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1. Introduction

The BTS e-Submit web-application is designed to allow the reporting air carriers to submit airline data
via the secured Internet. This action, which follows the requirement from the Department of
Transportation (DOT), will enhance security of the data submissions, eliminate air carriers fax and
mailing costs, eliminate the need for the DOT to keypunch hardcopy data submissions, and provide
reporting air carriers with immediate confirmation from the DOT that the submission was either
successfully or unsuccessfully transmitted. Any e-Submitter, who has an account, can perform the data
submissions via the e-Submit web-application.

2. Accessing the system with URL

The URL for the BTS E-Submit Web Application is http: ZeSubmit.rita.dot.gov. The URL will
automatically redirect users to a secured port (https).

3. The Warning Page

The Warning Page will be displayed after users entered the link from the web browser. This page shows
a warning message about accessing the U.S. Government information system. This is the default page of
the eSubmit web application. Users have to agree with the terms before seeing the Login Page. (See
Figure 1)
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Warning Page Instructions:

a) | Agree button:
When this button is clicked, it means that users agree to the warning about accessing a government
information system, the site then redirects to the Login Page.

b) Close button:
When this button is clicked, it pops out a message to confirm the page closure, and then closes the
current browser window when users confirm it by selecting *"Yes"™.

4. The Login Page

The Login Page allows users to access the e-Submit application where airline carriers data will be
submitted (See Figure 2).

Links:

a) Contact OAI link: This link allows users to send an email to Office of Airline Information.
b) FAQ link: This link goes to FAQ Page.

About BITA | Prea Foom | OTfices | Joba | Phetos & Video | Contaet Us

.‘ Ressarch and Innovative Technology Administration

v Bureau of Transporiation Statistics [— m
E Contact OAlI FAQ

e-Submit e

Tuesday, July 20, 2010

Log In

Plaase entar your Lisar Name and Passward:

User Mame ; i

Password : i

Leg in
REqUEST hew User Account

Forgol Pagsword?

Log In Page Instructions

Enter your User Name and Password then select Login. If you have not setup an account, see the details
of Request New User Account instructions. If you have an existing account and do not remember your
Password, see details of Forgot Password? instructions.



1. Log In button:

a) The Log In button is used for returning users. Users will need to enter their User Name and
Password on this page. The User Name should be formatted as "firstname.lastname”. The Password is
case sensitive and MUST contain both letters and numbers with 1 special character, 1 capital letter and
should contain 12 characters or more.

b) Click on Login button once your information has been entered.

5. Request New User Account: User Information Page

When a user needs to setup a new account to do file submission, they can make this request online by
clicking the Request New User Account link from the Login Page. The link will navigate to the Request
New User Account: User Information Page (See Figure 3).

NOTE: If an account has been setup prior, with the same first and last name, the new account will
populate the User Name with a postfixed number to show the number of accounts created.
Example: joe.bobl or joe.bob2.

Request New User Account : User Information

*First Mams
Midadre Initial
‘Last Hamn
Buszirees MametJrgamzation
Business Sireel Address
Busimass ity
Businese Sise {2 characless requiroment)
Busimass fip Ciode
Coumiry Urited States [LIS) b s
'Business Email Address
*Confim Business Email Addrass
Buzimess Telaphone Mumder
-
ABSAAerolinhas Brasileiras 3]
ACM AR CHARTER GmiH (00

SRS & P Expenss Co Lid. (200 | Add =
- . '3 } I‘—.
"Camet Hame (Coda) ':'r:'" Ifo‘:;_:h.i'éEr.Iq'
o A, I, ]
Acropodis Swiation Lid, [CRV] -
Aet Lingug Ple (Ely =
Aern Caldamia {JR) *

"Requirad

| Cantinue

Steps for Requesting a New User Account:

1. On the Request New User Account Page, the user will need to enter the required (*) information and
any optional information not listed with an asterisk, into these required fields:
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Required Fields Optional Fields

« First Name »  Ermail Address (must contain &, *.") = Middle Initial +  Stale .

