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1. General Usage   -   1.1. Menu and structure 
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1. General Usage   -   1.2. Key Strokes 

Save button         F2 

Set AWB Status forward       Ctrl.+F9 

Set AWB Status backward       Ctrl.+Shift+F9 

Clear/empty the Booking Mask      Ctrl.+F12 

Create a Single AWB       Ctrl.+F10 

Create an Interline AWB      Ctrl.+F11 

Close Search Function on Booking Mask     Esc-button 

Open Agent Contacts       Ctrl.+F6 

Select a Contact-person from the Contact-List   Ctrl.+Enter 

Open Search Function on Booking Mask     Ctrl.+Shift+S 

Open/Close the Routing Panel      Ctrl+Shift+R 

Open/Close the Pricing Panel      Ctrl+Shift+P 

Open/Close the Activity Log Panel      Ctrl+Shift+A 

Jump to Dimension details grid     Ctrl.+Shift+D 

Jump to fields OSI 1+2       Ctrl.+Shift+O 

Go to SSR 1+2, Dispo/Truck-Info/AWB Comments   Ctrl.+Shift+O and continue with tab key 

Open look-up button        Alt+Arrow-down 

Go directly to the first selection inside a look-up-list   Home button 

Go directly to the last selection inside a look-up-list   End button 

To tab backwards        Shift+Tab 

Get rid of a Pop-Up        ESC-button 
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1. General Usage   -   1.3. Useful Web-Browsers Key Strokes 

Refresh Page        F5 

Open new Browsing Window     Ctrl. + N 

Open a new Tab      Ctrl. + T 

Close tab       Ctrl. + W 

Duplicate Tab       Ctrl. + K 

Reopen the last Tab you closed    Ctrl. + Shift + T 

Switch between Tabs      Ctrl. + Tab   or   Ctrl. + Shift + Tab 

Print current Page      Ctrl. + P 

Delete browsing history     Ctrl. + Shift + Delete 

Zoom in (+10%)      Ctrl. + plus sign 

Zoom out (-10%)      Ctrl. + minus sign 

Find something on this page     Ctrl. + F 

Toggle between full-screen and regular views  F11 

Mark  /  Copy  /  Cut  /  Paste     Ctrl.+A  /  Ctrl.+C  /  Ctrl.+X  /  Ctrl.+V 

Add site to the favorites     Ctrl. + D 

 
 
Please note: 
 
Depending on the type & version of your browser above key-strokes might not work or work differently. 
Maybe you might also have some software installed on your PC which might occupy/use any of the above 
key-strokes already. 
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1. General Usage   -   1.4. General hints & tricks   -   1.4.1. Have multiple browser-tabs open 

 

Open more masks/functions on other pages inside the browser 
Do a right mouse-click while clicking on one of the function items in Menu panel 
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1. General Usage   -   1.5. AWB Status sequence & definition 

An AWB normally goes through different phases (Status). From the moment when the AWB is created, either within a 
new AWB-serie received from an Airline or on a single basis, it is an established record on the AWB-Table. Fields are 

being populated with values along the way until the AWB is getting fully invoiced reaching the last status CLOSED. 
 

Status Description Triggered by the action: 
CREATED AWB received from 

Airline 
This very first status of an AWB is set right upon creating a new stock of AWBs in COS. 

ASSIGNED AWB given/assigned 
to an agent 

By applying the Assign AWB to agent in the AWB stock control menu or by creating a single 
AWB on the booking mask, the AWB status changes from CREATED to ASSIGNED. 

BOOKED AWB/Shipment 
booked 

Upon finishing a booking, saving it and applyiing the function “Change Status – Set to 
Booked” (Ctrl.+F9), the status changes from ASSIGNED to BOOKED. 
To cancel a booking, but keeping the AWB nbr assigned to the Agent, you can simply apply 
the function “Change Status – Set back” (Ctrl.+Shift+F9). 
This action will erase all the booking-details, but will still keep the assigned agent. 
Applying the function “Change Status – Set back” (Ctrl.+Shift+F9) on an ASSIGNED AWB, the 
status will change to CREATED and the agent will be erased from that AWB. Which means 
that you could use it/give it out again to another agent. 

FLOWN AWB/Shipment partly 
or fully flown 

As soon as the shipment has departed either on the first or on all flight-legs, you can set the 
AWB-Status forward to FLOWN (“Change Status – Set to FLOWN” (Ctrl.+F9). 
This action can be also done by a batch-function on the function “Dispo Overview” or by 
processing a received FFM-message setting multiple AWBs to FLOWN in one go. Setting 1 or 
more AWBs to FLOWN, the system automatically inserts the status code “DEP” on any flight-
routing-line with a date&time which is situated in the past. 
Applying the function “Change Status – Set back” (Ctrl.+Shift+F9) on a FLOWN AWB, the 
status will change to BOOKED and the system will erase the status codes “DEP” in all flight-
routing-lines. 
In a booking which is in status FLOWN, you cannot change Origin nor Final Destination of an 
AWB. To modify this, you need to set the status back to BOOKED first for such modifications. 

“CHECKED” 
(in BOOKED or 
FLOWN) 

AWB ready & locked 
for invoicing 

Upon checking the relevant values of the AWB which affect the selling- and buying-rates as 
well as the Other Charges, you set the AWB to “CHECKED” by ticking the respective field on 
the Booking mask. Within this status the AWB is protected against further modifications as 
well as against the calculate function. As it’s ready for the invoicing run selling & buying. You 
can untick the CHECKED status anytime in order to open up the booking-fields for any 
modifications. 

INVOICED 
SELLING 
 

AWB invoiced to 
Agent 

Upon invoicing the selling-side, either by running the final version of a CASS-File or an SRA 
(Sales Report Agent), the system automatically moves the AWB status forward from 
BOOKED/FLOWN to INVOICED SELLING. Once an AWB is in this status, you can no longer set 
the status back anymore. The only way to do modifications, is to use the DCM-tool. 

