
 

Рисунок 33. Заполнение формы "Р". Участки с коммерческими правами 
Раздел 11 «Комментарий» - поле для занесения дополнительной информации по 

заявке. При необходимости пользователь может приложить к заявке дополнительные 

документы, воспользовавшись кнопкой «Добавить документ», при этом необходимо 

выбрать вид документа из списка «Телеграмма-Другое» [1], после чего указать путь к 

загружаемому файлу (Рисунок 34). Приложенный файл появится в форме заявки в виде 

гиперссылки, нажатие на которую открывает документ. Документ становится доступен для 

открытия после сохранения заявки. Для удаления прикрепленного документа необходимо 

воспользоваться кнопкой «Корзина»  [2]. 

 

Рисунок 34. Заполнение формы "Р". Прикрепление файлов 
Для того, чтобы отправить заполненную заявку на согласование, нужно нажать 

кнопку «Отправить» [1] в правом верхнем углу формы и затем подтвердить отправку [2] 

(Рисунок 35). 



 

Рисунок 35. Отправка формы "Р" 
4.5.2 Корректировка формы «Р» 

Чтобы скорректировать уже созданную форму «Р», нужно, находясь в реестре, 

открыть подлежащую корректировке заявку и внести уточнения, при этом заявка не должна 

быть отправлена на согласование, то ест должна иметь статус «Черновик».  

В случае, если форма «Р» уже отправлена на согласование, для внесения 

корректировки необходимо создать копию заявки, подлежащей корректировке, нажав 

кнопку «Дублировать» [2] из контекстного меню, вызываемого при нажатии на троеточие 

[1] справа в строке заявки (Рисунок 36). Первичную заявку необходимо аннулировать, 

используя кнопку «Аннулировать» из контекстного меню [3]. 

 

 

Рисунок 36. Корректировка формы "Р"                        4 
 

 

Если форма «Р» была согласована и получила статус «Утверждена», то для корректировки 

заявки нужно выбрать из контекстного меню кнопку «Скорректировать» [4]. При этом 

скорректированная форма будет отправлена на согласование, а исходная останется с 
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текущим статусом до момента изменения статуса скорректированной формы. Если 

скорректированная версия формы «Р» будет утверждена, то исходная форма аннулируется, 

если скорректированная версия по каким-либо причинам отклонена, но исходная форма 

останется в статусе «Утверждено» и будет актуальна. 

4.5.3 Работа с реестром форм «Р» 

Созданные пользователем заявки отображаются в реестре заявок (Рисунок 37). Для 

пользователя Системы с ролью Заявитель каждая из закладок представляет собой список 

предварительно отсортированных по соответствующему статусу (Черновик, Отменено, На 

согласовании, Отклонено, Утверждено) заявок. После заголовка каждой закладки имеется 

числовой индикатор количества содержащихся в ней заявок.  

 

 

Рисунок 37. Реестр форм «Р» для заявителя 
4.5.4 Пакетная загрузка форм «Р» 

Система поддерживает пакетную загрузку форм «Р» с использованием веб-

сервисов. Чтобы воспользоваться этой возможностью необходимо ознакомиться с 

инструкцией по пакетной загрузке (OPC API Documentation v. 1.0.0). 

4.5.5 Запрос дополнительной информации 

При согласовании заявки согласующие имеют возможность запрашивать 

дополнительную информацию у Заявителя и оставлять комментарии для оперативной 

актуализации информации в заявках.  

В системе предусмотрены комментарии типа: «Запрос информации» - этот тип 

комментариев предназначен для запроса дополнительной информации или уточнения 



параметров заявки у заявителя. Запрос виден всем пользователям, на него необходим ответ 

Заявителя. При выборе этого типа комментария необходимо указать, какую именно 

информацию Заявитель должен дополнительно предоставить. После нажатия кнопки 

«Добавить комментарий» запрос отправляется автоматически. Для выхода из формы нужно 

нажать кнопку «Все формы». После выхода в реестр данная форма становится доступной в 

отборе «Запрос информации», и ей присваивается статус «Запрос информации».  

В случае, если согласующие запрашивают дополнительную информацию, заявка 

меняет статус на «Запрос информации» и отображается на закладке в реестре «Запрос 

информации» (). 

