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Creating a Certificated
Organizational Account

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

e A detailed audio tutorial of this process is available on
http://provisioning.avs.faa.gov/

System Reguirements
Tutorials

Erequently Asked Questions
About AVS-PS

e For technical assistance with AVS-PS, please contact:

AVS National IT Service Desk
9-NATL-AVS-IT-ServiceDesk@faa.gov
1-877-AVS-NSD1

(1-877-287-6731)

e To report an error with this web portal or to have a
program link added or removed from this page, please
contact Infrastructure Services at: 9-AMC-AVS-
IS@faa.gov or phone (405) 954-1907.

To create a Certificated Organizational account, follow
the steps below.

1. ACCESS the internal AVS-PS site:
http:/provisioning.avs.faa.gov/

2. Click on Account Initiation (337) in the center of the
page under Point of Contact Links.

W Federal Aviation
Administration

AV'S Notional IT Service Desk

Helpdesk Links

3. FAA POC logs in with AVS User ID and Password.

7 Fodaral Aviation
é Administration

Account Creation {POC Only)

FAA oy Home | Privacy Pelicy | Wab Policies & Neticos | Contact Us | Help

The New Account Details Screen appears after Login.

4. Under Select application(s) to add for user access,
click the box [ 337.
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5. Check both boxes—Create Certificated Organization 10. Verify the information on the Account Initiation
Account and Select to Delegate Administration. Review Screen and click Next.
i“a :ﬂ::;:;:ﬂm Account Initiation Review
New Account Details TS
Frst Harme  FIEE Wt anp r var access LR 0 -
337 et ] 1 SouserGigmad.com
TTR—— ] 33 337

R

===plpase do not use the back button on your browser,*=

— Processing Screen appears
A T
Processing
=3 Vour rédutilt 8 7 00075, PRkbE Wil whis vout rilodil 8 Bain ordd el
PROCESSING
6_ CI|Ck NeXt. CTTTCTTTEIT T TTITIT]
You will receive a warning message for confirmation
7. Click OK. P e e it . -
‘ Microsoft Internet Explorer
A e e When the process completes, the Account Initiation
Summary screen displays.
| I
Federnl Avintion
Administration
8. FAA POC completes the Form 337 Additional
|nf0rmat|on F v (s v St it [+ omar ot [ b ooy vt (R st C AVS-PS
g T [ e Account Initiation Summary
e e prate Ageoumt Inftialization has been completed. After chcking 0K, an email will be sent to e337test115 user@gmail.oom with a
- L fink to the AVS Provisioning Service website and instructions on how to complete the Account Registration process.
! | Crostc hosticrscooet Il o]
= - ot use the back button on your browser,***
" v e
> O Fupacten Auterraton ] hoCatficanes Detgrae 11. C“Ck OK_
The FAA POC has completed the account initiation.
o Sagvems Ry @ Note: The OK button takes you back to the
Provisioning home page. The Create Another
=] Account button opens another login screen.
i i i A o B = To continue creating addition accounts, the FAA POC
is required to log in again for Security reasons.

= Note: Company Name, FAA Office and Certificated
Organization certificate number are required fields.
The other fields are optional, but it is recommended to
provide as much identifying information as possible.

9. Click the Next button.

The Account Initiation Review screen appears
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Completing the Account Registration

Additional Account Information screen

“Addi T 3

The External user will receive an email with a temporary
password.

To complete the account registration, the external
user must do the following:

1. From the email, select Click Here.

Your Paint of Contact has initiated account creation  1ebe= | =

SHATL-AVSIT. Service Desk@faa.y lads 4 5T P (4 minutes ago) | %A

e33Teest 115 user

Laona Beown fom the Fedenal Autation Admnistration has authonzed you to use the follawing

FAA AVE Applcation(s

35

Onca the Accourt Registration process has been completed, your AVE User ID will be et 19
PO i T
B

ease chok on the following ok to complete account registration

—

Tour email addass 8. ¢

Your lemporany password is GABATRA1964F

1§ padda conlacl
e Dk

2. Enter the Email Address, and Temporary
password provided in the email. This creates and
verifies the password.

3. Click Next

Account Registration

Erner your el pdress bod te terrponey phstwond that win eeraled B0 you In detier to ooerpiate the BOCOUNt MYESANIoN Sroces
Email Address [P
ITes1115 usen@pmad com

Temporary Padsword |11+

=]

Phease 4o not use the back button on your beowser.

The Additional Account Information Screen opens

4. 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.

Account Attributes for Hink Question | Answers |
Security Question #1 VAt was the i of vous fret deenantany chaol Cljud
Asoet s G
Varfy Ao ™

Security Guestion #2 Bat 8 the ek of you i f Ol
Anger ™ )l
Varky At o

Secunity Quistion #3 what 8 your mother's mddie name? LIfi
Al e Tl
Verfy At

Security Question #4 What & your favorte coloe? Cfid
Ange . )il
Verky Anset sy

Secunty Quéstion #5 What was the col ! Llfd

P $0a's 5o Sarvice Passond Resat Drocess. Be 5ure 0 provice answars that do not changs and that

5. The new user confirms account attributes and clicks
Next to continue.

Account Attributes for Fonm 337

p—— h

Registration process continues.

Processing
f Fedotdt 8 1 Doghess. Pilid wit i pOuT réoed i e ool dibed

FPRAOCEESIN
PR PR dAARRERT

Please do not use the back button on your browser, ™™
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6. The user types in their password, and then verifies
password by typing it in again.

Enter A New P  That You Will R

Passyword Strength Reguirements
G i of B (eght] charachers 1 bength. Passwards shal nt be 1 word n the standand Webster's Englsh Language Dictonary, a0d shalng? bea
e,
z contan 3 (thraa) of the foloming 4 (four) typas of characters WERN the Mssward Srng: Lowar-casd abha, UDDer-Case 3pha, Nemar, 3nd Symbos
e L @ e drekty B0 il The yinem Lews b sasswons Pansry for anch e 000w, 300 G0dd Rt Blow e o the e
1 Please Enter and Conlirm your Password. il
[ e ¥l [
New Password processes.
] 1 bwip (w7 Ragured Tepu P [ )

Processing 4

PROCESSING
T T T TN

“"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.

*Pieasn o not use this back button on your beowssr.

7. When the Account Registration Confirmation
screen appears, click OK.

AT LT S T IR T L T 3 o TR R

Account Registration Confirmation

Thank you €33 7best] 15 user, You have successfully registensd your profike and reset your password, Your account name
will b imaied b you,

""" Please da not use the back button on your browser."**

The Provisioning Home Page opens.

Federal Aviation
s Portal
Adminisiration AVS Portal

Account Modification
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