AVS-AFS ELECTRONIC FAA FORM 337

USER GUIDE

Last Modified:

December 2018

Version 11.

DEPARTMENT OF TRANSPORTATION
FEDERAL AVIATION ADMINISTRATION
OFFICE OF REGULATION AND CERTIFICATION

UNCONTROLLED COPY



Form 337 User Guide

Revision:

11

Date: Dec 2018

This page left intentionally blank

UNCONTROLLED COPY




Form 337 User Guide

Revision: 11

Date: Dec 2018

REVISION HISTORY

Document
Revision

Description of Change

Date

1.0

(Web Release v1.2.2.1) Initial Release. (Document generated by
RoboHelp Online Help System and then reformatted to add Title
Page with FAA logo, headers and footers, etc. to match other
eForms documents.

05/01/2008

2.0

(Web Release v1.2.2.2) Updated screen shots for external 7.x Form
Manager Ul and Login pages to remove FAalA branding and logo.

07/25/2008

3.0

(Web Release v2.0.0) Updated for LiveCycle ES v8.2 Release

10/01/2008

4.0

(Web Release v2.0.2) Added eForms Admin link in Form Manager;
new web page template; replaced AVS Support Central with AVS
National Service Desk

09/28/2009

5.0

(Web Release v2.1.0) Updated System Requirements and updated
screenshots to reflect new versions of Adobe Acrobat/Reader.

02/25/2010

51

Prepared document for pending release on the use of AVS
Provisioning for Account Request by ASls and Industry users.
(Replaced My Profile with Default Login; added AVS Provisioning
process to request user accounts.)

06/16/2010

6.0

(Web Release v2.1.1.) Updated document to change Account
Request process from AVS Provisioning back to the old process,
replacing Default Login with My Profile, and going back to the old
account request process for ASIs and Industry users.

09/14/2010

6.1

Updated System Requirements.

11/09/2010

6.2

Added last step under Form 337 Internal User Setup

03/07/2011

7.0

(Web Release v2.1.3) Added NSD contact under ‘Before You Begin’
sections. Updated Block 3 Signature Requirements to
accommodate DAR51 signatures according to Order 8100.17.
Updated_ACO coordination of supplemental documents for Form
337 to also include DARS, not only ASIs. Added Signature
Validation for all Form 337 users.

02/29/2012

7.1

Moved instructions on Validation check for N number and Serial
number in Block 1 from RTS Agent to Form Initiator process.

09/24/2012

8.0

(Web Release v2.2) Updated System Requirements and
Windows/Adobe screenshots due to Standard Client 3.0
implementation and web template changes. Updated digital
signature request and validation processes to remove any reference
to Team Askin (TATI) as the approved certificate authority.

08/15/2013

UNCONTROLLED COPY




Form 337 User Guide

Revision: 11

Date: Dec 2018

9.0

(Web Release v2.3) Updated Login process to enable eForm 337 to
to use the PIV (Personal Identity Verification) card for FAA user
authentication. Left Navigation Panel on web pages also updated to
show two separate login links for the Industry User and for FAA
Personnel. Miscellaneous updates.

08/30/2013

10.0

Changes to Helpdesk contact information, updates to User
Requirements (Adobe DC, Flash Player and Google Chrome),
added new screen shots to reflect changes made in Adobe DC.

1/8/2018

11.0

Updated screen shots to reflect changes in Windows 10.

12/2018

UNCONTROLLED COPY




Form 337 User Guide Revision: 11

Date: Dec 2018

TABLE OF CONTENTS

© N o o~ w0 N PRF

1=y (o] (= o U =TT o [ o B PO P TP PPPPPPP 1
SYSTEM REQUITEMENTS ..ttt ettt ettt ettt e bt e e s b b e e e et b et e e e b b e e e e e bb e e e e aabb e e e e anbbe e e s annbeeesannnes 1
SearChing fOr @ HEIP TOPIC «uuuuiiiiiiiiiie ittt ettt e e e e e et e e e e e e e s e sanbbeaeeeaeeeeannne 3
DoWNIoad AdODE REATET ..ottt e e e s et e e et e e e aanes 3
BIOCK OF AIIOW WED SItE TIUSTES ..iiiiiiiiiiitiiie ittt e e s e e s 4
Turn Off/ON AdODE AULO COMPIELE... ...t e e e e e e e e e s rr e e e e e e e e annes 5
L0 T T U] o o o ] o S SPPPPU PPN 6
FAA FOIM B37 e 8
8.1 (DYoL 2= IO =T o o=\ =PSRN 8
8.2 Requesting a Digital CertifiCate........iuiiuiiiiiiicc e e e e e e e anes 9
8.2.1  Internal (FAA) FOIM 337 USEIS ....ooiiiiiiiieiitiie ettt e e 9

