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1. Getting Started
1.1. What is CASS L/nk?

CASSLink is IATA's global cargo processing system for processing of Airline documents - Air Waybills
and correction documents (CCA's & DCM's) for billing to IATA Accredited Agents and CASS Associates.
It uses global standards in accepting electronic documents for processing from Airlines.

Reports are provided to Agents in a standard output format. Therefore, the report received by your
office in London or Singapore will be the same as those in Sydney or Auckland.

One of the advantages of CASSLink is that, being a web-based system, the information contained in it
is accessible online anywhere, provided you have a Username and access to the Customer Portal.

1.2, Internet URL

All access to CASSLink should be via the Customer Portal - www.iata.org/cs

All Users of CASSLink should have access to the Portal for CASSLink and all IATA services.

1.3. Agent Admin Users

All companies participating in CASS are encouraged to have at least one Agent-Admin user that can
administer their own User access to CASSLink.

Please contact your Customer Service Center and ask for details on being allocated an Admin User ID
to your company - www.iata.org/cs

Ideally, any Admin user should be in the HQ location, to be able to administer access across all branch
locations.

1.4, Username and Password

If you have not received a Portal ID and initial password, contact your Customer Service Center and
ask for these to be allocated to you - www.iata.org/cs

The Username allows the User to:
= Link to CASSLink "Country” eg. India, Singapore, Japan, Australia etc.

= Access available Menu Options
= Link to single or multiple branch locations (HO only)
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Your Customer Service Center can also create additional Usernames for Agents where necessary. Itis
recommended to have individual User access for each person responsible for CASS billing, rather than

sharing a single Username.

The security of Usernames and passwords is the responsibility of the User and the Agency to
ensure that the billing data stored in CASSLink is not compromised.

1.5. CASSLink Log-in Screen

i

ne. :;:_}|. https://portal.iata.org/issp_homepage O = & ” @ [ATA Customer Portal x ‘ r- -

Eile Edit View Favorites Tools Help
5 G Google [J7 Msil - BEST Rod - Outlook

See more

| My Open Cases Cases requiring my Teedback n

Case Type of Country

Humber vy case Subject concerned Created Date

07183927 . Cobol - Other Charges PDF 9/22/2016 11:00
reporting AM

07183888 . Cobal - Convert Notifications and 8/22/2016 10:44
other reports AM

07182612 . Change to IATA User profiles 9/21/2016 7:19

PM

07182563 . CASSlink Screens when searching 9/21/2016 7:00
for AWB PM

07182548 . User Creation 9/21/2016 6:52

PM

Status

Closed

Closed

Closed

Closed

Closed

9/22/16 Access to your service has been
ranted

9/21/16 Access to your service has been
granted

9/21/16 Access to your service has been
granted

My Services

CASSLInk Export
CASSLink Import

External Links

Resource Center

MNew Service Request

"™ Lustomer Satisfaction 4

=’
IATA

In "My Services", all linked services are listed.
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1.6. CASSLINK Home Page

/= Main page lata CASS System - Windows Internet Explorer
@ L& A £  https:jjcassink.iata.org/pagesfindex.aspx

File Edit View Favorites Tools Help

& ¢ | @8 Main page Iata CASS System

+ Output Services

+ Correction Service
+ Stock Management
+ User Maintenance

+ Agent Toolbox

A

User
Menu

User: 22_2

Operation messages

O casslink Release: 3.1.0.1
Release date: 2011-09-21

O IATA FRAUD WARNING NOTICE,
https://casslink-

test.iata.org/Warning - Fra len

O BEWARE OF FRAUD.
link-
i r TA.pdf

O NEW FRAUD WARNING:
In addition to fraudulent
emails that have been sent to
a number of agents and
airlines, criminals are now
attempting to gain access to
your CASSLink details by

User
identification

creating a false "CASSLink
home page” then when login
fails, requesting your details
and entering them, thus
gaining access to your data.

The fake address used is:
http:/ /cass-iata.org

CASSLink runs on a secure
webserver - https://

DO NOT RESPOND TO ANY
EMAILS REQUESTING YOUR
DETAILS UNLESS FROM AN
“jata.org” ADDRESS.

If you think that your
username or password have
been compromised, contact
your IATA customer service
ASAP, or go to CASSLink and
change your password
immediately in User
Maintenance.

CASS operation:

UTOPIA v

Information

f

Other User
information

Operational
and
Warning
Messages

Sign out | Home | Help

Are you listed?
CASSLink

Country

-

O Find out the latest industry news ir
Airlines International. Go to:
www.iata.org/pressroom/airlines-

I ational/august-

2011/Pages/index.aspx

f

Other
IATA/CASS
messages

<

& Local intranet #100% ~

The CASSLink "Home" screen contains information on the following:

= Which User is logged in?
= Which CASSL/nkCountry is being accessed
= Any Operational Messages, such as scheduled maintenance and system downtime

= User Information, possibly more relevant to Airlines and the Customer Service Center.
= Menu options associated with the User profile.
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1.7. CASSLINK Menu

Once you have successfully entered the CASSLink website using your Username and Password, there
are 4 menu options for the CASSLink User to choose. These can be found on the left-hand side of the
CASSLink screen. These Menu options are:

= Qutput Services

= Correction Services
= Stock Management
= User Maintenance

= Agent Toolbox

A "+" is displayed beside the Menu option to indicate that there are more than one action or facility
available.
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2. Output Services

Output Services contains two (2) sub-menu’'s — Output Agents and AWB History. By clicking on either
the “+" symbol or the name, these sub-menu's will be displayed.

2.1. Output Agents

(= Output Services Overview for Airlines - Windows Internet Explorer

@ = - |8 https: f{casshnk.iata. org/pages/Outputdirdines, aspx
File Edit View Favorites Tools Help

e @R | @ output Services Overview For Airknes

User: 2Z2_1 CASS operation: | UTOPIA v: Sign out | Home | Help

+ Input Services e
+ Output Services Output Airlines
+ Correction Services
+ Stock Management
idses Hamtenancs Shows billing perieds for choosen airline.
+ Airline Toolbox -

Choose Airline -Eﬂ.ﬂ - Airline 1 v

| —

BillingRemPeriod | Period Nr PeWotaI - USD | Vview Deta?!'qiew PDF | View HOT |View XLS
201001 1 { 12988285 |reliminary |)

ot

& Local intranet " 100%

The Output Agents screen contains the following information:

= CASS Operation = Select the country required. Only used where the Agentis linked to operations
in other CASSLink countries.

= Choose Agent = Will list your agent location. Where Agent/User is linked to more than one
location, use the drop-down arrow to view available/linked locations.

= Billing RemPeriod = The Billing Period represented as YYYYPP. Refer to your CASS Reporting
Timetable to see the number of Billing periods per calendar year

= Period Nr = The number of the Period processed. (See CASS Reporting Timetable to understand
the period Number and whether it is a Billing or CorrectionPeriod.

= Period Total - Currency = The total amount billed for the Period in the local or CASS billing
currency. This amount will be reflected in the output reports (below).
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= View Details = Preliminary billing data loaded by Airlines for the next Billing Period to be
processed (see below for more details).

= View PDF = Cargo Sales Invoice/Adjustment & Export Billing Statement reports produced in PDF
format. Agents will need Abode Acrobat reader to open this report. Adobe Acrobat may be
downloaded free from the Adobe website: http://www.adobe.com

= View HOT = Agent HOT (Hand-off-Tape) in a text format. Winzip is required to open these reports.

= View XLS = Agent Spreadsheet Report (Microsoft Excel format).

All Agent output reports produced are available in Output Agents. An Agent may view all billing reports
for Billing Periods processed in CASSLink.

Storage of CASSLink Reports for CASS Billing Periods may vary depending on the CASSLink operation
in your country but will generally be between two to 4 years online and a total of ten years availability
(online and external archive) to meet taxation requirements in many countries.

In View Details, Agents can view the Preliminary or projected amount to be invoiced, before the
CASSLink reports are produced. Details can be viewed after an Airline has “"uploaded” their billing data,
but only after the daily (overnight) processing has been executed, with details usually available on the
next working day after the billing file has been uploaded by the Airline/s.

Each CASSLink operation will have different timetable deadlines for the Airline upload of billing files.
Check with your Customer Service Center or your CASS Reporting Timetable to see when files are due
to be uploaded for the relevant CASS Billing Period.

These “Pre-billing” Details may be used to request a "Correction” (see Section 3 — Correction Services)
from the Airline/s should a billing error be found. This facility could ensure that any billing errors can be
found and corrected before report production is completed.

2.1.1 Digital Signatures

Note: CASS Invoices are no longer digitally signed, but signatures may still exist on old documents.

In a number of EU countries, it was a requirement under EU Directive 115, that CASSLink Invoices are
digitally signed to ensure authenticity and security. Invoices are now being signed for:

Austria, Belgium, Bulgaria, Czech Republic, France, Germany, Hungary, Italy Netherlands, Poland,
Portugal, and Spain.

For procedures to load the Trust Certificates into your adobe viewer application, please see Appendix
C.
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2.2, Output Reports

Agent Output Reporting may be in three (3) formats:

PDF Report

HOT File (flat or text file)
XLS Spreadsheet

2.2.1 PDF Report

The PDF Report is the standard output report to all Agents. This may be downloaded from CASSLink
when billing production has been run. Additionally, the Customer Service Center may email the PDF
report to all Agents at the end of Billing Report Production. The Agent may nominate up to four (4)
recipients to receive this Report at the completion of the CASSLink Report Production cycle. Advise all

intended recipient email addresses to your Customer Service Center.

The Customer Service Center may also include important information or news in a “Coverpage”, at the

beginning of the PDF Report. Please check these every Period.

Sample PDF Output Report - Cargo Sales Invoice/Adjustment & Export Billing Statement

B 053_200910[1]. pdf - Adobe Reader =l

Fle Edt Vew Document Tools Window Help

B & G el

& & 0w |-

=l

TATA CARGC ACCOUNIS SETILEMENT SYSTEM -

ACENT:
GEOLOGISTICS LTD

M1 FURRY PARE OLD AIRPORT ROAD

SANTRY DUBLIN %
IRELAND

VAT REGISTRATION NR: IEBF47155K

IATA NUMERIC CODE: 36-4 7005/0002

15825364 LT DUBAMS 3.0
15825386 LT DUBAMS 172.0
15825390 LT DUBAMS 4.0

TOTAL E.U.
CARGO 173.0

INTERNATIONAL CARGO

15825250 LT DUBJFK 271.0
15825261 LT DUBJFK 1018.0
15825353 LT DUBJFE 124.5
15825375 LT DUBJFK 216.0

TOTAL INTERNATIONAL
1629.5

GRAND
TOTAL 1808.5

11.69%8.260n €

265.58
946.74
150.65
261.38

1524.33

1802.17

TRELAND

OTHER
CHARGES
DUE AIRL

40.80
168.73
42.40

251.93

325.79
1132.60
88.30
264.19

1810.88

2062.81

0.00
0.00
0.00

0.00

0.00

0.00
0.00

CURRENCY: EUR

COLLECT CHARGES----

OTHER
CHARCES
CHARGES DUE AGENT

COMMISSION

0.00
0.00
0.00

0.00

0.00

0.00
0.00

AIRLINE: 053
AER LINGUS

CARGC SALES INVOICE/ADJUSTMENT

INVOICE RR: IE-053-000006

INVOICE DATE: 11-DEC-08

TAX POINT DATE: 31-OCT-08

CARGC REVENUE, HEAD OFFICE BUILDING

DUBLIN ATIRPORT
IRELAND

VAT REGISTRATION NR: IEIL4050TW

BILLING PERIOD: 01-0CT-08 -

—-INCENTIVE -NET AMOUNT -------
BEFORE
TAX
0.00 67.80
0.00 292.57
0.00 69.40
429.77

0.00 90.25

0.00 591.27 0.00

0.00 2078.34 0.00

0.00 238.85 0.00

0.00 525.55 0.00
3435.21

0.00 0

3864.98

0.00 90.25

31-0CT-08

591.37
2078.34
238.85
525.55

3435.21

3955.23

081121
081128
081128

081122
081129
081124
081126
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The Cargo Sales Invoice/Adjustment report shows all Air Waybills and correction
documents(CCA or DCM) billed by each Airline. Each Airline is reported separately.

