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INTRODUCTION 

 

GoNow is a Navitaire’S ultimate interface for checking in and boarding passengers as well as 

performing other Airports-related functions.  

• Intuitive 

• Customer-focused 

• Configurable workflow 

• Mouse-less shortcuts 

• Empowers agents to: 

• Accommodate passenger requests  

• Perform required tasks efficiently 

• Improve the passenger experience.   

 

OBJECTIVES 

This guide is designed for Airline Passenger Supervisors and Check in agents.    

The guide has six main objectives: 

1. To give the supervisor or check in agent a clear understanding of all the basic check-in control 

functions and entries with system responses. 

2. To reserve/block and/or subsequently release seats for individuals, special passengers, or 

groups. 

3. To add any special information by flight or destination, and to action any re-seating of 

passengers as a result of any aircraft type change. 

5. To initially close flights, notify any accepted standby passengers 

6. To give the agents the confidence to deal with any situation, and to be prepared to take the 

necessary action to solve it with the least disruption 
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GoNow system has many features that facilitate the check-in and boarding processes. Agents 
can do any of the following: 

 

1.  Check-in Process  

 Search for a passenger without first loading a flight. 

 View and update passenger information. 

 Make and change seat assignments. 

 Check in bags. 

 Add services. 

 Override fees (depends on role) 

 Manage security requirements and travel document information. 

 Enter and update payment information. 

 Check and un-check passengers. 

 Print and re-print documents. 

 

2. Boarding Process 

 Search for a flight. 

 View flight manifests and filtered passenger lists. 

 Board passengers on multiple devices by scanning a boarding pass, entering a 
sequence number, or choosing the passenger from a passenger list. 

 Change the status of a flight. 

 Perform passengers seating.  

 Block and unblock seats. 

 Send APIS messages. 

 

3. Generate reports.  

4. Create go-show bookings 

5. Move passengers with IROP 
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To log in to GoNow: 

1. Open GoNow  by doing one of the following - double-click the icon and the Login dialog 
displays: 

 

                                                                                              

 GONOW requires a new password every 3 months (min 6 characters, 1 upper 
case, 1 symbol and min 1 number)                                                                                                                                        

 SYSTEM RESPONSE: 

*GONOW has 2 main screens: 

 Check-in screen or module 

 

 Departure screen 
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GONOW Help Facility 

All System Functions are described in GONOW HELP module. 

By pressing F1 agent can display the description and examples of the needed action: 
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FLIGHT LIST DISPLAY 

 

To display the list of flights departing from a specific airport on a given date the agent must use 
the DEPRATURE screen: 

                       

                       

Note: it’s possible to request the list of flights on any other date by using Advanced option: 
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FLIGHT INFORMATION DISPLAY 

An agent can retreive a flight overview with double click on the flight from the list: 

 

 

FLIFO- Flight information comment provides additional details that can help stations 
prepare for departure/arrival or notify passengers of specific flight circumstances 
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PRE- FLIGHT PREPARATIONS 

- HOW TO SET THE GATE 
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SEAT MAP- BLOCK/INOPERABLE/RELEASE SEATS 

To work with the SEATMAP, to assign or change, to block or release seats it is possible only 
from the DEPARTURE Screen, in the Seat Management F6 

 

 

 

 

 

 

 

 

FLIGHT STATUS 
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Flight Status can be changed only from the Departure Screen and all must be done 
manually!!!!! 

