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Changes to this version of the Agent CASSLink User guide

11 What is CASSLink

1.2 Internet URL

1.3 Agent Admin Users

1.4 Username and Password
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1. Getting Started
1.1  What is CASSLink?

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 and 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.

14 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)

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 hot compromised.
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1.5

CASSLink Log-in Screen

[E=SEERE)
e@|. hitps://portal.iata.org/issp_homepage O ~ & H & IATA Customer Portal x P - A AN
File Edit View Favorites Tools Help
75 G Google [J7 Mail - BEST Rod - Outlook
l My Open Cases Cases requiring my feedback n ~
Case Type of Country
Number v case Subject concerned Created Date Status
07183927 . Cabol - Other Charges PDF 9/22/2016 11:00 Closed
reporting AM
07183888 . Cobal - Convert Notifications and 9/22/2016 10:44 Closed
other reports AM
07182612 . Change to IATA User profiles 9/21/2016 719 Closed
PM
07182563 . CASSlink Screens when searching 9/21/2016 7:00  Closed !
for AWB PM
07182548 . User Creation 9/21/2016 6:52  Closed
PM
[See more

My Natifications

9/22/16 Access to your service has been
granted.

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

9/21/116 Access to your service has been
granted.

CASSLink Export
CASSLink Import

External Links

Resource Center

In “My Services”, all linked services are listed.
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1.6

CASSLinkHome Page

= Main page lata CASS System - Windows Internet Explorer,

@ 32 |g, https: ficasslink.iata, orgfpages/indesx. aspx

B

Fil=  Edit  Wiew

Favorites

Tools  Help

A

+ Output Services

+ Correction Service
+ Stock Management]
+ User Maintenance
+ Agent Toolbox

A

User
Menu

v o [ (& Main page lata CASS System

User: 22_2

User
identification

- »
- - I3\“’Eage v iCF Tools ~

Operation messages

O casslink Release: 2.1.0.1
Release date: 2011-09-21

O TATA FRAUD WARNING MOTICE.
https:/ [ casslink-
test.iata.org/Warning - Fraudulent
Emails.pdf

0O BEWARE OF FRAUD.
https: /[ casslink-
test.iata.org/Fraud IATA.pdf

0O MEW 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
wour CASSLink details by
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
vour IATA customer service
ASAP, or go to CASSLink and
change your password
immediately in User
Maintenance.

CASS operation: |UTOPIA ¥

Information

f

Other User
information

Operational
and
Warning
Messages

Sign out

News

o

Home

3

Help

Are you listed?

i S

CASSLink
Country

O Find out the latest industry news ir
Airlines Internaticnal. Go to:
www.iata.ocrg/pressroom/airlines-
international/august-
2011/Pages/index.aspx

f

Other
IATA/CASS
messages

v

‘:J Local intranet

F100% -

The CASSLink “Home” screen contains information on the following:

=  Which User is logged in
=  Which CASSLink Country 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.

Version 3.13 — December 2016
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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:

e Output Services

e Correction Services
e Stock Management
e User Maintenance

e 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

Is Output Services Overview for Airlines - Windows Internet Explorer IZIIEI@

@.\-— y~ |g https:ffcasslink.iata orgfpages/Outputairines, aspx V| %J 2| X | | pelis

File Edit ‘iew Favorites Tools Help

T - . »
w & I@Output Services Owerview for Airlines l l - B by - [i:k Page ~ {0 Tools -

User: 2Z2_1 CASS operation: |UTOPIA (v Sign out | Home | Help
+ Input Services ..
+ Qutput Services OQutput Airlines
+ Correction Services
+ Stock Management
+ User Maintenance Shows billing periods for choosen airline.
+ Airline Toolbox o —
Choose Airline | 800 - Airling 1 |»
e
BillingRemperiod | Period Nr[PerjgfTotal - USD|view Detal®yiew PDF|view HOT|view XLS
201001 1 \ 129882.85 |Ereliminary |)
8 Local intranet H100% ~

The Output Agents screen contains the following information:

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

e 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.

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

e 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.

e Period Total — Currency = The total amount billed for the Period in the local or

CASS hilling 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).

o 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

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

e 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.

9
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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.

2.2 Output Reports

Agent Output Reporting may be in three (3) formats:
e PDF Report
o HOT File (flat or text file)
e 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.

10
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Sample PDF Output Report - Cargo Sales Invoice/Adjustment & Export Billing Statement

A 053_200910[11. pdf - Adobe Reader:

File Edit ¥ew Document Tools window Help ®
B a6 eeEs E—
-
IATA CARGO ACCOUNTS SETTLEMENT SYSTEM - IRELAND CARGO SALES INVOICE/ADJUSTMENT INVOICE NR: IE-053-000006
INVOICE DATE: 11-DEC-09
AGENT: AIRLINE: 053 TAX POINT DATE: 31-0CT-09
GEOLOGISTICE LTD AER LINCUS
M1l FURRY PARK OLD AIRPORT ROAD CARGO REVENUE, HEAD OFFICE BUILDING
SANTRY DUBLIN § DUBLIN AIRPORT
IRELAND IRELAND
VAT REGISTRATION NR: IEEF47155K VAT REGISTRATION NR: IESL40507W =
IATA NUMERIC CODE: 36-4 7005/0002 CURRENCY: EUR BILLING PERIOD: 01-0CT-09 - 31-0CT-09 PAGE: 1
AWB- -~ SP ORGDES--WEIGHT ---PREPAID CHARGES---- --- COLLECT CHARGES---- COMMISSION --INCENTIVE -NET AMOUNT -------' TAX --NET AMOUNT --EXEC -------- AGENTS
SERIAL IN WEIGHT OTHER WEIGHT OTHER BEFORE PAYABLE DATE INFORMATION
NUMBER VALUATION CHARGES VALUATION CHARGES TAX AWB
CHARGES DUE AIRL CHARGES DUE AGENT
15825364 LT DUBAMS 3.0 27.00 40.80 0.00 0.00 0.00 0.00 6§7.80 14.24 82.04 081121
15825386 LT DUBAMS 172.0 123.84 168.73 0.00 0.00 0.00 0.00 292.57 61.44 354.01 081128
15825390 LT DUBAMS 4.0 27.00 42.40 0.00 0.00 0.00 0.00 69.40 14.57 83.97 081129
TOTAL E.U. 177.84 0.00 0.00 429.77 520.02
CARGO 179.0 251.93 0.00 0.00 90.25
INTERNATIONAL CARGO
FE 271.0 265.58 325.79 0.00 0.00 0.00 0.00 591.37 0.00 591.37 081122
15825261 LT DUBJFK 1018.0 946.74 1132.60 0.00 0.00 0.00 0.00 2079.34 0.00 2079.34 081129
15825353 LT DUBJFK 124.5 150.65 88.30 0.00 0.00 0.00 0.00 238.95 0.00 238.95 081124
15825375 LT DUBJFK 216.0 261.36 264.19 0.00 0.00 0.00 0.00 525.55 0.00 525.55 081126
TOTAL INTERNATIONAL 1624.33 0.00 0.00 3435.21 3435.21
CARGO 1629.5 1810.88 0.00 0.00 0.00
GRAND 1802.17 0.00 0.00 3864.98 3955.23
TOTAL 1808.5 2062.81 0.00 0.00 90.25
s
1169 8.260n < | 3

The Cargo Sales Invoice/Adjustment report shows all Air Waybills and correction documents

(CCA or DCM) hilled by each Airline. Each Airline is reported separately.

At the end of each Invoice a Recapitulation of the billing details is produced.

