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1. Before You Begin

Welcome to the FAA eForm Service Help system. This system will guide you through the different aspects
of using the electronic forms. It will walk you through Form Manager, provide answers to general questions,
cover system access, and much more.

If you have any problems, please feel free to contact the AVS National Service Desk (NSD) 24 hours/7days

a week.

Phone: 1-877-AVS-NSD1 (1-877-287-6731)
Email: AVS National Service Desk

2. System Requirements

The following operating system has been tested and certified to work with the eForm Service and
subsequent forms. Therefore, we can provide user support only for this environment.

Windows Platforms (Supported by Aviation Safety)

Adobe Reader v9.3.1 (or later) or Adobe Reader v9.1.1 (or later)
Adobe Flash Player v10.0.22.87 (or later)
Intel 1.3 GHz processor

Microsoft Windows XP Professional or Home Edition, or Tablet PC with Service Pack 2;
Windows 2000 with Service Pack 4, Windows Server 2003

128MB of RAM (256MB or higher recommended)
335MB of available hard disk space

Microsoft Internet Explorer 8.0

IMPORTANT NOTE: The system has been tested to work with Acrobat version 7.1.3 (or later). If
both Reader and Acrobat are installed on the same computer, it is recommended for best
performance that both are the same version.

Although Adobe Corporation advertises that their Reader product works on other operating systems
(see list below), Aviation Safety does not have the resources to support these multiple platforms.

Windows Platforms (Not supported by Aviation Safety)

Microsoft Vista
Microsoft Windows 7
Firefox v2 or v3
Google Chrome

Apple Safari
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Macintosh

Adobe Reader v9.1.1

Adobe Flash Player v10.0.22.87 (or later)
PowerPC G4, G5, or Intel processor

Mac OS X v10.4.11 t0 10.5.6

128MB of RAM (256MB or higher recommended)
405MB of available hard disk space

Safari 2.0.4 (or later)

Linux

Adobe Reader v9.1.1

Adobe Flash Player v10.0.22.87 (or later)

32-bit Intel Pentium processor or equivalent

Red Hat Linux WS 5, SUSE Linux Enterprise Desktop (SLED) 10 SP2 and Ubuntu 7.10
GNOME or KDE Desktop Environment

512MB of RAM (1GB recommended)

150MB of available hard-disk space (additional 75MB required for all supported font packs)
GTK+ (GIMP Toolkit) user interface library, version 2.6 (or later)

Firefox 2.0 (or later)

OpenLDAP and CUPS libraries

Solaris

Adobe Reader v9.1.1

Adobe Flash Player v10.0.22.87 (or later)

32-bit Intel Pentium processor or equivalent

Solaris 10 u5 or OpenSolaris 2008.11

GNOME or KDE Desktop Environment (GNOME only for Solaris 10)

512MB or higher of available RAM (1GB recommended)

200MB of available hard-disk space (additional 75MB required for all supported font packs)
GNU C library (glibc) version 2.3 (or later)

GTK+ (GIMP Toolkit) user interface library, version 2.6 (or later) (On Solaris10, also works with
GTK 2.4.9 also)

Firefox 2.0 (or later)
Open LDAP and CUPS libraries
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3. Block or Allow Web Site Trusts

To manually allow web sites or change a web site from 'blocked' to ‘allowed', follow the instructions below.

Manually Allow Web Sites

1.

N o o DN

Open Adobe Acrobat Reader or click AcroRd32.exe to open Adobe Acrobat Reader and select
Run if asked to run the file.

Click Edit > Preferences on the menu bar at the top of the screen.

Select Trust Manager in the Categories list.

Click the Change Site Settings button under the Resource Access section.
Type the web address in the text box.

Click the Allow button.

Click the OK button to save and close the Preferences.

IMPORTANT: To use the eForm Service where data searches are involved, it is required to always
allow the eformservice.faa.gov web site trust.

Change Blocked Web Sites to Allowed

1.

N o g bk~ wDd

Open Adobe Acrobat Reader or click AcroRd32.exe to open Adobe Acrobat Reader and select
Run if asked to run the file.

Click Edit > Preferences on the menu bar at the top of the screen.

Select Trust Manager in the Categories list.

Click the Change Site Settings button under the Resource Access section.
Highlight the web site in the Site listing that you want to unblock.

Click the Remove button.

To allow the web site:

e The next time you access the web site it will ask you to Allow or Block the web site you are
entering. Click the Allow button. The web site will add itself to the Allow list in Adobe.

e If you want to manually add the web site instead of waiting till the next time you visit the
web site, follow the above set of instructions on how to manually allow web sites.

Click the OK button to save and close the Preferences.
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Turn Off/On Adobe Auto Complete

Turn On Adobe Auto Complete

1. Open Adobe Acrobat Reader or click AcroRd32.exe to open Adobe Acrobat Reader.
2. Click Edit > Preferences on the menu bar at the top of the screen.

3. Select Forms in the Categories list.
4

Near bottom of the screen, under Auto-Complete, click on the drop down box and change the
settings from 'Off to 'Basic'.

5. Click the OK button to save and close the Preferences.

preferences x|

Categoras: [~ izemnaral
Documents W automatically calculste Field vakes
Full Screan ¥ Show Foous rectangle
Gaeneral
Pica oKl [+ Shows et Field overflow indcator
[+ Akways hide Forms documant message bar

30 & Multimedia
Accessbility

Forms
epsnppe ™ Shows border hover colos For Fields

International ==
ity Eields highlighit color: ol
JavaSoripk

Measuring (20)
Measuring (30
Measuring (Geo)
Futtimedia (legacy)
Multimedia Trust (legacy)
Reading

Search

Security

Sacurity (Enhanced)
Speding

Tracksr

Trusk Managar

Unikcs

Updater

EOONE 15 o off, No suggestions wil be made while you type in form fields. Choose
et p-down bo to buen the Feature on.

i} ian Prefer

I Ok l Cancel

Turn Off Adobe Auto Complete

1. Open Adobe Acrobat Reader or click AcroRd32.exe to open Adobe Acrobat Reader.
2. Click Edit > Preferences on the menu bar at the top of the screen.

3. Select Forms in the Categories list.
4

Near bottom of the screen, under Auto-Complete, click on the drop-down box and change the
settings from 'Basic' to 'Off'".

5. Click the OK button to save and close the Preferences.
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5. FAA Form 337
5.1 Before You Begin

Welcome to FAA Form 337 Help System. The following Help Topics are provided for those who are going
to perform or supervise a major repair or a major alteration and are going to fill out the FAA Form 337.

If you have any problems, please feel free to contact the AVS National Service Desk (NSD) 24 hours/7days
a week.

Phone: 1-877-AVS-NSD1 (1-877-287-6731)

Email: AVS National Service Desk

51.1 Download Adobe Reader

IMPORTANT NOTE: The FAA eForm Service has been tested to work optimally with Adobe
Reader and Acrobat Professional v9.1.1 (or later). Additionally, the program requires Adobe Flash
Player v10.0.22.87 (or later).

How to check which version is currently installed

1. Open Adobe Reader.

2. Select Help from the Menu Bar and click About Adobe Reader.

3. Note the version displayed on the upper right area of the splash screen.
4

If it doesn’t meet the minimum System Requirements for the eForm system, proceed with the
uninstall process below.

NOTE: To uninstall or install Adobe Reader, you need to have administrative rights to your
computer. If you do not have administrative rights, contact your local computer support staff to
remove Adobe Reader and install the supported version.

Adobe Reader Uninstall Instructions
1. Close all open applications and programs.
2. Click the Start Button and select the Settings menu item (if available).
3. Click on Control Panel.
4. Click on Add or Remove Programs.
5. Once the Programs list appears, do the following:
a. Scroll through the list and select the older, unsupported version.
b. Click the Remove button at the right.
c. Click Yes.
d. Follow the onscreen removal instructions.
e. When prompted, reboot the computer.

6. Once rebooted, install the supported version using the following instructions.
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Adobe Reader Install Instructions

1. Toinstall, click the Adobe Reader icon below. This will bring up the File Download screen.

Click on the Run button. After the Optimizer runs, the Setup screen will appear.
Click Next.

Click Next again at the Welcome and Destination screens.

At the Ready to Install screen, click Install.

At the Setup Completed screen, click on Finish.

Once installed, double-click the Adobe Reader icon on your desktop.

Click the Accept button on the license agreement screen, and then Close.

© o N o gk~ w DN

If a message appears asking if you want automatic updates, select No.

10. Adobe Reader is now ready to be used with eForm Service.
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5.1.2 Requesting a Digital Certificate

A Digital Certificate is a signing certificate issued by a Certificate Authority for the purpose of
digitally signing PDF documents. To access the eForm 337 system, both internal and external users
will need to get a digital certificate from Team Askin Technologies, Inc. (TATI). For detailed
instructions and support, visit the Team Askin site by clicking a link on this eForm web page. This is
a third party site and not managed by the FAA.

IMPORTANT: When requesting digital certificates, submit the name that is used for legally signing
documents (e.g., James O. Goodrich vs. Jim Goodrich).

5.1.2.1 Internal (FAA) Form 337 Users

e FAA Personnel (inspectors) who are authorized to perform field approvals
should call or email the AVS National Service Desk and request a Digital
Certificate.

o ASiIs will be provided digital certificates via an email invitation from Team Askin.
The only action necessary is to click the link provided and follow the
instructions and prompts. Detailed instructions are available from the Team
Askin web site.

o Digital signatures provided by the FAA are for official use only. An employee
who wishes to use the system as an external user (for personal use) must
obtain an additional digital signature at this/her own expense.

5.1.2.2 External (Industry) Form 337 Users

The following instructions provide steps for Non-FAA Personnel to request a digital
certificate.

1. Access the https://eformservice.faa.gov/eform337.aspx web site.

2. Click the link in the left navigation menu to request a digital certificate.

|»

Federal Aviation
Administration

AVS eForm Service Home

5 Aviation Safety eForm Service -
Electronic Forms

Topics Electronic FAA Form 337 AVS Form Manager Access
g + eForm Service Leg Into eForm Senvice
S hats NeN The Office of Aviation Safety (AVS) provides an
& System electronic Ferm Semvice in support of the
Requirements Government PaperiWork Elimination Act (GPEA)
o s Supaort and eGOV initiatives. more... Ty
g Reader- ?
Help T = . ;
ST e + Registration
s Tutorials To create and process an electronic FAA Form 337 et ADOBE -
# Fill, Save & you must be registered as a user with the AVS FLASH PLAYER =~
Printable Form-337 eForm Senice. To become registered, contact a )
PDFE local Flight Standards District Office (FSDO)

closest to you and request a user account to
access electronic FAA Form 337. more...

® Request Digital
Certificate For Non-
FAA Personnel
For Organizational User Account Requests, see
instructions using the link under Electronic Forms
Topics

e Certificated
Organization User
Account Request

+ Digital Certificates
A Team Askin Technologies, Inc. (TATI) PRI Level Il

electronic Digital Certificate is required as part of
thiz qustern  If ac an Industns nser sinn do nnt LI
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3. An Exit Warning page will appear as shown below. Click Continue to proceed.

Al
Federal Aviation

i s A¥S eF S i H
Administration eForm Service Home

Aviation Safety eForm Service - Exit Warning

You have chosen to navigate to a non-FAS web site.
https:/fcateamaskin.com

Dur web sites have many links to other organizations, such as state/local governments,
educational institutions, and non-profit associations. While we offer these electronic
linkages for your convenience in accessing transportation-related information, please be
aware that when you exit FAA web sites, the privacy policy state on ourweb sites may
MOT be the same as that on the other web sites. You are encouraged to read the
privacy palicy for each site that you choose to wisit.

- Continue -

FAA.gov Home | Privacy Policy | Web Policies & Notices | Site Map | Contact Us | Help

e You will go through an Identity Authentication process where you will be required to enter personal
information such as Social Security Number, Date of Birth, home address, and phone number.

¢ You will then be directed to the GeoTrust web site to answer questions based on the information
you provided.

e The standard fee for Authentication and a Digital Certificate is $30.50. Before you begin the
purchase, be prepared with your personal financial information. You are allowed two (2) attempts to
complete your authentication. If you cancel or timeout during the authentication process, you will
charged the authentication fee. The annual renewal cost for Industry users is $29.50.

e You will receive an email invitation. Simply follow the instructions provided in that email and the
prompts provided by Team Askin.
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5.1.3 Installing Digital Certificate

IMPORTANT NOTE: After receiving the .p12 or .pfx file, save a copy of the file to a safe, secure
location as a backup file for future needs. Never import the signature from this file/location. In case
you forget your password or a problem occurs with the file, you can copy the backup .p12 or .pfx file
to another location and import it again.

5.1.3.1 Prepare Adobe Reader (and Acrobat Professional if
installed)

1. Open Adobe Reader (do the same for Adobe Professional).

NOTE: For optimal use, it's highly recommended that both Adobe Reader and Adobe
Acrobat Professional are the same version.

2. From the top menu, click Edit — Preferences.

3. Inthe Preferences window, click the Security category on the left. Make sure that the
check box for ‘Verify signatures when the document is opened’ is selected.

4. Click Advanced Preferences button.

Categories:
Digital Signatures
Ganeral :_] = o o
Page Display v Weriy signatures when the document: i opened Advanced Preferences. .. |

[ Wiew documents in preview document mode when saning
30 & Mubimeds i e

Accessibdiy ~ Appearance
Acrobat,com
Babch Processing
Catalog

Color Management
Convert From POF
Convert To PDF
Farms

Identity
Iriternational
[riternet

Javascript ;
Measuring {20 Securiby Setbings

Measuring {30} [™ Load security sattings from a server
Measuring (Geo) Settings

Mulimedia (lgacy)
Multimedia Trust (legacy) LIEL: I
N Dotument . - — -
Reading Eﬂm";‘iml-l‘ith!ﬂ;'r&dhy: I... we Arry Certificate _j

Reviewing = T
st o [T o P = ' I

Lt

Security (Enhanced)

Spaling

TouchLip

Tracker :l

5. Click the Windows Integration tab.
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6. Select all check boxes.

Digital Signatures Advanced Preferences

Verification | Creation | Windows Integration

¥ Enable searching the Windows Certificate Store For certificates other than vours
Trusk ALL rook certificates in the Windows Certificate Store For the Following operations:
v walidating Signatures
v Validating Certified Documents

1. If either of these options are selected content from companies that have certificates installed in
Windows may be treated as trusted content, Care should be taken in enabling this Feature.

Help | (] 4 I Zancel
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7. Click the Verification tab and select the options shown in the window below.

Digital Signatures Advanced Preferences x|

| Creation I ‘Windows Integration I

when verifying:
¥ Use the document-specified methad, Prompt if it is not available,
™ se the document-specified method, Use the default method if it is not available,

" always use the default method (overrides the document-specified method).

Defaulk Method For Yerifving Signatures: I.C'.-j-:-t-e DiefFault Security _'J

v Require cettificate revocation checking to succesd whenever possible during signature verification

[ Ignore document validation infarmation

—Merificakion Time
‘erify Signatures Using:
™ The current time
% Secure bime {e.g. timestamp) embedded in the signature if available, current time atherwise

" The time at which the signature was created

[ Use expired timestamps

[ show Limestamp warnings in Document Message Bar

Help | (04 I Cancel

Click OK again to close the Advanced Preferences window.
9. Click OK to close the Preferences window.

10. In Adobe Reader: Click Document — Security Settings from the top main menu. In
Adobe Acrobat: Click Advanced — Security Settings.

11. In the Security Settings window, select Time Stamp Servers from the options on the
left and click the New icon on the menu bar.
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Il Security Settings x|
Digital IDs t

Cirectory Servers

#

Eclit ﬁ Impart Export Remoyve Set Default

JEERERES)

Configure Time Stamp Servers

| P

Configure a default Time Siawp Server if you want to embed a
trusted time stamp when signing. T our computer admumstrator wall
prowvide yvou with Time Stamp Server configuration information.

Select one of the entries above and click E4%f to wiew or change
settings, or click Mew to add and configure a Time Stamp Server.
Select a default server using Sef Defaslt. If you have selected a
default server then a time stamp will be embedded with every
signature that you create.

Click Export to share your Time Stamp Server settings with others.

12. Enter the following information in the ‘New Time Stamp Server’ window.
a. Enter ‘Verisign Server” for the Name.
b. Enter “http://timestamp.verisign.com/scripts/timestamp.dll” for the Server URL.

c. DO NOT select the ‘This server requires me to log on’ check box.

New Time Stamp Server N il

Mame: I'-.-'erisign SErver

—oerver Settings

Server LIRL: tp:,l',l'timestamp.verisign.cu:um,l'su:ripts,l'timestamp.u:III

[ This server requires me ko log on

Usef rmarme: |

Passward; |

(5] 4 I Zancel

13. Click OK and close the Stamp Server window.
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14. Ensure that the new server name and URL are listed correctly. Exit the Security
Settings window by clicking the X at the top right hand side of the window.

= Digital IDs
Directory Servers

Tirne Skamp Servers

Configure Time Stamp Servers

Configure a default Time Stamp Server if vou want to embed a trusted time stamp when sighing,
Tour cotmputer administrator will provide you with Time Stamp Server configuration information.

Select one of the entries abowve and click Edif to wiew or change sethings, or click Mew to add
and configure a Time Stamp Server. Select a default server using Set Defansdi. If you have
selected a default server then a time stamp will be embedded with every signature that you create.

Click Export to share your Time Stamp Server settings with others.

15. Exit the Adobe application. Your digital certificate is now ready for use.

5.1.3.2

Importing the digital certificate

1. Double-click your .p12 or .pfx digital certificate file.
2. Click Next.

Certificate Import Wizard x|

Welcome to the Certificate Import

Wizard

This wizard helps vou copy certificates, certificate trust
lisks, and certificate revocation lisks From your disk to a
certificate store.

A certificate, which is issued by a certification authority, is
a confirmation of wour identity and contains information
used ko protect data or to establish secure network
connections. & certificate store is the system area where
certificates are kept,

To continue, dlick Mext,

= Back

Cancel I
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3. Note the path to the digital certificate file already is entered in the File Name: Field.
4. Click Next.

Certificate Import Wizard b x|

File to Import
Specify the File wou wank to impart,

File name:

| CiDocuments and SettingsASOZS0MPY My DocumentstDigital Cert Browse.. . |

Maote: More than one certificate can be stored in a single file in the Following Formats:
Personal Information Exchange- PECS #12 (. PFX, P12}
Cryptographic Message Syntax Standard- PECS #7 Cerkificates (. P7E)
Microsoft Serialized Certificate Store (55T

< Back I Mext = I Cancel

5. Enter your password and select both check boxes.
6. Click Next.

Certificate Import Wizard - x|

Password
To maintain security, the privake key was protected with a password,

Type the password For the private key,

Passwiord:
I********

[W | Enable strong private key protection. You will be prompted every time the
private key is used by an application if wou enable this option.

W Mark this key as expartable, This will allow wou ta back up or transpart wour
kers ak a later time.

< Back I Mexk = I Cancel
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7. Keep default selection and click Next.

Certificate Import Wizard x|
Certificate Store
Certificate stores are swstem areas where certificates are kept,
Windows can automatically select a certificate store, or vou can specify a location For
{+ Aukomatically seleck the certificate store based on the tvpe of certificate
(™ Place all certificates in the Fallowing stare
Cettificate store;
Browse
< Back I Mext = I Zancel
8. Click Finish.
Certificate Import Wizard x|
Completing the Certificate Import
i Wizard
You have successfully completed the Certificate Import
wizard,
You have specified the Following settings:
Zertificate Store Selected by User  Personal
Content PFx
File Marnme Z:\DatahDigCert) Dig

4| | *

< Back I Finish I Zancel
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9. Click Set Security Level.

Importing a new private exchange key N x|

A application is creating a Protected item.

CryptadPl Private Key

Securty level et to Medium Set Secunty Level |

Cancel Details... |

10. Select High and Click Next.

Importing a new private exchange key ) x|

Choose a security level appropriate for this e,

quest my permizzion with a password when this
item iz to be uzed,

= Medium
FRequest my permizsion when this item iz to be used.

< Back I Mewt > I Cancel
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11. Enter and confirm your password (use the same password used to download the Digital
Certificate) and click Finish.

Importing a new private exchange key

Create a password to protect this item.

Create a new pazsword for this iten.

Pazzword for: IEr_l,lptD.-'l'-.F'I Private Key

FPazaword; |

Confirm;

Xl

< Back | Finigh Cancel

12. Click OK.

13. Click OK when prompted that the import was successful.
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5.1.3.3

Viewing a correctly installed digital certificate from a Trusted

Certificate Authority

1. Open Internet Explorer and click Tools - Internet Options - Content tab - Certificates
button. Select the certificate entry and click the View button to see the Certificate
Information in the General tab:

General | Details | Certification Path |

*
Certificate Information

This certificate is intended for the following purpose(s):

*Prokects e-mail messages

+Ensures the identity of a remote computer
sEnsures software came From software publisher
#Prokects software From alteration after publication

Issued ko:  Connie L Mavlor
Issued by: FAA-AYS

valid from 9/13/2006 bo 9/13(2007

‘?> ¥ou have a private key that corresponds to this certificate,

Issuer Statement i

2. Click the Certification Path tab. Properly imported certificate path should look like the
dialog below for your specific certificate:
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Certificate s

General | Detals Certification Path |

21

—Certification path

Equifax Secure eBusiness CA-1
- [=] Fan-ays
EEEConnie L Mavlor

Wiew Certificate

Certificate status:

This certificate is QK.

Click OK.

4. In the Certificates window, select the Trusted Root Certification Authorities tab.
Scroll down and locate the Equifax Secure eBusiness CA-1. This is the trusted root

used for the digital certificate.
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Certificates N

2]

Intended purpose: |::P.II:>

Intermediate Certification Authorities  Trusted Root Certification Autharities I Trusted Publ 4 | ’ I

=

Issued To | Izsued By | Ezxpiratio... | Friendly N-:I

Edostoaez DSTCAEZ
EdosT-Entrust GTI Ca DST-Entrust GTI CA

Eusine:

Entrust.net Secure Server Cerkificati,..  Entrust.net Secure Se...
EquiFax Secure Certificate Autharity Equifax Secure Certifi. ..
[ = -

12{9/2015  DST
12/8/2018  DST
Sf25{2019  Entr_ |
glzz/2018  Equi
5 1

Equifax Secure eBusiness CA-2 Equifax Secure eBusin,., B&/23[/2019  Equi
Equifax Secure Global eBusiness Ch-1 Equifax Secure Global,,.  6/20/2020  Equi
E=deunet International Raat CA EUnet International R...  10J2/2018  EUn =

e T . e P i . .

< ] ;I_I
Import. .. | Export. .. Remove advanced. .. |

Cettificate intended purposes

Secure Email, Server Authentication, Code Signing

Wi | ‘

Close

5. Click Close, and then click OK.
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Problems Accessing the System

5.1.4.1 Accessing the System

Visit http://eformservice.faa.gov/

Problems accessing the system?

Airmen Certificate Not Found

Airmen Certificate Revoked

Digital Certificate Expired

Digital Certificates

5.1.4.2 Airmen Certificate Not Found

Upon logging into the system you were notified your certification could not be found; contact
your local FSDO to rectify the problem.

5.1.4.3 Airmen Certificate Revoked

Upon logging into the FAA Form 337 system you were notified your certification is expired;
contact your local FSDO to rectify the problem.

5.1.4.4 Digital Certificate Expired

Upon signing a signature field in a form, users will receive an error message if their digital
certificate has expired. To acquire a new digital certificate, contact TeamAskin.com. This is
a third party site and is not managed by the FAA. The link to that web site is found in
http://eformservice.faa.gov/ReDir.aspx?u=askin.

5.1.4.5 Digital Certificates

Some forms require an Electronic Digital Signature to be used. This Digital Signature will be
used the same as your actual signature, and will be just as binding. To obtain a digital
signature, contact Team Askin for pricing information. To purchase a digital signature,
there will be a one time setup fee and a yearly maintenance fee.

Digital Signatures are a way for you to sign each Workflow form securely without actually
signing the form.
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To use your Digital Signature, click in the signature/date field in the Form 337 (where
orange “Sign” graphic appears). The Sign Document dialog box appears as show in the
example below. Select your signature from the drop-down box, and then click Sign.