8.2.2  External (INdustry) FOIM 337 USEIS ....cccoiiiiiiiiiiiieae ettt e e e e 10

8.3 Installing Digital CertifiCate ........uoiiiiiiiiiiie e e 10
8.3.1 Prepare Adobe Reader (and Acrobat Professional if installed)..........ccccccooeiiiinenennn. 11

8.3.2  Importing the digital CErtifiCate...........uuiiieiiiiiiiiiic e 12

8.3.3  Viewing a correctly installed digital certificate from a Trusted Certificate Authority...19

8.4 Digital SIgNature StAtUS ICONS ...coii it e e e e be e e e e e e e e aanes 19
8.4.1  DEfiNITIONS .. .eiiiiie it 20

8.4.2  Checking When the Document Was SigNed..........cccovvviviiiiieeeeiiciiieeee e e sinenee e 20

8.5 Problems AccCesSing the SYSteM ... 21
8.5.1  ACCESSING the SYSIEIM ...ooiiiiiiiiiiiii e 21

8.5.2  Airmen Certificate NOt FOUNG ........coooiiiiiiiiiiiii et 21

8.5.3  Airmen Certificate REVOKEM..........oviiiiiiiiiiiiiite ettt 21

8.5.4  Digital Certificate EXPIred .......ccoiiiuuiiiiiiiei et 21

8.5.5  LOCKEA ACCOUNL .....ciiiiiiiieiitiie ettt ettt et e et e e e e e e snneee s 21

8.6 WOrking With the FOIrmM ... 22
8.6.1  Form Field INfOrMAaLION .......ccoviiiiiieiiee e 22

8.6.2 FOrm Manager ICONS .....ouuuiiiiiieiiieic e e et e e e e e et e e e e aaees 25

ST T Vo (o 10 To TN o) =Y 27

8.6.3.1 TO AU @ NOE: ...oiiiiieiiii et 27

8.6.3.2 TO UPdate @ NOLE: ... e e e e e e e e rre e e e e e e e e nnnes 28

8.6.3.3 TO Delete @ NOLE: ...ccciiiiiee it 28

8.6.4  File AHACHMENIS ....coiiiiiii e 28

8.6.4.1 Adding a File AttaChment ............coviiiiiiiiii e 29

8.6.4.2 File Upload LIMItation ........ccoeoiiiiiiiiiiiiieee et 32

UNCONTROLLED COPY




Form 337 User Guide

Revision: 11

Date: Dec 2018

8.7

8.8

8.6.5

8.6.6

8.6.7
8.6.8

8.7.1
8.7.2
8.7.3
8.7.4
8.7.5
8.7.6
8.7.7
8.7.8
8.7.9

FAA Personnel Users

8.8.1
8.8.2
8.8.3

8.8.4

8.8.5

8.8.6

8.6.4.3 Saving an Attachment ............cccovcvieiiniiei i,
8.6.4.4 Updating an Attachment.............ooccvviieieiiiiiiiiiiieeeeeen,
8.6.4.5 Deleting an Attachment ...........ccooooiiiiiiiieiniiiiiieeeee,
Forwarding @ FOIrM ...
8.6.5.1 Returning a Forwarded FOrm .........cccccceeeeeviiiinnneneeennn,
Changing Task DesCription .........cccceeeeeeviiiiiiiieee e cciiieeee e
8.6.6.1 Changing Task Description in Worklist View...............

