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Introduction 
This document is intended for Prio suppliers to provide guidance on the 

transportation request (TS) process for the company's assets. 

This process consists of the following steps: 

• Company Registration on Star; 

• User Registration on Star; 
• Function Registration; 

• Passenger Registration; 

• Passenger Validation; 
• Transport Request (TS) Generation  

 

 

 

Important information: 

• One should ideally request validation of the passenger's registration at least 2 

working days before the boarding date; 

• Emergency requests outside business hours must be made directly to the 

logistics department by email logistics.support@prio3.com.br; 

• The deadline for creating a Transportation Request (TS) is 12:00 pm on the 

day before the flight; 

• The flight manifest is issued at 7:00 pm the day before the flight. 

• It is essential to fill in the “requesting email” field on all forms. 
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Company Registration on Star 
The request to register a new company on Star must be made using the company 

creation forms on Star. Available at: https://forms.office.com/r/hmc1hXtQDa 

 

This form must be filled in with information about the company, such as its name 

and line of business, as well as contact information. There is a field at the end to 
be filled in with the applicant's email, which will be used to inform when the 

request has been performed or if any other need arises. 



 

 

 Praia de Botafogo, 370  13º andar  Botafogo  22250-040  Rio de Janeiro/RJ  +55 21 3721 3800 

Prio3.com.br 

Function Registration on Star 
After creating the company, it is necessary to request the creation of each function 

that the employees will perform on board. The request is made by filling out the 
Function Creation request form available at: 

https://forms.office.com/r/hDEwNEVtT2 

 

In this form, you will need to fill in information regarding the function, such as its 

scope and the mandatory training matrix. The last field is for the applicant to 

provide the contact information that we will use to notify that the request has been 

made or in case any questions arise. 
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User Registration on Star 
To register employees in the future and issue Transportation Requests, you must 

request the creation of a login on Star. This request must be made by filling out 

the form available at: https://forms.office.com/r/cV2gu3qXQh 

 

This form will contain the details of the person who will be responsible for 
registering passengers and issuing the TS. Please note that the last field is 

designed for the applicant to provide his/her email address so that he/she can be 

informed in the future when the request is completed or to resolve any difficulties. 
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Passenger Registration on Star 
To register as a passenger on Star, you must access the Passengers page in the Air 

module, as indicated below: 

 

On this page you can create a new passenger record or view/edit a pre-existing 

record. 

Attention! All dates must be entered in MM/DD/YYYY (Month/Day/Year) format. 

After filling in the passenger details, you must attach the ASO, HUET and CBSP and 

click on the “SAVE” button. 

You will be directed to the “Position Trainings” tab where you can upload all 

mandatory training certificates according to the employee's role. 
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To add the training, you must select it from the drop-down list, fill in the expiration 

date and select it from the directory on your computer. After this process, click on 

“ADD”. This process must be repeated for all mandatory certificates. 

Passenger Validation 
To continue with the process of creating a Transportation Request (TS), it is 

necessary to request validation of the certificates that were added to the 

passenger's registration on Star. 

The request is made by filling out the validation request form available at: 

https://forms.office.com/r/TtBaLaA76f 
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This form must contain the passenger identification data, as well as flight data such 

as the boarding date and the asset. As with the other forms, you must provide the 

applicant's email address at the end so we can contact you after validation or 

request any adjustments. 

Transportation Request (TS) 
After the passenger's registration is validated, the supplier can issue the 

Transportation Request (TS) accessing Star > Air > Flight Planning > 

Transportation Request 

 

Attention! Transportation requests must be made by 12:00 pm the previous day. 

After this time, the Star system is blocked for TS emissions for the following day. 


