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NOTE: Refer to the eForm Service User Guide for instructions on the general use of the eForm system,
such as Navigating Form Manager, Form Manager Tools, Form Categories, etc.

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 with the eForm system, need assistance with the form, or have requests
to make changes or additions, 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

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)

e Adobe Reader v10.1.1 (or later) or Adobe Reader v10 (or later)

e Adobe Flash Player v11.6.602.168 (or later)

e Intel 1.3 GHz processor (or faster)

e Microsoft Windows 7 with Service Pack 1; XP Professional or Home Edition, or Tablet PC with
Service Pack 2; Windows 2000 with Service Pack 4; Windows Server 2003

e 128MB of RAM (256MB or higher recommended)
e 335MB of available hard disk space
e Microsoft Internet Explorer 8.0 (32-bit)

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 or Applications (Not supported by Aviation Safety)

o Firefox

e Google Chrome

e Apple Safari

Macintosh
e Adobe Reader v10 (or later)
e Adobe Flash Player v10.3.181.14 (or later)

UNCONTROLLED COPY


https://eformservice.faa.gov/HelpTopics/Downloads/eForms_User_Guide.pdf
http://eformservice.faa.gov/Email.aspx

Form 337 User Guide Revision: 8.0

Date: 08/15/2013

e PowerPC G4, G5, or Intel processor

e Mac OS X v10.4.11 to0 10.5.6

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

e Safari 2.0.4 (or later)

Linux

e Adobe Reader v10 (or later)

e Adobe Flash Player v10.3.181.14 (or later)

e 32-bit Intel Pentium processor or equivalent

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

e 512MB of RAM (1GB recommended)

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

e Firefox 2.0 (or later)

e OpenLDAP and CUPS libraries

Solaris

e Adobe Reader v10 (or later)

e Adobe Flash Player v10.3.181.14 (or later)

e 32-bit Intel Pentium processor or equivalent

e Solaris 10 u5 or OpenSolaris 2008.11

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

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

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

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

e Firefox 2.0 (or later)

e Open LDAP and CUPS libraries

NOTE: Currently, touchpads such as the iPad, Kindle Fire, Nook or other similar devices
have NOT been tested with eForms.
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3. Searching for a Help Topic

Use the Search feature in the Help system to easily find a topic. Typing a keyword or set of words
(i.e. digital signature) in the Search box will display a list of topics that contain that word. Select the
most likely topic that will have the information you need.

Home = Before You Begin

I'?" Before You Begin
I'?\ System Requirements

I"i'_L Block or Allow Web Site Trusts )]
|7 Turn OfffOn Adobe Auto Complete
% eForms
E 337 1
o Before You Begin

4. Download Adobe Reader

How to check which version is currently installed
1. Open Adobe Reader.
Select Help from the Menu Bar and click About Adobe Reader.

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

A WD

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.

Get Adobe
Fl:eader"7

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.

© ® N o g A~ 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.

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. Open Adobe Acrobat or Adobe Reader.

2. Click Edit > Preferences on the menu bar at the top of the screen.
Select Trust Manager in the Categories list.

Click the Change Settings button.

Type the web address in the ‘Host name’ text box.

Click the Allow button.

N o o e

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

Open Adobe Acrobat or Adobe Reader.

Click Edit > Preferences on the menu bar at the top of the screen.
Select Trust Manager in the Categories list.

Click the Change Settings button.

Highlight the web site in the Site listing that you want to unblock.
Click the Delete button.

N o o b~ w D PRe

To allow the web site:
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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.

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

Turn Off/On Adobe Auto Complete

Turn On Adobe Auto Complete

1. Open Adobe Acrobat or Adobe Reader. (Note: The screenshot below of the Preferences Dialog

Box was taken from Adobe Acrobat. Adobe Reader may look slightly different.)

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

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

Categornies:

| Commenting

| Documents
Full Screen

| General

| Page Display

| 30 & Multimedia

| Accessibility

| Action Wizard

| Catalog

| Coler Management
| Convert From POF

| Convert To P B
I' Forms I

| Identity

| Intermational

| Internet

| JavaScript

beasuring (2001

| Measuring (30)

| Measuring (Gea)

| Multiredia (lagacy)

| Multimedia Trust (legacy)

| Online Services

| Reading

| Reviewing

| Search

| Security

| Security (Enhanced)

_L

General
7] Automatically calculste field values
[¥] Shew facus rectangle
| ] Show text field overflow indicator
| | Always bldefnrm:—dn-:ummt maszage bar

|| Show field preview when creating or editing form fields
Highlight Celar

[¥] Show Border hover colar for fields

Eiedds highlight color: ]|

Becquired fields highlight coler: [l

[IMmageB.hrcudePammm_ ]

Auto-Complete
Remember numencal data (e.g., telephone number)
off
Advanced l
The a0t ke feafl off. No suggestions will be made while you type in form fields, Choose

asic of Advanced from the drep-down bex to tum the feature on.

QK [ Cancel J
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Turn Off Adobe Auto Complete
1. Open Adobe Acrobat or Adobe Reader.

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

2
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.

Available Functions:

Home
Login
What's New

System Reguirements

User Support

337 Help Topics

337 Tutorials

Fill & Printable Form-337 PDF

Request Digital Certificate For
Non-FAA Personnel

Certificated Organization Uzer

Account Reguest

eForms Applications

-+ eForms Home Page

Federal Aviation
) Administration

User Support

The eForm home page contains links to User Support and training materials on the left side of the
window.

eForms e337 Home Page

eForms - Electronic Form 337 Home Page

eForms

The Office of Aviation Safety (AVS) provides an electronic Form Service in support of the Government PaperWork Elimination Act (GPEA) and
eG0OV initiatives Creating and submitting forms electronically greatly speeds up form processing as opposed to manual paper processing
methods. The efectronic FAA Form 337, which is available from this site, provides for the creation, submission and approval of the FAA
Major Repair and Alteration in an effort to save time and effort in senvice to Industry customers and to promote Aviation Safety.

Registration

To create and process an electronic FAA Form 337 you must be registered as a user with the AVS eForms. To become registered, contact a
local Flight Standards District Office (FSDO) closestto you and request a user account to access electronic FAA Form 337 You will need to
present current FAA-issued cerifications to verify you have the valid credentials required to access the system. This may require making an
appointment to visit the FSDO.

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

Digital Certificates

An authorized electronic Digital Certificate is required as part of this system. If, as an Industry user, you do not already have an authorized
Digital Certificate, you may request one using the link from the navigation menu on the left side of this page. FAA Personnel authorized to
perform Field Approvals must contact the AVS Mational Service Desk. This Digital Certificate will be used as your actual signature and is

just as binding.
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To contact AVS National Service Desk, click on “User Support” on the home page. The following
window is displayed, which contains the phone numbers and an email link to AVS National Service

Desk.

Available Functions:

Home:

Login

What's New

System Requirements

User Support

337 Help Topics

337 Tutorials

Fill & Printable Form-337 POF

Request Digital Certificate For
MNon-FAA Personnel

Certificated Organization Uzer

Account Request

eForms Applications

“* eForms Home Page

4]

Federal Aviation
J Administration

=

eForms €337 Home Page

Aviation Safety eForms User Support

User supportis available from AVS National Service Desk for help with many different aspects of the eForms. National Service Desk can
help with access, passwords, and some level of application support.

Web-based on-line help and tutorials are available from the help and tutorial sections accessed from the main eForms web site.
Aviation Safety User Support is provided for the eForms only for specific Windows platforms.

Please visit the eForms "System Reguirements™ page for a listing of computer hardware, software and operating systems supported.

Contact AVS National Service Desk at:

877-287-6731

Email AVS Mational Service Desk

nl

To access the eForm Service Help Topics and the User Guide, click on “Help Topics” on the home
page. The following window is displayed, which contains the link to the Help Topics and User

Guide.

Available Functions:

Home

Login

What's New

System Reguirements

User Support

337 Help Topics

337 Tutorials

Fill & Printable Form-337 PDF

Request Digital Certificate For
MNon-FAA Personnel

Certificated Organization User

Account Reguest

eForms Applications

“+# eForms Home Page

Federal Aviation
| Administration

eForms e337 Home Page

eForms - Form 337 Help Topics

Form 337 Online Help.
This Form 337 Online Help system guides you through the different aspects offilling out and processing the electronic Form 337. It
walks you through Form Manager, discusses Form Manager problems, general Form 337 questions, digital cerificates and much more.

Form 337 User Guide.

This Form 337 User Guide is a PDF document of the complete Form 337 Online Help system. Itis available here for download.

(PDF opens in a new window or tab. To save, right click the link, and select "Save Target As..." Or open it and click on the "Save a Copy"
icon in the Adobe Acrobat or Reader screen.)

+ Advisory Circular, Related Notices and Guidance.
Access to current advisory circular, notices and guidance related to the FAA Form 337

v-GO - Reduced Sign-On Solution Information. (FAA Aviation Safety Personnel Only)
FAAInternal users can use the Oracle Enterprise Single Sign-0On (ESS0) to access the eForm Service. FAA personnel can use this link
to learn more about how to use the ESS0 program.
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To access the Tutorials, click on “Tutorials” on the home page. A menu page will appear with

several tutorials to choose from.

Federal Aviation
Administration

Available Functions: eForms - Form 337 Tutorials

Home
Common

Login Introduction

Adding Hotes

Forwarding a Form 337
Syatem Reguirements Working With Attachments

What's New

User Support

|

eForms e337 Home Page

337 Help Topics
Industry
337 Tutorials User Account Request
Fill & Printable Form-337 PDF Login Tutorials
Initiating a Form 337
Request Digital Certificate For Processing Form 337 as an RTS Agent
gl e=onne Approving | Rejecting Form 337 as a Designee
Certificated Organization User DAR and ACO Coordination
Account Reguest Signing and Certifying Approved Documents

eForms Applications

* gForms Home Page

4]

FAA Personnel
User Account Request
Login Tutorial

Approving | Rejecting Form 337 as an AS|
ASl and ACO Coordination

Signing and Certifying Approved Documents -

8. FAA Form 337
8.1 Digital Certificate

The Form 337 requires an Electronic Digital Signature (Digital Certificate) for submission. This
Digital Signature will be used the same as your actual signature, and will be just as binding. To
obtain a digital signature, follow instructions under Requesting a Digital Certificate. 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.

To use your Digital Signature, click in the signature/date field in the Form 337. The Sign Document
dialog box appears as show in the example below. Select your signature from the drop-down box

and then click Sign.
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8.2

Sign Document &J

YRl John A. Smith - @
Certificate [ssuer: FAA-AYS Info...

Appearance: |Star1u:|ard Text v‘

Digitally signed by John A. Smith
J O h n A DN: c=US, st=CK, I=Oklahoma
= City, o=FAA, ou=FAA,
0.9.2342.19200300.100.1.1=4695, @

= cn=lohn A Smith,
I I I I email-johnsmith&faa.gov

Date: 2012.05.23 10:40:46 -05'00"

Sign ] l Cancel

Requesting a Digital Certificate

A Digital Certificate is a signing certificate or signature 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 the Digital Certificate Service Website
(https://dcs.faa.gov/), an FAA-approved certificate authority. Contact the National Service Desk for
detailed instructions and support.

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

8.2.1 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.

e ASIs will be provided digital certificates via an email invitation from the approved certificate
authority. The only action necessary is to click the link provided and follow the instructions and
prompts.

e Digital signatures provided by the FAA-approved certificate authority 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 his/her own expense.

8.2.2 External (Industry) Form 337 Users

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

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

2. Click the link in the left navigation menu to request a digital certificate and follow the instructions
on the page.
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Home

Available Functions:

» Login
What's New
System Requirements

User Support

337 Help Topics local Flight Standards District Office (FSDO) closest to you and request a user account to access electronic

337 Tutorials

Request Digital Certificate For
MNon-FAA Personnel

Certificated Organization User AN authorized electronic Digital Certificate is required as part of this system. If, as an Industry user, you do |
Account Reguest Digital Certificate, you may request one using the link from the navigation menu on the left side of this page

eForms Applications

+ eForms Home Page

Federal Aviation
Administration

eForms - Electronic Form 337 Home Page

eForms
The Office of Aviation Safety (AVS) provides an electronic Form Service in support of the Government Paper|

eGOV initiatives. Creating and submitting forms electronically greatly speeds up form processing as oppos|_
methods. The electronic FAA Form 337, which is available from this site, provides for the creation, submisr
Major Repair and Alteration in an effort to save time and effort in service to Industry customers and to prome|

Registration
To create and process an electronic FAA Form 337 you must be registered as a user with the AVS eForms.

present current FAA-issued certifications to verify you have the valid credentials required to access the syste
appointment to visit the FSDO.

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

Digital Certificates

perform Field Approvals must contact the AVS Mational Service Desk. This Digital Certificate will be used as
just as binding.

L

(L | 1.

8.3

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.

You will receive an email invitation. Simply follow the instructions provided in that email and the
prompts provided by the certificate authority.

Installing Digital Certificate

IMPORTANT NOTE: After receiving the .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 .pfx file to another
location and import it again.

8.3.1 Prepare Adobe Reader (and Acrobat Professional if

installed)

NOTE: The screenshots below were taken from Acrobat Pro X.

1.

Open Adobe Reader (or Adobe Professional).

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

From the top menu, click Edit — Preferences.
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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.

e — ..

Categories:

Digrtal Signatures
¥ Yerdy signatures when the document i opened idvanced Preferences... |

| *

!Ca-mmenling
Documents

Full Screen | View docurments in preview decument mode when signing
General

|Plgt Display

Appesrance

1

|30 & Multimedia
| Accessibility Edit
Achion Wizard
Catalog Duplicate
Color Management
ifom.-zrtfm-m POF Delete
| Convert Te POF B
| Forms

Identity :
International E| Secunty Settings

| Internet | Load gecurity pettings from a senver
JavaSeript :

Meazumng (200 SRIL SNge
Measuring 30

| Measuring (Gea)

| Mutimedia (legacy)

| Muttimedia Trust (legacy)
| Online Senvices

| Reading 2 Wecks 3 Maonths Ask before updating
| Reviewing

uiL: |
Settings must be ssgned by: Allow Any Certificate - Browse...