INVOICED 
BUYING 

AWB only invoiced to 
Airline 

Upon invoicing the buying-side by running the final version of a “CSR Airline”, (Cargo Sales 
Report), the system automatically sets the AWB from CHECKED (BOOKED/FLOWN) to the the 
status INVOICED BUYING. Once an AWB is in this status, you can no longer set the status 
back anymore. The only way to do modifications, is to use the DCM-tool. 

CLOSED AWB is fully billed 
(both sides - selling 
& buying) 

Upon invoicing the buying-side or the selling-side by running the final version of a “CSR 
Airline” or “CASS-Run”, the system automatically sets the AWB status from either INVOICED 
SELLING or INVOICED BUYING to the final status “CLOSED”. Once an AWB is in this status, 
you can no longer set the status back anymore. The only way to do modifications, is to use 
the DCM-tool. 

VOID Report/return back 
an unused AWB to 
an Airline 

In case an AWB number has not been used and you want to give/report it back to the Airline, 
you can apply the function “Change Status – Set to Void” to set an AWB to the status VOID. 
This action will erase the routing-lines automatically in order that this shipment will not 
appear on any flight list anymore. This particular AWB will then appear on the next CSR 
(Cargo Sales Report) by which we return back to the airline as an unused AWB. 
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2. Booking-Mask   -   2.1. Create a single AWB 
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2. Booking-Mask   -   2.2.1. Enter Booking details  -  Agent Contact 

Through the Contact look-up, you have the option to access the Agent’s contact table either to: 
- Select an already stored contact either by typing any 3 letters of the contacts First/Last-Name or my clicking 

the look-up-icon to access the Contacts’-table. 
GENERAL RECOMMENDATION: 

selecting a prestored contact, enables you/COS to address any message which you will be sending out for this 
booking (such as Booking Conf, Uplift Info, Irreg.Msg. etc), provided that the respective contact-record 

contains a valid e-mail-address. 

- Edit/complete a stored contact 
- Populate the contact-table with a new contact in order to select it for a future/other bookings. 

 

 

 
 
Actually, that contact-table can also be accessible through the Agentcard (SETUP  PARTICIPANTS  Agents) 
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2. Booking-Mask   -   2.3. Enter Handling-/Dimensions’ details 

 

2. Booking-Mask   -   2.4. Send FFR-Message 

 

2. Booking-Mask   -   2.5. Send Booking Confirmation to customer 

 

2. Booking-Mask   -   2.6.1. Check Space / See booked AWBs on a Flight 

Out of the Booking Mask there are 3 ways to check space and see all booked shipments on a specific flight. 

1. Way 

 
 

2. Booking-Mask   -   2.6.1. Check Space / See booked AWBs on a Flight 

2. Way 

Space Availability Tool     (currently under construction – will be released aprrox. end of 20..) 
 

 

2. Booking-Mask   -   2.6.2. Select another flight 

In the process of entering a booking, the system will give you an automated flight-/routing-suggestion right at the very 

moment when you have filled in the “Airport of Destination”. You’ll see that down in the Routing-Table. 
If you are not happy with the auto-suggested flights, you can simply select or even write another flight easily. Generally 

you have following 3 ways (3 colours) of doing that: 
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2. Booking-Mask   -   2.6.3. Assign single AWB          1/2 
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2. Booking-Mask   -   2.6.3. Assign single AWB          2/2 
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2. Booking-Mask   -   2.6.4. Create Interline-/Intercompany AWB 
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2. Booking-Mask   -   2.6.5. Multiple Prebookings 

With the prebooking tool you can create multiple bookings as well as FFR-messages in just a few clicks. 
This tool can be used, provided the fact that the agent has assigned AWBs. 
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2. Booking-Mask   -   2.6.7. AWB-Comments 

 
AWB Comments is a tool to store any kind of remarks. We recommend to use it mainly to keep additional infos in 

regards to things like general OPS- or Sales-notes, buying- or CCA-remarks referring to a particular AWB/booking. 
DO NOT use this tool to keep records regarding irregularities! For that you must use the dedicated “Irregularity 

Handling” table instead. 
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2. Booking-Mask   -   2.6.8. AWB-History / Activity Log / SITA-Mssgs. 

 
The Activity Log (key-stroke: Ctrl.+Shift+A) is a very useful tool in case you want to track down the history and field-

modifications of a booking. COS is logging all “events” as from status “Assigned” automatically for you. 
They are all chronologically sorted. 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 
 

 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Activity-Log Overview 
shows you various events such as: 
- AWB-status changes 
- processed/received  SITA-Mssgs like FFM, FSU’s 
- sent out SITA-Mssgs. like FFR’s, FSU’s 
- sent out E-Mail like Uplift Info, Book.Conf, Irregs. 
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2. Booking-Mask   -   2.6.9. Print AWB / Booking sheet (for internal use) 

 

2. Booking-Mask   -   2.6.10. Recalculate Rates/Flight- & Billing-Dates 

 
 

2. Booking-Mask   -   2.6.10. Recalculate Rates/Flight- & Billing-Dates 

 

 

2. Booking-Mask   -   2.6.11. Send FFA-mssgs. for single/multiple AWBs 

In case you receive bookings by an “FFR”-message (by SITA), you can reply to such booking by sending back an FFA-

message. 

3. Manifest / Flight Planning   -   3.1. Dispo Overview 

 
 

3. Manifest / Flight Planning   -   3.2. Manifests   -   3.2.1. Booking-Manifest 
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3. Manifest / Flight Planning   -   3.2. Manifests   -   3.2.2. Dispo-Manifest 

You can create Priority groups to be listed on the Dispo Manifest by using the so called “Dispo Alloc” field. 
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3. Manifest / Flight Planning   -   3.2. Manifests   -   3.2.3. Flight-Manifest 
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3. Manifest / Flight Planning   -   3.2. Manifests   -   3.2.4. Truck-Manifest       1/2 

You can also access the Dispo Overview directly from the Booking Mask. By clicking on the airplane-icon-button on one 
of the routing-lines, the Dispo Overview will show you a prefiltered list with the respective flight/truck of that previously 

selected routing-line. 
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3. Manifest / Flight Planning   -   3.2. Manifests   -   3.2.4. Truck-Manifest       2/2 

How & where to show additional truck- and handling information such as for example T1-Status, loading-/offloading 
instructions on shipment level, you can use the fields Other service info, Special service request as wll as Dispo & 

trucking info on the Booking mask. Just keep in mind, that the OSI1&2 as well as the SSR1&2 will also be shown on the 
FFR-message in case you want to transmit that info to the airline-system. 

