will appear and will only turn active once
Vueling has accepted the invitation to create a hierarchy.

User administration

Search Account

Company Name

Air Blue Demo

Airline Alb Legal

Aston Martin Airlines

AyersLLC

GHSP Pure Visions

Location

Vo1

ALB

FAM

QWE

Account administration

@  Please, add a Company to create a Hierarchy Relationship. Once acepted by the Company, both will have access to all Gap and variation files created. Search for them in
the Gap Analysis and Variation tab at "New from previous version". You can create as many groups as you need.

Code

CDM

CDM

CbM

Hierarchy Groups

Create Hierarchy group

Company Type Status Access
I Airline PENDING
I Airline PENDING

I Airline PENDING

I Airline PENDING

*_ Ground Handler HQ PENDING

Air Green view while waiting for acceptance
¢ Once Vueling accepts, Iberia will also gain access to its published gap analysis.
e If Vueling later deactivates the relationship, all connected accounts will also be inactivated.
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4 3 Notifications

The Notifications tab allows you to receive, review, and send messages related to your Ops Portal activities.
Notifications help you stay up to date with standards, gap analyses, and requests that require your attention.

B i s v o seach (1 e
TATA rortal
Operations Portal » Notifications
R e
08 Dashboard
@8 Account Managemant
Recelved notifications
 Motifications
Q4 oarcs
B Gap Functions
Type. v | Subject ~ | Dats ~ Status | Managa v
3 You have 1 day left to complete an Audit Sep 11.2025 & &
O variation Functions
@ e i o = i
o You have 1 day left to complote an Audit Aug 31. 2025 = L ]
og n r
LR e i e el ° Auditor has been invited to your account g 26, 2025 a &
a Reguest for Establishing a Hierarchy Group Aug 20. 2025 v L]
B 1ATA Standards
° Declined Hisrarchy Group with Qatar Airways Aug 20,2025 a &
'y Request for Establishing a Hierarchy Group: Aug 20, 2025 ~ w
At the top of the Notifications page, you will see two tabs:
1. Inbox — All notifications you have received.
2. Sent — Notifications you have sent to other users.
)
R customer Services ~ Help o, searcH (1 e
FATA Portal
Operations Portal » Notifications
b et
08 Dashboard
Ind 821 Sent.
2 Account Management
Recelved notifications
} Notifications
= Q, seaich
1 Gap Functions
o You have 1 day left to complete an Audit Sep11.2025 = &
% variation Functions
(] Upload of CGM Ed. 76 to the Operational Portal. Sep05.2025 = 'l
%% Documentation Assessment [ Upioad of AHM Ch.1 Ed. 71 to the Operational Portal. Sep 03,2025 '}
o You have 1 day leftto complete an Audit Aug 312025 = &
& Own company reports ° Auditor has been invited to your account Aug26.2025 = &
A Redquest for Estabifshing 3 Hierarchy Group Aug 20, 2025 v &
O |ATA Standards
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4.3.1.1 Types of Notifications

Notifications can be of two types:
Informative — For information only. No action is required from the user.

Upload of AHM Ch.1 Ed. 71 to the Operational Portal.

AHM CILY E. 71 hias Deen upioaded (o the Operational Porta,

Action Required — Requires you to take action (for example, reviewing or acknowledging something).

You have 1 day left to complete an Audit

Dear Rawan UAT.

One af your assignsd audits snds its audit periad frame tomorrow, Plesse f

4.3.1.2 Notification Categories
Notifications in the portal are triggered by different actions.

Gap Analysis Notifications
e Publication of a gap analysis
o Informative: Gap analysis published.
o Action Required: Requires review / confirmation.
e Reminder of a published gap analysis
o Action Required: Reminder to review / action.

Group Sharing Notifications
e Gap Group
o Action Required:
=  Gap group sharing (new request).
= Gap group sharing - editing an existing relationship.

Page 29 of 59




OPS Portal User Guide

Edition: 02

Revision: 00

Publication date: 10/02/2025

o Informative:

Gap group sharing acceptance.
Gap group sharing declination.
Gap group sharing deletion of a relationship.

e Variation Group

o Action Required:

Variation group sharing (new request).

Variation group sharing — editing an existing relationship.
o Informative:

Variation group sharing acceptance.
Variation group sharing declination.
Variation group sharing deletion of a relationship.
e Hierarchy Group

o Action Required:

Standards Notifications

Hierarchy group addition.

o Informative:

Hierarchy group addition acceptance.
Hierarchy group addition declination.
Hierarchy group deletion of a relationship.

e Upload of a new standard

o Informative: Users notified when a new standard is available.

e Access granted to standards for auditors
o Informative: Auditor is informed when access to standards is granted.

User & Account Notifications

e |nvitations

o Informative: Invitation to a user.

o Informative: Invitation to Operations Portal administrators.
o Action Required: Invitation to Operations Portal for auditors.
o Informative: Invitation to an account for auditors.

e Account status

o Action Required: Account blocked.
o Informative: Account unblocked.

Manual Notifications

e Sending of a manual notification
o Informative: Sent manually by a user.
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4.3.1.3 Manual Notification

1. Click on the Send Notification button in the top-right corner.

Operations Portal

88 Dashboard

3 Account Management

EY Notifications

B Gap Functions

O Variation Functions

I} Documentation Assessment

@ Own company reports

I§ IATA Standards

@atar Aulation Sarvices - Grouma Handisr Statlon -DOH -

» Notifications

Inbox (82}

O, Seach

H

> © » © © © © ©

‘oi Customer
TATA rortal

Services ~ Help

v subject
Youhavo 1 day laftta comploto an Audit
Upload of CGM Ed. 76 to the Operational Portal.
Upload of AHM Ch.1 Ed. 71 to the Operational Portal.
Youhava 1 day leftta complete an Audit
Auditor has beeninvited to your account
Request for Fstabiishing a Hierarchy Group
Declined Hierarchy Group with Qatar Alrways

Request far Fstabiishing a Hierarchy Group

q searcH (3 e

v oms ~
Sep11,2025
Sep05.7075
Sep03.2025
Aug 31,9075
Aug26.2025
A 70,9025
Aug20.2025

Aug 20,2025

Received notifications

Pe——

CO N S

12 r »

2. Fillin the standard, recipients (internal or external), subject, and message fields.

Notification

Send notification to:
Sefected Standsrds

AHMCRT

Intenal Extemal

Q Searchuser name

Gompany Hame
atar Aviavon services
[

oatar mrways

Sujoet

3. Click Send notification.
4. The notification will appear in your Sent tab.
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4.3.1.4 Reading Notifications

e Eachnotification is listed with:
o Type (Informative or Action Required)
o Subject (the title of the notification)
o Datereceived
o Status (read, unread, or completed)
e To open anotification, click on the line.
e Once opened, you can read the full details.
}ﬁ{ Qusiomer  saries oo asewor ¢ @)
Operstons Parta » Noifications