Sign Document i X]

Sign &s! John & Smith

Certificate Issuer: FAA-AYS Info... |

Appearance: |Standard Text j

Digitally signed by John A. Smith
JO h n A DN: c=U5, st=0K, [=Oklahoma
City, o=FAA, ou=FAA,

0.9.2342.19200300.100.1.1=4605, g

. cn=lohn A Smith,
' I I It email=sjohnsmith@faa.gov

Date: 2009.11.13 11:03:33 -06'00°

Sign I Cancel

5.1.4.6 Locked Account

To unlock your account, contact AVS National Service Desk at 877-287-6731 or email AVS

National Service Desk.
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5.2

Working with the Form

521 Form Field Information

The system includes Data Integrity which requires the completion of certain fields or blocks within
the form based on the steps within the Form 337 submission process. Error Messages will appear
if required fields are not completed.

BLOCK 1

Aircraft:

Nationality and Registration Mark

The user should enter nationality and registration mark as found on the current AC Form 8550-3.

Serial No.

Enter serial number as found on the aircraft manufacturer’s identification plate.

Make

Enter make as found on the aircraft manufacturer’s identification plate.

Model

Enter model as found on the aircraft manufacturer’s identification plate.

Series

Enter series as found on the aircraft manufacturer’s identification plate

Note: When you enter the Registration Mark, the Make, Model, Name (Block 2), and Address
(Block 2) will be entered automatically after pressing the Search button next to Registration
Mark. Manually enter the Serial No. as shown on the aircraft manufacturer’s identification plate
(this is used as an additional validation check). Verify that the information in block 1 and 2
matches the aircraft manufacturer’s identification plate.

BLOCK 2

Owner:

Name (As shown on registration certificate):

Verify that the auto-filled name matches the aircraft owner’'s complete name as shown on AC Form
8050-3. Correct if needed.

Address (As shown on registration certificate):

Verify that the auto-filled address matches the aircraft owner’s complete address as shown on AC
Form 8050-3. Correct if needed.

UNCONTROLLED COPY
23



Form 337 User Guide Revision: 7.0

Date: 2/29/12

Note: As the Initiator, complete blocks 4, 5, 6 and 8 (Blocks 1 and 2 are Optional for
component alteration/repair).

BLOCK 3
For FAA Use Only:

ASI sign-off (left side of form)

From the drop-down box, select the sign-off statement appropriate to the type of data approval
being granted. Click on the Inspector Signature field and add your Digital Signature to the
document.

DAR 50 and DAR 51 sign-off (right side of form)

From the drop-down box, select the sign-off statement if a DAR 50 or DAR 51 is certifying the data.
Add your Authorization Number, click on the Designee Signature field, and add your Digital
Signature to the document.

BLOCK 4
Type:

Enter a checkmark in the appropriate column to indicate whether the unit was repaired or altered.

Note: If you do not indicate whether the unit was repaired or altered, you will not be able to
select a Make, Model, and Serial No. for the unit.

BLOCK 5

Unit Identification:

Airframe

No Make, Model, or Serial No. need to be entered.

Power plant

Select the correct Make from the drop down list and provide the Model and Serial No. for the unit
being repaired or altered.

Propeller

Select the correct Make from the drop down list and provide the Model and Serial No. for the unit
being repaired or altered.

Appliance

Enter the correct Make, Type, and Manufacturer, and provide the Model and Serial No. for the unit
being repaired or altered.

UNCONTROLLED COPY
24



Form 337 User Guide Revision: 7.0

Date: 2/29/12

BLOCK 6

Conformity Statement:

A. Agency’s Name and Address

“Enter name of the mechanic, repair station, or manufacturer accomplishing the repair or alteration.
Mechanics should enter their name and permanent mailing address. Repair station and
manufacturers should enter the name and address under which they do business."

B. Kind of Agency

“Check the appropriate box, at the left of the agency name, to indicate the type of person or
organization that performed the work."

C. Certificate Number

“Mechanics should enter their mechanic’s certificate number. Repair stations should enter their air
agency certificate number and the rating(s) under which the work was performed. Manufacturers
should enter their type production number, STC number or TSO number of the appliance altered.”

Fuel System Modification:

Check this box if the modification includes extended range fuel tanks installed within the passenger
compartment or baggage compartment. Leave the check box blank if no extended range fuel tanks
were installed.

Compliance Statement:
Signature of Authorized Individual

Click inside the Signature box to apply your Digital Signature after repair or alteration is complete.

BLOCK 7

Approval for Return to Service

Approval for Return to Service

Approved/Rejected: “Check the “Approved” or “Rejected” box to indicate the finding.

By

Check the appropriate box, to the left of the name, to indicate who made the finding.

Other

Use this block to indicate a finding by a person other than those listed.

Certificate or Designation No.

Enter the appropriate certificate or designation number.
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Signature of Authorized Individual

Click inside the Signature box to apply your Digital signature for the approval of Return to Service.

BLOCK 8

NOTE: Describe repair or alteration in Block 8; this is a required field to submit the form to
the next stage (i.e., ASI, DAR or Return to Service agent). Cut and paste text as necessary —
remembering the 8,000 character limitation. Block 8 will expand dynamically based on text
entered. Pages will be created as you add text or new text blocks. If necessary, type the
phrase “ See attached files” and attach a file that describes the work accomplished and
select "Send to Registry”.

Description of Work

Enter a clear and concise statement describing the work accomplished. It is important that the
location of the repair or alteration relative to the aircraft or component be described. The approved
data used as the basis for approving the major repair or alteration for return to service should be
identified and described in this area.

Interim Inspection Comments

Enter the interim inspection comments into the specified box.

Signature of Authorized Individual

Click inside the Signature box to apply the Digital signature for the ASI accomplishing the final
review.

Additional Sheets Needed

Check the box at the bottom of the page if additional sheets are needed to describe the work
accomplished.
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5.2.2 Digital Signature Status Icons

The Adobe Reader or Acrobat will display one of several digital signature icons. The definitions
below will help you recognize the difference between each of the digital signature icons. If desired,
you can check the authenticity for a digital signature by first making sure you are connected to the
Internet, so that Adobe Reader or Acrobat can check the digital signatures. Next, view the
Signatures tab on the navigation pane (shown below); this shows all the signatures for the
document. Then click “Validate All” on the Signatures tab to validate all the signatures in the
document.

NOTE: Depending on the version of Adobe Acrobat or Reader you're using in you web browser,
the digital signature icons you see may differ from the examples show below.

5.2.2.1 Definitions

Adobe Reader or Acrobat displays one of several results for each entry in the Signatures
tab. Typical results include:

% Valid Signature: A green check mark with a signed document indicates that the
signer’s Digital ID is valid and current.

é é Invalid Signature: A red X with a signed document indicates that the Digital ID
that was used to apply the digital signature is not valid because it has expired or has been
canceled/revoked.

2
JAS Signature Validity is Unknown: A yellow triangle with a signed document

indicates that the Digital ID that was used to apply the digital signature is unknown and has
not been verified.

Note 1: This is a normal occurrence when an expected change occurs as the form is
processed through the Workflow. Any change to the form will invalidate previously
signed signatures. However, to revalidate, simply click on the Signatures Tab and click
“Validate All" to validate all signatures in the document.

Note 2: This could also be due to the Adobe preference setting for Security not being
set properly. To set or verify this preference, see Installing Digital Certificate — Prepare
Adobe Reader.

“*& Valid Signature, Modified Document: A green arrow with a signed document and
blue “i” (info) icon indicates that the document has been altered since that signature was
first applied.

:|\ Validation Undetermined for one or more Signatures: A magnifying glass with
a signed document indicates that at least one signature requires validating. The icon
appears on the Document Message Bar right above the form.
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5.2.2.2 Checking When the Document was Signed

You can check when the document was signed by viewing the time stamps of signatures.
Do this by clicking the Signatures icon on the navigation panel or the Signature Panel
button on the Document Message Bar (if using Adobe 9 or later) as shown in the example
below.

Task Details Form =

BAL e[ MY g eeFEm- | fo- [H @I

Signed and all signatures are valid. Please fill aut the Fallowing Faorm. You can save data
typed into this Form.

Looranalor |

M of Soggaaer (FRINT (A AT, BF AT, rickfs Ftel)

Signatures

[rEpeT— Crpmieaionsl ik wad Locsien “\h’l..liﬂh:lhnodl‘hﬁnrnn

Tmis T g i s o i ka0 Lo 1 A1

1 [~ PO e il il 1 Y

|§ o - Walidate 4l

=] @ Rev. 1: Signed by John A. Smith <j

Wiy we o i i b kel i e suggmetion duifiy B eveusbof o roceing ¥ [Osa
f e = Tha e Ly Ts Lisdtes! Stalem of e soggyenba sl il b e beds of & U cilf o Tie Unite Setes by e, fry hem, o
Slgnature Is Valldl :[":H’JI apptouion o paleed has fo! been e JOhn A E:*:“:i'{::
Document has not been modified s M— Smith e i,
Signed by the current user = S—
Signature dateftime are from the ¢ Y et e O o S St e
Signature Details
I Last Checked: 2009.11.09 09:43:03 - 211 Smamon A2 b i, i ST e (Rt (R, SAr S SRS e M 8 g o R

Field: SignatureFieldl on page 1
Click. ko view this version
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5.2.3 Form Manager Icons

The Adobe LiveCycle Form Manager will display several different icons that act as buttons to aid in
the processing of the eForms. The definitions below will help you recognize the difference between
each of the icons used in the eForm Workflow process. The use of these icons is also covered in
various Help Topics that include more information about their function in the workflow.

‘f%' Attachment - Save: This icon of a paperclip with blue down arrow is found under the
Attachments tab. Click on this icon to save a file attachment to your computer or an external device.

‘%? Attachment - Update: This icon of a paperclip with a blue up arrow is found under the
Attachments tab. Click on this icon to upload an updated file attachment to the form.

"ib Audit - View Assignments: This icon is found in the Audit view of a task under the In
Progress tab and the Archived tab. Click on this icon to view the assignments for the task.

'1."#“" |

Audit - View Attachments: This icon is found in the Audit view of a task under the In
Progress tab and in the Archived tab. Click on this icon to view the attachments for the task.

& Audit - View Form: This icon is found in the Audit view of a task under the In Progress tab
and in the Archived tab. Click on this icon to view the form for the task.

"

L Claim task and make it your own: This icon of an open lock is found under the Task Details
tab of a shared task. Click on this icon to claim the task and add it to your own Worklist for future
work.

& Claim and open task: This icon of an open lock with a blue right arrow is found under the
Task Details tab of a shared task. Click on this icon to claim and open the task for immediate
attention.

'j Delete: This trash can icon is found in the Worklist view and the Attachments tab. Click on this
icon to delete a task or attachment. Only the initiator of the form or the attachment can perform this
function.

4
Edit: This pencil icon is found in the Worklist view and in the Audit view of a task under the
Archived tab to allow change of the task description.
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{} Favorites - Add: This hollow star is found in the Directory Panel. Click on this icon to add a
form in the Favorites category.

Favorites - Remove: This solid star icon is found in the Directory Panel. Click on this icon to
remove a form from the Favorites category.

i Forwarding: This icon is found in the Worklist view and Task Details tab. Click on this icon to
forward a task to another user. In the Forwarding tab, this icon (with green arrow) appears next to
the name of the user who will receive the forwarded task.

o’
d Lock: This lock icon is found under the Task Details tab. Click on this icon to lock the task
and prevent others from claiming it.

I‘—'] Remove Task: This icon is found under the Task Details tab. Click on this icon to abandon
the task and remove it from the Worklist view.

H Save to Worklist (Draft): This icon is found in the Form tab to allow saving of a draft copy of
the form for future editing. The same icon will also appear next to the form on the Worklist view,
identifying that form/task as a saved dratft.

lf::.:. Share(d) Task: In the Worklist view, this icon represents a shared task. In the Task Details tab,
click this icon to share the task with another user.

=¥ Take Form Offline: This icon is found under the Form tab. Click on this icon to save a copy of
the form on the computer or an external device.
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5.2.4 Adding Notes

You can add notes to relay important information to others involved in the Workflow. When a
Workflow Form is sent to a Worklist, notes are delivered with the form. Other users who participate
in the process can view, update, and delete the notes if you provide permission. It is recommended
(good practice) to click on the Attachment tab upon opening a form in the Workflow to check for any
notes that might have been posted.

337

Task Details Form Attachments (0)

Al Neve @] Attachment (o) Mote
( =)

Tithe

Mote

There are no items to display.

5.2.4.1 To Add a Note:
1. Select Note in the Attachments tab.
2. Type atitle for the note in the Title box, and type the text for the note in the Note box.

3. Select the Permissions level for the note for other users who participate in the process.
Choose from the following levels:

e Read Only - Users can only view the attachment

¢ Read/Edit/Delete - Users can either read, edit, and/or delete the attachment
e Read/Edit - Users can either read and/or edit the attachment.

e Read/Delete - Users can read the attachment and/or remove it from the form
e No access - The attachment icon is not visible to subsequent users.

4. Click OK when done. A text file that contains your note is attached to the form.

5.2.4.2 To Update a Note:

If you have permission, you can update a note by clicking it and directly modifying the text.
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5.2.4.3 To Delete a Note:

If you have permission, you can delete a note by clicking the Delete icon I to the right of
the note. A dialog box will appear to confirm the deletion.

| (1.4 [} Lance

Title: Description AddedBy: DateAdded: DatelastModifi... Permissions:

[£] Mote Mechanicl Aug28, 20... Aug28, 2008 Read/Edit/Dele... il |

Delete

525 File Attachments

Attachments in LiveCycle Form Manager are similar to attachments used in an email. When a
Workflow Form is sent to a Worklist, attachments are delivered with the form.

Attach files to the form to communicate supplementary information or to include files to the
Workflow Form that others require to complete their task. Multiple attachments may be added, but
they must be added one at a time.

For Workflow Forms, files remain attached to the form until a user, who processes the form at a
subsequent stage of the Workflow, deletes them.

Attachments have permissions that determine what can be done with them. Depending on the
permissions granted, the user can view, modify, or delete attachments. When attaching a file to a
form, specify the permissions that determine what can be done with the file at subsequent stages of
the Workflow. Configure the permissions after attaching the file. If attaching more than one file, set
different settings for each attachment.

When accessing a form in the Archived tab, any attachments associated with the forms are read-
only, regardless of how the permissions were originally set. If an attachment must remain with a
Workflow form for all subsequent stages of the Workflow, choose a permission that does not allow
other users to delete the attachment.

Files uploaded to this system cannot exceed 8 ¥2 by 11 or European A4 (Portrait or Landscape) or
larger than 5MB. For additional information, see File Upload Limitation for list of acceptable file
types. Password-protected or restricted documents will not be accepted for upload in the Form 337
workflow. Although there are no limits to the number of attachments, the more attachments there
are in the Workflow, the longer it will take to submit or retrieve the Form 337.

NOTE: Do not attach password-protected or permission-restricted files to your Form 337
submission as these files cannot be processed. The restrictions on these attachments block
the processing of the Form 337 submission for delivery to Registry.

NOTE: Instead of clicking the "X" at the top right corner of the window after working with
attachments, it is good practice to go back to the Form tab to either save the form as draft or
click the Complete button when you are ready to forward the form to the next step in the
workflow. This is because any edits to the form made prior to working on attachments are
not saved if you click the "X" and then select "Yes" to close the form.
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Aviation Safety
eForm Service - Form Manager

Preferences Messages Help Logout EWEIcome Ku, Kevin

337

Task Details ForrnI Attachments (0) I

(=) Attachment ) Note

| e oy

T | o ity

There are no ilems to display.

5.2.5.1 Adding a File Attachment

NOTE: Files you attach will be downloadable and viewable by others. However, only you
as the Initiator can delete them from the Workflow Attachment section.

1. Click the Browse button to the right of the Name box and select the file to be attached.

Aviation Safety
eForm Service - Form Manager

Preferences Messages Help Logout Welcome Mechanici

Major Repair/Alteration

Task Details Form Attachments (0)

Al Mevy O] attachment () Mot

Hame Browsa
Permissions | Read Only | v |
e B
Fead/Edit/Celets
Fead/Edit i Cancel
. Readioelets !
No Access lere are no ttems to display.
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2. Inthe Permissions list, select the Permissions level for the file. Choose from the
following levels:

e Read Only - Users can only view the attachment
e Read/Edit/Delete - Users can either read, edit, and/or delete the attachment
e Read/Edit - Users can either read and/or edit the attachment

e Read/Delete - Users can make read the attachment and/or remove it from the
form

e No access - The attachment icon is not visible to subsequent users.

3. Inthe Type list, choose Send to Registry or Do not Send to Registry.

NOTE: All documents identified as "Send to Registry" are publicly available. When
attaching documents with proprietary supplemental information for the repair or alteration,
you need to select "Do Not Send to Registry" if you do not intend for it to be available to the
public.

Aviation Safety

eForm Service - Form Manager

Preferences Messages Help ~ Logout Welcome Mechanicl

Major Repair/Alteration

Task Details Form Attachments (0)

Add Hew (= Attachment () Mot

B Browisa
Parmissions | mead Only v
Type | Send to Registry | » |
Send to Registry

li] Cancel

[o not Send to Registry

There are ne items to display.

4. Click OK when done.
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5.2.5.2 File Upload Limitation

There are four limitations to all files attached in the Form 337 workflow.

1. Only the following file types can be attached in the Form 337 workflow.

Microsoft Office Word Document (specifically .doc and .docx)
Adobe PDF file (specifically .pdf)

Plain Text file (specifically .txt)

Rich Text file (specifically .rtf)

Image files (specifically .jpg, .jpeg, .gif, .tiff, .tif, or .eps)
Microsoft Bitmap image files (specifically .omp)

Microsoft Visio (specifically .vsd)

Microsoft Office Excel Spreadsheet (specifically .xls and .xIsx)
Microsoft Office PowerPoint Presentation (specifically .ppt and .pptx)
PostScript Print files (specifically .ps)

AutoCAD (specifically .dwg)

2. Each file attachment must be 5MB or less.

3. Only 8 %2 by 11 or European A4 (Portrait or Landscape), or smaller, will be accepted by

Aircraft Registry. If a file is greater than this dimension, the upload will fail and a
message will appear for the user to resize the document and try the upload again.

4. Password-protected or restricted documents will not be accepted for upload in the Form
337 workflow. A time-out message will appear after a period of time with instructions to

verify whether the file is password-protected or restricted. The user needs to remove
the password or restriction and try to upload again.
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5.2.5.3 Saving an Attachment

Task Details Form Attachments (1)

AddMew o attachment | | Mote
L) s

| Browise J
Permissions | Read Only - |
Type I Send to Registry Tl
| oK [ | Cancel [
Title: Description Added By: Date Adde.. Date Last . Permissions:
O iy Attachm 5end to Registry Mechani. Sep04,20. Sep04,2008  Read/Edit/Dale.. ﬂ% i |

Save
File Attachment

To Save an Attachment:

1. Click on the Save icon % to save the file to a folder in your computer or an external
device.

2. When the "Select location for download..." box opens, select the location to save the
file.

Enter a file name or leave as is, then click the Save button.

4. A dialog box appears to confirm that you have saved the attachment. Click the OK
button.

NOTE: Clicking the file name will also bring up a File Download box that provides another

way to save the attachment in your computer or an external device.
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5.2.5.4 Updating an Attachment

If you have permission to update the attachment, an Update icon %’ appears to the right of
the file.

To Download and Edit an Attachment:

Task Details Form Attachments (1)

A Mewy (=) Attachment | Note
Name I Browese J
Permissions Read Only -
| |
Type I sendto Registry -
|
| oK [ | Cancel [
Title: Description Added By:  Date Adde.. Date Last .. Permissions:
O By Attachm Send to Registry Mechani. Sep04,20. Sep04,2008 Read/EditDele. & %

Save
File Attachment

To update a Workflow attachment, save the file to the computer, edit it, and upload the
updated file, do the following steps:

1. Click the Save icon % to the right of the attachment to be updated. The "Select location
for download..." box appears.

2. Select the location on the computer to save the file and click the Save button. DO NOT
change the name or the extension of the file.

3. Open the file from where it was saved and edit as necessary. After completing work on
the file, save it.

4. Back on the Form Manager, click on the Update icon ¥ The "Select file to upload..."
box opens.

Locate and select the updated file.
Click the Open button.

A confirmation box appears. Click OK to update the attachment. The updated file is
attached as indicated under "Date last Modified".

Note: If for any reason a document cannot be opened and edited:
e The document has read-only permissions.

Solution: Contact the original creator of the document.
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e The document is not supported by any programs on the computer.

Solution: Contact the AVS National Service Desk and notify them of the problem.

Note: If for any reason a document cannot be updated on the Workflow form:
e The document is named incorrectly.

Solution: Rename the edited file with the same File Name listed on the Workflow
Forms Attachment Section. If the file will still not upload, contact the AVS National
Service Desk and notify them of the problem.

5.2.5.5 Deleting an Attachment

If you have permission to delete the attachment, a trash icon i | appears to the right of the
file.

Task Details Form Attachments (1)

AddMNew o attachment (| Note
o b

| Browse
Permissions | Read Only - |
Type Send to Registry v
A=
Title: Description Added By: Date Adde.. Date Last . Permissions:
.@ Wy Attachm Send to Registry Mechani. Sep04,20. Sep04,2008 Read/EditDele. & 4% 1§

Delete
File Attachment

1. Click on the trash can icon @ to the right of the attachment to be deleted. A dialog box
will appear to confirm the deletion of the attachment (see example below).

Delete Attachment

Proceed with deletion of My Attachment.pdf?

2. Click OK to delete; otherwise, click Cancel to go back to the Attachment window.

3. After selecting the OK button, another dialog box will confirm that you have deleted the
attachment. Click OK.
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5.2.6 Forwarding a Task

The Forward function can be used to forward a task to another user for review purposes,
collaboration, or assistance in completing a form. This does not submit the form or route it to the
next stage in the workflow process. (NOTE: If routing a Form 337, see Complete Button and
Routing Information.)

Forwarding a task can be done from either the Worklist tab or from the Task Details tab, as shown
in the examples below.

VWORKLIST

The following items need your attention before they can be submitted or resubmitted.
Please select a form to edit.

Process | Process Instructions Description | Updated Date =
Id Mame 4 1 I »
1802 Major Mechanic 08/27/2008 09:23 ii
Repair/Alterat submitted a Form Al
ian 337 foryour
(Mracking#:
20080011 78)

337 X

Task Details Form Attachments (0)

337
Instructions  Fill out this form to get your repair approved.
T Description Form337
Deadline Date
| J Creation Date  Aug 04, 2008 - 124255
| Updated Date

S

Taskld 1107

Forward this task to anotheruser g
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1. Click the Forwarding icon to open the Forwarding window as shown below.

Aviation Safety
eForm Service - Form Manager

Preferences | Messages Help ~ Logout éW‘EIcomE Mechanic1

337
Task Details Form Attachments (1) Forwarding

Performa forwarding action on your Task
ﬂj Forward this task to another user. Assign this task to another individual.

To locate a user, type the user's name in the text field and press enter. Select the desired user from the listand then add the
user to the recipient listand select ok to perform the action.

Type Name and then Select from List:

Find

. Mame . Phaone Mumber Email

Recipient

Phone Numbear

Name

2. To locate a user, type the user's name in the text field and click the Find button or press Enter
on the keyboard.

NOTE: You can enter either the first name or the last name (not both) or the format of
(lastname, firsthame). User name is not case-sensitive.

[=)

3. Select the desired user from the list (see example below) and click on the Forwarding icon =
next to the user name. The result of the search may return more than one name (i.e., for the
last name Smith). Scroll down the list and select the appropriate individual.
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Aviation Safety
eForm Service - Form Manager

Preferences Messages Help - Logout ;WE|COI'TIE Mechanicl

337
Task Details Form Attachments (1) Forwarding

Performa forwarding action on your Task
"i'i Forward this task to another user. Assign this task to another individual.

To locate a user, type the user's name in the taxt field and prass enter. Selact the desired user fram the listand then add the
user to the recipient list and select ol to perform the action.