Для ответа на запрос необходимо открыть форму заявки, щелкнуть по панели 

комментариев в заявке [1], после чего перейти на нужный комментарий, текст запроса будет 

отображение в верхней части окна комментария и дать на него ответ в поле «Комментарий» 

[1], при необходимости прикрепить подтверждающие документы с помощью кнопки . 

Для сохранения ответа на запрос нажать кнопку «Отправить». 

 

Рисунок 38. Ответ на запрос информации 
4.5.6 Описание процесса архивирования рейсов 

Для переноса заявки в архив необходимо нажать на многоточие в строке заявки 

(Рисунок 39) и выбором из выпадающего меню пункта «Архивировать» [1]. Для 

использования функции архивирования реестр должен быть переключен в состояние «По 

заявкам» [3]. При переносе в архив заявка не исчезает из системы, для просмотра 

архивированных заявок необходимо перейти в реестр архивированных заявок, нажав на 

переключатель «Актуальные/Архив» справа внизу экрана [2]. 



 

Рисунок 39. Архивация заявки 
4.5.7 Отмена заявки заявителем 

Ранее поданная заявка может быть отменена (аннулирована) заявителем. Для 

аннулирования заявки необходимо выбрать в реестре заявку, нажать на троеточие справа 

в строке заявки и в выпадающем меню выбрать пункт меню «Аннулировать» или 

«Отменить» (Рисунок 40). 
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Рисунок 40. Отмена заявки заявителем 
В случае, если заявка по форме «Р» не согласована, она будет сразу отменена. В 

случае, если заявка по форме «Р» была ранее утверждена, появится сообщение 

«Полностью аннулировать?» (Рисунок 41). 

 

Рисунок 41. Сообщение об аннулировании заявки заявителем 
При необходимости отмены заявки целиком необходимо согласиться, нажав кнопку 

«Да» в появившемся сообщении. В случае, если заявка по форме «Р» отменяется 

неполностью, необходимо нажать кнопку «Нет», после чего в открывшемся календаре 

указать дату выполнения последнего полета (ДПП) (Рисунок 42). 

 

Рисунок 42. Определение ДПП 
4.5.8 Одновременная работа с заявкой нескольких пользователей 

 С одной заявкой не могут работать одновременно несколько пользователей, при 

входе в такую заявку появится сообщение «С заявкой работает пользователь …» (Рисунок 

43). Однако если пользователь оставил заявку открытой и бездействует на протяжении 10 

минут, сессия будет автоматически прервана, и заявка станет доступна для редактирования. 

Также для отмены блокировки формы пользователь, закончивший работу с формой, должен 

выйти из нее, нажав кнопку «Все формы» в левом верхнем углу заявки. 

 



 

Рисунок 43. Сообщение о блокировке формы при одновременной работе нескольких 
пользователей 

 

 

 



5 АВАРИЙНЫЕ СИТУАЦИИ 

В случае возникновения ошибок при работе ПАК УС, не описанных ниже в данном 

разделе, необходимо обращаться к персоналу, ответственному за эксплуатацию Системы. 

Класс ошибки Ошибка Описание ошибки Требуемые действия 

пользователя при 

возникновении 

ошибки 

Сбой в 

электропитании ПК 

пользователя 

Нет электропитания 

ПК пользователя или 

произошел сбой в 

электропитании. 

ПК выключился или 

перезагрузился. 

Перезагрузить ПК 

и/или веб-браузер. 

Проверить 

доступность ПАК 

УС. 

Повторить попытку 

подключения (входа) 

в ПАК УС. 

Сбой локальной сети Нет сетевого 

взаимодействия 

между ПК и сервером 

приложений ПАК УС 

Отсутствует 

возможность начала 

(продолжения) 

работы с ПАК УС. 

Нет сетевого 

подключения к 

серверу ПАК УС 

Перезагрузить ПК 

и/или веб-браузер. 

Проверить 

доступность ПАК 

УС. 

После 

восстановления 

работы локальной 

сети повторить 

попытку 

подключения (входа) 

в ПАК УС. 