= LastMName =  Confirm Ernail Address @ «  Organization » Jip Code (Mustfollow format 11111-1111)
» Address = Country
= City = Telephone Mumber

Select the carriers you will need to file using eSubmit by:

e Add->: Select the carriers for your monthly, quarterly, annual and/or semi-annual reports. Multiple
carriers can be selected for a single account depending on the filling requirements. Select the Add button to
move the carriers from the left box into the box located on the right.

e <- Remove: Users can select the carriers in the right box, and press Remove button to delete them if they
were added incorrectly from a previous selection.

2. Continue button: Once all information has been populated, this button goes to the second Page -
Request New User Account: Select Form / Report Page (See Figure 4).
3. Back button: Returns to the Log In Page.

6. Request New User Account: Select Form / Report Page

Once the User Account Information has been completed, the Continue button will navigate you to the
Request New User Account: Select Form / Report Page (See Figure 4). You must then determine the
reports you will file for e-Submit.

Wednesday, September 22, 2010

Request New User Account: Select Form/Report

Select Reporting Types for selected carriers

Carrier Name (Code)
Adrline ID: s

[[] Foreign Carrier Ongin and Destination Data (FOND)
[]  T100 Foreign Camier Monthly Data (T100F)

Carmier Name (Code)
Adrline 1T #=ms

[]  Foreign Carrier Ongin and Destination Data (FOMD)
[] T100 Foreign Gamier Monthly Data (T100F)

I Continue ] | Back




Steps for Request New User Account: Select Form/Report:

1. Select the report(s) from checkbox(es) & for each report to file.
Users can select multiple reports for a specific carrier.

NOTE: Only the carrier names chosen from the previous page will be displayed.

2. Continue button: Once all information has been selected, click on Continue to go to next page.
3. Back button: Returns to Request New User Account: User Information Page.

7. Request New User Account: Confirmation Page

The Continue button opens: Request New User Account: Confirmation Page. (See figure 5)
This Page will display the selected carriers and their chosen reports along with your entered User
Account information.

Request New User Account: Confirmation

Please confirm user and filing information below:

Account Mame :  joe bob
Organization
Emal : joe.bob@dot.gov

Phaona :

Usar Login Mame: joe.bob

can file for ;

Convier Name (Cade)
Airline ID: #=F

Form 183 - Report of Extension of Credit to Political Candidates Screan (F1583)
Form 248 - Annual Auodit Repornts Scraen (F248)

Form 251 - Report of Passengers Denied Confirmed Space Screan (F251)
Farm 41 Financial {F41)

Origin and Destination U.5. Carrier data (OMD)

Airfina On-Time Parformance (ONTIME)

TA00 LS. Carrier Manthly Data (T100)

| submit | | Back |

1. Submit button: Review the information to assure it is correct then select the Submit button.

2. Back button: Returns to Returns to the Request New User Account: Select Form / Report Page (See
Figure 4).

3. After selecting the Submit button, a new account will be created based on the information you enter.
The message: Do you want to Proceed? appears. Select "OK”.



_, Windows Internet Explorar

:_.’ You are going to creste a new account based on the information wou entered. Do you want to procesd?

L O H Cancel |

4. A second message appears indicating that a temporary password has been sent to your e-mail. appears.
Select 'OK’. You will use this temporary password to log into e-Submit. Select "OK’.

Windows Internet Explorer

I E A bemporary paesaword has been sent to - miyemald@yahoo.com . Plezse use ik For your login bo reset your passward.

5. A new message 'Password successfully changed’ window appears.
Here you can select ’Yes’ to return to the Login Page or select ’"No’ to exit the application.

Password successfully changed

*Click "Yes” to return to the Login page.
*Click "Mo" to exit the application.

=1 (=3

8. Forget Password?

If you have forgotten your password, use the Forgot Password? link to answer the security question
that was setup during the account population. In the event the security question cannot be answered, you
can contact OAIl.eSubmit.Support@dot.gov for support by e-mailing your full name and contact

information.

Forgot Password?