Type Name and then Select from List:

smith | Find I

Name Phaone Number Email v |-
nﬁ Smith, Brian brian.sm 206-812-9553 brian.smith@cargo36.aero E‘
Recipient

Marme Phone Number

4. Click the Add button to add the user to the Recipient list.
5. Click OK to forward the task.

5.2.6.1 Returning a Forwarded Form

1. To return the forwarded task or form back to the sender, open the form in the Worklist.

2. Onthe Task Details tab, click the “Return this task to the previous user” icon on the
bottom of the window.
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Aviation Safety
eForm Service - Form Manager

Air Carrier Certificate

Task Details Form

Air Carrier Certificate
instructions
j Description
Deadline Date
Creation Date
Updated Date
Task Id
Status

Process Details

Description
Creation Date

Process Name

Return this task to the previous user

Logout

eForms Admin

Help ~

FAA BA30-18 titled "Air Carrier Certificate”

Jan 15, 2010 - 5:55:48
Jan 15, 2010-10:41:15
14905

Created

: Welcome Bowman, Cynthia

3. The form disappears from your Worklist view and a yellow message bubble appears on
the top menu bar to notify you that the form has been added to the previous user’s

Worklist queue.
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5.2.7

Changing Task Description

The description for each task can be changed (or added) while in Worklist view or in Archived
view. See examples below.

NOTE: This description is used for organizing your own Worklist and Archived views and does not
go with the task when it is sent to the next stage of the workflow process. The only exception is
when the task is forwarded to another user since the description stays only with forwarded tasks.

5.2.7.1

Changing Task Description in Worklist View

Click inside the Description section of the task and type the description in the text box.
Press Enter on the keyboard or click outside the text box when finished.

The following items need your attention before they can be submitted or resubmitted. Please
salect a form to edit

Process |d

40

Process Instructicns

Name

Aircraft
Accident
Data
Transmittal

Description

L D L

K

Majar Mechanic
Repair/Alterat submitted a Form
ion 337 for your
approval. (Tracking#:
2009000247)
This is the
electronic

form for
"Bird / Other

Bird / Other
Wildlife Strike
Report
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P

| 08/20/2000 14:25 8

PM

08/10/2009 14:48 o
P

i

1
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5.2.7.2 Changing Task Description in Archived View
For the Archived view, there are two ways to change the task description:

1. One way is by clicking inside the Description section of the task and typing the
description in the text box. Press Enter on the keyboard or click outside the text box
when finished.

The following items are READ ONLY copies of completed PDF forms and are viewable
here for up to 365 days.

From | o7/28/2008 F To  09/26/2008 [

Process |0 TaskId Process Name P h i |] »  Complete ¥
2103 g7 Major Repair/Alteration | 09/23/2008 D8:46

%.AM

2. Another way is by double-clicking on the task in the Archived view above to open it and

[ ]
then selecting the Audit tab. Click once on the task and the Edit icon l_J appears on

the left bottom corner of the window, as shown in the example below. The Edit icon is

also visible when clicking on the View icon %" to open the form.

Process Details Audit X
| Selected Task 3817

..\53 Tasks for Process Instance 2103

Task Id Instructions Selected Route Creation Data Completion Date
Sl Sep 042008135732 5ep26,2008- 130456
: Form 337 faryour
L3 approval. mracking#
2008001184)
@ é kAL Fill out thistorm o get bE-p- U, JUUE - 13553015 ‘_'E-p L, U0 - 135018

your repair approved.

F—) Attachments (0
g‘f,j =00

& Assignments for Task 3817

@ Formfor Task 3817

»
&

Change the task description
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3. Click on the Edit (Pencil) icon and the "Change Task Description" window appears for
you to enter the description of the task.

Enter Mew Description

lSavaJlCﬂnuaIJ

4. Click Save when done or Cancel to go back to Audit view.

5.2.8 Claiming a Shared Form

Form 337 users can claim a shared task by performing the steps below. Shared tasks have the [ 7}
icon to the left of the tasks.

1. Double-click on the shared task to open it.

The following items need your attention before they can be submitted or resubmitted.
Please select a form to edit.

Process | Process Instructions | Description | Updated Date =
Id MName 4 i i ﬂ v

203 ajor Mechanicl 05/04/2008 13:57 :';i
Repair/Alterat submitted a Form Piv
i 337 foryour
approval.
(Tracking#:
2008001184)
| & jso2  Major Mechanict 09/04/2008 13:47 -§
Repair/Alterat submitted a Form P

Shared task from group's or someone's workdist. Click for more
infarmation.
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2. The Task Details window opens. Click on the left icon &J to claim the task and add it to your

own Worklist for future work. Click the right icon lEJ to claim and open the task for immediate

attention.

Major Repair/Alteration

Task Details

Major Repair/Alteration
Instructions
Description
Deadline Date
Creation Date
Updated Date
Task |d
Status

Process Details

Description

eation Date

h[?l;a-.l'm this task and make it your own T

rfocess Name

s, ()

Claim and open this task

Fill out this form to getyour repair approved.

Electronic Form for "Major Repair/Alteration” (Form 337)

Sep 08, 2008 - 13:43:29
Sep 22, 2008 -12:08:14
4119

Draft from created task
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5.2.9 Saving to Worklist (Draft)

If you need to save the form for future editing or completion, you can save a draft copy of a form so
that you do not lose your existing work. This does not submit the form.

1. With the Form tab open, click the Save (Save to Worklist (Draft)) button on the bottom left

corner of the form.

Major Repair/Alteration

TaskDetﬂiIsl Form IAtmd'lnm'ts[O]

X

=

=508 ¢ iz n

" & @&®[nx- A S g [~ .

u? MAJOR REPAIR AND ALTERATION
Lmll:ﬂhdﬂ {Airframe, Powerplant, Propelier, or Appliance)
Administration

Farm

(OME Mo 21200020
pirclrrib]

Electronis Trasking bhmber

[Far FAS Uss Only

such violation. (48 U.5.C. §48301(a))

INSTRUCTIONS: Print or type all enfries. See Title 14 CFR §43.9. Part 43 Appendix thereof)
instnuctions and disposition of this form. This report is required by law (48 U.S.C. §44701). Failure to report can result in a civll penafty for each

B, and AC £3.2-1 {or subsaquent revision

far

ity and Registration Mark
N T50AR
1. Aircraft  IgERs Tenes
FAA REGISTRY TEST FILE
Fame (A SHown on reg Cermcale] Address (Az Shown on regis cerincais]
Lt

2. Cwmer i Py =

Save to Worklist (Draft) ] = S &l
J 3. For FAA Use Only

i

=l

«# Complete

2. A confirmation bubble briefly appears to confirm that the form has been saved to the Worklist

view.

Preferances Messages eForms Admin Heipvé

Logout Weld

nﬁ Tou have saved task 4342 to the Warklist view,
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3.  When you exit the form and go to the Worklist view, the Save to Draft icon appears next to the
form (see example below).

The fallowing itams need your attention befare they can be submitted or resubmitted. Please
select a form to edit.

Process |d | Process | Instructions Description ./ Updated Date 2
Mame ¢i L | I
Major Filloutthisformto | Electronic  04/30/2009 1401 T
Repair/Alterat  get your repair Farm far P
ion approved. "Major
Repair/Alterat
jon" (Farm
337)
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5.3 Advisory Circular
5.3.1 Table of Contents

AC No: 43.9-1F

Date: 1/25/07

Change:

Initiated by: AFS-340

Subject: Instruction for Completion of FAA Form 337

Purpose
Cancellation

Related Regulations

Information

Electronic Format

Instructions for Completing FAA Form 337

Administrative Processing

Appendix |

© N o gk~ w0 NP

5.3.2 Purpose

This Advisory Circular (AC) provides instructions for completing Federal Aviation Administration
(FAA) Form 337, Major Repair and Alteration (Airframe, Powerplant, Propeller, or Appliance).

5.3.3 Cancellation

AC 43.9-1E, Instructions for Completion of FAA Form 337 (OMB No. 2120-0020), Major Repair and
Alteration (Airframe, Powerplant, Propeller, or Appliance), dated 5/21/87, is canceled.

5.3.4 Related Regulations

Title 14 of the Code of Federal Regulations (14 CFR) part 43, C++ 43.5, 43.7, 43.9, and Appendix
B.
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5.35 Information

FAA Form 337 is free and available at all FAA Manufacturing Inspection District Offices, Flight
Standards District Offices (FSDO), International Field Offices, Certificate Management Offices, and
online at http://eformservice.faa.gov/Forms/FAA/F337ARE.pdf

1. The form serves two main purposes:

a. To provide aircraft owners and operators with a record of major repairs and alterations,
indicating the details and approvals.

b. To provide the FAA with a copy of the form for inclusion in the aircraft records at the FAA
Aircraft Registration Branch, AFS-750.

2. This form can be completed on paper or by using the FAA electronic Form 337. Information can
be found online at http://eformservice.faa.gov/eForm337.aspx or by contacting your local
FSDO.

5.3.6 Electronic Format

Electronic Tracking Number. In the upper right corner of the form’s header, a block has been
provided titled “Electronic Tracking Number.” This block is used only in the electronic version to
automatically apply a number that identifies and retrieves forms electronically.

Watermark. Under current policy, the header block titled “For FAA Use Only” has no official use
except as a watermark applied automatically to indicate submittal when using electronic media.

Electronic Tracking Mumber

Fam Approusd BecronicTrackirg Number
@ M E Mo ZAZTHOE (g e 3 48
1 1AV
] A ~ MAJOR REPAIR AND ALTERATION T
oi Trerencriakn (Airframe, Powemlant, Propeller, or Appliance)
Frd pral 2uladon
Jad minl cradon /-l
!" IMSTRUCTIONS: Prnt or type all enties. See Title 14 CFR 5439, Pat 43 2ppe 1 (or subsequent revision theraof) for
- instructions and disposition o fthis form. This report is required by law (49 U.5.C. § Wiatermark br wan resut in a il penalty for each
auch volation. (40 1.5 C. 54630100
i Mational ity and Registration hdark e Senal Mo,
71 e L TEDAR e AFSTS0
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5.3.7 Completing the Form 337

The person who performs or supervises a major repair or major alteration must prepare the Form
337. The form is executed at least in duplicate and is used to record major repairs and major
alterations made to an aircraft, airframe, powerplant, propeller, appliance, or a component part
thereof. The following instructions apply to items 1 through 8 of the form as illustrated in Appendix
1. The terms “Item” and “Block” are used synonymously in FAA documents relating to data
collection on Form 337.

1.

Item 1- Aircraft. The “Nationality and Registration Mark” is the same as shown on Aircraft
Certification (AC) Form 8050-3, Certificate of Aircraft Registration. An “N” prefix denotes the
nationality for U.S. registered aircraft. Information to complete the "Make”, “Model”, and “Serial
Number” blocks is found on the aircraft manufacturer’s identification plate. A “Series” block has
been provided to further identify the series of a specific model. Proper segregation of the model
and series will be useful in collecting data for safety-related issues.

NOTE: When the aircraft registry receives a completed Form 337 for the official aircraft file, it is
validated by matching the registration “N” number with the serial number. If an application for a
change to the “N” number has been made, it is important for the submitter to receive verification
of the change from the FAA registry with a new AC Form 8050-3. If the Form 337 must be
submitted before receipt of the new registration, then the old “N” number must be used.

Item 2 — Owner. Enter the aircraft owner’'s complete name and address as shown on AC Form
8050-3. When work is performed during a change in ownership, it is permissible to use the
name and address shown on AC Form 8050-1, Aircraft Registration Application.

NOTE: When a major repair or major alteration is made to a component part, items 1, 2, and in
some cases 5 will be left blank and the original and duplicate copies of the form will remain with
the part until it is installed on an aircraft. After entering the required information in items 1, 2,
and if appropriate, 5, the person who installed the part will give one form to the owner/operator
and forward the duplicate copy to the FAA registry within 48 hours after the aircraft is approved
for Return to Service. If a component part of an airframe, powerplant, propeller, or appliance is
repaired or altered and the unit identification information is not known, it is appropriate to apply
the preceding procedure and leave item 5 blank until the airframe, powerplant, propeller, or
appliance is installed on the aircraft.

Iltem 3 — For FAA Use Only. Indicate approval in item 3 when the FAA determines that data
used to perform a major repair or major alteration conforms to accepted industry practices and
is in compliance with current guidance and regulatory requirements. Approval is indicated by
one of the following methods. (See paragraph 7, Administrative Processing, for further details.)

a. Approval of Data by Examination Only. Enter the following statement on Form 337 when
the data package is reviewed and a data approval is completed:

“The data identified herein complies with the applicable airworthiness requirements and is
approved for the above described aircraft, subject to conformity inspection by a person
authorized in section 43.7.”

b. Approval of Data by Physical Inspection. Enter the following statement on Form 337
when a physical inspection, demonstration, or other type of test of an aircraft is satisfactorily
performed and an installation approval is completed:

“Approval by Physical Inspection, Demonstration, Testing, etc.—One Aircraft: The alteration
or repair identified herein complies with the applicable airworthiness requirements and is
approved for the above described aircraft, subject to conformity inspection by a person
authorized in section 43.7.” (Order 8300.10, vol. 2, ch. 1, section 2, paragraph 5d(3).)
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c. Designated Airworthiness Representative Statement of Completeness. Authorized
designee certification of data indicates that the data in item 8, Description of Work
Accomplished, comes from FAA-approved sources and addresses all the original
certification requirements for the aircraft described in item 1. It does not constitute a field
approval or approval of the data. Enter the following statement when an authorized
designee has reviewed and certified the alteration data package by signing, dating, and
entering its designee authorization number in item 3:

“The alteration identified herein has been reviewed and found to be complete with
appropriate Designated Engineering Representative approvals. All aspects of the
alteration(s) are compatible and eligible for use on the above described aircraft, subject to
conformity inspection by a person authorized in § 43.7.” (Order 8300.10, vol. 2, ch. 1,
section 1, paragraph 15c.)

d. Overweight Aircraft Operating Under a Special Flight Permit. Enter the following
statement as part of the recordkeeping requirements for overweight flight permits contained
in the current edition of FAA Order 8130.2, Airworthiness Certification of Aircraft and
Related Products:

“No person may operate this aircraft, as altered herein, unless it has within it an appropriate
and current special flight permit issued under part 21.” (Order 8130.2F, paragraph 196b.)

4. Item 4 — Type. Enter a checkmark in the appropriate column to indicate whether the unit was
repaired or altered. Use only one “Type” line per form.

5. Item 5 — Unit Identification. Use the information blocks under item 5 to identify the airframe,
powerplant, propeller, or appliance that has been repaired or altered. It is only necessary to
complete the blocks for the unit repaired or altered. The procedure for repair or alteration of a
component part when the unit identification is unknown is detailed in paragraph 6b above. Use
only one “Unit Identification” line per form.

NOTE: A component of an airframe, powerplant, propeller, or appliance repaired or altered
must be clearly identified in item 8 listing the part number, serial number, and any other
descriptive information as applicable.

6. Item 6 — Conformity Statement.

a. “A” —Agency’s Name and Address. Enter the name of the certificated person or entity
accomplishing the repair or alteration. Mechanics should enter their name and permanent
mailing address. Manufacturers, repair stations, and certificated maintenance organizations
should enter the name and address under which they are certificated.

b. “B” —Kind of Agency. Check the appropriate box to indicate the type of person or
organization that performed the work.

NOTE: For the purposes of this form, a Canadian Approved Maintenance Organization is
considered a foreign mechanic.

c. “C” —Certificate Number. Enter the appropriate certificate number for the “Kind of
Agency” entered in item 6b of the form. Mechanics should enter their mechanic’s certificate
number. Certificated maintenance organizations and repair stations should enter the
number referenced on the air carrier, air operator, or air agency certificate issued by the
FAA as appropriate. Manufacturers should enter their Production Certificate or
Supplemental Type Certificate number as appropriate. When repairing or altering articles,
manufacturers holding Technical Standard Orders (TSO) approvals should enter the TSO
number of the affected article.
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“D” — Compliance Statement. Use this space to certify that the repair or alteration
complies with 14 CFR part 43. When work was performed or supervised by certificated
mechanics, they should enter the completion date of the repair or alteration and sign their
full name. Repair stations and maintenance organizations are permitted to authorize their
employees to date and sign this conformity statement to comply with their FAA-approved
program.

Fuel Tank Modification. For modifications involving installation of extended range fuel
tanks in the passenger or baggage compartment as described in part 43, appendix B,
check the box provided to indicate the modification.

NOTE: In this instance, one copy of Form 337 must be placed onboard the aircraft as
specified in 14 CFR part 91, § 91.417 when the aircraft is returned to service.

7. ltem 7 — Approval for Return to Service. Part 43 establishes the conditions under which
major repairs or major alterations to airframes, powerplants, propellers, and appliances may be
approved for return to service. This portion of the form is used to indicate approval or rejection
of the repair or alteration and to identify the person or agency making the airworthiness
determination.

d.

Check the “approved” or “rejected” box to indicate the finding. Rejected forms will be
returned to the person who made the modification, as identified in item 6, for correction.
Approved forms will be completed, signed, and submitted to the aircraft registry.

Check the appropriate box to indicate who made the finding. Use the box labeled “other” to
indicate a finding by a person other than those listed. This box is reserved for any entity, not
otherwise identified, that the FAA may authorize to perform that function. The person who
made the finding should sign and date the form. The person’s name should also be typed or
printed below their signature and the appropriate certificate or designation number should
be entered. If an aviation safety inspector (ASI) signs item 7, the ASI’s office identifier is
placed in the certificate or designation number block.

Before approving Form 337, it is the responsibility of the person returning the product to
service to ensure that all the work described in item 8 match approved data and that the
information presented on the form is complete.

If the form is not accepted by the aircraft registry for any reason, it will be routed through
the FAA regional office back to the return to service agent identified in item 7.

8. Item 8 — Description of Work Accomplished.

Enter a clear, concise, and legible statement describing the work accomplished in item 8 on
the reverse side of Form 337. It is important to describe the location of the repair or
alteration relative to the aircraft or component. If making a repair to a buckled spar, the
description entered in item 8 might begin by stating, “Removed wing from aircraft and
removed skin from outer 6 feet. Repaired buckled spar 49 inches from the tip in accordance
with...” and continue with a description of the repair. If the repair or alteration can be
concealed by skin or another structure then an authorized individual should make a pre-
closure certification statement. This statement includes a signature and certificate number
and says that a pre-closure inspection was made and that covered areas were found
satisfactory.
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b. The description should refer to all applicable 14 CFR sections and to the FAA-approved
data used to substantiate the airworthiness of the repair or alteration. Forms of FAA-
approved data are contained in Order 8300.10 and AC 43-210, Standardized Procedures
for Requesting Field Approval of Data, Major Alterations, and Repairs.

NOTE: Supplemental data such as stress analyses, test reports, sketches, or photographs
are often proprietary and not intended as part of the item 8 description. Supplemental data
submitted as part of the item 8 description should be identified as an attachment to the form
using the following procedure.

c. If additional space is needed to describe the repair or alteration for item 8, check the
“Additional Sheets Are Attached” box at the bottom of the page. Attach sheets showing the
aircraft nationality, registration mark, and the date the work was completed. All attachments
to item 8 must be submitted on 8 ¥%- by 11-inch paper to allow for proper processing into
the aircraft historical record at the aircraft registry. If attachments to Form 337 are received
by the FAA in a format larger than an 8 ¥2- by 11-inch page, then the submission will be
returned to the person identified in item 7 for correction and resubmission.

d. Showing weight and balance computations under item 8 is not required but it may be done.
If weight and balance of the aircraft are affected by the work described on Form 337, the
changes should be entered in the aircraft weight and balance records with the date,
signature, and reference to the form.

5.3.8  Administrative Processing

Form 337 will be executed in duplicate with one signed copy given to the aircraft owner and one
copy forwarded to the FAA within 48 hours after the airframe, aircraft engine, propeller, or appliance
is installed on an aircraft and approved for Return to Service. FAA processing of the forms and their
supporting data will depend on whether approved or unapproved data is used.

1.

Approved Data. Complete the form as instructed in this AC, excluding item 3, and ensure that
items 6 and 7 have been properly executed. Give a copy of the form to the aircraft
owner/operator and send a duplicate copy to the FAA Aircraft Registration Branch within 48
hours after the airframe, aircraft engine, propeller, or appliance is installed on an aircraft and
approved for return to service.

Unapproved Data. Complete the form as instructed in this AC, leaving items 6 and 7 blank.
Both copies of the form and any supplemental data will be sent to the local FAA district office.
When the FAA determines that the major repair or major alteration data complies with
regulations and conforms to accepted industry practices, data approval will be recorded by
entering an appropriate statement in item 3. Both forms and any supplemental data will be
returned to the applicant who will then complete items 6 and 7. The applicant will give one of
the completed forms to the aircraft owner/operator and submit the other completed form to the
FAA Aircraft Registration Branch for inclusion in the aircraft records.

NOTE: The electronic FAA Form 337 allows for electronic approvals and processing of Form
337 from the time it is used to describe the alteration or repair until it is forwarded to the FAA
Aircraft Registration Branch. At this time the FAA does not allow for the mixing of the two
processes. If Form 337 is started in the electronic format, it must be completed that way and
cannot be completed using the paper process. Further information is supplied at the Web site
shown in paragraph 4(b).

Signatures on Form 337.

a. An FAA inspector’s signature in item 3 indicates approval of the data described in that
section for use in accomplishing the work described in item 8 of the form. The statement of
completeness in item 3 by an appropriately rated designee is a “certification of
completeness” of required data. It is not a field approval or approval of data.
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NOTE: Signatures in item 3 count as data approval or completeness of approved data only
and do not indicate the approval for return to service for the work in item 8.

b. A signature in item 6 is a certification by the person performing the work that the work
complies with all applicable airworthiness requirements and FAA-approved data. The
certification is only applicable to the work described in item 8 or attached sheets.

c. A signature in item 7 by an FAA Flight Standards Inspector or Designee constitutes an
authorized Return to Service. A signature is not an approval of data. Data approval
procedures are performed in item 3 by an authorized individual and further defined in Order
8300.10 and AC 43-210. Other persons listed in item 7 are authorized to “approve for return
to service” if the major repair or major alteration uses and conforms to FAA-approved data
and is performed in compliance with part 43.

d. If engineering assistance was requested, written Aircraft Certification Office concurrence
(e.g., memo or e-mail) becomes an attachment to Form 337.

4. U.S. Military and Foreign Use. Form 337 is not authorized for use with aircraft not registered
in the United States. The form may be provided to the U.S. Military or a foreign civil air authority
if it is requested as a record of work performed and should be completed following part 43 and
this AC. A note on the form should inform the U.S. Military or foreign authority that the form is
not an official record and that the FAA aircraft registry will not record it.

5. Completed Forms. Completed forms should be submitted to the Aircraft Registration Branch,
AFS-750, PO Box 25504, Oklahoma City, Oklahoma 73125. Electronic forms are submitted
automatically through the website at: http://eformservice.faa.gov/eForm337.aspx.
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FAA FORM 337
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FAA FORM 337 (Page 2)

Related Topic:

Table of Contents
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5.4 FAA Personnel Users

5.4.1

Login as FAA Personnel

To enter the eForm system as an FAA Personnel User, follow the login procedure below.

1. Access the http://eformservice.faa.gov/eform337.aspx web site.

2. Under AVS Form Manager Access on the right side of the home page, click on the Log Into
eForm Service link.

Electronic Forms
Topics

s What's New

e System
Requirements

s User Support
s Help Topics
» Tutorials

#» Fill, Save &
Printable Form-337
PDF

s Request Digital
Certificate For Non-
FAA Personnel

* Certificated
Organization User
Account Request

¥\ Federal Aviation
' Administration

Aviation Safety eForm Service -
Electronic FAA Form 337

e eForm Service

The Office of Aviation Safety (AWE) pravides an
electronic Farm Service in support of the
Government Paperark Elimination Act (GPEA)
and eGOY inttiatives. more...

e Registration

To create and process an electronic FAA Form 337
you must be registered as a user with the A3
eForm Service. To become registered, contact a
local Flight Standards District Office (FSD0) closest
to you and request a user account to access
electronic FAA Form 337, more...

For Organizational User Account Reguests, see
instructions using the link under Electronic Forms
Topics,

e Digital Certificates
A Team Askin Technologies, Inc. [TATI) PRI Level |l
electronic Digital Certificate is required as part of

thir cwctorn Woae am badoctes aear won doomnd

AVS Form Manager Access

| v

AY¥S eForm Service Home

Log Into eForm Service

Get Adlobe
Reader: |

Gar ADOBE 5 [
FLASH PLAYER -/
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3. A Warning page appears as shown below. To proceed to the eForm Service login page, click
on the | Agree to these terms button.

Federal Aviation

i : AVS eF Service H
Administration eForm Service Home

=Warning®*Warning®™Warning™*

This i1z a Federal Aviation Administration (FAA) protected computer system.
All FAL systems, including all related equipment, netwoarks, and netwark
devices {e.q., including Intermet access) are provided for the processing of

official United States (U5 Governrment infarmation.