11
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00910[1]. pdf - Adobe Reader:

e Edit Wew Document Todls window Help x

85 a ¢ +%

-~

TATA CARGO ACCOUNTS SETTLEMENT SYSTEM - IRELAND CARGO SALES INVOICE/ADJUSTMENT INVOICE NR: IE-053-000006

INVOICE DATE: 11-DEC-09
AGENT: AIRLINE: 053 TAX POINT DATE: 31-0CT-09
GEOLOGISTICE LTD AER LINGUS
M1 FURRY PARKE OLD AIRPORT ROAD CARGO REVENUE, HEAD OFFICE BUILDING
SANTRY DUBLIN 9 DUBLIN AIRPORT
IRELAND IRELAND
VAT REGISTRATION NR: IEBF47155K VAT REGISTRATION NR: IESL40507W =
IATA NUMERIC CODE: 36-4 7005/0002 CURRENCY: EUR BILLING PERIOD: 01-0CT-09 - 31-0CT-09 PAGE: 2

RECAPITULATION EUR
EU CARGO

TOTAL PREPAID CHARGES DUE AIRLINE 429.77
COMMISSION DUE AGENT 0.00

OTHER CHARGES DUE AGENT 0.00

INCENTIVE DUE AGENT 0.00

TAX DUE AGENT (21.00%) 0.00

TAX DUE AIRLINE (21.00%)

NON-EU CARGO
TOTAL PREPAID CHARGES DUE AIRLINE 3435.21

COMMISSION DUE AGENT 0.00
OTHER CHARGES DUE AGENT 0.00
INCENTIVE DUE AGENT 0.00
TAX DUE AGENT ( 0.00 %) 0.00
TAX DUE AIRLINE ( 0.00 %)
NET TOTAL DUE AIRLINE 3955.23
]
1169x8.26in € | >

File Edit Wew Document Tools Window Help ®

85 a &+

A
TATA CARGO ACCOUNIS SETTLEMENT SYSTEM - IRELAND EXPORT BILLING STATEMENT - AGENT 11 DEC 09
AGENT: CURRENCY: EUR PAGE: 1
EXPEDITORS IRELAND LTD
UNIT 6, HORIZON LOGISTICS PARK
HARRISTOWN ST. MARGARETS SWORDS CO. DUBLIN
IRELAND
IATA NUMERIC CODE: 36-4 7013/0001 BILLING PERICD: 01 OCT 09 - 31 OCT 08
________ PREPAID CHARGES------- -------CHARGES COLLECT------ COMMISSION SALES TAX TPAYABLE INVOICE BILL
WEIGHT DUR WEIGHT DUE INCENTIVE AMOUNT NUMBER PERT
CHARGE AIRLINE CHARGE AGENT
053 EI 15344.96 20845.25 0.00 0.00 0.00 0.00 1157.73 37347.94 IE-052-000009 01
083 sa 4359.58 3173.00 0.00 0.00 0.00 0.00 445.04 7981.62 IE-083-000001 01
GRAND TOTAL 19704.55 24018.25 0.00 0.00 0.00 0.00 1606.77 45329.57
NET DUE AIRLINE 45329.57
b7
1169x8.26in € | >

12
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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:

13
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B 02301322122 .HOT - Notepad El=]&

File Edit Format Wiew Help

] 05120105121505122901AU0 0230132

At MEBS227E0342E BMEDOZ20122212ZR JMEOS12120002740KAUD000000126220000000000000000000016440000000000000000000000000000000000000000000000000000
AW NSSS5324522601 FPERO2201322122R LHROE12040014150KAUDOO0000028912E0000000000000000000584900000000000000000000000000000000000000000000000000000
AWM NS5535323212 MELOD2301322122R LHRO51202 000607 0KAUDOO0000219127000000000000000000036420000000000000000000000000000000000000000000000000000
2N ND9E35S516034 BMED2301322122R NYCO0512070000800KAUD000000064500000000000000000000004800000000000000000000000000000000000000000000000000000
DCO M23241600871  PERO2201222122012172AUD00000.00000051202FP000000040584&C000000000000C000000000000F000000011000F00000000122000000000000000000000
DCR MS5241600871 FERO2201222122012172AU000000.00000081202F000000040546C000000000000C000000000000F000000011500FP00000000122000000000000000000000
AWM NS59546402661 BNED2301322122R LHRO512080010060KAUD000000317596000000000000000000060360000000000000000000000000000000000000000000000000000
2 N99E45563705 PERD2301322122R LHRO512010001050KAUD000000042630000000000000000000006200000000001000000000000000000000000000000000000000000
Al M33246562721 PERO2201222122R SCLOS1Z2020001540KAUD0O00000020232000000000000000000003240000000001000000000000000000000000000000000000000000
A NSSSE10122EE SvYD023201322122R ROMOE12080009720KAUDOO0000350892000000000000000000053220000000000000000000000000000000000000000000000000000
AWM NSSE57541156 MELOD2301322122R TYO0512090007735KAUDO00000275234000000000000000000046410000000000000000000000000000000000000000000000000000
£ NIIEELFI0S0S  SYDD2301322122ZR LHRO512040002720KAUD000000113274000000000000000000016740000000000000000000000000000000000000000000000000000
Al M3326183511E5 SYDOZ201222122R AKLOE1Z2010000070KAUDOOO000011400000000000000000000000&6&0000000001000000000000000000000000000000000000000000
A NSSSE182E126  SvYD023201322122R MRUOE12090000280KAUDON0000024700000000000000000000002280000000001000000000000000000000000000000000000000000
DCO NS5862244545 MELO2301322122012166AU000000.00000051207F000000136655C000000000000C000000000000C000000000000P000000004&7000000000000000000000
CCO N99862539164  SYD02301322122A47670AU000000.00000051201F000000023750C000000000000C000000000000C000000000000F00000000300000000000000000000000
TTT AUAL 000001200000010000002000001&

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.iataonline.com) 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 XLSFile
In addition to the PDF and HOT files, a spreadsheet “.xls” (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.

