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Pucynok 33. 3anonHnenue Gopmel "P". YaacTku ¢ KOMMEpPUYECKUMU TTpaBaMU
Pazgen 11 «KoMMeHTapuii» - mosie ajisi 3aHECEHHs JOMOJIHUTEIBHOW MH(OpMAIUU 1Mo

3agBKe. [Ipy HEOOXOAMMOCTH MOJB30BATENIb MOXKET MPUIOKHUTH K 3asBKE IOMOJIHUTEIbHBIC
JOKYMEHTBI, BOCIOJIb30BABIINCH KHOMKOH «J[00aBUTh IOKYMEHT», MpH 3TOM HEOOXOAMMO
BBIOpaTh BUJ JIOKyMeHTa u3 crucka «Temerpamma-Zpyroe» [1], mocie yero ykasatb myTh K
3arpykaemomy (aitny (Pucynok 34). Ilpunoxxenubiit daitn mosiBuTcs B (hopme 3asBKH B BUJIE
TUIEPCCHUTKY, HAYKaTHe Ha KOTOPYIO OTKPBIBAET TIOKYMEHT. JJOKyMEHT CTaHOBUTCSI JOCTYIICH AJIs

OTKPBITHUS MOCTIE COXpaHEHU 3asBKU. [l ynaneHus NpuKperyieHHOro J0KyMeHTa HeoO0X0IuMOo

BOCIIOJIb30BaThCs KHOMKOM «Kop3uHa . [2].

Tenerpamma

Apyroe

Pucynox 34. 3anonuenue Gopmel "P". [lpukperuienne ¢aitnos
Jlnst Toro, 9ToOBI OTHPABHUTH 3alOJIHEHHYIO 3asBKY Ha COTJIACOBaHHME, HY)KHO Ha)XaTb

KHOTIKY «OTrnpaBuTh» [1] B mpaBoM BepxHeM yriy (GOpMBI U 3aT€M HNOATBEPAMTH OTIPABKY [2]

(Pucynoxk 35).
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Pucynox 35. OtmpaBka ¢popmsl "P"
4.5.2 KoppexkTuposka ¢opmbl «P»

YroObl CKOPPEKTUPOBATH YK€ cO3IaHHyI0 (opmy «P», HYKHO, HaxOIsChb B peecTpe,
OTKPBITh [TOAJIEKAILYIO KOPPEKTUPOBKE 3asBKY U BHECTH YTOUHEHHUSI, IPH ATOM 3as1BKA HE JI0JIKHA
OBITh OTIPaBJIEHA HA COIIACOBAHUE, TO €CT JOJDKHA UMETh CTaTyc «UepHOBUKY.

B caywae, ecim ¢opma «P» yxe oTmpaBieHa Ha COIJIaCOBaHME, MAJISi BHECEHUS
KOPPEKTHUPOBKM HEOOXOIUMO CO3/1aTh KONHMIO 3asBKU, MOJUIEKAIICH KOPPEKTHPOBKE, HaXaB
KHOTIKY «/]yOnmrpoBath» [2] M3 KOHTEKCTHOTO MEHIO, BHI3BIBAEMOTO MPU Ha)KaTHH HA TPOETOUYHE
[1] cnpaBa B cTpoke 3asiBku (PucyHok 36). IlepBuunHyto 3asBKy HEOOXOAMMO aHHYJIUPOBATh,

HCIIOJIb3Ys KHOTIKY «AHHYJIMPOBATH» U3 KOHTEKCTHOTO MEHIO [3].
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Pucynok 36. KoppexTtuposka gpopmsr "P"
AnHynuMpoBaTtb
ApxvuBMpOBaTh
Ly6nuposatb
Boibpatb

Ecimu ¢popma «P» Oblta corsiacoBaHa M MOJIydmsIa CTaTyc «Y TBEpKJIEHa», TO sl KOPPEKTHPOBKU
3asBKH HY)KHO BbIOpaTh M3 KOHTEKCTHOrO MEHIO KHONKY «CkoppekTtupoBatb» [4]. Ilpu 3ToM

CKOppeKTHpOoBaHHas ¢opma OydeT OTHpaBiIeHAa Ha COIJIAaCOBAaHUE, a MCXOAHAs OCTAHETCS C