 
 

You can also use the field “Dispo Alloc” and/or the field „Dispo & Trucking Info“ to show loading- and/or delivery-

addresses of handling agents on the Trucking Manifest. 
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3. Manifest / Flight Planning   -   3.3. Send FBL message 
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3. Dispo Overview   -   3.4. Functions for multiple Routing-lines   -   3.4.1. Set Trucker Code to 

For planning shipments onto various trucks which could be conducted by various trucking companies, you can call the 
function called “Set TRK Code to”. This batch-action will help you to set a Trucker Code to multiple routing-lines in one 

go. Please note, that the Trucker Code must consist of 3 alphanumeric characters. 
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3. Dispo Overview   -   3.4. Functions for multiple Routing-lines   –   3.4.2. Set Dispo Alloc to 

 

3. Dispo Overview   -   3.4. Functions for multiple Routing-lines   –   3.4.3. Set Booked to Flown 

 

3. Dispo Overview   -   3.4. Functions for multiple Routing-lines   –   3.4.4. Set to DEP 
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3. Dispo Overview   -   3.4. Functions for multiple Routing-lines   –   3.4.5. Export to CSV/Excel 

In case you want to export all the records from the Dispo Overview to a CSV-File which can be opened by Excel, you 
can simply click on the function called “Export”. This can be done without mark/select any routing-records. COS will 

export ALL current routing-lines as per filter-criteria set over into a CSV-file. 
Please note: 

If you have more than approx. 5000 records in the filter, this export action can dure up to approx. 20 seconds or so. 
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3. Manifest / Flight Planning   -   3.5. Flight Capacity and Allotments 

 
 

4. Post-Flight-Check and Updates   -   4.1. Set single flight-leg to “DEP” (departed) 

 
 

4. Post-Flight-Check and Updates   -   4.2. Post single AWB to status “Flown” 

 

4. Post-Flight-Check and Updates   -   4.3. Send single Uplift Info to customer 

 
 
 

4. Post-Flight-Check and Updates   -   4.4. Process FFM-message   -   4.4.1. SITA-Msg-Table 

In the classical daily OPS-work-flow it is the Ground Handling Agent who sends us an FFM-message shortly after 
departure of a flight or truck. Upon processing such an FFM-message in COS, we have individual options to launch 

following actions AUTOMATICALLY: 
 

1. Booked AWBs will be posted to status “flown” 

2. Unbooked AWBs (in status ”Assigned”) will be completed with booking details and posted to status “flown”, 
where as the system will also create the record “NBKD” in the Irregularity handling indicating that the shipment 

was not booked 
3. Non-existent Interline-/Intercompany-AWBs will be created from scratch and posted to status “flown”, again 

with the respective “NBKD” entry in the Irregularity Handling as well. 

4. Status Code of the respective flight-leg will be set to “DEP” 
5. Total Nbr. of Pcs will be updated 

6. Gross Weight will be updated 
7. Volume will be updated 

8. Uplift Information-messages are sent by e-mail to ALL relevant customer-contacts. 
 

The normal way to process an FFM-mssg. in COS and to launch the automated actions stated above is as follows: 

 
Please note that an FFM-Message might consist of multiple parts, which are sent in more than just one SITA-message. 

In COS you need to process each message individually, one by one. Preferably you start with the first part (which is 
indicated on the message itself) and you do it in the correct sequence, e.g. the last part should be processed at the 

end. Just follow the steps as shown on the next page. 

4. Post-Flight-Check and Updates   -   4.4. Process FFM-message   -   4.4.2. Process Steps 

 
 

 

4. Post-Flight-Check and Updates   -   4.4. Process FFM-message   -   4.4.3. Logged Updates 
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4. Post-Flight-Check and Updates   -   4.5. Set multiple flight-legs to “DEP” (departed) 

The best place to have your shipments under control in terms of post-flight-checking, is the Dispo Overview. This table 
shows you in fact all Routing-lines (flight-legs) of all your current AWBs. Here you can set a variety of filters to see 

which shipments have what status and whether they were uplifted or not. 

 

 

This function is actually very similar like the “Set to DEP”-function. Here the system just performs one more action. It 
actually posts all those AWBs related to the selected Routing-lines to the “Flown”-status. 

4. Post-Flight-Check and Updates   -   4.7. Send msgs for multiple AWBs   -   4.7.1. Uplift Infos 

With this function you can send out Uplift Information Messages to the clients for several AWBs in one go. 

 
 

4. Post-Flight-Check and Updates   -   4.7. Send msgs for multiple AWBs   -   4.7.2. FSU’s 

The purpose of this function is to update another business-partner’s system. Normally these are other GSA-companies 

also using COS, where the FSU-function is activated. But it can also be used to update other systems which are capable 
to import and read Cargo-IMP-messages (Handling Agents, truckers or Airlines). 

 

4. Post-Flight-Check and Updates   -   4.7. Send msgs for multiple AWBs   -   4.7.3. FFA’s 

Generally the purpose of this function is to reply to another business-partner’s booking requests (FFR-mssgs.). Normally 

this is used in conjunction with the Space Availability tool in COS. If your business-partner is capable to receive, read 
and import these Cargo-IMP-mssgs., their system can get updated accordingly. 