OPEN- CTRL+ALT+O (use this option to re-open the check in) 

CLOSE PENDING- CTRL+ALT+P (this status means the check in completion and can be used 
only to close the ckin) 

CLOSE- CTRL+ALT+C (after flight departure)!!!!! 
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PASSENGER DISPLAY 

Any agent can display the booked PNL for a flight: 
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PASSENGER ACCEPTANCE 

CHECK IN FLOW 

 

 

F2- SEARCH PNR OR PAX IN PNL AND SELECT 

 

 

 In case you’ll get the pop-up window as in the picture above, first de-select it in confirm the action. It s an 
informative pop-up window, that means that selected pax has another flight booked, with another 
reference number 

 

SEARCH SECURITY SEATS BAGS SERVICES PAYMENTS FINALIZE 
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F3- SECURITY  

- Add and verify travel documents 
- Submit necessary government security information 
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F4- SEATS 

• Assign seats 

• Change seats 

• Waive seat fees 

 

 

TO ACC A PAX ON STBY, IN CASE OF OVB: 
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F5- BAGGAGE 

 Add or remove bags for check-in 

 Verify remaining baggage allowance 

 View assigned bag tags 
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Delete a bag 
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To add a manual bag tag: CTRL+O 
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SPECIAL TYPES OF BAGGAGES 

WCH, SPEQ AND STROLLER( for CHD) GONOW CODES 

 

For SPEQ we’ll use: 

- SPEQ use this special baggage code to add the 1st pc of sport equipment  
- SPQ2 use this special baggage code to add the 2nd pc of sport equipment 

NOTE: if the passenger has 1 pc of sport equipment will use only the SPEQ code 

 

For STRL we’ll use 

- STRL (to add the 1st pc of the stroller) 
- STR2 (to add the 2nd pc of stroller) 

NOTE: if the passenger has 1 pc of a baby stroller use only the STRL code 
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For WCH we’ll use the code depending on its type: 

1. WCBD- for a dry battery type 
2. WCBW-  for te wet battery type 
3. WCLB- ion and lithium type 
4. WCMP- manual power type 

IMPORTANT: in gonow for all the wch types there is an SSR and a type of baggage, so the 
agent don t have to add both of them all the time . As SSR agent must add the required type 
of assistance(WCHR/WCHS/WCHC) and use the wch baggage types only if pax has its own 
wheelchair!!!! 
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MANADATORY PROCEDURE TO FOLLOW WHEN SPEQ OR STRL TYPE OF SPECIAL 
BAGGAGE TO ADD: 

- First add SPEQ/STRL as a SSR (see picture bellow) 

 

 

 

 

NOTE: once the SSR’s are added, the system will confirm 2 pc of these special baggage type but 
will charge the passenger as for 1 service  
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CHARGED AS FOR 1 SERVICE  

 

 

 

 

CONFIRMED AS FOR UP TO 2PC OF SPECIAL BAGGAGE 
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NOTE: IF DO NOT FOLLOW THE PROCEDURE IN THE RIGHT ORDER, THE SYSTEM WILL CHARGE 
THE PASSENGER TWICE, AS FOR THE SPECIAL BAGGAGE TYPE AND AS FOR THE SSR  
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F6- SERVICES 

 Add SSRs and fees to the booking 

 View current SSRs and Fees in the booking 

 If permitted, override or waive fees 

 Delete SSRs and fees 
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ADDING AN INFANT (in gonow INF is a SSR) 

 

IMPORTANT: it s not possible to add/attache an INF to an ADL if he has a seat assigned, so first remove 

the seat and after add the INF 
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To assign a specific seat for an ADL with an INF, for passenger with CHD or PRM/SSR pax free of charge, 

a supervisor can wave the fee 
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F7- PAYMENTS 

 Add payments to settle balance due 

 View added payments in the booking 

 

 

 

 For the Allow Deposit field always use N. The system will accept 

any other letter, but the right one to insert is N 
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F10- FINALIZE 

 Confirm passenger check-in 

 Save booking changes 

 Reprint passes and tags 

 Print receipts 

 Un-check passengers 

 Generate Vouchers 
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PASSENGER BOARDING 

 

DEPARTURE PROCESS FLOW 

 

 

 

 

F2- SEARCH 

 Search flights to board 

 Load flights 

 Change flight status 

 

 

 

 

SEARCH OVERVIEW MANIFEST BOARDING 
SEAT 

MGMT 
SECURITY 
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F3- OVERVIEW 