TEKyIIUM CTAaTycOM 10 MOMEHTa M3MEHEHHS CTaTyca CKOPPeKTHpoBaHHOH ¢opmbl. Ecim
CKOppeKTHpOBaHHas Bepcus popmbl «P» OyaeT yTBepKaeHa, TO UCX0AHas (opMa aHHYIUpPYeTCs,
€CIIM CKOPPEKTUPOBAHHAS BEpCHUS MO KAKUM-TMOO MPUYMHAM OTKJIOHEHA, HO MCXOJHAas Gopma

OCTaHeTCs B cTaTyce «YTBEPXKAECHO» U OyJeT akTyallbHa.
4.5.3Pabora c peecrpom dopm «P»

Co3maHHBIE MOJIB30BATENEM 3asBKU O0TOOpaxkaroTcsi B peectpe 3asBok (Pucynok 37). s
nonib3oBarenst CUCTEMBI ¢ POJBIO 3assBUTENh KaXAasi U3 3aKJIaJI0OK TMPEICTaBIIET COOOM CITUCOK
MpEeABAPHUTEIILHO OTCOPTUPOBAHHBIX IO COOTBETCTBYIOIIEMY cTarycy (UepHoBuk, OTmMeHeHo, Ha
cornacoBanuu, OTKIOHEHO, Y TBEPKIeHO) 3as1BoK. [locie 3aromoBka Kaxaou 3aKIagKku UMEeTCs

YUCJIOBOW MHMKATOP KOJIMYECTBA COAEPIKAIUXCS B HEH 3asBOK.
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Pucynok 37. Peectp dopm «P» anst 3asBuTeNs
4.5.4I1akeTHasn 3arpy3ka gopm «P»

Cuctema noagep’kMBaeT NaKeTHyw 3arpysky dopm «P» ¢ ucnosnb3oBaHWem Beb6-
cepBncoB. Ytobbl BOCMO/Ib30BAaTbCA 3TON BO3MOMKHOCTbIO HEOBXOAMMO O03HAaKOMUTHLCA C

WMHCTPYKLUMEN No nakeTHou 3arpy3ke (OPC APl Documentation v. 1.0.0).

4.5.53anpoc 10NM0JHATENbHOI HHPOPMALMH

[Ipu cornmacoBaHuM 3asBKM COIJACYIOIIME MMEKOT BO3MOXHOCThH 3aIpallnBaTh
JOTIOTHUTEbHYI0 HMH(OpManuio y 3asBUTENS] U OCTaBISATh KOMMEHTApUU MAJIsi OlepaTUBHOU
aKTyaJln3aluy HHOPMALIMU B 3asBKaX.

B cucreme mpeaycMOTpeHbl KOMMEHTapuu Tuma: «3ampoc MHPOPMALUU» - 3TOT THII

KOMMCHTApPUCB MNPCAHA3HAYCH [JIA 3ampoca HOHOHHHTGHBHOﬁ I/IH(I)OpMaI_II/II/I HJIN YTOYHCHUA



apaMeTpoB 3asiBKU y 3asABUTENIS. 3allpoC BUACH BCEM MOJIB30BATENSIM, HA HETO HEOOXO0/IUM OTBET
3agBurens. Ilpu BbIOOpe 3TOro THMAa KOMMEHTapusi HEOOXOIMMO YKa3aTh, KaKyl0 HMMEHHO
uHpopManuio 3asBUTENb JOJDKEH JOIMOJHHUTEIBHO NpeaocTaBUTh. [locime HaxaTus KHOIKH
«/100aBUTH KOMMEHTapUIl» 3aIIPOC OTIPABISETCS aBTOMaTHYeCcKU. [{71s BbIxoaa u3 popmbl HY)KHO
HakaTb KHOMKY «Bce hopmbi». [Tocne Brixona B peectp gaHHast popma CTaHOBUTCS TOCTYITHOU B
orbope «3anpoc nHPOpMAIMNU», U €l IPUCBAUBACTCA CTATYC «3anpoc HHGOPMAITUM.

B cnydae, ecnu cornacyromue 3anpaiivBaioT JAOMNOJHUTEIbHYIO HH(OpMAIMIo, 3asBKa
MeHSIeT cTaTyc Ha «3ampoc MH(popMaluu» U 0ToOpa)kaeTcs Ha 3aKiIaJKke B peecTpe «3ampoc
uHdopmanum ().