Week =) Momth Update MNow

LineCycle Rights Managerment

iSﬂtIirlg . [ -C-Ieummlhﬁedu:wmjnfo_muﬂ:m_ ]

iTuuthLPp |

ITradu-r |
}

5. Click the Windows Integration tab.

6. Select all check boxes.
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o W

| Verification | Creation | Windows Integration ||

Enable searching the Windows Certificate Store for certificates other than yours
Trust ALL root certificates in the Windews Certificate Store for the following operations:

[] Validating Signatures

Validating Certified Documents

1. [ either of these options are selected content from companies that have cedificates
installed in Windows may be treated as trusted content. Care should be taken in enabling
this feature.
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7. Click the Verification tab and select the options shown in the window below.

__
Digita Signatures Advanced Preferences L e

When Verdying:

mme- @ Use the decument-specified method. Prompt if it is not available.
() Use the document-specified method. Use the default method if it is not available,
() Algeays use the default method (overrides the document-specified method).

Default Method for Verifying Signatures: | Adobe Default Secunity -
e /| Require certificate revocation checking to succeed whenever possible during signature verification
[[]1gnore document validation information
Verification Time
Verify Signatures Using:
) The gurrent time

mml- @) Secure time (2.g. imestamp) embedded in the signature if available, current time othenwise
) The time at which the signature was created

[T Use expired timestamps

[ ok ][ cancel

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

10. Exit the Adobe application. Your digital certificate is now ready for use.
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8.3.2 Importing the digital certificate
1. Double-click your .p12 or .pfx digital certificate file.

2. Click Next.

-

Certificate Import Wizard

—— =)

Welcome to the Certificate Import
Wizard

This wizard helps you copy certificates, certificate trust
lists, and certificate revocation lists from your disk to a
certificate store.

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

To continue, dick Next.

1

Ta 4 [ Mext = ][ Cancel ]

| ==

—

3. Note the path to the digital certificate file already is entered in the File Name: Field.

4. Click Next.
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F p b

File to Import
Specify the file you want to impaort.

File name:
Ci\Documents and SettingsiA30250MP My DocumentstDigital Cert Browse. ..

Mote: Mare than one certificate can be stored in a single file in the following formats:
Personal Information Exchange- PKCS #12 (.PFX,.P12)
Cryptographic Message Syntax Standard- PKCS =7 Certificates (\P7B)
Microsoft Seriglized Certificate Store (.55T)

Learn more about certificate file formats

| <Back || mext> | | cancel

5. Enter your password and select both check boxes.
6. Click Next.
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r — " I
ot e

Password

To maintain security, the private key was protected with a password.

Type the password for the private key.

Password;

.Enable strong private key protection. You will be prompted every time H'1e
private key is used by an application if you enable this option. i

Mark this key as exportable. This will allow you to back up or transport your
keys at a later time.

Include all extended properties.

Learn more about protecting private keys

<Back || bext> | | Cancel

7. Keep default selection and click Next.

g = , |
o I ==

Certificate Store

Certificate stores are system areas where certificates are kept.

Windows can automatically select a certificate store, or you can spedfy a location for
the certificate.

@ Automatically select the certificate store based on the type of certificate!

(71 Place all certificates in the following store

Certificate store;

!| Browse... |

Learn more about certificate stores

< Back H Mext = ]l Cancel
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8. Click Finish.

- p B

Completing the Certificate Import
Wizard

The certificate will be imported after you dick Finish,

You have specified the following settings:
iCertificate Store Selected: Automatically determ

Content PFX
File Mame C:\Datal DigCert Digd

4 T 2

<gack || Finsh | | cancel

9. Click Set Security Level.

-
Impaorting a new private exchange Itey ﬁ

Securty level set to Medium

An application is creating a Protected item.

CryptoAP| Private Key

| Set Securiy Level... |

| oKk || cancel || Detais.. |
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10. Select High and Click Next.

i ™

Choose & securty level appropriate for this item.

© High

7 Medium

Reguest my pemission with a passwaord when this
item is to be used.

Reguest my pemission when this tem is to be used.

11. Enter and confirm your password (use the same password used to download the Digital

Certificate) and click Finish.

)

Create a password to protect this tem.

Create a new password for this item.
Password for: CryptoAP| Private Key

Password: |

Corfirm:

<Back || Fmsh | [ Cancel

12. Click OK.

13. Click OK when prompted that the import was successful.
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8.3.3 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:

[ Certificate

General | Details | Certification Path

ﬁ Certificate Information

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

» Proves your identity to a remote computer
» Protects e-mail messages
=1.3.6.14.1.4145.1.40. 10

*Refer to the certification authority's statement for details.

Learn more about cerfificates

Issued to: Test 337 User
Issued by: GlobalSign PersonalSign 2 CA - G2

valid from &/ 17/ 2013 to &/ 18/ 2014

1? You have a private key that corresponds to this certificate,

| Issuer Statement -

-
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2. Click the Certification Path tab. Properly imported certificate path should look like the dialog

below for your specific certificate:

-

Certificate @
m Certification Path

Certification path
5! Globalsign

+-{5;] GlobalSign PersonalSign 2 CA - G2

' & T

View Certificate

Certificate status:
iz certificate is OK.

Learn more about certification paths

-

3. Click OK.

4. In the Certificates window, select the Trusted Root Certification Authorities tab. Scroll down
and locate the GlobalSign Root CA. This is the trusted root used for the digital certificate.
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8.4

Certificates

Intended purpose: <All> - |

| Intermediate Certification Autharities | Trusted Root Certification Authorities | Trusted Publ * | *

-

Issued To Issued By Expiratio...  Friendly Name

[;Federal Common Polic... Federal Common Polic...  12/1/2030  <None>

[ GeoTrust Global CA GeoTrust Global CA 5/20/2022  GeoTrust Global C#
_éJGeoTrust Primary Cer... GeoTrustPrimary Cer... 7162036 GeoTrust

GlobalSign Root CA GlobalSign Root CA 1/28/2028  GlobalSign i
_ﬁJGD Daddy Class 2 Cer... GoDaddy Class 2 Cer... 6/29/2034  Go Daddy Class ...
[5/GTE CyberTrust Glob...  GTE CyberTrust Globa... 8/13/2018  GTE CyberTrust ...
-_'E,Jhttp:f,."..\"i\"d\'.valicert.c. .. httpiffwww valicert.c... 6f25/2019  Starfield Technal...
L= /KSN KSN 9;’_224’_20_1_3 <Mone > g o

4 | L L

e )

Certificate intended purposes

m
a
m

Server Authentication, Client Authentication, Code Signing, Secure Email, Time

Stamping, OCSP Signing, Encrypting File System, IP security tunnel
termination, IP security user, IP security IKE intermediate View

Learn more about certificates

5. Click Close, and then click OK.

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.

8.4.1 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.

@ 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.
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L&
ALY 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.

i 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.

8.4.2 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.

(% @| (& I3| & ‘ f- ‘ ,," 5 Comment Share

Highlight Existing Fields

Signed and all signatures are valid. Please fill out the following form.

=l

= j T Cre g oy T 7
- k- Cosnizy UNITED STATES i mmmm
Signatures [1] L | 2
O. I cerify that e repalr andior alterafion made fo the unhis) ideniifi=d in Bam 5 above and described on the reverss or afac|

have been made in accordance wiih the requirements of Pari 43 of the U3 Federal Aviafion Regulstions and fhat #he indm
furnishad herein i Fue and comrect o the bestof my Enowizdge.

- Validate All Evtended range fuel Tignature Date of Autorized Indhidual
per 14 CFRFAT4Z [ ] John A. Smith o it DR
=] |—’f§% Rev. 1: Signed by John A. Smith PR T
T.mﬂmmlh 3 arvios
Signature is walid: PurSuaN! 0 e suthomly given persans specifisd Deicw, e Nt WendNEd In Bem S was inspecied In e mnner4|
Adminksirator of the Federal Avlstion AdmirisiraSon and Is [ Approved [ Rejected
Dacumnent has not been modifi R o = Purcs sty Cao
Signed by the current user By ety
3 : FAADesignes Repair S4ation Inspection Authorization
Signature date/time are from k
i Cartificate or Make of
Signature Details Ceesignadion Koo [—
I Last Checked: 2012,06,07 09:54: A Fowal TYT Secweis P 0N

Field: Form1[0]. #subform[0].Eloc

Click to wiew this wersion

[=] == Unsigned Signature Fields

== form1[0]. #subform[0].Block_7[0
= Frern 1N #ebFrera Nl Blacl 2ln
4| | 3

NOTICE

Wielght and balance or sperating Mmitafion shanges shal be enfered in the appropriate aircraft recard. An altera ™
850x11.00in 4| ’

IE]’Sauellb:;,Dfﬂinel |\=?Corr|::le'le
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8.5

Problems Accessing the System

8.5.1  Accessing the System

Visit http://eformservice.faa.gov/

Problems accessing the system?

Airmen Certificate Not Found

Airmen Certificate Revoked

Digital Certificate Expired

8.5.2 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.

8.5.3 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.

8.5.4  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, follow instructions under Requesting a Digital
Certificate.

8.5.5 Locked Account

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

Related Topic:
User Support
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8.6

Working with the Form

8.6.1 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.

NOTE: Refer to Completing the Form 337 Help Topic for more detailed information on filling out the
form.

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. (This is not mandatory at
this time; see Clarification on Usage of the Form 337 Series Block.)

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.
Verify that the information in block 1 and 2 matches the aircraft registration.

BLOCK 2

Owner:

Name (As shown on registration certificate):

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

Address (As shown on registration certificate):
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Verify that the auto-filled address matches the current aircraft owner’'s complete address as shown
on AC Form 8050-3. Correct if needed.

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 approval being
granted. Click on the Inspector Signature field and add your Digital Signature to the document.

Designee sign-off (right side of form)

From the drop-down box, select the sign-off statement appropriate to the function being performed.
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.
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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.
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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.

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. Interim inspections are utilized in
situations when work must be closed up prior to final inspection (i.e. inspection of wing structure
before the fabric covering is installed). This field allows the return to service (RTS) agent to
accomplish and record pre-closure inspection if necessary.

Signature of Authorized Individual

Click inside the Signature box to apply the Digital signature for the ASI accomplishing the 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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8.6.2 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.

Q

B 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.

v
| |
¥ 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.

F |

® 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.

#
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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{5’ 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.

= 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.

'lﬁ 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.

['—'] 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.

E{ 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 draft.

li:. 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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8.6.3 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

Add Mew () Attachment | (o) Mote
S

Attachments (0)

Title

Note:

There are no items to display.

8.6.3.1
1. Select Note in the Attachments tab.

To Add a Note:

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:

Read Only - Users can only view the attachment

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

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

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.

8.6.3.2

If you have permission, you can update a note by clicking it and directly modifying the text.

To Update a Note:
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8.6.3.3 To Delete a Note:

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

(F 11 J Lancel |
Title: Description Added By: DateAdded: DatelastModifi.. Permissions:
[Z] MNote Mechanicl Aug28, 20... Aug 28, 2008 Read/Edit/Dele... i |
Delete

8.6.4 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 EW'E|COI"I"IE Ku, Kevin

337

Task Details ForrnI Attachments (0) I

A Meve
(=) Attachment ) Note

Name

Type | send to Registry

There are no iems to display.

8.6.4.1 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 Mechanic1

Major Repair/Alteration

Task Details Form Attachments (0)

Add Mew
(=) Attachment () Mot

Name Brovise
Permissions | Read Only | v |
Read onl
Type Iy
Read/Edit/Celetz
Fead/Edit g Cancel
. Read/Celets f

Mo Access rere are no items 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)

AddMew . attachmert | | Mot
L o

i Browse
Permissions | Read Only v
Type | Send to Registry = |
Send to Registry
oK Cancel
Lo not Send to Registry l_J [—J

Thera are no items to display.

4. Click OK when done.

Related Topic:

Attachment Dimensions
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8.6.4.2

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

File Upload Limitation

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 .xls and .xlIsx)

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 ¥ 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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8.6.4.3 Saving an Attachment

Task Details Form Attachments (1)

Addiew . attachment | | Mote
o -

Marme

| EBrowise
Permissions | Read Only - |
Type | Send to Registry - |
| Ok | Cancel |
Title: Description Added By: Date Adde.. Date Last .. Permissions:
O pyattachm Send to Registry Mechani. 5Sep04,20. Sep04, 2008  Read/Edit/Dele.. /1% 0 |

Save
File 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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8.6.4.4

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)
AddNew () attachment () Note
Mame
I Browise
Parmissions I Read Only - |
Te | i o ety v |
| oK | | Cancel [
Title: Description Added By:  Date Adde.. Date Last . Parmissions:
O iy Attachm 5end ta Registry Mechani. Sep04,20. Sep04,2008 FRead/Edit/Dele. & % 0

/1

File Attachment

Save

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.

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.

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

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:

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.

8.6.4.5 Deleting an Attachment

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

Task Details Form Attachments (1)

Addmew | attachment [ | Mote
o o

Mame

Erovese
Permissions | Read Only - |
Type I send to Registry v |
Lo ) (Lom ]
Title: Description Added By:  Date Adde.. Date Last .. Permissions:
O pdy Attachm Send ta Registry Mechani. 5Sep04,20. 5ep04,2008 Read/EditDele. & % T

Delete
File Attachment

1. Click on the trash can icon M 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?

ok B cancel |

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.

UNCONTROLLED COPY
37



Form 337 User Guide

Revision:

8.0

Date: 08/15/2013

8.6.5

Forwarding a Form

The Forward function can be used to forward a task or form to another user for review purposes,

collaboration, or assistance in completing the 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 form can be done from either the Worklist tab or from the Task Details tab, as shown
in the examples below.

form to edit.

Process |d

| (i

2410

23905

Major Repair/Alteration

Task Details Form

(&)

Process Mame

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

Instructions

Major Fill out this form to
Repair/Alterati get your repair

on approved.
FAA_Interim_

Frototype

Majar YourForm 337

Renair/Alterati | subhmission was

Attachments (0)

Major Repair/Alteration
Instructions
Description
Dead|ine Date
Creation Date
Updated Date
Task Id
Status

Procass Details

Description
Creation Date
Process Name

Process Id

S o] UpdwedDote

Electronic 11/05/2012 16:46

Forrm faor Pl

"Major —

Repair/Alterati Forward this task to another user
on" (Form

337)

1016/201213:26 KT
=

10/04/2012 12:51 ﬂim
=

Fill out this form to get your repair approved.

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

Oct 26, 2012 - 80310
Mow 05, 2012 - 16:46:06
30427

Draft from created task
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1. Click the Forwarding icon to open the Forwarding window as shown below.