98 Dashboara

ES Notifications

°f§ variation Functions

1 Documentation Assessment

%@ own company reports

I3 IATA Standards

‘Gatar aviation Servioes - Ground Handler Station - DOH

Inbox (82} Sent

&8 Account Management

0, Soarch

L1 Gap Functions

Received notifications

e v | st v | oste v | suws v | monage v
l ° Youhave 1 day left to complete an Audit Sep11.2025 = I &

° Upload of COM Ed. 76 to the Operational Portal. $0p05.2025 = &

o Upload of AHM Ch.1 Ed. 71 to the Oporational Portal. 5ep02,2025 = &

o Youhave 1 day left o complete an Audit Aug31.2025 = &

o ‘Auditor has boon Invitad to your account Aug 26,2025 = &

a Requestfor Establishing a Hierarchy Groun Aug20.2025 v &

o Doclined Hierarchy Group with Qatar Alrways Aug20.2025 = L]

a Request for Estabilshing a Hierarchy Group Aug 20,2025 v &

12 »

4.3.1.5 Sent Notifications

The Sent tab shows all the notifications that you have sent to other users in the Ops Portal. From here, you can
track whether recipients have received, opened, or acknowledged your messages.

Access
1.
2.

ing Sent Notifications
Go to the Notifications tab from the left menu.
Click on the Sent tab at the top.

Operations Pertal

85 Dashboard

EY Netifications

3 varlation Functiens

WO ciiomer e v o v
TA Forts

* Notifications

e

@ Account Management

Bl Gap Functions

0, search
e v | s
° tan mton SeveEs DO pBISed e Sy o AT 110
a i i
° i -
° scceptean it
oot ° coepied Herarcy GrouR Wi Gaar A
o it starteq ravenng Gap anayss
) o AUCILOT STarMed r2viewing Gap anaiysis
° o

o seanon 3 e

| sentuste

Sep1s 2025

Sep15.2025

sep1s, 2075

Aug 20,2020

Ag20.2025

g 14,9035

Aug 14,2028

Aug14.2025

E

e o ¢ ©o o ¢ 0o o

v | tosttn

Sep 15,2025

Sep15.2025

sep 15,2035

fug 20, 2020

Aug 20,2029

nug 14,2008

Aug 12,2025

pug 14,2025

Sent notifications

v e v

s @ 8 =

8 = & =

1 »
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Sent Notifications List

Each notification you send appears as a row in the list. The columns include:
e Type — Informative or Action Required.
e Subject — Title of the notification.
e Sent Date - When the notification was sent.
e Status Info — This button lets you open the details of the notification.
e Last Status — Latest update from recipients.
e Manage — Trash icon to delete the notification.

foperations Portal » Notifications

Inbox (78) Sent

Sent notifications

<

o o o @ e o o o ;

e ¢ 0 6 0 0 8 0 :

Viewing Notification Details

To see more information about a sent notification:
1. Click the eye icon (@) in the “Status Info” column.
2. A detailed pop-up will appear showing.

For notifications marked as Action Required, the detail view also shows the progress of each recipient:
¢ Pending — Notification has been sent but not opened yet.
e Reminder Sent — A reminder has been issued but not yet acted upon.

e Acknowledged — The recipient has opened and confirmed the action.

This tracking helps you make sure that required actions are being followed up.
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4.3.1.6 Deleting Notifications /.

e To delete a notification, click the trash icon next to it.
o Deleted notifications are removed from your list.

Operations Portal » Notifications

Qatar sviation Saricos - Ground Handior Sation - DOH </
88 Dashboard

Inbox {82)

§8 AccountManagement

EJ Notifications

O, search
1] Gap Functions
e
°
I8 variation Functions
o
8 Documentation Assessment °
°
%8 Own company reports °
a
1§ IATA Standards
o
a

"' Customer Services v Help v
IATA rorial

Sent.

| suvjest
Youhava 1 day laft to complate an Audit
Upload of CGM Ed. 76 to the Operational Portal.
Upioad of AHM Ch.1 Ed. 71 to the Gperational Portal.
Youhava 1 day laft to complate an Audit
Auditor has been invited to your account.
Request for Establiching 2 Hierarchy Group
Dechinad Hisrarchy Group with Qatar Airways

Request for Establshing a Hierarchy Group.

Q searcH (3 e

v | oo
Sep11,2028
Sep 05,2075
$ep03, 2025
Aug 31,2028
Au0 26,2075
Aug 20,2025
Aug 30,2025

Aug 20 2025

H

< @< ® | o|m 0 @0 "

send notification

Received notifications

manage |

[T

® = 8 o 8

L3

1012 6 »

A\ Delete message confirmation

You e abouL10 delele 1 messanes,
Are you surc you want ta canfinue?

4.4 Gap Functions

Gap Functions tab enables users to identify, track, and manage compliance with aviation standards. These
functions help organizations assess their operational gaps, implement corrective actions, and ensure alignment

with industry requirements.

The gap functions are divided into:
o (Gap Analysis
e Gap Sharing Groups
e Documents

4.4.1 Gap Analysis

Gap Analysis section is divided into 3 key components:
¢ New File: Create a fresh gap analysis for a selected standard.

¢ Published Gaps: View and manage previously published gap analyses.

e Continue Draft: Resume work on an unfinished gap analysis.
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4.4.1.1 Creating a New Gap Analysis
1. Click on “New File" in the Gap Analysis section.

2. Select the applicable Standard (e.g., IGOM, AHM1110, etc.).

3. Click "Start Gap Analysis” to begin.

Chapters

Dive into the lysis by d of

Airline-Aston Martin Airlines-CDM-FAM-
4 Language: | Englsh v
IGOM-ed.53-v.1

presented here.

01.Passenger Handling Procedures

'02.Baggage Handling Procedures

03.Aircraft General Safety and Servicing Operations

11 Passenger Departure
12 Passenger Security

13 Passenger Arrival, Transfer and Transit
14 Special Categories of Passengers

15 Passenger Disruptions

0% completed
0% completed
0% completed
0% completed
0% completed
0% compieted

0% completed

0% completed

SRR

Publish Save and exit .C[;)

# Bulk mapping

The gap analysis follows a structured format with the following:

o Naming Convention: Automatically set as Account Name + Standard + Edition + Version.
o Language Selection: Choose a language from the dropdown menu (options depend on the uploaded
and activated standards).

11 Passenger Departure
12 Passenger Security

13 Passenger Arrival, Transfer and Transit
14 Special Categories of Passengers

15 Passenger Disruptions

Airline-Aston Martin Airlines-CDM-FAM-
Language:| Engish v & Reference document
IGOM-ed.53-v.1
Chaptars
s and subchapters of here.
01.Passenger Handling Procedures — 100% completed

100% comploted

100% completed

—
—

— 100% complatsd
— 100% completad

100% compieted

Publist Save and exit ( F»)

# Bulk mapping
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o Adopt Standard: Allows users to adopt the standard as it is without any variation. After adopting a
standard, the option becomes inactive and users can either go through the answers and change them or

publish directly in case everything is filled out correctly.
o Bulk Mapping: Enables mass response entry for multiple sections.

