
How To Fill Arrival And Departure 
Information - Partners

This guide explains how to efcyientlm ranage and update avvi,al and depavtuve infovration fov pavtnevsk 
ensuving ayyuvate veyovds and tirelm aivpovt piy.up avvangerentsN

1 :a,igate to https/CCappNteeneagleNovgC

2 "liy. on UMsev AanagerentU



3
"liy. on U&vvi,al D Pepavtuve Petails fov bavtnevsU

4
This is  mouv avvi,al and depavtuve infovration taYle wheve mou yan update 
and cltev mouv vesponsiYle usevsN
Wou yan seavyh usevs Ym theiv nare   Ym using seavyh celd



5

Fe pvo,ide a ,avietm of cltevs to help mou efcyientlm ranage attendeesN

qivstk update pavtiyipant statuses to see who is yoncvredk awaiting ,isa 
appvo,alk ov has yanyeledN

:extk vecne mouv seavyh Ym depavtuve and avvi,al detailsk inyluding aivpovt 
loyationsN
Wou yan also cltev Ym usev volesk gloYal e,entsk and yountviesN

These tools will help mou cnd the infovration mou need !uiy.lm and easilm'

6
To update a usevIs ;ight infovrationk sirplm yliy. the thvee dots loyated in 
the vight yovnev of the yovvesponding usevIs vowk then yliy. UUpdateUN
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Wou will cnd a fovr to pvo,ide mouv avvi,al and depavtuve detailsN

qivstk seleyt the updated status of the usevN

Vf the usev is avvi,ingk seleyt U"oringUS if the usev is waiting fov a ,isak seleyt 
UFaiting fov RVz&UN

Vf the status is U"anyelledU ov URisa ’efusedkU mou do not need to pvo,ide 
;ight Yoo.ing infovrationN

8
blease cll in all ve!uived depavtuve detailsN Vf mouv ;ight details ave not met 
cnaliGedk mou yan add ther latevN



blease note that if we donOt veyei,e usevIs ;ight infovration at least three weeks 
Yefove the -loYal qinalsk we wonOt Ye aYle to avvange aivpovt piy.up fov that 
speyicy usevN

9
7nye yorpletedk yliy. the Submit Yutton 8 and thatIs it'
WouI,e suyyessfullm updated  the onYoavding infovrationN