 

4. Post-Flight-Check and Updates   -   4.7. Send msgs for multiple AWBs   -   4.7.4. FFR’s 

The purpose of this function is to be able to send out several FFR-messages for multiple AWBs in one go. This can be 

very useful for example in conjunction with the prebooking-tool. Since some other airline-systems are limited in terms 
of booking in advance of 2 months or more. After you have created the prebookings in COS for which you haven’t sent 

out FFR’s for some of them, you can go to the Dispo Overview at any time and filter respective AWBs and send out 

whole bunch of FFR’s in one go. 

 

4. Post-Flight-Check and Updates   -   4.8. Automated process of FSU-/FSA-messages 

COS can process incoming FSU-/FSA-messages received from Airlines or Handling Agents and it will automatically 

update AWB-/Routing-Records, such as Pcs., Gross Weight, Status Code, Flight No., Dep.&Arr.-Date, Dep.& Arr.-Time. 

Based on this automated function, COS is even capable to send out Uplift Info E-Mails to your clients for each AWB 
without even doing “one click”! 

 

4. Post-Flight-Check and Updates   -   4.8. Automated process of FSU-/FSA-messages 

By using the so called “Mismatch-List” you are still in full control to allow or deny any update of your records. 

In case data such as Airlines’ 2-letter-code, Flight number, Total nbr of Pcs, Gross Weight and/or Dep.-/Arr.-Date is 

different from the data you have in the AWB- & Routing-Table or the Dep.- and/or Arr.-Times of the flight varies more 
than 3 hours from the one we might already have in the Routing-Table, these particular differences will automatically 
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“queue up” on the Mismatch-List. 

 
You need to “clean” up that Mismatch-list continuesly. “Cleaning up” means, that you can decide either to allow the 

incoming data to update our existing bookings or to just skip (delete) the incoming updates. 

 
 

Again, the aim is to “clean up” the Missmatch-list continuesly and to have it as empty as possible. 
 

4. Post-Flight-Check and Updates   -   4.8. Automated process of FSU-/FSA-messages 

 

 

4. Post-Flight-Check and Updates   -   4.8. Automated process of FSU-/FSA-messages 

If you want to see a history overview in order doublecheck how and when which AWBs’ values have been updated, you 

can run the report called: “AWBs updated by messages”. 
 

FULL AUTOMATED Sending-Out of Uplift Info-E-Mail-Messages 
As already mentioned you can activate a full automated version of 

The FSU/FSA-Process, by which the system would send out Uplift Info- 

E-Mail-mssgs. to your clients autonomously. For that activation you need 
To contact Datacair-Support ZRH. 

The system sends out such Uplift Info-mssgs. only for those AWBs, 
where all existing values correspond with the values on the incoming 

FSU/FSA-mssgs., also provided the fact that the respective contact in 
each booking is selected and is poplulated with a proper e-mail-address. 

 

 
In following cases the system will NOT send out such automated Uplift Info-E-Mail-mssgs.: 

- when an AWB appears on the Mismatch-list 
- when the relevant Routing-leg already contains the “DEP”-code or a “later stage” code (such as f.e. “DLV” etc.) 

4. Post-Flight-Check and Updates   -   4.9. FWB /XWB   -   4.9.1. Send FWB for a single AWB 

In order to transmit the information stated on the AWB to another party electronically, you can send out an FWB 
message. 

The XWB message is in fact the same like the FWB message, but it also includes the selling-rate-figures.  
 

4. Post-Flight-Check and Updates   -   4.9. FWB /XWB   -   4.9.2. Send FWBs for multiple AWBs 

 
 

4. Post-Flight-Check and Updates   -   4.9.3. Process received single FWB manually 

 
 

5. Irregularities   -   5.1. Cancel booking/AWB-status   -   5.1.1. From “Booked” to “Assigned” 

 

http://www.dict.cc/englisch-deutsch/autonomously.html
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5. Irregularities   -   5.1. Cancel booking/AWB-status   -   5.1.2. From “Assigned” to “Created” 

 
 

5. Irregularities   -   5.1. Cancel booking/AWB-status   -   5.1.3. From “Flown” to “Booked” 

 

5. Irregularities   -   5.2. Rebook single AWB to another flight 

Generally there are 4 different ways how you can rebook a single AWB onto another flight. 

 

5. Irregularities   -   5.3. Rebook multiple AWBs to another flight 

In the Dispo Overview you can rebook multiple AWBS from one flight to another. This only works for AWBs which are 

either in the “Booked” or “Flown” status. 
 

If the rebooked AWBs contains AWBs with consecutive flight-legs and the date of departure of the new flight is on a 
later date, the system will automatically recalculate/change these consecutive flight-legs and reminds the user 

accordingly, in order to rebook and/or modify also these flight-legs manually. 

 

5. Irregularities   -   5.3. Rebook multiple AWBs to another flight 

For any AWB which is subject to such a rebooking, the system will keep respective records. 
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5. Irregularities   -   5.4. Create Part-Shipments 

a) Create a simple Part-Shipment splitting a shipment onto another flight: 
 

 
 

b) Create a Part-Shipment splitting a shipment onto several flights, routing it via another transit-point: 
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5. Irregularities   -   5.5. Irregularity Remarks, Overview and Reporting 

By keeping remarks consistenly of all your operational discrepancies and irregularities in each AWB, you can improve 
your service and you benefit of more performance indicators. 

 
Keep and share information of past and current discrepancies like misshandlings, missroutings by agents, handling 

agents and airlines etc. and inform clients quicker about irregularities by using the direct-message function. 
 

Have a control on your open/pending issues (f.e. pending preliminary claims, Non-Deliveries at final destinations etc. 

 
Establish a “performance”-report which can be used as KPI’s towards your customers, your trucking-, handling- and 

airline partners but also as an internal KPI-tool of your own performance-quality. This can easily been seen, as you can 
generate the Irregularities report. 

 

5. Irregularities   -   5.5. Irregularity Remarks, Overview and Reporting 

 

5. Irregularities   -   5.5. Irregularity Remarks, Overview and Reporting 

In the Irregularity Overview you can see the all Irregularity records of all your AWBs listed and you can filter and 

modify them however you want. 