Jlnst oTBeTa Ha 3ampoc HEOOXOAWMO OTKPHITH (OPMY 3asBKH, MICIKHYTh IO IaHENIN
KOMMEHTapueB B 3asBKe [ 1], mocie 4ero nepeiTi Ha HY>KHBIF KOMMEHTApUH, TEKCT 3arpoca Oyiet

0TOOpakeHHe B BEpXHEH 4acTH OKHa KOMMEHTApHs U 1aTh Ha HETO OTBET B nose «KoMMeHTapuii»

[1], mpr HEOOXOIUMOCTH MTPUKPENUTD IMOATBEPIKIAIOIINE JOKYMEHTHI C ITOMOIIBI0 KHOITKH .

Jl1s coxpaHeHus OTBETa Ha 3alpoC HaxaTh KHOMKY «OTIPaBUTHY.
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Pucynok 38. OtBet Ha 3anpoc uHdopmauu
4.5.6 Onucanue nmpouecca apXuBMpPOBAHUSA PeiicOB

Jlnst mepeHoca 3asBKM B apXHB HEOOXOAMMO HakaTh Ha MHOTOTOYME B CTPOKE 3asiBKU
(Pucynox 39) u BBIOOpOM U3 BBINAAAIOMIETO MEHIO NyHKTa «ApxuBupoBarb» [1]. s
MCIOJIb30BaHusl (YHKIIMHM apXHUBUPOBAHUS PEECTP AOJKEH ObITh MepekitoyeH B coctosiuue «Ilo
3asiBkam» [3]. Ilpu mepeHoce B apXWB 3asiBKa HE HCUE3a€T W3 CHUCTEMBI, IS TPOCMOTpA
ApXUBUPOBAHHBIX 3asiBOK HEOOXOJMMO MEPEUTH B peecTp apXMBHPOBAHHBIX 3asBOK, HA)KaB Ha

HepeKIIovaTeb «AKTyalbHbIe/ APXUBY CIpaBa BHU3Y SKpaHa [2].
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Pucynok 39. ApxuBanus 3asiBK1
4.5.70T1MeHa 3aiBKH 3asiBUTEJIEM

PaHee nopaHHas 3aaBKa MOXeT 6biTb OTMeHeHa (aHHy/nuMpoBaHa) 3aasuTenem. Ans

AdHHY/IMPOBAHNA 3aABKU HeO6XO,CI,I/1MO Bbl6paTb B peecCTpe 3aABKY, Ha*XaTb Ha TpoeTo4vne Ccrnpasa

B CTPOKE 3aABKM W B BbIMNAZAlOWEM MeEHK BblbpaTb MYHKT MeEHI0 «AHHYAMPOBATL» WU

«OTMeHUTb» (PucyHoK 40).
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Pucynok 40. OTMeHa 3asBKH 3asBUTEJIEM
B cnyyae, ecnu 3aaBKa no ¢opme «P» He cornacoBaHa, oHa byaeT cpasy oTmeHeHa. B

ciyyae, ecan 3asABka no ¢opme «P» 6blna paHee yTBepXAeHa, nosasuTcA coobuieHue

«MoNHOCTbIO aHHYAMpPOBaTb?» (PUcyHOK 41).

MonHocTblo aHynMpoBaThb ?

Pucynok 41. CooO1ienne 00 aHHYJIUPOBAHUH 3asIBKH 3asBUTEIIEM
Mpy Heo6X0AMMOCTN OTMEHDI 3aABKM LLe/IMKOM HEODBXO4MMO COrNacUTLCA, HaXKaB KHOMKY

«[a» B nossuBwemcs coobueHun. B cnyyae, ecnm 3asBka no dopme «P» oTMeHseTcs
HEeno/JIHOCTbIO, HEOBXOAMMO HaXaTb KHOMKY «HeT», mocne 4yero B OTKPbIBLUEMCA KajeHaape

yKasaTb AaTy BbiNOAHeHUA nocnegHero noneta (ANM) (PucyHok 42).