Intentionally accessing a protected Government computer without autharization
or in excess of authority and as a result causing damage, recklessly or otherwise,
will constitute a wiolation of Title 18, United States Code, Section 1030,
Computer Fraud and Abuse Act ([CRAL), and may be referred to the Federal Bureau
of Investigation (FEI) for investigation and prosecution. Wiolations of the CFAA
can lead to bath civil and criminal liability, including seeking manetary relief
for economic damage.

The FA& will manitor usage for violations of public laws, national information
zecurity policies, and agency palicy. The FAS will intercept, recard, audit, read,
copy, and disclose by and to authorized personnel for official purposes,
including adrministrative, civil, andfar criminal investigations.

Access or use of this computer system by any person, whether autharized or
unauthorized, constitutes consent and monitoring to these terms for violation of
Federal laws, national security policy, and agency computer policy. If you are not
an authorized user of this system or do not consent to monitoring, exit this system now.

*Warning®Warning®Warning™

I Agree to these terms
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4. The eForm Service Access page appears. Enter the username and password that you use to
access your computer and then click the Login button.

NOTE: Ignore the Default Login checkbox if you are an AVS user or an external user who is not
a member of a certificated organization. See Default Login Help Topic under eForms Help
Directory for more details.

| Federal Aviation AYS eForm Service Home
Administration

eForm Service Access

Username: I

llze thiz page to log into the AWS eFaorm Service using your AY'S Lser
Password: I D and Password.

FAA.gov Home | Privacy Policy | Web Policies & Notices | Site Map | Contact Us | Help

=

NOTE: After three attempts of entering the wrong login information, the system will log you out.

The following message appears, instructing you to close the browser, reopen it, and re-navigate
back to the Login page.

Logged Ont - To try agam, close and re-
open hrowser.
Then re-navigate baclk to this site.
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5. After successful login, the LiveCycle Form Manager page is displayed and the login name
appears in the upper right corner of the page.

Aviation Safety

Preferences M i eForms Admin | Help~ Logout Welcome Bowman, Cynthia
eForm Service - Form Manager i i i

FORMS

Q

» || Favorites (1)

»=] DOT - General (2)

=) FAA - Flight Standards (6)
» =| FAA-General (2)

» = OF -General (2)

The following items need your attention before they can be submitted or resubmitted. Please
select a form 1o edit

Process |d | Process Instructions Description /| Updated Date
Mame 4 L |

L3

(35 SF - General (2)
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542 FAA Access Permission Process

When a change is needed for the User Account Request function for the Form 337 program, please
request additions or removals from the local office 337Requester group following the current AVS
National Service Desk procedures.

Follow the instructions below when there is a change to the ASI’s in your office who have been
authorized to do Form 337 Field Approvals:

1. When a current ASI with Field Approval authority no longer has that function or moves to
another office, please submit a request for the removal of the ASI from the local 337User group
following the current AVS National Service Desk procedures.

2. When an ASI has been newly authorized to perform Form 337 Field Approvals within your
office:

a. Submit a request for adding the user's AVS account to the local 337User group.

b. Submit an email with the following information on the new office ASI(s) authorized to
perform 337 Field Approvals to the AVS National Service Desk. They will create a request
ticket with that information and assign it to the Form 337 IT Program Manager, who will
make the official request to Team Askin:

Office Name (i.e., Oklahoma City FSDO):
Office Identifier (i.e., SW15, or SWO00):
Legal Signature name (i.e., James J. Doe):
Title (i.e., ASI, PMI):

Email:

Telephone #:

Extension (if applicable):

Location (City, State):

AVS User ID (i.e., ASW214MB):

Related Topics:

Form 337 Active Directory Account Admin
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5.4.3

Form 337 Active Directory Account Admin

5.43.1 Form 337 Group Setup

1.

3.

The groups below should be created in the Office’s USR Organizational Unit (OU) in
Active Directory (AD).

a. XXXYYYOGRP_337User
b. XXXYYYOGRP_337Requester

NOTE: XXXYYY represents the office ID (ex. Fairbanks FSDO would be
AAL2010GRP_337User and AAL2010GRP_337Requester)

When the groups are created, the Computer Specialist should email this information to
AVS National Service Desk (NSD), so they can add the local groups to the National
Form 337 Groups.

The NSD will add the local groups to the national groups.
a. The 337User group will be added to the AFSO000GRP_337ASI group.

b. The 337Requester group will be added to the AFSO000GRP_337UserRequest
group.

5.4.3.2 Form 337 Internal User Setup

1.

The Office Manager will supply the Computer Specialist with the user information.
a. The Office Manager should supply a list of the office’s ASls with Field Approval.

b. The Office Manager should supply a list of personnel who can collect/validate
Industry user information.

Each of the user’s accounts in AD must be updated to include the following information.
a. First Name: must contain the user’s first name

b. Last Name: must contain the user’s last name

c. Display Name: must contain Last Name, First Name

d

Office Field: must contain ‘4-letter office identifier’ (Example: Fairbanks FSDO
would be AL01)

e. Telephone Number: must contain the user’'s phone number ###-#H-#HHHH x#HH
f.  E-mail: must contain the user’'s FAA email address (Example: John.doe@faa.gov)

The Computer Specialist should place the users with Field Approval into the office’s
337User Group. (Example: xxxyyygrp_337user)

The Computer Specialist should place the users who can collect/validate Industry user
information into the office’s 337Requester group. (Example: xxxyyygrp_337requester)

Offices without a Computer Specialist will need to request these group memberships
via their manager. The manager should email the National Service Desk with
permission to add the group.
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5.4.3.3 Form 337 External User Setup

1.

There are two types of external account requests for access to eForm 337: External
Individual Account Requests and Certificated Organizational Accounts. Both types of
account requests should be escalated to eForms Tier3 for completion.

Tier 3 will initiate the external account request via AVS Provisioning and notify the NSD
when the ticket should be closed.

The new external user will be notified through an automated message from AVS
Provisioning that the account has been initiated.

5.4.3.4 Form 337 External Disabled Accounts

1.

The National Service Desk will escalate all requests for permission to enable 337
external account to the eForm Service Tier 3 group.

The eForm Service Tier 3 group will determine if the account can be enabled.

If the account can be enabled, the eForm Service Tier 3 group will send an email
message to nsdupdate@faa.gov. The email message will ask for the ticket to be
reassigned to an NSD analyst and will contain permission to enable the account. The
NSD analyst will enable the account, communicate with the customer, and resolve the
ticket.

If the eForm Service Tier 3 group determines that the account cannot be enabled, an
email will be sent to nsdupdate@faa.gov. The email message will ask for the ticket to
be reassigned to an NSD analyst and will contain the reason why the request was
denied and the contact information. The NSD will communicate with the customer and
resolve the ticket.

5.4.3.5 Form 337 External User Profile Update

Requests from an external user to update his/her 337 profile can be handled by the user via
the AVS Portal. The NSD or eForms Tier 3 group also has the ability to update the user’s
337 profile via AVS Provisioning.
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5.44 User Account Request

5441 For Individual Accounts

IMPORTANT NOTE: This process applies only to individuals who are not employed by any
certificated organization. Industry users should contact the local Flight Standards District
Office and present their maintenance certificate. A representative of the FSDO will request
the account creation by completing the following steps.

1. Loginto eForm Service following instructions under Login as FAA Personnel.

2. In Form Manager, click on the eForms Admin link on the top menu bar.

Aviation Safety
eForm Service - Form Manager

Preferences Messages | eformsAdmin | Hr.'lpvé Logout Welcome Bowman, Cynthia

FORMS

Q,

The following items need your attention before they can be submitted or resubmitted. Flease

. select a form to edit
» - | Favorites (1)

|~ DOT-General (2)

Process |d | Process Instructions Description /) Updated Date
» |- FAA-Flight Standards (6) Mame 1 .
- __ FAA-General (2) B o ﬁirc_rafl This is rh_E 06/01/2009 13:22 .ﬁm
M E Accident Data electranic P
> -| OF -General (2) Transmittal form for

3. The eForms Admin page opens as a separate window. Click the Individual Account
Request link.

MYFAA Close Window

Employee Site

eForm Service: Available Fumctions Lt

eFarm Senice Reports eForm Service Contact Information

Individual Account Reguest

Cetificated Organization User Account Reguest

Federal Aviation :
Administration 2R

Tth, 2009
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NOTE: If you do not have permission to perform any of the functions pertaining to the
eForm Service, the following page appears. Contact the AVS National Service Desk as
necessary for questions or further instructions. Click Close Window on the top right corner
of the page and go back to the Form Manager.

MYFAA Close Window

Employee Site

AQS250CE

eForm Service: Available Funchons

Greetings.

You have clicked on the link for eFarms Admin. The eFormes Admin
page is provided for autharized FAA persannel and FAS contractors to
perfarm various functions pertaining to the eForms Service .e.,
reporting, user account requests, etc.).

It appears you currently do not have these permissions. Ifyou beligve
you should, then contact AS Mational Service Desk for instructions.

BY7-287-6731

Email &5 Mational Service Desk

Tharnk you,

4. If you are authorized to perform various functions pertaining to the eForm Service, you
are directed to the Individual User Account Request page as shown below. Fill in all
applicable information for the Industry User, including multiple certificate numbers.
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MYFAA Close Window

Employee Site

AQS250CH Individual User Account Request
Flease provide as much information as possible for contact purposes,
Required fields marked with asterisk *

* First: hdl: * Last:

- Nmne:l I | I |

Company: |

Title: |

Address:
of PO Box

City, State, Zip, Coumly:l | | | | I |US

" Phone, ' Email:l | |

 Field Office: { Select g Field Office

" Account Group Types:  (Check all that apply)

C Mechanic C Inspection Authorization [ NonCertificated

r Designees

Certificate Numbers: Comments:

Mechanic: | |

Inspection Auth: | |

Designee: anith dashes) | |

Changes made here are only reflected within the AVS eForms Swstem

Exit Without Submit Submit & Exit | | Submit Another

Flez=se allow up to 72 business hours for any changes.

5. If entering information for multiple users, click the Submit Another button, and repeat

steps 1 through 4.

After entering the last Industry User information, click the Submit & Exit button.

The Industry User profiles are submitted to the AVS National Service desk for
processing. The Service Desk personnel will create the account based on the submitted
information.
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5.4.4.2 For Certificated Organizations

IMPORTANT NOTE: This process applies only to individuals who are also employed by
any certificated organization(s). Follow the same process for changes (additions or
removals). For request from Repair Stations or Maintenance Organizations with several
Industry Users, follow the steps below.

1. Access the eForm Service following instructions under Login as FAA Personnel.

2. In Form Manager, click the eForms Admin link on the to menu bar.

Aviation Safety
eForm Service - Farm Manager

Preferences Messages eForms Admin Help » Logout Welcome Bowman, Cynthia

FORMS

Q The following items need your attention before they can be submitted or resubmitted. Please

; select a form 1o edit
»|=| Favorites (1)

b= | DOT-General (2) Process |d | Process Instructions Description /. Updated Date
LLEsCHpHoN

» | FAA-Flight Standards (6) e Bl . L

» | FAA-General (2)

> o OF -General (2)

3. The following eForm Service page opens as a separate window. Click the Certificated
Organization User Account Request link.

MYFAA Close Window

Employee Site

eForm Service: Available Functons RRaEILE

eForm Service Reports eFaorm Service Contact Infarmation

Individual Account Reguest

@ated Organization User Account R@

Federal Aviation
Administration

Updated: 327 pm CT August 27th, 2009
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NOTE: If you do not have permission to perform any of the functions pertaining to the
eForm Service, the following page appears. Contact the AVS National Service Desk as
necessary for questions or further instructions. Click Close Window on the top right corner
of the page and go back to the Form Manager.

MYFAA Close Window

Employee Site

eForm Service: Available Functions e
Greetings.

You hawe clicked on the link for eFormes Admin. The eForms Admin
page is provided for authorized FAA personnel and FAS contractors to
perform various functions pertaining to the eForms Service (e,
reporing, User account requests, eto).

Itappears you currently do not have these permissions. Ifyou believe
ywou should, then contact AVS Mational Service Desk for instructions.

8Y7-287-6731

Email AvS Mational Service Desk

Thank you.

4. If you are authorized to perform various functions pertaining to the eForm Service, you
are directed to the “Certificated Organization User Account Request Procedures” page.
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.
MYFAA Close Window

Employee Site

Certificated Organization User Account Request Procedures

Industry organizational POCs are instructed to download and complete an organizational user account request
spreadsheet for users attheir organization who will use the electronic Form 3327 system. Certificated Organizations
must follow this same request process for additions or removals of those needing access to the electronic Form 337
program. For emergency terminations of employees, they should immediately email their POC at the local FSDO with
the request and user information, who will forward the email with their approval directly to the AVS National Service
Desk email box, with a courtesy copy (cc) to the local office computer specialist.

Upon receipt of an email with the completed user account request spreadsheet for any organization (i.e. Repair Stations,
Foreign AMO's and 121, 135, 91K cerificate holders with a Continucus Airwarthiness Maintenance Program (CAMPY),
please review and verify all the information provided and forward the spreadsheet with a statement approving the creation
of these accounts to their local computer specialist who will forward the request to AVS Mational Service Desk. (Existing
protocol dictates that Mational Service Desk will only accept requests for organizational account requests or changes
from the local office computer specialist) Follow the same pracedure for changes (additions and remaovals) requested by
cerificated organizations.

Once received, Mational Service Desk will begin the process of creating the user accounts. They will initiate the account
(5} and send out automated email notifications with instructions. The process is as follows:

1. The new user will receive an email that includes a link to the AV3-FS Poral for user registration along with a
temporary password,

After the user has successfully registered the account a second email with the user login 1D will follow,

The FAA POC will receive an email confirmation upon completion of the new account.

L M2

Click here for Certificated Organization User Account Request Spreadsheet

Allow 72 hours for account processing and creation upon receipt of the spreadsheet by National Service Desk.

5. Click the Certificated Organization User Account Request Spreadsheet link to open
or save a copy of the spreadsheet (see spreadsheet example below). Please ensure
accurate contact information (phone/email) is entered in case there are questions about
the user request.

UNCONTROLLED COPY
70



Form 337 User Guide

Revision:

7.0

Date: 2/29/12

B Microsoft Excel - OrgAcctReq337[1].xls M= E3
@j Fle Edt Wew Insert Format Tools Data RoboPDF  Window  Contribuke  Help  Adobe PDF Type aquestionforhelp - _ & X
DS HREGRAVER BT 9 - 2ax-tlil@mes -off
il -0 -8 zu[EEEESs % #3FEE -2 A-BiEux]
E2 - £
1A [B|] € 2] | E | e H | 1 [E===SEnkEs L ] | [ S I
1 Organizational User Account Re F. i (Al fields in Fed are Required] NOTE
2 Certiticate Holder Name: [Repal Stationf sintenance Organizationete.]
3| Ceitificate Holder Numbe::
4 Certificate Holder District Office: [IF Differen
g Certificate Holder Email Address: [Comman mailbox o primary POC) From Cert
& User Account Information Below: Haldes}
First Address Individual® | Individual’s Cert Dist
7 Mame: Ml | Last Mame | Job Title | Address 1 F: City | State Zip Country | Phone = Email Cert Type Mumber DOffice
8
3
o
n
12
1 -
14
15
i
7
18 |
1
20
21
22 | =
10 4 v M\sheett  Shestz [ Sheets / [« | =i
Ready NUM S
6. Upon receipt of an email with the completed user account request spreadsheet for any
organization (i.e. Repair Stations, Foreign AMO's and 121, 135, 91K certificate holders
with a Continuous Airworthiness Maintenance Program (CAMP)), please review and
verify all the information provided and forward the spreadsheet with a statement
approving the creation of these accounts to their local computer specialist, who will
forward the request to AVS National Service Desk. (Existing protocol dictates that the
Service Desk personnel will only accept requests for organizational account requests or
changes from the local office computer specialist.)
7. Once received, the AVS National Service Desk personnel will begin the process of

creating the user accounts. They will initiate the account(s) and send out automated
email notifications with instructions. The process is as follows:

e The new user will receive an email that includes a link to the AVS Provisioning
Service Portal for user registration with a temporary password.

o After the user has successfully registered the account, a second email with the
user login 1D will follow.

e The FAA POC will receive an email confirmation upon completion of the new
account.

Once the certificated organization’s account is established, it is up to the
organization’s internal processes to determine task assignment and control.
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5.4.5

Document Approval Process

5.4.5.1 Signing and Certifying Approved Documents
This Help topic demonstrates how an ASI, an authorized DAR, or an ACO POC converts,

sign

s, and certifies supporting documents included with Form 337 submission.

Converting a Word document received in email to Adobe PDF

1.

2
3.
4

pint 2| x|

rPrinter

Marne: I q_:a Adobe POF j Broperties |

Detach the document from email and save it to a local or network drive.
Open the document.
Review and coordinate changes as necessary until ready to approve.

When ready to approve the document and digitally sign, perform the following functions:

a. With the document open, select File > Print. From the available printers, select
Adobe PDF. Click OK.

Skakus; Idle Find Printer... |
Type: Adobe PDF Converter
tihere: My Docurnents™, pdf [ Print to file
omment; aral duplex
C 3 ™" Manual dupl
—Page range ri_opies
i al Mumber of copies: Iﬂ 5‘
™ Current page " Selection
" Pages: | v collate
Enter page numbers andfor page ranges
separated by commas. For example, 1,3,5-12
Print what: IDDcument j B
" Pages per sheet: 1
Prink: I.ﬁ.II pages in range j e I PEEE j
Scale to paper size: IND Scaling j

Ciptions. .. (04 I Cancel |
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b. From the following prompt, ensure that the drive location for the PDF file is
accurate and click SAVE.

saverorriens 2ix

Save jn; IIB My Documents j 4= &k B

My Documents

i

My Compuiter

File name: "

j Save I
j Cancel /l
£

Save as fupe: IF'DF filez [*.PDF]

Signing and Certifying a PDF Document

1. With the File open in Adobe Professional, select Sign > Certify with Visible Signature
from the Menu bar.

g Sample Doc.pdf - Adobe Acrobat Pro i 10l =]
File  Edit Miew Document Comments Forms Tools Advanced  indow Help ®

,_m Create £ Comhine = 4] Secure * Sign ~ | |=| Forms « Multimedia = 7 Comment ~
i e i | 1B =]
OB ael o D CIE —

f Flace Signature

i Certity with visible Signature
Certify without: Yisible Signature

Yalidate All Signatures

Sample document for demo of the following:

- Converting document to PDF
- Digitally signing the PDF document
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2. The Save As Certified Document dialog appears. Click OK.

Save as Certified Document T ﬂ

You are abouk ko create a certified document, By certifving a dacument, wou vauch Far
_ iks conkents and enable recipients ko verify that the document came Framm you,
|ﬁ Zerkifving a document also adds tamper-resistance to detect and prevent unwanted
changes.

To certify a document, wou need ko have a digital ID. IF ywou intend to distribuke this
document to a large audience, it is suggested that vou use a digital ID from one of
Adobe's parkners, This will allow any recipient with Acrobat or Adobe Reader ko
automatically verify the certification,

[ Don't show again

Help | (] 4 Cancel

3. Click OK when prompted to create the signature field.

AdobeAcrobat 2

= To create a signature Field, First click OF to close this dialog, then click and drag
‘!1) out the field's area in the location where it should appear in the document,
After creating the signature field, wou'll be asked to choose additional options ko
complete signing.

[ | Do not show this message againi

o4 I Cancel
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4. With your mouse, drag and draw the area where you wish to sign.

g Sample Doc.pdf - Adobe Acrobat Pro i, Ol x|

File Edit Miew Document Comments Forms  Tools  Adwanced  Window  Help
=T —
! ;m Create - E‘@ Combine = ,_& Secure v ;"K Sign - |§| Farms - E Multirmedia = _f" Carnrnent =
il = N @“j [ e S € (@& @[ ] [P -

Sample document for demo of the following:

- Converting document to PDF
- Digitally signing the PDF document

5. Select your digital signature from the drop-down box and select "No changes allowed"
for the second drop-down box. Then, click the Sign button.

Certify Document N x|

(Si'gn L 10hin A Sriith

Certificate Issuer: FAL-AYS Info... |

Appearance: |Standard Text j

Digitally signad by John A. Smith
JO h N A DN: c=US, st=0K, [=Oklahoma
City, o=FAA, oU=FAA,

0.9.2342.19200300.100.1.1=4695, @I

* cn=John A Smith,
' I I I t email-johnsmith@faa.gov

Date: 2009.11.13 11:03:33 -06'00°

Permitted Actions After Certifyving g

a CIickReview_tolsee if document content Review. . |
may affect signing

Sign I Cancel |
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6. The Save As dialog box appears. Select the appropriate folder, save document using
the same file name, and click the Save button.

savens 2l x|
Save in |ﬁ My Documents j [} ? % Lol

Twpe: Adobe Acrobat Document
’ﬁj: File: Size:; 391 KB
(1

Modified: 8/5/2009 1:32 PM

tdp Documents

iy Compuiter

Sekhings. . |

File name: I j Save I
Save as type: |.-‘-'«dobe FOF Filez [* pdf) ﬂ Cancel |

7. Enter your digital certificate password and click OK.

Signing data with your private exchange key

CryptadPl Private Key |“" (LIl

[ Bemember passwaord

Ok I Cancel | Details...
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8. Your digital certificate is applied to the signature field.

g Sample Doc.pdf - Adobe Acrobat Pro I o ] |
File Edit View Document Comments Forms Tools Advanced Window  Help x

i jrj Create ~ j}:j Carnbing = ;ﬂ Secure T f Sign * @ Farms * E Multimedia = _'> Cornment =
OB a9 4 [+]ae (o7 & (@& 8 [7+ = | kg e 2

f‘ﬂ Certified by John & Smith <john.smith@faa.govs, AYS, certificate issued by John & Smith. % Signature Panel

B

Sample document for demo of the following:

- Converting document to PDF
- Digitally signing the PDF document

J o h n A Digitally signed by John A Smith
DN: cn=John A Smith, 0=AVS,

ou=A05-230,

- email=john.smith@faa.gov, c=US
I I l It Date: 2009.11.25 15:43:14 -06'00°

A

9. If the approved document is signed by the ACO POC, they must return the certified and
signed PDF document to the ASI or authorized DAR by the same method it was
received (i.e. Forwarding or Emailing). The ASI or authorized DAR can then attach the
document to the Form 337.

NOTE: Do not password-protect the certified/signed PDF document. It is not
necessary and will cause problems when the document is eventually processed
for delivery to Aircraft Registry.
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5452 ASI/DAR and ACO Coordination

In some instances an Aviation Safety Inspector (ASI) or authorized Designee has the need
to coordinate the review or approval of supplemental or supporting documents included with
Form 337 submission (see Signing and Certifying Approved Documents).

A supplemental document is a document that provides supplemental information to the ASI
or DAR in support of the modification but is not considered an attachment to the Form 337.
Therefore, the document is selected as 'Do Not Send to Registry' (for example, proprietary
information such as an engineering report).

A supporting document is a document that is essentially part of the Form 337 or an
extension of Block 8 and supports the description of the work to be accomplished. At times
a document may need an approval signature (i.e., an Addendum to a Flight Manual
Supplement). This document is one that would be attached with the 'Send to Registry’'
selection and would, therefore, be delivered to Registry along with the Form 337.

After a determination that coordination between the ASI/DAR and ACO is needed, the
system provides two methods to accommodate the transfer of information. The preferred
method is Forwarding the Form 337 file to the ACO point of contact (POC). The alternate
method is Emailing the attachment back and forth between the ASI/DAR and the ACO
POC.
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Forwarding Form 337

The ASI or an authorized DAR can forward the Form 337 task to their ACO POC to
complete the approval process of the attached document (i.e. Addendum to Flight Manual
Supplement). Follow instructions under Forwarding a Task to perform this function.

After the task is forwarded successfully, the ACO has the Form 337 and the attachment for
coordination. The ACO POC double-clicks the work task to open the Form 337 and
downloads the attachment to a preferred location (computer or network server). The ACO
can then convert and sign the document using Acrobat Professional. (See Signing and
Certifying Approved Documents)

Once the ACO reviews and/or approves the attachments, the ACO will attach the file and
return the Form 337 back to the ASI or DAR by clicking the Forwarding icon for the task.
(For approving documents see Signing and Certifying Approved Documents)

NOTE: The ACO must forward the task with the approved and signed PDF back to the ASI
or DAR. The Complete button on the bottom of the screen should NOT be used for this
action.