Сбой при сохранении 

данных 

Выдается сообщение 

о невозможности 

произвести 

сохранение формы 

Отсутствует 

возможность 

сохранить введенные 

данные в форме 

Перезагрузить ПК 

и/или веб-браузер. 

Проверить 

доступность ПАК 

УС. 



Повторить попытку 

сохранения формы. 
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To select and verify an assigned role, click the Profile and Settings button [1], click on 

the Profile item in the drop-down menu and in the window that appears (Figure 6), select the 

Role bookmark [2]. 

Use the toggles [3] to switch between roles. The active role is marked with a yellow 

toggle. 

 

Figure 6. Assigning a role 

4.2 Working with the application/flight registry 

4.2.1 Application/flight status description in the registry 

There are the following statuses in the application/flight registry for the R Form and the 

N Form: 

− Draft: the application form is created but not submitted; 

− Canceled: the application is canceled (withdrawn) by the applicant; 

− Sent: the applicant sent the application form for approval; 

− Pending: the form is pending approval; 

− Request for Information: the approver has requested additional information on 

the request; 

− Response: the form contains a response to the request for information; 

− Rejected: the application is rejected; 

− Approved: the application is approved. 

4.2.2 General information for working with the application/flight registry 

After logging in, the main screen is the application/flight registry (Figure 7). At the 

bottom left of the screen there is a toggle for switching between registry display modes: 

By Application/By Flight. 



 

Figure 7. Application registry 

By default, you see the application registry broken down By Flight. To change the 

registry break-down to applications, switch the By Application/By Flight toggle to the By 

Application position. 

 

Figure 8. Flight registry 

At the top right of the registry there is a Gear icon (Figure 8) that opens the registry 

display settings menu. There are two tabs available in the settings menu: Display and Sort. 

On the Display tab (Figure 9) you can disable a certain column using toggles next to each 

registry item. The registry column order can be changed by dragging and dropping registry 

items. Figure 9 shows that the items Permission Number and Registration Number of the Main 

Aircraft are disabled for illustrative purposes. 



 

Figure 9. Configuring registry column display 

On the Sort tab (Figure 10), the  buttons allow to sort applications in the 

registry in ascending or descending order with respect to the registry fields enabled for sorting. 

In the N Form registry, the default sorting is by flight date and time from the earliest to the latest 

(flights having the earliest date and time are displayed at the top of the registry). 

Changes to registry display are made in real time and are visible immediately upon 

disabling or moving the items. Display and sorting settings are stored for each user individually. 

When sorting is enabled in the N Form registry, data are first sorted by the selected criteria and 

then by the flight date/time. If a flight date and departure time are specified among the sorting 

criteria, data are displayed in the N Form registry according to the selected criteria. 

 

Figure 10. Configuring registry column sorting 



4.2.3 Registry search and filtering 

At the top of the application registry window there is a global search bar [1] (Figure 11). 

By default, the enabled filter is Flight dates: Next week [2]. 

 

Figure 11. Global contextual search bar in the registry 

The system has pre-defined bookmark filters by application date and status [5]. To use 

them, click the corresponding tab on the panel and the active filter will be highlighted in grey. 

You can enable several pre-defined filters at the same time. To disable a filter, click on it again. 

To search for any information on the registry, you can use the global search function by 

typing your text in the search bar [1]. After clicking the Enter button on your keyboard, you will 

see a filter labeled Everywhere: [3]; information on the registry is filtered according to the 

selected criteria. When using the global search function, the system displays a message alerting 

the user that contextual search by selected parameters might take some time (Figure 12). 

 

Figure 12. Confirmation for performing contextual search 

To find information on the registry faster, it is recommended to search by registry 

columns. When clicking on the title of any registry column, the column search field appears 

(Figure 13). 



 

Figure 13. Column search window 

As you enter your text in the search field, you see options relevant to the entered data. 

You should select the required option from the list. The filter value is shown in the Search bar 

(Figure 14). 

 

Figure 14. Filtering by column in the search bar 

To filter data by two columns, repeat the above process with the next column; the results 

of joint filtering are saved. Filters are removed manually by clicking the Clear button or [X] in 

the search bar or when the page is refreshed. 

