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IATA Legal Reminders

! Participants are reminded that live streaming of this webinar to
parties not in attendance is not permitted, except as indicated by
and with the express permission and knowledge of IATA.

! Unauthorized recording of the meeting is also prohibited.

! IATA will record the webinar and share the link afterwards to the
members of this group and it will be posted on the SIS Website.
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Welcome!
Let’s learn 
more about…

• Invoice Creation by Billing Category

• Invoice Submission Features (Future Submissions, 
Supporting Documents, File Validation Controls)

• Using the Processing Dashboard 

• Working with Payable Invoices

• Billing History and Correspondence Modules

Enter your Questions in the “Questions” box!



Jessica Travis

Manager, Interline Settlement & Audit

Guest Speaker
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Working with IS-Web
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Invoice Submission 
Features

• Future Submissions

• Supporting Documents

• File Validation Controls

…and many more!

Reference ISPG Chapter 7
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https://www.iata.org/globalassets/iata/services/financial-services/sis/ispg--release-notes/4.2.0.0/complete-ispg-package-v4.2.0.0.zip


Submission Features – Member Profile Mgmt

Working with IS-WEB

• Validations
• Reject File in Error vs. Reject Invoice in Error

• Allow Resubmission of Failed Invoices

• Online Corrections Allowed (Optional)

• Define Additional Supporting Document File Types

• Future Billing Submissions
• Recurring Billings
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Invoice Creation by 
Billing Category

(IS-WEB & File Upload)

• Four Billing Categories:
• Passenger | Cargo | Miscellaneous | UATP*

• Reference ISPG Chapters 3, 4, 5 and 6

• Methods of Invoice Creation:
• IS-WEB (Online)

• Input File Upload (IS-IDEC / IS-XML)
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https://www.iata.org/globalassets/iata/services/financial-services/sis/ispg--release-notes/4.2.0.0/complete-ispg-package-v4.2.0.0.zip


Invoice Types by Billing Category

Working with IS-WEB

• Passenger: Passenger-Transportation related billings only.
• Transactions are identified by source codes for:

– Prime Billings – Non-Sampling/Sampling; Rejection Memos; Billing Memos; Credit Memos

• Cargo: Cargo-Transportation related billings only.
• Transactions are identified by transaction types for:

– Prime Billings – “Charge Collect” or “Prepaid” Air Waybills (AWBs); 
Rejection Memos; Billing Memos; Credit Memos

• Miscellaneous: Non-Transportation related billings.
• Transactions are identified by invoice types:

– Original Invoices; Rejection Invoices; Correspondence Invoices; Credit Notes
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Invoice Creation Steps / Concept: IS-WEB

Working with IS-WEB

1. Create Invoice Header
• Currency of Listing vs. Currency of Billing

2. Create Invoice Capture/Listing
• Passenger – Prime Billings (Non-Sampling/Sampling), RM, BM, or CM Captures

• Cargo – Prime Billings (AWB’s), RM, BM, or CM Captures

• Miscellaneous – Original, Rejection, Correspondence, Credit Note Captures

3. Validate and Submit
• From Invoice Creation or Manage Invoice Screens
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Invoice Creation Steps / Concept: File Upload

Working with IS-WEB

• Applies the same concept as IS-WEB submissions, but must comply with the 
IS-IDEC / IS-XML File Specifications.

• File Types: IS-IDEC, IS-XML.

• File Specifications located – iata.org/sis:

▪ SIS for Airlines >> “Documents” Tab >> Complete ISPG package v4.2.0.0 ​​​​​​​(zip)​
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https://www.iata.org/globalassets/iata/services/financial-services/sis/ispg--release-notes/4.2.0.0/complete-ispg-package-v4.2.0.0.zip
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Demo

Let’s Do a Demo!
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Things to Remember!

Working with IS-WEB

• Common Errors
• Data Entry Errors

• Missing SIS+CH Calendar Deadlines / Milestones

• Omitting Supporting Documents

• Member Profile Settings

• Best Practices
• Segregation of Duties Internally

• Ensure Master Data is Updated Regularly

• Consult SIS Support Documentation 
• (e.g. ISPG, User Guide, Reference Docs)

• Subscribe to Optional Services
• Legal Archiving & Digital Signature Services
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Poll #1

At what point during the invoice creation process can a supporting document 
be attached?

(1) Together with the Billing File Upload 

(2) During Prime/BM/RM/CM Capture 

(3) After validation and submission 

(4) Up to two (2) days after Period closure (as per SIS+CH Calendar)

(5) All of the above
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Using the Processing Dashboard
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Processing 
Dashboard

• Manage all Created Receivable Invoices
and Credit Notes Only by IS-WEB or File Upload

• Invoice Status
o SMI, Invoice Number, Billing Category, Validation, Presented

• Billing File Status
o File Name, File Format, File Status

• Document Package Status
o Sending/Receiving Member, Package Type, Submission method, 

Validation, presented
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Processing Dashboard – Invoice Status
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Processing Dashboard – Invoice Status
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Processing Dashboard – Future Submissions

Working with IS-WEB

Future Date submission opens the 25 
of each month for the 4 billings 
periods of the next month
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Processing Dashboard – Future Submissions
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Let’s Do a Demo!
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Things to Remember! 