Bbibepute gar NMOJIHEeHUA
nocnegHero rc |

AgsrycT 2022

NMH BT CP 4T NT CB BC

Pucynok 42. Omnpenenenne AT
4.5.8 OnHoBpeMeHHas1 padoTa ¢ 3aBKOI HECKOJIbKHX M0JIb30BaTe el

C omHOM 3asBKOM HE MOTYT pabOTaTh OJHOBPEMEHHO HECKOJIBKO IOJIb30BaTENCH, MPHU
BXOJI€ B TaKyl0 3asBKY MOsSIBUTCS cooOmieHne «C 3asBKoi paboTaeT noib3oBatens ...» (PucyHnox
43). OHaKo eciy MOJIb30BaTEeIb OCTABHII 3a4BKY OTKPBITON U Oe3AeicTBYeT Ha mpoTspkeHuH 10
MHUHYT, ceccusi OyJIeT aBTOMaTU4YeCKH PEepBaHa, 1 3asiBKa CTAHET JOCTYITHA JJISl pelaKTUPOBAHMSL.
Taxoke 1711 OTMEHBI OJIOKHMPOBKH (DOPMBI TIOJIB30BATENH, 3aKOHUUBIIHMA padOTy ¢ (hOPMOH, TOJDKEH

BBIITH U3 Hee, HaxkaB KHONIKY «Bce popmbI» B 1IEBOM BEpXHEM YIITy 3asiBKH.



BHumaHume! C 3asiBko paboTaet
nosnb3oBaTesib MiBaHoOB leTp,

06paboTka He BO3MOXKHA

Yepes 3 cekyHA Bbl 6yaeTe otnpaeneHbl B Peectp ®opm H/P

Pucynox 43. Coobmenne o 6;10KUpOBKE (POPMBI TIPH OJHOBPEMEHHOM pab0Te HECKOJIBKUX
MOJIb30BaTENEN
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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.

6:49 UTC o | Profile and settings

RV

Roman Vypryk
Profile _ Settings

The applicant

Head of URP

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.



Permissions  Airlines  23.08.2022 &S1UTC = o Profile and settings (R

Al dates (B)

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.



Flight start date
Flight end date

Dateof
registration of
the form

Figure 9. Configuring registry column display

On the Sort tab (Figure 10), the IR 1.ttons 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.

Favorite

Permission
number

Date of
registration of
the form

Airline name

Type of main
aircraft

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].

17.06.2022 17.06.2022 TURKISH AIRLINES

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).
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17.06.2022  17.06.2022

17.06.2022  17.06.2022

17.06.2022  17.06.2022 7.06. UPS Airlines

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).

ere: turkish

Canceled . Processing . Rejected . Appraved .

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.

Turkish

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).
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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).
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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.

Airlines  23.08.2022

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.
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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.
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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).

All dates . Draft . Canceled . Pracessing . Rejected . Approved .

20220527- 27.05.2022 27.05.2022 27.05.2022 TURKISH AIRLINES UUEE
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706197

20220622- 22062022 22062022 22062022 UPS Airlines 0 UUEE
896062

20220622- 22.06.2022 22.06.2022 22.06.2022 ATLAS AIR INC. uLul
904802

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].
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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.

Permissions  Airlines  23.08.2022

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.
45  Working with the R Form

45.1 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.

Permissions  Airfines  23.08.2022 1055UTC = o  Profile and settings (B¢

e B - fistor _

DELTA AIR LINES, Inc.

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.

Boeing 737-732 Winglets

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).
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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.

MON (1) TUE (2) WED (3) THU (4) FRI(8) SAT (6) SUN(7)

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).
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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).

+ Technical landing

Technical landing

Stop Over

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).

@ UUEE - EVRA

EVRA - EDDM

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).
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Figure 35. Sending the R Form
45.2  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].

TURKISH AIRLINES




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.

45.3  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.
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Figure 37. R Form registry for an applicant
454 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).
455 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.
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Figure 38. Response to a request for information
45.6  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
45.7  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).
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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).

Cancel completely ?

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).
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Figure 42. LFD selection
45.8  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.
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Figure 43. Message on locking the form when it is accessed by more than one user



S) 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

Power failure on the

user PC

Local network failure

Failure to save data

Error

The user PC has no
power supply or there

was a power failure.

There is no network
interconnection
between the PC and
the Approval Manager

application server

There is a message that

a form cannot be saved

Error description

The PC shut down or
restarted.

It is impossible to
launch (continue
working with)
Approval Manager.
There is no network
connection to the
Approval Manager

Server

It is impossible to save
the entered data in the

form

Required user action

when an error occurs

Restart the PC and/or
web browser.

Check the Approval
Manager availability.
Retry to connect (log
in) to Approval

Manager.

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.

Restart the PC and/or
web browser.

Check the Approval
Manager availability.
Retry to save the form.