Major Repair/Alteration
Task Details Form Attachments (0) Forwarding

Performa forwarding action on your Task

qﬁ 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 list and select ok to perform the action.

Type Name and then Select from List:

Phaone Number

Recipient

Name Phone Number

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, firstname). 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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Major Repair/Alteration
Task Details Form Attachments (0) Forwarding

Performa forwarding action on your Task
q:ﬁ 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 list and select ok to perform the action.

Type Name and then Select from List:

smith | Find I

. Mame . Phone Mumber . Email

o
g4 Smith, Brian brian.sm 206-812-9553 brian.smith@cargo3a0.aero E‘

Recipient

Name ' Phone Number

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

8.6.5.1 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.

UNCONTROLLED COPY
40



Form 337 User Guide

Revision: 8.0

Date: 08/15/2013

Major Repair/Alteration

Task Details

Form Attachments [0}

Major Repair/Alteration

Instructions
Description
Deadline Date
Creation Date
Updated Date
Task Id

Status

Process Details

Description
Creation Date
Process Mame

Process Id

Return this task to the previous user

Fill out this form to get your repair approved.

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

Oct 26, 2012 - 80310
Mow 09, 2012 - 9:48:44
30427

Created

the top menu bar to notify you that the form has been added to the previous user’s

Worklist queue.
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8.6.6 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.

8.6.6.1 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
select a form to edit.

Process |d | Process Instructions Description , Updated Date
v
Mame El L »
Efo Aircraft | 08/20/2009 14:27 X[
Accident [% PM i
Data
Transmittal

Major Mechanic1 08/20/2009 14:25 S
Repair/Alterat submitted a Form Pi E
ion 337 for your

approval. (Tracking#:

2005000247)
Bird / Other This is the 08/10/2009 14:48 r,'ﬁl!l[

wildlife Strike electronic P
Report form for
"Bird / Other &4
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8.6.6.2 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 [ To | 09/26/2008 [

Process |0 Taskid Process Mame Complete ¥

2103 7 Major Repair/Alteration | 09/23/2008 08:46

%AM

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

[l
then selecting the Audit tab. Click once on the task and the Edit icon LJ appears on
the left bottom corner of the window, as shown in the example below. The Edit icon is

By

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

Process Details Audlit
Selected Task 3817

_;i} Tashks for Process Instance 2103

your repair approved.

Task Id |nstructions Selected Route Creation Date Completion Date
@ 2 S 3817 Mechanicl submitted a Sep 04, 2008 - 13:57:32 5ep 26, 2008 - 13:04:56
; Farm 337 far your
% approval. (Tracking#:
2008001184)
@ é 380 Fillout this torm to get hE-p U, J00E - 13553085 bE-p U, IUUE - 135718

C‘Q_ Attachments (0]

% Assignments for Task 3817

iﬁ« Formfor Task 3817

4
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 Mewr Description

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

8.6.7 Claiming a Shared Form

Form 337 users can claim a shared task by performing the steps below. Shared tasks have the [ )

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 Mame 4i ] ”-

203 Major Mechanicl 09/04/2008 13:57 ﬁ
Repair/Alterat submitted a Form P
ion 337 foryour
approval.
(Tracking#:
2008001 184)
| & BOZ Iajor Mechanici 09704/ 2008 13:47 {i
Repair/Alterat submitted a Form FM

Shared task from group's or someone’s worklist. Click for more
information.
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2. The Task Details window opens. Click on the left icon EJ to claim the task and add it to your

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

attention.

Major Repair/Alteration

Task Details

Major Repair/Alteration
Instructions
Crescription
Deadline Date
Creation Date
Updated Date
Task Id
Status

Procass Details

[Crascription

eation Date

LCILaIm this task and make it your own T

rtocess Mame

a3

Claim and open this task

Fill out this form to get your repair approved.

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

Sep 09, 2008 - 13:43:29
Sep 22, 2008 - 1208114
4119

Draftfrom created task
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8.6.8  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 X

TaskDetﬂihl Form IAttad"rnms[O] &
28+ MO g eef=-| L [HAIF____-

j
Elsctronis Trasking Mumber

Farm Approved
Q OME M. 21 200050
g MAJOR REPAIR AND ALTERATION B For FAR Uss Gnly
ﬂ-_mmﬂen {Airframe, Powerplant, Propeller, or Appliance)
Administration

INSTRUCTIONS: Print or type all entries. See Title 14 CFR §43.0, Part 43 Appendix B, and AC 43.8-1 (or subsaquent revision thereof) for
instnuctions and disposition of this form. This report is required by law (48 U5.C. §44701). Failure to report can result in a civill penalty for each
such viclation. (48 U.5.C. §46301(a))

|F and ey TWaE
1. Aircraft N 7E0AR
ke Senes
}N’z FAA REGISTRY TEST FILE
A5 shown on I Cermeale] e
2. Qwmer pi — &
Save to Worklist (Draft) ] kad oy o
3. For FAA Use Only
' o)
M e latucmmpen

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

Preferences Messages . @Forms Admin Heipvg Logout Weld

nﬁ vou have saved task 4342 to the Worklist 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 items need your attention befare they can be submitted or resubmitted. Please
select a form to edit.

Process |d | Process Instructions Description / Updated Date =
MName "i *

Major Filloutthisformto | Electronic  04/30/2009 1401 T
Repair/Alterat  getyour repair Farm far P
ian approved. "Major

Repair/Alterat

ion" (Farm

337)
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8.7 Advisory Circular
8.7.1 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 Requlations

Information

Electronic Format

Instructions for Completing FAA Form 337

Administrative Processing

Appendix |

© N o 00 s~ w NP

8.7.2 Purpose

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

8.7.3 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.

8.7.4 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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8.7.5

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/StaticForm337.aspx

The form serves two main purposes:

indicating the details and approvals.

Aircraft Registration Branch, AFS-750.

To provide aircraft owners and operators with a record of major repairs and alterations,

To provide the FAA with a copy of the form for inclusion in the aircraft records at the FAA

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

1.
a.
b.
2.
FSDO.
8.7.6

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.

@%E@‘ _"f3|@‘-|75°’ ERER.E ]CnmmentEShare
'lEIectroni C Tracking Numbirl_J
|. Form Approved Elecironic Tracking Mumber e
Q‘ Sy 2010001112
L_.' ¥ MAJOR REPAIR AND ALTERATION For FAR Ues Onily
of Transpartson (Airframe, Powerplant, Propeller, or Appliance)
Fadaral Aviztion
o INSTRUCTIOMS: Print or type all eniries. See Title 14 CFR §43.0, Part 43 Appe 1 (or subsequent revision thereof) for
J// instructions and disposition of this fonm. This report is required by law (48 U.S.C. 54 Watermark Ln can result in a civil penalty for each
such violation. (48 U.5.C. §46301(a))
1 Mationality and Regsstration Mark Serial No.
@ ) TE0AR = | AFS750
1. Aireraft e Wodel Series
VT FAA REGISTRY TEST FILE AFST50
'—-' A Mame [As shown on regisfration certificate] (Address (45 shown on regisirafion cerfificate)
AR TEST RECORD Address PO EOK 2
2. Owner City  DRLAHOMA CITY SRate 0K ﬂ
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8.7.7 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.

NOTE: The following instructions were copied from Advisory Circular 43.9-1F, Instructions for
Completion of FAA 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 ¥2- 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 are 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.

8.7.8  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.

NOTE: The following information is derived from the Advisory Circular 43.9-1F, Instructions for
Completion of FAA Form 337, item 7.

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
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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.

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. Asignature 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/ieForm337.aspx.
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8.7.9
FAA FORM 337

Appendix |
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of Tranepatation {Airframe, Powerplant, Propeller, or Appliance)
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Agministraton
INSTRUCTIONS: Print or type al entries. Sea Tile 14 CFR §43.8, Pan 43 Appendix B, and AC 43.9-1 {or subsequent mavision thereof) for
insructions and disposition of this form. This report s requied by lew (48 U.S.C. §44701). Faiure to report can result in a civil penalty for each
such violation. (49 ULS.C. §46301(a))
[Mationakly and Registation Mark [Senal Mo,
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Hame (As shown on megistabion corifoals) |fddmeas (As shown on registmtion cortficats)
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3. For FAA Use Only
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Rapair Alteration Linit Maka Mol Serial Mo,
O O AIRFRAME {As desciibed in Nem 1 above)
[ N POWERPLANT
O 0 |eroreLier
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O O APPLIANCE
B Conlormity Statement
A, Agancy's Name and Addss E. Kind of Agency
pro L. 5, Gertifcated Mecharic [ manutscturer
e i, Forgsgn Canficaiad Mechane . Cortificate Mo,
[=£Y] R Cartficated Repair Saton
P Counry Carficated Man enance Qganzation
D. | codify that the repair andfor alaration made to the unit(s) identified i item S above and dascribad on the reverse or attachments herelo
iy Biblen madhe i accordancd with the redquinements of Part 43 of the U.S, Federal Aviaton Regulaions and thad tha information
Tumished hirain is tree and cormect to the best of my knowledge,
Extonded range Teel Signature/Date of Authorized Individeal
pir 14 CFR Pan 43
App. B I:l
7. Approval for Return 1o Service
Pursuant 1o the suthority given persons specified below, the unit identified in tem 5 was inspected in the manner prescibed by tha
Administrator of the Fedara Aviation Adminstration and is Approved D Rejacted
::_I.:Aml;lgrsmrdards Manufaciurer Maintenance Omanzation E’m":—;:fnﬁf;;;m’“
By Other (Specify)
FAA Dasignea Rapair Station I pacton Authod zation
JCanificate or Signature/Date of Authorized Individual
IDasignation Mo,
FAA Form 337 noos)
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FAA FORM 337 (Page 2)

MOTICE

Wight and balance or operating fmitation changes shall be entered in the approprale aircrall record, An alteralion must be
compatible with all previous alleralions lo assure continued conformity with the applicalle airworthiness requirements.

b. Description of Work Accomplished _ -
(if more space is requind, attoch sddiionsd sheets. identify with alealt nebonally and s trdon mark eed dite work compltod.)

Mationalty and Regesraton Mark Dbz

[:] Additional Sheats Ana Atlachad

FAA Form 337 poos)

Related Topic:

Table of Contents
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8.8 FAA Personnel Users

8.8.1 Login as FAA Personnel

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

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

2. Click the Login link on the left navigation pane.

=
Fedaral Aviation eForms e337 Home Page
Administration
Available Functions: eForms - Electronic Form 337 Home Page
Home eforms
T The Office of Aviation Safety (AVS) provides an electronic Form Senvice in support of the Government PaperWork Elimination Act (GPEA) and
e eGOV initiatives Creating and submitting forms electronically greatly speeds up form processing as opposed fo manual paper processing
W methods, The electronic FAA Form 337, which is available from this sile, provides for the creation, submission and approval of the FAA
Whats New Major Repair and Alteration in an effort to save time and effort in senvice to Industry customers and to promote Aviation Safety.
System Requirements Reglztration . . . )
To create and process an electronic FAA Form 337 you must be registered as a user with the AVS eForms. To become registered, contact a
User Suppont Iocal Flight Standards District Office (FSDO) dosest 1o you and request a user account to access electronic FAA Form 337 You will needto
Hel Topics present currenl FAA-issued cerifications to verily you have the valid credentials required lo access the system. This may require making an
appointment to visit the FSDO.
Tutorials
For Organizational User Account Requests, see instructions using the link under Electronic Forms Topics.
Fill & Printable Form-337 POF
Request Digital Certificate For Digital Ce_n.il'icates % ST 3 X 2
Non-FAA Personnel An authorized electronic Digital Certificate is required as part of this system. If, as an Industry user, you do not already have an authorized —
Digital Cerificate, you may request one using the link from the navigation menu on the lef side of this page. FAA Personnel authorized to
i""ﬂ'““ﬁ": Orgatmzamn et perform Field Approvals must contact the AVS Mational Sendce Desk This Digital Certificate will be used as your aclual signature and is
R ey just as binding.
eForms Applications
+ eFprms Home Page
i | a|
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3. A“System Use Notice” page appears. To proceed to the eForm Service login page, click on the
| Agree button.

Federal Aviation eForms €337 Home Page
Administration

System Use Notice

* You are accessing a LS. Government information system. which incudes (1) this computer, (2) this computer netwaork, (3) all computers
conneciad 1o this network, and (4) 2l dewices and storage media altached to s network or 10 2 computer on this network, This
Information system is provided tor LS. Government-authonzed use anty.
* Unauthorized or improper use of this svstem may resull in disciplinary action, a5 well a5 civil and criminal penalties
* By using this information system, you understand and consent to the following:
= You have no reasonable axpectation of privacy regarding any communications of information ransiting or stored on this infarmation
system. At any time, the govemment may for any lawiul government purpose monitor, intercept, search, and seize any communication
or infarmation fransiting or stared on this information system

= Any communications or information transiting or stored on this information system may be disclosed or used for any lawful
government purpose,

- | 1agree Exit

=
4. The eForms Login appears. Enter the User ID and Password that you use to access your
computer and then click the Login button.
=
Federal Aviation eForms €337 Home Page
Administration
Available Functions: Federal Aviation Administration - AVS eForms - Login
. ~
iy eForms Access
Login Use this page to log into the AVS eform Service using your assigned AVS User ID and User ID: I—
Password
What's New m Password:
System Requirements MyProfile: [T | Login |
User Support L. >
Hedp Topics
Tutorials
Fil & Printable Form-337 POF
Request Digital Certificate For
Hon-FAA Personne! -
Certificated Organization User
Account Request
eForms Applications
+ gForms Home Page
al | ;[:'
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NOTE: After five attempts of entering the wrong login information, the system will log
you out as shown below. Close the browser, reopen it, and re-navigate back to the Login

page.

Federal Aviation
Administration

Available Functions: Federal Aviation Administration - AVS eForms - Login

Home
*** Logged Out ™*

To login again, please close the browser and reopen it.

Login Dizabled
What's New
System Requirements Use this page to log into the AVS eForm Service using your assigned AVS User ID and Password
User Support

Help Topics

Tuterials

eForms Applications
= Form 337 Home Page

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
eForm Service - Form Manager

e F——

Q,

Preferences Message Forms Admin | H-::Ipv: Logout Welcome Bowman, Cynthia

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

Process Id | Process Instructions Description ./ Updated Date
Name -i j-

> =) Favorites (1)

> = DOT - General (2)

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

»|=| OF - General (2)

» - | SF-General (2}
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8.8.2 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 (see link below).