Airline-Aston Martin Airlines-CDM-FAM- ’
Language: | English v & Reference document Publish
IGOM-ed.53-v.1 S i

~
Save and exit ( [+)

Chose your preferred mapping and efficiently apply it to multiple chapters and sections

@ Selecting a mapping for a chapter or section will apply it to all sub-sections below. You can
change the mapping for any sub-section later if needed.

Mapping Filter by chapter
Qut of Scope v 1110.Ground Operations Training Program v
Comment

Does not apply to me

See more /
Name Select
Less levels
1110 Ground Operations Training Program i —
1. OVERVIEW +
2 DEFINITIONS +
3. TRAINING MANAGEMENT SYSTEM D +
4, THE TRAINING PROGRAM O +
5. ABSENCE FROM WORK M +

s
& Bulk mapping
Dive Into tha = -
01.Passenger Handling Procedures — 100% complsted -
11 Passenger Departure — 100% compiated )
12 Passenger Security S— 100% completed )
13 Passenger Arrival, Transfer and Transit — 100% completed )
14 Special Categories of Passengers — 100% completed )
15 Passenger Disruptions —100% completed )
X
Bulk mapping

Important Note:

analysis has responses in multiple languages, the gap analysis will open in English.

Responses of the gap analysis sections will be saved in the language selected by the user in the portal. This
information will be used to open the gap analysis in the selected language once published. In case a gap
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4.4.1.2 Filling Out the Gap Analysis
1. Navigate through the sections and answer each requirement.

Airline-Aston Martin Airlines-CDM-FAM-

118

® 1.1.34 Check-In Types
® 1.1.35 Check-In Counter Opening

1.1.4  passenger Acceptance

1.1.5  Documents Required for Travel
1.1.86  Baggage Acceptance

1.1.7  Passenger Boarding
Information to the Crew

1.1.8  Post-Flight Departure Activities

+ ot

Type semething.

Discard changes

Language: | English v & Reference document Adopt Standard Publish Save and exit @
IGOM-ed.53-v.1
Chapters
2 Bulk mapping
Dive inta the lysis by exploring chapt s of the standard presented here.
01.Passenger Handling Procedures 0% completed -
11 Passenger Departure 0% completed
12 Passenger Security 0% completed
13 Passenger Arrival, Transfer and Transit 0% completed
14 Special Categories of Passengers 0% completed
15 Passenger Disruptions 0% completed
02.Baggage Handling Procedures 0% completed +
03.Aircraft General Safety and Servicing Operations 0% compieted +
Airline-Aston Martin Airlines-CDM-FAM- i
Laisimel & Refarenca document Publish saveandoit (£5)
IGOM-ed.53-v.1
< Back to chapters
" <2
01 Passenger Handling Procedures 1.1.3.1 General
1.1 Passenger Departure
Mapping
1 38 items completed
Conformity v
111 Predeparture Activities +
® 1.1.2  Check-In Counter Requirements Reference document Sub reference
1.1.3  Passenger Check-in = IGOM Ed53 R.1 ¥ General
® 1.1.3.1 General
® 1.1.3.2 Check-In Deadlines
® 1.1.3.3 Operating Carrier, Marketing Carrie: Salesforce Sans w12 (B 5| EF EE|E FE .- Ji

2. Mandatory fields include:
1. Mapping: Select from predefined options.
2. Reference Document: Upload or select a document.
3. Sub-reference: Provide additional information.

3. Optional fields:
1. Comments: Add clarifications.
2. Variation Description: If applicable, provide details.
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4. Click "Save" to store progress.

Airline-Aston Martin Airlines-CDM-FAM-
IGOM-ed.53-v.1

€ Back to chapters

01 Passenger Handling Procedures

1.1 Passenger Departure

38 of 38 items completed

1.1.1  Predeparture Activities
® 1.1.2  Check-In Counter Requirements
1.1.3  Passenger Check-In

3.1 General
® 1.1.3.2 Check-In Deadlines

® 1.1.3.3 Operating Carrier, Marketing Carriel

® 1.1.34 Gheck-In Types
® 1.1.35 Check-In Counter Opening

114 passenger Acceptance

1.1.56  Documents Required for Travel
1.1.6  Baggage Acceptance

1.1.7  Passenger Boarding

1.1.8  information to the Crew

1.1.9  Post-Fiight Departure Activities

F o4+ £ S+

1.1.3.1 General

Mapping
Conformity v
Reference document

IGOM Ed.53R.1

SalesforceSans w12 »|B|I|L |5 o=

Type something

Discard changes

<

& Reference document

Sub reference

General

Publish

5. Once complete, click "Publish”, set the effective date, and confirm.

Airline-Aston Martin Airlines-CDM-FAM-
IGOM-ed.53-v.1

< Back to chapters

01 Passenger Handling Procedures

1.1 Passenger Departure

38 of 38 ftems completed

111 Predeparture Activities
® 1.1.2  Check-In Counter Requirements
1.1.2  Passenger Check-In
® 1.1.21 General
® 1.1.32 Check-In Deadiines
® 1.1.3.3 Operating Carrier, Marketing Carrie:
® 1.1.3.4 Check-In Types
® 1.1.35 Check-In Counter Opening

1.1.4  Passenger Acceptance
1.1.6  Documents Required for Travel
1.1.6  Baggage Acceptance

1.1.7  Passenger Boarding

1.1.8  Information to the Crew

119 Post-Flight Departure Activities

+ 4+ + + 4+ +

Language: | English v ‘

1.1.3.1 General

Mapping

Conformity v

Reference document

IGOM Ed.53R.1

SalesforceSans ¥ 12 “|B|I|L[&

Type something,

Discard changes

<

& Reference document

Sub reference

General

-

~
Save and exit G:j/\

< Go back

Publishing information
Effective Date.

0ct 17,2024
Reminder date

yyyyhmmidd

A raminder H

Airline-Aston Martin Airlines-CDM-FAM-IGOM-ed.53-v.1
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4.4.1.3 Create Gap Analysis with CSV File

The Ops Portal allows users to complete a gap analysis by uploading a CSV file. This helps companies save
time by filling in many procedures at once instead of entering them manually.
Downloading the CSV Template

1. Navigate to the Gap Analysis page.

2. Create a New File
3. Click the Download template button.
4. Save the CSV file to your computer.

01.Passenger Handling Procedures

Passenger Departure

Passenger Security

Passenger Arrival, Transfer and Transit

Special Categories of Passengers

Passenger Disruptions

02.Baggage Handling Procedures

Dive into the gap analysis by exploring chapters and subchapters of the standard presented here.

0% completed
0% completed
0% completed
0% completed
0% completed
0% completed
0% completed

Download template

Upload template € Bulk mapping

Completing the Template
Open the CSV file and complete all columns for each procedure:
1. Mapping — Select the mapping status (Conformity, Variation, Out of scope, Not completed, Not
required)

2. Reference Document

The reference document must be first added inside the OPS Portal

& Reference document

b. Once the documentis added in OPS Portal then you will need to copy paste the name of the

document as it is being displayed inside the gap analysis within the drop-down list.