At the end of each Invoice a Recai itulation of the biIIini details is i roduced.
® 053_200910[1].pdf - Adobe Reader: BE|@

Ele Edit Yew Document Iools indow Help

D& € #8T)= oo H @I T

I*

TATA CARGO ACCOUNIS SETTLEMENT SYSTEM - IRELAND CARGO SALES INVOICE/ADJUSTMENT INVOICE NR: IE-053-00000%
INVOICE DATE: 11-DEC-08

AGENT: ATRLINE: 053 TAX POINT DATE: 31-OCT-08

GEOLOGISTICS LTD AER LINGUS

M1 FURRY PARK OLD AIRPORT ROAD CARGD REVENUE, HEAD OFFICE BUILDING

SANTRY DUBLIN 9 DUBLIN AIRPORT

IRELAND IRELAND

VAT REGISTRATION NR: IEBFAT155K VAT REGISTRATION NR: IESL405QTW

IATA NUMERIC CODE: 36-4 7005/0002 CURRENCY: EUR BILLING PERIOD: 01-0CT-0% - 31-0CT-0% PAGE: 2

P E— GHT ATD ~ COMMISSION --INCENTIVE -NET AMOUNT ------- TAX --NET AMOUNT --BXEC --------. RGENTS
SERIAL IN WEIGHT OTHER WEIGHT OTHER BEFORE PAYABLE  DATE INFORMATION
NUMBER VALUATION  CHARGES  VALUATION CHARGES TAX AWE

CHARGES  DUE AIRL CHARGES DUE AGENT

RECAPITULATION EUR

EU CARGO
TOTAL PREPAID CHARGES DUE AIRLINE 429.77
COMMISSION DUE AGENT
OTHER CHARGES DUE AGENT
INCENTIVE DUE AGENT

TAX DUE AGENT (21.00%)
TAX DUE ATRLINE (21.00%) 90.25

coos

NON-EU CARGO
TOTAL DREPAID CHARCES DUE AIRLINE 3435.21
COMMISSION DUE AGENT

OTEER CHARGES DUE AGENT
INCENTIVE DUE ACENT

TAX DUE AGENT ( 0.00 %)
TAX DUE AIRLINE ( 0.00 %) 0.00

cceo
2

NET TOTAL DUE AIRLINE 3955.23

11.69%8.26in < | >

Sample PDF Output - Export Billing Statement
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& 36.4.7013-0001_200910[1], pdf - Adobe Reader [BEE]
Fle Edit Yew Document Tools Window Help *

Ba & e eelm] iy [ -

IATA CARGO ACCOUNTS SYSTEM - IRELAND EXPORT BILLING ~ AGENT DATE: 11 DEC 09

AGENT: CURRENCY: EUR PACE: 1
EXPEDITORS IRELAND LTD

UNIT 6, HORIZON LOGISTICS PARE

HARRISTOWN ST. MARGARETS SWORDS CO. DUBLIN

IRELAND

IATA NUMERIC CODE: 36-4 7013/0001 BILLING PERIOD: 01 OCT 09 - 31 OCT 03

AIRLINE NUMBER NAME - - - - PREPAID CHARGES------- -------| CHARGES COLLECT-——--—- SALES TAX PAYABLE INVOICE BILL
WEIGHT DUE WEIGHT DuE INCENTIVE AMOUNT NUMEER PERT
CHARGE AIRLINE CHARGE AGENT

053 34 15344.96 20845.25 0.00 0.00 a.00 0.00 1157.73 37347.94 TIE-053-000008 01
083 sa 4359.59 3173.00 0.00 0.00 0.00 0.00 449.04 7981.63 IE-083-000001 o1

GRAND TOTAL 19704.55 24018.25 0.00 0.00 0.00 0.00 1606.77 45329.57

NET DUE AIRLINE 4532857

11,69 8.26in € >

The Export Billing Statement provides a summary of amounts owed to or from all Airlines for the Billing
Period. The total amount due to or from Airlines for the Billing Period is shown as “Net Due Airlines” or
“Net Due Agent” at the bottom of the report.

2.2.2 HOT File

The Hand Off Tape (HOT) is so called because originally, this file was made available to users on a
magnetic tape or floppy disk. The term has stuck and the universal generic term for the flat or text (.txt)
billing file is HOT file.

The HOT file is used by agents and airlines to reconcile the billing data in their accounting systems.

Agents must subscribe to this report service. The cost will vary. Please consult your Customer Service
Center for more details of the charges.

The HOT file can be emailed to a nominated email address (advise your Customer Service Center), or
downloaded from CASSLink as a “Zipped" file. The HOT file itself has a file extension name of .HOT. To

view this, open the file using Microsoft Notepad or a similar program.

The resulting HOT file output contains a string of data as below:
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B 02301322122.HOT - Notepad

Eile Edit Format Wiew Help

05120105121505122501A00 0230132

N99E2FE509425 EBNEO2201322122R JIMEDS512120002740KAUD000000186320000000000000000000016440000000000000000000000000000000000000000000000000000
|fvwd N29234932601 FERO2201322122R LHRO512040014150KAUD000000389125000000000000000000084500000000000000000000000000000000000000000000000000000
| AWl N29S3E323212 MELO2201322122R LHROE1202 000607 0KAUDOO0000219127000000000000000000036420000000000000000000000000000000000000000000000000000
| AWM N29235816034 BHNEOD2301322122R NYCO512070000200KAUDO00000064800000000000000000000004800000000000000000000000000000000000000000000000000000
|DCO N29841600871 PER02301322122012172AU000000. 00000051202F000000040546C000000000000C000000000000P000000011000FP00000000132000000000000000000000
|DCR N22241e00871 FPEROZ2301322122012172AU000000.00000051202F000000040545C000000000000C000000000000F000000011500F00000000132000000000000000000000
|fvwd N9E4E402661 ENEOZ201322122R LHRO5120800100&60KAUD000000317896000000000000000000060260000000000000000000000000000000000000000000000000000
|l N29248562705  PERO2301322122R LHRO512010001050KAUDO0000004283000000000000000000000£200000000001000000000000000000000000000000000000000000
|2 NS9S46563731  PERO2301322122R SCLOS12080001540KAUD000000050395000000000000000000005240000000001000000000000000000000000000000000000000000
|2 N29851012255 SYD02301322122R  ROMOS12080005720KAUDDO0000350852000000000000000000055320000000000000000000000000000000000000000000000000000
|2l N39Z57541186 MELODZ301322122R TYD0512030007735KAUDDO0000Z73234000000000000000000046410000000000000000000000000000000000000000000000000000
Al N29ZS1730805  SYDO2301322122R LHRO512040002730KAU000000011327400000000000000000001&740000000000000000000000000000000000000000000000000000
| /Wl N29EE1835115  SYD0O2201322122R AKLOS12010000070KAUDDO0000011400000000000000000000000660000000001000000000000000000000000000000000000000000
|AWM N99861835126  5YD02301322122R  MRUOS12030000380KAUD000000024700000000000000000000002280000000001000000000000000000000000000000000000000000
|DCO N39862244545 MEL02301322122012166AU000000. 00000051207FP000000136655C000000000000C000000000000C000000000000P00000000457000000000000000000000
|CCO N29262539164 SYD02301322122447670AU000000. 00000051201P000000023750C000000000000C000000000000C000000000000P00000000300000000000000000000000
|TTT auau 00000120000001000000320000016

Your Customer Service Center can assist with the interpretation of the data fields in this file. In addition,
the CASS Technical Specifications Handbook may be purchased from IATA (www.iata.org) to further
assist your technical staff. This is a compressed (zipped) file. Winzip is therefore required to open this
file. To obtain a copy of Winzip, go to www.winzip.com.

2.2.3 XLS File

In addition to the PDF and HOT files, a spreadsheet “.xIs" (Microsoft Excel format) report is also available
to agents that want to subscribe to receive this report. Please consult your Customer Service Center
for more details of the charge for this report.

The XLS report is an electronic copy of the PDF report and contains — Billing (Statement), Invoice and
Tax Report where applicable.
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Microsoft Excel - 200523.xls

File Edit Wew Insert Format Tools Data ‘Window Help Acrobat

DEHA SAY BREY - &z 424 GH -0. 08

el ~10 - B I U =Bt |8 % 5 W%
1 mey Start Date End Date
2 001 AUDS2E.01.00000  [AUD 05 [15-DEC-05 | 21610360 srD FOS 41 24EE]
3 001 AU0523.01.000001 AUD M-DEC-05 [15-DEC-05 | 21610993 SY0 PIT 547 20786 38289
4 1001 AU0623.01.000001 [ AUD 0-DEC-06 | 15-DEC-06 | 21611004 SYD FIT 43 13664 6| 28133
5 |001 AUDS23.01.000001 [AUD M-DEC-05 | 15-DEC-05 | 2161015 D ORD 138 5583 7
6 1001 AU0523.01.000001 AuD M-DEC-05 [15-DEC-05 | 21611026 5Y0 PIT 25 477 775
7 001 AU0S2T.01.000001 [ AUD M-DEC-06 [16-DEC-06 | 2161030 gD FIT ] 114 6.3
8 04 AU0S22.01.000002 | AUD M-DEC-05 [15-DEC-05 | 49894526 SYD WYZ 17 100] ni3
g |04 AU0G2E.01.000002 [ AUD O-DEC-06 | 15-DEC-08 | 42833308 SYD O 1000 -3600] a
10014 AUDS2T.01.000002 [ AUD M-DEC-05 |15-DEC-05 | 42889308 srD O 1000 3000] a
n |08 AU0523.01.000003 | AUD M-DEC-05 [15-DEC-05 | 4880644 SY0 MEKE 52 2108 486
12 |08 AU0623.01.000003 [ AUD 0-DEC-06 | 15-DEC-06 | 4580665 SYD MEM 45 477 42
10 AUDS2T.01.000003  [AUD M-DEC-05 | 15-DEC-05 | MEE80666 D EWR 453 17214 3T
¥ 016 AU0S23.01.000003 | AUD M-DEC-05 [15-DEC-05 | HE80670 5Y0 MEE 200 780 #0
B 023 AU0S2T.01.000004 [ AUD M-DEC-06 [15-DEC-06 | 21883122 gD SEL J24 1533 75
B 022 AU0S22.01.000004 | AUD M-DEC-05 [15-DEC-05 | 21263132 SYD SEL 123 992.25 ri)
1w 1023 AU0G2E01.000004 [ AUD O-DEC-06 [15-DEC-05 | 21883144 SYD SEL 395 1876.26) rid
18 045 AUDS2T.01.000005 [ AUD M-DEC-05 |[15-DEC-05 | 24564724 srD ANF 438 24528 260.3
19 063 AU0523.01.000006 | AUD M-DEC-05 [15-DEC-05 | 91284723 SY0 mOU 35 BIS 1575
201072 AU0523.01.000007 [ AUD 0-DEC-06 | 15-DEC-06 |6T718234 SYD JIE 1238 AHT.Z] 3888
21 07z AU0S2Z01.000007 | AuD M-DEC-05 [15-DEC-05 | 57716245 svD =i 20 589 o
22 072 AU0523.01.000007 | AUD M-DEC-05 [15-DEC-05 | 57716256 5Y0 MCT 2 14 0.5
23 |072 AU0S2T.01.000007 [ AUD M-DEC-06 [15-DEC-06 | 67718260 gD DOH 38 178.6] ik}
28 074 AU052201.000008 | AUD M-DEC-05 |15-DEC-05 | 76099594 SYD AMS 18 2152 96
26 [073 AU0G2E.01.000009 [ AUD O-DEC-05 | 15-DEC-08 | 286839360 SYD ML 3 120 20.8
26 073 AUDS2E.01.000009  [AUD M-DEC-05 |15-DEC-05 | 23683361 srD |l 10 120 22
27 {081 AU0523.01.000010 AUD M-DEC-05 [15-DEC-05 | 1215370 SY0 JuE 70 BEE| 725
28 1081 AU0523.01.000010 [ AUD 0-DEC-06 | 15-DEC-06 | 41215331 SYD JIE 440 269E] 360
29 081 AU052.01.000010 Aauo M-DEC-05 [15-DEC-05 | $1215392 svD JNE ES B37] E875
30 {081 AU0523.01.000010 AuD M-DEC-05 [15-DEC-05 | 11215403 5Y0 JNE 340 23m 325
H |081 AU0S2T.01.000010 [ AUD M-DEC-06 [15-DEC-05 | 66133452 gD SN 138 3583 545
32 081 AU0523.01.000010 Aaun M-DEC-05 | 15-DEC-05 | B5139606 S¥D SN a3 595.8) 0275
33 081 AU0G2E.01.000010 [ AUD 0-DEC-06 [15-DEC-05 | 65133621 SYD AKL 113 2296 53.2
34 081 AUDS2E.01.000010  [AUD M-DEC-05 |15-DEC-05 | 5133643 srD CHC 523 12696 3374
35 {081 AU0523.01.000010 AUD M-DEC-05 [15-DEC-05 | BE0SI00 SY0 FRA 45 120 2338
36 1081 AU0523.01.000010 [ AUD 0-DEC-06 | 15-DEC-06 | 66033111 SYD AKL 45 184.5] 45.3
37081 AU052.01.000010 Aauo M-DEC-05 [15-DEC-05 | EEDZIZZ svD LAk 0.5 1753 12788
38 (081 AU0523.01.000010 AuD M-DEC-05 [15-DEC-05 | 66089133 5Y0 HEG 1000 1350 270
39 | 081 AU0S2T.01.000010 [ AUD M-DEC-06 [15-DEC-05 |B603314 gD SN 135 eial 5375
40 081 AU0523.01.000010 Aaun M-DEC-05 [15-DEC-05 | BE08I15S S¥D AL 4 120 228
41 |081 AU0G2E01.000010 [ AUD O-DEC-06 | 15-DEC-05 | 66083166 SYD Lax ] 160,75 12678 o
WA p [ WP Biling % Invoice / [<] W[