A user can save their set of user filters. To do so, arrange your filter set in the search bar 

(filters can be selected from standard ones or customized), then save it by using the Save button 

and assign a user name to your filter. To use your filters, clear the search bar and select a 

required filter from My Filters list (Figure 15). User filters are only visible to the user who 

created them. 

 

Figure 15. User filter list 

 



4.2.4 Using bookmarks (fixed selections) in the registry 

For a System user with the Applicant role, each bookmark is a list of applications pre-

sorted by the relevant status. Next to each bookmark there is a numeric indicator showing the 

number of applications it contains (Figure 16). 

 

Figure 16. Application registry bookmarks for the Applicant role 

When the application status changes, its display also changes in these bookmarks. 

It is worth noting that the All Forms bookmark indicates the number of forms, while 

other bookmarks indicate the number of flights. The number of values in the bookmarks is 

shown without enabled filters. 

4.2.5 Specifics of working with an application card. 

When clicking the  icon, an Application Card is opened from the regisry showing 

key information on the flight as contained in the document (Figure 17). 

 

Figure 17. Application card 



Without opening the form, you can view the approval status, attached documents  and 

telegrams , as well as comments to the flight. If needed, you can open the form from the card. 

4.3 Working with the application 

4.3.1 Viewing application history 

To view data changes, applications have the Application History function. In the opened 

application, click the History button (Figure 18). Application processing history is displayed by 

flights. To search for required information in the history, click on the title of the relevant column 

by which you plan to perform a search, enter your query in the window that appears and click the 

Apply button. 

 

Figure 18. Application history 

4.3.2 Responses to comments (requests) from approving bodies 

To respond to a request for information or a comment, you should open the application. 

At the top of the screen you will see a notification about a request for information or about a 

comment (Figure 19). Having clicked on the notification and selected a required item in it, you 

will see a response form on the screen. The response should be entered in the Comment field. If 

needed, attach an additional document by clicking the clip icon on the right. To send a response, 

click the Send button; the status in the registry will change to Response. 

 

Figure 19. Response to a request for information 

4.3.3 Archiving an application 

The archiving function is available to users with the Applicant role. To archive an 

application, in the application registry, click three dots on the right of the application row 

(Figure 20) and select the Archive item in the drop-down menu. 



 

Figure 20. Deleting an application 

The list of archived applications can be viewed by switching the Current/Archived toggle 

to the Archived position (Figure 21). 

 

Figure 21. Switching between Current/Archived applications 

 

4.4 Adding and editing airline and aircraft fleet details and documents 

Editing airline and aircraft fleet details is performed on the Airlines tab (Figure 22). 

Airlines are added by clicking the Add button [2]. 

 

Figure 22. Airline tab 

To enter airline details, enter its name in the Aviation Company field and select Create 

AC in the drop-down list (Figure 23). Then you should fill out the form fields. At the bottom 

there are fields for adding documents and aircraft. If the airline details are found in the CDB, the 

form will be filled out with the available details, which the user can edit. In case the airline 

details are missing in the CDB, you should fill out the form, upload required documents and 



click the Save button. 

 

Figure 23. Adding an airline 

To edit an airline, start entering its name and then select it in the list that appears. 

Details about an airline and its aircraft are verified in the CDB. If an airline is unverified 

in the CDB, it will have a yellow exclamation mark next to its name in the N Form. After 

verification the icon will change to a green tick. 

4.5 Working with the R Form 

4.5.1 Creating and editing the R Form 

To create an R Form, the Airline field must be filled out in the user profile. 

The R Form can be generated only for foreign aviation companies. An R Form 

application is filled out as follows: 

Section 1, Aviation Company Information is filled out with the information from the 

airline directory. Airline details having a green tick next to them are verified. You can view/hide 

aviation company details by clicking the button on the right in the Expand/Collapse field. 

 

Figure 24. Filling out the R Form. Aviation company details 

If needed, aviation company details can be edited by the user (in this case the Open Lock 

icon is displayed next to the airline name). Upon saving the application the details will be sent to 

the CDB for verification. 

Section 2, Main Aircraft: you only have to provide the aircraft type according to the 

ICAO code; all other parameters will be automatically taken from the directory. 

 

Figure 25. Filling out the R Form. Main aircraft 



After editing aircraft details the icon next to the airline name will change to an open lock. 