14
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oft Excel - 200523.xls

E\lE Edit Wiew Insert Format Tools Data Window Help Acrobat

e EgRY BRI v- &= A4 My -0 0

el -1 - BIU B s %, %3

[ A - =/ AirlinePrefix
E = =] E J K L —|

1 Currency Start Date En Prepaid Weight Charge Prepaid Due Al
2 00 AU0B22.01.000001 | AUD O-DEC-05 [16-DEC-08 | 21610980 i 2468 2877
30 AU0S23.01.000001 | AUD O-DEC-05 [15-DEC-05 | 21610933 547 2078.6] 30289
4 oot AUNG2301.000001 | AUD M-0EC-06 [16-DEC-05 | 261004 4013 13RE4R i kg
L] AUNG2301.000001 | AUD M-O0EC-06 [16-DEC-05 | 2A1015 138 G684 ks
€ 001 AU0G22.01.000001 | AUD 01-DEC-05 [16-DEC-05 | 21611026 25 477 i7E
7 oo AU0S22.01.000001 | AUD M-DEC-05 [16-DEC-05 | 21611020 q 14| B2
2 0 AU0S22.01.000002 | AUD M-DEC-05 [16-DEC-05 | 49894628 1w 100 nie
9 0 AU0S23.01.000002 | AUD O-DEC-05 [15-DEC-05 | 42899906 -1000 -3500 1]
n oM AU0S23.01.000002 | AUD O-DEC-05 [15-DEC-05 | 42899906 1000 2000 1]
1 |018 AUNG2301.000003 | AUD M-OEC-05 [16-DEC-05 | 14880644 62 2106 456
1z |01 AU0G23.01.000003 | AUD 01-DEC-05 [15-DEC-05 | 14220665 45 477 42
13 |06 AU0G23.01.000003 | AUD 01-DEC-05 [15-DEC-05 | 14220666 453 17214 371
|0 AU0S22.01.000003 | AUD M-DEC-05 [15-DEC-05 | 14220670 200 a0 o
16 023 AU0E22.01.000004 | AUD O-DEC-05 [16-DEC-08 | 21863122 324 1529 i
16 023 AU0S23.01.000004 | AUD O-DEC-05 [15-DEC-05 | 21863133 189 992.25| il
17| 023 ALUNG2301.000004 | AUD M-0EC-05 [15-DEC-05 | a63144 395 187625 75
1% | 045 AUNG2301.000005 | AUDO M-O0EC-06 [16-DEC-05 | 24564724 438 2462 3| 2604
19 | 063 AU0G23.01.000006 | AUD 01-DEC-05 [15-DEC-05 | 91284723 35 157.5 1675
20 |07z AU0S22.01.000007 | AUD M-DEC-05 [15-DEC-05 | BFFIE234 1238 41472 888
21 |07z AU0S22.01.000007 | AUD M-DEC-05 [15-DEC-05 | BFFIE24E E20 24 0
22 072 AU0S23.01.000007 | AUD O-DEC-05 |15-DEC-05 [57TG256 2 114 06
23 072 AU0S23.01.000007 | AUD O-DEC-05 |15-DEC-05 [S7HG260 28 176.6 14
24 | 074 ALUNG2301.000008 | AUD M-0EC-06 [16-DEC-05 | 36083534 16 2162 Ak
25 079 AU0G23.01.000003 | AUD 01-DEC-05 [15-DEC-05 | 22689850 2 120 208
26 |079 AU0G23.01.000003 | AUD 01-DEC-05 [15-DEC-05 | 28689261 i 120 22
27 | 081 AU0S22.01.000010 | AUD M-DEC-05 [15-DEC-05 | H1216370 o E2E Erad
28 0 AU0S23.01.000010 | AUD O-DEC-05 |[15-DEC-05 [41215381 i 2596 3850
23 0& AU0S23.01.000010 | AUD O-DEC-05 [15-DEC-05 | 41215332 65 637) 6875
a0 | 0at AUNG2301000010 | AUD M-0EC-05 [15-DEC-05 | 41216403 380 2301] 325
3l | 0at AUNG2301000010 | AUD M-OEC-05 [15-DEC-05 | RE135432 138 3688 645
3z |08t AUDG22.01.000010 | AUD 01-DEC-05 [15-DEC-05 | EG19360E a3 G962 10276
22 | 081 AU0S22.01.000010 | AUD M-DEC-05 [15-DEC-05 | EGI99621 BE 2206 69.2
4 | 081 AU0S22.01.000010 | AUD M-DEC-05 [15-DEC-05 | EGI90E42 629 12E9.E] T4
35 08 AU0S23.01.000010 | AUD O-DEC-05 [15-DEC-05 |66099100 45 120] 2338
36 081 AU0S23.01.000010 | AUD 0-DEC-05 |15-DEC-05 [66033tH 45 1345 459
a7 | 0&t AUNG2301000010 | AUD M-OEC-05 [15-DEC-05 | REOBA1Z2 105 1764 12788
3@ | 081 AUDG22.01.000010 | AUD 01-DEC-05 [15-DEC-05 | EE0S9133 1000 1250] 270
39 | 081 AUDG22.01.000010 | AUD 01-DEC-05 [15-DEC-05 | EE0S9144 135 35 5375
40 | 081 AU0S22.01.000010 | AUD M-DEC-05 [16-DEC-05 | EE0S916E 4 120 228
408 AUD 6 a 150.75] 12675 =

14 4+ [ M} Eiling % Invoice / vl

< M -
Ready HUM

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 report is not emailed to subscribers and therefore must be downloaded directly from
CASSLink each Period.

15
Version 3.13 — December 2016 Prepared by: IATA



2.3 AWB History

The billing history of any Air Waybill processed in CASSLink can be searched via “AWB
History”.

/= AWE History - lata CASS System - Windows Internet Explorer,

@— * | & | https:)fcasslink.iata.org/pages) AWEHistory . aspe hd % || X 2
File Edit Wew Faworites Tools Help
wr by | € AWE History - ata CASS Syskem | | - B oy ~ |-k Page v {(J Tools - »
-~
Search Options
Search for Awe [99999993]
Select an Agent A
Select an Airline he
[AWB - History |
PP Other ==
Org. | Dest. E\g‘;zit \F:\.'Peighi_:f ;:aerges ﬁglghp‘ SI::sgrEs E_:z;lo_l?il::; Commissicn g::’able nCL?I:_rl’Eg::.ion E);i;ution Input Date E;?.icoedssing
Waluation airline aluation | due ex. VAT
agent
SOF |¥YZ |1712.0 |56535.84 |1033.28 0.00 0.00 5461.28 0.00 2131.54 2010-08-28 2010-09-06 201008 - 01
SOF |¥YZ |1712.0-|5653%.84- |1053.28- 0.00 0.00 5461.28- 0.00 2131.84- o0z 2010-08-28 2010-09-21 201008 - 02
SOF |¥YZ |1712.0 |6535.84 |1110.24 0.00 0.00 5461.28 0.00 2138.80 oz 2010-08-28 2010-09-21 201008 - 02
SOF |¥YZ |1712.0-|6535%.84- [1110.24- 0.00 0.00 5461.28- 0.00 2188.80- 03 2010-08-28 2010-09-21 201008 - 02
SOF |¥YZ |1712.0 |5535.84 [11Z024.00 |0.00 0.00 5461.28 0.00 113102.56 |03 2010-08-28 2010-09-21 201008 - 02
SOF |¥YZ2 |1712.0-|56535.84- [112024.00-|0.00 0.00 54561.28- 0.00 113102.56- |04 2010-08-28 2010-09-21 201008 - 02
SOF |¥YZ |1712.0 |5535.84 |11Z0.24 0.00 0.00 0.00 0.00 7660.08 o4 2010-08-28 2010-09-21 201008 - 02
SOF |¥YZ2 |1712.0-|6535.84- [1120.24- 0.00 0.00 0.00 0.00 7660.08- 05 2010-08-28 2010-09-21 201008 - 02
SOF |¥YZ |1712.0 |5535.84 |11Z0.24 0.00 0.00 5461.28 0.00 2198.80 05 2010-08-28 2010-09-21 201008 - 02
Total [1712.0 [6539.84 |1120.24 0.00 0.00 5451.28 0.00 2198.80
o
< >
& Local intranet Eo100% T

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

YV V.V V V VYV V V V V

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

Input Date — date document input by Airline

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

YV V V V V

Agent — Correction processing may be effected 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.

24 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.

. - — )

e _~|:% https://casslink.iata.org O ~ @ & || (2 Download Documents Age... | | T Sap Lo3

File Edit View Favorites Tools Help

55 & Google EB Mail - BEST Red - Outlook

User: AU_Rod CASS operation: | AUSTRALIA W Sign out Home| Help

= Qutput Services -
Output Agents Output Agents Document View

View Agent Docs
' Correction Services Shows documents for choosen agent.

3 prock Management o oce agent 0230000 - 0006 HQ IATA CASS AU V|

* User Maintenance
* Agent Toolbox

Documents will be automatically deleted after 90 days!