& hab - | E | % & .
Ready UM

The .xIs report contains Billing and Invoice summaries for the requested location. The xls report output
may vary in different countries. Some spreadsheets contain output for all branch locations, while others
will report transactions for the selected branches only. Ask your Customer Service Center for details of
the spreadsheet reports available in your country.

The XLS reportis not emailed to subscribers and therefore must be downloaded directly from CASSLink
each Period.

2.3. AWB History

The billing history of any Air Waybill processed in CASSLink can be searched via "AWB History".
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/= AWR History - lata CASS System - Windows Internet Explorer

@.  lad ;i https:ffcasslink.iata, org/pages)aAWEHistary, aspx X |2
File Edit “ew Favorites Tools Help
TE G| 8 awe History - Tata CASS System !_ | B~ B - [Ereage » @ Took v
~
Search Cptions il
Search for Awe 99999993
:.Select an Ageni = i~
E.-é;l;c?an :&lrIIne v
)
PP Other =L
Org. | Dest. \C.ivr;;s_lt i?elgh\‘:'f ;I:Iaerges \lc\n'glghp’ SI":';Sgras E‘iz:ﬁ?i:'tef Commission g:;able nCL?rran;‘::—ion E};i;utiun Input Date E;ur}::;sing
Waluation| Jop o aluation | due ex. VAT
agent
SOF |YYZ 6539.84 |1053.28 0.00 0.00 5461.28 0.00 2131.54 2010-08-28 2010-09-06 201008 - 01
S0F |YYZ 1-|6535.84~ [1053.28- 0.00 0.00 5461.28- .00 2131.84- oz 2010-08-28 2010-0%-21 201008 - 02
SOF |YYZ 6539.84 |1110.24 0.00 0.00 S5461.28 0.0o0 2188.80 oz 2010-08-28 2010-09-21 201008 - 02
SOF |YYZ )-|6539.84~ [1110.24- 0.00 0.00 5461.28- 0.00 2188.80- 03 2010-08-28 2010-09-21 201008 - 02
SOF |YYZ 6539.84 [112024.00 |0.00 0.00 5461.28 0.00 113102.56 |03 2010-08-28 2010-09-21 201008 - 02
SOF |YYZ 1- |6539.84- [ 112024.00-| 0.00 0.00 5461.28- 0.00 113102.56- |04 2010-08-28 2010-09-21 201008 - 02
SOF |YYZ B6535.8 1120.24 0.00 0.00 0.00 0.00 7660.08 o4 2010-08-28 2010-09-21 201008 - 02
SOF |YYZ }- |6535.84- [1120.24- 0.00 0.00 0.00 0.00 7660.08- 05 2010-08-28 2010-09-21 201008 - 02
S50F |¥YZ 6539.84 |1120.24 0.00 0.00 5461.28 0.00 2198.80 0s 2010-08-28 2010-09-21 201008 - 02
Total 6535.84 [1120.24 0.08 0.08 5461.28 0.00 2188.80
v
% ¥
‘3 Local intranet F100% <

Enter the serial number of the AWB. Select the Airline and then click "Search”.

CASSLink will then search the database to find the record.

The record is then displayed and contains the following details:

Port of Origin

Destination port

Gross Weight — may be Chargeable weight, depending on the value entered
Pre-Paid Weight and Valuation charges — both charges combined
Pre-Paid Other Charges due Airline

Charges Collect Weight and Valuation charges — both charges combined
Charges Collect Other Charges due Airline

Discount/Incentive — based on Net/Net Sales amount

Commission - if payable by the Airline

Net Payable ex VAT - total amount due to Airline/Agent

Correction Number — where a correction document has been processed
Execution Date - of Air Waynbill

Input Date — date document input by Airline

Processing Period — CASS Billing Period. May be "Correction” period
Airline

Agent — Correction processing may be affected to different Agents

Where a Correction has been processed, the Total at the bottom of the report will show the net values
paid by/to the Agent for the AWB after addition or deduction of correction values.
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2.4, View Agent Docs

Documents other than the CASS Invoices can be sent to agent’'s mailbox. These can include bulletins, fact
sheets, manuals and other information related to CASS and the participation in CASS.

_ ke

e )| & tatps//casslinkiata.org: O ~ @ € || & Download Documents Age.., | |
File Edit Niew Favorites Tools Help
14 & Google ﬂﬂ Mail - BEST Rod - Qutlook

r

"e'
IATA
User: AU_Rod CASS operation: | AUSTRALLA V_ Sign out | HDI!'H'_‘l Help

= Qutput Services
Dutpul Agents

View Agent Docs

= L0 0 W 5 Shows documents for choosen agent.

Output Agents Document View

* Stock Management = I
¥ User Maintenance Choose Agent :_DESDDI]EI - 0006 HQ 1ATA CASS AL v

+ Agent Toolbox

Documents will be sutomatically deleted after 90 days:

Upload Date | Document Name Download
2016-05-03  |Cargolink_factshest.pdf Rownigad
2016-03-03  |AUxx02300000006_20160303_On-lineCorrectionResaonCode. pdf D
2016-02-29 | ALx02300000006_20160229_CASSLink Correction Services - Reason Code.pdf
2016-02-23 |AU1202300000006_20160223_All Nippon Airways Co. Ltd joining CASS AU.pdf
2015-11-05  |AUxx02300000006_20151105_CASSlink Downtime 16Mov2015.pdf

2015-08-07 Alwx02300000006_20150807_Temporary Change of [ATA Helpdesk Phone Support Hours.pdf | Downioad
2015-08-06 Albox(2300000006_20150806_Temporary Change of IATA Helpdesk Phone Support Hours.pdf | Download

2015-07-20 |AUxx02300000006_20150720_Your Voice Reminder.pdf Download
2015-06-26 |AUxx02300000006_20150626_CASSlink Downtime 30June.pdf Download

Recent changes will mean that documents loaded will automatically be deleted after approximately 90 days.
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3. Correction Services
3.7. Add Correction

In CASSLink there is the facility for Agents to request a "Correction” online to the Airline.

Procedure:
= Goto Menu - Correction Services
= Select Add Correction
= Select your Agent code from the drop-down list
= Select the Airline from the drop-down list
= Enter the AWB Serial number
= Click the "New" button

-

e'_)|~'§' hitps://casslink... O - @ & X || ;@ Correction - Iata CASS Syst... * ® I N 1‘_r|'|} i\i\_ ‘E‘S

File Edit View Favorites Tools Help

3!_-?} >R ~ 3 L_;J + Page~ Safety~ Tools~ @v E]

l User: Rod_Best CASS operation: INDIA - Sign out Home| Help

+ Input Services
+ Processing
+ Dutput Services

* Correction Services _
| * Master Files

Ml & Stock Management 3
+ User Maintenance
* Toolbox S . S
t Airline Toolbox Agent 1432775 - 0006 HQ EXPRESS KARGO FORWARDERS PVT LTD »
+ Agent Toolbox
: el Airline 125-British Ainways -
| AWEB Number 12346423
KeyStrokes: 2775 H100% -
& = ==

The details of the Air Wayhbill as billed in CASSLink will automatically be displayed on the electronic DCM
in the Original/lncorrect sections (right-hand side). Note that the Original/Incorrect amounts are a
reversal of the Original AWB Billing, or previous Correction.
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The Revised/Correct details must be entered
CASSLink:

= Weight

= Weight & Valuation Charges

= Charges Due Agent (Collect only)

= Charges Due Airline

= Reason Code (see 3.1.1 below)

= Reason for Correction

correctly before the correction will be accepted by

R — — ;mi@!!g!r
| @ hitps://casslink-testi.. O = @ & || & Comection - Ista CASS Syst... T.7 o
File Edit View Favortes Tools Help
74 & Google
TrTTTeE o e il T Wbt
o)
New
ik i [ sae ]
* Processing
¥ Correction Sarvices
# Master Files - 1
¥ Stock Management Status Nurmber |91 )
* User Maintenance agent’s eode airfine’s Code
* Toolbox o
# Airline Toolbox E
# Agent Toolbox AWE No. Grigin Destination Date of AWE Issue
Air Waybill weight and/or charges have been corrected/added as follows:
Weight
Weight Unit Revised /Corrected Weight ‘Original/ Incorrect Weight
. 0.0
CHARG'ES Revised fCorrect Original/ Incorrect
Prepaid Collect Frepad Collect
Currency
‘Weight Charges | 0.00) | I:l.CICIl
Valuation Charges | 0.00| | D.Oﬂl
Commission : IJI:::-EII]
Tncentive 0.00}
Net/net Amount 100 2
Total Other Charges Due Agant || D_CI_IZI_! [
Total Gther Charges Due Airline | o.00]|[ 0.00]
Total payabie to airiine Y 00 170,35
ex. VAT — =
VAT/TAX | 1
Reason Code [ Select a Aeason for Correction "l.
Reason for Correction [ |
W
Reason for rejecton |
L= 4

If an error is made when entering the correction
form and start the correction again.

, click on the BACK button at the top of the correction

When the entry is correct, click “Save” button at top of screen. After clicking "Save”, the message:
"Correction was successfully updated.” will be displayed at the top of the correction screen.

The Correction must now be Accepted, Rejected, Amended or Airline Handled by the Airline on which

the Correction has been requested.
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Only the affected Airline may action an online correction. An Agent may only “request” or "Add" a
correction, but the responsibility for the acceptance or rejection of all online corrections lies entirely

with the Airline concerned.

3.1.1 Reason Code

It is mandatory that a Reason Code be selected to identify the reason for the correction.

The aim of this additional information is to add more clarity to the Online Correction process. This will
provide Airlines with more information about why a Correction is being requested and use the additional

statistics in the Correction Report to identify and address recurring issues.