113
1.1.4
T3
1.1.6
117
1.1.8

1.1.9

< Back to chapters

01 Passenger Handling Procedures

1.1 Passenger Departure

0 of 46 items completed

1.1.1 Predeparture Activities

1.1.1.1 Handling Counters

New reference

1.1.1.2 Passenger Pre-Flight Preparati ()

Passenger Check-In
Passenger Acceptance
Documents Required for Travel
Baggage Acceptance
Passenger Boarding
Information to the Crew

Post-Flight Departure Activities

1.1.1.1 Handling Counters

Choose the appropiate mapping template for this section. Once selected, the corresponding fields will populate for .
= - Mapping *
(X~}
Conformity
+ Reference document* ub reference *
o .
R-GOMEd.1 v Type something...
® TP
00 v Comments
(~] +
SalesforceSans v 12 v B I U S = E 0 4 = E = . R
(0]

+

Type something.
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Sub-reference — Provide sub-reference details if applicable.

Variation Description — Describe the variation if one exists.

New Language — If applicable, specify new language requirements.

Variation Description (New Language) — Describe the variation in the new language.
Comments — Add any additional information or clarifications.

No o

# Note: Make sure every row is filled out correctly before uploading. Empty or incorrectly formatted fields may

need to be completed manually later.

°

20250619-0902-17.2205043.mp4

Uploading the CSV Template
1. Return to the Gap Analysis page.
2. Click the Upload template button.
3. Inthe upload interface, you can either:
a. Use Drag-and-drop: Drag the CSV file into the upload area.
b. Use the File Upload button: Click and select your CSV file from your computer.

Chapters
Download template Upload template
Dive into the gap analysis by exploring chapters and subchapters of the standard presented here.

01.Passenger Handling Procedures 0% completed

02.Baggage Handling Procedures 0% completed

03.Aircraft General Safety and Servicing Operations 0% completed

04.Aircraft Turnaround 0% completed

€& Bulk mapping

e

°

20250619-0909-38.5851326.mp4

System Behaviour After Upload
Once the CSV file is uploaded:
e The system will extract the data from the file.

e The extracted data will be mapped to the corresponding fields in the digital gap analysis form.

e The digital gap analysis form will be auto filled with your uploaded data.

Important:

e If you upload a file multiple times, the answers from the latest upload will overwrite the previous

answers.
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Notifications & Error Handling

e Successful Upload: You will receive a notification that your digital gap analysis has been completed.

e Incomplete or Incompatible Data:

o The system will show a summary of fields that could not be filled in.
o You can then manually complete these fields directly in the digital form.

Upload Gap Analysis

Upload your CSV Gap Analysis template following IATA instructions to export it, if you need some help feel free to contact with our support team.

A Some of the responses will overwrite existing old ones, are you sure you want to continue?

Last level v ‘ Type v ‘
1.1.1.1 Handling Counters WARNING
1.1.1.2 Passenger Pre-Flight Preparation _
1.1.3.3 Operating Carrier, Marketing Carrier and Wet Lease WARNING
1.1.3.4 Check-In Types WARNING
1.1.3.5 Check-In Counter Opening WARNING
1.1.4.1 Requirements for Passenger Acceptance WARNING
1.1.4.2 Seating WARNING
1.1.4.3 Emergency Exit Row Seating WARNING

IGOM_45__Upload-Gap-Analysis-template COMPLETED ERROR.csv

@ Field validation errors found in the file. Please correct the errors and try again.

Message v

Required fields: Mapping. This response will be ignored.
Dependent required fields: Sub reference. The given reference document not found.
Required fields: Mapping. This response will be ignored.
Required fields: Mapping. This response will be ignored.
Required fields: Mapping. This response will be ignored.
Required fields: Mapping. This response will be ignored.
Required fields: Mapping. This response will be ignored.

Required fields: Mapping. This response will be ignored.

Best Practices

e Always use the latest template downloaded from the portal to avoid format issues.
e Double-check your entries before uploading, especially the Mapping and Reference Document

columns.

e If your upload fails, review the error summary, correct the CSV, and re-upload if needed.
e Avoid unnecessary re-uploads to prevent overwriting existing answers.
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4.4.1.4 Published Gaps

1. Go to the “Published Gaps" tab to view all published analyses.

2. Available actions:

o View (eye icon): Open a published gap analysis.

o Edit: Modify an existing analysis.

o Clone: Create a new draft from an existing analysis.
3. Usefilters to refine searches:

o All Gaps / Latest Published

o Standards Filter

o Companies Filter

an
RS Customer Sorvices +  Holp v o searcH (3 0
IATA Fortal
Operations Portal » Gap Functions
“Forast fngal"- Airioa v
88 Dashboard
Gap Analysis Gap Sharing Groups Documents
8 Account Management
& Wotification New filo D pubiished gaps [ continue Drart
21 GapFunctions
Clone & Edit
0§ variation Functions © Clone - gapis cloned whan a new editin o the standard s srloaded basedt
# et it —p—
"8 IATA Standards Gops St
ape . . v
- v | stondart | Goppuisheddare | View v | Clanortn
A 5t Anger-UAA-LOGT-IGOM-£0.16-u3 1coM ° -
A geP"-LOCT-IGOM-2d.16-v2 10N
Alline-*Forest Anger LOGT-IGOM 64,16 1GoM

4.4.1.5 Continuing a Draft Gap Analysis

¢ When an account creates a gap analysis from scratch in the “"New file" section and exits the gap analysis

without publishing it.

Navigate to the “Continue Draft" section.
Click the Continue arrow to resume editing.
Click the Trash icon to delete a draft.

PO~

When an account clones a gap analysis and exits the gap analysis without publishing it.

Note: A draft must be deleted before creating a new gap analysis for the same standard.

New file L_D Published gaps

Select one of the following draft to continue your gap analysis.

Gap analysis name

Alrline-Aston Martin Airlines-CDM-FAM-AHM1110-ed.45-v.1
Airline-Aston Martin Airlines-CDM-FAM-CGM-ed.26-v.2

Airline-Aston Martin Airlines-CDM-FAM-IGOM-ed.53-v.1

D Continue Draft

Standard Completion | Continue Delete
AHM1110 0.00% > [
CGM 0.00% > o
IGOM 100.00% > o
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4.4.2 Gap Sharing Groups

This feature allows sharing gaps with external accounts (out of the account hierarchy).
Access the Gap Functions > Gap Sharing Groups tab and click on Create gap sharing group.

1.