Upload Date |Document Name Download
2016-05-03 Cargolink_factsheet.pdf Download
2016-03-03  |AUxx02300000006_20160303_0On-lineCorrectionResaonCode.pdf Download
2016-02-29 |AUxx02300000006_20160225_CASSLink Correction Services - Reason Code.pdf Download
2016-02-23 |AU1202300000006_20160223_All Nippon Airways Co. Ltd joining CASS AlU.pdf Download
2015-11-05 AlUxx02300000006_20151105_CASSlink Downtime 16Nov2015.pdf Download

2015-08-07 |AUxx02300000006_20150807_Temporary Change of IATA Helpdesk Phone Support Hours.pdf | Download
2015-08-06 |AUxx02300000006_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
3.1 Add Correction

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

Procedure:
e 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

-

a e

@ https://casslink... }3' ~vacXx H @ Correction - Iata CASS Syst... % e I

File Edit View

Favorites

& - - gé; ~ Pagew Safetyw Tools~ .@.v@

Tools  Help

+* Input Services

* Processing

* Qutput Services

* Correction Services
Ml ® Master Files

¥ Stock Management
* User Maintenance
* Toolbox

# Airline Toolbox

+ Agent Toolbox

M| ' IN - Tax

User: Rod_Best

CASS operation: INDIA -

Sign out

Home | Help

Agent

Airline

AWE Number

1432775 - 0006 HQ EXPRESS KARGO FORWARDERS PVT LTD

125-British Airways

12346423

m

KeyStrokes: 2775

F100% -

The details of the Air Wayhbill as billed in CASSLink will automatically be displayed on the
electronic DCM in the Original/Incorrect 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 correctly before the correction will be accepted
by CASSLink:
o Weight
Weight & Valuation Charges
Charges Due Agent (Collect only)
Charges Due Airline
Reason Code (see 3.1.1 below)
Reason for Correction

—— =NREN X

& https://casslink-testi.. O ~ @ & H (& Correction - Iata CASS Syst... | | i o 88

File Edit View Favorites Tools Help

TETTTT T TST i T e e

B Input Scrvices (e J save J
* Processing
¥ Qutput Services Documents

+ Correction Services
* Master Files

# Stock Management Status Number

# User Maintenance Agent's code Airling's Code
* Toolbox

# Airline Toolbox
# Agent Toolbox AWE No. COrigin Destination Date of AWE Issue

\air Waybill weight and/or charges have been corrected/added as follows:

ﬁ::g:: Unit Revised/Corrected Weight Original/Incorrect Weight
.
CHARGES Revised /Correct Original/Incorrect
Prepaid Collect Prepaid Collect
Currency
Weight Charges [ 0.00]|[ 0.00]
Waluation Charges | EI.EIU| ‘ EI.EIEI|
Commission
Incentive
MNet/net Amount
Total Other Charges Due Agent | 0.00 |
Total Other Charges Due Airline | D.DD| ‘ D.DD|
Total payable to airline
ex. VAT
VAT/TAX O
Reason Code | Select a Reason for Correction V|

Reason for Correction | |

Reason for rejection

If an error is made when entering the correction, click on the BACK button at the top of the
correction form and start the correction again.

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.

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.
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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.

—

e )| @ hitps//casslink-testi.. O ~ @& C H (& Correction - Iata CASS Syst... | |

File Edit Yiew Favorites Tools Help

5 G Google

ST To—oTsT O i) T e e

 Input Services [ New M save ]
* Processing
¥ Qutput Services Documents

* Correction Services
i Master Files

¥ Stock Management Status Number

* User Maintenance Agent's code Airline's Code
* Toolbox
* Airline Toolbox
* Agent Toolbox AWB No. Origin Destination Date of AWB Iszue
|Air Wavybill weight and/or charges have been corrected/added as follows:
Weight
I Weight Unit Revised fCorrected Weight Original /Incorrect Weight
.
CHARGES Revised/Correct Original/Incorrect
Prepaid Collect Frepaid Collect
Currency
Weight Charges [ 0.00]| 0.00]
Waluation Charges | 0.00 | | 0.00 ‘
Commission - =
Select a Reason for Correction
Incentive 01 - Billed to Wrong Agent Location [a)
02 - Billed to Wrong Agent
Net/net Amount 03 - Paid Previously

04 - Calculation Error

Total Other Charges Due Agent 06 - VOID; S_hiprr_lent Never Moved .

Total Other Charges Due Ajrline | 97 - Domestic Shipment; Billed as International
g 11 - Incorrect Chargeable Weight

Total payable to airline 12 - Incorrect Volume Weight
ex. VAT 20 - Incorrect Contract Rate
WAT/TAX 21 - Incorrect Spot or Ad-hoc Rate
22 - Incorrect Service Level Rate
IR.EESUFI Code I 23 - Incorrect Published Rate
" 24 - Contract Rate not Applied
Reason for Correction 25 - Spot/Ad-hoc Rate not Applied

26 - Service Level Rate not Applied
27 - Incorrect Pallet/Container Rate
30 - Incorrect Insurance Fee

Reason for rejection 21 - Incorrect Security Fee v

32 - Incorrect Fuel Surcharge
= 273 - Trrarract M2/OA Faa

3.1.2 Reporting

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

Report.
Reason Code Reason Name ‘ Reason Type

6 VOID; Shipment Never Moved General

11 Incorrect Chargeable Weight Weight

11 Incorrect Chargeable Weight Weight
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Version 3.13 — December 2016 Prepared by: IATA



3.1.3 Add Supporting Document
After Saving the Correction Requests, a supporting document may be attached to the

Correction.
- ——— v - -
a'_'k%\' https://casslink.. O ~ @ & X | (& Correction - Iata CASS Syst... u . i g i

* Input Services
* Processing

File Edit View Favorites Tools Help
fi v B - =1 o= v Pagev Safety~ Tools~ @+ &)

User: Rod_Best CASS operation: INDIA hd

Sign out Home| Help

£ Output Services Airine Handled
# Correction Services
* Master Files Correction Form _ E
# Stock Management
* User Maintenance
® Toolbox C:\Users\BestR\Documents\Rod\CASSLink\Test Files\Correction - 843C 7| | Upload
# Airline Toolbox
* Agent Toolbox
+IN - Tax

Only PDF or JPG files are accepted.

DocumentMame |UserType|DocumentType UploadDate Status
Correction test 1.pdf [ IATA o 2013-12-02 15:57:45 | 0OK
Correction test 1.pdf | IATA o 2013-12-02 15:57:28 |OK
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.)

e Save the Correction. Note that documents cannot be attached until the Correction has
been “Saved”.

e Select the Documents Tab

o 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.

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.
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Sample Airline Correction pages.

. ———
e@|@ https://casslink... O - @ & X H,@ Correction - ata CASS Syst.. * u

File Edit View Favorites Tools Help

M v B v ] o= v Pagev Safetyv Tools~ @~ 6

® Input Services

® Processing
® Qutput Services

# Correction Services
* Master Files
# Stock Management Status Number _
gzslrbl'::mtenance Agent's code Airline's Code
# Airline Toolbox |]';3 775 - ooos | |]'25 |
¥ Agent Toolbox AWB No. Origin Destination Date of AWB Issue
(| ® IN - Tax [12345423 | [maa | mMEL | [2013-10-22
|&ir Waybill weight and/or charges have been corrected/added as follows:
H |weight
|Weight Unit |Revised/Corrected Weight Original { Incorrect Weight
! | @i © pound
[ CHARGES Revised/Correct [ Original/Incorrect
Prepaid [ Collect | Prepaid [ Collect
Currency INR
(| Weight Charges 50000.00{|| o.00|[ 1224s50.00] 0.00
| \Valuation Charges o.00f| 0.00 o.00f| 0.00
Commission 2500.00 [ 61227.50|
| Incentive 20000.00 [ 11910.00f
Net/net Amount 27500.00 [1151412.50]
i Total Other Charges Due Agent || 0.00]| o.00|lf 0.00]| 0.00
I Total Other Charges Due Airline || o.00f| 0.0 4555.00 0.00]
i —
ey Yable to airline
(| ex. VAT 27500.00 1155967.50
AT/TAX V] ] 7407.00
|
I |Reasun for Correction Wrong rate and weight. See attached Document |
(| Requested by: 11402
|
(| |Reasun for rejection
| Calculate ]
I Print]
|

m
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)| @ hitps://casslink.. O~ @& X ” & Correction - lata CASS Syst...

.