T pemmk CWZID A Fas

3.1.2 Reporting

S SE——— - — a— = = @M-‘
o r — e — - e — - —— - - =
a & https:/casslnk-testi. O~ @& C ” & Correction - lata CASS Syst.. s 1
rsinides o o e A e Bl | |
Eile Edit Miew Favorites Jook Help
s G Google
e I e e L e ey
Lo
Wi [ save |
* Processing
¥ Correction Services
+ Master Files - .
# Stock Management Status Number |01
* User Mainlenance Agent's code Ririne's Coda
* Toolbox = 3
# Ajrline Toolbox
+ Agent Toolbox AWE No. Crigin Diestination Date of AWB [ssue
Air Waybill weight andfor charges have been corrected/added as follows:
Weight - : s
' Weight Unit Revised/ Corrected Weight Original f Incorrect Weight
L] oo
CHARGES _ Revised/Correct _Original /Incorrect
Frapaid Collect Prepard Collect
ICurrancy |1
weight Charges o.00][ 0.00]
Valuation Charges o.00|| .00
Camrmission ) i 1
2 Salect & Rasson for Corraction
Incentive 01 - Billed to Wrong Agent Location )
I 02 - Billed te Wrang Agant
Nt/ net Amount 03 - Paid Previously
- 4 - Caleulstion Error
Tots| Other Charges Due Agent |6 - yotn; Shipment Never Moved
Total Othar Chara Airling 97 - Domestic Shipment; Billed as International
Tota Other Charaks Dub Alring |4 @ ocorruct Chargeabie Waight
Total payable to airline 12 - Incorrect Volume Weight
e, VAT 20 - Incorrect Contract Rate
WAT/TAX 21 - Incorrect Spot or Ad-hoc Rate
J22 - Incerrect Service Lavel Rate
I_Reasor' Code I 23 - Incorrect Published Rate
T “J24 - Contract Rate not Applied i
Reasan for Correcthion 25 - Spot/Ad-hoc Rate not Applied |
26 - Service Level Rata not Applied |
27 - Incorrect Pallet/Container Rate
30 - Incorrect Insurance Fee | -
Reason for resechion 31 - incorrect Security Fee
= 32 - Incorrect Fusl Surcharge |

The additional statistics provided by the Reason Code are published in the Correction Report.

Reason Code

Reason Name

Reason Type
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6 VOID, Shipment Never Moved General
11 Incorrect Chargeable Weight Weight
11 Incorrect Chargeable Weight Weight

3.1.3 Add Supporting Document

After Saving the Correction Requests, a supporting document may be attached to the Correction.

- - — w ’ Ly | i:@':
()| @ nttps://cassiin - @ Correction - Iata CASS Syst... X - = s to)
& htt k. O~@CX| @ - Lo to

File Edit View Favorites Tools Help
M v B v @ v Pagev Safety~ Tools~ @~ B

User: Rod_Best CASS operation: INDIA - Sign out | Home | Help

* Input Services

* Dutput Services m Alrline Handled m
* Correction Services
* Master Files Correction Forrn_ £
+ Stock Management
* User Maintenance 7 pre— )
# Toolbox C:\WUsers\BestR\Documents\Rod\CASSLink\Test Files\Correction - 843C [[Biowse...| | Upload |
* Airline Toolbox
+ Agent Toolbox
H1IN - Tax

Only PDF or IPG files are accepted.

DocumentName |UserType|DocumentType| UploadDate |Status
Correction test 1.pdf|IATA 2013-12-02 15:57:45| 0K
Correction test 1.pdf|IATA 2013-12-02 15:57:29| 0K
Process:

= Go to Add Correction and create the correction as per 3.1 above. (Where the Agent or Airline is
attaching a supporting document, it is recommended that they use the Comments box to advise the
presence of an attached document.)

= Save the Correction. Note that documents cannot be attached until the Correction has been
"Saved".

= Select the Documents Tab

= Select “Browse” for file to be attached, then "Upload”. Supported document formats are PDF or
JPG. Documents that are too large may not be accepted for upload.

Multiple documents may be Uploaded to the Correction Request.
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Where a Document has been added by the Airline or Agent when the Correction Request has been
saved, the other party may attach additional documents that are then available for review.

Sample Airline Correction pages.

. - — . — W R | - E@g
e' _I|'€§;‘ hitps://casslink.. 0 ~ @& X ” & Correction - Iata CASS Syst... * L_J - @ ﬁ S

File Edit View Faventes Tools Help
f;ﬁ B = é} v Pagew Safety> Tools~ @v @

: iine
i Senbcns [ Abcfine fiandisd ]
* Processing
Sompersemices [ vocomons] g

¥ Correction Services
* Master Files

i ¥ Stock Management Status |7= Number |01
! = User Malntenance Agent's code Airline's Code
¥ Toolbox fpdemErmte  SrmesLens i
* Airline Toolbox e e (St J
* Agent Toolbox AWB No. Origin Destination Date of AWB Issue ’
#IN - Tax [t234R423 | [maz 1 [mEL ] [2013-1022 |
|Air Waybill weight and/or charges have been corrected/added as follows:
| Weight = ]
Weight Unit Revised/Corrected Weight Original/Incorrect Weight
T =
@ Kila Pound | . 5.0
| CHARGES Revised/Correct | Original/Incorrect
Prepaid | Collect | Prepaid | Collect
Currency INR

Weight Charges  50000.0C o.o0|[ 1zzass0

aluation Charges

Commission

Incentive

Met/net Amount

Total Other Charges Due Agent || 0:00 i O I

Total Other Charges Due Airline

|Total payable to airline ™ 27500.00|
lex. VAT ZAAN O]

IVAT/TAX | | 7410

T n
!R_EE son for Correction

I
|\Rea=on for rejection

Calculate I

f Frint i

H100% -

3.2. Correction Auto-Approval

Changes to Resolution 801r & 801re where adopted provide for CASSLink to “auto-approve” correction
entered by an Agent that have not been "actioned” by an Airline.

The basis for auto-approval is that a correction request must be entered online into CASSLink prior to
a "Query Cut-Off" date. Where an agent enters a correction request prior to the Query Cut-Off date, the
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request will be automatically approved by CASSLink if the Airline does not select Accept, Reject, Amend
or Airline Handle.

If a Correction Request is entered after the Query Cut-Off date, the correction cannot be auto-approved
for the current Correction Period. It may be included in the current correction period only if the Airline
Accepts the correction or selects Airline Handled and loads the correction documents via a billing input
file.

An Airline can review and reverse (correct) and auto-approved correction at any future Period if, after
reviewing their billing statements and invoices they believe that a correction was incorrect.

The Query Cut-Off date only applies to corrections loaded for the current Correction Period. A
correction request may be entered by an Agent at any time and normal business practice and “Aging”
rules still apply.

The changes have resulted in the following:

= An Agent “Query Cut-off” date

= AnAirline "Response” date

= Auto-Approval of Agent online Correction Requests
= Correction Periods in all Operations

On CASS Reporting Calendars now include an Agent "Query Cut-off date” and an Airline Query
Response date (usually the same as the Correction Period Processing date).

3.2.1 Sequence of events and what it means for Agents:

1. Airlines load Billing information into CASSLink

2. Agents may check the preliminary Billing information in Output Services and if necessary,
Request a Correction

3. Billing Period processing is completed, and output reports, Invoices and Billing Statements are
available for checking

4. Agents enter Correction Requests online in CASSLink Correction Services — Add Correction,
before the Query Cut-off date

5. Airlines review the Correction Requests and “Action” them as either — Accept, Reject or Airline
Handled

6. If the Airline fails to Action the Correction Request, it will be Auto Approved

7. The Correction Period is processed, and new Reports for the Remittance period are available to
all CASS Participants

If an Agent enters a Correction Request after the Query Cut-off date, the following may happen:

= The Airline may Accept the Correction Request before the Correction period processing,
meaning that the Correction documents will be processed in the Correction Period

= The Airline may select Airline Handled and enter the Correction documents into CASSLink via a
Billing input file
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= If the Airline does nothing, the Correction will remain “Pending”, until either the Airline Actions it
or the following/next Correction Period is processed, at which time it will be Auto Approved by

CASSLink
Period Agent Query Agent
End Cut-off Remittance
4 days 4 days
Airline

Billing Period response &

processing Correction

processing

3.3. View Corrections

To view all Corrections entered for the Agent and check their status, go to View Corrections.
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{= Correction - lata CASS System - Windows Internet Explorer

— = -
g.\— lad iiL https: ficasslink-test.iata.org/pages/CaorrectionYiew. aspx Vl gﬂ"‘?' A !::-. & Search ‘}3 x:
File Edit Yiew Favorites Tools  Help '@ >
= = — -
W ke |@@rrection-- Iata CASS System | | M- Bl o= v |hPage - i) Tooks -

_

User: AU_Rodb CASS operation: IEI_S_TRALIA v| Sign out | Home | Help

+ Input Services Search Options :

+ Qutput Services @ Show Pending / Acknowledged Search for AWE I(Opticnal)

+ Correction Services g

+ Stock Management O show Airline Handled

+ User Maintenance OShOW All
[l Only show online-carrections
Select an Agent S|
Select an Airline v
Agent Airline | AWBNumber | Estimated Amount |Org | Dest|Entry Status ¥ |Number
2232013 : 081 |72461163  |so0.00- SvD|FRA |2009-12-14|Pending | ez Show
3232013 3 081 |72461233  |273.60- svo|FrRA |2009-12-08|Pending 0oz Show
ggggou = 081 |72461270  |1.95- svD|FRA |2009-12-08 | Pending ez Show
3232013 3 081 |72461196  |e32.25- svp|IFK | 2008-12-14|Pending 0oz
ggggon g 081 |72461232 |[i5.95- =vD|FRA |2009-12-08 | Pending 0ot Show
3232013 - 081 |72461152  |[20.00- SvD|MHL | 2008-12-14| Pending | oz Show
3232013 - 081 |72460568 |[12.75- svD|FRA |2009-12-07|Pending ez Show
ggggms - 081 |72461130 |2.75- SYD|FRA |2008-12-14|Pending oz Shew
2232013 : 081 |72461281  |[23.60- =vo|WLG|2009-12-08 | Pending O|ez Show
ggggou 5 pat  |7ts1s200  |1308.00- MEL | cGK| 2009-10-14 | Acknowledge | [ |01 Shaw

1
Accept J [ Lirline Handled ][ Select All ][ Dezelect All J —
| o
&J Local intranst H100% v

By selecting the "Show All" button, all Corrections will be displayed. In the example above, there is a
further filter by electing to display only “on-line corrections”, thereby eliminating other correction
processed by the Airlines in the form of DCM's or CCA's.

If further details are required about the Correction, click on the "Show" box. This will open the Correction
document as entered by the Agent. This may be relevant when a Correction has been “Rejected” by the

Airline.

The Correction Status may be:

Accepted:

Rejected:
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Airline handled Airline has accepted correction request but
will be handled via the CASS billing files
(usually CCA or DCM).

Note: Corrections entered by Airlines will automatically be approved and processed in the next Billing
Period, either in a "Correction Period" or scheduled Billing/Remittance Period. This is provided that the
Correction has been entered by an “Approve Correction” Airline User.

Additional Information:

Entry — This is the date the Correction request was entered by the Agent. Remember that corrections
entered by Airlines are automatically approved (provided the User entering the Online Correction is
permitted to Approve Corrections).

Estimated Value - This is a guide only to the value of the Correction. This is a system calculation of the
estimated net value of the correction. It is only estimated as the netting of the Original — Revised
amounts may not include all values, taxes etc.

Sorting — where a column heading is underlined, the column may be sorted by clicking on the header
name. For example, to sort Corrections by Entry date, click Entry and the list will be sorted into date
order, oldest first. Click again and the list will resort with newest first. The sort feature exists anywhere
the column heading is underlined.

3.3.1 Acceptance

When a Correction is accepted by the Airline, the billing document will be automatically scheduled to
run in the next Billing Period. If a Correction Period is scheduled to run after acceptance but before the
next Billing period, the Correction documents will be processed in the Correction Period.

3.3.2 Rejection

Where the Airline Rejects the agent's request for a correction the Airline MUST enter a reason for
rejecting the Correction.
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< | popup - Microsoft Internet Explorer

Close window
Error message:

A oreason for the rejection must be entered.

3.4. Correction Period

A Correction Period is a Billing Period run specifically to correct a large billing error to an Agent.

Correction Periods correct the billing generated in the associated Billing Period. A Correction Period

will not process AWB's (AWM), only correcting documents — DCM, CCA and Online Corrections.

From 01 October 2009 (later in EU countries), changed Resolutions 801r & 801re require that all CASS

Export operations must have a Correction Period for each Remittance Period

Note: A Correction Period MUST be run before the billing of the next Billing Period.

3.4.1 Correction Periods
Correction Periods are scheduled as part of the monthly or bi-monthly billing cycle. There is an Agent

Query Cut-off Date (Agent deadline for correction submission in relation to Auto Approval in the current
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period only) and an Airline submission date i.e. cut-off date for a file or Online Correction to be loaded

by the Airline into CASS Linkbefore the Scheduled Processing date for the Correction Period.

Important - When a Correction document is loaded subsequent to the Billing Period completion, the
Correcting document will appear in CASSLink to be processed in the next Billing Period. Part of the
system process at the commencement of a Correction Period processing is to identify those correction
documents that are eligible for processing in the Correction Period and placing them in the Correction

processing.