• Manage receivable invoices/credit notes only in Processing Dashboard.

• Check for invoice errors / statuses to take corrective action before the end of 
each billing period.
• Delete failed invoices / files

• Resubmit invoices / files

• Late Submissions

• Submit files in Increment Billing Period

• Download Dashboard Reports
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Poll #2

Which of the below responses personally correlates to the following statement?

“I use the SIS processing dashboard to view and manage my receivable invoices in SIS…”

(1) …daily

(2) …weekly

(3) …monthly

(4) … not often
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Working with Payable Invoices
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Working with 
Payable Invoices  
• Manage and find your payable invoices 

• Billing category

• Invoice number

• Output Files after period closure:

– Offline Archive Files (OAR)

▪ Invoice PDF, Listings, Supporting Documents

– Output IS-XML / IS-IDEC Files

▪ Contains Payable Invoice Data for Automation
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Working with Payable Invoices-Billing Category  
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Working with Payable Invoices-Invoice Number  
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Working with Payable Invoices- Output Files  
Home >>General >> File Management >> Download File>> Offline Archive Files (OAR
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How to initiate a rejection in IS-WEB 
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How to initiate a rejection in IS-WEB – PAX & CGO
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How to initiate a rejection in IS-WEB - MISC
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Rejection Creation Steps / Concept: File Upload

Working with IS-WEB

• Applies the same concept as IS-WEB submissions, but must comply with the 
IS-IDEC / IS-XML File Specifications.

• File Types: IS-IDEC, IS-XML.

• File Specifications located – iata.org/sis:

▪ SIS for Airlines >> “Documents” Tab >> Complete ISPG package v4.2.0.0 ​​​​​​​(zip)​
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https://www.iata.org/globalassets/iata/services/financial-services/sis/ispg--release-notes/4.2.0.0/complete-ispg-package-v4.2.0.0.zip


33

Demo

Let’s Do a Demo!
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Things to Remember! 

Working with IS-WEB

• Payable invoices can be searched and downloaded by billing category.

• Offline Archive Files (OAR) contain Invoice PDF, Listings and Supporting 
Documents for all Payable Invoices by Billing Period.

• Pax and Cargo Rejection process is slightly different from the Miscellaneous.

• Engage with your invoicing partners on payable invoices before rejecting.
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Poll #3

Working with IS-WEB

What is your most frequently-used method to retrieve / download output files for Payable 
Invoices/Credit Notes?

(1) “Billing Category >> Payables >> Invoice Search”

(2) “General >> File Management >> Download Files”

(3) Manual retrieval from iiNET / FTP

(4) Automated retrieval from iiNET / FTP
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Correspondence and Billing History
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Correspondence 
and Billing History

• Payable and Receivable Invoices Search

• Search for and Reply to Correspondences 

• View & Download Audit Trail (pdf) with Supporting Documents

• Initiate Billing Memo (PAX/CGO) or Correspondence Invoice (MISC)
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Billing History and Correspondence

Working with IS-WEB

Home >> PAX / CGO / MISC/ UATP >> Billing History and Correspondence
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Billing History and Correspondence

Working with IS-WEB

Invoice Search Results & Actions: View Audit Trail; Show Details

Correspondence Search Results & Actions: 
View Audit Trail;  Show/Create Correspondence; Open Correspondence Invoice
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Billing History and Correspondence
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Let’s Do a Demo!
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Billing History and Correspondence

Working with IS-WEB

Actions: Audit Trail; Show/Create Correspondence; Correspondence Invoice.
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Correspondence Details
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Create Correspondence Invoice
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Things to Remember! 

Working with IS-WEB

• Use the Billing History & Correspondence modules to search for specific 
transactions when needed, including to help resolve validation errors.

• Correspondence must be managed by IS-WEB Only.

• The entity receiving the last rejection invoice can initiate a correspondence.

• When an Authority to Bill is given or when Correspondence Expires, the other 
entity can issue a Billing Memo or Correspondence Invoice to settle.

• Consult the appropriate chapter of the ISPG for the relevant billing category.
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https://www.iata.org/globalassets/iata/services/financial-services/sis/ispg--release-notes/4.2.0.0/complete-ispg-package-v4.2.0.0.zip


SIS User Guide 
available on our 
Website!

1. www.iata.org/SIS

2. ‘SIS For Airlines’ or
‘SIS For Suppliers’

3. ‘Support’ Tab

www.iata.org/cs to contact us!



Q&A

Post in Q&A box

Thank you