Once the ASI or DAR has the reviewed and approved attachments, he/she can complete
and sign block 3 and submit the approved Form 337 and attachments back to the Initiator of
the form.

When received, the Initiator will need to download a copy of the signed PDF for the aircraft
owner records and an additional copy for his/her own records. The original 'unsigned'
document previously attached to the Form 337 will then need to be deleted.

Related Topic;

Following a Task

Emailing Form 337 Attachments

This help topic demonstrates the Emailing function.

1. The ASI or an authorized DAR can detach documents from the Attachment tab of the

electronic Form 337 by clicking the Save icon® and saving the attachment to the
location desired.
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Waiting RTS Approval X
Task Details Form Attachments (2)

A Mevy (=) Attachment () hote

Permissions | Read Only - |
Type | Send to Registry v |
aK Cancel
Title: Description Added By:  Date Adde..  Date LastModifi.  Permissions:

Mechani. Sep04,20. Sep 04,2008

2. The ASI or DAR then attaches the saved file to an email and sends it to the ACO for
coordination. Once the concurrence is made, the ACO POC converts and digitally
signs the approved PDF. (See Signing and Certifying Approved Documents).

3. The ACO then emails the signed PDF back to the ASI or DAR.

4. The ASI or DAR attaches the signed PDF to the Form 337 Workflow (per the
instructions under File Attachments) and submits the form back to the Initiator.

When received, the Initiator will need to download a copy of the signed PDF for the aircraft
owner records and an additional copy for his/her own records. The original 'unsigned'
document previously attached to the Form 337 will then need to be deleted.
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5.4.6 Using the System as an ASI

5.4.6.1 Using the System as an Aviation Safety Inspector

The ASI (Aviation Safety Inspector) will review the entire form. If the ASI approves the form,
the inspector will digitally sign Block 3 and click the Approve button on the bottom right
corner of the window. If the ASI rejects the form, the inspector should include a note (see
Adding Notes) to enter instructions back to the Initiator, and click the Reject button on the
bottom of the window. In both cases, the form will automatically be submitted back to the
Initiator. This section includes data integrity validations to ensure that block 3 is completed
appropriately if approved or is cleared if rejected.

Related Topics:
Signing and Certifying Approved Documents

ASI and ACO Coordination
Field Approval

Signing Block 3
Approve/Reject Form

Block 3
For FAA Use Only

ASI sign-off (left side of form)

Aviation Safety Inspectors will click on the drop-down box to select the sign-off statement
appropriate to the type of data approval being granted, click on the Inspector Signature
field, and then add their Digital Signature to the document.
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5.4.6.2 Field Approval

Aviation Safety Inspector - Field Approval

As an Aviation Safety Inspector with Field Approval authority, you will receive emails as
shown in the example below to notify you that you have a new work task.

NOTE: The task number in the email Subject line is related to the software login of the
instances of the form as it flows through the Workflow. This number can be referenced for
troubleshooting purposes.

1. The email text includes information on who sent you the Form 337 for approval along
with the Tracking number. The Tracking number is a unique, sequential number
assigned to each Form 337 once it is submitted. This number is related to the complete
Form 337 package and is automatically entered in the upper right corner of the form.

@ Faa/AYS eForm Service Task Assignment - Task 4206 has been assigned to youu. - Lotus Notes o ]
File Edit Wiew Create Actions Help
G2 -0@:|| /Bar BT cormE | )

Ji!“\ ‘'elcome ]@ Cynthia CTR Bowmnan - AQS . X] @“._MIFMMVS eFaorm Service Tazk.. xl

L

l i‘-lew Mermno H Reply vH Reply To All VH Forward vﬂ]-,[.DeleteT.j Follow Lip "H Folder v].:[.Cnp\,r Into Mew VI.:[.Chat "H Tools v}‘

9-amc-avs-WorkFlow-Admi To |Cynthia CTR Bowman/ahCICNTRIFASEFASL
nidfaa gov

0572772009 10:12 &k

cc

bce

Subject |FA&AVE eForm Service Tazk Assignment - Tazk 4206 haz
been azzigned to vou,

& new task has been assigned to you.
Click the following link to access the eForms system:

http: /feformservice. faa, gow

Instructions: Mechanicl submitted a Form 337 for your approval. (Tracking#:
2008001227)

This is an outgoing e-mail address only. Please do not reply to this email.

89099 9c@

[ 4] (G o] [Otfice o

2. Click the link in the email text or log into the eForm Service site - -
https://eformservice.faa.gov/eform337.aspx

3. Follow the login instructions under_Login as FAA Personnel to access the eForm
Service System.

4. The form that is waiting for approval will appear on your "Worklist" page. Double-click
on the form to open it and refer to Approving/Rejecting a Form and Signing Block 3 as
an ASI for further instructions.
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WORKLIST

Process | Process Instructions Description | Updated
Id Marme 4i m ¥ p | Date

The following items need your attention before they can be submitted or resubmitted.
Please select a form to edit.

2407 flajor Mechanic O9/02/ 2008 Eas
Repair/Alterat submitted a Form 12:01 PM
ion 337 foryour z
% approval.
(Tracking#: F
Process Id: 2407
2406 Major Taskld: 4116 09/02/2008
R Task Status: Assigned 10:58 AM
jon Step Name: Waiting for AN Approval
Initiator: Mechanic1
Process Start Date: 08/08/2008 1.2:01 PM
LI LI Hi
2302 Major Mechanicl 09/08/2008 1
Repair/Alterat submitted a Form 10:53 AM -
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5.4.6.3 Signing Block 3 as an ASI

Block 3 of the Form 337 has the appropriate canned test for Data or Physical Identification
as well as for Overweight Flight Permit. If approving the form, select the one that applies.
(To enter comments for the form initiator, click the Attachments tab and select Note,

following instructions under Adding Notes.)

1. From the drop-down box on the left side of Block 3, select the sign-off statement
appropriate to the type of data approval being granted. Then, click on the Inspector
Signature field.

. |
Waiting for ASI Approval X
Task Details Form Attachments (0) &=
; (] 1" 5 [ -:}. h i - L LN F o i h '.'—+ H -
= 8 iz k) & ©® [ - = [
Ak least one signature requires walidating. Please Fill ouk the Following Form, You can yr o (=i :
SeiEnEne e w Signature Panel = t Highlight Fields
FAA REGISTRY TEST FILE AFSTED | ;l
Mame (A5 shown on regisiration cerfificale) Address (As shown on regisiralion cerificale)
2_ Owner xm Stz —I
. E Counery
3. For FAAJUse Only
;E Autharization
E Hurmiber
— ] P—
Sgpature Signatr=
Loy o O e nthcation
Repair | Ateration unit | Make | Modsl | Serial No. E
Save =4 Offline =] Reject =, Approve

E ) =2 J ] e F J

NOTE: You must select a sign-off statement from the drop-down box in order to sign

the form.
3. For FAA
Data identification
IPhysical kdentification
‘|Owerweight Fhght Permi
T Tumes T K. UImit lden
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2. After clicking the signature field, the Sign Document window appears. Select your
Digital ID, and click the Sign button.

Sign Document N x|

(Si_gn R 1ok & Smith

Certificate Issuer: FAA-AYS Info... |

Appearance: IStandard Texk j

Digitally signed by John A. Smith
Jo h n A DM: c=US, st=0K, [=Oklahoma
City, o=FAA, ou=FAA,

0.9.2342.19200300.100.1.1=4695, g

* cn=lohn A Smith,
' I I I t email=johnsmith&faa.gov

Date: 2009.11.13 11:03:33 -06'00"

3. Enter your password when prompted. The digital certificate appears in block 3 as
shown in the example below.

Waiting for ASI Approval X

Task Details Form Attachments (0) =

1= = B S B ""% & ® [ - _/- = [Find -

B Signed and all signatures are valid, Document was updated after signing. Open o —
\% Sigriature Panel ba view the document chanage hiskary, Please fill aut the Fallawing Farn, L\?A Signiature Panel lzi Highlight Figlds
Yiou can save data typed inka this Form,

FAA REGISTRY TEST FILE AFST50 | B
Name (A3 showm on registration certficale)] (Adidress (A5 Shown on regisialion certficals)
Address
2. Owner iy Siste —I
| I Couniry
3. For FAR|Use Only
The data identified herein complies with the appiicabh

ainworthiness requirements and is approved for the above
described aircraft, subject to conformity inspection by a person
authorized in secfion 43.7.

sy} . Hheme
o=t John A Smith ==t s -
=Ty =pmem=hiitication
Repar |.quu—.m1 Unit | Make | Model | Serial No. |~
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NOTE 1: If you signed the form with a signature that was not issued by the TATI Certificate

Authority (i.e., using a personal signature created in Adobe Acrobat), the form will be
returned to your Worklist page with the following statement under the Instructions column
as shown in the example below. Obtain a valid signature by following instructions under
Regquesting Digital Certificate and Installing Digital Certificate.

Process |d | Process Mame| Instructions [4] I_,' Updated Date  w

19902 Major The issuer of your 02/21/201212:30 {p 2|
Repair/Alteraty digital signature P
an certificate is either

unknown or not
trusted. Signers must
use a valid PEI | digital
signature issued by
the TAT Certificate
Authority. Please see
the program's online -
Help or contact the
Service Desk far
guidance.

NOTE 2: After installing a valid signature, open the form, right-click on the invalid
signature, select Clear Signature, and sign the form using the valid signature form the
TATI Certificate Authority.

5.4.6.4 Adding Attachments

If adding attachments is necessary, please refer to File Attachments.

Related Topics:
ASI and ACO Coordination
Signing and Certifying Approved Documents

5.4.6.5 Approving/Rejecting a Form

The Approve and Reject buttons are located on the bottom right corner of the Form 337
user interface.

7. Approval for Retum to Service
Pursuant fo the authary given pemsons spected below, Me und identfied In Hem 5 was inspecied In ihe manner prescrbed by ihe
Administratar of the Fegeral Aviation Asmirksiration and Is [] approven [] Rejected
FAA FIt. Standards e Malnienance Organizalion Pmm-mm::tmm
BY Ciner [Speciy)
FAA Deslgnes Repalr Statien Inspection Autharization
Cerficate or Signature/Date of Authorized indnidual
Designation No. j
=
Save Offline =i Reject = Approve
| & save || B | | &) Refect || (5 Approve |
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1. If approving the form, click the Approve button at the bottom of the window.
2. If rejecting the form:

c. Go to Attachments tab and enter a note or comment to describe what needs to be
changed (see Adding Notes help topic instructions).

337

Task Details Form

Add Newr
J Attachment (=)

Title

Mote

There are no items to display.

d. Go back to the Form tab and click the Reject button at the bottom of window.

NOTE: There is data integrity based on approval or reject selection. If approved,
statement and signature are required in Block 3. If rejected, statement and signature in
Block 3 will be cleared.

3. After selecting either Approve or Reject, a "Processing..." message appears and the
form is sent back to the form initiator. You will be directed back to the Worklist page.

| -
7. Approval for Return to Service J
Pursuaml o the autharity pEFsCNE Gpecied below, the unlk idenifed In Bem S Inspecied n the prescribed the
mumm%mmMmh ! DHWE:I Eﬁ:@dﬂl e o
m Manusachurer R e N =] Depuwmdmlgm
BY
Ciher [Spachy]
FAp Designee Repair Stafion Inspection Autharization f
Cerificate or of Authorized indvidual
Decignation Ko %‘m
Fip Form 337 (1008 Elastrusic Farm (R0F)
Processing, please wait for a confirmation message. Do not cdlose the window. |
-

ECEIEE (8 5=t ] (@ towrom |
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4. If finished, click Logout in the upper right corner of the interface.

Aviation Safety
eForm Service - Form Manager

Preference Messages eForms Admin Help= | Logout : Welcome ASI1

Q The following items need your attention before they can be submitted or resubmitted.

E Please select a form to edit
v |= | Favorites

5. A confirmation window will appear; click OK to log out or Cancel to return to Form
Manager.

Please Confirm

Are you sure you want to logout?
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5.4.7 FAA Form 337 Reports

5.4.7.1 Generating Reports

IMPORTANT NOTE: Generating reports applies only to Aviation Safety Inspectors and
Flight Standards management.

1. Log in following instructions under Login as FAA Personnel.

2. In Form Manager, click on the eForms Admin link on the top menu bar.

Aviation Safety
eForm Service - Form Manager

Preferences Messages eForms Admin Help i Logout Welcome Bowman, Cynthia

FORMS

Q

»|=| Favorites (1)

The following items need your attention before they can be submitted or resubmitted. Please
select a form 1o edit

b 2| DOT-General (2) Process|d | Process Instructions Description /| Updated Date
» | FAA-Flight Standards (6) Same Y L3
| FAA-General (2)

b o OF -General (2)

>

3. The following eForm Service page opens as a separate window. Click the eForm
Service Reports link in the left section of the page.

MYFAA Close Window

Employee Site

eForm Service: Available Funchons AHEEOLE

eForm Service Reports eFarm Service Contact Infarmation

Individual Account Regquest

Certificated Organization User Account Request

Federal Aviation
Administration

T pm CT Sept 15t 2009
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4. In the Reports Menu, select the report you would like to generate.

MYFAA Close Window

Employee Site

eForm Services Electromc Form 337
Reports Menu

Block B {Conformity) Repart Eeturn to eFarms Admin

Block 7 (Return To Service)
Report

Incormplete Form 337 Deletion
Eeport

I Murmber Report

Tracking Murmber Report

5. Depending on the report you select, enter any of the search criteria options and click
Submit. You can narrow your search by entering additional search criteria.

MYFAA e Home

Employee Site

eForm Services Report Parameters

Block & (Conformity) Report Parameters

Agency: | j Begin Date:

Cert Number: | Enil Date:

Subrnit |

Federal Aviation . i-i- '.:: ‘
Administration diEER=

Updated: 7:07 pm CT Fehruary 5th, 2008
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6. Below is an example of one of the reports. To view the Form 337 or any of the
attachments, click the blue link and the attachment will open in a new browser.

NOTE: To view the list in ascending or descending order (such as by Tracking

b

Number, N-Number, etc), click on the up-down arrows ~ to the right of the
corresponding column heading to rearrange the view as desired.

i4 4 |1 of 7 b Pl |Page width =] |select a format =] Export |# =
A These :ceporti contaén profprietarg—‘l
() eForm Service Reporting Services s onty.
OGS _ Public availability to be
e Block 6 (Conformity) Report determined under 5 H.S.C. 5527

Modifier Agency: U 3. Cerificated Mechanic And Dates Frarn 01/01/2009 thru 07/01/2009

196 Record(s)

Tracking Number > N-number + Block 6 Cert No. ~ Block 6 Submission Date ~
'E 2002000005 FOAK 334708720 14472009
-E 2002000019 236PC 04726726 1/872009
-3 2002000037 8310 02623195 1/82009
ﬂ 2002000035 8310 02623195 1/872009
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5.4.7.2 Report Viewer Toolbar

The Report Viewer Toolbar will assist you with paging, viewing, exporting, and printing the
report if necessary.

A Il ofz b P lPage Wldth __I |select a format =] Export [ =

HML ﬁle W|th repor‘t data
CEY (carmmma delimited)
TIFF file

acrobat (PDF) file

DOFTS contain proprietary =
ormation and are for
Official Use Only

eForm Service Reportinzoz

Block 6 {Conformity) Report %gg% E‘;itélamhive blic availability to be
S0, serermined under 5 US.C. 5522
25%

Modifier Agency: Cerificated Repair StationL0% 060142007 theu 06/30/2007

1. The section below will assist you with paging through the reports.

4 4 !1 af 2 B

2. The next section let's you adjust the size of the report for your viewing preference.

!F‘age wridth vi

'I.I'I.I'hu:ule F'age
500%
200%
150%
100%

FE%

50%

25%

10%

3. Export allows you to export the report results to various formats.

lSeIecta format -]

i a format

ML file with report data
5N (comma delimited)
TIFF file

Acrobat (PDF) file

web archive

Excel

XML file with report data: This will collect the data into XML (Extensible Markup

Language) format and you will have the opportunity to save it in this format if deemed
necessary.

CSV (comma delimited): This will export data into CSV (Comma Separated Values)

format and you will have the opportunity to save the report in this format if deemed
necessary.

UNCONTROLLED COPY
92



Form 337 User Guide Revision: 7.0

Date: 2/29/12

TIFF file: This will export the data into a TIFF (Tagged Image File Format) and you will
have the opportunity to save the report in this format if deemed necessary.

Acrobat (PDF) file: This will render the report into PDF (Portable Document Format).
Web archive: This will render the report into web format.

Excel: This will render the report to a Microsoft Excel spreadsheet.

NOTE: When exporting the report, you will not be able to open the PDF 337 Forms or the

attachments. If you attempt to click on a link in an exported report, the following message
may occur: (Click No to close the error message)

MicosoftEncel x|

@ Opening "javascriptsvoid(window . opend'http: [favraacaketlk. avr.Faa, gov/efarmsdmn dochiLl, aspxft=2007001 056", blank))"
Hyperlinks can be harmful bo your computer and data, To protect your computer, cick only those hypetlinks from trusted sources. Do vou want to continue?

Yes

4. The Refresh button will enable you to refresh the reports data to view the most current
set of data.

5. The Print button will let you print the current report in the Viewer.

=
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5.5

5.5.1

Industry Users
System Login

5.5.1.1

Login as Industry User

To enter the eForm system as an Industry User, follow the login procedures below.

1. Access the http://eformservice.faa.gov/eform337.aspx web site.

2. Under AVS Form Manager Access on the right side of the home page, click on the Log

Into eForm Service link.

Federal Aviation
I Administration

Electronic Forms
Topics

s What's New

* System
Requirements

s User Support
e Help Topics
& Tutorials

» Fill, Save &
Printable Form-337
PDF

* Request Digital
Certificate For Non-
FAA Personnel

#» Certificated
Organization User
Account Request

Aviation Safety eForm Service -
Electronic FAA Form 337

+ eForm Service

The Office of Aviation Safety (AVS) provides an
electronic Form Semvice in support of the
Government PapertWork Elimination Act (GPEA)
and eGOV initiatives. more...

« Registration

To create and process an electronic FAA Form 337
vou must be registered as a user with the AVS
eForm Senvice. To become registered, contact a
local Flight Standards District Office (FSDO)
closest to you and request a user account to
access electronic FAA Form 337, more...

For Organizational User Account Requests, see
instructions using the link under Electronic Forms
Topics

o Digital Certificates
A Team Askin Technologies, Inc. (TATI) PRI Level Il

electronic Digital Certificate 15 required as part of
this swstem I as an Industns iser won dn nnt

'AVS Form Manager Access

-

AVS eForm Service Home

Log Inte eForm Service

Get Adobe -
Reader

cer ADOBE /3
FLASH PLAYER =/
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3. A Warning page appears as shown below. To proceed to the eForm Service login page,

click on the | Agree to these terms button.

Federal Aviation
' Administration

*“Warning**Warning**Warning**

This is a Federal Aviation Administration (FAAL) protected computer system.
All FAA systens, including all related equiprment, networks, and network
devices (e.g., including Internet access) are provided for the processing of

official United States (L5 Government information.

Intentionally accessing a protected Government computer without autharization
or in excess of authority and as a result causing damage, recklessly or otherwise,
will constitute a violation of Title 18, United States Code, Section 1030,
Computer Fraud and Abuse Act (CFAA), and may be referred to the Federal Bureau
of Investigation (FBI) for investigation and prosecution. Yiolations of the CFAL
can lead to both civil and criminal liability, including seeking manetary relief
for economic damage.

The FAS will monitor usage for violations of public laws, national information
security policies, and agency policy. The FAA will intercept, record, audit, read,
copy, and disclose by and to authorized personnel for official purposes,
including administrative, civil, andfor criminal investigations.

Access or use of this computer system by any person, whether authorized or
unauthorized, constitutes consent and monitoring to these terms for violation of
Federal laws, national security policy, and agency computer policy. If you are not
an authorized user of this system or do not consent to monitaring, exit this system now.

*Warning**Warning**Warning**

I Agree to these terms

A¥S eForm Service Home
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4. Inthe eForm Service Access page, enter your user name that was supplied to you
when you created your eForm Service Account, and then enter your password. Then,
click the Login button to access the eForms Service System.

=

| Federal Aviation

P i AY¥S eF 5 i H
Administration eForm Service Home

eForm Service Access

Username: | Use this page to log into the AWS eForm Serice using your A4S User
ID and Passward.

Password: I

FAA.gow Home | Privacy Policy | Web Policies & Notices | Site Map | Contact Us | Help

b

NOTE: After three attempts of entering the wrong login information, the system will
log you out. The following message appears, instructing you to close the browser,
re-open it, and re-navigate back to the Login page.

Logged Out - To iy agam, close and re-
open browser.
Then re-navigate back to tlas site.

5. Industry users who perform work for certificated organizations will be presented with an
Account Login Selector screen. For example, an individual with an IA may perform work
not related to a certificated organization. In this case, the individual has the option to
log in as himself/herself to initiate a form on an aircraft or log in as an employee of a
certificated organization if that organization is performing the major repair or alteration.
See the next Help Topic on Account Login Selector for further details.
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6. After successful login, the Form Manager page is displayed and the login name
appears in the upper right corner of the page.

Aviation Safety
eForm Service - Form Manager

Preferences | Messages | Help» | Logout . Welcome Mechanicl

FORMS

Q

| Favorites (2)

» - FAA-Flight Standards (2)

The following iterms need your attention befare they can be submitted or resubmitted.
Please select a form to edit.

Process | Process | Instructions Description | Updated
| Name M+ Date

ﬂ 0 Major Fill out this form to | Electronic | 09/09/2008
Repair/dlterat getyourrepair Farm for 13:43 PM
jon approved. "Major

Repair/dlter
ation”
[Form 337)

Majar YourForm 337 05/0%/2008
Fepair/Alterat su bmission was 13:01 PM
ion approved by

Bowman,

Cynthia.(Tracking#:

2008001193
Major YourForm 337 08/08/2008

Repair/Alterat submissionwas 09:54 A
ion rejected by

5.5.1.2 Account Login Selector

1. Industry users who also work for certificated organizations (i.e. repair stations) will see

the following screen after logging in with their individual user account.

. Federal Aviation
' Administration

AVS eForm Service Form 337 Home

Aviation Safety eForm Service - Account Login Selector
Greetings Mechanic Two

You belong to one or more Certificated Organizations. As such, you may log into the FAA eForm Service
application as a Certificated Organization user or as yourself

Please select the account you wish to log in as from the dropdown box below.

Check the "Remember Selection” checkbox if you wish to use this selection as the default for future
access without returning to this selector page.

To turn off the default. simply check "MyProfile” the next time you log in to the system and uncheck
the "Remember Login Selection” option.

Log In As: [mechanic2 ~|
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2. Select your user account from the drop-down box.

|»

Federal Aviation

Administration AYS eForm Service Home

Aviation Safety eForm Service - Account Login Selector
Greetings Mechanic Twao

You belong to one or more Cerificated Organizations. As such, you may log into the FAA eForm Service
application as a Certificated Organization user or as yourself

Please select the account you wish to log in as from the dropdown box below.

Check the "Remember Selection” checkbox if you wish to use this selection as the default for future
access without returning to this selector page.

To turn off the default, simply check "MyProfile’ the next time you log in to the systern and uncheck
the "Remermber Login Selection” option.

Log In As: |

[ Remember Selection Select

FAA.gov Home | Privacy Policy | Web Policies & Motices | Site Map | Contact Us | Help LI

NOTE: Check the "Remember Selection" check box if you wish to use this selection as the
default login for future access without returning to this selector page. To turn off the default
login, follow the steps in the next section below.

3. After choosing the Login option from the drop-down list, click the Select button to enter
the FAA eForm Service Form Manager page. To verify the login name, check the upper
right corner of the browser screen.

Aviation Safety
eForm Service - Form Manager

Preferences Message Help+ Logout fWeIccme Mechanic2

FORMS

Q

» -/ Favorites (2)

» || FAA-Flight Standards (2)

The following items need your attention before they can be submitted or resubmitted.
Please select a form to edit

Process | Process Instructions | Description | Updated Date o
Id Name “ ! [T,

1802 MWajor Mechanicl OB/27/2008 09:27 :S
Repair/Alterat submitted a Form Al
ion 337 foryour
approval.
(Trackingi:

200B001178)
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To Turn Off the Default Login

1. To turn off the default login, simply select the "MyProfile" check box in the main Login
page the next time you access the system.