3.4.2 Correction Period Reports

The reports for a Correction Period will update the associated Billing Period(s). Only the Airlines and
Agents that are affected by correction documents will receive a new invoice report, but all CASS

Participants will receive a Billing Statement reflecting the total billed/invoiced for the Period.

The reports themselves will list the documents processed per carrier or agent as normal, but the

accumulated totals and total amount owed will be cumulative with the Billing Period(s).
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File Edit Wiew Favorites Tools Help

o, 15 » ] = -9 w
e | (& Excel - Corrections - Export - Iata CASS System [ ‘ @ - B s v ¢ Page - (CF Tools -

“
User: AU_ZZ77 CASS operation: |AUSTRALIA vi Sign outi Home | Help

+ Dutput Services

+ Correction Servicee  TOOIbDOX - Excel - Corrections - Export

+ Stock Management
+ User Maintenance
+ Agent Toolbox

Enter the date range to export correction(s). Data format: (YYYY-MM-DD].
From: |2011-01-01 To: [2011-12:31

Select the correction types you want exported.
@Accepted
ORejected
O airline Handled
O auto Approved
OPEnd\ng
Qal

v

Done ‘:J Local intranet o0 v

The Correction Report provides the Agent with a spreadsheet summary of all correction documents
processed by Airlines through CASS. The Agent may select:

= Accepted

= Rejected

= Airline Handled
= Pending

= All (that provides a single workbook with separate sheets for each of the above Types)

The Agent may view the status of all corrections entered into CASS Link, per a selected "From” and “To"
date range. Records will not be displayed beyond the CASS Storage Period.
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Correction Status and report “Types" refer to:

= Accepted - means an Online Correction requested by an agent has been accepted online in
Correction Services or any correction document (DCM or CCA) loaded via an airline billing file

= Rejected — means that an Online Correction entered by an Agent has been refused by the Airline. A
"Reason for Rejection” should be provided by the Airline

= Airline Handled - signifies that the Airline has accepted the Online Correction entered by the agent,
but will process the correction documents via a billing input file rather than acceptance online

= Auto Approved - identifies Online Corrections that have been approved and processed in a
Correction Period by CASS Link after the Airline failed to Accept, Reject or Airline Handle the
correction request entered by the agent within the required timeframe

= Pending - identifies all Online Correction requests entered by the agent where no action has been
taken by the Airline
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4. Agent Correction File
4.7, Background

IATA CASSLink has enabled Agent Users to upload Correction Files containing DCM (DCO/DCR)
records directly to CASSLink. This is an added function that is an automation of the manual entry of
Corrections in the CASSLink Correction module.

4.1.1 Operation

The new file load of Correction records is an automated means that agents will have to enter billing
corrections into CASSLink. But as with the manual entry of corrections using the Add Correction module
in CASSLink, any correction record loaded must still be “actioned” by the Airline concerned. The
correction records loaded by the file will be placed in the View Corrections page in CASSLink with a
"Pending” status. Airlines will then review the correction requests and decide whether to — Accept,
Reject, Airline Handle or Amend the correction requests.

All Agent Admin users will be activated for the new menus to enable file upload. Other users may be
added based on access to the “Add Correction” menu.

4.2. Process
4.2.1 Correction Input

A New Menu will be activated- Input Services. The sub-menu'’s:
= Correction Input — allows for the upload of correction files
= Correction History — allows the user to view the status of the file upload, both past and present

El Input Services Input service

Correction Input

Correction History This service should be used by agents worldwide to upload correction-files.
Output Services
[F Correction Services File Upload

[+ Master Files

5 | Automatic Load when no errors
[+ User Maintenance

Agent Toolbox Choose File | No file chosen Upload

Select the file to be loaded from your PC. Then select "Upload”
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File Upload

Automatic Load when no errors

| Choose File |agent test 1.txt Upload

Load Options — Automatic Load when no errors:
= Boxticked - The file will be loaded when there are no Rejected records
= Box unticked - the file will be loaded to Validation stage only. The Correction History will need to
be checked and the file Load completed

Input service

This service should be used by agents worldwide to upload correction-files.

File Upload
#| Automatic Load when no errors

_Choose File | Mo file chosen __UEInaa__

File Upload Successful — Please check the validation report

4.2.2 Correction History

After the File Load has been successful, check Correction History to ensure that no records have been
Rejected. Load the file if necessary, to complete the process.

Agent EndDate Recs | Err | Warns | Status | Load/Reject | More Info | View PDF|Input File
2433493 (2020-03-31 g| 4 0| Loaded Mare Info | View POF | Download
Load || Reject || Selectall || Unselect all

Where there are 'ERR' or ‘Warns', check the Validation Report (that is also emailed to the User) by going
to 'View PDF'.

If there are Rejections that can be fixed, do not load the file. Instead, Reject the file load, fix the errors
and go back to Correction Input and reload the corrected file.
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DOCUMENTS TOTALS AND HASH CONTROL:

IATA CARGO ACCOUNTS SETTLEMENT SYSTEM DATA VALIDATION IRREGULARITY REPORT DATE: 06-MAY-20 PAGE:
RUN-ID: 000001 FILE-TYPE: (FILE OF BILLING PARTICIPANT) HASH-CTRL: N VAT-CTRL : N IRR.-CTRL: N
HEADER RECORD:
DOCUMENT COUNTRY ----- ORIGIN----- ITTAL FILE DEVICE FILENAME REPORTING
TYPE CODE  TYPE ---CODE----  NUMBER NUMBER NUMBER -------- END DATE
ALA NZ € 2433403 0z 200229
DETAIL RECORDS:
DOC.TYPE AIRL.CODE AGENT-CODE- AWB-NR-- CCA/DCM/OPT
DCo 081 24334034314 42174661 000023
———————— FIELD-NAME------- FIELD-CC CODE
AGENT-CODE 24334034314 322 AGENT CODE NOT FOUND ** REJECTED
AWB-NR 42174661 556 NO PREVIOUS RECORD FOUND FOR CORRECTION ** REJECTED
DOC.TYPE AIRL.CODE AGENT-CODE- AWB-NR-- CCA/DCM/OPT
DCR 081 24334034314 42174661 000023
———————— FIELD-NAME------- FIELD-CC S- CODE
AGENT-CODE 24334034314 322 AGENT CODE NOT FOUND ** REJECTED
AWB-NR 42174661 556 NO PREVIOUS RECORD FOUND FOR CORRECTION ** REJECTED
DOC.TYPE AIRL.CODE AGENT-CODE- AWB-NR-- CCA/DCM/OPT
DCO 081 24334034314 42174672 000023
-------- FIELD-NAME------- FIELD-CG CODE
AGENT-CODE 24334034314 322 AGENT CODE NOT FOUND ** REJECTED
AWB-NR 42174672 556 NO PREVIOUS RECORD FOUND FOR CORRECTION ** REJECTED
DOC.TYPE AIRL.CODE AGENT-CODE- AWB-NR-- CCA/DCM/OPT
DCR 081 24334034314 42174672 000023
-------- FIELD-NAME------- FIELD-CONTENTS- CODE -----
AGENT-CODE 24334034314 322 AGENT CODE NOT FOUND ** REJECTED
AWB-NR 42174672 556 NO PREVIOUS RECORD FOUND FOR CORRECTION ** REJECTED

NUMBER OF DOCUMENTS : --AWB-- VOID/SV --CCA-- =--DCM-- =--ADR-- --BTA-- ~HASH-AMOUNT BTA-DUE-AIRL BTA-DUE-AGNT
AWT/BTT/TRAILER: 0000000 0000000 0000000 0000411 0000000 --NA.-- 000000000000 0
COUNTED : 0000000 0000000 0000000 0000010 0000000 0000000 000000192368 0000

10 RECORDS - HEREOF 4 REJECTED WITH ERRORS AND 0 ACCEPTED WITH WARNINGS AND 6 ACCEPTED WITHOUT REMARKS

001

ik

*E

*k

**

ke

4.2.3 View Corrections

At the completion of the file load, the loaded Corrections can be viewed in “View Corrections”

Search Options
f Input Services

i Qutput Services =

FlCorrection Services
Correction Report
Add Correction
View Corrections

fl Master Files
fl User Maintenance
[l Agent Toolbox

Show All

| Search |

® Show Pending

| Select an Airline

Search for AWB |(Gpteona|'}

() Show Airline Handled

L only show online-corrections.
| 7619738 - 0022 ER Kuehne + Nagel 5.A.5

Agent Airline | AWBNumber | Estimated Amount|Org |Dest |Entry Status | ¥ |Mumber
7615736 - 0022 |72% 62821205 700.00 BOG|SAL |2020-06-15 |Pending 000014 | Show
7615738 - 0022|729 652821172 250.00- BOG|MIA | 2020-06-15 [ Pending 000014 (Show
7619738 - 0022|729 62821194 500.00 BOGWWI |2020-06-15 [ Pending 000014 | Show
7618738 - 0022|725 562821124 920.00- BOG|MIA [2020-06-15 | Pending 000014 | Show
1
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4.3. Technical Specifications

The Correction File must have the following to be accepted in the system:

= Header Record
= Correction Records - DCO & DCR
= Trailer Record

4.3.1 Header Record

NR DESCRIPTION NOTES SOM LOC ATT CONTENTS

1 Record ID 1-3 3T ALA

2 CASS Area Code 4-5 2T ISO COUNTRY CODE
3 Agent Code 6-12 7N IATA Agent code
4 Filler 13-19 7T

6 Date Period Start Adb 20-25 6N YYMMDD

7 Date Period End Adb 26-31 6N YYMMDD

8 Date of Billing Adb 32-37 6N YYMMDD

9**  File Number 38-39 2N

10 Reserved Space 40-230 191 T

11 Reserved Space 231-250 20T

** File Number within the billing period. Used when a more frequent submission than one file per billing

period is required by the agent.

4.3.2 DCO & DCR

The current CASS Technical Specifications for corrections records for DCO/DCR can be found at
http://www.iata.org/en/services/finance/casslink. Download the latest version for full CASS Technical

Specifications and local specifics for DCO & DCR.

Correction records must be DCO and DCR, matching the records entered manually into CASSLink.

CCO/CCR records will not be accepted.

NR DESCRIPTION NOTES SOM
Record ID

CASS Area Code

Agent Code

Filler

Number of AWB

Number of CCA
Transactions

7 Number of DCMs

D 0 A WOWN =

8 Total Number of Records A18
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LOC
1-3
4-5

6-12

13-16
17-23
24-30

31-37

38-44

ATT

3T
2T
7N
4T
7N
7N

7N

7N

CONTENTS

TTA

ISO Country Code
IATA Agent code

Should always be 0000000

Number of CCA Forms
covered by this file
Number of DCM Forms
covered by this file

Does notinclude Header and
Trailer record
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9 Hash Total 45-56 12N Total of all monetary amount
fields included in all records in
this file
(excluding AW1, CC3,DC3
below)

10  Number of AW1 57-63 7N Number of AW1 records

11 Number of CC3 64-70 7N Number of CC3 records

12 Number of DC3 71-77 7N Number of DC3 records

13  Reserved Space 78-230 153

14  Reserved Space 231-250 20T

The Header and Trailer records are mandatory to “open” and “close” the file load process. Without a
Header the CASSLink system does not know where to load the file. No Trailer record results in a load
failure. In this case no records are loaded.

4.3.3 CASS Correction Reason Codes
CODE NAME

01 Billed to Wrong Agent Location
02 Billed to Wrong Agent

03 Paid Previously

04 Calculation Error

06 VOID; Shipment Never Moved
07 Domestic Shipment; Billed as International
11 Incorrect Chargeable Weight
12 Incorrect Volume Weight

20 Incorrect Contract Rate

21 Incorrect Spot or Ad-hoc Rate
22 Incorrect Service Level Rate
23 Incorrect Published Rate

24 Contract Rate not Applied

25 Spot/Ad-hoc Rate not Applied
26 Service Level Rate not Applied
27 Incorrect Pallet/Container Rate
30 Incorrect Insurance Fee Due
31 Incorrect Security Fee Due
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32 Incorrect Fuel Surcharge
33 Incorrect DG/RA Fee
34 Incorrect Other Charges Due Carrier
40 Incorrect CC Due Agent Amount
41 Missing CC Due Agent Amount
50 Incorrect Valuation Charge
51 Valuation Charge not Applied
60 Incorrect Commission
61 Commission not Applied
70 Incorrect Incentive/Discount
71 Incentive/Discount not Applied
80 Charges Changed to Prepaid; Billed as Collect
81 Charges Changed to Collect; Billed as Prepaid
929 Other

4.4, File Loading Rules

There are some strict rules to be followed when creating Correction files :

= The DCO must precede the DCR

= The DCO must contain the Reason for Correction code in the Comments/Free Text field (Loc201-
250)

= There must be a DCO. There cannot be a DCR withouta DCO

= There may be DCO records that do not have a DCR, such as when a 100% refund is requested
e.g. Reason Codes 01,02, 03 and 06.