T Cotomar e v e

o, searcH (3 e

JATA Portal
Operations Portal » Gap Functions
“Forest Angor - Arlie v
B8 Dpashboard
Gap Analysis Gap Sharing Groups Dosuments
8  Account Management
@  Flease, aGap Group. L il files created. Search for them in the Gap Analysis tab at"Mew " You it wed.
B! Motificatians wneter your arganization, please go to Aecaunt Management and acd the company there In the correspanding tab, “GHSF are notallow to share GAF files with Aliines. If tion access,
1. Dlckon' ) Groupe buton 1o
Pl Gap Functions 2. Aniratation il be sert,
3. Lpon acceptance, both compantes will be ole to Read andior re-use each other's gap analysis. auallsble at *Published gaps”
Note: To share Gap fles With ACCOUITS Undier your OrGANZATIoN, go 1o AECount Management
%§ Variation Functions
O et facount
UF 1ATA Standards
Company Heme v | Locatn v | cose v | Company Type v | stngeras v | Permissions v Stat. ™
New Gap Sharing Group x

(D The account will receive a new reque

oin the Gap Group.

1.Choose the company type.
2. Search company by name, ICAQ, or IATA code.
3. Choose the company from the search results.
4. Chose sharing permission.

5. Select applicable standards to be shared

Company type

® Ajrline Ground Handler

Company name

ICAO Code IATA Code

the cursor Inside the field and pr

©

Filtered results

Air Europa, Airline, . Carretera Liuchmajor Km 20.5 Centro Empr. Globalia Po Box 132 BALEARIC ISLANDS
LATAM Airlines Group, Airline, , Americo Vespucio 801 Renca

KLM2, Airline, , P.O.Box 7700 Schiphol Airport

Lufthansa, Airfine, , Deutsche Lufthansa AG Venloer Str. 151 - 153

RusLine, Airline, , Str. Dorogobuzhskaya 14 Building 1

Iberia Express, Airline, , Calle Alcaniz 23. 1" Planta

Qatar Airways, Airline, , Qatar Airways Tower 1 Airport Road

Sharing permission

® Read Only Read and reuse

Select Standards

IGOM; GOSM/CGO; AHM Cirv
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3.

Select the account which the relationship will be created with.

New Gap Sharing Group

@® The accour

will receive an

request to join the Gap Group

1. Choose the company type.
2. Search company by name, ICAQ, or IATA code.
3. Choose the company from the search results.
4. Chose sharing permission

5. Select applicable standards to be shared.

Company type

® Airline Ground Handler

Company name

ICAO Code IATA Code

0]

nside the field and press enter on each of them to apply the search.

Filtered results

ArEuropa, Airine, . Carretera Liuchmajor Km 20.5 Centro Empr. Globalla Po Box 132 BALEARIC ISLANDS
LATAM Airlines Group, Airline, , Americo Vespucio 801 Renca

KLM2, Airline, , PC. Box 7700 Schiphol Airport

Lufthansa, Airline, , Deutsche Lufthansa AG Venloer Str. 151 - 153

RusLine, Airline, . Str. Dorogobuzhskaya 14 Building 1

Iberia Express, Airline, , Calle Aleaniz 23. 1' Planta

Qatar Airways, Airline, , Qatar Airways Tower 1 Airport Road

Sharing permission

® Read Only Read and reuse

Select Standards

IGOM; GOSMICGO; AHM Chv

Select access type:
o Read-only: View only.
o Read and Reuse: View and clone gaps.

New Gap Sharing Group

@ Theac

nt will receiv

a new request to join the

1. Choose the company type.
2. Search company by name, ICAO, or IATA code.
3. Choose the company from the search results.
4. Chose sharing permission.

5. Select applicable standards to be shared.

Company type

@ Airline Ground Handler
Company name
ICAQ Code IATA Code

G) Keep the cursor inside the field and press enter on each of them to apply the search.

Filtered results

Air Europa, Airline, , Carretera Lluchmajor Km 20.5 Centro Empr. Globalia Po Box 132 BALEARIC ISLANDS
LATAM Airiines Group, Airiine, , Americo Vespucio 901 Renca
KLM2, Airline, , PO.Box 7700 Schiphol Airport
Lufthansa, Airline, , Deutsche Lufthansa AG Venloer Str. 151- 153
RusLine, Airline, , Str. Dorogobuzhskaya 14 Building 1
Iberia Express, Airline, , Calle Alcaniz 23. 1" Planta.
| Qatar Airways, Airline, , Qatar Airways Tower 1 Airport Road

Sharing permission

® Read Only Read and reuse

Select Standards

IGOM; GOSM/CGO; AHM Chv
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Assign standards to be shared.

New Gap Sharing Group X

will receive a new request to join the Gap Group.

1. Choose the company type.
2. Search company by name, ICAO, or IATA code.
3. Choose the company from the search results.
4. Chose sharing permission.

5. Select applicable standards to be shared.

Company type

® Jirline Ground Handler

Company name

ICAQ Code IATA Code

an each of them to apply the search

Filtered results

Air Europa, Airline, , Carretera Liuchmajor Km 20.5 Centro Empr. Globalia Po Box 132 BALEARIC ISLANDS
LATAM Airlines Group, Airiine, ,
KLM2, Airiine,

Americo Vespucio 901 Renca
+ PO.Box 7700 Schiphol Airport

Lufthansa, Airline, , Deutsche Lufthansa AG Venloer Str. 151 - 153
RusLine, Airline, , Str. Dorogobuzhskaya 14 Building 1

Iberia Express, Airine, . Calle Alcaniz 23. 1' Planta.

Qatar Airways, Airline, , QGatar Airways Tower 1 Airport Road

Sharing permission

@ Read Only Read and reuse

Select Standards

IGOM; GOSM/CGO; AHM Chv

Send request

Click "Send request” to send an invitation.

7.

New Gap Sharing Group X

®

he account will r n the Gap

1. Choose the company type.

2. Search company by name, ICAQ, or IATA code.
3. Choose the company from the search results.
4. Chose sharing permission.

5. Select applicable standards to be shared.

Company type

® Airline Ground Handler

Company name

ICAO Code IATA Code

@ keep

e the field and press enter on each of t

Filtered results

Air Europa, Airline, , Carretera Liuchmajor Km 20.5 Centro Empr. Globalia Po Box 132 BALEARIC ISLANDS
LATAM Airlines Group, Airline, ,
KLM2, Airline, ,

Lufthansa, Airiine,

Americo Vespucio 901 Renca
P.0. Box 7700 Schiphol Airpert
Deuitsche Lufthansa AG Venloer Str. 151 - 153
Str. Dorogobuzhskaya 14 Building 1
Calle Alcaniz 23. 1' Planta.
Qatar Airways Tower 1 Airport Road

RusLine, Alriine,
Iberia Express, Airline, .
Qatar Ajrways, Airline, ,
Sharing permission

® Read Only Read and reuse

Select Standards

IGOM: GOSM/CGO: AHM Chv

Upon acceptance, shared gaps are accessible in the Published Gaps tab.
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4.4.3 Managing Documents
The document list can be found inside the Gap Functions > Documents tab.