Wet leasing: provide the name of an aviation company that wet leases the aircraft for the 

flight and the leased aircraft type according to the ICAO code (Figure 26). 

 

Figure 26. Filling out the R Form. Wet leasing 

Section 3, Spare aircraft types: using the Add Aircraft button, provide the spare aircraft 

type according to the ICAO code or switch the toggle Make the entire aircraft fleet of the 

aviation company spare (Figure 27). 

 

Figure 27. Filling out the R Form. Spare aircraft types 

The Flight Days item: provide the dates (period) when flights start/end and select days of 

the week on which flights are planned (Figure 28). The All button selects all days of the week. 

 

Figure 28. Filling out the R Form. Flight dates and days 

Section 4, Flight Details: provide extensive flight details (flight number, radio call sign, 

STS, departure and destination airports, departure and landing time, main and alternative entry 

and exit points in the airspace of the Russian Federation). Airports and entry/exit points in the 

airspace of the Russian Federation are selected from the directories. The airport can be selected 

either by the city name or by the IATA and ICAO code. You can add another return flight to the 

current application by clicking the Add Return Flight button (Figure 29). 

 

Figure 29. Filling out the R Form. Flight details 

 



If needed, the user can attach a document containing a confirmation by the chief airport 

operator to provide time slots. To do so, click the Add Document button, select the document 

type from the list and then specify the path to the file to be uploaded. The attached file will 

appear in the application form as a hyperlink that opens the document when clicked on [1] 

(Figure 30). The document gets available for opening after saving the application. To delete an 

attached document, use the Bin button  [2]. 

 

Figure 30. Filling out the R Form. Attaching documents 

The Codesharing section is filled out if needed; the code of a partner airline is entered 

using the Add Airline button. 

 

Figure 31. Filling out the R Form. Codesharing 

Stop-Overs and Refueling Stops: this section is filled out if applicable by providing the 

airport, landing time, departure time, duration of the stop (in hours), which is calculated 

automatically, and whether this is a refueling stop or a stop-over. If needed, you can attach a file 

containing a confirmation by the chief airport operator to provide time slots. To do so, click the 

Add Document button (Figure 32). 

 

Figure 32. Filling out the R Form. Stop-overs and refueling stops 

Segments with commercial rights: this section contains the list of route segments and is 

filled out automatically. You should select the segments with commercial rights and, if needed, 

attach a document issued by the aviation authorities and confirming the right to perform 

scheduled flights. To do so, click the Add Document button (Figure 33). 

 

Figure 33. Filling out the R Form. Segments with commercial rights 

Section 11, Comment is the field for providing additional information on the application. 

If needed, the user can attach additional documents to the application by clicking the Add 



Document button, selecting the document type from the Telegram-Other list [1] and then 

specifying the path to the file to be uploaded (Figure 34). The attached file will appear in the 

application form as a hyperlink that opens the document when clicked on. The document gets 

available for opening after saving the application. To delete an attached document, use the Bin 

button  [2]. 

 
Figure 34. Filling out the R Form. Attaching files 

To send a filled out application for approval, click the Send button [1] in the top right 

corner of the form and confirm sending [2] (Figure 35). 

 

Figure 35. Sending the R Form 

4.5.2 Modifying the R Form 

To modify an existing R Form, in the registry, open the application to be modified and 

make clarifications. Make sure the application is not sent for approval; that is, it should have the 

Draft status. 

In case the R Form has been sent for approval, to make modifications, you create a copy 

of the application to be modified by clicking the Duplicate button [2] in the context menu 

appearing upon clicking three dots [1] on the right of the application row (Figure 36). The 

original application must be nullified using the Nullify button in the context menu [3]. 

 



 

Figure 36. Modifying the R Form 4 

If the R Form already has the Approved status, to modify the application, you should 

select the Modify button from the context menu [4]. The modified form will be sent for approval 

and the original one retains its current status until the status of the modified form changes. If the 

modified version of the R Form is approved, the original form will be nullified; if the modified 

version is dismissed for some reason, the original form will retain the Approved status and will be 

valid. 