=
Federal Aviation
Administration

AY¥YS eForm Service Home

eForm Service Access

Usemame: ||

llze thiz page to log into the AY'S eForm Service using your A4S Lser
Password: I |0 and Password.

FAA.gov Home | Privacy Policy | Web Policies & Notices | Site Map | Contact Us | Help

_

2. Uncheck the "Remember Selection" check box on the Default Login Information page
and then click the Continue button. See example below.

NOTE: The next time you log in, you will be directed to the Account Login Selector
page.

For additional information, see Help Topic Selecting and Changing the Default.

UNCONTROLLED COPY

99



Form 337 User Guide Revision: 7.0

Date: 2/29/12

Federal Aviation

Administration AVS5 eForm Service Form 337 Home

User ID: Mechanic2 MyPro;

Default Login: mechanic2 M Remember Selection
Required fields marked with asterisk * *First MI =5
Name: [Vechanic ” | |Tw0 |
Address:
City/State/Zip/Country: |Palmer ”AK ||99545 | |Unned Statesl
Phonel/"Email: | | |testmechanic2@gmail_cum |
“Field Office: IACU‘] - ACADEMY TRAINING, AMA-240 J

Certificate Numbers: [2220499 {MECHANIC WA}

Please contact your local FSDO
for any certificate information 1
corrections.

Changes made here are only reflected within the AVS eForms System.

Please allow up to 72 business hours for any changes.

Related Topic:

Editing Individual Account Profile

5.5.1.3 Editing Individual Account Profile

This Help Topic provides details on how to edit information in your individual account
profile.

1. Login as usual and select the "MyProfile" box before clicking the Login button.

eForm Service Access

Usermame: ||

Password: I
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2. The MyProfile page will appear as shown below.

Federal Aviation R e e e
ﬁdmll‘llstratlﬂn Erorm >ervice rorm ome
User ID: Mechanic1 MyProfile Information
Required fields marked with asterisk * *First Ml *Last
Name: |Mechanic ” | |One
Address:
City/State/Zip/Country: |Pa|mer ||m< ||99545 | |United Statesl
Phone/"Email: | ||testmechanic1@gmail_cnm |
“Field Office:| AC01 - ACADEMY TRAINING, AMA-240 =
Certificate Numbers: [2770994 [MECHANIC}
2770994 {MECHANIC}
Please contact your local FSDO 2770334 {MECHANIC WA}
for any certificate information
corrections.

Changes made here are only reflected within the AVS eForms System.

Please allow up to 72 business hours for any changes.

Bl

3. Edit as necessary for email and address changes. Email address is required and used
for email notification during the Form 337 routing process. Address information is
optional. Contact the local FSDO for changes to your certificate and/or rating so they
can request an update to your Form 337 login account. Allow up to 72 business hours
for changes. Click the Continue button when done.

4. A confirmation page will be shown next if you made any changes. You will automatically
be sent to the profile page to confirm your changes the next time you access the
system. Review the confirmation page and then click the "...Continue" link.
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-l
Federal Aviation
Administration

AY¥S eForm Service Home

Your profile changes have heen sent to AVS National Service Desk for processing.

The changes you requested may take up to 72 business hours before displaying on
your MyPFrofile page.

If your changes are not reflected by this date, do not re-enter your changes,
contact AW'S Mational Service Desk at 877-287-6731 or by Email.

Click here to Continue

FAA.gov Home | Privacy Policy | Web Policies & Notices | Site Map | Contact Us | Help

UNCONTROLLED COPY
102



Form 337 User Guide Revision: 7.0

Date: 2/29/12

5.5.2

Obtaining User Accounts

55.2.1 Individual Accounts

IMPORTANT NOTE: This process applies only to individuals who are not employed by any
certificated organization.

Follow the two required processes below to initiate the account request to access and use
the electronic FAA Form 337:

1.

Register as a user with the AVS eForm Service - - Contact the local Flight Standards
District Office (FSDO) to schedule an appointment with your FAA AVS field office Point
of Contact (POC), who will initiate the account request. You will need to present current
FAA-issued certifications to prove that you have the valid credentials required to access
the system. Also contact the local FSDO for changes to your certificate and/or rating so
they can request an update to your account.

Obtain a Digital Certificate to be used as your electronic Signature on the Form 337 - -
Request a Digital Certificate from the authorized and approved Certificate Authority,
TeamAskin.com. This is a third party site and is not managed by the FAA. The link to
that web site is found in http://eformservice.faa.gov/ReDir.aspx?u=askin.

NOTE: Requesting a user account can be done before or after your request for a
digital certificate.

Local FSDO Offices

Click here to view contact information for the nearest FSDO.

Related Topic:

Editing Individual Account Profile
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5.5.2.2

Certificated Organization Accounts

USER ACCOUNT REQUEST FOR CERTIFICATED ORGANIZATIONS

IMPORTANT NOTE: This process applies only to individuals who are also employed by
any certificated organization(s). Follow the same process for changes (additions or
removals). Repair Stations or Maintenance Organizations with several Industry Users need
to follow the steps below.

1. Access the http://eformservice.faa.gov/eform337.aspx web site.

2. Click the Certificated Organization User Account Request link at the bottom left of
the web page.

Electronic Forms
Topics

s What's New

e System
Requirements

s User Support
s Help Topics
e Tutorials

» Fill, Save &
Printable Form-337
PDF

s Request Digital
Certificate For Non-
F b Do g ~

Certificated
Organization User
Account Request

Federal Aviation
Administration

Aviation Safety eForm Service -
Electronic FAA Form 337

» eForm Service

The Office of Aviation Safety (AWS) provides an
electronic Farm Service in support of the
Government Paperark Elimination Act (GPEA)
and eGOY initiatives. more...

* Registration

To create and process an electronic FAA Form 337
you must be registered as a user with the A3
eForm Service. To become registered, contact a
local Flight Standards District Office (FSD0) closest
to you and request a user account to access
electronic FAA Form 337, more...

For Organizational User Account Requests, see
instructions using the link under Electronic Forms
Topics.

e Digital Certificates
A Tearn Askin Technologies, Inc. (TATI) PRI Lewel |l
electronic Digital Certificate is required as part of

thic cwctora Hoan am ladosdes aene wonn do st

G

AY¥S eForm Service Home

AVS Form Manager Access

Log Into eForm Service

Get Adobe
Reader: |

Ger ADORE _."';' [
FLASHPLAYER ™ |
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3. You are directed to the 'Certificated Organization User Account Request' page. Read
the directions on this page before continuing to the next step.

Federal Aviation T
Administration

AVS eForm Service Form 337 Home

Aviation Safety eForm Service - Form 337 -
Certificated Organization User Account Request

Use the downloadable Excel spreadsheet for all organizational user account requests (i.e.. Repair
Stations. Foreign AMO's and 121, 135, 91K cenificate holders with a Continuous Airworthiness
Maintenance Frogram (CAMPY)

Download the spreadshest and complete, at a minimum, all of the required (R) columns
appropriately. Once completed, please email the list to your local FAA cerificate holding field office
Puoint of Contact (POC) (PMI ar PAI, etc.) for approval and validation. Follow the same procedure for
changes (additions or removals) for your organizations. For emergency terminations of
employees, immediately email your POC at the local FSDO with the request and user
information of the person terminated. They will forward their approval directly to the
account administrators.

The local FAA personnel POC will review and verify all the information provided and forward the
spreadsheet with a statement requesting the creation of these accounts to their local computer
specialist who will forward the request to AVS Mational Service Desk. Protocol dictates that
Mational Senice Desk will only accept requests for organizational account requests or changes
frem the local office computer specialist

Once received, National Service Desk will begin the process of creating the user accounts. They
will initiate the account(s) and send out automated email notifications with instructions. The
process is as follows

1. The new user will receive an email that includes a link to the AVS-PS Fortal for user
registration along with a temporary password

2. Afterthe user has successfully registered the account a second email with the user login 1D
will follow

3. The FAA POC will receive an email confirmation upon cempletion of the new account

Click here for Certificated Organization User Account Request Spreadsheet

Allow 72 business hours for account processing and creation upon receipt of the
organization's spreadsheet by AVS National Service Desk from the local field ofice POC =

Click the Certificated Organization User Account Request Spreadsheet link.

Download the spreadsheet and complete, at a minimum, all of the required (Red)
columns appropriately (Please ensure accurate contact information (phone/email) in
case there are questions about the user request). Once completed, please email the list
to your local FAA certificate holding field office Point of Contact (PMI or PAI, etc.) for
approval and validation. Follow the same procedure for changes (additions or
removals) for your organizations.
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B Microsoft Excel - OrgAcctReq337[1].xls M= E3
l%lj Fle Edt Wew Insert Format Tools Data RoboPDF  Window  Contribuke  Help  Adobe PDF Type aquestionforhelp - _ & X
DEHRGRAIVRIsLB-F9-c-B=-tBa= -aff

 aril -0 - Bz uEEEEs % BB EE L-H-A-BiRE]

E2 - £
A | B8] € 2] | E 1 e H | 1 | J | [ | L ] | [ | [x] al

1 Organizational User Account Re Fi i (Al fields in Red are Required]) NOTE ~ |
2 Certiticate Holder Name: [Repal Stationf sintenance Organizationete.]

3| Ceitifisate Holder Numbei:

4 Certificate Holder District Office: (IF Diferen

g Cestificate Holder Email Address: [Common mailbos of primary POC] From Cert
& [User Account Information Below: Halder)

First Address Individual® | Individual’s Cert Dist

7 Mame: Ml | Last Mame | Job Title | Address 1 F: City | State Zip Country | Phone = Email Cert Type Mumber DOffice

g

3

i

n |

R’

& =
L

15

%

17

18 |

i

20

21

22 =
M 4 v wi\sheet1 [ Shestz [ Sheets / 14 il
Ready LM %

6. The local FAA personnel POC will review and verify all the information provided and
forward the spreadsheet with a statement requesting the creation of these accounts to
their local computer specialist, who will forward the request to the AVS National Service
Desk. Protocol dictates that the Service Desk personnel will only accept requests for
organizational account requests or changes from the local office computer specialist.

7. Once received, Service Desk personnel will begin the process of creating the user
accounts. They will initiate the account(s) and send out automated email notifications
with instructions. The process is as follows:

e The new user will receive an email that includes a link to the AVS Provisioning
Service Portal for user registration along with a temporary password

o After the user has successfully registered the account, a second email with the
user login 1D will follow.

e The FAA POC will receive an email confirmation upon completion of the new
account.
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5.5.3 Using the System as a Form Initiator

5.5.3.1 Opening a Form 337

You can open a new form from the Form Directory Panel on the left side of the Form
Manager page or the Worklist tab on the right side of the page.

1. To open a new form, double-click “Major Repair/Alteration” (not the star icon) on the
Form Directory Panel.

NOTE: Clicking on the star icon will add/remove the selection to/from the Favorites
category.

Aviation Safety
eForm Service - Form Manager

Preferences Messages Help~ Logout EWeIcome Mechanicl

Q The following items need your attention before they can be submitted or resubmitted.
- Please select a form to edit.
» = Favorites

»[5) FAA-Flight Standards (2} | Process | Process | Instructions Description | Updated
# 7% Major Repair/Alteration Id Narme I » | Date

'i:? Major Repair/flteration Compor Efo Majc-.r Fill out this fqrm to Electronic  09/0%/2008
Repair/Alterat get your repair Form for 13:43 PM
ion approved. "Major

Repair/Alter
ation”
(Form 337)

MMajor Your Form 337 08/08/2008
Repairfflterat submission was 13:01 PM

Step Name: Assigned to Modifier 00/02/2008
Initiator: Mechanic 1 09:54 Al
Process Start Date: 03/09/2008 10:29 AM

2. To open an existing form (or task), double-click on the form name in the Worklist.
Placing the mouse pointer over a task will display detailed information about that task.

NOTE: Placing the mouse over a forwarded task will also display who forwarded the task.
A trash icon will not appear to the right of the task, because only the initiator of the form can
delete the forwarded task.
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5.5.3.2 Search Button (Block 1)

The Search button in Block 1 allows you to search for an aircraft's information based on the
Registration Mark that you enter and automatically fill in the information onto the form for
you. When using this feature, it is always good practice to verify the aircraft information that
was automatically filled in for you.

1. Enter the Registration Mark to the right of the 'N'.

Foms Approved Becionkc Tracking Mumber
e ‘OhE Mo, Z1-00m0
11302007
Al ) MAJOR REPAIR AND ALTERAHOH_ P TRA TR Oy
of Transportation {Airframe, Powerplant, Propeller, or Appliance)
Admiriciralion

INSTRUCTIONS: Print or type all entres. See Tikle 14 CFR §43.0, Part 43 Appendx B, and AC 43.8-1 (or subsequent revision thereof) for
instructions and disposition of this form. This report is required by law (48 U.S.C. §44701). Fadure to report can result in a civil penalty for each

Series

[Name [As shown on reqistration cerficara) [Address [As shown on regisiration cenficate,

2. Click the Search button.

3. The first time you perform a search, you may receive the following Security Warning.
Select the "Remember my action..." check box and click the Allow button.

Security Warning im X|

Acrobat is atkempting to conneck ko
! http:ffeformservice.Faa, govservices/MMumber_Lookup

If wou trust the site, choose allow, IF vou do not trust the site, choose Block.

v Remember my action For this site;

Help I Sl Block:

NOTE: This selection lets the application know that you trust this site for database
searches and web service functionality to fill in the form.

NOTE: If another window appears other than the Security Warning window above, refer to
Data Connection Security Warning in the Troubleshooting section for further instructions.

4. The fields in Block 1 will be auto-filled except for the Serial No. Verify the Serial No.
and enter it manually (this is an additional method of validation and will validate upon
submitting the form). You can edit any of these fields to reflect a bill of sale, a change
in the Make or Model, the change to include the Series, etc. This information is saved
to the Form 337 database.
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NOTE: If the validation fails, check your N number and Serial No. entries in block 1. If
it still fails, it may be a result of the change request to Registry not being accomplished

at the time of submission of the 337. Save the form to your Worklist and follow up on

the change with Registry. Then open the saved Form 337 and complete the

submission.

Related Topic:

Data Connection Security Warning

5.5.3.3 Adding a New Block 8

1. Click the Add a New Block button on page 2 of the form (shown below) to create
additional space (pages) to the 'Description of Work Accomplished' (Block 8). This
allows you more space to type the description of the work accomplished.

NOTICE

Weight and balance or operafing imifafion changes shall be entered in the appropriate aircraft record. An afferation must be
compatible with afl previous afferafions fo assure confinued corformity with the spplicable airworthiness requiremeniz.

B. Description of Work Accomplished

=

| Add a New Block J

(I more space is required, sifach addifional sheets. Identfy with sircraft nationality and registration mark and dafe work completed, )

N7S0AR

DD 2008

Mationality and Registration Mark

Date

2. Describe repair or alteration in Block 8; this is a required field to submit the form to the
next stage (i.e., ASI, DAR or Return to Service agent). Cut and paste text as necessary
— remembering the 8,000 character limitation.

3. Block 8 will expand dynamically based on text entered. Pages will be created as you
add text or new text blocks.

4. If necessary, type the phrase “See attached files”. Then, go to the Attachments tab,
attach a file that describes the work accomplished, and select "Send to Registry”.
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Q

v 5] Favorites

v [=| FAA-Flight standards (2)

# 7 Major
{-? Major

5.5.3.4 Working with Attachments

Files uploaded to this system cannot exceed 8 ¥2 by 11 or European A4 (Portrait or
Landscape) or larger than 5MB. For additional information, see File Upload Limitation for
list of acceptable file types. Password-protected or restricted documents will not be
accepted for upload in the Form 337 workflow. Although there are no limits to the number of
attachments, the more attachments there are in the Workflow, the longer it will take to
submit or retrieve the Form 337.

Refer to the following instructions when working with attachments in Form Manager:

File Attachments (General Information)

Adding a File Attachment

Saving an Attachment

Updating an Attachment

Deleting an Attachment

5.5.3.5 Component Repair

With Blocks 1 and 2 empty, complete Blocks 4, 5, 6 and 8 for a component repair. Upon
approval, the Return to Service Agent will confirm if the repair or alteration is for a
component. The Form 337 will be held indefinitely until it is installed. The form can then be
retrieved by following the steps below.

NOTE: Completion of Blocks 1 and 2 are required upon component installation and prior to
final form submission to Registry.

1. Double-click Major Repair/Alteration Component Search (not the star icon) on the
Form Manager Directory Panel.

NOTE: Clicking on the star icon will only add or remove the selection from the Favorites
category.

WORKLIST

The following items need your attention before they can be submitted or resubmitted. Please
select a form to edit

Processid | Process Instructions Description /. Updated Date -
Repair/Alteration Compor MName | ﬁ

Repair/flteration
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2. The 337 Component Search window appears. Enter the Tracking Number, click
Validate, and follow instructions provided in the Step 2 window.

Aviation Safety
eForm Service - Form Manager

Preferences s5ages Hx‘:lr:-é Logout Welcome Mechanici

Major Repair/Alteration Component Search

Task Details Form

B8 %[ G §lee[Fm- | A

F337 Component Search Form

Step 1: Enter 10 digit tracking number and click Validate

eckingtiomeer [ [ [T [T [T [ voaae

Step 2:

I

Related Topics:

Installing a Component
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5.5.3.6 Complete Button and Routing Information

1. When the form is ready for submission to either the ASI, a DAR, or for approval for
Return to Service, click the Complete button in the lower right corner of the page.

Major Repair/Alteration

Task Details Form Attachments (0) =

= = B Sz iix & & (@ @ [713% - - o ) [ -

j
Farm Approved Elastronie Traskisg b mbs

OME Mo 21200020
MAJOR REPAIR AND ALTERATION o e —
{Airframe, Powerplant, Propeller, or Appliance)

INSTRUCTIOMS: Print or fype all enfries. See Tille 14 CFR £43.0, Part 43 Appendix B, and AC 43.8-1 [or subsequent revision thereof) for
instnuctions and dispasition of this form. This repart is required by law (40 U.S.C. §44701). Failure o report can result in a civll penalty for each
such violation. {49 U.5.C. §46301(a))

TNahonality and Negistrabon Mark

N T50AR

1. Aircraft ke

FAA REGISTRY TESTFILE
Parme (A5 shown on r

-

I [ save J l (54 Offline J «# Complete

2. The Routing Information window will appear (see example below). This will route the
Form 337 to the next step in the workflow process.

NOTE: Ignore the "Warning: JavaScript Window" on the bottom of the window.
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JavaScript Window ™ x|

1. Select a Type of Approval or Review:

|Return Lo Service Agent j

2. Select a FAA Region;

| cEnTRAL =

3, Select a Fas Office:

IST LOUIS FSOO CEO3 | STL FSOO =
4, Click on Search:

Search

5. Select a person to approve)review this modification

Jones, Robert 5. j

K Zancel |

Warning: Javascript Window

3. Select the appropriate approval type and person you want approval from.
a. Select Type of Approval or Review

Clicking on the drop-down box under 'Select a Type of Approval or Review' will list the
three items below:

e Aviation Safety Inspector
e Designee

e Return to Service Agent

Select the appropriate approval or review type that you need for your Workflow
Document.

o If Aviation Safety Inspector review is selected: Whether approved or rejected,
the Form 337 will be returned back to Initiator

e |f Designee is chosen for field approval: Whether approved or rejected, the
Form 337 will be returned back to the Initiator.

e |f Return to Service Agent is selected for approval: If rejected, the Form 337
will be returned to the initiator. If approved, it will go forward for delivery to the
Aircraft Registry, and the Initiator will receive an email confirmation with the
attached read-only copy of the signed Form 337. The Return to Service Agent,
ASI, or DAR receives a courtesy copy of the e337 as appropriate, depending
on their participation.
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NOTE: If the initiator (individual Mechanic with Inspection Authorization or certificated
person acting on behalf of a Certificated Organization) desires to approve the
repair/alteration for Return to Service, he/she must select himself/herself or the
appropriate certificated organization from the drop-down list within the Region/field
office with oversight of his/her certification. This is necessary for the form to move to
the next stage of the workflow.

b. Select FAA Region

Clicking on the drop-down box under 'Select a FAA Region' lists the different regions an
FAA center is located. Select the region where the person you want to approve your
Workflow document is located.

c. Select FAA Office

Clicking on the drop-down box under the 'Select a FAA Office' lists the different offices
in the FAA that corresponds with the region you selected. Select the Office where the
person you want to approve your Workflow form is located.

d. Click the Search button

Note: Wait about 5-10 seconds and the list should be generated.

e. Select a person to approve/review this modification

Clicking on the drop-down box under 'Select a person to approve/review this
modification' will display a list of names that can approve/review your Workflow form.

4. Click the OK button when you are finished filling out the Routing Information. The
information you entered will be saved automatically.

5. A“Processing...” message will appear at the bottom of the first page of the form.

|
7. App Tor Return to Service J
Pursuant o ihe auihorty gven PEFEONE Speciied Deiow, e unit idendifiod In Bem 5 was Inpecied N the manner presonbed by the
Admintsirator of the Federal Aviation Adminisiration and ks Dﬁw&] DR:*[‘.IEII
FAA Fit. Standards Persons Approved by Canadian
o ek Malntenance Onganization gt e Vet
Criher (Spacky]
FAA Designee Inspection Authartzation ;
(Cenmeate or of Autharnized ingviousd
Designalion Na.
FAS Form 337 jio-08) Paceoniz Farm PO
Processing, please wait for a confirmation message. Do not close the window. |
=

I Ef save J l [=} Offline J «# Complete
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NOTE 1: If you signed the form with a signature that was not issued by the TATI Certificate
Authority (i.e., using a personal signature created in Adobe Acrobat), the form will be
returned to your Worklist page with the following statement under the Instructions column
as shown in the example below. Obtain a valid signature by following instructions under
Requesting Digital Certificate and Installing Digital Certificate.

Process|d | Process Name .Insrructions T ﬂ; Updated Date  w

19902 Major ' The issuer of your 02/21/201212:30 {Q .L
Repair/Alteraty digital signature P
an certificate is either

unknown or not
trusted. Signers must
use a valid PEI | digital
signature issued by
the TAT Certificate
Authority. Please see
the program's online r
Help or contact the |
Service Desk far
guidance.

NOTE 2: After installing a valid signature, open the form, right-click on the invalid
signature, select Clear Signature, and sign the form using the valid signature form the
TATI Certificate Authority. Click the Complete button when ready.

6. The Status of the form will be displayed in the In Progress tab. Each item can be
identified by the unique Process ID.

Aviation Safety
eForm Service - Form Manager

Massages Help~ | Logout Welcome Mechanic2

FORMS WORKLIST IN PROGRESS

Q The following itermns are READ OMLY copies of PDF forms that are in progress. Go to My Worklist

_ to edit forms.
v =] Favorites R

» =/ FAA-Flight Standards (3) Process |[Tracking | Process . Step ' Assigned To ' Updated Date
D Number Name Mame

74732 2012000088 Major Waiting  ASI1 | 02/17/2012 13:21 PM
Repair/flter  for AS|
ation Approval

2012000041 Major Assigned  Mechanici 01/23/2012 08:28 AM
Repair/flter | 1o
ation Madifier

2012000017 Major Waiting  Mechanici 01/11/2012 08:11 AM
Repair/dlter  RTS
ation Approval

2011000907 Major Waiting | Mechanici 02/03/2012 13:50 PM
Repair/flter | RTS
ation Approval

2011000885  Major Waiting  DAR1 121272011 10:10 AM
Repair/dlter  DAR
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NOTE: The Form 337 will be sent to the user selected, along with an email notification.

7. When finished, close the system by clicking Logout in the upper right corner of the
Form Manager window. Make sure process is completed before clicking the Logout
button.

Aviation Safety

eForm Service - Form Manager

Preferences Messages Help + Logout EWeIccmEMa:hanicz

K

The following items need your attention before they can be submitted or resubmitted.
Please select a form to edit.

v[E] Favorites

8. A confirmation window will appear; click OK to log out or Cancel to return to Form
Manager.

Please Confirm

Are you sure you want to |D{;D|Jt?
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5.5.3.7 Forwarding Task

The Forward function can be used to forward a task to another for review purposes,
collaboration, or assistance in completing block description in Block 8 by an administrative
person. This does not submit the form or route it to the next stage in the workflow process.