Password must be at least 12 characters long that contains at l=ast one upper-cass l=tier, one lower-cas=

MNote:
letter, cne numeric character, and one special character.

Usar Mame:
Select Security Question: i 1. The city where you were bam v:
Secunty Question Answer: |

i Submit ] | Cancel I




Steps for Forget Password?:

1. Enter your User Name and Security Question Answer to one of the questions in the drop down. If you have
not setup your security questions during your New User Account setup, you will need to go through the process
again. Reference Page 5- Request New User Account.

2. Submit button: Select the Submit button.

3. A new message appears indicating that a temporary password has been sent to your e-mail. You will use this
e-mail to log into e-Submit. Select ’OK’.

Windows Internet Explorer

! ': A bemporary password has besn sent to myremadi@yahoo.com , Please use it for your login to resat your password,

4. Cancel button: The Submit button should be grey.

u ket Cancel
Select the Cancel button to return to the Login Page. Ij

5. Retrieve the temporary Password from your email confirmation then Login with your User Name and
Password.

DOT RITA-ESubmat Iiahal Password Thu, September 30, 2010 23343 AM

This amal confirms that a change wa made to the RITA-EFiling for wser: JOEBOBT. The temporaily password is
LRI, Please use this password for vour login to reset your password.

6. The Manage Profile Page opens as shown in (Figure 8). Here you will CHANGE your temporary Password with
a new one. You will also be given the option to update and/or change any additional information. BY DEFAULT,
the page populates your current settings.



Manage Profile

Mote:  Password must be ot least 12 characters lang that contains ot lzast one upper-case letter, one
lower-case lgtter, one numeric character, and one special characher.

~New Password: o

=Confirm New Passwaord: |asasnannanan

"Select Security Question:

:1. The city where you were barn V:
*Security Question loc |
ANSWEr: :
*Email Address: gjne_bqh@'d'm qov il
Telephone Mumber: 52_02355544'14._..._._ - |
Organizatimr i__-“____““—_“"_““___““__“ -“_].
Address:
City:
State:
ZipCode: r=———ii— §
i Unied States (US) ]
| save | | Back | | Hext |

*Note: Select Mext to Add or Update Carrier Report(s)

7. Save button: After updating and confirming your new Password, click on Save button.
Note: If you do not click on Save during this step, your information will not get saved.

8. Back button: Returns to the Welcome Page.

9. Next button: If there are no additional changes or revisions, select the Next button.

The Update: Select Reporting Form(s) Page opens. See (figure 9).
Here you can revise the carrier form submission by default the page populates your current settings.

Update: Select Reporting Form(s)

O Add new Carmier(s)
Select Reporting Types for selected carrlers

Camier Name (Camier Code)
Ajing |D. =S

Form 183 - Report of Extension of Credtt to Poltical Candidates Screen (F183)
Form 248 - Annual Audit Reporls Screen (F248)

Form 251 - Report of Passengars Denied Confirmed Space Screen (F251)
Form 41 Financial (F41)

"MOOO

*Note: To ADD or DELETE carners you report for, contact OAl.eSubmdit. Supportdot.gov

IConlinch I Back |
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10. Continue button: If there are no additional changes or revisions, select Continue.
11. Back button: Returns to the Manage Profile Page.

This Page will display the changes to your entered User Account information.

Update User Account: Confirmation

Please confirm user and filing information below:

Account Mame : joe bob
Organization :

: Email :  joe.bob@dot.gow
l Fhona &

User Login Name: joe.bob

can file for :

Canier Name (Code)
urhine 10 o
Form 183 - Reporl of Extension of Credit to Political Candidates Screen {F133)
- Fomm 248 - Annual Audit Repans Screen (F248) |

i Submit ] | Back |

12. Submit button: Review the information to assure it is correct then click on the Submit button.

13. Back button: Returns to the Update: Select Reporting Form(s) Page (Figure 9).

14. After selecting the Submit button, the message: ‘You are going to update the information you entered. Do
you want to proceed?’ appears. Select ’OK’. A ’User Account Update’ confirmation will be emailed indicating the

changes.

o 4l Windows Internet Explorer

H__? ‘foul are going to updake the infocemation wou entered. Do you wank to proceed?