 

5. Irregularities   -   5.5. Irregularity Remarks, Overview and Reporting 

By running the Irregularities’ report you can get a variety of infos such as for example: 
 

- Check Non-Deliveries at final destination which are currently all open and/or closed 

- Check Preliminary Claims which are currently open and/or closed 
- Check any other kind of Handling Irregularities such as Late-Deliveries, DG-Check Negatives, Offloads, 

Misshandled and Missrouted shipments 
- Check service quality performance of: 

a) Your partner-Airlines (or GHA, Truckers etc.) 
b) Yourself which you have achieved with all or one certain Airline towards a specific Agent/customer 

You can use the Excel-Version of this report to do some more statistics. You can put for example the amounts 

of certain Irregularity-AWBs in relation to the total amount of shipments in a certain period. Like that you can 
get a picture on your flown-as-booked-preformance and use it either for a sales argument towards the 

customer or a negotiation-/explanation-argument towards the carrier. 

 

5. Irregularities   -   5.6. Send multiple Irregularity Mssgs for several AWBs 

In the Dispo Overview you have the option to send short Irregularity messages for multiple AWBs with a free text-field 

of max. 200 characters. By this function you can send out a quick Irregularity-Info-Message for each AWB and client 
with just one click! 

 

5. Irregularities   -   5.6. Send multiple Irregularity Mssgs for several AWBs 

Upon sending out these messages, the system keeps the respective records about that Irregularity-Message in the 

Irregularty-Handling table as well as in the AWB Activity Log for each AWB. 
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5. Irregularities   -   5.7. Change customer for single AWB 

In case when want to change an assigned agent of a single AWB, you can do that just by going to the tab called 
“Addresses” in the Booking Mask. There you simply change the Billing Address just by clicking the look-up-arrow or 

pushing the F6-key in the field “Bill-to No.” and selec another customer from the list. 
You can do that only for AWBs which are either in the: “to confirm”, “confirmed”, “booked” or “flown”-status. 

 
If an AWB is already in the “pre invoiced (incoiced to None)”-status, you need to set it back to “flown” first. 

 

If you want to change the agent of several AWBs in a certain serie, you rather do that in the AWB-stock-function (see 
point: 7.4. Change Agent/Dept.) 

 

 

5. Irregularities   -   5.8. Change Origin and/or Final Destination 

In order to change the Origin or the Final Destination of an AWB, you must make sure that the AWB is in the „Booked“-
status. 

 

5. Irregularities   -   5.9. Wrong AWB nbr. 

 

 

6. Pricing-Check   -   6.1. General   -   6.1.1. Relevant fields for Rates, Other Charges 
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6. Pre-Invoicing   -   6.1. General   -   6.1.2. Billing Dates 
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6. Pre-Invoicing   -   6.1. General   -   6.1.3. Applicable Weights 

 
 

6. Pricing Check   -   6.2. Net-Rates   -   6.2.1. Automated Rate finding criterias 
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6. Pricing Check   -   6.2. Net-Rates   -   6.2.2. Adhoc-Rates / Rate-Reference 
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6. Pricing Check   -   6.2. Net-Rates   -   6.2.3. All-In Rates (adhoc) 
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6. Pricing Check   -   6.2. Net-Rates   -   6.2.4. ULD-Rate / Deal-Code 

 

 
 
 
 
 
 
 
 
 
 

6. Pre-Invoicing   -   6.2. Net-Rates   -   6.2.5. Service AWB (Non-Revenue) 

 
 

6. Pre-Invoicing   -   6.2. Net-Rates   -   6.2.6. GSA Commission 

 

6. Pre-Invoicing   -   6.3. Add-On-Rates   -   6.3.1.  

 

6. Pre-Invoicing   -   6.3. Add-On-Rates   -   6.3.2.  

 

6. Pre-Invoicing   -   6.3. Add-On-Rates   -   6.3.4. SellAdhoc Add-On rates (Buying) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The purpose of the Deal-Code is to give you the option to trigger specific Rates and/or also Other Charges which shall apply for a particular 
shipment. It can be used for both the Selling- and/or the Buying Side.  
 
Normally it’s used to apply specific rates which are only valid for certain shippers. Generally we do NOT recommend to define too many rates 
with Deal-Codes, since this code needs to be selected MANUALLY for each AWB it’s applying to. Rather try to define a certain traffic using 
other fields/means (Agent No., SHC, Flight-Nbr etc.) to trigger the correct rates/other charges automatically without forcing you to select any 
code at all for each such AWB. 
 
Before you can apply such a Deal-Code along with corresponding rates/other charges, it needs to be entered/pre-defined in advance. 
 
After selecting a Deal-Code it’s highly recommended to do a Recalculation as usual! 
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6. Pricing Check   -   6.3. Other Charges   -   6.3.1. Add, modify, delete     1/2 

To show/expand details of the Other Charges, just double-click on the respective Other Charge Entitlement-
Group title-line. In this example “O/C due carrier” selling: 
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6. Pricing Check   -   6.3. Other Charges   -   6.3.1. Add, modify, delete     2/2 
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6. Pricing Check   -   6.3. Other Charges   -   6.3.2. Entitlement Groups 

Selling: 

 
 

Buying: 
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6. Pricing Check   -   6.3. Other Charges   -   6.3.3. Unknown Cargo 

 

6. Pre-Invoicing   -   6.5. Collect AWBs   -   6.5.1. Automated CC Rates 

 

6. Pre-Invoicing   -   6.5. Collect AWBs   -   6.5.2. Adhoc CC Rates 

 

6. Pre-Invoicing   -   6.5. Collect AWBs   -   6.5.3. Agent’s Commission (Selling) 

 

6. Pre-Invoicing   -   6.5. Collect AWBs   -   6.5.4. GSA’s commission (Buying) 

 

6. Pre-Invoicing   -   6.5. Collect AWBs   -   6.5.5. Other Charges CC (+PP) 

 

6. Pre-Invoicing   -   6.6. IATA Rates 

 

6. Pre-Invoicing   -   6.7. AWB Statistics / post AWB to “Pre Invoiced” 
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6. Pricing-Check   -   6.8.1. Edit Buying pricing of AWBs in status “Invoiced Selling” 

In case you need to change something in the pricing on the Buying –Side of an AWB which has only be closed on the 
Selling side (i.e. which is in AWB-Status “Invoiced Selling), you do NOT need to make a “DCM” at all. 