WARNING! Certificated organization should NOT use the forwarding task unless
forwarding to an individual outside the organization. Instead, users completing work for a

sa
certificated organization only need to click the Save to Worklist (Draft) button lul
when they have finished working on a specific form. Others in the organization can identify
tasks assigned by the organization using the unique process ID.

See Forwarding a Task for further instructions.

See Complete Button and Routing Information to submit and route the form to the ASI,
DAR, or RTS agent.
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5.5.4 Using the System as an RTS Agent

5541 Form Field Information

The system includes Data Integrity which requires the completion of certain fields or blocks
within the form based on the steps within the Form 337 submission process. Error
Messages will appear if required fields are not completed.

Return to Service Agent

The Return to Service Agent will receive an email notification from the Workflow "admin®
that a new workflow item requires action.

The RTS (Return to Service) Agent reviews data entered in Block 8 and fills out Block 7.

If the RTS Agent rejects the form, the agent makes the necessary comments on the cover
page and clicks the Complete button to resubmit the form back to the Initiator.

If the RTS Agent approves the form, the agent will complete and digitally sign Block 7 and
click the Complete button to send the form to Registry.

Block 7

Approval for Return to Service

Approval for Return to Service

Approved/Rejected: Check the "Approved” or “Rejected” box to indicate the finding.

By

Check the appropriate box to the left of the name to indicate who made the finding.

Other

Use this block to indicate a finding by a person other than those listed.

Certificate or Designation No.

Enter the appropriate certificate or designation number.

Signature of Authorized Individual

Click inside the Signature box to apply your Digital signature for the approval of Return to
Service.
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5.54.2

Opening and Reviewing the Form 337

1. From the "Worklist” tab on the Form Manager, double-click on a Form 337 submitted for
approval to Return to Service. Each task can be identified by the unique Process ID.

NOTE: Placing the mouse pointer over a task will display detailed information about
that task.

WORKLIST

The fallowing iterms need your attention before they can be submitted or resubmitted. Please
select a form to edit.

Process |d | Process Instructions Description . Updated Date o

850

b3

Mame 4

Majar Ku, Kevin submitted a
Repair/Alterat  Form 337 faryour

Process Id: 850
Task Id: 1026
Task Status: Assigned
Step Name: Waiting RTS Approval
Initiator: Ku, Kevin
Process Start Date; 07/24/2008 10:08 AM
! OUT TRISTOrT T Farm 337

d |
Repair/Alterat  get your repair
ion approved.

2. Review the Form 337 submission.

08/12/2008 15:15 .1:5:
P

OB/0B/2008 14:31 o5
PM

07/24/2008 10:06 % T
AM

NOTE: Take special care to make sure the Registration and Nationality Mark and the
Serial Number are accurate. A validation check will occur on submit if approved (see
Validation Checks).

MAJOR REPAIR AND ALTERATION
[Airframe, Powerplant, Propeller, or Appliance)

Form Approeed [Electronic Tracking Mumiber
(DR Mo, -
ORI 2008001573

[For FAA Ucs Only

such violaj

INSTRUCTIOMS: Print or type all enfmes. See Tille 14 CFR 6428, Part 43 Appendix B, and AC 43.8-1 {or subsequent revision thereof) for
mstructions and disposition of this foem. This report is required by law (48 UL.S.C. B44701). Fafure to report can result in a civil penalty for each
R ENR

Tty and Regiswration Wark el o,
THOAR. Sy AFSTED

1. Aircraft =

FAA REGISTRY TEST FILE AFS750
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5.5.4.3 Add/Remove Interim Inspection and Signature Block

The RTS Agent can add/remove the interim inspection and signature block.

Add Signature Block

Clicking on the button labeled Add Interim Inspection and Signature Block (block 8) will add
the signature block underneath the button.

Remove Signature Block

Clicking on the button labeled Remove Interim Inspection and Signature Block (block 8) will
remove the signature block underneath the button.

|5upplementaIText|
Femove Interim Inspection and Signature Block

Signature/Date of Authorzed Individual
(-

Interim Inspection
Comments
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5.5.4.4 Reject for Return to Service

If rejected for Return to Service, enter notes or comments and send the form back to the
Initiator as follows:

1. Click the Attachments tab and select Note. Enter your notes or comments for the
recipient of the form as necessary and click OK. (See Adding Notes for further details.)

Waiting RTS Approval

X
Task Details Form I Artachments (0) I
AddNew ) attachment (g} Note
Title
Note
Permissions | Read Only -
oK cancel
There are no items to display.
2. Select the Rejected checkbox in Block 7.
I 7. Approval for Return te Service ||
Pursuant o the auiharity given persans specfied below, e uni ldentfed In fem the manner prescribed by the
Adminisirator of the Feeral Aviation Aminisiration and Is 0 w{ﬁﬁm
;MFR. Siandards Manutaciurer Malntznance Crganization sml:wﬂrmdm
BY Oiher {Speciry)]
FAA Designee Aepalr Station Inspection Auhorization
Cerificate or Signawre/Date of Authorzed indhidual
Designation Ma. :
TECR T OTTIT I TV TR TORTPrT j
|E‘Sau~!“_c;.0fﬂlnel «* Complete

3. Click the Complete button at the bottom right corner of the window. The Form 337 will

automatically be sent back to the Initiator with your comments on what needs to be
corrected.

UNCONTROLLED COPY
121



Form 337 User Guide

Revision: 7.0

Date: 2/29/12

4. A *"Processing...” message will appear at the bottom of the first page of the form. The
form is then sent back to the Initiator.

7. Approval for Return to Service
B Pursuant to the authorty given persans spectied below, the unf idenffled In Mem 5 was inspected In the manner prescribed by the
Administratar of ihe Federal Aviation Adminktration and Is [] Approved  $5¢ Rejected N
FAA FIL. Standands Fersons Approved by Canad
; n Manufacturer Malnienance Organtzation e X
i Ciher [Spechy)
FAA Decignes Repalr Station Inspeciion Authorization
Cenificate or Signature/Date of Authortzed individual
= Cleskgniation Mo
FASL Form 337 (w8 Elacimrniz Fuen (POF)
F I " i) - ]
= Processing, please wait for a confirmation message. Do not close the window.
IHSaveH_l__rOfﬂmel ‘w(}srm:le‘tei
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5.5.4.5

Approve for Return to Service

If approving the Form 337, complete and sign Block 7 as follows:
1. Selectthe Approved checkbox, complete Block 7, and click in the signature/date field.

1
7. Approval for Return to Service _I
Pursuant to the aulharty given persans spectied below, the une was Inspected In ihe manner prescribed by the
Administrator of the Federal Avlation Agminisiration and Is [] Approved )} [ Rejected
il
FAA Fit. Standards Fersons Approved by Canadian
e Manuraciurer Malntenance Organization | Diepartment of Transpart
o Cier [Specty)
FAA Deslgnee FAepalr Station Inspection Autharization
(Cenmcate or Slignature/Date of Authonzed indhidial
[Designation Ma. =
TR OTIT ST VIR ﬂ

|.E[5mu! Jl_c;.{)ﬂhnel

| «# Complete |

2. The "Sign Document" window appears. Select your digital ID from the dropdown box,
and click the Sign button.

Sign Document _ ] ﬂ

(Si_';ll'l R 1ohin & Smith

Certificate Issuer; FAA-AYS

John A

Smith

Appearance: I Standard Text j

Digitally signed by John A. Smith
DM: c=US, st=0K, [=0Oklahoma
City, o=FAA, ou=FAA, @I

0.9.2342.19200300.100.1.1=4695,

cn=John A Smith,

email=zjohn.smith&faa.gov

Date: 2009.11.13 1

1:03:33 0600
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3. Enter your digital certificate password and click OK. Your digital certificate is applied to
the signature field.

Signing data with your private exchange key ﬂ

An application is requesting access o a Protected item.

CryptadPl Private Fey quu-"

[ Bemember pazsword

k. I Cancel Detailz..

4. Click the Complete button. The Form 337 as approved for Return to Service will
automatically be forwarded to Registry. A “Processing...” message will appear at the
bottom of the first page of the form.

- T. Approval for Return to Samvice
@ Pursuant io the auiharly given persons specied below, e unf Kenfiled in em 5 was Inspected In the manner prescribed by ihe
Administrator of the Federal Aviation Agminisiration and Is I approved [ Rejected _I
% FAA FIt. Standards. Manut: Maintenance Crganizaion m!m?;tﬂm!ﬂ
BY
Oiher [Specify)|
FAA Deslgnee Repalr Station Inepectian Authartzation !
P (Cenmcats or Signature/Cate of Authorzed indiidual
£ (Designation Ma. ¥ Dyt igranci b Inhw L rmin .
v o John A Smith T s
FAA Form 337 (1oog Elacimnic Fosm (P1OF)
e : ? ; ? ;
L Processing, please wait for a confirmation message. Do not close the window.
l[_‘s«aue“,_c;ofnine] " Complete
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5546 Validation Checks

1. Upon clicking the Complete button, the following validation checks are performed. One
checks if the Form 337 is for a Component Repair, another verifies that the Aircraft
Registration (N) Number and Serial Number match what is in the Aircraft Records, and
another checks whether the signature is valid or not. Base on the results of these
validation checks, the following messages will appear.

a. Ifthe Form 337 is approved for Return to Service and is for a component repair
(Block 1's Registration N Number and Serial Number are empty) the Return to
Service agent will receive the following confirmation prompt, asking if it is for a
component repair. Click Yes if it is for a component repair. (If it is not for a
component repair — click No. The form will not submit and you will be instructed to
return the Form to the initiator to correct Block 1.)

NOTE: As a component repair, it will be held indefinitely until the component is installed.
See the Online Help topic, “Installing a Component”.

b. If the Form 337 does not match the Aircraft Registry Registration N Number and
Serial Number combination, an error message will appear at this time to verify and
correct the information. Click OK. The form will not submit. Please reject the form
for verification.

c. If you signed the form with a signature that was not issued by the TATI Certificate
Authority (i.e., using a personal signature created in Adobe Acrobat), the form will
be returned to your Worklist page with the following statement under the
Instructions column as shown in the example below. Obtain a valid signature by
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following instructions under Requesting Digital Certificate and Installing Digital

Certificate.

Process|d | Process Mame| Instructions [«] | y Updated Date  w

19902 Major The issuer of your 02/21/201212:30 {g B
Repair/Alteraty  digital signature P
an certificate is either

unknown or not
trusted. Signers must
use a valid PEI I digital
signature issued by
the TATI Certificate
Authority. Please see
the program's online -
Help or contact the
Service Desk far
guidance.

NOTE: After installing a valid signature, open the form, right-click on the invalid signature,
select Clear Signature, and sign the form using the valid signature form the TATI
Certificate Authority.

2. The completed record is stored in the Return to Service Agent’s Archive for 365 days,
where you can print a copy and download attachments, if desired.

3. An email will be sent to the Initiator and a courtesy copy to the RTS agent, confirming
receipt by the FAA.
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5.5.4.7

Email Notifications

Each time someone sends a Form 337 for action, the recipient selected in the Routing dialog will receive an

email notification of that work task.

Example:

4. Additionally, an email notice of the final Form 337 Submittal will be sent to the Initiator
with a courtesy copy to the Return to Service (RTS) Agent of receipt of the Form 337 by

the FAA.

Example:

5. Be aware of email limitations (attachment size, mailbox size) and that the final Form

337 notifications with PDF attachment could be 2MB or more.
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5.5.5

Using the System as a Designee

Designee or DAR (Designated Airworthiness Representative)

The Designee will review the entire form. If the Designee approves the form, he/she will
digitally sign Block 3 and click the Approve button on the bottom right corner of the
window. If the Designee rejects the form, he/she should include a note (see Adding
Notes) to enter instructions back to the Initiator, and click the Reject button on the
bottom of the window. In both cases, the form will automatically be submitted back to
the Initiator. This section includes data integrity validations to ensure that block 3 is
completed appropriately if approved or is cleared if rejected.

Related Topics:
Signing and Certifying Approved Documents
DAR and ACO Coordination

Signing Block 3 as a Designee

Approving/Rejecting a Form

Block 3

DAR 50 or DAR 51 sign-off (right side of form)

Designees who are certifying the data on the form will select the appropriate sign-off
statement from the drop-down box, add their Authorization Number, click on the
Designee Signature line, and then add their Digital Signature to the document.
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5.5.5.1 Signing Block 3 as a Designee

If approving the Form 337, follow the instructions below for signing the form (To send
comments to the form initiator click the Attachments tab and select Note, following
instructions under Adding Notes.)

1. From the drop-down box on the right side of Block 3, select the appropriate sign-off
statement, add your Authorization Number, and click on the Designee Signature field.

=
Waiting DAR Approval X
Task Details Form Attachments (0} =
& (= fl LU 3 B L R [} i 5
=5 8 ]z [k &% & & ® [f13% Va S ]
At least one signature requires walidating, Please fill aut the Fallwing Farm, You can E /ﬂ e é_l Highliaht Fields
save data byped inka this farm, d anig
FAA REGISTRY TEST FILE AFSTE0 [ ;I
Mame (A5 shown on registration cerfificafe) Address {4z shown on regisfrafion cerificsis)
2. Owner T Siae —I
ol I,
3. For FAR Use Onily
-[ Authorizatian
E Humber
Irspecior [ Designee (—
Eigrature Signature
A Type | 5. Unit ld@TmesmoT
Repar | Mferafion |  Unit | Make | Model | Serial No. [+
Save |=4 Offline =] Reject =k A

| & J = J L) | SRR

NOTE: You must select either Designee 50 or Designee 51 in order to sign the form.

3. For FAA Use Only

| Authorization
L Number
* Designee 50
Designee 51

A limit kdentifiratinn
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2. After clicking the signature field, the Sign Document window appears. Select your
Digital ID, and click the Sign button.

Sign Document B x|

(Si_gn FEE E1ohin A Smith

Certificate Issuer: FAA-AYS Info... |

Appearance: IStandard Text j

Digitally signed by John A. Smith
JO h n A DN: c=US, st=0K, I=Oklahoma
City, o=FAA, ou=FAA,

0.92342.19200300.100.1.1=46%95, g

» cn=John A Smith,
I I I I t email=johnsmith@faa.gov
Date- 2000.11.13 11:03:33 -06'00°

3. Enter your password when prompted. The digital certificate appears in block 3 as
shown in the example below.

. |
Waiting DAR Approval X
Task Details Form Attachments (0) =
i i -_ e il i3 o el s ] £ 4
ﬂﬁ H . 3 | 1tz k) & © @ |?1.3% f’ = E:|F|n-:l
| At least one signature requires validating. Please fill aut the Fallawing Farm, You can o o '-=-i T .
@ S e % Signature Panel == | Highlight Fields
FAA REGISTRY TEST FILE AFSTS0 | ;l
Mame (A5 shown on regisfration cerfificate) | Address {45 shown on regisiration certificate)
Address.
2. Owner oy Sihe _I
i LT,
3. For FAZ Use Oy
The data klentifled heseln compiles with the applicable alraorininess
requirements and I appeoved for the above described alrerat, subject
ta conformiy Inspecticn by 3 parsan authortzed in section 42.7.
'[ Designea 51 : Aufortzalion gosgaq
Lo D g oy e Sk
Irvspecicr Designes: crm bt B, famith, el dck, m
oy sonee John A Smith e gt
4. Type | 5. Unit |d@TmmmezmoT
Repar | Afersfon |  Unit | Make | Model | Serial No. [+
l[s",'iawjli_aofﬂinal luﬁﬂjmllwﬂ.pml
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NOTE 1: If you signed the form with a signature that was not issued by the TATI Certificate

Authority (i.e., using a personal signature created in Adobe Acrobat), the form will be

returned to your Worklist page with the following statement under the Instructions column
as shown in the example below. Obtain a valid signature by following instructions under
Requesting Digital Certificate and Installing Digital Certificate.

Process |d

19902

Process Mame

Instructions | 4

|» Updated Date v

Major
Repair/Alterat]
an

The issuer of your
digital signature
certificate is either
unknown or not
trusted. Signers must
use a valid PEI | digital
signature issued by
the TAT Certificate
Authority. Please see
the program's online
Help or contact the
Service Desk far
guidance.

02212012 12:30
P

5 |+

NOTE 2: After installing a valid signature, open the form, right-click on the invalid
signature, select Clear Signature, and sign the form using the valid signature form the
TATI Certificate Authority.

5.5.5.2

Approving/Rejecting a Form

The Approve and Reject buttons are located on the bottom right corner of the Form 337
user interface.

1
T_Approval for Retum to Service
Pursuant to the auinarty given pefsons spected Delow, Me und Wenbmed In Hem 5 was Nspected In the manner prescrbed by ihe
Adminisirator of the Federal Avlation Admintsiration and Is. [] Approved [ ] Rejecied
FAA FIL. Siandards Fersons Approsed by Canadan
Manutaciurer Malnienance Organization o et o Transpert
BY Crher (Speciy)
FAA DeElgnee Repalr Station Inspeciion Autharization
Cerncate or Signature/Date of Aumonzed indnidual
Desgnaton N 55
l E[‘ Save | | | Offline |

Zi

1. If approving the form, click the Approve button at the bottom of the window.

2. If rejecting the form:

a. Go to Attachments tab and enter a note or comment to describe what needs to be
changed (see Adding Notes for instructions).
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337

Task Details Form

Add New J Attachment (=)

Title

Mote

There are no items to display.

b. Go back to the Form tab and click the Reject button at the bottom of window.

NOTE: There is data integrity based on approval or reject selection. If approved,
statement and signature are required in Block 3. If rejected, statement and signature in
Block 3 will be cleared.

3. After selecting either Approve or Reject, a "Processing..." message appears and the
form is sent back to the form initiator. You will be directed back to the Worklist page.

| -
7. Approval for Return to Service J
Purzuant t© the auihorby pErECNE Specied Dejow, the unt dentfed In Bem 5 was Inspected i the manner prescribed e
mwhm%mmmﬂh D.ﬂn)mﬂ'aﬂ Dﬂ)@dﬂd Iﬂ'
A FMF'- Standars M chrer Maintznance Organtzation Saclnaliataibi el
Ciher [Specy]
FAM Designee Repalr Station Inspection Autharization f
Ceriicate ar of Autharized individual
Designation o %I‘Dﬁe
FAS Form 337 1008 Elazrisic Fafrm (00F)
Processing, please wait for a confirmation message. Do not dose the window. |
w

== (8~ )(© e

4. If finished, click Logout in the upper right corner of the interface.
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Aviation Safety
eForm Service - Form Manager

Preferences Messages eForms Admin Help~ | Logout : Welcome ASI1

FORMS WORKLIST

Q,

The following itemns need your attention before they can be submitted or resubmitted,
Please select a form to edit

¥ |- | Favorites

5. A confirmation window will appear; click OK to log out or Cancel to return to Form
Manager.

Please Confirm

Are you sure you want to logout?

5.55.3 ASI/DAR and ACO Coordination

In some instances an Aviation Safety Inspector (ASI) or authorized Designee has the need
to coordinate the review or approval of supplemental or supporting documents included with
Form 337 submission (see Signing and Certifying Approved Documents).

A supplemental document is a document that provides supplemental information to the ASI
or DAR in support of the modification but is not considered an attachment to the Form 337.
Therefore, the document is selected as 'Do Not Send to Registry' (for example, proprietary
information such as an engineering report).

A supporting document is a document that is essentially part of the Form 337 or an
extension of Block 8 and supports the description of the work to be accomplished. At times
a document may need an approval signature (i.e., an Addendum to a Flight Manual
Supplement). This document is one that would be attached with the 'Send to Registry"'
selection and would, therefore, be delivered to Registry along with the Form 337.

After a determination that coordination between the ASI/DAR and ACO is needed, the
system provides two methods to accommodate the transfer of information. The preferred
method is Forwarding the Form 337 file to the ACO point of contact (POC). The alternate
method is Emailing the attachment back and forth between the ASI/DAR and the ACO
POC.

Signing and Certifying Approved Documents

1. With the File open in Adobe Professional, select Sign > Certify with Visible Signature
from the Menu bar.
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g Sample Doc.pdf - Adobe Acrobat Pro B 1Ol =l
File Edit “iew Document Comments Forms  Tools Advanced  window Help ®

ﬁ Create ~ ,_J:."I;-Ej Caombine = 33: Secure ~ ﬂ Sign - % Forms = E Multimedia = } Carnment
OB eer I T Y

ﬂ Flace Signature

‘@ Certify with visible Signature
Certify without Wisible Signature

Walidate All Signatures

Sample document for demo of the following:

- Converting document to PDF
- Digitally signing the PDF document

I=

2. The Save as Certified Document dialog appears. Click OK.

Save as Certified Document x|

You are about ko create a certified document. By certifving a document, you vouch For
= itz contents and enable recipients ta verify thak the document came From you,
@ Cerkifying a document: also adds tamper-resistance to detect and prevent unwanted
changes.

To certify a document, you need ko have a digikal ID. IF wou intend to distribuke this
document ko a large audience, it is suggested that vou use a digital ID from one af
Adobe's parkners. This will allow any recipient with Acrobat or Adobe Reader ko
automatically verify Ehe certification,

[ Don't show again

Help | QK Cancel
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3. Click OK when prompted to create the signature field.

x

- To create a signature figld, First click OF ko close this dialoq, then click and drag
\y out the field's area in the location where it should appear in the document,
After creating the signature field, wou'll be asked to choose additional options to
complete signing.

[ | Dio not show this message again:

K I Cancel

4. With your mouse, drag and draw the area where you wish to sign.

g Sample Doc.pdf - Adobe Acrobat Pro N oy |

File Edit Yiew Document Comments Forms Tools Advanced Window Help

: ;_5 Create = Eﬁj Combing = 'H.} Secure v % Sign = @ Faorms = E TMulkimedia = _-r" Comment =
OBESOD 4  w) & ®6[F~- o 3 [~ =

Sample document for demo of the following:

- Converting document to POF
- Digitally signing the PDF document

5. Select your digital signature from the drop-down box and select "No changes allowed"
for the Permitted Changes... dropdown box. Then, click the Sign button.
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Certify Document N ﬂ

(Si_gn Y Tohn & Smith

Certificate Issuer: FAA-AYS Info... |

Appearance: |Standard Text j

Digitally signad by John A. Smith
JO h n A DN: c=US, st=0K, I=Oklahoma
City, o=FAA, ou=FAA,

0.9.2342.19200300.100.1.1=4695, g

. cn=John A Smith,
I l l I t email-john.smith&faa.gov

Date: 2009.11.13 11403:323 -06'00°

Permitted Actions After Certifying g

(

ﬂ CIickReview_tolsee if document content Review. . |
may affect signing

Sign I Cancel |

6. The Save As dialog box appears. Select the appropriate folder, save document using
the same file name, and click the Save button.

Save in: ||£’| My Documents j [} ? o '

File narme:

Save az type:

Ei arnple Doc. j Save I
I.-‘-'«dube FOF Files [ pdf) j Cancel |

s

Twpe: Adobe Acrobat Document
File Size: 391 KB
rModified: 8/5/2009 1:32 PM

Sebtings. . |

fed
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7. Enter your digital certificate password and click OK.

Signing data with your private exchange key N ﬂ

A application iz requesting access to a Protected item,

CryptadPl Private Key I"" (TTTT]

™ Remember password

] I Cancel Details...

8. Your digital certificate is applied to the signature field.

g Sample Doc.pdf - Adobe Acrobat Pro n o ] |
File Edit View Document Comments Forms Tools Advanced Window  Help x

i ::rj Create @ Combing * a Secure T f Sign -+ @ Farms E Multimedia = _r> Cornment *
O EOP e ) & | @8- H| [ .

? Certified by John & Smith <john.smith@faa.govs, AYS, certificate issued by John & Smith. % Signature Panel

i

Sample document for demo of the following:

- Converting document to PDF
- Digitally signing the PDF document

J O h n A Digitally signed by John A Smith
DMN: cn=John A Smith, 0=AVS,

ou=A05-230,

" email=john.smith@faa.gov, c=US
I I l lt Date: 2009.11.25 15:43:14 -06'00°

A|

9. If the approved document is signed by the ACO POC, they must return the certified and
signed PDF document to the ASI or authorized DAR by the same method it was
received (i.e. Forwarding or Emailing). The ASI or authorized DAR can then attach the
document to the Form 337.