= The file must contain both a Header and Trailer records

= The file may contain Correction requests for multiple Agent locations and multiple Airlines

= The file cannot contain records for different IATA Agent codes

= More than one file may be loaded per Reporting Period, by changing the File Number in the
Header Record

4.5, Sample Correction File

ALAAU0234995 20040120041520042211

DCO 01456283776
BNE02349954423000012AUD00000000000200325P000000129000P000000000000PO00000000000PO00000000000POO000000040000000
0000000000000000000000000000000000000000000 KOO0 1720DEN 01 billed to wrong agent location

DCO 01456283813
MEL02349953222000012AUD00000000000200404P000000203715P000000000000PO00000000000PO00000000000PO0000000040000000
0000000000000000000000000000000000000000000 KO002515SFO 11 Incorrect Chargeable weight
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DCR 01456283813

MEL02349953222000012AUD00000000000200404P000000203715P000000000000PO00000000000PO00000000000PO0000000040000000
0000000000000000000000000000000000000000000 KO002515SFO Weight should be 200kg
TTAAU0234995  0000000000000000000040000004000000000000000007700000000000008

Note: There is no mandatory file name requirement. But it is recommended that the file name identify
the CASS reporting Period and the Agent code for sorting in the local PC.

4.6. User Administration

All Agent Admin users will automatically be given the permissions to be able to upload correction files
and to view Correction History.

In addition, any current user that has ‘Add Correction’ permissions will also have the permissions to
Load files and view Correction History.

To activate the new services, add ‘Agent Input’ to the User services to be able to perform Correction
File functions — Correction Input and Correction History.

Services:

LOI Agent IT Only
Agent Output

Add Correction

View Correction

Stock Agent

EWS Agent

View Agent Documents

Agent Input

| Add Services

CassOperation
| AUSTRALIA v|

4.7, Errors and Warnings

Some potential Errors and Warnings specific to Correction File load are in the table below:

Level

Critical/Failure

Rejection
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Reasons

DCR before DCO - Invalid Records Order In File
No Trailer record
No Header record

Gross-Weight May Not Be Zero - DCO or DCR must have a weight to be
accepted

Weight Charge Must Be Filled - DCO or DCR must have a weight to be
accepted

Agent Code different to header record - Agent Code in the DCO/DCR must
be the same as that in the Header
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Warning

38 CASSLink User Manual

Code Does Not Exist - Invalid Reason Code

No Previous Record Found for Correction - AWB must exist in CASSLink
Agent Code Not Found - Incorrect Agent Code in file

Duplicate Record Attempt — The Correction record is already loaded in the
system. Check the Correction number if this is a new correction for the same
AWB

VAT Indicator Not Conform Origin / Destination — VAT Indicator differs
from that expected by CASSLink
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5. User Maintenance
5.7. Users

For Agents there are two different user types:
= Agent Admin
= Agent

5.2, Agent Admin User

All Agents in CASSLink should have at least one Agent Admin user that can administer to their
company's user requirements.

IATA will create the Admin User based on guidance from the Agent. It is then up to the Admin User to
create other Agent users as required.

Menu's/Services that can be added to Users:

= Agent Output

= Add Corrections

= View Corrections

= Stock Management

= View Agent Documents

When creating the User, besides Services, a CASS Operation must be selected and must be linked to
an agent code.
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[AT[=[ET = ]

/ @ Case:0B0S5513 - Salest X ' @B IATA Customer Portal %/ [ Add Usertolata CASSS 3 |

GH1 ¥ | :

2! Apps G Google Imported From [E xe XE:CHF/AUD €3 Home-ASX [ CASSlink Export-Prc: @ Cases ~ Salesforce - »

Gltnt5wig,

<~ C Y | & Secure | hitpsy//casslink.iata.org/admin/addl

User: Rod_Pest CASS operation: [UTOPIA v Sign out | Home | Help | FAQ

Add/Modify User

u |zz_admin_m | addr
# Input Services sernanie AN DR | =]
B Processing e Letle oy g
Output Services hasr [3anes Country
& Correction Services Gl — E i [ =
E Master Files Language | English | -mail  |bestr@iata.org
Estock Management Phone | | #251 [Agent-Admin
HUser Maintenance wobile | | l=
EToolbox O
EAirline Toolbox Greation 2017-07-06 10:50
B Agent Toolbox Locked
:;gﬁg:e [ Reset Failure |
Challenge Question
Challenge Response
| Update |
Services: CassOperation
Agent-Admin | uToPIA v

Agent Output
Add Correction

View Correction

Stock Agent

EWS Agent (KR Only) [

View Agent Decuments

[Add Services

lAgent-Admin B
IAgent Output Delete
\Add Correction elete
Deleta
elete
Delete
- | Add Agent |

PortallD |0032000000D38pM

When created, Customer Portal access is activated (if not already enabled).

5.3. CASSLink access

Upon creation, and at initial login, the Agent User will be directed to the Customer Portal where they will
create a Portal ID and Password.

Access to CASSLink and other IATA services is then only possible via the Portal.
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6. Master Files — Agent

This menu allows Agents to enter or amend their Products / Services options.

—_— - O X
@ Agents preferences lata CASS 5 X 4
< & # casslink-testiata.org/pages/agentpreferences.aspy 3 e
=/Master Files = o
Agents = ] T =
= ~ Office Address || Additional Address H Products/Services ” Local Setup ” Stock Management ” Financial || Memo || CargolLink |
HUser Maintenance L Al 1
Hagent Toolbox
ZIP Ext.
PDF Ext.
® No HOT E-mail

HOT - Download only
HOT - E-mail & Download

Other Charges in HOT
Effective From Period: Password
|eig. 20180101

Billing Period - HOT v| E-mail

PDF - Download only
PDF - E-mail & Download

XLS Qutput

HOT by SFTP
POF by SFTP
XLS by SFTP

6.1. Product Options

HOT File
= HOT - Download only — does not require the entry of an email address
= HOT - Email & Download — an email address is required to be entered

Billing Period HOT - contains only those records processed in the production
Remittance Period HOT - contains an accumulation of records processed e.g. From Billing Period 1
(P1), will contain records only from Period 1, from Billing Period 2 (P2), it will contain records from P1 &
P2 and from the Correction Period (P3) it will contain records from all 3 processing.
PDF

= PDF - Download Only

= PDF - Email & Download - an email address is required to be entered
XLS - electronic version of the PDF

SFTP - cannot be selected by Agents. It requires a linking and setup outside this page.

Warning notification will be shown to ensure the correct option is being selected.
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= o X
@ Agentspreferences lata CASS 5 X 4
& c #  casslink-testiata.org/pages/agentpreferences.aspx T o
=B
IATA
User: AU_test2 CASS operation: | AUSTRALIA ¥ |

Sign out | Home \ Help |

utput Services 10230001 - 0005 HQ ABC Pty Ltd
[#HCorrection Services

ElMaster Files

.

¥ Active Only

u‘:z:m_ - s e el ecotucteinerace: i ek e [ Pani Dicra [cmnunk}
gent Toolbox | x ‘
You are opting to subscribe to the HOT file. Please note that this
is a paid service with a monthly subscription fee of USD XX,
which will be charged through your CASS billing as of the next
billing period. If you wish to confirm the subscription, please click
on 'Ok’ then on the blue button 'Save’ on the top right of your -
Ok
= — =
1 »
@ Agents preferences lata CASS 5y X EI= 2 X
&« c B casslink-testiata.org/pages/agentpreferences.aspx °r o H

User: AU_test2 CASS operation: [,

Sign out | Home | Help |

utput Services iuzaﬂmm - 0005 HQ ABC Pty Ltd
Correction Services
ElMaster Files
Agents

A . e e )] patutsisenies | B ) S et et Digma (cmuunk]
 Agent Toolbox |

- Save

i Active Only

2

Caution! You are opting to unsubscribe from the reception of the
HOT file. This will have an effect as of the next billing period.
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7.SFTP

An SFTP option is available in CASSLink that will allow Agents to receive their reports and CASS output
via SFTP link instead of by email or download.

Contact IATA Customer Service for activation details.

8. Stock Management

CASSLink provides Airlines and Agents with an AWB Stock Management system for the request and
allocation of Airline stock.

Please talk to your local Cargo Manager for more details and a copy of the Stock Management Manual
for Agents.

8.1. Stock Management Fact Sheet
CASSLinkSTOCK MANAGEMENT

Would you like an automated, web-based solution to manage your Neutral AWB number
allocations?

Would you like an on-line AWB audit system enabling you to confirm that all your AWBs have been
billed?

If the answer is YES, then the CASS Link Stock Management system is your solution

Introduction

The CASSLink Stock Management system is a value-added service fully integrated within CASS Link
that allows Airlines to automate the allocation of AWB serial nhumbers to their approved Freight
Forwarders.

The Stock Management service provides significant benefits for the forwarding community such as the
ability to request stock allocation on-line 24 hours a day, 7 days a week. Forwarders and Airlines can
also track usage and monitor used or unused allocations.
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CASSLink AWB Stock Management System

\
m ¥~ AWB Number

. Requests \ _ AWB Ranges~
< > E] o>
Al ; &) == Reports
ocations b 4
ihg I <& reports

e |

Key Features

= Carrier determined maximum stock allowance for each Freight Forwarder

= On-line dynamic and flexible on-request reporting in PDF or XLS format

= Freight Forwarder on-line stock requests available 24x7

= A central "Global” number range option

= Separate Express AWB number range option

= Carrier pre-printed AWBs can also be allocated and tracked

= Auto-generated allocation messages (email) to nominated operations persons

= Consolidated stock allocation option - Single or multiple location allocations for Freight
Forwarders

= “Low stock"” warnings to Airlines

= On-demand reporting of unreported AWBs e.g. Audit ....etc

System Benefits For Airlines

= Improved AWB Audit functionality

= Automated allocation to Freight Forwarders - 24 x 7

= Retain complete control of access and allotment of AWB's

= "Global” range option

= Program accommodates pre-printed AWBs as well as Automated and Express number ranges

For Freight Forwarders

= Access to Airline stock 24 x 7
= Agency consolidated allocations
= On-line reporting of usage

Roles and Responsibilities

= CASS Operations activate Airlines and Freight Forwarders on the Stock Management module

44 CASSLink User Manual



D

TIATA

= Freight Forwarders and Airlines nominate contact email addresses for stock allocation
notifications (up to 3)

= Airlines input their own Stock AWB number master range

= Airlines define individual Freight Forwarder stock allocations, including maximum holding

= Freight Forwarders request stock allocations online

= Dedicated and specific user access can be assigned for the AWB management service

= Freight Forwarders and Airlines both receive email notification of allocation

= Airlines can close ranges or delete AWB's at any time

How do | subscribe?

Airlines

= If you are an airline, contact you local Cargo Manager to activate you in CASS Link
= Activation takes minutes, so you can start enjoying the benefits immediately

Freight Forwarders
= If you are a Freight Forwarder speak to your carriers about activation

For more information go to:
https://www.iata.org/en/services/finance/casslink/

CASSLink

"Simplifying the business of Air Cargo”
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9. Agent Toolbox

The Agent Toolbox provides Agents with two downloadable reports: Airline List and Correction Report.