 
You can simply untick the pricing “Checked” tick-field and modify the respective pricing field on the buying side upon 

your discretion. 
 

Just make sure to set the “Checked” tick again once your finished and launch the Save process as the end. 
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6. Pricing-Check   -   6.8.2. Edit Selling pricing of AWBs in status “Invoiced Buying” 

In case you need to change something in the pricing on the Selling–Side of an AWB which has only/already be closed 
on the Buying side (i.e. which is in AWB-Status “Invoiced Buying), you do NOT need to make a “DCM” at all. 

 
You can simply untick the pricing “Checked” tick-field and modify the respective pricing field on the Selling side upon 

your discretion. 
 

Just make sure to set the “Checked” tick again once your finished and launch the Save process as the end. 
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6.9. Other Charges Buying cost-splitting tool (Purchase Docs.)            1/2 

By this tool you can create a Quote for example in cases when a trucking company offers you a total cost for one truck. 
You can pull respective AWB’s truck-/flight-legs into a created Quote using certain filter-criteria such as Departure-Date, 

Carrier-Code, Trucker-Code etc. By posting the Quote, the system will split the total cost over all AWBs involved and 
populate them on AWB’s Buying Side into the Other Charge “due None” as an expected cost. 
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6.9. Other Charges Buying cost-splitting tool (Purchase Docs.)            1/2 

You can post (re-post) a Quote as many times you like. Please also note, that deleting a Quote will also unpost/delete 
the respective Other Charges due None on each involved AWBs buying side. 

 
FYI: 

Currently you can only post expected costs over to the Other Charges Buying due None. Soon you will also have the 
option to post planned compensation costs, which you can debit the vendor-airline with over to the Other Charges 

Buying due GSA. 
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7. AWB-Stock   -   7.1. Create new AWBs (Status “Created”) 
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7. AWB-Stock   -   7.2. Assign AWBs to Agent (set to Status “Assigned”) 
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7. AWB-Stock   -   7.3. Assign SPECIFIC AWBs to Agent (set to Status “Assigned”) 
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7. AWB-Stock   -   7.4. Reprint/Resend Delivery Note to Agent for Assigned AWBs 
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7. AWB-Stock   -   7.5. Change Agent for multiple AWBs 
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7. AWB-Stock   -   7.6. Return unused AWBs back to airline (status “Void”) 

The reason why an AWB shall be set to the status „Void“, is to make it invalid and not to use it any longer and to return 
it back to the vendor-airline. You can set single AWBs to status “Void” directly on the Booking Mask. 
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7. AWB-Stock   -   7.7. Unvoid single or multiple AWBs (undo status “Void”) 

To unvoid one or multiple AWBs, you need to do that in the AWB Stock Overview function as shown below: 
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8. SITA-Messaging   -   8.1. Filter/search for messages 

In the SITA-Message-table you have various means to set filters to search for one or a group of messages. 

 

 

8. SITA-Messaging   -   8.2. Show / create new message 

With the so called “SITA”-Message-function in COS you can receive and send SITA-messages. To send messages out, 

you also have the possibility to address them to E-Mail-recipients, where as the sender of such mssgs will be your 
generic e-mail-sender-address defined in the Company setup in COS. 

 
 

8. SITA-Messaging   -   8.3. Forward/quote a SITA-message by E-Mail 

 

 

8. SITA-Messaging   -   8.4. Manage address book 

The SITA-Address-book can be very useful for you, especially to send out Bookings and Flight Dispos etc. to 
counterparties like Handling Agents, Airlines and Truckers. Especially in terms of sending out automated Cargo-IMP-

messages (such as FFR’s, FFA’s, FBL’s, FWB’s etc.) to either SITA-recipients or E-Mail-recipients, we highly recommend 
that populate and maintain the SITA-address-book. 

 

Please be aware about the following in case you send out messages from the system to E-Mail-recipients: 
a) Such mssgs can only be viewed as sent items on the SITA-message-table 

b) Your sender’s e-mail-address is either your “generic-one” (no-reply@datacair.com) or you can have it 
differently. Or you can even define one e-mail-sender’s address for each Airline individually 

c) If you expect the recipient of such a e-mail-msg. to reply back to you with another Cargo-IMP-mssg (e.g. FFA, 
FSA/FSU), COS does currently NOT process such Cargo-IMP-mssgs coming in by e-mail. (only incoming mssgs 

by SITA can be processed). 

 
 

 
 

 

 
 

 
 

 
 

 

 
 

 
 

 

 

 

mailto:no-reply@datacair.com
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8.5. Process incoming FFR – Airline System’s Agent code 

To transmit Booking data from the Airline System to COS, you can send FFR-messages by SITA/Arinc (Type B) to COS. 
In order that COS can identify the agent and to post the booking the whole way through from status “Created” to 

“Booked”, the agentcode in COS should be identical with the agentcode in the Airline-System. That is normally not a 
problem in case of IATA/CASS-Agents. However, in case of NON-CASS-agents or NON-CASS-handled countries, often 

these codes do not match. For that reason, you can store the airline-system’s agentcode in the respective Agentcard in 
COS inside the Panel called “Other Settings”. Here’s the way how to handle the 2 different formats: 
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8. Messaging   -   8.6. Working with the Mismatch List 

Generally, there are two options how incoming Messages can be auto-processed. 
The full automated way or by the “half”-automated way, where the Mismatch-List will come into action. 