File Edit View Favorites Tools Help
& = > = g@a v Page~ Safety v Tools

~9-8

® Input Services

%® Processing

® Qutput Services

# Correction Services

Stock Management
# User Maintenance

)
:
:
:
+
:
:
:
:
:

% Toolbos C-\Users\BestR\Documents\Rod\CASSLinkTest Files\Correction - 843¢ [ Browse.. il
% Airline Toolbox
# Agent Toolbox
®IN - Tax

only PDF or PG files are accepted.

DocumentName |UserType|DocumentType UploadDate Status 1
Correction test 1.pdf | IATA P 2013-12-02 15:57:45 | 0K
Correction test 1.pdf | IATA P 2013-12-02 15:57:29 | 0K
H100% -
e — = —— E=
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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 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:
e An Agent “Query Cut-off” date
¢ An Airline “Response” date
e Auto-Approval of Agent online Correction Requests
e 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

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

The Correction Period is processed and new Reports for the Remittance period are

available to all CASS Participants

~No

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

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

e The Airline may select Airline Handled and enter the Correction documents into
CASSLink via a Billing input file
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e 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

o ) Airline
Billing Period response &
processing Correction
processing
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3.3 View Corrections

To view all Corrections entered for the Agent and check their status, go to View Corrections.

{= Correction - lata CASS System - Windows Internet Explorer '._ |E|[z|
@.\- I |§, https:/icasslink-test iata. orgfpages/Correctionyiew, aspx V| %J || % | | 2
File Edit ‘iew Favorites Tools Help @ <
S e o3
w o I@Correction-lata CASS System [ l i R 5| e~ |2k Page + {0k Tools -
L
User: AU_Rodb CASS operation: | AUSTRALIA ¥ Sign out | Home | Help
+ Input Services Search Options
+ Qutput Services &) Shaw Pending / Acknowledged Search for AWE :I(Cpticnalj
+ Correction Services o
+ Stock Management (rShow Airline Handled
+ User Maint
ser amnmtenance OShO\'I}' A”
Only show online-corrections
Select an Agent A
Select an Airline v
Agent Airline | AWENumber | Estimated Amount|Crg | Dest|Entry Status X |Number
gggguw- 081 |72461163  |s00.00- svD |Fra |2009-12-14| Pending miE Show
gggguw— 081 |72461233  |273.89- svD |Fra |2008-12-08| Pending Olot Show
Jeagms- 081 |72461270 |1.95- SYD |FRA [2008-12-08 | Pending Olot Show
ggggom— Dt |724s1196 |632.25- 2vD|IFK |2008-12-14 | Pending Olot Show
géggow- 081 |72461223 |1s.95- svD |Fra |2008-12-08| Pending Olot Show
322013' 081 |72461152 |20.00- 5vD |MNL | 2008-12-14| Pending oz Show
ggggum- 081 |72460566 |12.75- svD |Fra |2008-12-07 | Pending Olot Show
gggguw- 081 |72461130 |2.75- svD |Fra |2009-12-14| Pending Olot Show
Sﬁigm' 081 72461281 |23.60- 5vD|wLG|2008-12-08 | Fending Olot Show
el 081 |71915200 |1308.00- MEL |CGK|2008-10-14 | Acknowledge | [] |01 Show
1
Accept ] [ Airline Handled ][ Select &ll ][ Deselect All —
b’
‘:JLocaI inkranet H100% -

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.
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The Correction Status may be:

. Accepted: Airline has accepted the correction request

" Rejected: Airline has rejected the correction request

. 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.
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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.

= | popup - Microsoft Internet Explorer

Close window
Error message:

& reason for the rejection must be entered.
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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 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 CASSLink before 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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3.5 Correction Report

{= Excel - Corrections - Export - lata CASS System - Windows Internet Explorer |._||E|r>__<|
@\-/ - |@, https:/fcasslink.iata. org/pagestoolboxExcelCarrections. aspx V| Qﬂ ([ % | | Q-
File Edit ‘ew Favorites Tools Help
—_— - . »
e 4 [@ Excel - Corrections - Export - Iata CASS System l l ﬁ - B ey v b Page + (CF Tools +
|“
User: AU_ZZZ7 CASS operation: | AUSTRALIA v Sign out | Home | Help

+ Output Services

+ Correction services  TOOIbox - Excel - Corrections - Export

+ Stock Management
+ User Maintenance
+ Agent Toolbox

Enter the date range to export correction(s). Data format: (Yyy-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
OPending
Qan

W

Jpane % Lacal intranet F100% v

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

e Accepted

¢ Rejected

e Airline Handled

e Pending

o ?II (th?t provides a single workbook with separate sheets for each of the above
ypes

The Agent may view the status of all corrections entered into CASSLink, per a selected
“From” and “To” date range. Records will not be displayed beyond the CASS Storage Period.

30
Version 3.13 — December 2016 Prepared by: IATA



Correction Status and report “Types” refer to:

e 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

e 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

o Auto Approved — identifies Online Corrections that have been approved and
processed in a Correction Period by CASSLink 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. User Maintenance
41 Change Password

If the User has a direct CASSLink password, at initial (first) login with a new Username, the
User will be forced to change password. Users may also change their password at any time.

Procedure:

» (o to User Maintenance Menu;

» Select Change Password,;

» Enter the “Old” password, then enter a new password twice. The new password must
contain a minimum eight (8) alpha/numeric characters, with the password to contain
at least 2 numeric characters.

» Click the “Update Password” button

2 Change Password - lata CASS System - Microsoft Internet Explorer, |Z||E|

 Fle Edit Yew Favorites Tools Help ’l’

eBack @ \_) \ﬂ @ h /I._\J Search \g‘n:(Favorites @Media {‘3 <]~ :,,,— _J ':‘i

: fddress |ﬁj https:ficasslink-test.ista, orgipages/ChangePassword. aspx v| o

Clinks & 1ATA-Japan &) 1A Webmal @] SIN Intranet ] 14TA Intranct @] [ATA-Mail &) Mapion @] T1WebNews & AA-3 E|WSHE & IMESR &) DEFE

User: AU_ABC1234 CASS operation: | AUSTRALIA v Sign out Home| Help

+ Dutput Services

+ Correction Services

- User Maintenance
Change Password

Change Password

wWhen changing your password, your new passwaord must conform to Security requirermnents,
Those requirements are as follows:

# It must contain eight slphanumeric characters,

* It must contain two numerals,

Suggestion: To make it easy to remember, your new password should consist of;
* Two three-lether words and two numerals,

Old Password [TITITIT

Mew Password LTI

Retype Mew Password  |(esesssss

Update Password

:Ej é H Local inkranet

If the User has failed to enter the Password in the correct format, or entered the Password
incorrectly, one of the following error messages may be displayed:

¢ The new Password and the Retyped New password are not identically.
¢ The new password does not conform to Security requirements. (the new password
does not contain at least eight (8) characters or at least 2 numeric characters)

When the new password has been correctly entered, the message —
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Password was successfully updated
will be displayed.

2 Change Password - lata CASS System - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools Help -"
K - A ) h . ; i ‘3 oy T T 2
Bacl ) %] 8] €0 O seach Jpraies @Preda &) (- iz 5 @ 3%
Address | ] https: {frasslink-test isks, org/pages/ChangePassword, sspix v o

Links

User: AlU_Rod CASS operation: | AUSTRALTA v Sign out | Home | Help

+ Input Services Change Password
+ Processing

+ Dutput Services
+ Correction Services

+ Master Files When changing your password, your new password must conform to Security requirements.

R Those requirements are as follows:
+ User Maintenance e It must contain eight alphanumeric characters.
+ Toolbox # It rust contain two numerals.

Suggestion: To make it easy to remember, your new password should consist of:
* Two three-letter words and two nurmerals,

Old Password

Mew Password

Retype Mew Password

Update Passwaord

Password was successfully updated.