: - 2 == O >
& Main page lata CASS System X -+
- C (@ Notsecure | casslinkiata.org/pages/.. ¥r o :
5 z until the correction period oiling 15
HUses Manitenanca available on CASSLink, The correction l *
HToolbox billing contains the final amount to be

remitted for a given billing period. Please

EAirline Toolbox refer to the CASSLink calendar available on

ElAgent Toolbox the customer portal for details of when the
ROE correction billing will be available.
Airline List o

O Please follow the link below for access to
our revised guidance document reaarding

9.1. Airline List

Allows Agents to download a xlIs spreadsheet list of Airlines participating in the CASS

9.2. ROE (Rate of Exchange) Report

Several CASS Operations use Rates of Exchange to convert the input (AWB) currency to the local or
CASS reporting currency. Example - Operations where inputis in USD, but reporting is in local currency.

VE usD 2020-03-07 73193.31
VE usD 2020-03-06 73193.31
VE usD 2020-03-05 73653.28
VE usD 2020-03-04 73829.03
VE uUsD 2020-03-03 73987.45
VE uUsD 2020-03-02 74092.57
VE uUsD 2020-02-29 73652.17
VE usD 2020-02-28 73652.17
VE usD 2020-02-27 73603.12

Choose the date range to download a spreadsheet of ROE entered to CASSLink.

Note that this report is only available where ROE is entered by the CASS operation into CASSLink. The
report will not provide information on ROE entered by Airlines into individual AWB records.
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10. Glossary of Terms

Agent

AWB

Billing Period

CASS

CASS Associate

CASSLink

CCA

Charges Collect

Correction document

Correction Period

DCM

Remittance
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IATA Accredited Cargo Agent (Freight Forwarder)

Air Waybill - the document made out by or on behalf of the shipper
which evidences the contract between the shipper and carrier(s) for
carriage of goods over routes of the carrier(s).

There are twenty-four (24) Billing Periods each calendar year ie. two
(2) per month.

These are: 15t to 15™ and 16 to last day of month (28, 29, 30t
319

Cargo Accounts Settlement System

Freight Forwarder sponsored by a CASS Airline to join the CASS
program

Global processing system used by IATA for processing Airline billing
documents.

Cargo Charges Correction Advice means the document used for the
notification of changes to the transportation charges and/or to other
charges and/or the method of payment.

Equivalent to the term ‘freight collect’ or ‘charges forward’, means
the charges entered on the Air Waybill for collection from the
consignee.

See CCA or DCM

An additional Billing Period used to correct documents in the initial
Billing production.

Debit Credit Memo — used to amend Net/Net sales

Payment by Agents to CASS
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Reporting Timetable

Settlement

SFTP

Storage Period

Upload

Username
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Timetable of events usually published by CASS before the start of a
new year to identify key dates for report production, Agent
remittance and Airline settlement.

Amounts owed to Airlines by Agents through CASS

Secure File Transfer Protocol

Defined in each CASS to be the time online records are stored and
available for viewing in AWB History, Online Corrections and the
Corrections Report. May be from 6-months to 60-months depending
on the CASS Operation.

The processed used by Airlines to enter electronic billing files into
CASSLinkeach Billing Period

Log-in identification to access CASSLink
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Appendix A - Frequently Asked Questions

Question

What is the CASS Linkwebsite address?

| don't have access to CASS Link?

| have forgotten my password, can you
tell me what it is?

| didn't get my report. Can you resend
them to me?

| have many branches/locations. Can|
see their output using a single login?

We have offices in other countries. Can
| access their output from my
Username login?

What reports are available?

We have been billed the wrong amount
for an AWB. Please process a credit?
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Answer

All access to CASSLink should be via the Customer
Portal - www.iata.org/cs

Generally, all Agents and locations have a Username and
a Password (this may change from country to country,
depending on the reporting arrangements). It may be
that the person this information was originally sent to
has left the company or mislaid the information. Contact
your Customer Service Center to get connected to
CASSLink.

CASS staff cannot see what your password is. They can
reset and create a new password for you, but cannot see
the current one.

No. All Agents and Airlines have access to CASS Linkand
can login at any time and retrieve any reports at any
time.

CASS can Linka single Username login to all your CASS
locations. Contact your Customer Service Center to
enable these Links.

Yes. One of the features of CASSLinkis thatitis a global
system. Airline Head Offices can have access to their
reports worldwide. Agents can access reports from their
subsidiaries in neighbouring countries. Contact your
Customer Service Center to arrange these Links.

CASSLink standard reporting format is PDF. HOT or text-
file reports are available that are used for account
reconciliation. XLS spreadsheet reports are also
available. Contact your Customer Service Center to
activate the HOT or XLS report options (there may be a
charge for these additional reports).

CASS cannot process a credit. Only the Airline can
process a correction to you. Alternatively, go to
Correction Services and request a billing correction
online. The Airline will then Accept or Reject your
request in CASSLink, or action your request via a CCA or
DCM.
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| want to receive one single report for
all my Agency locations, not a report

for each individual location. Can | get
this?

| currently have remittance payments
deducted from our account as
individual amounts for each of my
Branches, but | only want one direct
debit payment for all my locations. Can
this be arranged?

| have done a search in AWB History
does not display anything. Why?

How do | find out if a credit for an AWB

has been processed by the Airline?

An Airline has loaded a Correction
Document, but it has gone into the next
Billing Period. Why isn't it going to run
in the Correction Period?

What do the 2-letter codes on the
CASSLink Invoice/Adjustment report
mean?
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Yes. The Local Customer Service Center can arrange for
your reports to be “consolidated” into a single report.

Yes, as above, your Local Customer Service Center can
“consolidate” your reports and your Remittance
payment to a single payment amount.

There may be a number of reasons. Either the AWB:
has not been billed;

you are not entering the correct details - AWB serial
Number, Airline or Agent code

the AWB was not billed during the current "Storage
Period” set by your CASS. This Storage Period could
be as little as 6 months or as much as 5 years.

Your Local Customer Service Center can advise you on
this matter.

Use AWB History in Output Services to search for the
AWB Serial Number. This search will list all documents
processed and show the actual total amount paid by the
Agent for the AWB to date, subject to the document
being processed within the “storage period.

All documents when loaded are “flagged” to be
processed in the next scheduled Billing Period. A
Correction Period is not a Billing Period. At the
commencement of a Correction Period, all correction
documents that are eligible to be processed are
"stripped” from the Billing period and

placed into the Correction Period for processing.

AD - Add Record (used of CCR/DCR record line)
DL- Deletion Record (used for CCO/CCO record line)
NC - No Commission paid on Weight/Valuation Charge

LT- Late Submission (AWB Execution Date in
previous
Billing Period)

SR-  Service AWB (system will process the shipment
even if no weight charge is shown)
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VD- Voided AWB

When a correction is loaded by file or Accepted online, it
will be processed in the next Processing, either a Billing
or Correction Period processing

When a Correction is loaded or
approved, when will it be processed?

To Reject a correction, the Airline must enter a Reason
for rejection, which requires the User to open the
Pending correction using the "show" button.

In the View Correction screen, when a
Correction is Pending, why isn't there a
“Reject” option at the bottom of the
screen like there is an Accept option?

Discount, Incentive, Rebate, Market Price Adjustment are
all the same thing. The application of these values
reduces the Weight Charge to a Net Value.

Why do some CASS Invoices show
Discount, while others say Incentive,
Rebate or other term?

The reason why different terms are used is based on
Legal definition or market requirement.
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Appendix B - Trust Certificates
Loading Trust Certificates Into Your Adobe Viewer Application

For a number of EU countries, it is a requirement of EU Directive 115 that all CASSLink invoices be
digitally signed. The following instructions allow invoice recipients to verify the signatures embedded
in the CASS L/nk PDF Invoice documents. Signature verification requires Adobe Reader version 8.0 or
later.

Download the certificates from the D-Trust website by going to the www.d-trust.net

Choose the English language (top right-hand corner)

) D-TRUST GmbH, Berlin - - Microsoft Internet Explorer Y ] 54
J Eile Edit Y¥ew Favorbes Tools Help | ."a'
J @Batk - e - B @ -"h | flﬁ Search *Fa\}'@rltes @ :F_;' .i_';, |_] - QJ ﬁ 3 |J @

Jngdress @ hktps: v, d-trust, netfinternetfcontent findex, htrml ;I 4 Go

D+ TRUST
WE DEFINE SECURITY

UNTEANEHMEN | PRODUKTE | LESUNGEN | SUPPORT | SERVICES | KONTAKT ENGLISH )

WILLKOMMEN BEI D-TRUST ZERTIFIKATS- UND
PKI DIENSTE

Eines der sichersten Trustcenter in Deutschland
+ Beantragen:
- Standard-Signaturkarte

Die elektronische Kommunikation nimmt welbveit stetio zu. Mitihrer Verbreitung wachsen :g:rltrtr:::]—&gnmurknne

auch die Anforderungen an den Schutz der [dentititen der Nutzer sowie an die Sicherheit cateway-Zerlikite
der Prozesse und Yerfahren. D-TRUST hat sich auf die Entwicklung und den Verrieb von - Zeitstempel
Hochsicherheitsprodukten spezialisiert. Das Unternehmen ist eine 100-prozentige Tochter « Verlingemm
der Bundesdruckerei GmbH - gemeinsam sargen die beiden Unternehmen mitihren
Produkten und Dienstleistungen fir Sicherheit und Vertrauen.

+Wurzelzertifikate

D-TRUST - we define security,

LATEST NEWS

) . . Pressemitteilung 30.09.2008
4. | EWerg | B-Mery : ; ; ;
wir unterstitzen u.a, folgende Anwendungen: e-Yergabe Bund, e-Vergabs Yentasof, EGYP, Sl s

Elster . " fir dber B Milionen ‘fersicherte
Inforrmationen zur Signaturkarte fir verkammerte Berufe

der IKK-Einkaufsgemeinschatt

e Antragsverfahren fiir CV-CA-
2007 Trusted Site Zertifikate

Veoluntary Validation

- AT Bl
& LTS e 4
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D-TRUST GmbH, Be

J Fils _gdit Yiew Favortes Tools  Help

[ Qe - () - [x] 2] 0| st o revemes | ¢

J &eressr@ https: [ funew, d-trust, net/internetfcontent /e _d-trust-roots,html
=
SEARCH TERM

FIND. |

TRUST

E DEFINE SECURITY

Services CERTIFICATE AND

PKI SERVICES
D-TRUST-Roots

= Apply for:

= D-TRUST-Roots - Standard Signature Card

=CRLs

Here you can download all the root certificates made available by
D-TRUST for installation in your applications {hrowser, mail clients,
... Click the description of the root certificates in the tables below.

- Muttisign Signature Card
* Renew
+ Reuoke

Pl ectory Services
* ROOT Certifikates

As auzer of an [HK start kit, you need the root cedificate with the
name "D-TRUST Qualifizierte ChamberSign.DE" or"ChamberSign
Gualified CA 1 2006:PN" hzw, "ChamhberSign GQualified CA 2
2008:PMN",

These cedificates must he imported in order to enakle checking of
electronic signatures which were generated uging a D-TRUST
cedificate. An importis also necessary ifthe Outlook (98 and
newan, Cutlook Express and Netscape Messenger mail clients are
tobe used.

Certificate services

E_reeUE(i:ﬁ!:alii:;n software
Software Registration
Support: installation of root cerificates in

- Metscape Composer ! Messender
- Internet Explarer, Outiook Express, Qutlook 98/2000

You can check the fingerprints by telephane. You can reach us
Monday to Friday from & am to § pm at: +49 (0) 30 259391-0.

Cerificate level

Bl
& I I =1 T

Click on German language (DEUTSCH)
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J Edt ‘isw Favorites Took Help ||1,.

JeBa'&k - @ - B @ ‘;‘h|pSsajﬂ‘] %Fa:\.‘i?rite_s @ E“

J@ass.l@ https:ffwww.d-trust‘netf\nternet,icontentfe_d-trust-ruots.htm\ :I e

e
ISEARCH TERM

WE DEFINE SECURITY FIND | -

CONTACT

FRODUCTS | SOLUTIONS | SUPRORT |

COMPANY

Services CERTIFICATE AND

PKI SERVICES
D-TRUST-Roots

+ D-TRUST-Raots LT
- Standard Signature Card
' = CRLs Here you can download all the root cerificates made available by D- - Multisign Signature Card
TRWEST for installation in your applications (hrowser, mail clients, ..). «Renew
Click the description ofthe root certificates inthe tables below. As a = Rewoke

« Directory Services

user of an IHK start kit, you need the root cerificate with the name "D-
= ROOT Certifikates

TRUST Qualifizierte ChamberSign.DE" or "ChamberSign Qualified CA

1 2006:PN" bzw. "ChamberSign Qualified CA 2 2006:PN"

PKl information

ROOTs and CRLs. L These certificates must be imported in order to enable checking of
electronic signatures which were generated using a D-TRUST

Repository services 1 . L

- o cettificate. An impor is also necessary if the Outlook (95 and newer),
Certificate “’f"“"s Outlook Express and Netscape Messenger mail clients are to he
Free verification software used.
Software Registration

Support installation of root certificates in ...