In COS, this can be set up for each airline, as well as for each message-type, individually and independently. 
 

Working in the Mismatch-List means, that any updates which COS intends to perform based on received messages, will 
be listed (queueing up) in the Mismatch List. And all these incoming updates need to be “confirmed” by the user or can 

also be hindered by the user to change existing data in COS. Having the Mismatch List activated means, that the user 

would have to work in this tool many times every day in order to “clean the queue” constantly. As the goal is to keep 
that list as empty as possible. 
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9. Reports   -   9.3. Reports’ Menu / Report Types 
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9. Reports   -   9.2. Flex CSR   -   9.2.1. Filter/Search for specific AWB nbr. 

You can filter/search for one specific AWB-number in various companies and generate a Flex Report for that. For that 
purpose the Start- and Ende-Date Filter is NOT mandatory to fill in. 

 

 
 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 



 

         

 
 

U S E R    M A N U A L 

 

Date: 31. Jan. 2020              C.O.S. User Manual                      Page 63 of 89 

9. Reports   -   9.2. Flex CSR   -   9.2.2. Filter by Billing Document nbr. 

You can generate a Flex-Report just by using a so called “Document Number” as the only filter-criteria. Doing this, it is 
NOT mandatory to enter a Start Date nor an Ende Date. The “Doc.Nbr.” is a unique number, which is “tagged” to all 

AWBs which were subject to a Final Billing Run, such as CASS-File-, SRA- and/or CSR-Run. All these Billing-Runs with 
their individual Document Number can be found listed in the “Action History”. Please note that the figures shown on the 

Flex-report will always be the latest/actual details of each AWB, i.e. all changes done by DCMs are always considered. 
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9. Reports   -   9.2. Flex CSR   -   9.2.2. Template Creator    1/2 

For repeating use and to adapt to certain airlines’ format need, you can create & save your own Flex-Report-Template. 
Such templates can be renamed, modified and deleted by any user having access to them at any time. 
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9. Reports   -   9.2. Flex CSR   -   9.2.2. Template Creator    2/2 

Most data-fields related to the AWBs as well as to the Routing-lines are self-explanatory. 
Nevertheless, please find below some more back-ground-infos of certain special data-field-examples. 
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10. Other Features   -   10.1. Timetable 

Advanced filtering options in the Timetable: 
<> unequal 

>= bigger than or equal 
> bigger than 

<= smaller than or equal 
< smaller than 

. empty 

*   not empty 
FYI: these advanced filtering options, you can also apply in other tables, such as for example the AWB Stock Overview. 

 
 

In order to modify mutliple records, you can use the “Modify” button for which you need to have the respective records 

toggle-marked on the left hand side aforehand. 
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10. Other Features   -   10.2. Agent default Contacts 
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10. Other Features   -   10.5. Airline (Vendor) Card 

 

10. Other Features   -   10.6. Create Warning-Pop-Ups on Agent-level 

You have the possibility to create warning-indicators or pop-ups on the booking mask by the using the comments-table 

in the agent-card. Using the code “W” will create a warning-indicator on the booking-mask. Using the code “P” will 
trigger a respective pop-up in the booking-mask during the booking-process. 

 

10. Other Features   -   10.7. Create Warning-Pop-Ups on Airline-level 

 

10. Other Features   -   10.8. Define default text for each Airline for outgoing mssgs 1/3 

You can define default text for each of the below quoted E-Mail-Messages which you can generate out of COS.  
This text can be defined for each airline individually if needed. 

 

Booking Confirmation  to confirm a booking on a single AWB basis 

 

Uplift Information   to confirm uplift for a single or multiple AWB/s 
 

Irregularity Info   to inform agent/s for a single or multiple AWB/s 
 

 

 

AWB-Stock-Confirmation  to send a new stock of AWB to an agent. 

 
 

 

Delivery Info    similar to a P.O.D. (Proof of delivery), COS is capable to generate&send a  
     Delivery Confirmation to the customer automatically as soon as the user would 

     enter “DLV” in the Routing-field “Status Code”. 

10. Other Features   -   10.8. Define default text for each Airline for outgoing mssgs 2/3 

Example of how and where the default texts can be defined: 

 

10. Other Features   -   10.8. Define default text for each Airline for outgoing mssgs 3/3 
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10. Other Features   -   10.9. Define/use Standard Text Codes 
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10. Other Features   -   10. Import Net-Rates by XML through dataport 1/5 

1.Customize view in Excel - make „Developer“ commands display in the ribbon-area of your Excel profile 

 

 
2. Open CargoRate Excel-Template form file  click on “Developer”-ribbon  click “Source” to show XML-fields’ names 

 

10. Other Features   -   10. Import Net-Rates by XML through dataport 2/5 

 

10. Other Features   -   10. Import Net-Rates by XML through dataport 3/5 

 

10. Other Features   -   10. Import Net-Rates by XML through dataport 4/5 

3. Export/create the XML-File, name it and save it into a known location on one of your drives. 

 

10. Other Features   -   10. Import Net-Rates by XML through dataport 5/5 
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10. Other Features   -   10. Rate-Finding Tool 
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11. Invoicing   -   11.1. Airline Invoicing Overview 
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11. Invoicing   -   11.2. Airline Billing Types (CASS-Types) 
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11. Invoicing   -   11.3. Generate SRA (Sales Report Agent) 
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11. Invoicing   -   11.4. Generate CASS-Files 

 

11. Invoicing   -   11.5. Generate SRC (Sales Report Carrier) 
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11. Invoicing   -   11.5.1 CSR-Billing-Run using Vendor-Groups    1/2 

If you have Airlines, which you buy from the same company, such as for example an intermediary partner like a Broker, 
subcontracting GSA-partner or for intercompany-billing-purpose, you have the option to combine these Airline-vendors 

into so called “Vendor-Groups”. Assigning individual Airline-vendors to such a Vendor-Group, gives you the advantage 
to perform a closing-run of a Cargo Sales Report for multiple Airlines in one go using the respective filter-criteria 