8.6.6.2 Changing Task Description in Archived View

Claiming a Shared FOrM..........cccciiiiei e
Saving to Worklist (Draft)..........ccccveeiiieei i,
Advisory Circular
Table of CONENES ...ocoieiiiiiiiee e
PUIMPOSE ..o
CaNCEllAtiON ...
Related ReguIations ...........oocuiiiiiiiiiiiiee e
INFOIMALION.....eeiiiiiiee e
ElectroniC FOrMaLt .........cccooiiieiiieiie e
Completing the FOrm 337 ...,
Administrative ProCeSSIiNg ......cuuveeiivicriiiiieeeesieriieeeeeeeessesveeees

Y o] 0 1= Lo =G R

Login as FAA Personnel.........cccccoviiiiiiiniieie e
FAA Access Permission ProCeSS.......ccovvvvveviiieeeiniieee e
Form 337 Active Directory Account Admin........cccocceeeevnneeeenns
8.8.3.1 Form 337 Group Setup......cccoeviiiiiiiiiiiiiiiiiie
8.8.3.2 Form 337 Internal User Setup .........ccceveeeeiiiiiiieeeeennn.
8.8.3.3 Form 337 External User Setup........ccccceeeeeviiiiiiieeeeeenn.
8.8.3.4 Form 337 External Disabled Accounts..............c..c......
8.8.3.5 Form 337 External User Profile Update ......................
User ACCOUNT REQUEST.......coviiiiiiiiiiiiie et
8.8.4.1 For Individual ACCOUNES ........ccoevirriiririieiieenree e
8.8.4.2 For Certificated Organizations..........cccccceevvevnvineneeennn.

Document Approval ProCESS.......cuvveeviicivrieeieeeeessiinineeee e e e

8.8.5.1 Signing and Certifying Approved Documents

8.8.5.2 ASI/DAR and ACO Coordination.........cccccceveevvveeeeeennn.
Using the System as an ASI.........occoceeiiiiiiiiiiieeieee e
8.8.6.1 Field ApProval.........cccoiuiiiiiiiiiiiiieeee e

UNCONTROLLED COPY

Vi




Form 337 User Guide

Revision: 11

Date: Dec 2018

8.9

8.8.6.2 Signing BIOCK 388 aNn ASI ......cooiiiiiiiiiiiee e 77
8.8.6.3 Approving/Rejecting @ FOMM .........uuiiiiiiiiiiiiieie e 79
8.8.6.4 AddiNg AtACHMENTS ......eiiiiiiiiii e 81
8.8.7 FAA FOIM 337 REPOITS. ... 82
8.8.7.1 GeNErating REPOITS .......uuviiiiieeiie it e e e e s e e e e e s s snrrre e e e e e s e e nanes 82
8.8.7.2 Report VIEWEE TOOIDAT.......ccccciiiiiiiiiieie et e e e e srrrre e e e e e 85
Ta Lo TV B Y U L= 3PP 87
SR A V£ (-1 o o T 1 o 1 SR 87
8.9.1.1 Login @S INAUSIIY USETI......ceiiieiiiiiiieiiiee e e e n e e e s s sarree e e e e e e ennes 87
8.9.1.2 AcCOUNt LOGIN SEIECION. .. .ccviieiiiiciieiiie et e e e 91
8.9.1.3 Editing Individual Account Profile ..o 93
8.9.2  ODbtaiNING USEI ACCOUNTS ... ..eiiiiiiiiiieeitiiee ettt ettt ettt e e sbee e e e sbee e e s anneeens 95
8.9.2.1 INAIVIAUAI ACCOUNTS.......eeiiiiiiiiie ittt e e saneee e e 95
8.9.2.2 Certificated Organization ACCOUNTS ........coiiiuuuiiiiiieee it e e 96
8.9.3  Using the System as a FOrm INtiator ..........ccuueiiiiiiiiii e 99
8.9.3.1 OpeniNg @ FOIMM 337 ... ..ttt e e e e e e e e e e e e e e e anes 99
8.9.3.2 Search Button (BIOCK 1) .....ccceiiiiiiiiiiiiiee et e et e e e 99
8.9.3.3 AddINg @ NEeW BIOCK 8 .......coviiieiiiiiiiiiee e 101
8.9.3.4 Working with AttaChmEeNtS.........ccoccuiiiiiiee e 102
8.9.3.5 COMPONENE REPAIN .....cceevieiiieie e e it e e e e s ses e e e e e e s s e e e e e e s ennnnrneeeeeees 102
8.9.3.6 Complete Button and Routing Information .............ccccoeecvivvveeee e, 103
8.9.3.7 Forwarding @ FOMM 337 .....oouiiiiiiiiiee ettt 108
8.9.4  Completing Form 337 as an Installer of a Component............ocecvveieeeeeeiiiiiiiieeneeenn. 108
8.9.4.1 Installing @ COMPONENT........cuuiiiiiiiiie ettt 108
8.9.5 Using the System as an RTS AQENt......cooiiiiiiiiiiiiiiieeee e 112
8.9.5.1 Form Field INfOrmation ............ocoiuiiiiiiiiiie e 112
8.9.5.2 Opening and Reviewing the FOrm 337 ... 113
8.9.5.3 Add/Remove Interim Inspection and Signature BlocK.............cccoeecvvvvnneennn. 114
8.9.5.4 Reject for REtUIN t0 SEIVICE .......cccuviiiiiie e 115
8.9.5.5 Approve for REetUrN t0 SEIVICE .......cuuviiieee et 116
8.9.5.6 Validation ChECKS.........ccciiiiiiiiiiii e e 118
8.9.5.7 Emaiil NOUfICAtIONS .....ccviiiiiieiiie e 119
8.9.6  Using the System as @ DESIJNEE .....cceveeiiiiiiiiiiiie e e e e ranaren e 120
8.9.6.1 Signing BIOCK 3 8S & DESIGNEE.......ceiiiiiiiiiiiiiie et 120
8.9.6.2 AppProving/ReJECtING @ FOMMN ....ccoiuiiiiiiiiiie it 123
8.9.6.3 ASI/DAR and ACO COoOrdiNAtiON .........uuvteiiiiieeiiiiiee et 125
8.9.7  Certificated Organization USEIS .........cocoiiiiiiiiiiiiaeaiiiiiiee et 133