- Metstape Composer/ Messender
- Internet Explorer, Outlook Express, Qutiook 98/2000

You can check the fingerprints by telephone. You can reach us Monday
to Friday from 8 am to 5 pm at +49 {0) 30 258391-0 j

[ I ERwens
(You need to go back to Deutsch as the correct certificates are not visible in English)
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Jﬂla Edit  Wew Favorites

About half way down the page, click on the “Qualifizierte Zertifikate" link

-TRUST GmbH, Berlin - D-TRUST-Roots -

osoft Internet Explorer

J @ Back - \;{) bt \ﬂ Ig _}J | /7‘ Search 'i_\:( Favorites {‘3|

Hwe JE 3

J Address |>§| https: . d-trust . metfinternet fcontent fd-trust-roots. html

Ln alle in 2008 neu ersteliten Zertifikate hetunterzuladen, Kicken Sie

bitte hier: D-TRUST Zerifikate 2008

wurzelzertifikate, die nicht mehr im aktiven Einsatz sind, finden Sie auf

einer gesonderen Seite

Akkreditierte Zertifikate

[D-TRUST akr 2007 catl 1:PN (Grike: 1214 Bytes)

|D-TRUST akr 2007 crlf 1PN (Grilie: 1212 Bytes)

Diese Zertifikate wurden von der Bundesnetzagentur ausgestellt.
'Wir stellen lhnen das verwendete YWurzelzertifikat 12R-CA 1 hier als
Service zur Verfllguny. Eine Prifung der Gltigkeit der Zertifikate
sollten Sie direkt auf der Seite der BRletzA durchfithren

Bitte beachten Sie, dal diese Zedifikate aufarund der von der
BMetzAverwendeten Hash-Algarithmen mit Microsoft-Produkten
nicht karrekt verifiziert werden kinnen.

Oualifizierte Zertifikate

|D-TRUST ualified Root CA 1 2008:PN (Grilie: 1256 Bytes)

|MD5 |?6:EA:A3:EB CRABY2:8E: 61 1AESSTAREECTTD

SHA- [3C:92F4:B40BEDD:BCTDAE:
1 57E4T027T001A 316748

|D—TRUST ualified CA 1 2008:PN (Grolke: 1287 Bytes)

T

& Internet

|
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Click on the "D-TRUST Qualified Root CA 1 2008:PN" link to download the certificate and save to your
local disk drive on your PC

/2 D-TRUST GmibH, Berlin - D-TRUST-Roots - Microsoft Internet Explorer

J File Edit ‘iew Favorites

Help

J @Back - \:J - |ﬂ @ _:‘] | /_\' Search "x;il:'Fa\'fnrites {f;‘ z_--__gl'lv .'_; ] - _J ﬁ 3

J Address |=E] htkps:f fvaea, d-trust, netfinternetfcontent fd-trust-root s, bl

4

|3UI der selte der HMetzA durchiuhren.

Bitte heachten Sie, dalk diese Zertifikate aufgrund dervan
der BMetz® verwendeten Hash-Algorithmen mit Microsoft-
Frodukten nicht karrekt verifiziert werden kinnen.

Gualifizierte Zertifikate

A
-TRUST Qualified Root CA 1 2BDB:PN®E§9: 1256 Bytes)
I?E:EA:AS:EEI:IC:HEI:EIE:BE: A1 LABRTAT AFEECTTD

SHA- ‘30:92:F4184:DEI:ED:1D:BC:?D:AE:
1 |5T:54:T3:DS:T?:DQ:1A:31:ST:AA

|D-TRUST Qualified CA 1 2008:PN (Grifie: 1287 Bytes)

D-TRUST Gualified CRL-Signer CA 1 2008:PN (Gralie; 1295
Bytes)

!D-TRUST Qualified Root CA 2 2008:PN (Grilie; 1256 Bytes)
|ru1D5 IE2:85:54:8E:T1:DE:CZ:DJ.: ES:28:00:CO0FT:DEQ99:BD

-l

&l

l_ l_ l_ l_ E |4 Internet

File Download - Security Yarning b i[

Do you want to open or save thiz file?

From: s, d-trust.net

Mame: D-TRUST Qualified Root CA_1 2003.cer
= Type: Security Certificate

Open |®
N

While files from the Internet can be useful, thiz file bwpe can
g potentially harm your cormputer. 1F you do not ust the source, do not

opet or save this software. What's the risk?
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Click on the "D-TRUST Qualified CA 1 2008:PN" link to download the certificate and save to your local
disk drive on your PC
/3 D-TRUST GmbH, Berlin - D-TRUST-Roots - Microsoft Internet Explorer =10} x|
J File Edit ‘iew Favorites Tools Help | #

J @Back - \_‘g‘ - |ﬂ @ _:‘| | /_\' Search ‘EI‘? Favorites 63‘ -" d‘..'n ] - _J ﬁ ‘:Fj

J Address |>Ej https: f fen, d-trust, netfinternetcontent'd-trusk-roats . hkml

4

|aut der oelte der BEMeteA durchtuhren.

Bitte heachten Sie, dai diese Zedifikate aufarund dervan
der Brletzd verwendeten Hash-Algarithmen mit Microsoft-
FProdukien nicht korrekt verifiziert werden kinnen.

Gualifizierte Zertifikate

!D-TRUST Qualified Root CA 1 2008:PN (Grolie: 1256 Bytes)
|ru1D5 i?E:EA:AS:EEI:CF:1EI:EIE:BE: A1 1AER 3T AFEECTTD
SHA- ‘SC:QQ:Fd:Bd:DEI:EDﬂD:BC:TD:AE:

1 |7 B4 TF0TTT091AE1 5T AA

e ——— |

/
<|D-TRUST Qualified CA 1 2008:PN (Grifie: T387 Bytes)

S —

D-TRUST Qualified CRL-Signer CA 1 2008:PN (Gralie: 12495
Bytes)

!D-TRUST Qualified Root CA 2 2008:PN (Grilie: 1256 Bytes)
|MD5 IE2:85:E4:8E:T1:DE:CE:D4: E:29:50:CD:F7.DE:99:BD

&l

s

l_ l_ l_ l_ E |4 Internet

File Download - Security Yarning b i[

Do you want to open or save thiz file?

i

From: s, d-trust.net

Mame: D-TRUST Qualified C& 1 Z008.cer
= Type: Security Certificate

Open |®

While files from the Internet can be useful, thiz file bwpe can
g potentially harm your cormputer. 1F you do not ust the source, do not

opet or save this software. What's the risk?
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Within the Adobe Viewer (open your signed PDF document), from the main menu along the top of the
window, select “Document — Managed Trusted ldentities..."

g 001_200975{1].pdf - Adobe Reader
File Edit Vigw Document | Topls  Window Help *®

BoTE L imeeEn- Q@R

@:] At least ore signature has problems, lﬁ Signature Panel

10th June 2009

CASS Invoice for billing period 1st to 31th May 2009

Dear Aiine Participant.
Endosed please find your CASS invoices for the billing menth May 2008,

Agants' paymants will be craditad on 30 JUN 2000.

CAZSS GERMAMY

With best regards,
IATA Cargo
Foststrasse 24

D-80320 Frankfurt am Main
Germany

Please note that all PDF CASS Invaicss are naw available for download
together with a digital signature as required by the fiscal autharities.

Intemaonal Al Transpon Associaton
CASS - Cago Acoounis Seffiemen Syssm

Fosisirasse 2-4
CHE0323 Frankir

Genmany
Fions: +43 (0163 24253637
Fax 443 (0)63 24253629
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Click on the “Add Contacts...” button

Manage Trusted Identities 1B 5[

Displa:

by

Mame: | \ add Contacts, .
S —————
Request Contact, .. |
Details. |
Expart .. |
DiElete |
Mew Group. ., |
Help Close I

Click on the “Browse..." button

59 CASSLink User Manual




D

IATA

Choose Contacts to Impork jl

This dialog will allovs you ko select contacks ko import inta your trusted identities, You can also set the trust for
any certificates associated with the contacts being imported,

~iConkacks

Marme | Ernail | Remoye |

Search .., |

~ Certificates

This list displays the certificates associated with the currently selected contact.

Subject I Issuer I Expires I Cietails ..,

Trusk ..,

i

Help | Tripark Cancel

Browse to the location where the certificate files were saved to on your local disk drive

Locate Certificate File L llil

Look i | -3 CASSLink 9T cE

| 3Current Manuals;
DCO-DCR converter
EDS

Global HoT

Internet files

Master Files

Dezkiop

L

Mewsletbers

)0ld Manuals

() Stock Mat

) Test Files

) Training

F=0-TRUST Qualified_CA_L_2005.cer
E=lD-TRUST _Qualified_Rook_Ca_1_2008.cer

My Bacuments

-
o
My Computer

File namme: I j Dpen I
Files of type: IFiIes Containing Certificates [*.fdf," p7c.” p?b,".tﬂ Cancel |
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Select D-TRUST_Qualified_Root_CA_1_2008.cer and click on the "Open” button. Then repeat for D-
TRUST_Qualified_CA_1_2008.cer.
There are now two Certificates in the Contacts box.

Choose Contacts to Imporkt 1N ll

This dialog will allows vou ko select contacts to import inko vour trusted identities. You can also set the trust For
any certificates associated with the conkacts being imporked.

izonkacks

Mare | Ernail | Remoye |

D-TRLIST Cualified Roat C& 1 2003:PM
FEEo-TRUST Qualified Ca 1 2008:PN

Search .., |

—iZerkificates

This list displays the certificates associated with the currently selected contact.

Subject | Issuer | Expires | Details ., |

Trust ...

Help | Impart Cancel
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Select the entry in the Contacts pane and then click on the “Import” button

Choose Contacts to Impork

This dialog will allovs you to select contacts to import inko your trusted identities, You can also set the trust for
any certificakes associated with the contacts being imported.,

x|

—Conkacks

Marme | Ernail | Remave
[ 5Elp-TRUST Qualified Roct CA 1 2008:PH
FElp-TRUST Qualified CA 1 2008:PN Browise ...

Search ..,

i

—iZertificates

This list displays the certificates associated with the currently selected contact.

Help | ( Trnpork ) Cancel

Import Complete b

Impart details:

1 issuer certificatels) imported,

Repeat for the second of the certificate files saved to your local disk drive
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Go to Document, then "Manage Trusted Identities” window pane, select the "Display” drop down menu
near the top, and select "Certificates” from the drop down list

Manage Trusted Identities x|
Dig:nlay( !Certificates )} < j )
Add Contacts, ., |
.. D-T Cualified. .. ,
D-TRUST Qualifi,,. D-TRUST Qualified.., 2013.07.24 15:30.., Request Conkack... |
[ adobe Root Ca Adobe Root CA 2023.01.09 00:07...
Edit Trusk... |
Export... |
Delete |
1 (=TT |
Show Certificate. .. |
Help Close |

You will now see the two certificates you have imported. Select one of the certificate entries you've
imported from the list and click on the "Edit Trust” button.

Select "Signatures and as a trusted root” and “Certified Documents”

Repeat for the other certificate you imported
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Edit Certificate Trust
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Now that the certificates have been imported and trusted, you can validate the signature for the signed
document by clicking on the signature icon down the left hand side of the document to reveal the
signature. Right mouse click on the signature ("Signed by D-Trust SDS <NN>:PN") and select “Validate
Signature” from the drop down list

Signature Yalidation Status

F | sSignature is YALID, signed by D-TRUST SDS 137:FN,
- The Document has not been modified since this signature was applied.

- The signet's identiky is walid.

Signature Properties. ., Close

Once validated, a green tick should appear against the signature and the text "Signature is valid:" should
appear below the signature

A DE-001_200905.pdf - Adobe Reader Il i [ 4
x

Eile Edit Wiew Document Tools Window Help

I I e e R -

@ Sigried and all signiatures are vald. @ Signature Panel
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