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Get ready to 
actively 
participate!

Agenda

• SIS Contact Management

➢ What is a contact

➢ Importance of Having Contacts Correctly Setup in SIS

➢ Contact Management & Alerts Assignment

➢ Important Email Alerts & What They Mean

➢ Informational Contacts

➢ Processing Contacts

➢ Clearing House Contacts

• SIS User Management

➢ Contacts vs. Users

➢ Create Users

➢ Manage Users

➢ User Permissions

➢ Working with Permission Templates

➢ Location Association for Users & Contacts

• Reports

➢ Member Detail Report

➢ Contact Detail Report

➢ Complete Contacts Data CSV File

➢ SIS Users Report
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IATA Legal Reminders

! Participants are reminded that live streaming of this webinar by 
participants to parties not in attendance is not permitted, except 
as indicated by and with the express permission and knowledge of 
IATA. 

! Unauthorized recording of the meeting is also prohibited.

! IATA will record the webinar and share the link afterwards to the 
members of this group.



SIS Contact Management
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What is a 
SIS Contact?

SIS Contacts are email IDs configured in the system

to receive important notifications related to SIS

and ICH processes, such as the failure of a file

submitted or the ICH Advice Day, or they can be

configured for informational purposes, such as

your PAX Interline Manager or your CGO Head of

Department, so your business partners can get in

touch easily.



Contacts vs Users
• A User can be a contact as well, but a contact does not need to be a user;

• Users can login to the platform while contacts can only interact with the system by receiving email 

notifications;

• If a User is also a Contact with the same email address, then the two are automatically linked:

➢ Once linked, all changes made to the user will be reflected on the contact

➢ If the user is deactivated, the contact is also deactivated 

➢ Contacts previously linked to a user can be reactivated as standalone contacts

• For security purposes, users should have individual access instead of a shared email – tracking who did what 

for audit purposes;

• As a good practice, do not create users with generic email addresses and/or domains (Gmail, Yahoo...etc.); 

make sure the designated contact is reachable!
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How to make the best use of the SIS Contacts
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Chapter 10 of the ISPG

• Two categories of contacts available:
• Processing Contacts
➢ Receive alerts for system processing activities;

➢ Can be configured by Billing Category, by Location ID, allowing for segregation of duties;

➢ These contacts are private, not visible to other SIS participants; 

• Informational Contacts
➢ General contact details for the various departments and activities within your Organization; 

➢ IATA uses these contacts for sharing Industry Bulletins (RA, IBS OPS, SIS, ICH) and Call of 
Meetings/Conference Calls/Webinars;

➢ These contacts are public, available to all other SIS participants. 



Importance of Correctly Setup ICH Contacts 

• By maintaining up to date Contacts you can ensure that:

➢ Important Clearing House related information and notifications is received on time;

➢ The right contact(s) will receive settlement related notifications and avoid possible 
late payments;

➢ Protests are always addressed to the right contacts preventing additional financial 
adjustments;

➢ Important information related to your SIS account and is delivered to the 
appropriate person, on time!
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Contact Management & Alerts Assignment
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Contact Management & Alerts Assignment
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Contact Management & Alerts Assignment
Add New Contact
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Contact Management & Alerts Assignment
Copy Contact Assignment
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Contact Management & Alerts Assignment
Replace Contact Assignment
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Contact Management & Alerts Assignment
View Contact Assignment



Informational Contacts
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• General Contact

• Billing Category Manager 

• Interline Billing Contact

• Head of Department 

• RA Manager 
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Informational Contacts
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Processing Contacts
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• File Receipt Contact 

• Output Available Contact

• Validation Error contact 

• Open Invoices contact

• Correspondence contact 

• Correspondence Expiry 
Contact 

• Correspondence Report 
Contact 
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• File Receipt Contact

Processing Contacts
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• Output Available Contact

Processing Contacts
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• Validation Error Contact

Processing Contacts
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• Open Invoices

Processing Contacts
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• PAX Correspondence contact 

• PAX Correspondence Expiry Contact 

Processing Contacts



Miscellaneous - additional contacts
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Processing Contacts

• MISC Daily IS-WEB Bilateral 
Delivery Contact 

• MISC Receivables Payment Status 
Updates Contact 

• MISC Payables Payment Status 
Updates Contact 

• MISC Dispute Contact 

• MISC Tax Related Contact 

• MISC Invoices by Email



26 November 2020SIS Contact and User Management26

• MISC Daily IS-WEB Bilateral Delivery Contact/ MISC Invoices by Email

Miscellaneous - additional contacts



26 November 2020SIS Contact and User Management27

• MISC Receivables Payment Status Updates Contact 

Miscellaneous - additional contacts
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• MISC Dispute Contact 

Miscellaneous - additional contacts
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• MISC Tax Related Contact 

Miscellaneous - additional contacts
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• Advice Contact

• Claim Confirmation Contact

• Clearance Initialization 
Contact

• Financial Contact

• Circular Contact

• Primary Contact

Clearing House contacts
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Clearing House contacts

• ICH Advice Contact
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Clearing House contacts

• ICH Primary Contact



Get Notified for Member Profile Changes
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Get Notified for Member Profile Changes 
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Get Notified for Member Profile Changes 
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User Management 
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Super User vs. Normal User