UNCONTROLLED COPY
Vii




Form 337 User Guide

Revision:

11

Date: Dec 2018

8.9.7.1 Selecting and Changing the Default

8.9.7.2 CertOrg Worklist

8.9.8  Deleting Tasks and System Purge

8.10 Troubleshooting
8.10.1 Data Connection Security Warning

8.10.2 Attachment Dimensions

8.10.3 File Types

8.10.4 Configuration Conflicts

8.10.5 Frequently Asked Questions

S0 R B 1= 1T [ 4o ] K-S T PP PP P PP PPPTPURPRPPIN

UNCONTROLLED COPY

viii




Form 337 User Guide Revision: 11

Date: Dec 2018

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 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 helpdesk 24 hours/7days a week.

Phone: 1-844-FAA-MYIT (322-6948)
Email: Helpdesk

System Requirements

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

Windows Platforms (Supported by Aviation Safety)

e Adobe Acrobat/Reader DC

e Adobe Flash Player v28.0.0.126 (or later)

e Intel 1.3 GHz processor (or faster)

e Microsoft Windows 7 and Windows 10

e 128MB of RAM (256MB or higher recommended)

e 335MB of available hard disk space

e Microsoft Internet Explorer 11 (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)

e Firefox

e Apple Safari

e Microsoft Edge

Macintosh

e Adobe Reader DC (or later)

e Adobe Flash Player v24.0.0.94 (or later)

o PowerPC G4, G5, or Intel processor

e Mac OS Xv10.4.11t0 10.5.6

e 128MB of RAM (256MB or higher recommended)
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e 405MB of available hard disk space
e Safari 2.0.4 (or later)

Linux

e Adobe Reader DC (or later)

e Adobe Flash Player v24.0.0.94 (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
¢ 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)
e 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 DC (or later)

e Adobe Flash Player v24.0.0.94 (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: 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 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.

I?" Before You Begin

.?L System Reguirements
I?L Block or Allow Weh Site Trusts o)
f?" Turn OfffOn Adobe Auto Complete

eForms

Form 337

Home = Before You Begin

Before You Begin

Download Adobe Reader

How to check which version is currently installed

1.

R

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.

If it does not 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

o g0 s~ w NP

Close all open applications and programs.

Click the Start Button and select the Settings menu item (if available).
Click on Control Panel.

Click on Programs.

Click on Programs and Features.

Once the Programs list appears, do the following:

a. Scroll through the list and select the older, unsupported version.
b. Right Click and choose Uninstall.

c. Click Yes.

d. Follow the onscreen removal instructions.

e

When prompted, reboot the computer.
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7. Once rebooted, install the supported version using the following instructions.