@ é . Internet

It is the responsibility of each CASSLink User to ensure that Usernames and
Passwords are secure to ensure the confidentiality of their billing data.

Passwords must be changed at initial log-in (after Username has been created) and each six
(6) months.

Password history also now means that the same password cannot be re-used for five (5)
generations.
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4.2 Forgot Password

Is Login page lata CASS System - Windows Internet Explorer

= EEX

@.\-_ i |§, https:ficasslink.iata.orgipagesflogin. aspxrReturnUrl="4%2f V| % | || X | | R~

File Edit ‘Miew Faworites Tools  Help

— - - >
ok I@Login page Lata CASS System ] } & B - |k Page - i Tools -

Sign in | Home | Help

Welcome to CASSLink

- Cargo Account Settlement System

Enter your User name and Password.

User name [E-ECEEEEEEEE |

Password |llllltttt| |

Forgot Password?

OTo create an account or to reset your password, please coms
Customer Service Centre or your local Cargo Manager.

When you register at the CASS system, your personal information is kept
private and secure. Fleasze =ee our privacy and security policy for more
informaticn.

javascript:refwinLocal{'http: f fvma iata, orgfprivacy'; H Local intranst £ 100% -

When a User has forgotten their password, the “Forgot Password” may be used to request a
new user Password.

When the Forgot Password is selected, the User is asked to enter their Username and email
address. Both need to match the User profile stored in CASSLink.

When the details have been entered correctly, the new password is sent to the User email
address. It is not displayed on the screen.

Please note that the Forgot Password may only be used BEFORE the UserID is locked.
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{= Password Assistance - lata CASS System - Windows Internet Explorer

Password Assistance

Fleaze enter vour username and email address.

User Mame ZZ_9959953999

Email Address redd@gmail.com

[ Send New Password | [ clese ] [ Reset

Your password has been successfuly reset & sent to your email.

& | ocal inkranet * 100% v

/= Password fssistance - lata CASS System - Windows Internet Explorer :||:,fg|

Password Assistance

Fleaze enter your username and email address.

Uzer Mame |ZZ_999999999
Email Address |rc:c||::@gmai|.ccm
[ Send New Password ] [ Close ] [ Reset ]
Username or email are incorrect. Please contact your Customer Service Centre at
www.iata.org/customer-portal/Pages/ ContactUs.aspx
%J |ocal intranet & 100% -

When the details entered are incorrect, or do not match the database, the User must contact
their Customer Service Centre to verify the information and receive a new Password.

Possible problems preventing the use of this facility:
¢ Email address is incorrect in the database
Browser has Pop-ups blocked. This prevents the entry screen from being displayed.

Unblock Pop-ups and try again.
e Username is shared and new password is not sent to all Users of that Username
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5. Stock Management

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

Please talk to your local Customer Service Centre or send a request via the customer portal —
www.iata.org/cs for more details and a copy of the Stock Management Manual for Agents.
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5.1 Stock Management Fact Sheet

CASSLink STOCK 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 of your
AWBSs have been billed?

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

Introduction

The CASSLink Stock Management system is a value-added service fully integrated within
CASSLink that allows Airlines to automate the allocation of AWB serial numbers 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.

CASSLIink AWB Stock Management System

\
m W~ AWB Number
7 Requests AWB Ranges — ‘
i - e
Reports
. Allocations &
:ipg I Y reports

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 AWBSs 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 AWBSs eg. Audit ...etc

VVVVVYYY

Y V
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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

» 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 CASSLink
» 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:
www.iata.org/ps/financial services/casslink.htm

CASSLInk

“Simplifying the business of Air Cargo”
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6. Agent Toolbox

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

6.1 Airline List

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

6.2 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 input is in USD, but reporting
is in local currency.

Toolbox - Excel - Rate of Exchange - Export

Enter the date range to export exchangerate(s). Data format: (YYYY-MM-DD).

2012-01-01 2012-12-31
From: To: Expait

B8((=1E3

@_] File Edit Wjew Insert Formak Tools

/= Excel - Rate of Excha... E][E|E|

— ! Data Window Help  Adobe PDF -0 X
s * |8 htt W E o L
Q €] https 4 RN A= =T - [
5.¢ Favorites & Excel - Rate of Exchange . B2 il & LD
! 2, E C ] —
i L
-
1 ] ]
1 pde nde Date Rate
% Input Services 2 |77 770 2011-11-21 1.7723
+ Frncesgi“g Toolh 3 [ZF ZZ0 2011-11-20 17723
% Output Services s |77 ZZD 2011-11-19] ___1.7723
+ Correction Services 5 |22 £ZD 2011-11-18 17775
¥ Master Files 5 |ZF ZED 2011-11-17 17772
#Stock Management il lzp [aorittis 17645
¥ User Maintenance nLer e -11- :
¥ Toolbox a |ZF ZZ0 2011-11-14 1.7547
7 AirlineTeelbas 1 [ZF ZZ0 2011-11-13 1.7547
Y t Toolb 1 |ZF ZZ0 2011-11-12 1.7547
gent Toothex 1z |55 70 2011-11-11 1.7H1
arrection Repg 13 | ZZ ZZD 2011-11-10 1.7516
Airline 14 |5 ZE0 Z2011-11-049 174583 s
w 4 4 » w]exchange rates |< 2|
< > Counk=14 MUM

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
AWSB records.
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7. Glossary of Terms

Agent

AWB

Billing Period

CASS

CASS Associate

CASSLink

CCA

Charges Collect

Correction document

Correction Period

DCM
Remittance

Reporting Timetable

Settlement

Version 3.13 — December 2016

IATA Accredited Cargo Agent (Freight Forwarder)

Air Wayhbill - 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: 1% to 15" and 16" to last day of month (28", 29",
3oth 3lst)

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 Wayhbill 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

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
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Storage Period 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.

Upload The processed used by Airlines to enter electronic billing files
into CASSLink each Billing Period

Username Log-in identification to access CASSLink
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7. Frequently Asked Questions

Question

Answer

What is the CASSLink website
address?

https://casslink.iata.org. Don’t forget the https, as this is a
Link to a secure website.

| don’t have access to CASSLink?

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.

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

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

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

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

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

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

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

Yes. One of the features of CASSLink is that it is 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.

What reports are available?

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).

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

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.

| want to receive one single report for
all my Agency locations, not areport
for each individual location. Can | get
this?

Yes. The Local Customer Service Center can arrange for
your reports to be “consolidated” into a single report.

| 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?

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

Version 3.13 — December 2016
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| have done a search in AWB History
does not display anything. Why?

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.

How do | find out if a credit for an AWB
has been processed by the Airline?

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.

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?

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.

What do the 2-letter codes on the
CASSLink Invoice/Adjustment report
mean?

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)

VD - Voided AWB

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

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

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?

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.

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

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

The reason why different terms are used is based on Legal
definition or market requirement.

Version 3.13 — December 2016
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Appendix A — 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 CASSLink PDF Invoice documents. Signature verification
requires Adobe Reader version 8.0 or later.