Gap Analysis

Documents

Name Abbr.
CGM CGM
IGOM IGOM

Gap Sharing Groups

Documents

(© Inthis tab you wil be able to manage your existing documents. If you want to uplaad a new document please add a new user provision document inside your gap analysis.

Ed. V. Rev. Published Date Review Date Effective Date Available Standards
26 2024-06-14 2024-06-14 2024-06-14 CGM
53 2024-06-26 2024-06-26 2024-06-26 IGOM

Showing 1 of 1 Page(s)

-]

o

Added documents: 2

4.4.3.1 Uploading a New Document

1.
o

o

Documents can only be uploaded within a gap analysis:
Click "Reference Document” in the header.
OR click "+Add New Document” within a gap answer.

b Airline-"Forest Angel"-UAA-LOC1-IGOM-ed.16-v.4

Chapters

Customer Services v Help v

Portal

Langusge:| Fngisn ~

@ searcH (3 e

Fo
==
IATA

[ e memmmcn |

Dive o plorng chapters
©1.Paszenger Handiing Procedures

Passenger Departure
Passenger Securlty

Pagsengier Ariival, Transfer and Transit

Special Gategories of Passengers

02.Baggage Handling Procedures

— 100 canpleted

— 100% complotod

— 100 completed

— 1005 complsted

— 100% complatod

& Bulk mapping

PR——

¥ Alrline-"Forest Angel"-UAA-LOC1-IGOM-ed.16-v.4

€ Back to chapters

01 Passenger Handling Procedures
1.1 Passenger Departure

101 Pradaparturs Activitios

112 Checken Caunter Requirements

103 Passengercneckein

V104 Passenger Accsptance
108 Documants Requinas for Travel

Vs

Baggeg:
100 Passenger Soarang
V18 Informstion @ the Crew

V118 Post-Flign: Departure Activiies

+

R S S

%@F Customer Services +  Help
TATA Foral
Languags.| Enclish v & Rster

1.1.2 Check-In Counter Requirements

Mapping®

Sub reference

~ | Type something..

Typs somsthng

Add varlation description In a new language +

Extra files

Save and exit [ (3 )
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2. Provide the required details:

o

o O O O

Name

Edition, Version, and Revision Number
Publication and Review Date

Effective Date

Standard(s)

EDIT DOCUMENT

* Document Name Abbreviated Name

* Available Standards

Version

* Published Date Review Date

Jun 14,2024

Jun 14,2024 Jun 14,2024

&, UploadFiles  Ordrop files

Save

3. Click Save to store the document.

Revision

Effective Date

Important Note:

Whatever documents are uploaded in either of the ways will appear in the list on the "Documents” tab.

4.4.3.2 Managing Document Changes
1. When cloning an old gap analysis, the system detects outdated document versions.
2. Userscan:
Update to the latest version (automatically replaces old references).
Keep the old version (marked with a warning icon).
Documents can be edited, deleted, or viewed based on user permission

o

e}
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45 Variation Functions

The variation functions in the IATA Operations Portal allow users to manage and track responses marked as
variations in the gap analysis. These functions help organizations monitor compliance deviations and share

insights with relevant stakeholders.

an
WE customer  Services v Help v
JATA Fortal
Operations Portal » Variation Functions
Boss Aing -Alfing <
98 Dashboard
My variations reports Shared variation reports Variation sharing groups

& Account Management
Bees Airline - Airline

Bl Notifisations Refing your search by standard for variation reporls,
Standard:
L1 cap Functions Select. v

g variation Functions

o3 |ATA Standards

Q searcH L3 0

4.5.1 My Variation Reports
1. Users can filter their variation reports by standard.

Variation Functions

My variations reports Shared variation reports Variation sharing groups

KLM - Ground Handler Station - AST

Refine your search by standard for variation reports.

Standards:

AHM1110 v

GHSP-KLM-014-AST-AHM1110-€d.56-V.1 AHM1110 2024-10-09

2. Once agap analysis is selected, users can:
o Navigate through different sections.
o Review responses marked as variations.
o Filter to show only Safety Critical variations.

» Variation Functions Language:

< Back to variation functions
GHSP-KLM-014-AST-AHM1110-ed.56-v.1 Published Date: 2024-10-0%
1110 Ground Operations Training Program
1110 Ground Operations Training Program +

3. TRAINING MANAGEMENT SYSTEM 3. TRAINING MANAGEMENT SYSTEM

3.1 Company Responsibility

&, Download Report

© Only Safety critical

Variation +
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» Variation Functions

< Back to variation functions

01 Passenger Handling Procedures 4

1.3 Passenger Arrival, Transfer and Transit

English -

GHSP-GHSP Pure Visions COM-QWE-IGOM-ed.54-v.9 Published Date: 2024-09-26

01 Passenger Handling Procedures

1.3 Passenger Arrival, Transfer and Transit

1.3.1 Pre-Arrival

") » Only Safety eritical

« Variation +

3. Ifenabled, users ca

n download:

o Afull report with all variations.

o Areport containing only Safety Critical variations.

» Airline-Bees Airline-UAA1-CVN2-AHM Ch.6-ed.1-v.4

¢ Bask ta variation funstions.

601 Organization and Managament

1. ORGAMIZATION AND MARAGEMENT

2. DOGUMENTATIONSYSTEM

160, TEGHNICAL SPECIFICATION FOR GROUND SERVICE EQUIRMENT (63F)
11, MANAGEMENT REVIEW

12, CONTINUQUS IMPROVEMENT

14, OUTSOURCED FUNCTIONS

10 Safety Management System +
3 SCOPE OF A SAFETY MANAGEMENT SYSTEM

4 SAFETY POLICY AND OBJECTIVES

5. SAFETY RESK MANAGEMENT

5. SAFETY ASSURANCE

7. SAFETY PROMOTION

815 Mantoring Fragram +

‘®' Customer Services ~  Help
TATA Forial

Langusge  Engisn -

Airline-Bees Airline-UAA1-CVN2-AHM Ch 6-ed.1-v.4 Published Date: 2025-01-28

801 Organization and Management
1. ORGANIZATION AND MANAGEMENT
1.2 Management Systam
1.2.1 Principles.

1:2.2 Intggrated Managemant System

1.3 Ground Handling Policies

1.4 Good Guidance In Bullding Systeric Company Cultures
141 Safety Gullure

1.4.2 Security Culture

0, searcH (3 e

&, Download Report

 Coy Safety crteal

variation +
Variation +
Variation +
Varlation +
Varlation +

Download Report

Seleetwnat you want

® Fullreport

615 Maritoring Program +

1.42 Sacurity Culture

Variation +
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Shared Variation Reports
Users can view variation reports shared by other companies.
Filters are available to refine search results by standard and company.
Users can open a gap analysis to view all variation-type answers.

Bags Aline

2 o

Operations Portal

Alrina

ashboard

& AccountManagement

B3 Notifications

Bl capFunctions

™3 Variation Functions

“1§ IATA Standards

%QDF Customer

IATA Fonal

> Variation Functions.

My variations reports.