4.5.3 Working with the R Form registry 

User-created applications are shown in the application registry (Figure 37). For a System 

user with the Applicant role, each bookmark is a list of applications pre-sorted by the relevant 

status (Draft, Canceled, Pending Approval, Dismissed, Approved). Next to each bookmark there 

is a numeric indicator showing the number of applications it contains. 

 

Figure 37. R Form registry for an applicant 

4.5.4 R Form batch loading 

The system supports R Form batch loading using web services. To use this capability, 

please read the batch loading instruction (OPC API Documentation v. 1.0.0). 

4.5.5 Request for additional information 

When an application is pending approval, approvers can request additional information 

from the Applicant and leave comments to ensure that the information contained in applications 

is timely updated. 

The system allows comments of the Request for Information type: they are intended for 

requesting additional information or clarifying application parameters with the Applicant. The 



request is visible to all users and needs a response from the Applicant. When selecting this type 

of comment, you should specify which information exactly the Applicant has to provide in 

addition. Once the Add Comment button is clicked, the request is sent automatically. To exist the 

form, click the All Forms button. After exiting to the registry, the form gets available in the 

Request for Information selection and is assigned the Request for Information status. 

If approvers request additional information, the application status changes to the Request 

for Information and is shown on the bookmark in the Request for Information registry. 

To respond to the request, open the application form, click on the comment panel in the 

application [1], then select the comment (the request contents will be shown at the top of the 

comment window) and respond to it in the Comment field [1]. If needed, attach supporting 

documents using the button . To save the response to the request, click the Send button. 
 

 

Figure 38. Response to a request for information 

4.5.6 Flight archiving process 

To archive an application, click three dots in the application row (Figure 39) and select 

the Archive item in the drop-down menu [1]. To use the archiving function, the registry should 

be switched to the By Application mode [3]. When archived, an application does not disappear 

from the system; to view archived applications, go to the archived application registry by 

switching the Current/Archived toggle at the bottom right of the screen [2]. 



 

Figure 39. Archiving an application 

4.5.7 Applicant's cancellation 

A previously submitted application can be canceled (nullified) by the applicant. To 

nullify an application, select it in the registry, click three dots on the right of the application row 

and select the Nullify or Cancel item in the drop-down menu (Figure 40). 

 

 

Figure 40. Applicant's cancellation 

If an R Form application is not approved, it will be canceled immediately. If an R Form 

application has been previously approved, a message will appear, "Do you want to nullify it 

completely?" (Figure 41). 

 

Figure 41. Notification on applicant's cancellation 

If it is needed to cancel the application completely, agree by clicking the Yes button in 

the message. In case an R Form application is canceled partially, you should click the No button 



and then select the last flight date (LFD) in the calendar that appears (Figure 42). 

 

Figure 42. LFD selection 

4.5.8 Group application editing 

Group application editing is not supported; when such application is opened, there is a 

message, "The application is being edited by user..." (Figure 43). However, if a user leaves an 

application opened and does not interact with it for 10 minutes, their session will be terminated 

automatically and the application will become editable. Also, to unlock the form, the user who 

finished working with it should exit it by clicking the All Forms button in the top left corner of 

the application. 

 

Figure 43. Message on locking the form when it is accessed by more than one user 



5 FAULTS 

In case of errors in Approval Manager functioning that are not covered in this secion, 

please refer to the staff responsible for operating the System. 

Error class Error Error description Required user action 

when an error occurs 

Power failure on the 

user PC 

The user PC has no 

power supply or there 

was a power failure. 

The PC shut down or 

restarted. 

Restart the PC and/or 

web browser. 

Check the Approval 

Manager availability. 

Retry to connect (log 

in) to Approval 

Manager. 

Local network failure There is no network 

interconnection 

between the PC and 

the Approval Manager 

application server 

It is impossible to 

launch (continue 

working with) 

Approval Manager. 

There is no network 

connection to the 

Approval Manager 

server 

Restart the PC and/or 

web browser. 

Check the Approval 

Manager availability. 

Once the local network 

functioning is restored, 

retry to connect (log 

in) to Approval 

Manager. 

Failure to save data There is a message that 

a form cannot be saved 

It is impossible to save 

the entered data in the 

form 

Restart the PC and/or 

web browser. 

Check the Approval 

Manager availability. 

Retry to save the form. 

 