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

2. Choose the English language (top right hand corner)

/3 D-TRUST GmbH, Berlin - - Microsoft Internet Explorer -0l x|
J File Edit Yiew Favorites Tools Help | a'
[Q - © - 13 2 (3] P srromn @ 2 51~ JE B &
JAc_IdreSsI@https:waw.d-trust.net,l’internet;’cnntent,l’index.html j Ed Go

_

[DETRUST
WE DEFINE SECURITY

UNTERNEHMEN | PRODUKTE | LOSUNGEN | SUPPORT | SERVICES | KONTAKT ENGLISH )

WILLKOMMEN BEI D-TRUST ZERTIFIKATS- UND
PKIDIENSTE

Eines der sichersten Trustcenter in Dewtschland

+ Beantragen:
- Standard-Signaturkarte
- Mehrfach-Signaturkarte
- Softtoken
- Gateway-Zertifikate

Die elektranische Kommunikation nimmtweltweit stetig zu. Wit ihrer Yerbreitung wachsen
auch die Anforderungen an den Schutz der ldentititen der Mutzer sowie an die Sicherheit

der Prozesse und Werfahren. D-TRUST hat sich aufdie Entwicklung und den Vertrieb van - Zeitstempel
Hochsichertheitsprodukten spezialisiert. Das Unternehmen ist eine 100-prozentige Tochter + Verlingern

der Bundesdruckerei GmhbH - gemeinsam sorgen die beiden Unternehmen mit ihren + Sperren

Produkten und Dienstleistungen filr Sicherheit und Yertrauen. * Verzeichnisdienste

*Wurzelzertifikate

D-TRLUST - we define security.

LATEST NEWS

Pressemitteilung 30.09.2008
D-TRUST ligfert Sicherhetzanker
firr (ber & Milionen Yersicherte

wir unterstitzen u.a. folgende Amwendungen: e-Vergabe Bund, e-Vergabe Yentasoft, EGYE,
Elster
Informationen zur Signaturkarte fir verkammerte Berufe

der IKK-Einkaufsgemeinschaft

Antragsverfahren fiir CV-CA-
2007 Trusted Site Zertifikate

Voluntary Validation

] -l
@ RN T
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3. Click on “ROOT Certifikates” (right hand side of page)

D-TRUST-Roots - Microsoft Internet Explorer 10l x|
J Ele Edit Wew Favorites Tools Help | W’
J@Back - Q - B @ Ch|p5&arch *Favnrites @| Bv i—; @ A |_J ﬂ “3 H @
JAddress IE https: /v, d-trust, netfinternet/content/e_d-trust-roots, html j G0

ISEARCH TERM
TRUST
WE DEFINE SEGURITY FIND

COMPANY | PRODUCTS | SOLUTIONS | SUPPORT | | conTaCT DEUTSCH

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 - Muhtisign Signature Card
DO-TRUST for installation in your applications (hrowser, mail clients, + Renew
.. Click the description of the root certificates in the tables below, * Bk

AS & user of an [HK start kit, you need the root certificate with the * Directory Services
+ROOT Certifikates

name "D-TRUST GQualifizierte ChamberSign.DE" or"ChamberSign
Gualified CA1 2006 PH" hzw. "ChamhberSion Gualified CA 2
PEl information 2008:PH".

ROOTs and CRLs

These certificates must be imported in order to enable checking of

Repositery services

electranic signatures which were generated using a D-TRUST
(T SR cettificate. An import is also necessary ifthe Outlook (88 and
Free verification software neweer), Oullook Express and Metscape Messenger mail clients are
Software Registration to be used.

Support installation of root cerificates in ..

- Metscape Composer ! Messendger
- Internet Explorer, Outlook Express, Outiook 98/2000

¥ou can check the fingerprints by telephone. You can reach us
Monday to Friday from 8 am to 5 prm at: +49 (0) 30 259391-0

Cerificate level LI

@ I_I_I_I_E 4 Internet Vv

4. Click on German language (DEUTSCH)

etlin - D-TRUST-Roots - Microsoft Internet Explorer

J File Edit Wiew Favorites Tools Help

J@Back - o \ B @ \/_h|p55arch *Favorltes @| E»Bv % |£—| - |_J ﬂ “3
J Address I@ https: v, d-trust .netfinternetjcontent fe_d-trust-roats, html
ISEARCH TERM
TRUST
WE DEFINE SECURITY FIMND -
O\

COMPANY | PRODUCTS | SOLUTIONS | SUPPORT | | coNTACT HOME DEUTSCH

.
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- - Multisign Signature Card
TRUST for installation in your applications (browser, mail clients, ..) «Renew
Click the description of the root cedificates in the tables below. As a * Revoke
user of an IHK start kit, vou need the root cedificate with the name "D- +Directory Services

TRUST Qualifizierte ChamberSign DE" or"ChamberSign Qualified CA * ROOT Certifikates

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

PKl information

ROOT= and CRLs These cetificates must be imparted in order to enable checking of
electronic signatures which were generated using a D-TRUST

Repository services . . .

= = cerificate. An import is also necessary ifthe Outlook (38 and newer),
Certificate services Outlook Express and Metscape Messenger mail clients are to be
Free verification software used.

Software Registration
Support installation of root cedificates in

- Metscape Composer/Wessenger
- Internet Explorer, Qutlook Express, Outlook 98,2000

You can check the fingerprints by telephone. You can reach us Monday
to Friday from 8 am to 5 pm at: +48 {0) 30 255381-0 LI

& [T T[S e nkeret 7
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(You need to go back to Deutsch as the correct certificates are not visible in English)
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J File Edit ‘“ew Favortes Tools Help

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

TRUST GmbH, Berlin - D-TRUST-Roots - Microsoft Internet Explorer

g =[5

J @Back - -\-.) e |ﬂ @ ;;j | /:__j Search ‘51‘( Favorites ﬁ}| [

ow-0Jd 3

|.:

1@

J Address I@ https:f v, d-trust, netfinternet/content fd-krust-rooks, hkml

H8e

Um alle in 2008 neu erstellten Zedifikate herunterzuladen, klicken Sie

hitte hier: D-TRUST Zedifikate 2008

Wurzelzedifikate, die nicht mehrim aktiven Einsatz sind, finden Sie auf

einer gesonderten Seite.

Akkreditierte Zertifikate

|D-TRUST akr 2007 cat 1:PN (Grilie: 1214 Bytes)

|D-TRUST akr 2007 crl1 1:PN (Grilie: 1212 Bytes)

Dieze Zerifikate wurden von der Bundesnetzagentur ausgestelit.
Wir stellen lhnen das verwendete Yurzelzertifikat 12R-CA 1 hier als
Service zurVerfigung. Eine Prifung der Gilltigkeit der Zerifikate
sollten Sie direkt auf der Seite der BMetzA durchfithren

Bitte beachten Sie, dafi diese Zertifikate aufgrund der van der
BhetzA verwendeten Hash-Algorithmen mit Microsof-Produkten
nicht korrekt verifiziert werden kiinnen.

Qualifizierte Zenw

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

MDa |?6:BA:A3:EB:CF:1EI:QE:EE: 61:1AES3TAFEEC1TD

SHA- |3C92F4B40BEDTDBCTOAE:
1 ATE4TR0ITT 09143187 AL

|D-TRUST ualified CA 1 2008:PN (Grilie: 1287 Bytes)

. =l
[T Benene
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6. 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

/3 D-TRUST GmbH, Berlin - D-TRUST-Roots - Microsoft Internet Explorer =101 x|
J File Edit Vjew Favorites Tools  Help ‘ .:fl
= L] e n - —
- &Y - ) s - . - N L - o
J e Back \J \ﬂ @ _Ij | e Search ‘}\(‘ Favorites {3 == |£] ﬁ I‘i
J-"'-E_Idress I@_hl htkps: ffww, d-krust . netfinternet/contentfd-trust-raots, himl j G
|ELITUEI'HEIIE der HNetzh durchiuhren. ;I

Bitte beachten Sie, dalk diese Zenifikate aufgrund dervon
der BhetzA verwendeten Hash-Algorithmen mit Microsofi-
Produkten nicht korrekt verifiziert werden kénnen.