[ ok [ cancel |

15. After selecting 'OK’, the screen opens to the Welcome Page for you to Submit Data or Manage Profile. (See

figure 9)
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9. Welcome Page - Submit Data

If you want to submit reported data, you will need to enter your User Name and Password from the
Login Page.

The screen opens to the Welcome Page for you to Submit Data or Manage Profile (Figure 9).
Welcome to the e-Submit Application for
Office of Airline Informaticon

US Department of Transportation

Submit Data
Manage Profile
Check Status of Submittal

Feedback of e-Submit

Steps for Submitting Data:
1. From the Welcome Page, select Submit Data.

The screen opens to the Select Report Page for you to select the report(s) to submit.

Select Report

Please select the report(s) you would like to submit from this list:

Carrier Name (Carrier Code)
Aidine 1D, =FEF

[} Report # 1: Airdine On-Time Pedomance (OMTIME)

[l Report # 2: Form 183 - Report of Extension of Credit to Poltical Candidates Screen (F183)
[[] Report # 3 Form 248 - Annual Audit Rapords Screen (F248)

[} Report #4: Fom 251 - Report of Passengers Deried Confimmed Space Screen (F251)

[} Report #5; Fomn 41 Financial (F41)

[} Report # 6: Origin: and Destination LS. Camer data (OND)

[[J Report # 7: T100 U.S Carier Monthly Data (T100)

Clselect Al / Desslect Al

i Continue ] | Back |

2. Continue button: You can select all or some reports to file then select the Continue button.
3. Back button: Returns to the Welcome Page (Figure 11).

Note: Only the carriers and reports you are designated to file should be listed on this Page.

4. While in the Select Report Page, select one or more reports by checking the box(es).

12



a) Selecting the Form 41 Financial (F41) report sends you to Select Form41 Financial Report Page to select a
detailed list of the Financial Forms. (See figure 13)
b) All other Reports will send you directly to the Submit Data Page.

Select Form41 Financial Report

Please select the report(s) you would like to submit from this list:

(=) Form 41, Schedule A - Financial data Certification

) From 41, Schedule B-T - Aiframe and Aircraft Engine Acquisitions and Retirements
) Form 41, Schedule B-12 - Cash Flow

() Form 41, Scheduel B-43 - Imentory of Aiframes and Aircraft Engines

> Formd1, Includes some or all B-1, B-1.1. P-1.1, P-1.2, P5.1. P-5.2, P-6, P-T Repons
) Form 41, Schedule P-1{a) - Interim Operations Report

() Form 41, Schedule P-2 - Financial Data Hotas

) Form 41, Schedule P-10 - Annual Employes Statistics

() Form 41, Schedule P-12(a) - Fuel Consumption

( T-3 Report of All-Cargo Operations Screen

5. While in the Submit Data Page, select a Submission Period: (month-yyyy) then review the notes in the page
to assure you are submitting the correct report. (See Figure 14)

Submit Data

Form 41 Financlals

Submission Period : (Month-vrry) | Moath-YYYY *",

e-Submit data report for Carvder Name (Code)

* If the Camer Name is not correct, chick Cancel fand contact USDOT-RITA Office of Airline Information for cormection,

Use the Browse button to select the file to submit :

{Note: The Formal, Includes some or all B-1, 8-1.1, P-1.1, P-1.2, P5.1, P-5.2, P-6, P-7 Reports’ file must be in the DOT
specified file format and saved a3 a comma separated values (*.csv))

Form41, Includes some or all B-1, B- |[Browse._]
1.1, P-1.1, P-1.2, PE.1, P-5.2, P-5,
P-7 Reports:
[§
] Submit ] [ Cancel |

6. Browse... button: Use the Browse button to select the file to submit.
Note: The report MUST be attached as the listed extension noted above (.csv, .pdf)
The Browse button will not allow submission of fixed-format files such as (.dot, .fond, etc.)