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 (see link below).

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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8.8.3

Form 337 Active Directory Account Admin

Follow instructions below for setting up and managing internal and external Form 337 user

accounts.

8.8.3.1 Form 337 Group Setup

1.

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.
c. The 337User group will be added to the AFSO000GRP_337ASI group.

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

8.8.3.2 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 ASIs 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 ALO1)

e. Telephone Number: must contain the user’'s phone number ###-#H-#HiH 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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8.8.3.3 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.

8.8.3.4 Form 337 External Disabled Accounts

1.

The National Service Desk will escalate all requests for permission to enable 337
external accounts 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.

8.8.3.5 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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8.8.4  User Account Request

8.8.4.1 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. Log into 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 eForms Admin Help» Logout Welcome Bowman, Cynthia

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

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

»|=| DOT-General (2) | Processid | Process [ Instructions Description /| Updated Date
» || FAA-Flight Standards (6) | Mame ‘ I I ] K

» |=| FAA-General (2)

3. The eForms Admin Home page opens as a separate window. Click the Individual
eForm 337 Account Request link.

MyFAA eForms Admin Home

eForm Service: Available Functions

eForms Main Home Page gForm 337 Reparts
s |ndividual eForm 337 Account Request eForm Semwvice Contact Information

Cedificated Organization eForm 337 User Account Request

MyFM Government Links Contact Us Welcome Cynthia Bowman
Updated: Friday, March 15, 2013
USA gov MSD Contact Information
DOT Intranet Readers & Viewers
MyFAA n @ j_| @ @
FAA.gov
Privacy Policy
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4. 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.

1 1 ;I

MyFAA eForms Admin Home

Individual User Account Request
Please provide as much information as passible for contact purposes.
Required fields marked with asterisk *

* First: MI: * Last:

g | I |

Company:l |

Titl e:l |

Address: =
or PO Box

City, State, Zip, Country] I [ |[us |

* Phone, * Email: | ” |

* Field Office: ISeIect a Field Office ﬂ

* Account Group Types: (Check all that apply)

™ Mechanic [T Inspection Authorization " NonCertificated
[ Repairman [T Designee
Certificate Numbers: Comments:
=
Mechan‘lc:l |
Repairman:l |
Inspection Aulh:l | L
Designee: (With dashes)l | -

Changes made here are only reflected within the AVS eForms System

Exit Without Submit | Submit & Exit | | Submit Another |

Please allow up to 72 business hours for any changes.

il

If entering information for multiple users, click the Submit Another button, and repeat
the steps above.
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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8.8.4.2 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 - Form Manager

Preferences ges | eForms ndr'ning Helpvé Logout Welcome Bowman, Cynthia

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

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

»|=| DOT-General (2) | Pracessid | Process [ Instructions Description /| Updated Date
» || FAA-Flight Standards (6) | Mame ‘ I I ] K

> =| FAA-General (2)

3. The eForms Admin Home page opens as a separate window. Click the Certificated
Organization eForm 337 User Account Request link.

MyFAA eForms Admin Home

eForm Service: Available Functions

eForms Main Home Page eForm 337 Reports

Individual eForm 337 Account Request eForm Service Contact Information

sl Certificated Organization eForm 237 User Account Reguest

IVIyFAA Government Links Contact Us Welcome Cynthia Bowman

Updated: Friday, March 15, 2013

USA gov MNSD Contact Information

DOT Intranet Readers & Viewers
s B E W
FAA gov

Privacy Policy
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4. You are directed to the “Certificated Organization User Account Request
Procedures” page.

eForms Admin Home

Certificated Organization User Account Request Procedures

Industry organizational POCs are instrucied to download and complete an organizational user account request spreadsheet for users at their organization who will use the
elecironic Form 337 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 lerminations of employees, they should immediately email their POC at the local F5DO0 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 certificate holders
with a Continuous Airworihinass Maintenance Program (CAMP)), please review and verity all the information provided and forward the spreadsheet with a statement approving
the creation of these accounts o their lecal computer specialist who will Torward the request to AVS National Senica Desk. (Existing protocol dictatas that Mational Sendce Desk
will only accept requests for arganizational account requests or changes from the local office computer specialist ) Follow the same procedure for changes (additions and
removals) requasted by certificated organizations.

Once recehed, Mational Sendce Desk will begin the procass of creating the user accounts. They will initiate the accounlis) and send out automated email notifications with
instructions, The process is as follows

1. The new user will receive an email thatincludes a link o the AVS-Provisioning Senice Partal for user registration along with 2 temporary password
2. After the user has successfully registered the account a second email with the user login 1D will follow.
3. The FALPOC will receive an email confirmation upon completion of the new account

Click here for Certificated Organization Usar Account Requast Spreadshaat

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

L fit r

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.

E Microsoft Excel - OrgAcctReq337[1].xls

‘] Fle Edt Wew Insert Format Jools Dsta  RoboPDF  Window Contribute  Help  Adobe PDF = X
DEHRSB VR s BR-F|9-0- /8 =-2 287~ -

éﬂl’ia| » 10 = BIEi_.S% y 48 % iiii —\%vﬁvaé

E2 - 13
| A 1B | (= 2] ] E F G H | 1 | J 3 L | (] | ] =] :[

1 | Drganizational User Account Regquests F i (Al fields in Red are Required]) NOTE

2 Certificate Holder Name:| [Fiepain Stationff sintenance Organizaton,ete. |

3 Ceitificate Holder Numbei:

L Certificate Holder District Difice: (IF Dfferen

] Certificate Holder Email Address: [Comimon mailbos: o primary POC) From Cert

& User Account Information Below: Hoider]

First Address Individual® | Individual's Cert Dist

T Hame: M | Last Name | Job Title | Address i 2 City [State| Zip |Country| Phone | s Email Cert Tape Number Difice

8

|

10

n

12

12 )
14

15

LS

17

12

R

20

21

22 =
" 4 » d]\Sheet1 [ Shestz [ sheetd / 14l 3|
Ready MLIM S
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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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8.8.5

Document Approval Process

8.8.5.1 Signing and Certifying Approved Documents
This Help topic demonstrates how an ASI, an authorized DAR, or an ACO POC converts,
signs, and certifies supporting documents included with Form 337 submission.
Converting a Word document received in email to Adobe PDF
1. Detach the document from email and save it to a local or network drive.

Open the document.

2
3. Review and coordinate changes as necessary until ready to approve.
4

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.

|E' e | " s Artachment.doc [Compatibility Mode] - Microsoft Word
Home Insert Page Layout References Mailings Review View Developer Acrobat
u Save
Print
B save as bt
5 = Copies: 1 )
B9 save Copy as SecureZIP File s
Print
¥ Save Copy as ZIP File
: Thisis a sample atachment.
o Save as Adobe PDF Printer
L7 Open ; Adobe PDF .
P Ready
% Open ZIP File =
- Close
Settings
Info
L Print All Pages o
Recent —| Pnntthe entire document
Pages:
MNew 2

Print One Sided

_ e
1 Collated

Save & Send e

Help | Portrait Orientation -
2 1=

) Options [ -

Exit

Office 2003 Default Margins  _

b. From the following prompt, ensure that the drive location for the PDF file is
accurate and click SAVE.
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Save POF File As
@@" b Libraries » Documents » - | Search Documents
Organize » New folder Hasleor (7]
17 Favorites Documents library - T rv—
B Desktop Includes: 2 locations
!’ Lowriads Mame ’ Date modified Type
'E-j" Recent Places
& Libraries
@ Documents
J‘ Music
[E] Pictures
E Videos
L] 1 LS
File name: Attachment.pdf -
Save as type: | PDF files (".PDF) -
# Hide Folders Save I [ Cancel ]

Signing and Certifying a PDF Document

NOTE: The screenshots below were taken from Adobe Acrobat Pro X.

1. Open the saved PDF document.

2. Click Tools on the top right area of the window, and then select Sign & Certify — With

Visible Signature.

File Edit View Window Help

i — - B o ]
S e e I e

=4
x

flcete- | DB OEZ | 600 B

|

. S WO

@®| =] 5 B

Qonls Comment Share

This is a sample attachment.

8.50 x11.00 in
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» Recognize Text

+ Protection

~ Sign & Certify

Sign Document
y Place Signature

& Apply Ink Signature

@ Time Stamp Decument

/ﬁ alidate All Signatures

B=% More Sign & Certify

‘ 22 with Visible Signature

i Without Visible Signature

69



Form 337 User Guide Revision:

8.0

Date: 08/15/2013

3. The Save As Certified Document dialog appears. Click OK.

oo e

You are about to create a certified document, By certifying a document, you
vouch for its contents and enable recipients to verify that the document came
from you. Certifying a document also adds tamper-resistance to detect and
prevent unwanted changes.

To certify a document, you need to have a digital ID. If you intend to distribute
this document to a large audience, it is suggested that you use a digital ID from
one ot Adobe's partners, This will allow any recipient with Acrobat or Adobe

Reader to automatically verify the certification.

| Get Digital ID from Adobe Partner... |

[T Don't show again

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

P T
s L e

B To create a signature field, first click OK to close this dialeg, then click and drag

\jl out the field's area in the location where it should appear in the document.
After creating the signature field, you'll be asked to choose additional options
to complete signing.

[7]iDo not show this message again;
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5.  With your mouse, drag and draw the area where you wish to sign.

TR ET.  aae

File Edit View Window Help

This is a sample attachment.

flee-  DE B ER| @02 RDE K
- |..T]'“| LRV | CIC Tools Comment , Share
= |
—| » Forms -
» Action Wizard
* Recognize Text |
* Protection [

~ Sign & Certify

=

A

[& Time Stamp Document

2
@ More Sign & Certify
Certify

57

6. 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.

[ pre— |
o

[soree J)e

Certificate Issuer: FAA-AYS

John A.
Smith

Appearance: | Standard Text -

Digitally signed by John A. Smith
DN: c=US5, st=0K, I=Oklahoma
City, o=FAA, ou=FAA,
0.9.2342.19200200.100.1.1=4605,
cn=John A Smith,
emailsjohnsmith@faa.gov

Date: 2012.05.17 15:34:47 -05'00°

Permitted Actions After Certifying

[’ Mo changes allowed
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7. The Save As dialog box appears. Select the appropriate folder, save document using

the same file name, and click the Save button.

Savein: | [5| My Documents - 8D e

-

T Mame Date modified Type

=

Recent Places

Desktop

o

=

Libraries

A

Computer

4

File name:

Save as type: [Adobe PDF Files {"pdf)

8. Enter your digital certificate password and click OK.

9. Your digital certificate is applied to the signature field.

Eile Edit View Window Help

=)
[ % »

Type: Adobe Acrobat Document
File Size: 67 KB
Modified: 5/17/2012 3:27 PM

floae- | BE OE@Z BOoz2LBOLEB

R

Lo NG | @@ (=[-8 B8

Tools Comment | Share

i Certified by John & Smith <john.smith@faa. g, AvS, certificate issued by John & Smith,

(4 signature Panel

This is a sample attachment.

J 0 h n A Digitally signed by John A Smith
*  DM:cn=John A Smith, o=AVS,
ou=AQS-230,
email=john.smith@faa.gov, ¢=Us

.
S m I ‘t h Date: 2012.05.17 15:40:24 -05'00'

850x1100in <« |

UNCONTROLLED COPY

| » Recognize Text
» Protection
¥ Sign & Certify

-

&

&
[ ]

ﬁﬁ Validate All Signatures

[@ Moare Sign 8 Certify

Certify
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10. 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/sighed PDF document. It is not
necessary and will cause problems when the document is eventually processed
for delivery to Aircraft Registry.

8.8.5.2 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.

UNCONTROLLED COPY
73



Form 337 User Guide Revision: 8.0

Date: 08/15/2013

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 Form 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 Form

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)

Adld Mew (= Attachment &3 Hiote

Permissions | Read Only - |
Type | Send to Registry - |
oK Cancel
Title: Description Added By:  Date Adde.. Date Last Modifi.  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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8.8.6  Using the System as an ASI

If the ASI (Aviation Safety Inspector) 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. Whether approved or rejected, the form will
automatically be routed 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 as an ASI

Approving/Rejecting a 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 approval being granted, click on the Inspector Signature field, and then
add their Digital Signature to the document.
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ﬂ FAA/AYS eForm Service Task Assignment - Task 4206 has been assigned ko you. us Nol = |EI|£|

File:

8.8.6.1 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.

Edit View Create Actions Help

==

v - Q@ BT 2o onnmE B

gegdgy gcaald

JQ Welcome ]@ Cynthia CTR Bowrnan - AQS xl @FMMVS eFaorm Service Tazk.. Xl

1 Mew Mermo H Reply VH Reply To All V][ Forward vl [ Delete H Follow Lip v][ Folder vl[ Copy Into New: VH Chat "][TDDlS v]:

9-amc-avs-WorkFlow-Admi Ta |Cynthia CTR Bowrnanfabd CIOMTRIFAAGE FAl
nidfaa gov

0572772009 10:12 &k

cc

bee

Subject |FA&AYE eForm Service Tazk Assignment - Tazk 4206 has
been azzigned to vou,

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

hitp: /feformservice.faa. qow

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.

J +)[bg= | [Dffce = Gr=|

2. Click the link in the email text or log into the eForm Service site - -
http://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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Id
2407

2406

2302

Process

Process Instructions Description | Updated
Mame 4i i » | Date

Major Mechanici 09/09/2008
Repair/Alterat submitted a Form 12:01 PM
ion 337 foryour
% approval.
(Trackingit:

Process Id: 2407
RIS Task Status: Assigned 10:58 Al
ion Step Name: Waiting for ASI Approval

Initiator: Mechanic 1

Process Start Date: 09/09,/2008 12:01 PM

Major MWechanic 08/08/2008
Repair/Alterat submitted a Form 10:53 AM

o

WORKLIST

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

| v

1
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8.8.6.2 Signing Block 3 as an ASI

Block 3 of the Form 337 has the appropriate canned text 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 approval being granted. Then, click on the Inspector

Signature field.