Adobe Reader Install Instructions

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

Get Adobe
Fteader"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.

© o N o g kM 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

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.

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

Click the Allow button.

Click the OK button to save and close the Preferences.

N o o~ w0 Dd P

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.

o g A~ w N PE

Click the Delete button.
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7. To allow the web site:

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

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

CE . W U O A

Categories: General
Commenting & o Autormatically calculate field values
Documents [¥] Show focus rectangle [ v Barcode P! ]
anage reode Parameters..
el cscrem 7] Show text field gverfiow indicator ?
General ¥
Page Display Abways hide farms document message bar
| Showy field preview when creating or editing form fields
3D & Multimedia
Accessibility Highlight Color
Action Wizard
Catalog | Sheaw border hover color for fields

| Coler Management
| Convert From POF

ayvart To POE E Bequired fislds highlight color _l|
Forms

]denmy. Auto-Complebe
Internatianal

Fields highlight color: ]|

Internet Remember numencal data (e.g., telephone number]

JavaScript o

B,

Advanced

Measuring (30
Measuring (Gea) off. Mo suggestions will be made while you type in form fields. Choose
Multimedia (legacy) Basic or Advanced from the drop-down box to tumn the feature on.
Multimedia Trust Jlegacy)
Online Services
Reading
Reviewing

| Search
Sacurty
Secunty (Enhanced)

oK | Conce |
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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.

User Support

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

window.

Available Functions:

Home
= Login
What's New

System Bequirements

User Support
337 Help Topics
F37 Tutorials
Fill & Frintable Form-337 PDF

Request Digital Certificate For
Non-FAA Personnel

Certificated Organization User

Account Request

eForms Applications

-+ eForms Home Page

Federal Aviation
Administration

eForms e337 Home Page

eForms - Electronic Form 337 Home Page

eForms

The Office of Aviation Safety (AV'S) provides an electronic Form Service in support of the Government PaperWork Elimination Act (GPEA) and
eGOY initiatives. Creating and submitting forms electronically greatly speeds up form processing as opposed fo 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 service 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) closest to you and request a user account to access electronic FAA Form 337. You will need to

present current FAA-issued certifications to verify you have the valid credentials required to access the system. This may require making an

appointment to visit the FSDO.

For Crganizational 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 the Helpdesk. This Digital Certificate will be used as your actual signature and is just as binding.

A ) . -
lf'* s}'\l U.S. Department of Transportation Readers & Viewers Government Sites Contact Us
Federal Aviation Administration .
) 3/ = g [ 7] DOT. Contact Info
R ,;5 800 Independence Avenus, SW e 2 ek e ) "
~Stargg ot - USA.gov Email

Washington, DC 20591
1-866-TELL-FAA (1-866-835-5322)

Recovery.gov Site Feedback

Web Policies Regulations.gov

Web Policies & Notices Data.gov
Privacy Policy
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To contact the Helpdesk, click on “User Support” on the home page. The following window
displays, which contains the phone numbers and an email link to the Helpdesk.

\ Federal Aviation eForms e3237 Home Page
!

) Administration

Available Functions: eForms User Support

Home User support is available from the Helpdesk for help with many different aspects of the eForms. The Helpdesk can help with access,
» Login passwords, and some level of application support.
What's New ‘Web-based on-line help and tutorials are available from the help and tutorial sections accessed from the main eForms web site.

System Requirements

Aviation Safety User Support is provided for the eForms only for specific Windows platforms.

User Support
Please visit the eForms "System Requirements” page for a listing of computer hardware, software and operating systems supported.

337 Help Topics

237 Tutorisls Contact the Helpdesk at:

Fill & Printable Form-337 PDF 1-844-FAA-MYIT (1-844-322-6948)

Request Digital Certificate For
Mon-FAA Personnel Email the Helpdesk

Certificated Organization User
Account Request

eForms Applications

-+ eForms Home Page

To access the eForm Service Help Topics and the User Guide, click on “337 Help Topics” on the
home page. The following window displays, which contains the link to the Help Topics and User
Guide.

Federal Aviation eForms e3327 Home Page
|

I Administration

R et - eForms - Form 337 Help Topics

-
_r Form 337 Online Help.

