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Overview of Home page
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Access ‘Service Request’ from the navigation menu (3) on the Home page



Service Request on the CCR

• What is a ‘Service Request’?
• A set of pre-defined requests for assistance by ICAO related to the CCR

• Provide information to ICAO

• Who can initiate a ‘Service Request’?
• Only a CFP can create a ‘Service Request’
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Create a new Service Request

• Create a Service Request:
• Sequence ‘Add’ => ‘Full Add’ or ‘Quick Add’ (pop-up)
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Create a new Service Request

• Select the type of the ‘Service Request’:
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Create a new Service Request

• The CCR has the option for the following types of ‘Service Request’:
• Data Upload Request: the CFP can ask ICAO to upload any data/record at the CCR 

when the State is unable to do it
• Release Data with Status ‘Ready’: the CFP can ask to “release” a data that was 

submitted to ICAO previously (READY to IN PROGRESS)
• Unlock Submitted Data: the CFP can ask to UNLOCKED a data that was submitted 

and validated by ISU (LOCKED to IN PROGRESS)
• Change CORSIA Focal Point*: inform ICAO of a change in the CFP of the State
• Change Participation Status*: inform ICAO that the State volunteers to participate in 

CORSIA
• Other (not specified)

* For information purposes only – ICAO will not take any action on the basis of these two 
requests – an official communication is required for both
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Service Request details

• Additional comments: all 
options
• Additional notes/ comments 

can also be added on the 
‘Description’ field inside the 
‘Service Request’ record 
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Service Request details

• Upload files: only for ‘Data Upload Request’
• the CFP can ask ICAO to upload a year record on the CCR when the CFP is unable to 

do it 

• An ‘Upload File’ button is available on the web-form
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Service Request status

• There are five status options for a ‘Service Request’:
• ‘New’; ‘Closed’; ‘More information needed’; ‘Ongoing’; ‘Withdrawn’

• CFP can change the Service Request status to ‘New’ or ‘Withdrawn’
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Service Request status

• More information of ‘Service 
Request’:
• ICAO Super User can change the status 

of the Service Request to ‘More 
Information Needed’

• CFP will receive a notification of this 
change (by e-mail)
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Service Request status

• Status ‘Closed’ by ISU:
• the ICAO Super User changes the 

status to ‘Closed’, when the work on 
the Service Request has been 
completed

• a ‘Closed’ Service Request is archived 
for future reference.
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For more information, please visit our website:  http://www.icao.int/corsia
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