X

Waiting for ASI Approval
Task Details Form Attachments (0) ]

S @[] NY | © [[e¥ = Comment  Share

At least one signature requires validating. Please fill out the following % G Bl Hiakiinhs Eicting ks

form.
EURTIET
| City OHLAHCMA CITY Etate OK

e TEH0A00 Couniry  UNITED STATES o

Use Only

[=

Inzpacior
Signaturs

T Type »
Repair | Afteration ial No. __jl‘
’

850x11.000in |

& e || Arproe |

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

the form.
3. For FAA
Data ldentification
IIPhysical identification
*|Onerweight Fight Permit
[ T Tune T & Limit kden
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2. After clicking the signature field, the Sign Document window appears as shown in
example below. Select your Digital ID, and click the Sign button.

e

Y CRl[Iohn A. Smith - @
Certificate Issuer: FAA-AYS

Appearance: l Standard Text v]

Digitally signed by John A. Smith
J O h n A DN: c=US, st=0K, I=Oklahoma
= City, o=FAA, ou=FAA,
0.9.2342.19200300.100.1.1=4605, @

= cn=John A Smith,
I I ” email-johnsmith@faa.gov

Date: 2012.05 23 10:40:46 -05'00"

| sign || cancel

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)

=3
B % R ‘ @) /3 ‘ W ‘ () | |z| = Comment Share

Signed and all signatures are valid. Please fill out the following form, @ Signature Panel Highlight Existing Fields

. WTTET

Cily  ORLAHOMA CITY Stale OK.
Zp  THHODE Cowntry  UINITED STATES.
Use Only

The data identified herein compiles with the applicable
alnworthiness requirements and Is approved for the above

described areral, subject fo conformity Inspection by & person
authorized in section 43.7.

Diata Identification -

— : sy
e John A. Smith %m

X Type

Repair | Aheration Uit | ial No. hd
B50x11.00in 4] v

IHSaveJ[i_.gMine‘ l@mjm“[g;;nppmwj
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NOTE 1: If you signed the form with a signature that was not issued by an FAA-approved
certificate authority, such as 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 (see example below). Obtain a valid signature by following instructions under
Requesting Digital Certificate and Installing Digital Certificate.

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

WORKLIST I

Process Id Process Name Instructions Description * Updated Date v

31410 Major r"ThEissuerof}ruurdigl'tal h 06/06/201310:39 AM = T
Repair/alteration | signature certiticate is either

unknown or not trusted.
Signers must use a valid
digital signature issued by an
FAf approved certificate
authaority. Please see the
program's online Help or
contact the Service Desk for

kguida nce"

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.

8.8.6.3 Approving/Rejecting a Form

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

= I 7. Approval for Return to Service

Pursuant ity gh below, the wnit identified in item 5 [ in th i the

é ua hi:‘nha:hmmmﬁmmuhidﬁ | Dnm uﬁmu & manner prescibed by =
. m, IFMFtsumuus = e | mqm
@ FAA Designes Repair Station Inspection Authornzation [T
Certificate Si ate of Authorized Individual
v == =
FAR Form 337 o6 aceoni: Per (PR ;I
850x11.00in 4| | [+

| E Save | | [ Offiine | | i Reject || [3) Approve |

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 help topic instructions).
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337

Task Details Form Attachments (0)

Acd Mewve G Attachment (=) Mote

Tithe

Mote

There are e items te 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.

Py 1 io the authofty ghren shed below, the unit dentified n dem 5 was inspecied in the manner preserbed by the |
B Administrator of the Federal Aviation Adminisiration and is (] Approved [ Rejected ﬂ
FAA FiL Standards - " PefRant [= T .=
o Inspector Manufacturer Maintenance Qrganization m!rnqm
é/ — S S [Specty] =y
Ceriificate S af Autharized Indivicual
ﬁ Designation No. -
FAA Form 337 11008y ‘Becironkc Fom (POF)
7 Processing, please wait for a confirmation message. Do not close the window.
o ——————————————
850x11.00in ¢ | ]
(=) (3,000 EEIEXEY
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4. When finished, click Logout in the upper right corner of the interface.

Aviation Safety

eForm Service - Form Manager

Preferences Messages eForms Admin Help~ |

Logout : Welcomea ASI1

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

Please select a form to edit

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

Manager.

Please Confirm

fre you sure you want to logout?

o N oo

8.8.6.4 Adding Attachments

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

Related Topics:
ASI and ACO Coordination
Signing and Certifying Approved Documents
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8.8.7 FAA Form 337 Reports

8.8.7.1

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

Q

» |=| Favorites (1)
» =] DOT - General (2)

The following iterms need your attention before they can be submitted or resubmitted. Plaase

select a form to edit.

Process Id | Process Instructions

»|=| FAA-Flight Standards (6) | Mame

» =] FAA-General (2)

Preferen orms Admi Helpvé Logout Welcome Bowman, Cynthia

Description / Updated Date =
4 I [

3. The eForms Admin Home page opens as a separate window. Click the eForm 337
Reports link.

MyFAA

eForm

Service: Available Functions

eForms Main Home Page

Individual eForm 337 Account Request

Cerificated Organization eForm 337 User Account Request

MyFAA

Government Links Contact Us

USA gov MSD Contact Information
DOT Intranet

MyFAA

FAA gov

Privacy Policy

eForm Service Contact Information

eForms Admin Home

sl cForm 337 Repors

Welcome Cynthia Bowman
Updated: Friday, March 15, 2013

Readers & Viewers

B @ i @
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4. Inthe Reports Menu, select the report you would like to generate.

MyFAA

eForm Services Electronic Form 337 Reports Menu
Form 337 Block 6 I'CCII‘ITGI'I'I'Iil’I"'- Regort Return to eForms Admin

Form 337 Block 7 (Return To Service)

Repor

Incomplete Form 337 Deletion Repaort

Form 337 N Mumber Report

Form 337 Tracking Mumber Report

MyFAA

Government Links Updated: 10:15 am ET June 7
ik Readers & Viewers
DOT Intranet i

MyFAA - I A 7 R

FAA gov

Privacy Policy

eForms Admin Home

2010

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.

eForm Services Report Parameters

Form 337 Block 6 (Conformity) Report Parameters

Agency: |

Cert Number: |

Submit |
MyFAA

e - |

jElegin Date: | i |
End Date: | HH
Government Links il cAUARE DB
USA gov Readers & Viewers
DOT Intranet . .
I |3 I |

MyFAA ol 1) b
FAA.gov

Privacy Policy

eForms Admin Home

010

&1
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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

s
-

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

4 4 Il of 7 B R |Page width =| [selzct a format =] Export [# = |

These reports contain proprietan,=
information and are for

eForm Service Reporting Services Official Use Only
Block 6 (Conformity) Report deteﬁ-ﬁi?“e%i\f(;frbé“H_g_cb_85522

Modifier Agency: U3, Cerificated Mechanic And Dates Frorm 01/01/2009 thro 07012009

196 Record(s)

Tracking Number - N-number + Block 6 Cert No. ~ Block 6 Submission Date *

s 20029000008 AR 334708720 1/4/2009
v 2002000015 23aPC JMTAET2E 1/3/2009
7 2009000057 83100 002623195 1/9/2009
b 2009000035 83100 002623195 1/9/2009
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8.8.7.2 Report Viewer Toolbar

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

I Select a format

": Export [# =

4 4 |1 ofz Pl |Page width -]

i at

L file with report data | EPOMS contain proprietary =
i . |500% CEV (cormma delimited) Srration and are for
eForm Service Reportin|zoo TIFF file e
p 150% fcrobat (PDF) file fo|c| a'_USQ_Om‘_\a’
Block 6 {Conformity) Report o Web archive blic availability to be
e LiEl. serermined under 5 U.S .C 5522
25%
bodifier Agency: Cedificated Repair Stationl19% 0612007 thru 064302007

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

4 4 !1 ofz B Bl

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

l Page Width = i

irhole Page
S00%
200%:
150%
100%

75%

S0%

25%

10%

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

‘ ct a format /
=ML file with report data
CSW (comma delimited)
TIFF file

Acrobat (PDF) file

Web archive

Excel

lSeIect a forrat _vJ

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.
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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)

Microsoft Excel :- e

@ Opening "javascript:void(windaw,open('http: |/ avrsacoketk. avr, Faa, goveformsAdmin/docyll, aspyx?t=2007001056!,"_Blank))"

Hyperlinks can be harmful to ywour computer and data. To protect your computer, ciick only those hyperlinks fram trusted sources, Do you want ko continue?

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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8.9
8.9.1

8.9.1.1

Industry Users

System Login

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. Click the Login link on the left navigation pane.

Available Functions:

Home

Login

What's New m

Sysiem Requirements

User Support

Help Topics

Tutorials

Fill & Printable Form-337 POF

Request Digital Certificate For
Non-F a4 Personnel

Certificaled Organization User

Account Request

eForms Applications
+ efprms Home Page

|

| Federal Aviation
Administration

- |

eForms e337 Home Page

eForms - Electronic Form 337 Home Page

eForms

The Office of Aviation Safety (AVS) provides an electronic Form Senvice in support of the Government PaperWork Elimination Act (GPEA) and
eGOV initistives Creating and submitting forms electronically greatly speeds up form processing as opposed to manual paper processing
methods. The electronic FAA Form 337, which is available from this site, provides for the creation, submission and approval of the FAA
HEJD[ RBDEI( and Alteration in an effort to save time and effort in sendica to |I'lt!IJS|3ﬂ' customers and lo plt’ll‘ﬂD[B Aviation Safetv.

Registration

To create and process an elecironic FAA Form 337 you must be registered as a user with the AVS eForms. To become registered, contact a
local Flight Standards District Office (FSDO) dosest to you and request a user account to access electronic FAA Form 337 You will need to
present current FAA-issued cartifications to verily you have the valid credentials required 1o access the system. This miay require making an
appointment to visit the FSDO.

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

Digital Certificates
An authorized electronic Digital Certificate is required as part of this system. If, as an Industry user, you do not already have an authorized =
Digital Certificate, you may request one using the link from the navigalion menu on the &R side of this page. FAA Personnel authorized 1o
perform Field Approvals must contact the AVS National Sendce Desk This Digital Certificate will be used as your actual signature and is

just as binding.

P
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3. A“System Use Notice” page appears. To proceed to the eForm Service login page,
click on the | Agree button.

Federal Aviation eForms €337 Home Page
Administration

System Use Notice

* You are accessing a LS. Government information system. which incudes (1) this computer, (2) this computer netwaork, (3) all computers
conneciad 1o this network, and (4) 2l dewices and storage media altached to s network or 10 2 computer on this network, This
Information system is provided tor LS. Government-authonzed use anty.
* Unauthorized or improper use of this svstem may resull in disciplinary action, a5 well a5 civil and criminal penalties
* By using this information system, you understand and consent to the following:
= You have no reasonable axpectation of privacy regarding any communications of information ransiting or stored on this infarmation
system. At any time, the govemment may for any lawiul government purpose monitor, intercept, search, and seize any communication
or infarmation fransiting or stared on this information system

= Any communications or information transiting or stored on this information system may be disclosed or used for any lawful
government purpose,

- | 1agree Exit

=

4. 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 eForms €337 Home Page
Administration

Available Functions: Federal Aviation Administration - AVS eForms - Login

iy eForms Access

Login Use this page to log into the AVS eform Service using your assigned AVS User ID and User ID: l—

Password
What's New w Password:

System Requirements MyProfile; ™ Login _|

User Support L. v

Hedp Topics
Tutorals
Fill & Prntable Form-337 POF

Request Digital Certificate For
Hon-FAA Personne! -

Certificated Organization User
Account Request

eForms Applications

+ gForms Home Page

4 j o
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NOTE: After five attempts of entering the wrong login information, the system will
log you out as shown below. Close the browser, re-open it, and re-navigate back to
the Login page.

| Federal Aviation
|| Administration

e Federal Aviation Administration - AVS eForms - Login
Home
HAH A
Login Disabled Logged Out
Tologin again, please close the browser and reopen it.
What's New

System Requirements Use this page to log into the AVS eForm Service using your assigned AVS User ID and Password

U=er Support
Help Topice

Tutarials

eForms Applications
=+ Form 337 Home Page

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.

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 Mechanic1

WORKLIST

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

Process | Process Instructions Description | Updated
Id Name 4i w9 | Date

B o Iajor Fill out thisform to Electronic  0%8/09/2008
Repair/Alterat getyour repair Form for 13:43 P
ion approved. "Major

Repair/lter
ation"
(Farm 337)

Major YourForm 337 09/09/2008
Repair/Alterat submission was 13:01 PM
ion approved by

EBowman,

Cynthia.(Tracking#:

2008001183

Major Your Form 337 08/0%/2008
Repair/Alterat su bmission was 09:54 AM
ion rejected by

» |- Favorites (2)
» || FAA-Flight Standards (2)
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8.9.1.2

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 eForms e337 Home Page
Administration
Available Functions: eForms Login Selector
Huome Grestings Mechanic Two
ey You belong to one or more Certificated Organizations. As such, you may log into the FAA eForms application as a Certificated Organization
user of as yourself.
WWhat's New m
Please select the account you wish to leg in as from the dropdown box below.
SIS HL e A Chagh the "Remamper Selaction” chaddo if you wish to we
User Support Log In As: |mechanic2 ;1 this selection as the default far fture Bobess withaut returning to
this selector page.
Help Topics
To turn oM the delaull. Emply chedk "hyFrofile™ the next time
Tudorials [T Remermber Selection Select | yiou ke in o the systém and unchedk the "Remember Login
Seledtion™ option.
Fil & Printable Form-337 POF
Request Digital Certificate For Ll
Non-FAs Personnel
Cerlificated Groanization User
Account Request
eForms Applications
< eForms Homes Page
| | lI

2. Select your user account from the drop-down box.

Available Functions:

Home:
Login

What's New m

Syslem Requirements

User Support

Hedp Topics

Tutorials

Fill & Printable Form-337 PDF

Request Digital Certificate For
Mon-F A4 Personnel

Cedificaled Organization User
Account Request

eForms Applications

+ eForms Home Page

Federal Aviation
Administration

eForms e337 Home Page

eForms Login Selector
Greetings Mechanic Two

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

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

Chagk the "“Remember Seladion” cheddox if you wish to use
Nis selaction as the efaull for fulune BooRes without retuming 1o
this selector page.