NOTE: Do not password-protect the certified/signed PDF document. It is not
necessary and will cause problems when the document is eventually processed for
delivery to Aircraft Registry.
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Forwarding Form 337

The ASI or an authorized DAR can forward the Form 337 task to their ACO POC to
complete the approval process of the attached document (i.e. Addendum to Flight Manual
Supplement). Follow instructions under Forwarding a Task to perform this function.

After the task is forwarded successfully, the ACO has the Form 337 and the attachment for
coordination. The ACO POC double-clicks the work task to open the Form 337 and
downloads the attachment to a preferred location (computer or network server). The ACO
can then convert and sign the document using Acrobat Professional. (See Signing and
Certifying Approved Documents)

Once the ACO reviews and/or approves the attachments, the ACO will attach the file and
return the Form 337 back to the ASI or DAR by clicking the Forwarding icon for the task.
(For approving documents see Signing and Certifying Approved Documents)

NOTE: The ACO must forward the task with the approved and signed PDF back to the ASI
or DAR. The Complete button on the bottom of the screen should NOT be used for this
action.

Once the ASI or DAR has the reviewed and approved attachments, he/she can complete
and sign block 3 and submit the approved Form 337 and attachments back to the Initiator of
the form.

When received, the Initiator will need to download a copy of the signed PDF for the aircraft
owner records and an additional copy for his/her own records. The original ‘unsigned'
document previously attached to the Form 337 will then need to be deleted.

Related Topic:;

Following a Task
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Emailing Form 337 Attachments

This help topic demonstrates the Emailing function.

1. The ASI or an authorized DAR can detach documents from the Attachment tab of the

electronic Form 337 by clicking the Save icon® and saving the attachment to the
location desired.

Waiting RTS Approval X
Task Details Form Attachments (2)

Add Meve (=) attachment B Hote

Permissions | Read Only v |
Type | Send to Registry ¥
| ok || cancel
Title: Description Added By:  Date Adde..  Date LastModifi.  Permissions:

2. The ASI or DAR then attaches the saved file to an email and sends it to the ACO for

coordination. Once the concurrence is made, the ACO POC converts and digitally
signs the approved PDF. (See Signing and Certifying Approved Documents).

3. The ACO then emails the signed PDF back to the ASI or DAR.

4. The ASI or DAR attaches the signed PDF to the Form 337 Workflow (per the
instructions under File Attachments) and submits the form back to the Initiator.

When received, the Initiator will need to download a copy of the signed PDF for the aircraft
owner records and an additional copy for his/her own records. The original 'unsigned'
document previously attached to the Form 337 will then need to be deleted.
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55.6 Completing Form 337 as an Installer of a Component

5.5.6.1 Installing a Component

To install a component, you must complete Blocks 1 and 2 on the Form 337 and submit it to
Aircraft Registry.

1. Double-click Major Repair/Alteration Component Search (not the star icon) on the
Form Manager Directory Panel.

NOTE: Clicking on the star icon will only add/remove the selection to/from the Favorites
category.

WORKLIST

Q The fallowing itermns need your attention before they can be submitted or resubmitted. Please

: select a form to edit
v =l Favorites

Y= FAA-Flight Standards (2) Process |d | Process Instructians Description /. Updated Date -
# <7 Major Repair/Alteration Compor | | Name ﬁ

<7 Major Repair/Alteration

2. The 337 Component Search window appears. Enter the Tracking Number, click
Validate, and follow instructions provided in the Step 2 box.
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Aviation Safety
eForm Service - Form Manager

Praferances Messag : Logout Welcome Mechanicl

Major Repair/Alteration Component Search

Task Details Form

808 %[ G §leo[w- | A

s F337 Component Search Form

Adsinivation

Step 1: Enter 10 digit tracking number and click \alidate

rackingNomoer [ [ [ [ [ [T ][] | Vaidte

Step 2:

hd|
[gsﬂuajlmofﬂm' | & Complete

3. Blocks 1 and 2 are required fields and must be completed before clicking the Complete
button on the bottom of the window.

Fom Agpeoved Elecironic Tracking Number
Q (OMB Mo, F120-0020 ZI
i _ MAJOR REPAIR AND ALTERATION . AR
o Transpariaian (Airframe, Powerplant, Propeller, or Appliance)
Adminisirakion
INSTRUCTIONS: Print or type all entries. See Titlle 14 CFR §43.8, Part 43 Appendx B, and AC 43.8-1 {or subseguent revision thereof) for
instructions and disposition of this form. This report is required by law (49 U.5.C. §44701). Failure 12 report can result in a civil penalty for each
- inlati 1a]L
Mationality and Regrstrabon Mark Senal Mo.
v [
1. Aircraft  (prERe Wodel Senes
Mame [As sNOWn on registralion cemincate) AO0ress (As shown on regisiation cericate)
Addmess
2. Owner city Stalm =
Zp Couniry UNITED STATES El
I ForFAN UseOnly
Authorization
Mumber
e e
Signatuoe Signatre v.I

4. Place the cursor in the middle of the Nationality and Registration mark field to the right
of the “N” and type in the aircraft number. Then click Search.
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5. The first time you perform a search, you may receive the following Security Warning.
Select the Remember my action... checkbox and click the Allow button.

Security Warning N X|

Acrobat is attempting ko conneck: ko
! http:ffeformservice.Faa. govservices/MNumber_Lookup

If wou krust the site, choose allow, IF you do not trust the site, choose Block.

Iv Remember my action For khis site:

Help I Allo Block,

NOTE: This selection lets the application know that you trust this site for database
searches and web service functionality to fill in the form.

NOTE: If another window appears other than the Security Warning window above, refer to
Data Connection Security Warning in the Troubleshooting section for further instructions.

6. The fields in Block 1 will be auto-filled except for the Serial No. Verify and enter the
Serial No. manually (this is an additional method of validation and will validate upon
submitting the form). You can edit any of these fields to reflect a bill of sale, a change
in the Make or Model, the change to include the Series, etc. This information is saved
to the Form 337 database.

NOTE: If the validation fails, check your N number and Serial No. entries in block 1. If
it still fails, it may be a result of the change request to Registry not being accomplished
at the time of submission of the 337. Save the form to your Worklist and follow up on
the change with Registry. Then open the saved Form 337 and complete the
submission.

7. Click the Complete button on the bottom of the window to send the completed Form
337 of the installed component to Registry.

Related Topic:

Data Connection Security Warning
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5.5.7 Certificated Organization Users

5.5.7.1 Selecting and Changing the Default

Industry users who perform work for certificated organizations will be presented with an
Account Login Selector screen. For example, an individual with an IA may perform work not
related to a certificated organization. In this case, the individual has the option to log in as
himself/herself to initiate a form on an aircraft or log in as an employee of a certificated
organization if that organization is performing the major repair or alteration. If the user
selects the "Remember Selection" checkbox, it will become the default for each time the

user logs in.
L
Federal Aviation S R T e e e
e . erorm >ervice rorm ome

Administration
Aviation Safety eForm Service - Account Login Selector
Greetings Mechanic Two
You belong to one or more Certificated Organizations. As such. yeu may log into the FAA eForm Senvice
application as a Certificated Organization user or as yourself
Please select the account you wish to log in as from the dropdown box below.
Check the "Remember Selection” checkbox if you wish to use this selection as the default for future
access without returning to this selector page
To turn off the default. simply check "MyProfile” the next time you log in to the system and uncheck
the "Remember Login Selection” option

Log In As: Imechanicz |

Related Topic:

Account Login Selector
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FORMS

Q

5.5.7.2 CertOrg Worklist

A Worklist for a certificated organization (Repair Stations, Foreign AMO's and 121, 135,
91K certificate holders with a Continuous Airworthiness Maintenance Program (CAMP)) will
contain multiple Form 337 tasks being processed by employees of that organization.
Internal processes established by the organization will determine task assignment and
control. The items can be identified by the unique Process ID.

The following iterms need your attention before they can be submitted or resubmitted. Please
select a form to edit.

ez Favorites |2)

|- FAA-Flight Standards (2) Procp_ss | Instructions Description . Updated Date -
MName 1i I >

2401 Major Your Form 337 Electronic (19/23/2008 13:53 {i
Repair/Altarat | submission was Farm far P
ion approved by "Major
Bowman, Repair/Alterat
Cynthia.(Tracking#:  ion"(Form
20080071188 337

Majar Your Form 337 Electranic 09/23/2008 13:49 &.
Repair/Alterat submission was Form for P
ian rejected by Bowman, "Major
Cynthia.(Tracking#:  Repair/Alterat
2008001187 jon" (Form
L=

Major Your Form 337 Electronic 09/23/200813:49 I
Repair/Alterat | submission was Form for P
ion rejected by Bowmnan, "Major

Cynthia.(Tracking#:  Repair/Alterat

2008001152 jon" (Form

Major Your Form 337 Electronic 09/23/2008 13:49 {9.
Repair/Alterat submission was Form for P

WARNING! Certificated organization must NOT use the forwarding task o= unless
forwarding to an individual outside the organization.

Instead, users completing work for a certificated organization only need to click the Save to
o Sa .
Worklist (Draft) button M on the bottom left corner of the window when they have

finished working on a specific form. Others in the organization can, when assigned, open
any previously Save to Worklist task. Each item can be identified by the unique Process ID.
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Major Repair/Alteration

TaskDetailsl Form Iﬂﬂiﬁl‘lmlﬂl

3 o = = 5 L B & e £ ) = -
OB e MO §Oe®[m- L H G I
j
Faim Elrcironis Tracking Humber

e OME Mo 21200020

o MAJOR REPAIR AND ALTERATION il For FAR Use Galy

E:wm {Airframe, Powerplant, Propeller, or Appliance)

Adiministiation

INSTRUCTIONS: Frint or type all entries. See Tille 14 CFR §43.9, Part 43

B, and AC 4391 (or

rewision thereof) for

instructions and disposition of thes form. This report is required by law (48 US.C. §44701). Failure 1o report can result n a civll penafty for each
such viglation. {48 U.S.C. §46301(a))
ity and Fegistraton Mark v 1) [Senad Mo.
) NT750AR el AFSTS0
1 Aircraft  Igeps Wiode] Tares
FAA REGISTRY TEST FILE AFST50
Fame [As Shown on reg Rdtress (As Shown on regs ‘Cerficate]
Auddrass
Save to Worklist (Draft) | 2 i ol
| J 3. For FAA Use Only _|
lE{SawHLd.Ofﬂmel «# Complete

Once an electronic Form 337 is ready for approval (for example, field approval or approval
for Return to Service), the user must click the Complete button at the bottom right corner of
the window to route the form to the appropriate approval type in the routing dialog (shown
below). In most cases, a certificated organization will route a Form 337 back to that
organization for approval to Return to Service. Doing this changes the state of the form so
that Block 7 is opened and can be completed.
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| JavaScript Window

Return ko Service Agent |_
SOUTHWEST -
ALBUGQUERCQUE FSDD SWOL | ABC FSDO |_

Johnson, David - |

Related Topic:

Complete Button and Routing Information
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5.5.8

Deleting Tasks

Deleting Tasks and System Purge

Displayed tasks can be deleted only by the Initiator. A trash icon appears to the right of
each task except for forwarded or assigned tasks. This function allows the user to

manage and clean out their Worklist.

NOTE: The Delete function is irreversible. This is not the same as a purge done by the
system.

The following itermns need your attention before they can be submitted or resubmitted. Please

select a form to edit.

Process |d | Process
MName

2401

Instructions

Major Fill out this form to

Repair/Alterat getyour repair
icn approved.

IWajor Your Form 337
Repair/Alterat submission was
ion approved by

Description ,. Updated Date o
4i e

Electranic 09/23/2008 15:18 -4
Form for P
"Major
Repair/Alterat
ion" (Form

337)

=

Electronic 09/23/2008 13:53 -5
Farm far P
"Ilajor
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System Purge

The system will automatically purge Form 337 tasks that have not been completed
within one year of the last modified date. This does not include Form 337 Component
Repairs that have been approved for Return to Service.

A warning email message will be automatically sent 30 days before the record is
purged. See example of email below.

EXAMPLE:

From: 9-AMC-AVS-Workflow-Admin@faa.gov

Subject: WARNING: Termination of inactive e337 record in 30 days

This is to notify you that your Form 337 with Process Task ID <unique humber>
will be terminated in 30 days. You do not need to do anything if the repair or
alteration is no longer valid or needed for future completion. It will be purged
from the system automatically in 30 days. However, if you wish to keep this as an
active and valid record, simply update the record by performing the following:

Double-click the record in Worklist to open the form.

2. Click the Save to Worklist (Draft) icon in the lower left corner of the form view
window. (Or, for those records initiated prior to the November 2008 system
changes, click the blue Save to Draft button located in the upper right corner of
page one of the form)

3. Close the form by clicking the small x at the top right of the "light gray form view
window".

4. Validate that the Updated Date entry in the Worklist has been changed to the
current date. (Refresh the browser, if necessary.)

5. The record will safely remain in your Worklist for another year. If at that time it has
not been updated or completed, another system warning email will be sent 30 days
before it is purged.

THIS IS AN OUTBOUND EMAIL ADDRESS ONLY. PLEASE DO NOT REPLY TO
THIS MESSAGE.
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5.6

Troubleshooting

5.6.1 Data Connection Security Warning

When filling out Block 1 and clicking the Search button, a Security Warning dialog box may appear

as shown below.

e Foms Approssed Eleckonic Tracking Mumber
(OhE Mo, 2120-0020
11302007

e ) MAJOR REPAIR AND ALTER.A“OH_ T

of Transporation (Airframe, Powerplant, Propeller, or Appliance)

Adminiciraion

such wiol 4 =l

INETRUCTIOMS: Print or type all entnes. See Tile 14 CFR §43.8, Part 43 Appendx B. and AC 43.8-1 (or subsequent revision thereof) for
instructions and disposition of this foom. This report is required by law (48 U.5.C. §44701). Fadure to report can result in a ciil penalty for each
molabon, (45 3 E48301(3

Series

|Name (A= shown on reqistration cerificate] [Address (As shown on reqisration certificats]

Security Warning N

'j Acrobat is attempting to connect ko
L

httpiffeformservice.faa, govservices/NMumber _Lookup

IF wou trust the site, choose Allow, IF wou do not Erusk the site, choose Block.

¥ Remember my action For this site;

Help I Billows Block.

If you select the "Remember my action..." checkbox and then mistakenly click on the Block
button, Adobe Acrobat will not allow you to proceed with filling out the form. The two dialog boxes

below will appear.

Adobe Acrobat i

i Acrobat does not allow connection to:
http:/feformservice.Faa, gov)services/Nhumber_Lookup

]
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Adobe Acrobat )

i ’ This operation is only supported far certified Farms,

1. Open Acrobat Reader.

Click OK for both boxes and perform the following steps:

2. Click Edit > Preferences.

Unda Chrl+2
—— i Redo Shift+Chrl42
[Fin

& Lk Chl+3

Copy CkFl4+C
- Paste kel

Delste

Copy Flle to Clipboard

Deselect Al

Select Al Chrl4-a

Shift+CErH-A

Check spelling
Look Up Selected Word. ..

Find

Ctrl+-F

Search Shift+CkrH-F

Search Results
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3. The Preferences window appears. Select Trust Manager under Categories on the left side
of the window and click the Change Settings button.

i

Cakeqories: ~ Trusk Manager

Accessibility ;I ~PDF File Attachments
Acrobat.com
Batch Processing
Catalog Restore the default list of allowed and disallowed File attachment types: Restare |
Color Management:
Convert From PDF
Convert To POF

¥ allow opening of non-POF file attachments with external applications

rInternet Access from PDF Files outside the web browser

Forms Unless explicithy permitted, POF files cannot send information to the Internet,
Identity

International Change Settings. . |

Internet

JavaScripk —Automatic Updates

Measuring (200
Measuring (300

Mealsurlnlg WGeo) W ask before installing Update Mow |
Multimedia {leqacy)

Multimedia Trust {legacy)
e Document Help |
Reading

Reviewing

Search

Securiky

Security (Enhanced)
Speling

Touchlp

Tracker

e——
Units & Guides o
I

¥ Load trusted root certificates from an Adobe server (no personal information is senk)

QK I Cancel
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4. The Manage Internet Access window appears. Highlight the URL name, as shown in the
example below, and click the Delete button.

Manage Internet Access N ﬂ

PDF files may connect to web sites ko share or get information.

¥ |t me specify a list of allowed and blocked web sites
" allow all web sites

" Block all weh sites

—AllowBlock Web Sites

Enter a web site address that wou want to allow or block:

Al BElock,

— [y Web Sikes

Delete |

Access

Default behavior For web sites that are not in the above lisk:

% always ask
" Allow access

" EBlock access

(04 I Cancel

NOTE: Anytime you open a protected PDF document and a security warning dialog box
prompts you to allow or block a URL, select the "Remember my action for this site” check
box to add the URL to the "My Web Sites" list/text box above.

5. Click the OK button when done and close Adobe Reader.
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5.6.2 Attachment Dimensions

1. Only 8% by 11 or European A4 (Portrait or Landscape), or smaller, will be accepted by Aircraft
Registry. If a file is greater than this dimension, the upload will fail and a message will appear
for the user to resize the document and try the upload again.

2. Each file attachment must be 5MB or less.

NOTE: The more attachments added to the Workflow, the longer it will take to submit or
retrieve the Form 337.

5.6.3 File Types

1. Only the following file types can be attached in the Form 337 workflow.

Microsoft Office Word Document (specifically .doc and .docx)
Adobe PDF file (specifically .pdf)

Plain Text file (specifically .txt)

Rich Text file (specifically .rtf)

Image files (specifically .jpg, .jpeg, .gif, .tiff, .tif, or .eps)
Microsoft Bitmap image files (specifically .bmp)

Microsoft Visio (specifically .vsd)

Microsoft Office Excel Spreadsheet (specifically .xIs and .xIsx)
Microsoft Office PowerPoint Presentation (specifically .ppt and .pptx)
PostScript Print files (specifically .ps)

AutoCAD (specifically .dwg)

2. Password-protected or restricted documents will not be accepted for upload in the Form 337
workflow. A time-out message will appear after a period of time with instructions to verify
whether the file is password-protected or restricted. The user needs to remove the password or
restriction and try to upload again. The system converts “Send to Registry” attachments to TIFF
before being submitted to the Aircraft Registry. Some attachments may be restricted PDF files
or read-only .doc or .rtf documents. This will prevent the conversion to TIFF for integration with
the Registry EDRS program.
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5.6.4 Configuration Conflicts

NOTE: AVS Configuration Management team tests and controls all AVS client configuration as well
as baseline software version update. The software versions for the following products are required
for this system and are currently part of the AVS standard client.

Adobe Reader and Adobe Acrobat Professional

The eForm Service has been tested and validated to work with Adobe Reader and Acrobat
Professional version 9.1.1 (or later). Additionally, the program requires Adobe Flash Player
v10.0.22.87 (or later). For instructions on how to install the correct version, see Adobe Reader
download web page.

Adobe Flash Player

The AVS eForm Service has been tested to work with Adobe Flash Player v10.0.22.87 (or
later). Earlier versions do not support current system functionality.

Related Topic:

System Requirements
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5.6.5 Frequently Asked Questions

Q: When | open the form it is Read Only and | cannot complete the task.

A: Check to see if you are opening the form from the In Progress or Archived tab. In most cases,
this is the cause.

Q: When I look at the form in Archive(d) it does not show the completed form.

A: The Archive(d) (as well as In Progress or Participated) is a view of the form at the stage of when
you completed your task. Only the Return to Service Agent’s archive will show the completed form.
However, both the Initiator and Return to Service Agent will also receive an email confirmation of

the receipt of the submitted form (with a read-only copy of the form).

Q: When | open the form, | do not see the Complete button.

A: Make sure that the zoom level at the bottom of the Internet Explorer window, right side of the
Status Bar, is set to 100%. To see the Status Bar, go to View > Toolbars and select Status Bar. If
setting the zoom level does not resolve the problem, contact the National Service Desk.
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5.7

Definitions

AVS Provisioning Service (AVS-PS): A web-based portal that allows end users to manage
certain aspects of their account. AVS-PS allows end users to unlock their account, reset their
password, and update their profile information. Additionally, AVS-PS allows FAA Points of Contact
and authorized personnel the ability to create and manage accounts.

Block: A generic term used when referencing the Item area as identified in the Advisory Circular
for the Form 337. Block is, therefore, synonymous with Item.

Aircraft Certification Office (ACO): The Aviation Safety Inspector coordinates with the ACO for
the review and approval of supplemental or supporting documents included with Form 337
submissions.

Archive(d): Forms that have been finalized and are now archived (read-only).

Aviation Safety Inspector (ASI): Federal Aviation Administration (FAA) full-time employee with
the authority and credentials for oversight and surveillance of aviation specialties for operations,
maintenance, or avionics.

Certificate Authority: The vendor who validates and verifies that the digital signature is a valid
certificate and that the users signing with the certificate are who they say they are.

Certification Authority: An entity which issues Digital Certificates and performs certain functions
associated with issuing such Digital Certificates.

Compromise: Reasonable suspicion or actual unauthorized disclosure, loss, loss of control over,
or use of a Private Key associated with the Digital Certificate.

Delegate: A person who is authorized to initiate AVS accounts. A Delegate may or may not be an
FAA employee. Unlike the POC, a Delegate can only create accounts for specific applications (i.e.
Form 337).

Designee (or DAR): A Designated Airworthiness Representative (DAR) who is authorized by the
FAA to examine, test, and/or make inspections necessary to issue airman or aircraft certificates.

Digital Certificate: A signing certificate issued by a Certificate Authority for the purposes of
digitally signing PDF documents.

Digital Signature: A transformation of a message using an asymmetric cryptosystem such that a
person having the initial message and the signer's Public Key can accurately determine whether the
transformation was created using the Private Key that corresponds to the signer's Public Key and
whether the message has been altered since the transformation was made.
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Initiator/Modifier: The individual who initiates and modifies the Form 337, major repair, or
alteration to an aircraft.

In Progress: Forms that are in progress but not yet finalized.

Installer: Individual who completes the aircraft information in Blocks 1 and 2 of the 337 in the final
processing of an 337 for a component repair. These individuals must have an account to access
the system but may not have acquired a digital signature.

Key Pair: Two mathematically related keys, having the following properties: (a) one key can be
used to encrypt a message that can only be decrypted using the other key, and (b) even knowing
one key, it is computationally infeasible to discover the other key.

Organization: A legally recognized company, enterprise, or governmental agency that has applied
for or has been issued Digital Certificates utilizing the TATI service.

Point of Contact (POC): An employee who is authorized to initiate account registrations.

Private Key: The key of a Key Pair used to create a Digital Signature. This key must be kept
private.

Process ID: Unique technical (system) ID number identifying each form upon execution of a
workflow process. This is assigned the first time the Complete button is clicked when the form is
opened in the user interface.

Public Key: The key of a Key Pair used to verify a Digital Signature. The Public Key is made freely
available to anyone who will receive digitally signed messages from the holder of the Key Pair. The
Public Key is usually provided via a Digital Certificate issued by a Certification Authority. A Public
Key is used to verify the digital signature of a message purportedly sent by the holder of the
corresponding Private Key.

Return to Service Agent (RTS): Individual who is authorized to approve the work for return to
service.

Subscriber: A person or entity who (a) is the subject named or identified in the Digital Certificate
issued to such person or entity, (b) holds a Private Key that corresponds to a Public Key listed in
that Digital Certificate, and (c) the person or entity to whom digitally signed messages verified by
reference to such Digital Certificate are to be attributed.

Supplemental Document: Files that provide supplemental information to the ASI in support of the
modification but are not considered Attachments to the Form 337 and therefore are selected as 'Do
Not Send To Registry’. For example, proprietary information such as engineering report.

Supporting Document: Files that are essentially part of the Form 337 or an extension of Block 8
and supports the description of the work to be accomplished. At times a document may need an
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approval signature (i.e., an Addendum to a Flight Manual Supplement). This document is one that
would be attached with the 'Send to Registry' selection and would, therefore, be delivered to
Registry along with the Form 337.

Task ID: Incremental technical (system) ID number that helps track tasks at each individual stage
of a form process to help troubleshoot system problems.

Tracking Number: The sequential form tracking number created for each Form 337 upon initial
submission.

Worklist: A list of forms that were sent to you as part of an automated workflow. These are forms
that need to be processed for approval, rejection, or for future editing.

END OF DOCUMENT
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