“Vendor Groups”. 
Please note: 

a) CSR Excel-/PDF-Output of Check-Run and/or Final-Run 

You have the option to specify which CSR-template (Flex Report templates) shall be used for each Vendor-Group. That 
template will be used by the system for the Excel- and PDF-Output when generating a CSR-Check-Run and/or a CSR-

Final-Run. 
b) CSR Export-Files for Dynamics 365 

Launching a CSR Final Run when using the Vendor-Group-filter-option, the system will still generate separate 

accounting-data-files for each airline individually. These files can be downloaded in the Invoicing Action History. 
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11. Invoicing   -   11.5.1 CSR-Billing-Run using Vendor-Groups    2/2 
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11. Invoicing   -   11.6. Corrections   -   11.6.1. Correct Buying in AWB Status “Invoiced Selling” 

In case you need to change something in the pricing on the Buying –Side of an AWB which has only be closed on the 
Selling side (i.e. which is in AWB-Status “Invoiced Selling), you do NOT need to make a “DCM” at all. 

 
You can simply untick the pricing “Checked” tick-field and modify the respective pricing field on the buying side upon 

your discretion. 
 

Just make sure to set the “Checked” tick again once your finished and launch the Save process as the end. 
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11. Invoicing   -   11.6. Corrections   -   11.6.2. Correct Selling in AWB Status “Invoiced Buying” 

In case you need to change something in the pricing on the Selling–Side of an AWB which has only/already be closed 
on the Buying side (i.e. which is in AWB-Status “Invoiced Buying), you do NOT need to make a “DCM” at all. 

 
You can simply untick the pricing “Checked” tick-field and modify the respective pricing field on the Selling side upon 

your discretion. 
 

Just make sure to set the “Checked” tick again once your finished and launch the Save process as the end. 
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11. Invoicing   -   11.6.3. Correct Selling- or Buying in AWB Status “Invoiced Selling- or Buying” 
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11. Invoicing   -   11.6. Corrections   -   11.6.4. Correct Selling/Buying in AWB Status “Closed” 

 
 
 
 

 
Note: 
Currently, when changing an agent in a DCM, you need to generate 

the SRA- and/or CASS-File for both agents at the same time. That 
means, you cannot use the filter-field in the filtermask of the CASS- 

and/or SRA-Billing-Run. 
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11. Invoicing   -   11.7. Other Charges “Due GSA” (selling) 

 

Mainly for the purpose to 

debit a CASS-Agent of Airline, 

which receives the revenue 
(Airfreight & O/C due Carrier) 

directly from CASS, you can 
use the so called O/C due 

GSA Selling. 

 
The charges entered in these 

Pricinglines will go on an 
additional Invoice, which is 

generated totally separated 

from any CASS- or SRA-
Billing-run whatsoever. 

The process is similar to the 
SRA-invoicing-feature. 

 
Please also note: 

 

The O/C due GSA Billing 
feature will consider only 

AWBs in the state of pricing 
“Checked” regardless whether 

the AWB is in either: Booked, 

Flown, Invoiced 
Selling/Buying or Closed 

status. 
 

Currently the DCM-feature 
(Correction Tool) is NOT 

available for these pricing-

lines. Any correction of 
wrongly charged O/C due GSA 

Selling, must be raised 
outside COS (in MS-Dynamics 
365) until further notice. 
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11. Invoicing   -   11.8. Action History   –   11.8.1. Search & Reprint of Accounting Docs. 

All Accounting documents which were generated out of “Final Billing Runs“, such as CASS-File, SRA (Sales Report 
Agent) along with respective Invoice Coversheet (Recap) if applicable as well as CSR (Cargo Sales Report Carrier) are 

all stored in the so called Action History function. In here you can search and reprint any of those generated 
documents. 

 

 
 

 
You have various filter-fields at your disposal to search for certain Accounting Docs. For example the AWB-nbr filter-

field can sometimes be quite useful. Filtering an AWB nbr, COS will list you all respective Acconting Documents on 
which that particular AWB was involved in (billed on) including any/all DCMs (corrections) which have been done for 

that AWB. 
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11. Invoicing   -   11.8. Action History   –   11.8.2. Generate Billing-Datafile for Dynamics365 

In order to transfer the billing-data from COS to the financial system Dynamics 365, you need to generate respective 
data-file (CSV) containing relevant accounting-information. This file will be imported into Dynamics365. 

 
You can select multiple accounting-documents in the Action History and generate one single data-file with all the 

selected accounting documents. 
 

 
 

Please note: 
If you select multiple documents to be generated into one data-file, you can only do that selecting the same kind of 

accounting-documents. Currently there are 3 kinds of accounting-documents: 

- CASS-run-document (selling) 
- SRA (invoices, selling) 

- CSR (Cargo Sales Report, buying) 
 

That means, you can NOT generate a data-file containing both SRA and CSR accounting-data. 
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11. Invoicing   -   11.9. Purchase Documents Tool / account an Invoice  1/2 
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11. Invoicing   -   11.9. Purchase Documents Tool / account an Invoice  2/2 
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11. Invoicing    -    11.10. Purchase Invoice Checking Tool 

To have a control of incoming invoices from certain airlines and brokers etc, you can use the Invoice Checking Tool. All 

AWBs displayed on this list are in the state of pricing “Checked” but NOT yet in the AWB Status “Closed”. 

 

 
 

The invoice received tick, the invoice nbr. as well as any Remarks stored here, will be shown in the Pricing Overview, 
which you access over the functions button on the Booking Mask. This infos can also be shown on the Flex-Report. 
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11. Invoicing   –   11.11. Currency handling – Add/Update Rate of Exchange 
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12. Cargo Import   -   12.1. Create / book Import AWB 

 

12. Cargo Import   -   12.2. Pre-Invoice Import AWB 

 

12. Cargo Import   -   12.3. Invoice Import AWB 

 

12. Cargo Import   -   12.4. Sales Report Import 

 