Login As: |mechanlc2 =

To turn oM the default. simply chadk “NyProfile™ the naxt time
yiou kog in 10 he sysbem and unchedk the "Remember Login
Selection™ option

'_ Remember Seledtion
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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

» |- Favorites (2)
(35| FAA-Flight Standards (2)

Preferences Messa Help~ Logout fWeIcome Mechanic2

WORKLIST N PROGRESS m

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

Process Process Instructions Description | Updated Date =
Id Name Al m f»
1802 MWajor Mechanicl 08/27/2008 09:27 &
Repair/Alterat submitted a Form Al
ion 337 for your
approval.
(Trackings#:
2008001178)

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.

eForms Access

User ID: I
Password: I

Logln

2. Uncheck the "Remember Selection" check box on the MyProfile User Information page,
and then click the Continue button. See example below.
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eForms Home Page

Federal Aviation
Administration

Available Functions: MyProfile User Information

Home /

Lagin User ID: | pMechanic? Default Login: ™ Remember Selaction

Logging in as: mechanic2
What's New
*First MI *Last

System Requirements

User Suppart Hame: Mechanic Two

Help Topics _

Phone /"Email testmechanic2@gmail com
Tutorials
*Field Officel[ ACOD1 - ACADEMY TRAINING, AMA-240 -

eForms Applications :"M RS hea SE LT Jl

< Form 337 Home Page

Certificate Numbers: (2220499 {MECHANIC W/A}

Please contact your local FEDO fer any
ceriificate information corrections

Continue

For reference only. To make changes to your personal profile, please Click Here.

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.

Related Topic:

Editing Individual Account Profile

8.9.1.3 Editing Individual Account Profile

This Help Topic provides details on how to view your individual account profile and where to
go to edit your information as a Form 337 Industry user.

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

eForms Access

User ID: I
Password: I

s
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2. The MyProfile page will appear as shown below. This page is for your reference only.
To edit your account information, click the link on the bottom of the page. This link will
direct you to the AVS Provisioning Service page, where you can modify your account.
Otherwise, click the Continue button to proceed to the Form Manager page.

Federal Aviation eForms Home Page

Administration

Available Functions: MyProfile User Information

Home

User ID: i

o ser 1Dt Mechanic1

What's New *First Ml *Last

System Requirements

Hame: \Mechanic One

User Support

Help Topics Phone / *Email testmechanic1@gmail.com
Tutoriaks

*Field 01ﬂ¢==||»:.clj1 - ACADEMY TRAINING, AMA-240 Jl

eForms Applications

= Form 337 Home Page Certificate Numbers: |2770994 {MECHANIC}
Piease contact your local FSDO for any | 2770994 (MECHANIC WA}

certificate information corrections.

Continue |

For reference only. To make changes to your personal profile, please Click Here.
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8.9.2

Obtaining User Accounts

8.9.2.1 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 an authorized and approved certificate authority,
following instructions under Requesting a Digital Certificate.

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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8.9.2.2 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 on the left navigation

page.
=
Eaderal Aviation eForms 337 Home Page
Administration
Available Functions: eForms - Electronic Form 337 Home Page
Home eForms
= The Office of Aviation Safety (AVS) provides an electronic Form Semnvice in support of the Government PaperWork Elimination Act (GPEA) and
o eGOV initiatives Crealing and submitting forms electronically greatly speeds up form processing as opposed 1o manual paper processing
m methads, The electronic FAA Form 337, which is available from this site, provides for the creation, submission and approval of the FAA
Whars New Major Repair and Alteration in an effort to save time and effort in sendce to Industry customers and to promote Aviation Safety.
System Reguirements Reaglstrafion _ .
To create and process an electronic FAA Form 337 you must be registered as a user with the AVS eForms. To become registered, contacta
User Support lacal Flight Standards District Office (FSDO) closest to you and request a user account to access electronic FAA Form 337 You will needto
Heip Topics present curment FAA-Issued certifications o verify you have the valid credentials required 1o access the system, This may require making an
appointment to visit the FSDO.
Tutorials:
For Organizational User Account Requests, see instructions using the link under Electronic Forms Toplcs.
Fill & Printable Form-337 POF
Request Dighal Certificats For Digital Certficates ) i
Hon-FAA Personnel An authorized electronic Digital Certificate is required as part of this system. i, as an Industry user, you do not already have an authorzed
Digital Certificate, you may request ane using the link from the navigation menu on the |efl side of this page. FAA Persannel authorized to
Certificated Organization User perform Field Appravals must contact the AVS Mational Senice Desk This Digital Certificate will be used as your actual signature and is
EECOiRR Segow just as binding
eForms Applications
+ eforms Home Page
k| | 9|

UNCONTROLLED COPY
97


http://eformservice.faa.gov/eform337.aspx

Form 337 User Guide

Revision: 8.0

Date: 08/15/2013

3. You are directed to the 'Certificated Organization User Account Request' page. Read

the directions on this page before continuing to the next step.

Available Functions:

Home:

Login

What's New m

Sysiem Requirements
User Support

Help Togics

Tutorials

Fill & Printable Form-337 POF

Request Digital Cedificate For

Non-FAA Personnel
Certificated Organization
User Account Request

eForms Applications

=+ eFforms Home Page

Federal Aviation
Administration

eForms e327 Home Page

eForms Form 337 - Certificated Organization User Account Request

Use the downloadable Excel spreadsheet for all organizational user account requests (Le., Repair Stations, Foreign AMO's and 121, 135,
91K cerfificate holders with a Continuous Airworthiness Maintenance Program (CAMP))

Download the spreadsheet and complete, at a minlmum, all of the required (R) columns appropriately. Once completed, please email the
list o your local FAA certificate holding field office Paint of Contact (POC) (PMI or PAL etc) for approval and validation. Follow the same
procedure for changes (additions of 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 persaonnel POC will review and verify all the infarmation provided and forward the spreéadsheet with a statement requesting
the creation of these accounts 1o their lecal computer specialist who will forward the request to AVS National Service Desk Protocol dictates
that Mational Sendce Desk will anly accept requests for arganizational account requests or changes from the local office computer
specialist

Once received, Mational Sendce Desk will begin the process of créating the user acoounts. They will initiale the account{s) and send oul
automated email notifications with instructions. The process is as follows:

1. The new user will recene an email that indudes a link 1o the 4/S-PS Portal for user registration along with a temporary password
2. After the user has successfully registered the account a second email with the user login 1D will follow.
3, The FAAPOC will raceive an email confirmation upon completian of the new account

Allow 72 business hours for account processing and crealion upon receipt of the
organization's spreadsheat by AVS National Senice Desk from the local field office POC
NOTE: New user accounts will have o wail up o 24 hours after they gef their login 1D nolification bafore they can actually log in

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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4 Certificate Holder District Office: (IF Diferen

g Certificate Holder Email Address: [Comman mailbos o primary POC) From Ceit

& User Account Information Below: Holder)

First Address Individual” | Individual's Cert Dist

I Hame: Ml | Last Name | Job Title | Address 2 City |State| Zip |Country| Phone | s Email Cert Type Number Difice
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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.

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

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

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

8.9.3.1 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

Preference: Messages Help+ Logout Welcome Mechanicl

WORKLIST N PROGRESS m

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

» |- | FAA-Flight Standards (2)

Process | Process Instructions Description | Updated
#-ﬂ? Major Repair/Alteration Id Mame <) _J[» Date

'iﬂ? Major Repair/Alteration Compor Eqo Major Fill out this form to | Electronic  08/0%/2008
Repair/Alterat getyour repair Form for 13:43 PM
ion approved. "Major

Repair/Alter
ation”
{Form 337)

Majar Your Form 337 059/09/2008
Repair/Alterat submission was 13:01 P
ion approved b

Process Id: 2405

Task Id:

Task Status: Assigned

Step Name: Assigned to Modifier 09/08/2008

Initiator: Mechanici 09:54 AM

Process Start Date: 08/0%/2008 1028 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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8.9.3.2 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'.

Fomm Approsed Becironic Tracking Mumber
e ‘OB Mo, 213-00E0
1EN007
s ) MA.JOR REPAIR AND ALTERA‘HOH_ o FAR Dea Oy
of Transporiaiion {Airframe, Powerplant, Propeller, or Appliance)
Admiriciration

INSTRUCTIONS: Print or type all entries. 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 form. This repart is required by law (48 U.5.C. §44701). Fafure to report can result in a civil penalty for each
such viclation, (48 L E44 3

Senes

|Name (A= shown on registration cerificate) |Address (As shown on reqisration cerficate

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
AN
L

¥ Remember my action For this site:

Help I

X

Acrobat is attempting to connect to
http: ffeformservice.Faa, govfservices/MMumber_Lookup

If wou krust the site, choose Allow, IF you do not trust the site, choose Elock.

Al 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.

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.

4.
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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

8.9.3.3 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 imifation changes shall be entered in the appropriate aircral record. An afferstion must be
compatible with all previous alferafions fo assure confinued conformity with the applicable airworthiness requiremeniz.

8. Description of Wark ished
{If move space is required, attach additional sheets. dentiy with aireraff nationality and registration mark and date work compleizd,)

Help I
NTS0AR | | DD 2003
| Add a New Block ] Nationality 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.

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

3. 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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FORMS

Q

vi=l Favorites
v |=| FAA-Flight Standards (2) Pracess Id | Process Instructions Description ./ Updated Date
7 Major Repair/Alteration Name ﬁi

#- -{:r Major Repair/Alteration Compor

8.9.3.4 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

8.9.3.5 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.

WORKLST

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

Major Repair/Alteration Component Search X

Task Details Form 5

@@‘ /1|@‘r§\‘@= CnmmentéShare

ol @ B
sz F337 Component Search Form
Adesinisk ation
ﬁ Step 1: Enter 10 digit tracking number and click Validate
recsng e [T T T T 111 1] [Joae
&
Step 2:
d

.i-HSaveji-i_ngﬁine' «# Complete

Related Topics:

Installing a Component
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8.9.3.6 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 x

TaskDetails = Form  Attachments (0] &

ﬁ @ @ | iy EI:’E | M ' - (o) | 75% ] ‘ t’ > Comment Share

|Elesironic Tracking huméer

9 QRS oo, THHHOO02D =
MAJOR REPAIR AND ALTERATION a7 WA s Oty
(Airframe, Powerplant, Propeller, or Appliance)

INSTRUGTIONS: Print of type all entries. See Title 14 CFR §43.0, Pan 43 Appendix B. and AC 43.0-1 (or subsequent revision theneaf) for
instructions and dspasition of this foerm. Ths report (s required by law (40 U.S.C. §44701). Failure i report can resull in a coal penalty for each
such violation. (48 U.5.C. §48301(a))

HNatonality and Regstrabon Mark

Senal No.

& S O @
I

. N 75048 | — | AFS750]
1. Aireraft gy Wedel Serwes
ij FAA REGISTRY TEST FILE AFSTS0
T Hame (As shown on regisiration certificate] Address (s shown on regisirabion cerfificale)
AR TEST RECORD AaaEss PO BOX 2
2. Cwne Gy ORLAHORA CITY Sasie DK fl:
Z¢  T3EOWOm Cowrtry  UNITED STATES = ;I
|E;{San|LE;DlﬂimJ LJCﬂﬂ'ﬂ“lJ

NOTE: 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. Verify the information in Block 1 and
click the Complete button when ready..

Adobe Acrobat I

fircraft Registration (M) Murber andfor Serial Mumber do nok match &ircraft
R egistry records,

Submit Aborted.

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

1. Select a Type of Approval or Review:

| Aviation Safety Inspector - |

2. Select a FAA Region:

| CENTRAL -|

3. Select a FAA Office:

| 5T LOUIS FSDO CEO3 7 STL FSDO vl

4. Click on Search:

Search

5. Select a person to approve/review this modification

| Long, Steven N v‘

OK l | Cancel ]

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.

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

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

e If 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.

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
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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 on Search
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.

— P 1 1o the asuthonty grneh shed below, the unit dentified n dem 5 was inspecied in the manner preserbed by the
_El;'_l Adminisirator of the Federal Aviation Adminisiraton and s Approved ""_J
m Manufacturer Martenance Organization I wu"“"“'"nm“ nht.um
BY
Cther
& FAA Designee Repair Station Inspection Authorizaton et =l
Cerificate or S af Autharized Indivicual
& Designation No. -
FAA Form 337 oosy Becironi Fom (POF)
-
L7 Processing, please wait for a confirmation message. Do not close the window.
o —————————d
E50x1100in 4| | 2]
lHS“E“--::?omm, l_joacterPApprwej
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NOTE 1: If you signed the form with a signature that was not issued by an FAA-approved
certificate authority, such as 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 (see example below). Obtain a valid signature by following instructions under
Requesting Digital Certificate and Installing Digital Certificate.

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

WORKLIST

Process Id Process Name

31410 Major

Repair/Alteration

Instructions

I ; R
"The issuer of your digital
signature certificate is either

. Description *

[ Updated Date il

06/06/201310:39 AM = T

unknown or not trusted.
Signers must use a valid
digital signature issued by an
FAf approved certificate
authaority. Please see the
program's online Help or
contact the Service Desk for
kguida nce"

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. 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

Message Logout

Preferences

Welcome Mechanic2

FORMS

Q The fallowing items are READ ONLY copies of PDF forms that are in progress. Go to My Worklist
to editfarms.

Process || Tracking
D MNumber

74732 2012000088

v=l Favorites

»|=| FAA-Flight Standards (3]

Process . Assigned To . Updated Date

Mame

Step
MName

Iajor ASI l 02/17/2012 13:21 PM
Repair/Alter

ation

Waiting
for ASI
Approval

2012000041 | Major Assigned  Mechanicl 01/23/2012 08:28 AM
Repair/dlter | to
ation Maodifier
Waiting
RTS
Approval

2012000017 Major Mechanicl 01/11/2012 08:11 AM

Repair/Alter
ation

2011000907 Major Mechanici 02/03/2012 13:50 PM

Repair/Alter
ation

Waiting
RTS
Approval

2011000885  Major DAR1 1212/2017 10:10 AM

Repair/Alter

Waiting
DAR

NOTE: The Form 337 will be sent to the user selected, along with an email notification.

UNCONTROLLED COPY
108



Form 337 User Guide Revision: 8.0

Date: 08/15/2013

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 EWeIcomeMachanicz

K

EERh WORKLIST IN PROGRESS m

Q

v[5 Favorites

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

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 logout?
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8.9.3.7 Forwarding a Form 337

The Forward function can be used to forward a task or form to another user 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

certificated organization only need to click the Save to Worklist (Draft) button lwl
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 Form 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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8.9.4 Completing Form 337 as an Installer of a Component

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

4 select a form to edit.
viE Favorites

v =/ FAA-Flight Standards (2) [ Process|d | Process [ Instructions Description /" Updated Date -
7 Major Repair/Alteration | | Name <] I

#- 5% Major Repair/Alteration Campor
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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 box.