13



7. Submit button: Select the Submit button. A confirmation will be emailed indicating the file submitted and the
saved naming convention (Figure 15).

8. Cancel button: Returns to the Select Report Page.

The Cffice of Airline Information has received the following files you submitted on 2010-09-24:

e-Submit renamed Qriginal submitted file name
PART##_(Report)_(CC)_201008_20100924-102540.csv ((CC 1007 CSV)

A Confirmation Page opens indicating that the data was successfully submitted for the submission Period.

Confirmation

Data submitted for (Cavier Name) /_,,—//—\—\
l:/ How the report will be named \
Submission Penad (YYrY /Month): 2010005 \\\‘_w:d saved for Eibf,/"/

Tha following filas have been succassfully transmitted:
* freport type) - {ec)007.CSV save as PARTHEN _(report) (cc) 201008 _20100924- 102540, c5v'

Submit Data for Next Repod | Submit

Go Back To Submat Data Page for this camer

9. Submit button: Sends you back to the Submit Data Page for the same carrier listed at the top.
10. Submit button: You can Submit Data for the Next Report / Carrier if multiple selections were made.

Go Back To Submit Data Paga for this carrier Submit

i

Go Back To Weicome page Comtinue

Otherwise Go Back to Welcome Page will be displayed.

11. Continue button: Selecting the Continue button will take you to the Welcome Page.

10. Welcome Page - Manage Profile
Steps for Managing Profile:

The Manage Profile link allows the user to update User Profile information such as Password, email, security

guestion, address, etc.

14



1. From the Welcome Page, select the Manage Profile link. The screen opens to the Manage Profile Page for
you to add or modify your profile data.

Manage Profile

Mote:  Password must be a2 keast L2 characiers long that cordaing. ot least one upper-cnse ister, one
lewer-cass balier, ofg Aumens chasacter, and ane special charaster,

FMaw Pastaword:

=Confirm New Passward: P |

*Salect Security Quastion: 1 The city whesa you wers bam e
*Saculity Queston e

Arefwigr:

“Email Addrass: joe bob@dat gov

Telaphone Numbser: 55 A4

Organizateen:

Address:

Gy

State:

LipCode:

Country: United States (UIS) %

[save | [ Back | [ e |

"Mote: Select Next to Add or Update Carrier Report[s]

2. Save button: If you made revisions, select the Save button to save your data.
Note: If you forget to save your data before clicking on the Next button,
your data will not be saved. You will need to go back and redo.
3. Back button: Returns to the Welcome Page (Figure 11).
4. Next button: If you have finished saving or no changes were made, select the Next button to continue.

While in the Select Report Page, select one or more carrier(s) to report by checking the box(es). You will also be
given the option to Add New Carrier(s) to your profile. (See Figure 18)

15



Update: Select Reporting Form(s)

[TAdd new Camier(s)
Select Reporting Types for selected carriers

Carrier Mame (Cander Cade)
Ailine (D, W

Foem 183 - Repon of Extension of Credi to Paltical Candadates Sceen (F183)
Foam 225 - Ansuad Audit Regorts Seraan (F243)

Foem 251 - Report of Passengars Denied Confirmed Space Scieen [F251)
Foem 41 Financial (F21)

Ofgin and Destination LS. Carrer data (OKD)

Airing On-Time Pafamance (ONTIME)

TH0 LS. Carnes Monthly Data (T10:0)

EO0mmO0O0O

"Note: To ADD of DELETE camiers you report for, contact OALeSubmit. Supportfdol.gov

[Cnnrjnua] I Back |

5. Continue button: You can select all or some reports to save to your User Profile then select Continue.

The
Continue button takes you to Update User Account: Confirmation. (See Figure 19)

Update User Account: Confirmation

Please confirm user and filing information below:

Account Mame : joe bob
Organization :

Email : joe.bob@dot.gov
Phone :

User Login Nams: joe.bob
can file for :

Carier Name (Code)

Alrline [D: =%

- Form 183 - Repont of Extension of Cradit to Political Candidates Screen (F183)
- Form 248 - Annual Audit Reports Screan (F243)

| submit | [ Back |

6. After selecting the Submit button, the message: 'You are going to add the information you entered. Do you
want to proceed?’ appears. Select "OK’. A ‘User Account Update’ confirmation is emailed indicating the changes

-5 Windows Internet Explorer

\‘Zj ‘You are going ko add the information you entered, Do vou want bo procesd?