» Login This Form 337 Online Help system guides you through the different aspects of filling out and processing the electronic Form 337, 1t walks

e you through Form Manager, discusses Form Manager problems, general Form 337 guestions, digital certificates and much more.
ars New

System Requirements Form 337 User Guide.
This Form 337 User Guide iz a PDF document of the complete Form 337 Online Help system. It is available here for download.
<ZE L (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.)

337 Tutorials Advisory Circular, Related Notices and Guidance.

BT T P Access to current advisory circular, notices and guidance related to the FAA Form 337

Request Digital Certificate For v-GO - Reduced Sign-On Solution Information. (FAA Aviation Safety Personnel Only)
Mon-FAA Personnel FAA internal users can use the Oracle Enterprise Single Sign-On (ESS0) to access the eForm Service. FAA personnel can use this link to

D e Liser learn more about how to use the ESSO program.

Account Request

eForms Applications

-+ eForms Home Page
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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.

Available Functions:

Home

» Login

What's New

System Requirements

User Support

337 Help Topics

Fill & Printable Form-337 PDF

Request Digital Certificate For
Non-FAA Personnel

Certificated Organization User

Account Request

eForms Applications

-+ eForms Home Page

Federal Aviation
Administration

eForms - Form 337 Tutorials

Commeon

Introduction

Adding Notes

Forwarding a Form 337
Working With Attachments

eForms e337 Home Page

Industry

User Account Request

Login Tutorials

Initiating a Form 337

Processing Form 337 as an RTS Agent
Approving { Rejecting Form 337 as a Designee
DAR 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.

FAA Personnel
User Account Request
Login Tutorial

Approving ! Rejecting Form 337 as an ASI
AS| and ACO Coordination

Signing and Certifying Approved Documents

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 shown in the example below. Select your signature from the drop-down box
and then click Sign.
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Sign Document ot
Sign As: Test 337 User (GlobalSign PersonalSign 2 (g
Issued by: GlobalSign PersonalSign 2 CA - SHAZ256 - G3 More Details

Appearance; Standard Text s

Digitally signed
TeSt 337 by Test 337 User
Date: 2018.12.11

User 12:37:37 -06'00'

Click Review to see if document content

may affect signing Review..

Help Sign Cancel

8.2 Requesting a Digital Certificate

A Digital Certificate is a signing certificate or signature issued by a Certificate Authority for digitally
signing PDF documents. To fully utilize 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 helpdesk for detailed instructions and support.

IMPORTANT: When requesting a digital certificate, submit your full legal name (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
email their request to obtain a digital certificate along with following information to: 9-AWA-
AVS-AFS-WebOPSS@faa.gov

¢ Name: (i.e. John Doe, John A Doe, John A. Doe, Jr.)
e Email:

e CHDO: (i.e. NMO03, SO19)

¢ Location: (i.e. Denver, CO, Miramar, FL)

¢ Project: (i.e. WebOPSS and/or 337)
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e After submission of the request as described above, ASls will receive digital certificates via an

email invitation from the FAA-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.

Available Functions:

Home

» Login

What's Mew

System Requirements

User Support

337 Help Topics

337 Tutorials

Fill & Printable Form-337 PDF

Request Digital Certificate For
on-FAA Personnel

Cerificated Organization User

Account Regquest

eForms Applications

-+ eForms Home Page

Federal Aviation
Administration

eForms - Electronic Form 337 Home Page

eForms

eForms @327 Home Page

The Office of Aviation Safety (AV'S) provides an electronic Form Service in support of the Government PaperWork Elimination Act (GPEA) and

eGOV initiatives. 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 Major

Fepair and Alteration in an efiort to save time and efiort in service to Industry customers and to promote Aviation Safety.

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) closest to you and request a user account to access electronic FAA Form 337. You will need to
present current FAA-issued certifications to verify you have the valid credentials reguired to access the system. This may reguire making an

appointment to visit the FSDO.
or Crganizational User Account Reguests, 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 reguest 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 the Helpdesk. This Digital Certificate will be used as your actual signature and is just as binding.

e You will go through an Identity Authentication process where you will be required to enter
personal information such as social security number, date of birth, home address, and phone
number. It is important that this information is entered accurately. A fee will be incurred if there
was an inadvertent mistake during the entry.

e You will have a chance to review your information before it is processed through Equifax.

o The system will return a Pass/Fail screen. If validation passes, a receipt will be emailed to you.
You will also receive two email messages with instructions for retrieving your new digital
certificate. If validation fails, an email message will be sent to you with more information.