Major Repair/Alteration Component Search X

Task Details Form 5

B e (12| [N O | = @ | [e® + Comment = Share
= [ |
E=l

sz F337 Component Search Form

Adsinisvation

=
t

:{,}; Step 1: Enter 10 digit tracking number and click Validate
Tracking Number | Validate
& LLTTIITTTT
Step 2:

[~
I[‘_]'SaveJll_cbofﬂme «# Complete

3. Blocks 1 and 2 are required fields and must be completed before clicking the Complete
button on the bottom of the window.

Form Agproeed Blecironic Tracking Number
Q {OME No. Z120-0020 ZI
ke _ MAJOR REPAIR AND ALTERATION e For AR Tt
of Transportafon
. (Airframe, Powerplant, Propeller, or Appliance)
Adminisirakion
INSTRUCTIOMS: Print or type all entries. See Title 14 CFR &43.0. Part 43 Appendix B, and AC 43.8-1 (or subsequent revision thereof) for
instructions and disposition of this form. This report i required by law (48 U.S.C. §44T01). Failure to report ean result in a civil penalty for each
L] ot 1))
ﬂﬁnnalhaﬂdﬂ on Wlark enal Mo.
T ==
1. Aireraft (g Wodel Seres
Mame (As shown on regisfration certificate) Address (As shown on registrafion certificate)
Address
2. Owner city Shate LT.I
op Courfry UMITED STATES [=]
3-For FAAUseOnly
Aumonzation
Mumber
apdtiar et
Signzure Egnature vI

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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MNationality and Registration Mark Senal No.
N 750AR) Search
Make Model Series
Search
Al FA o T A T AT A L O T

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 J x|
Acrobat is attempting to connect bo
! http: ffeformservice.Faa. gov)services/Miumber _Lookup
L

If you krust the site, choose Allow, IF wou do not trust the site, choose Block,

¥ Remember my action For this site;

Help I Al 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

Component Repair
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8.9.5

Using the System as an RTS Agent

8.95.1 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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8.9.5.2

Opening and Reviewing the Form 337

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

Process|d | Process

850

5

2.

Instructions
Mame

Major Ku, Kevin submitted a
Repair/Alterat  Form 337 faryour

Process Id: 850

TaskId: 1026

Task Status: Assigned

Step Name: Waiting RTS Approval

Initiator: Ku, Kevin

Process Start Date; 07/24/2008 10:08 AW
¥id] OUT THIS TOrT 1o
Repair/Alterat  getyour repair
ion approved.

Review the Form 337 submission.

Form 337

DescriEticn Updated Date =
4 b L

0B/12/2008 15:15 .{i
=1

OB/0R/2008 14:31 .{i
Fvi

07/24/2008 10:06 <%
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).

From the "Worklist” tab on the Form Manager, double-click on a Form 337 submitted for

e Form Approresd Elecironic Tracking Murmier
MAJOR REPAIR AND ALTERATION b i

US Depariment T . [For FAA Use Only

of Teanspostation [Airframe, Powerplant, Propeller, or Appliance)

Adminiciraiion

such wiolafi

INSTRUCTIONS: Print or type all enfries. See Tidle 14 CFR £43.0, Part 43 Appendix B, and AC 43.8-1 {or subsequent revision thereof) for
mstructions and disposition of this form. This report is required by law (48 ULS.C. 844701). Falure to report can result in a civil penalty for each
po S0 LS 0 SSAANaN

Ffonaliy and Fegsranion Mark

senal No.
Search

AFSTE0

1. Aircraft =

FAA REGISTRY TEST FILE

AFSTED
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8.9.5.3

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.

Add Interim Inspection and Signature Block

Remove Signature Block

Clicking on the button labeled Remove Interim Inspection and Signature Block (block 8) will
remove the signature block underneath the button.

|5upple mentalText|

Remove Interim Inspection and Signature Block

Intenim Inspection
Comments

Signature/Date of Authorzed Individual

-
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8.9.5.4 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 Attachments (0) I
Add Meve () Arachment (o) NoE
Title
Note
Permissions | Read Only -
oK Cancel
There are na ftems ta display.
2. Select the Rejected checkbox in Block 7.
] 7. Approval for Return to Service d
@ qun!mmmmwmp-ermsspmmm.unnummmmtwmwm
Adminisirator of e Federal Awistion Administration and is 0 [] Reiected
o
2 FMZLSMM Ma o Maintenance Organization ANeODy Cansoan
L] o e — =
. i d _ Oiher |
FAA Dewgnes Repair Station Inapection Autharization
L,_,:f/‘, &ﬂ:ﬂm % ature/Date of Authorized Individual
@ FAA Form 337 1205 Eiecirent: Fom (P38
L{,.Z- —v
" gs0x1100in 4| Wi
LHSMJL_f;DfHMJ «# 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.
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L]

g

1

N\

Lﬂmeltl-_;,ofﬂine

R

I%/;é}

4. A*“Processing...”

form is then sent back to the Initiator.

message will appear at the bottom of the first page of the form. The

1
7. Approval for Retum to Service 'ﬂ
Pursuant io the authority given pﬁmm&dﬂwhﬂﬂﬂlnﬂm&wumﬁeﬂnmemwﬁmwm
Administrator of the Federal Aviation Administration and is [ Asproved  [X] Reected
FAA FIL Standards Pertont Approved by Canad
| Manufacurer Maintenance Organization Department of Trangport
By Giher (Specily) —
FAA Designee Repair Station Inspection Authonzation
Certificate or SignatureDate of Authorized Individual
Desgnation Mo. E
FAA Form 337 (008 (Bztrenic Fam @POF)

Processing, please wait for a confirmation message. Do not close the window.

850x1100in 4|

o

o Complete

8.9.5.5 Approve for Return to Service

If approving the Form 337, complete and sign Block 7 as follows:

1. Select the Approved checkbox, complete Block 7, and click in the signature/date field.

7. Approval for Return to Service

i =
\Q :m‘mrg{umm | persans spenﬁedwbﬂm the unit ?ﬂ_ﬂbﬁb inspected in the manner prescribed by the
FAA P Sandarcs [ [y, s O | Perons Agprovtd by Canadan
=) v — G (Speciy] —
Fif Designee Repair Stason Inspection Authorization

é/ Certificate MHD_ s&mu af Authodized Indeidual

@ TAR Form 337 11005 = e

@4 -

A 850x11.00in 4] | j_‘
IIE"."’.:I\.F&Il|_-.;:.»,'('.‘.itllir|.eJ o Complete |
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2. The "Sign Document” window appears (see example below). Select your digital ID from
the dropdown box, and click the Sign button.

sgnDocument —
sonas [T -] @

Certificate Issuer: FAA-AYS

Appearance: [ Standard Text - ]

Digitally signed by John A. Smith
J O h n A DN;: c=US, st=0K, [=Oklahoma
N City, o=FAA, cu=FAA,
0.9.2342.19200300.100.1.1=4605, 'ﬁ

= cn=John A Smith,
I I ” email=john.smith&faa.gov

Date: 2012.05.23 10:40:46 -05'00"

[ Sign ] ’ Cancel

3. Enter your digital certificate password and click OK. Your digital certificate is applied to
the signature field.

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.

| 7. Approval for Retum 1o Service -
Pursuant to the authority gven perscns specfied below, the Unit enSfied in fem 5 was mspected in the manner prescribed by the
Adminisiraior of the Federal AviaSon Administrafion and is [ Approved || Resected
FAA FIt Standards ] — Persons Canadian
E;J | Manufacturer Maintenance Organizatien Depr e e i
BY 3 — Dither [Specily]
FAA Designee Repar Station Inspection Authonzation
CertEcate o Signature/Date of Authorized Individual
f‘{; Designation MNo. ﬂ'
@ FAA Form 337 rioce) Erctronic Farm (POF)
Processing, please wait for a confirmation message. Do not close the window.
E ’?r' -
850x11.00in 4| |

| B save | | [5} Offline

I & Complete .
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8.9.5.6 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 and another checks whether the
signature is valid or not. Base on the results of these validation checks, the following
messages will appear.

a. If the 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.)

Component Repair? i

9P Aircraft Registration (M) Mumber and Serial Mumber are empty, Is this Form For
ot component repair? IF it is not, please seleck Mo and reject the Form back to the
Modifier,

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 you signed the form with a signature that was not issued an FAA-approved
certificate authority, such as 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 (see example below). Obtain a valid signature by following
instructions under Requesting Digital Certificate and Installing Digital Certificate.

workust | merosmess | ancaveo [

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

Process |d Process Mame Instructions Description * Updated Date v

31410 Major f"ThEissuerofyt:urdigital h 06/06/2013 10:30 AM = [T
Repair/alteration | signature certiticate is either

unknown or not trusted.
Signers must use a valid
digital signature issued by an
FAf approved certificate
authority. Please see the
program's anline Help ar
contact the Service Desk for

kguida nce”

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.
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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.

8.9.5.7 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:

9-amc-avs-WorkFlow-Admin Qiz7iz0oa 09:19 Ak 2403 Tazk Azzignment - Process: 337 Tazk 3508 haz been azzigned to you,

1. 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:

Q-amc-avs-wiorkF 091 512006 11:31 Ak 3,888,683 & Fad Form 337 Submittal

2. 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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8.9.6

Using the System as a Designee

Designee or DAR (Designated Airworthiness Representative)

The Designee will review the form for field approval or to certify the data on the

form. After certifying/approving the form, the Designee will digitally sign Block 3 and
click the Approve button on the bottom right corner of the window. If rejecting the form,
the Designee 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. Whether approved or
rejected, the form will automatically be routed 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
Designee sign-off (right side of form)

Designees who are certifying/approving the form will select the appropriate sign-off
statement from the drop-down box, add their Authorization Number, click on the
Designee Signature field, and then add their Digital Signature to the document.
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8.9.6.1 Signing Block 3 as a Designee

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) &
E% 27 | * f3 | W ‘ = H ‘ e® = Comment : Share
@ ﬁlt‘f‘ast one signature requires validating, Please fill out the following ﬁ Signature Panel Highlight Existing Fields
‘o iz iy DHLAHCMA, CITY Eale OK
L] nwen B
3. For FAH Use Only =
Z
4
lﬁl @ 5] Autharzation
—J. Mumber
Inspecm; (= esignee R
pr) Signatire Signature:
e 4. Type 5. Unit Icie MEITEETER
Repair |Mhﬂ'¢lﬁcn Unit Make | Model | Serial No. -
850x11.00in 4| 3
Iﬂs.ave]ll_‘__;,{)fﬁinej ll_,REJectH,_@ApprmreJ

NOTE: You must select either Designee 50 or Designee 51 in order to sign the form.

3. For FAA Use Only

[ Authorization
Number

s e
Designee 31

A LInit Idenfificatinm
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2. After clicking the signature field, the Sign Document window appears (see example
below). Select your Digital ID, and click the Sign button.

Sign Document

i

son s DS -] @

Certificate [ssuer: FAA-AYS

John A.
Smith

Appearance: I Standard Text - I

Digitally signed by John A Smith

DN: c=US, st=0K, [=Oklahoma

City, o=FAA, ou=FAA,
0.9.2342.19200300.100.1.1=4595, @
cn=J}ohn A Smith,
emailzjohnsmith&faa.gov

Date: 2012.05.23 10:40:46 -05'00"

[ Sign

| [ cance

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) =3
o=@ |t @[]/ |G |=[m]-]|[f] s  comment | share
@ .::rr‘ast one signature requires validating, Please fill out the following % Signature Panel g. Highlight Existing Felds
|_l__'-| b | ity CHLAHCRA CITY Exate O :J
3. For FAH Use Only e
f#f The data Kientifled heredn compiles with the applicable airaarininess
PEQUIrRMENE 3 |5 SPproved for ihe AoV Oescribed AT, suject
2 ConformMEy INGR2Clion By 3 persan autnorized in secdian 43.7.
ﬁ : Designes 51 : AUNOMZINON geazag
e - s John A. Smith ST
% 4. Type 5. Unit |deMITEIToN
Repair | Alteration Unit Make Model | Sesial No. -
850x11.00in 4| 3
¥ |
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NOTE 1: If you signed the form with a signature that was not issued by an FAA-approved
certificate authority, such as 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 (see example below). Obtain a valid signature by following instructions under
Requesting Digital Certificate and Installing Digital Certificate.

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

WORKLIST I

Process Id Process Name Instructions Description * Updated Date v

31410 Major r"ThEissuerof}ruurdigl'tal h 06/06/201310:39 AM = T
Repair/alteration | signature certiticate is either

unknown or not trusted.
Signers must use a valid
digital signature issued by an
FAf approved certificate
authaority. Please see the
program's online Help or
contact the Service Desk for

kguida nce"

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.

8.9.6.2 Approving/Rejecting a Form

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

T I 7. Approval for Return to Service
Pursuant ity gF below, the wnit identified in i 5 [ in th l the
ﬁ mﬂ;:ﬁ:‘g’ﬂmﬂﬁ“ﬁ“ﬁﬁﬁws 1 5| in item u’ﬁnqnﬂadm e manner prescibed by =1
mﬁm"’“’ Manufacturer Maintenance Crganization | mﬂﬁ
@ né Other [Specify]
FAMA Desgnes Repair Stafion Inspection Authorization
Certficate Si ate of Authorized Individual
) Designation No. -
FAA Form 337 oo Bicberie Ferm (POF) ;I
850x1100in 4] | d
| & Save || [5 Offine | | [ Reject || [ Approve |

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 Attachments (0)

Acd Mewve G Attachment (=) Mote

Tithe

Mote

There are e items te 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.

Py 1 io the authofty ghren shed below, the unit dentified n dem 5 was inspecied in the manner preserbed by the |
|£_| Administrator of the Federal Aviation Adminisiration and is (] Approved [ Rejected ﬂ
FAA FiL Standards - A PefRant = T 5T
o Inspector Manufacturer Maintenance Qrganization m!rm
é/ — S e [Specty] =y
Ceriificate S af Autharized Indivicual
@ Designation No. -
FAA Form 337 11008y ‘Becironkc Fom (POF)
7 Processing, please wait for a confirmation message. Do not close the window.
o ——————————————
850x11.00in ¢ | ]
e (o | LE Moiect || B Aerowe |

4. When finished, click Logout in the upper right corner of the interface.
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Aviation Safety
eForm Service - Form Manager

Preferences | Messages @ eFormsAdmin | Help~ | Logout : Welcome ASI1

FORMS

Q

v |= Favorites

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

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

Please Confirm

#re you sure you want to logout?

