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Topic: Manual Check In / Boarding  
 
 
 
 

Hello Team,  
 
just wanted to explain you short what manual check in and boarding actually is. As the 
name already says. This type of process is when our system completely doesn’t work. So, 
we need to have any Plan B.  
 
Manual Check in and Boarding works without any system, we need to just prepare some 
sheets and check the passengers in. In this process we need to be 100% sure that the 
passengers which we are accepting are flying with us. So, we need the tickets and like the 
normal process the documents of them.  
 
What we need for the Manual Check in and Boarding: 
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For accepting bags, we will have manual tags as you know which we are using them for 
Pegasus (Green Tags) but in this case we will use our DHS ones or prepared from the 
airport. We need to fill the bag tags completely with all the flight information’s. The tag 
looks like this. 
 

 
 
 
For the finals is it important to know at the end how many bags we accepted in total. For 
this we need to use the Bingo Sheets, where we need to put the small tags (only 1) on the 
sheet. At the end we can just tell the TRC how many bags we accepted in total. 
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For the boarding pass we need to use blank boarding passes where you need to write 
down the main things which you learned during the training, 
 
Name, Flight Number, Security, Date, Gate, Seat (everybody will get rows for the seats, so 
no double seating will be ensured).  
 
For example: 
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At the end the last step, Boarding: 
 
We will have a prepared boarding list with all security numbers for example 1-239. 
Each passenger who will board, we need to tick the security number on the sheet, at the 
end we can just count, how many passengers we have.  
 
 

 
 
These are the main parts for a Manual Check in and Boarding. I hope you could 
understand a little bit the process, how it works. Of course, in these situations we will be 
always there for helping.  
 
If you have any questions, please feel free to ask.  
 
Regards,  
 

Aquil       

 


