READ AND SIGN

Revision: 0 | Issued: 01.04.2025

Topic: How To Close The Flights In eRes?

Once the flights leave, we will need to close the flights in eRes as well to ensure that the status of the tickets
and the payments collected are associated correctly.
But before doing that, we will need to check in and board all PAX and then offload the ones who did not show

up.
This is also a rather quick process, but this is going to be the responsibility of the night shift as well.

To help you, a step-by-step guide.

Step 1: Enter menu 2.

—
E F2 - Print
—
E F3 - Setup

’ F10 - Host

(:) F11 - Reset
Q) F12 - Exit

['srv:onune | [ bep: oNUINE |
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Step 2: Retrieve your flight by answering the questions.

|}
ﬂ F2 - Print
]
E F3 - Setup

, F10 - Host

(:) F11 - Reset

Q) F12 - Exit

SRV: ONLINE DCP: ONLINE

Step 3: Open the flight in eRes with entry OF.

—

E F2 - Print
—
E F3 - Setup

, F10 - Host

(:) F11 - Reset

Q) F12 - Exit

[ sRv: ONLINE | DCP- ONLINE
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Step 4: Check in and board all passengers with entry CALL.

|
E F2 - Print

—
E F3 - Setup
* F10 - Host
(:) F11 - Reset

‘ I ’ F12 - Exit

[ srv: ONLINE | DCP: ONLINE

Step 5: Check whether all pax are checked in and boarded.

=
E F2 - Print
=
E F3 - Setup
’ F10 - Host
(:J F11 - Reset

‘I’FTZ—Exlt

o

| SRV: ONLINE DCP: ONLINE
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Step 6: Find the noshows. With entry F followed by the family name you can identify the passenger.

DE German (Gemmany)

|
E F2 - Print

—
E F3 - Setup

, F10 - Host

(:) F11 - Reset

Q) F12 - Exit

SRV: ONLINE DCP: ONLINE

Step 7: Remove the noshows with entry R followed by the line number.

1|

E F2 - Print
|

E F3 - Setup

, F10 - Host

(:) F11 - Reset

' I } F12 - Exit

[ srv:onune | [ pcp: onume |
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Step 8: When offloading please always choose the first reason: Passenger decided not to fly.

|
E F2 - Print

—

E F3 - Setup
’ F10 - Host
Q F11 - Reset

w F12 - Exit

SRV: ONLINE DCP: ONLINE

Step 9: Once you offloaded all noshows, please doublecheck that the same number of passengers are checked
in eRes as in iPort.

|
E F2 - Print

—
ﬂ F3 - Setup

’ F10 - Host

(:) F11 - Reset

Q) F12 - Exit

[ srv: ONLINE | DCP: ONLINE
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@ Back o the dassic view

My Assigned Sestmap  Check-In Pax  Special Tags
e — EJU 2993 01APR FRA-FCO  STD STA16:10  ETA16:10 |-
319 Status:  Open for Checkin
RN OELKK Boarding: 15:10
Y156 Gale: D22 e
Flight ~ STD/ETD  Dest.Gate STS No W& flight

Baggage lists  Other lists

IXR5826  ODLAPR-16:00
IEU 1992 01APR-20:10

1EU2995 O1APR-21:00

Get list Count: 135Y

Segm. Sts: HK CC: ¥ BC:Y OSI: Yes TOP: -  PNR: K92GTBD
1]/ 019 SCHOENEWECK/NICKLUC... | B M v 0/0 Add

F1-Help F3Fkeys(1) | Fe-Seatmap F10-Check In

iPort Serverd-16 (v4.220.0 ro418) Station: Frankfurt (FRA)  Time (Local /UTC): 01APR 17:15 / D1APR 15:152

Step 10: If everything is correct, please close the flight in eRes with entry CF.

EGeman (Gemany) 3

m

-
E F2 - Print

3
||
B F3 - Setup
, F10 - Host
(’ F11 - Reset
t I ) F12 - Exit
t(F

[ srv: ONLINE DCP: ONLINE

Well done! @)
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