Qualifizierte Zertifikate

/ \
[ -TRUST Qualified Root CA 1 ZGOB:PNMEI 12466 Bytes) J
TEBAASERCF1B.928E: 61 ABET3T.AFEE.C1.TD

SHA- [3C:92F4.B4.0B:ED10:BCTDAE:
1 AT.B4. 73037709 1431.5T A

!D-TRUST Qualified CA 1 2008:PN (Grilie: 1287 Bytes)

D-TRUST Cualified CRL -Signer CA 1 2008:PN (Grilie: 1295
Bytes)

!D-TRUST Cualified Root CA 2 2008:PN (Grilie: 1256 Bytes)
|MD5 |E2:EE:54:BE:T1:DE:CQ:D4: EQ:28:50:.CDoFT.DE99:BD

4 vy Py —————— | _>|;I

|€| l_l_l_l_Elﬂ Internet y
x

Do you want to open or save this file?

Mame: D-TRIJST_CQualified_Root_Ca_1_ 2008, cer
Twpe: Security Cerkificake

O

From: iy, d-trust, net

Open |®
\_/

@ While files from the Internet can be useful, thiz file bppe can

potentially harm your computer. [F you do not tust the zource, do not
open or zave thiz zoftware, What's the risk?

48
Version 3.13 — December 2016 Prepared by: IATA



7.

save to your local disk drive on your PC

/3 D-TRUST GmbH, Berlin - D-TRUST-Roots - Microsoft Internet Explorer

Click on the “D-TRUST Qualified CA 1 2008:PN” link to download the certificate and

=10l x|
J File Edit “ew Favarites Toaols Help ‘ -:,’
._\. - — _pn!_ ¥ " = I_\II - F ‘{‘
J eBack - -,\_.‘J - \ﬂ @ _l\l /.jSEarch ‘-}\5-‘ Favorites QE‘ = I)_i.l - ii ‘i J@
J-"'-C_ldeSS I@ hittps . fww, d-trust, net finternet /contentd-trust-roots, html j 20
[auT der Seite der BHetZs durchiufiren. ;|

Bitte beachten Sie, dalik diese Zedifikate aufgrund dervan
der BretzA verwendeten Hash-Algorithmen mit Microsof-
Pradukten nicht korrekt verifiziert werden kénnen.

Clualifizierte Zertifikate

!D-TRUST Qualified Root CA 1 2008:PN (Grofie: 1256 Bytes)
|MD5 |T5:EA:A3:EEI:CF:1EI:92:8E: B1:1AES3TAFEECTTD

SHA- [3C:92F4.B4.0B:ED1D:BCTDAE:
1 AT EAT3037T09: 183187 A8

——— Te—

 |D-TRUST Oualified CA 1 2008:PN (Grofe: T367 Bytes)

e ————

—

D-TRUST Cualified CRL-Signer CA 1 2008:PN (Grilie: 1295
Bytes)

!D-TRUST Cualified Root CA 2 2008:PN (Griiie: 1256 Bytes)
|MD5 |E2:85:54:8E:T1:DE:CQ:D4: EQ:28:50:CDoFT.DE 998D

_{I 1 I - I
€] l_l_l_l_Elﬂ Internet 4
=

Do you want to open or save this file?

ey Mame: D-TRUST Qualified _CA_1_ 2003, cer
Type: Security Cerkificate

From:  wa, d-trust, net

| Save

@ “hile files from the Internet can be uzeful, thiz file type can

potentially harm your computer. [F wou do not tust the source, do not
open or zave thiz zoftware. What's the rigk?
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8. Within the Adobe Viewer (open your signed PDF document), from the main menu
along the top of the window, select “Document — Managed Trusted Identities...”

i@ 001_2009r3[1].pdf - Adobe Reader =] 5]
File Edit Vigw Document | Topls  Window Help *
- - = = &
lﬁ @ W 'J‘I;' I 1 [f1es: @ @ |62-2°-"° T IF\nd -
’z;] At least one signature has problems, % Signature Panel
P

1C¢th June 2009

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

Deear Airline Participant,
Enclosed please find your CASS invoices for the billing month May 2000.

Agents' payments will be credited on 30 JUN 2009.

CASS GERMANY
With best regards,

D-B0320 Frankfurt am Main
Gemany

Flease note that all POF CASS Invoices are now avallable for download
together with a digital signature as required by the fiscal authorities.

Intematonal Alr TRNSpon Associaton

Fax © 43 (068 24253623
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9. Click on the “Add Contacts...” button

Manage Trusted Identities |

Display:

Mame | (\ add Contacts. ., I/

~—— ————
Requesk Contack... |

Details, .. |

Expark, .. |

Delete |

Mew Group., .. |

Help Close I

10. Click on the “Browse...” button
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Choose Contacts to Import ﬂ

This dialog will allow wou to select contacks to import into wour trusted identities, You can also set the Erust For
any certificates associated with the contacts being imported.

—iConkacks

Marne | Email | REmave |

Search ... |

Certificates

This list displavs the certificates associated with the currently selecked contack.

Subjeck | Issuer | Expires | Details ...

Trusk ...

i

Help | Impork Zancel

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

drive
Look n: | £ CAsSLink El Q2 -

)¥Current Manuals!
[ )DCO-DCR converker

) Global HoT

) Inkernet files

")Master Files

") Mewsletters

y0ld Manuals

| Skack Mgt

) Test Files

) Training

E=D-TRUST cualified_CA_1_2008.cer

=D-TRUST Qualified Rook CA_1 Z008.cer

File narne: I j Open

Files of type: IFiIes Contairing Certificates [".fdf,”.p?c,".p?‘b,".:j Cancel

i

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.
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Choose Contacts to Impork

This dialog will allow you ko select contacks ko import into vour trusted identities. You can also set the krusk For

any certificates associaked with the contacts being imported.

B

—Conkacks

Mame | Ernail

D-TRLIST Cualified Foot CA 1 2003:PN
E=lp-TRUST Qualified Ca 1 2008:PN

I Remove |

==

search ..,

—Certificates

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

Subiject | Issuer | Expires

Details ..

i

Trusk ...

Help | Impork

Cancel
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12.  Select the entry in the Contacts pane and then click on the “Import” button

Choose Contacts to Import El

This dialag will allov you bo select contacts ko impart inko wour trusked identities, You can also set the krusk For
arvy certificates associated with the contacts being imported.

—iConkacks
Mame | Ernail | Remove
[=lp-TRUST Qualified Rook C& 1 2008:PN
[E=lp-TRUST Qualified CA 1 2008:FN Browse ...

i

Search ...

— Certificates

This lisk displays the certificates associated with the currently selected contack,

Issuer Details .. |
D-TRUST Cualified Fook .., D-TRUST Qualified Rook,,.  24-1u
Trusk ... |

Help | ( Impoart ) Zancel

Import Complete

Import details:

1 issuer cettificatels) imported,

13. Repeat for the second of the certificate files saved to your local disk drive

54
Version 3.13 — December 2016 Prepared by: IATA



14.  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

Display( ICertiFicates )}

D

D-TRUST Qualifi,,. D-TRUST Qualified.
F=o-TRUST Qualfi... D-TRUST Qualified. ..
= adobe Root Ca Adobe Root CA

Help

0 4 16

2013.07.24 13:30...

2023.01.09 00:07...

Add Contacts. ..

X

Request Contack, .,

Edit Trust...

Expart. ..

Delete

[Eew GEOWR,..

Show Certificate. ..

Close

15.  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

d,, printing, fil
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16.  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

Signature is WALID, signed by D-TRUST SDS 137:PH.
- The Document has not been modified since this signature was applied.
- The signer's identity is valid,

Signature Properties. .. Close

17.  Once validated, a green tick should appear against the signature and the text
“Signature is valid:” should appear below the signature

g DE-001_200905.pdF - Adobe Reader |4

Fle Edit Wiew Document Tools ‘Windaw Help *®
= %-:]v | @ & | 1l & @ Joe - S IF\nd .

;@ Signed and all signatures are valid. % Signature Panel
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