Bees Airline - Airline

Services v Help w

Shared variation reparts

Refina your search for shared Varation reparts with any of the following fiters

Standards:

Select

Air canada

A canaga

Air Canada

Al Canada

Alr Canada

Air Canada

it Canada

ir Canada

Arine

Alrne

Airine

Alrne

Alrine

Airine

Company:

Variation sharing groups

Arrine-Air Canaca-UAA-RV1-AHM1110-

Alrline-Alr Canaca-UAA-RV1-AHMT110.

AlFine-A Canaca-UA

O, sEARCH (3 e

AHMIIG

AHMIG
Airling-Air Canaca-UAA-RVT-AHMT110-..  AHM1110
1-AHMIT10-.. AHMIT10

Alrline-Alr Canaga-UAA-RVT-AHMT110-..  AHMT110
A-AHMIT10-.. AHMTT10

9 UAARVT-AHMTT10-.. AHM1110

AHAMTG

Airline-Air Canaa-UAA-RV1-AHM1110-.

2025-02-02

2025-02-02

2025-01-27

2025-01-27

2025-01-27

2025-01-27

2025-01-25

2025-01-25

4.5.3 Variation Sharing Groups

1.

2. Sharing group statuses include:
o Pending: Relationship is newly created or modified.

o O O O

Active: Accepted relationships, allowing variation visibility.
Inactive: Temporarily disabled sharing.
Declined: Rejected relationships.

Blocked: Restricted sharing due to IATA admin rules.

Administrators can share variations with external accounts outside their company hierarchy.

Variati

ion Functions

My variations reparts

Shared variation reports

1. Click on "Create variation sharing group” button to invite a company.

2. Aninvitation will be sent.

3. Upon acceptance, both companies will have access to each other's variation reports, available at "Shared variation reports" tab.

O, Search Account

Beltran, Davies and Webster
Beltran, Davies and Webster
Combat Tactic
Combat Tactic
Combat Tactic

Lutz, Fitzpatrick and Mann

123

123

123

123

123

105

Variation sharing groups

‘ Airline
‘ Airline
I Arrport
I Arrport

IGOM

IGOM,CGM.ORM

IGOM

IGOM.CGM.ORM

h Airport

*_ Ground Handler Station

AHM1110,IGOM.CGM,ORM

AHM1110,IGOM.CGM.ORM

Create variation sharing group
BLOCKED

PENDING

BLOCKED

ACTIVE

DECLINED

ACTIVE
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3. To create a sharing group:

o

o O O O

Click "Create Variation Sharing Group”.

Search for companies by name, ICAO code, or IATA code.
Filter results by Airline or Ground Handler.

Select applicable standards.

Submit the relationship request for approval.

New Variation Sharing Group

(@ e invitea aaceunt il receve @ request o oin the variation snaring gro

1. Chaose the campany tyge.
2. Search campany By natve, ICAD, of 14TA £ads,
2 Chuse e comgany fram b seench resulls,

2 Select applicable stancards 1o be shared.

Comeany Type

Company nams

ICAD Code IATA Cods

(@ eep tre sursor nsice the felc and press enter an each of them T 3ppy the szarch

Filtered results

anos

4. Anactive relationship can be modified to add/remove standards or deactivate sharing.

Operations Portal

s i - i -

08 Dashboard

I8 Account Management

Y Hotifisations

Bl cap Functions

°@ Variation Functions

O ATA Standards

aar Customer Services + Help 0, sEAncH  [F e
JATA Fortal
»  Varlation Functions
My varlations reports Shared variation reparts Varlation sharing aroups
1. ciekan® w 1 raug BUtanta e a

2. Anintaton i b sent

a up . s a1 reprs, avalate 1 Shared varien [EpOrs el
O, Search Account. Creata variation sharing group
oy Horme | tacaton o« | cose | compamy e | stomcsees -

Alr Ganarda Rl s e Al AHMCh BLOCKED
ir Canada ot s [ AHMIT181GOM AcTivE
anata usa s s 8 Ground Hangsr Staton AHM1116,AHM ChARM N8 GOSMIC, PENDING

Page 51 of 59

Edit variation sharing group

Aison

campany Name szatan cate ~ | campany type

v Canada ’ I Aroe ARTICIGOM

Standards

IEE, AT G0N, A

Inaclivale variation sharing group access »




Edition: 02

= OPS Portal User Guide Revision: 00

Publication date: 10/02/2025

4.6 Own Company Reports

The Own Company Reports section allows companies to generate and view reports based on their own
standards and assessments. This feature is divided into two tabs:
e Outof Scope — Displays gap analysis procedures identified as not applicable to the company.
e Variation — Displays gap analysis procedures where the company has reported variations.

‘OE Customer Services & Help v Q searcH (2 9
TATA Fera
Operations Portal + Own company reports
(tae st Sartess - Copun Han s stion 0K -
85 Dashboard
S Dastibond Out of scope Varistion

Qatar Aviation Services - Ground Handler Station - DOH
Befine your sesrh by stancand for sute’ scop eerts.

Standards:

[2_own company reports

"G IATA Standards

4.6.1 Out of scope report
Filtering Reports

At the top of the page, you can refine your report by selecting a Standard from the drop-down list.
e Select the standard you want to review (e.g., IGOM, AHM).
e The table will update to show only Out of Scope items related to the chosen standard.

e untomer siess b o aswc o @
TATA Fori
Operations Portal » Own company reports
8 Dasnboard
Qut of scope. Varlation

% Ascount Managament
Qatar Aviation Services - Ground Handler Station - DOH

£ Notiications Reina your sssrch try standard o oul of seope reports

;;;;;;

~ e~
GHP e
GHEP Gt RDOH-STHGOM 2245 4.1 e
GHSP-Qatar vices-QTR-DOH-STH-IGOM £ 1341 = 20200815 e

%3 Own company reports

%E IATA Standards
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Report Access
The report displays a table with the following columns:

e Name — The title of the gap analysis.

e Standard — The standard of the gap analysis (e.g., IGOM).

e Published Date — Date the report was published.

e View — Clickthe @ icon to open and review the full details of the report.
%ﬁf fagggmer Feees v R v Qs & e

B Account Managemnt

Qatar Aviation Services - Ground Handler Station - DOH
€5 Notifosdons Fefingyour sorch b tancard fo ot ss0p0 9ot
——.

1 Gap Functions Al Sraniads.

I3 Variation Funetions V Ve -
Picas-GTR-DOH-STH-GOSMICOM-ac 1441 20 a
Il Documentation Assesament TR DO STHCOM-cdd5-+1 6w 20250004 S
HSP-ucar AVt Services-QTR-DOH-STHGON-e 13001 oo 20300613 °
% Own company roports

B3 IATA Standards

Navigation Panel

On the left-hand side, you will see the chapter and section structure of the standard.

e Click on any chapter or section to jump directly to its details.

Sections with Out of Scope items are highlighted.