8.3 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
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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 are from Acrobat Pro DC.
1. Open Adobe Reader (or Adobe Professional).

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

From the top menu, click Edit — Preferences.
If not already selected, select Signatures from the Categories listing

Click the More button located next to the Verification header.

[]When decument has valid but untrusted signatures, prompt to review and trust signers

Venfication Behavior

When Venfying:

(O) Use the document-specified method; prompt if unavailable

| (®) Use the document-specified method; if unavailable, use default method

O Always use the default method: Adobe Default Security w

Eﬂequire certificate revecation checking to succeed whenever possible during signature verification

[ Use expired timestamps

[ lgnore document validation information

Verfication Time Verfication Information
Venfy Signatures Using: Automatically add verification information when
saving signed PDF:
(®) Time at which the signature was created

Secure time (timestamp) embedded (®) Ask when verification information is too big

in the signature O Always
() Current time () Never

Windows Integration
Trust ALL root certificates in the Windows Certificate Store for:

Validating Signatures
Validating Certified Documents

Selecting either of these options may result in arbitrary matenal being treated as trusted content.
Take care before enabling these features,

Help 0K Cancel
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5. Ensure each setting highlighted in a red box (as shown above) is selected.

6. Click the OK button. The Preferences pop-up window re-appears.
7. Click the OK button and close the Adobe application.

8.3.2 Importing the digital certificate
1. Double-click the p12 or .pfx digital certificate file.

o+ 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.

Store Location
@ Current User

(O Local Machine

To continue, dick Next.

Cancel

2. Click Next
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& & Certificate Import Wizard

File to Import
Specify the file you want to import.

File name:

PS520171023704471.pfx Browse...

Note: More 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 Serialized Certificate Store (.55T)

Cancel
3. Note the path to the digital certificate file is in the File Name. There is no need to modify the
path.
4. Click Next.
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& &¢ Certificate Import Wizard

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

Type the password for the private key.

Password:

[]Display Password

Import options:

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

E! MWark this key as exportable. This will allow you to back up or transport your
Reys at a later ime.

[ #rotect private key using virtualized-based security(Non-exportable)

] Indude all extended properties.

Cancel

5. Enter your password. (*Note: Use the same password you used to download the Digital
Certificate.)

Select all check boxes outlined in red (as shown above).
7. Click Next.
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(_

“* Certificate Import Wizard

Certificate Store

Certificate stores are system areas where certificates are kept.

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

Aummahcallv select the certificate store based on the type of certificate
(O Place all certificates in the following store

Cancel

8. Keep default selection: Automatically select the certificate store based on the type of certificate.
9. Click Next.
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—

o Certificate Import Wizard

Completing the Certificate Import Wizard

The certificate will be imported after you dick Finish.

You have spedified the following settings:

Cerhte Store 5 AUtO(‘I‘lEIbLB"Y l{ieterm'necli-gy -ﬂl'llle wuar.a i

Content
File Name

10. Click Finish.

PFX

C:\Users\Stephanie CTR Tant\Downloads\MPS201812113453
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i - —— N
Importing a new private exchange keyL g

An application is creating a Pratected tem.

CryptaAP| Private Key

Security level set to Medium |[ Set Security Level... ]

| ok || Concel || Detais.. |

11. Click Set Security Level.

F ™

Choose a securty level aopropriate for this tem.

He&hest my permission with a password when this
item is to be used.

() Medium
Request my pemission when this tem is to be used.

< Back | MNext > I[ Cancel

12. Select High
13. Click Next.
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i = ™
cosroms =

Create a password to protect this tem.

Create a new password for this tem.

Password for: CryptoAP| Private Key

Password: |

Confimm:

<Back || FEnish | | Cancel

1. Enter and confirm your password. (*Note: Use the same password you used to download the

Digital Certificate.)
2. Click Finish
Click OK.