 View manifest information 

 View flight Information 

 View boarding progress 

 

 

F4- MANIFEST 

 Passenger Info by flight 

 Passenger filters 

 Print manifest data 
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In order to display the needed manifest, the agent can use a filter from the list 

                                            

The system response when using  ALL CHECKED IN W/O SEAT filter: 

 

This screen gives also the option to board/un-board and un-check the passengers, but under no 

circumstances the agent can board the passengers from here!!!! It s allowed to un- board the pax or to 

un-check as a last minute gate procedure!!!!! 
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F5- BOARDING 

 

• Board Passengers 

• Scan boarding pass, or Enter sequence number 

• View boarding status 
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- SYSTEM RESPONSE WHEN BOARD A REVENUE PAX : 

 

 

 

- SYSTEM RESPONSE WHEN BOARD A “SPECIAL” PAX (PRM/SSR/ON STBY) 

 

 

 

 

- SYSTEM RESPONSE WHEN BOARD A PAX WITH A BALANCE DUE/NO PSPT 
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F6- SEAT MANAGEMENT 

- Update seats after check in (ASSIGN/ RELEASE A SEAT) 

- Block or unblock seats 
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 F7- SECURITY 

 

 

 

The only option used by a handling agent must be- VIEW UN-VERIFIED PASSENGERS 
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IRREGULAR OPERATIONS 

- HOW TO CREATE GOSHOW BOOKING( INAD) 
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- ADD BAGGAGE AT THE GATE (NOT FOR A CHARGED BAGGAGE TYPE) 

 

 

 

 

TO ADD A MANUAL (A LIMITED RELEASE) TAG  USE CTRL O 
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- INVOL RBK/RRT DUE FLIGHT CANCELATION OR OVB  
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General rules 

1. GONOW requires a new password every 3 months (min 6 characters, 1 upper case, 

1 symbol and min 1 number) 

2. All System Functions are described in GONOW HELP module F1 
3. To work with the SEATMAP, to assign or change, to block or release seats it is 

possible only from the DEPARTURE Screen 

4. Flight Status can be changed only from the Departure Screen and all must be done 
manually!!!!! 
OPEN- CTRL+ALT+O (use this option to re-open the check in) 
CLOSE PENDING- CTRL+ALT+P (this status means the check in completion and can 
be used only to close the ckin) 
CLOSE- CTRL+ALT+C (after flight departure)!!!!! 

5. To accept a pax on STBY (when in OVB) just do not assign any seat by choosing the 
option- ASSIGN LATER 

6. If change a seat for pax with SSR or due to split seat for families with CHD, always 
wave the fee system requires for the seat assignment (only for the supervisor role) 

7. Never use the OVERRIDE option, only the WAIVE option bay adding a reason of 
waiving the fee 

8. An INF can be attached to an ADL only before the check in and only if ADL does not 
have any seat assigned 

9. For the Allow Deposit field always use N. The system will accept any other letter, 

but the right one to insert is N, which means-  No, this is not being applied as a 

deposit 

10. The Big or Heavy baggage at the gate must be added only from the CHECK IN 
SCREEN,  and it will be possible to be used only if there is less than 1 hour before 
STD (there will be no such type of baggage earlier) 

11. The system allows the agent to add the following number or weight of special 
baggage: 

- Baby stroller for an INF/CHD- up to 2 pc, up to 10kg EACH 
- SPEQ- up to 2 pc, 1st pc- up to 20kg/2nd pc- up to 10 
- WCH- there is no limit, if system charges the agent, the supervisor can 

always waive the payment 
12. If case of flight irregularity, OVB or FLT Canxx, to move pax(invol RBK/RRT) use 

only the IROP function-  CTRL+E  
13. To add the special baggage types (SPEQ/STRL) please remember the right order of 

the procedure: first as a SSR and after as a baggage 
14. Do not add any SSR(that has a fee) if it’ a pre-paid one, the system will charge the 

passenger again for the same service 