L o Bl oeaa |

16



7. Select "OK’ and the Page opens to the Welcome Page.

11. Welcome Page - Remove a Carrier

Steps for Removing a Carrier:

1. If you would like to Remove the carrier or carrier reports, you MUST go to the Welcome Page - Manage
Profile link - navigate to Update: Select Reporting Form(s) Page then select Continue. (See figure 18) The Update
User Account: Confirmation Page will display only the selected forms and/or carriers selected from the Update:
Select Reporting Form(s) Page.

12. Welcome Page - Add a Carrier
Steps for Adding a New Carrier:

1. To add a new carrier, select the Addnew Camier(s) check box from the Update: Select Reporting Form(s) Page
then click on Continue. You will be given the option to add a carrier by highlighting the carrier Name then
selecting the Add->: button.

Update: Add New Carrier(s)

Carrier Name [code):

40-Mile Air [G5) -
ABSA-Aerolinhas Brasileiras (M3) |

ACM ATR CHARTER GmbH (0CQ) -
ANA B JP Express Co, Ltd, (9N) .
Abaco Afr, Lid, (BZQ) [

Abx Air, Inc. (ABX)

Acropolis Aviation Ltd. [CRV) |§ S p——
Aer Lingus Ple {EI} :;J
Aero California (%) s

Air Atlanta Icelandic .{EC.]

|Cnu:lnueJ | Back |

2. Continue button: You can select all or some reports to file then select Continue.
The Continue button takes you to Update User Account: Confirmation.
3. Back button: Returns to the Update Select Reporting Form(s) (Figure 18).

17



Update: Add Reporting Form(s)

Select Reporting Types for selected carmiers

Carnier Name (Carier Code)
Alrime I Fats

Fom 183 - Report of Extension of Credit to Poltical Candidates Screan (F183)
Faim 248 - Annual Audit Reparts Screen (F248)

Famrmn 251 - Report of Passengers Denied Confrmed Space Screen (F251)
Farm 41 Firancial (F41)

Cuigin and Destinaton U5, Camer dala (OND)

Aidine On-Time Perdormance [OHTIME)

T100 U S Camier Monihly Data (T100)

EO0EREOOO0

| contirue | | Back |

4. Continue button: You can select all or some reports to file then select Continue. The Continue button takes
you to Add New Carrier Report(s): Confirmation Page. (See Figure 22)
5. Back button: Returns to the Update: Add New Carrier(s) Page.

Add New Carrier Report(s): Confirmation

Please confirm user and filing information below:

Account Name :  joo bob
Organizaton :

Emal : joe.bob@dot.gov
Phone :

User Logen Mame: joe.bob
can file for :

Cayvier Name (Code)

Aurtme (D dms

Form 183 - Report of Extengian of Credit to Political Candidates Screan (F183)
Foem 248 - Annual Audn Reponis Screen (F248)

| submit | | Back |

6. After selecting the Submit button, the message: ‘You are going to add the information you entered. Do you
want to proceed?’ appears. Select ’OK’. A ’'User Account Update’ confirmation is emailed indicating the changes.

7. Back button: Returns to the Update: Add Reporting Form(s) Page.
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Appendix: Format Descriptions used in Guide

DESCRIPTION
Bold word(s)
Italic word(s)
Bold and Italic word(s)

UPPERCASE words

Copyright © 2010

DEFINITION

A command button

A page hame

A text field name for entering data

Emphasis

19

EXAMPLE

Save button

Login Page

User Name

User MUST enter the required information
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