• Super Users are created during the original profile creation or changed by the SIS team based on 

the SIS Super User Form; 

• If the login access for the Member Super User has been disabled for any reason, the Member 

Super User can contact the SIS Operations Support team via the customer portal;

• This Super User will have the right to create other User accounts and assign permissions. There is 

no limitation on the number of users that can be created for an eligible SIS account. The full 

management of regular users is solely at the responsibility of the super user (or any other user 

with the appropriately assigned permissions);

• The User  has the ability to interact with SIS only in regard to the limitations set by their assigned 

permissions.
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mailto:adoptsis@iata.org


Super User
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• Only one Super User allowed per account

• Other users can have the same permission set

• The Super User is the main point of contact used by the IATA 

SIS Ops Team 

Change Super User

• The form can be found on the SIS website (www.iata.org/sis)

• Complete the SIS Super User Form 

• Make sure all mandatory* fields are filled in correctly

• Return it to the SIS team via IATA Customer Portal 

(www.iata.org/cs)

https://www.iata.org/contentassets/3c9d2e2266c74c77be3301f32aa0997e/annex-1-super-user-details.pdf
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Create Users
• Additional Users can be created by the Super User, or other 

users with the necessary permissions;

• Mandatory information: First Name, Last Name, Email 

Address;

• Once a User is created, Name, email and Address cannot be 

changed - please contact us for updates

• Surname change (Example: Martial Status)

• Email change

• Upon creation users can be assigned to a specific location ID 

for e-invoicing management at a local level



Create Users

• All users must have a Unique Email address
• The SIS Multi-Account Access feature, where one email can be associated with various accounts 

is available as an optional service;

• Once created, a user can not be deleted – only achieved.
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https://www.iata.org/contentassets/3c9d2e2266c74c77be3301f32aa0997e/cmp_410_multi_client_access_v1.0.pdf


Create Users
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Manage Users
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Manage Users
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• Can Edit User Profile

• Activate/Deactivate User

• Reset Password

• View Status

➢ Active, Inactive Due to Password Expiry, Deactivated Due to Password Expiry, Deactivated by SIS Ops 



Manage User
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Activate/Deactivate users Reset User Password
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User Status
• For security reasons, SIS password must be changed every 90 days; users that do not log in for 90

days, will be marked as “Inactive due to Password Expiry”;

➢ Inactive users can login normally, and will be prompted to reset their password;

• Users that remain inactive for 18 consecutive months will be “Deactivated due to password expiry”;

➢ Deactivated users must be reactivated by their super user; if the Super User is deactivated,

contact the SIS team for assistance;

• Users that remain deactivated for 2 consecutive years will be deleted permanently from the SIS

database;

➢ Users that have been deleted will have to be created again, if needed.



Users Permissions
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User Permissions

• New and existing users permissions can be 

edited by any user with the correct permission

• The Super User has the ability to create 

Permission Templates to facilitate permission 

delegation

• Users only have access to SIS modules they 

have been given permission to



Permissions
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• A User given all Permissions can access all parts 

of SIS

• When “Root” is checked the User as ALL possible 

Permissions in SIS

• When a box is checked, the User has ALL possible 

Permissions within that category (Passenger)

• When a box is filled in, partial permission is given in 

that category



Permissions
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• Can assign unique permissions to unique 
individuals

• Can help segregation of duties



Permissions
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Permissions
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Add permission : 
The permissions included in this 
template will be added to already 
existing permissions for this User

Replace Permission:

The permissions already 
assigned to this user will be 
removed and ONLY what is in the 
template will be their new 
permissions



Permissions
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Permission Templates can be as 
specific or general as desired



Location Association
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Location Association

• Any User with the correct permission can 

assign a user to a specific location ID (the 

locations can be seen in the locations tab 

under profile and user management)

• Once assigned, the User can only interact with 

invoices billed to/from this location

• Ability to Segregate duties in regard to location.



Manage Location Associations

26 November 2020SIS Contact and User Management55

OR



Location Associations
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Reports
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SIS Reports

• Member Detail Report

• Contact Detail Report

• “Complete contacts data CSV file” 
(end of each billing period)

• SIS Users Report
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SIS Contact Reports
• Member Details Report
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SIS Contact Reports
• Member Details Report – Generate Report
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SIS Contact Reports
• Contact Details Report
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SIS Contact Reports
• Contacts Details - Generate Report
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SIS Contact Reports
• Complete Contacts Data CSV file
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SIS Users Report

• Any User who has permission can extract 
the SIS Users Report

• Once Generated – an excel file will be 
emailed to the requester

• Report Contains User Information for All 
registered Users in the profile

• Information Includes: Users Account 
Status, Archived, User Type, Primary User, 
Primary Account, Secondary Account, 
Location Association, Linked Contact, Last 
Login Date

• Possibility to see permissions



SIS Users Report
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• Report can be generated either 
for one or all users associated 
with a SIS member profile

• Generated Via Email



SIS Users Report
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SIS Users Report
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Learn more 
about all SIS 
functionalities
1. www.iata.org/SIS

2. ‘SIS For Airlines’ or
‘SIS For Suppliers’

3. ‘Documents’ Tab

www.iata.org/cs to contact us!



Q&A

Post in the Questions Box


