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Process Overview 

The AVS-PS system automates the external user 
provisioning process.  FAA AVS Point of Contact (POC) 
personnel authorize new external user accounts and 
access to applications. 
 
After account initiation by the POC, the system 
generates secure email notification to external users with 
account information.  External users then register their 
accounts via the external AVS portal:    
 
External users may accomplish a variety of tasks to 
maintain and update accounts using this system. 
 

Additional Assistance 

For Technical Assistance with AVS-PS, please contact 
the AVS National IT Service Desk. 

Email: 9-NATL-AVS-IT-ServiceDesk@faa.gov 
Phone: 1-877-AVS-NSD1 or (1-877-287-6731)  

To report an error with this web portal or to have a 
program link added or removed from this page, please 
contact Infrastructure Services. 

Email:  9-AMC-AVS-IS@faa.gov,  
Phone: (405) 954-1907 

POC Delegate Account Initiation 

To set up an account initiation, follow the steps below: 
 

1. The Certificated Organization Delegate accesses 
the https://avsportal.faa.gov website for an Account 
Initiation.  

 
2. Click Account Initiation (Form 337 Delegate Use 

Only). 
 

 
 
 

 

 

 

 

 

 

3. On the Account Initiation screen, login with your 
User Credentials, and click Next. 

 

 

 

 

 

 

Special Note:  Do not use your Browser’s “back” 
button. If you need to exit the system, click the “X” in the 
upper right corner of the browser window.  The browser 
window closes and your entries are not saved. 

 

4. On the New Account Details screen enter the 
information, and click Next.  
Note: The POC Name and email are pre-filled. 
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5. On the Confirm the application selection screen, 

complete the fields under Form 337 additional 
information. (The Company name and Certificated 
Organization certificate number are pre-filled.  
Required fields include the FAA Office).  
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Note: If an additional Certificate type (Mechanic, 
Inspection, Authorization, or Designee) field is entered, 
the corresponding certificate number is required. 
 

 
 
6. Click Next. 

 
7. On the Account Initiation Review screen, Review 

the account information, if accurate click Next. 
 

 
 

The New account information begins processing. 

 

 
A message appears confirming that the initiation of the 
account is complete. 
    
 

8. On the Account Initiation Summary screen, click OK. 
The FAA POC has completed the Account Initiation 
and is returned to the AVS Portal Home Page. 

 

 

 

AVS Portal Home Page 

 

Completing the Account Registration 

. 
To complete the account registration, the external 
user must do the following: 
 
1. The User of the Certificated Organization receives an 

email with a link and a temporary password. Select 
Click Here and log on with the temporary password 
and complete the account registration. 

 

 

Click Here.  
Log on with 
Temp password! 
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2. Enter the Email Address, and Temporary password 
provided in the email. This creates and verifies the 
password.  

 

 
 
3. Click Next. 
 
4.  On the Additional Account Information screen, the 

new user is required to answer and verify five 
Security questions. These questions are required in 
order to access the Sites Self Service Password 
Reset process. 

 

 

5. Confirm the Account Attributes, and click Next. 
 

 

The account attributes process. 
 

 
 

6. The Industry User enters and verifies their account 
Password. 

 

 

 

7. Click Next, and the Account Registration continues 
processing. 

 

 

Account Registration is confirmed. 

 

 

8. Click OK to be returned to the Provisioning Home 
Page. 
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The Provisioning Home Page Opens.  
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9. Close your browser by clicking on the “X” in the 
upper right corner. 

 

Note:  Do not use your browser’s “back” button.  If 
you need to exit the system, click the “X” in the upper 
right corner of the browser window.  The browser 
window closes and your entries are not saved. 

 

10. The new user receives a confirmation email 
containing their user name, and the Delegate also 
receives an email notification. 

 

 

 

 

 

 

 

 

 