<l

Cosomar s ey oo & @)
TATA Forls
Operalions Portal » R-DOH-STN- ed. 14-v.1 Language:  Frguan -
[P —
vices-QTR-DOH-STN- -od.14-v.1 Published Date: 2025-06-25

1. Operational Procedure
¥

1.2 Cargo Acceptance

121 CGM - The provider

1.2.2 CGM - The o
+ 123 COM - The providr
21 Specil arga Bangeraus Gones it
2.2 Other Bpecal Cargo
12,4 COM - Thepp
23 scas vermcanon
24 Gongo Securty
125000~ anser ta ther Ly
128C6M Wi v
1.3 Shipment Verification
131 COM - The e
132C0M- art o

& Downioad Report

« Outaraspe +
« Ourofscone +
» Outaracope +
« Outafscope +
« Dutafscope +
» Qurafaane +
& Qutafscone +
» Outoracope +
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Report Header
At the top of the page, you will find:

e Report Title = Standard and report name (e.g., Air test — Naming of convention).

e Published Date - When the report was generated.

e Language Selector — Switch the report language (e.g., English, French).

e Download Report — Export the full Out of Scope report as a PDF.

M e s o e o
ot

o searon 4 9

DPSEIR pats » GHSP-Gatar Aviation Services-QTR-DOH-STN-GOSM/CGM-ed.14-v.1 [EET——

€ Back to Ot of scope reports

GHSP-Qatar Avlation Services-QTR-DOH-STN-GOSM/CGM-ed.14-v.1 Published Data: 2025-06-25

1. Operational Procedure
1. ope

1.2 Cargo Acceptance

124 £6M - The p

1.3 Shipment Verification

Report Details
e Each Out of Scope entry includes:
o Name

o Comments - Additional notes entered during the process.
o Attached files — Related supporting documents (click the link to open them).

e Each procedure within a chapter can be expanded (+) to show its details.

e Expanded items display the Out of Scope status alongside their supporting information.
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Download Report

From the Out of Scope Report detail view, users can download the report as a PDF.

How to Download
1. Open the Out of Scope Report detail page.

2. Atthe top of the page, click the Download report button.

Operations Portal

€ Back 1o Ou of seope reparts

‘OE Customer Services +  Help o © SEARCH [T 9
IATA Fortal
» GHSP-Qatar Aviation -QTR-DOH-STI . 14-v.1 Lenguege:| Fagist
GHSP-Qatar Aviation Services-QTR-DOH-STN-GOSM/CGM-ed.14-v.1 Published Date: 2026-06-25
1. Operational Procedure
1.2 Cargo Acceptance
121 COM- The proviter shall Outof zcop +
1:2:2 GOM - The provider snal outot scop +
+ 12.0 GGM - The provier shal reguiations of - Outof zcop +
.
1:2.4 COM-~ The providr shall Outot scop +
1225 COM- The provicder shall Outot zcop +
1:2:6 GOM - The provider snal et ineige tme outot scop +
1.3 Shipment Verification
1:3.1 COM-~ The providr shall Outot scop +
122 COM- The provicter shall ta perform Outof zcop +

PDF Report Structure
The generated PDF includes:

e Cover Page:

o

@)
O
@)

IATA logo and title (Out of Scope Report).
Report name

Index of chapters — clickable links to each chapter's section in the PDF.

Published date.

e Detailed Sections:
For each chapter of the standard, all procedures marked Out of Scope are listed, including:

O
@)

o

Page 55 of 59

Procedure reference number and title.
Comments.

Out of Scope status clearly marked.




Edition: 02

KD
Revision: 00

Unre d
L OPS Portal User Guide

Publication date: 10/02/2025

4.6.2 Variations Tab

The Variations tab in the Own Company Reports section does not contain the variation reports directly
Instead, it provides a message that redirects the user to the correct location.

Message Displayed
When you open the Variations tab, you will see the following text:
Currently Variations reports can be found under Variation Functions in the main menu.

Q SEARGH [3 e

ﬂﬂﬂﬂﬂ Sorvices v Help

= .,
ITATA rortal

+ Own company reports

85 Dashboard e
it of scope

© [fom

Bl Gap Functions

15 Variation Functions

Page 56 of 59



Edition: 02

=VE OPS Portal User Guide Revision: 00

Publication date: 10/02/2025

47 |ATA Standards

The IATA Operations Portal includes a dedicated section for IATA Standards, allowing users to view the structure
of chapters and subchapters within a selected active standard. This feature ensures that users have access to
the latest regulatory and procedural requirements applicable to their operations.

‘.@' Customer Services ~ Help O, SEARCH (1 @
IATA Fortal
Operations Portal » IATA Standards
Hoga Ariia - Airine
B8 Dashboarc
5} .
8 Aceount Management Standard  seiect ~

ES Notifications

Bl Gap Functions

B Variation Functions

P IATA Standards

4.7.1 Navigating IATA Standards
1. Selecting a Standard:
o Users can choose from the list of available IATA Standards.
o Click "Continue” to enter the selected standard.

“GB" Customer Services + Help O, searcH LI @
IATA Fortal

Operations Portal » |ATA Standards

Boes Ailine - Alfine &

88 Dashboard e
E} Notifications

Il Gap Functions

2 Variation Functions

3 IATA Standards

2. Viewing Chapters and Subchapters:
o The portal displays a hierarchical structure of chapters and subchapters.
o Users can navigate between different sections to review specific requirements.

an
RE customer Services v Help v o searcH (1 e
JATA Portal

Operations Portal » |ATA Standards

Bess Airine - Airine

88 Dashboard ; .
IGOM ed. 16 etectis pata 2026 Change Standard

8@ Account Management
1 Passenger Handing Procodures 1 Passenger Handling Procedures

parture

E} notifications
ES Notificatior 1.1 Passenger Departure

B Gop Functions 111 Predepartur Activies @ N

1.1.2 Chack-In Counter Requirements

g Variation Functions
1.1.3 Passenger Check-In >
“§ 1ATA Standards
1.1.4 Passenger Acoeptance >
115 Documents Requirad far Travel >
1.1.6 Baggage Acceptance >

3. ldentifying Changes:
o lcons highlight modifications between different standard versions.
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o Safety-critical procedures are marked distinctly for quick identification.

Icon | Description

@ New or changed chapters.

Safety critical procedure.

4. Switching Standards:

o Click "Change Standard” to return to the selection menu and choose another standard.

§®§ Customer Services w  Help ~
IATA Fortal

Operations Portal * |ATA Standards

Bes Kiline - irline.

IGOM ed.16 st 205021

Passenger Haniing Procedures 1 Passenger Handling Procedures

% Notifications
EY Notification: 1.1 Passenger Departure.

B1 Gap Funetions 111 Prodeparture Activities (2
2 Baggage Handiing Procedures oV

1.1.2 GhieckIn Gounter Requiterments
1§ Variation Functions
1.1.3 Passenger Check-In
B IATA Standards
1.1.4 Passenger Acceptance

1.1.5 Documents Required for Travel

O sEARCH (T e

Ghange Standard

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 opsportal@iata.org
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