8.9.6.3 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.
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Signing and Certifying Approved Documents
This Help topic demonstrates how an ASI, an authorized DAR, or an ACO POC converts,
signs, and certifies supporting documents included with Form 337 submission.
Converting a Word document received in email to Adobe PDF
1. Detach the document from email and save it to a local or network drive.
2. Open the document.
3. Review and coordinate changes as necessary until ready to approve.
4

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.

|E' e | < I= Artachment.doc [Compatibility Mede] - Micraseft Word
Home Insert Page Layout Reférences Mailings Review View Developer Acrobat
I save
Print
B save as it -+
= =) Copies: |1 pmy
B9 save Copy as SecureZIP File s
Print
¥ Save Copy as ZIP File
y Thisis a sample attachment.
L Save as Adobe PDF Printer
i Open / Adobe PDF .
27 Ready
% Open ZIP File
Printer Properties
d Close
Settings
Info
L Print All Pages
2 -
Recent _I Print the entire document
Pages:
MNew 3

Print One Sided
Only print on one side of th...

_ fin Collated

&M, 123 123 '
Save & Send 143 Li3 1.23
Help é: Portrait Orientation -
el 1=
L Letter
it P 85 x11 %
B e Office 2003 Default Margins  _

b. From the following prompt, ensure that the drive location for the PDF file is
accurate and click SAVE.
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Save PDF File As

Organize » New folder Hasleor (7]

-

Documents library

Includes: 2 locations

0 Favorites

B Desktop
# Downloads

Arrange by:  Folder =

-~

Mame Date modified Type

e
‘=l Recent Places

& Libraries
@ Documents
J‘ Music
[E] Pictures

E Videos

L] T . l

File name: Attachment.pdf

Save as type: | PDF files (".PDF) -

= Hide Folders

Signing and Certifying a PDF Document

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

‘" R " "
T Attachmentpdf - Adobe Acrobat Pro
File Edit View Window Help

fleae- | DD OB @02 DR K
t~ 3 f1|@@ ‘@@‘ ﬁ @ Tools Comment Share

* Recognize Text
» Protection
* Sign & Certify

@ Sign Document

f Place Signature

& Apply Ink Signature
@ Time Stamp Document
ﬁ slidate All Signatures
More Sign & Certify

This is a sample attachment.

Certify

‘ : 7 With Visible Signature

i Without Visible Signature

8.50x11.00 in < | m

UNCONTROLLED COPY
129



Form 337 User Guide

Revision:

8.0

Date: 08/15/2013

2. The Save as Certified Document dialog appears. Click OK.

o e

You are about to create a certified document, By certifying a document, you
vouch for its contents and enable recipients to verify that the document came
from you. Certifying a document also adds tamper-resistance to detect and
prevent unwanted changes.

To certify a document, you need to have a digital ID. if you intend to distribute
this docurment to a large audience, it is suggested that you use a digital ID from
one ot Adobe's partners, This will allow any recipient with Acrobat or Adobe

Reader to automatically verify the certification.

| Get Digital ID from Adobe Partner... |

[T Don't show again

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

o

g o
s W e

To create a signature field, first click OK to close this dialog, then click and drag
out the field's area in the location where it should appear in the document.
After creating the signature field, you'll be asked to choose additional options
to complete signing.

[iDo not show this Message again
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4. With your mouse, drag and draw the area where you wish to sign.

e =

This is a sample attachment.

File Edit View Window Help *
flote- | DO GEF 802LDE K
4 |__T]f1| Iy & |r () W]TH = B Tools Comment , Share
= Bz
—| » Forms a
» Action Wizard
» Recognize Text 1
* Protection

| * sign & Certify

[% Time Stamp Document |E

F- g
)

@ More Sign & Certify v

Certify

z

]

8.50 % 11.00 in 4

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.

[ =

(50— ]| @

B

Certificate Issuer FAA-AVS

John A.
Smith

Appearance:

Standard Text -

Digitally signed by John A. Smith

DN: c=US, st=0K, I=Oklahoma

City, o=FAA, cu=FAA,
0.9.2342.19200300.100.1.1=4695, ﬁ'
cn=John A Smith,
email=johnsmith@faa.gov

Date: 2012.05.17 15:34:47 -05'00°

Permitted Actions After Certifying

[[No changes allowed
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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.

o E

Type

Savein: | F| My Documents

>

MName Date modified

L i-.
<

Recent Places

L

Desktop

Libraries

L

Computer

Type: Adobe Acrobat Document
File Size: 67 KB
Modified:5/17/2012 3:27 PM

<

| Adobe PDF Fies " pdf)

File name:

Save as type:

7. Enter your digital certificate password when prompted and click OK.

8. Your digital certificate is applied to the signature field.

[File Edit View Window Help x|

|
[Bewe- ABEBMF ©0TROR 5

E it | @ | I Id EE Tools Comment | Share
ﬁ Certified by John & Smith <john, smithi@faa, g, &S, certificate issued by John & Smith, @ Signature Panel
| = ) B~
I : -|
+ Recognize Text
» Protection
_| + sign & Certify ‘
Lo This is a sample attachment.
e &
2
A3
JOh n A Digitally signed by John A Smith L@ T ‘
*  DM:cn=John A Smith, 0=AVS,

Smith

ol=AQS-230,
email=john.smith@faa.gov, c=US
Date: 2012.05.17 15:40:24 -05'00°

850x1100in  «

n

ﬁﬁ Validate All Signatures
B More sign & Cerify

Certify
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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.

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 Form 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 Form
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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)

Al Hew (») Attachment [  wome
L

Parmissions | Read Only - |
Type | Send to Registry x|
oK Cancel
Title: Description Added By:  Date Adde..  Date Last Modifi.  Parmissions:

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.

UNCONTROLLED COPY
134




Form 337 User Guide Revision: 8.0

Date: 08/15/2013

8.9.7  Certificated Organization Users

8.9.7.1 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.
5
Federal Aviation eForms e337 Home Page
Administration
Available Functions: eForms Login Selector
Haome Greetings Mechanic Two
Login You belong to one or more Cerificated Organizations. As such, you may log into the FAA eForms zpplication as a Certificaled Organization

user or as yoursalf.
Whots Hew TCE
Please select the account you wish to log in as from the dropdown box below.

System Requirements
i o i Chagi the "Remamper Selaction” chaddao if you wish 1o we

User Support Log In A% | mechanic? j this salection as the default for fulure acoess withaut retuming b
this selector page.

Help Topics
To turn o the delauli. simply cheds "WyFredile™ the naxt time
Tutorials " Remember Selection Select | you leg in to the system and uncheds the "Remember Legin

Selection™ option.

Fill & Printable Form-337 POF

Request Digital Certificate For L
Non-FAA Persannel

Cedificaled Organization User
Account Request

eForms Applications
* gForms Home Page

4

Related Topic:

Account Login Selector
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FORMS

Q

8.9.7.2 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 items need your attention before they can be submitted orresubmitted. Plaase
select a form to edit.

» |- Favarites (2)

» | FAA-Flight Standards (2) Process Instructions | Description | Updated Date -
Mame “ ! »

24m Majar YourForm 337 Electronic 09/23/2008 13:53 i;
Repair/Alterat  submission was Forrm far P
jon approved by "Major
Bowman, Repair/Alterat
Cynthia.(Tracking#:  ion" (Farm
2008001189 337)

Major Your Form 337 Electronic 09/23/2008 13:49 {i
Repair/Alterat submission was Form far P
ion rejected by Bowman, "Major

Cynthia.(Tracking#:  Repair/Alterat

2008001187 jon" (Form

Wajar YourForm 337 Electronic 09/23/2008 13:49 i;
Repair/Alterat  submission was Form faor i
ion rejected by Bowman, "Major

Cynthia(Tracking#:  Repair/Alterat

2008001192 ion" (Farm

Major Your Form 337 Electronic 09/23/2008 13:49 5
Repair/Alterat submission was Farrm far P

Zp e S AR MHA= e

WARNING! Certificated organization must NOT use the forwarding task -i unless
forwarding to an individual outside the organization.

Instead, users completing work for a certificated organization only need to click the Save to

Sa
Worklist (Draft) button lﬂ—“J 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 X
Task Details Form Attachments (0) =
| (o g T P F
= @ @ | 8.9 /3 ‘ M ‘ () (ufm) H ‘ [gﬂ > Comment : Share
= -
B
[Form Approved Elecironic Tracking Murmiber
@ (OIS No. 2120-0020 =
@ e i MAJOR REPAIR AND ALTERATION SiEs L
of Transportation {Airframe, Powerplant, Propeller, or Appliance)
Fadaral Aviation
Adminktration
é//;/ INSTRUCTIONS: Print or type all eniries. See Title 14 CFR §43.0, Part 43 Appendix B, and AC 43.9-1 (or subsequent revision thereof) for
instructions and disposition of this form. This report is required by law (48 US.C. §44701). Failure to report can result in a civil penalty for each
such violation. (48 U.S.C. §48301(a))
Mationality and Registration Mark Serial Mo.
ﬁ] . N 750AR | Sl | AFSTS0|
1. Aireraft  gepe Wodel Seres
Iéﬁ- FAs REGISTRY TEST FILE AFETED
¥ = istration certificate] (Address {As shown on registrafion cerfificate)
Save to Worklist (Draft) sz poBOK2 =
Cily  CHLAHOMACITY Eiate OK [k
I | Zp  THNOR Cowniry UNITED STATES s :.i

IﬂSﬂu“l_HOfﬂine‘

« 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.

Related Topic:

337 Routing Dialog '.'

i |

1. Select 2 Type of Approval or Review:

Return to Service Agent

2. Select a FAA Region:

SOUTHWEST

3. Select a FAA Offices

ALBUQUERGQUE FSDO S\WiO1 | ABQ FSDO

4. Click on Search:

5. Select a person to approve/review this modification

Johnson, David

-

OK

| I Cancel

Complete Button and Routing Information
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8.9.8

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

Process|d | Process Instructions Description . Updated Date &
Mame ] ! I r

o Major Fillout thisformto  Electronic 09/23/2008 15:18 @

Repair/Alterat getyourrepair Form for Pl

ion approved. "Major
Repair/Alterat Delete this entire process
ion" (Farm
337)

2401 Wajor Your Form 337 Electronic  (09/23/200813:53 %
Repair/dlterat submission was Form for Pl
ion approved by "Major

Deleting Tasks and System Purge

Deleting Tasks

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.
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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 number>
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:

1. 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.

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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8.10 Troubleshooting

8.10.1 Data Connection Security Warning

When filling out Block 1 and clicking the Search button, a Security Warning dialog box may appear
as shown below.

Formm Approved Blecionic Tracking Mumber
e 'OhB Mo, 2120-0020
11307
il ) MAJOR REPAIR AND ALTERAHOH_ ForFAATen Oy
of Transporiaion (Airframe, Powerplant, Propeller, or Appliance)
Adminiciraion

INSTRUCTIONS: Print or type all entries. See Tile 14 CFR §42.9. Part 43 Appendx B, and AC 43841 (or subsequent revision thereof) for
instructions and disposition of this foom. This report is required by law (48 U.S.C. §44701). Fallure to report can result in a civil penalty for each
such violatiog, (48 LIS C_E47301(3

Senes

[Name (45 shown on reqisiration cerificate) |Address (A5 shown on registration cerlificats)

Security Warning B X

Acrobat is atkempting bo connect to
! htkp: ffeformservice . faa, gov)services/NMNumber_Lookup

If wou trust the sike, choose Allow, IF wou do not trust the site, choose Block,

v Remember my action For this site:

Help I Alloy 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.

AdobeAcrobat zl

i Acrobat does not allow connection to;
p:/feformservice Faa. gov/services Mhumber_Loakup
htk F ice,f ices/MMumber_Laakuy
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Adobe Acrobat

i ] This opetation is only supported For certified Forms,

Click OK for both boxes and perform the following steps:

1. Open Acrobat Reader.
Click Edit > Preferences.

3. The Preferences window appears. Select Trust Manager under Categories on the left side
of the window and click the Change Settings button.

references I
Categories: ~ Trust Manager
S | - PDF File Attachments-
3D & Multimedia ¥ Allow opening of non-PDF file attachments with external applications
Accessibility
»:C:ioln Wizard Restore the default list of allowed and disallowed file attachment types: Restare |
atalog

Color Management
Convert From PDF

 Internet Access from PDF Files outside the web browser

Convert To PDF Unless explicitly permitted, PDF files cannot send information to the Internet.

Farms

Identity Change Settings... '

International

mmﬂ, ~ Automatic Updates

JavaSeript

Measuring (2D) I Load trusted root certificates from an Adobe server (ne persenal information is sent)

Measuring (3D)
Measuring (Geo) £sk before updating Wpdate oo I

Multimedia (legacy)

Multimedia Trust (legacy)

Online Services ey |
Reading

Reviewing

Search

Security

Security (Enhanced)
Spelling

TouchUp

Tracker

Trust Manager
Units & Guides

14l 4

OK 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 i 1[

PDF files may connect to web sites to share or get information.
" Allow PDF files to access all web sites

* Custom setting

" Block PDF files' access to all web sites

-~ Specify Web Sites to Allow or Block

Host name(www.example.com):

Allow Block
~Web Sites-
Delete |
Lhlane Laccess [
|- http://eformservice.faa.gov Ahways Block

Default behavior for web sites that are not in the above list:
" Always ask

" Allow access

" Block access

0K Cancel

4

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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8.10.2 Attachment Dimensions

1. Only 8% by 11 or European A4 (Portrait or Landscape), or smaller, will be accepted by Aircraft
Registry. If afile 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.

8.10.3 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 .xls and .xlIsx)
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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8.10.4 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 10 (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 v11.6.602.168 (or later).
Earlier versions may not support current system functionality.

Related Topic:

System Requirements
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8.10.5 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 (and other buttons on the bottom
of the form window).

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.

+ 100%

Q: What should | do if | mistakenly routed or sent the Form 337 to the wrong person?

A: You will have to contact the person to notify him/her of the mistake and request that the form be
forwarded back to you by following the instructions under Returning a Forwarded Form.
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8.11 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 electronic 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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