4. Click OK when prompted that the import was successful.
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8.4

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:

Intended purpose: [<.I5JI:=- -

Personal | Other People | Intermediate Certification Authorities I Trusted Root Certification| * | *

Issued To Issued By Expiratio...  Friendly Name

__qJTest 337 User GlobalSign PersonalSign 2., 6/13/2014  Test 337 User
= Test IndustryUser GlobalSign PersonalSign 2., 4/29/2014  Test User

Impart. .. H Expart... H Remove Advanced

Certificate intended purposes

<All=

Learn mare about certificates

Cloze

2. Click Close, and then click OK.

Digital Signature Status Icons

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 of 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 are using in your web browser;
the digital signature icons you see may differ from the examples show below.
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84.1 Definitions

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

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

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

14
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.

:|\ 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 DC) as shown in the example below.
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Task Details Form Attachments (0)

8.5

B8 = Q @ [1]s3

. Hame U. 5. Certificated Mechanic Manufacturer
Signatures X . Foreign Cartificated Mechanic C. Certificate No.
o 1 Sheic Y = Certhicated Rapair Sahon o
EI Validate Al ot Counry  UNITED STATES = Cetificated Maintenance Organization
-
D. | certify that the repair and/or alteration made to the units) identified in item 5 sbove and described on the reverse or attachments hereto
have been made in accordance with the requirements of Part 43 of the U.S. Federal Aviation Regulations and that the information
. furnished herein is true and cormrect to the best of my knowledge.
Rev. 1: Signed by
Extended range fuel Signature/Date of Authorized Indivi
. er 14 CFR Part 43 Digitally signed by Test 337 User
Rev. 2: Signed by Test 337 Usel oy Test 337 User ]
1 Miscellaneous Change(s} 7. Approval for Refurn to Service
Pursuant to the authority given persons specified below, the unit identified in item 5 was inspected in the manner prescribed by the
[ == Unsigned Signature Fields Administrator of the Federal Aviation Administration and is [] Approved [ Rejected
= form1[0].#subform[0].Block_3| FAA Fit. Standards - Organi Persons Approved by Canadian
) Inspecior Department of Transport
= forml[0].#subform[0].Block_3| BY nenection Authoreat Oiher (Specify)
~ FAA Designee Repair Station opzetam = —
= form1[0]#subform[0].Block 7] 4 9 =
Certificate or ignature/Date of Authorized Individual
Designation No.
FAA Form 337 {10-06) Electranic Form {FOF)

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. Users will also receive a reminder email message from the FAA-approved Certificate
Authority when the digital certificate is about to expire. To acquire a new digital certificate, follow
instructions under Requesting a Digital Certificate.

8.5.5 Locked Account
To unlock your account, contact the Helpdesk at 1-844-FAA-MYIT or email the Helpdesk.
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8.6

Related Topic:
User Support

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):

UNCONTROLLED COPY
22


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

Form 337 User Guide Revision: 11

Date: Dec 2018

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. 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. 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.

BLOCK 6
Conformity Statement:
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A. Agency’s Name and Address

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

B. Kind of Agency

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

C. Certificate Number

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

Fuel System Modification:

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

Compliance Statement:
Signature of Authorized Individual

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

BLOCK 7

Approval for Return to Service

Approval for Return to Service

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

By

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

Other

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

Certificate or Designation No.

Enter the appropriate certificate or designation number.

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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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 are added 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.

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.

‘%' 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.

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.
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-..':# ]

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.

&r 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 |

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

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

Ij 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.

{:? 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.

oA 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.

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

& 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.

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 Attachments (0)

) Attachment =) Mite

There are no items to display.

8.6.3.1 To Add a Note:
1. Select Note in the Attachments tab.
2. Type atitle for the note in the Title box, and type the text for the note in the Note box.
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3. Select the Permissions level for the note for other users who participate in the process.
Choose from the following levels:

e Read Only - Users can only view the attachment

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

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

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

8.6.3.2 To Update a Note:

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

8.6.3.3 To Delete a Note:

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

UK I ancel I
Title: Description Added By: DateAdded: DatelastModifi... Permissions:
[Z] Note Mechanicl Aug28, 20.. Aug28, 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
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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.

Aviation Safety

eForm Service - Form Manager

Preferences Messages Help~ Logout EWeIcome Ku, Kevin

337

Task Details Form

| Attachment
e S

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.

UNCONTROLLED COPY
29



Form 337 User Guide Revision: 11

Date: Dec 2018

Aviation Safety
eForm Service - Form Manager

Preferences Messages Help~ Logout EWeIcome Mechanicl

Major Repair/Alteration

Task Details Form Attachments (0)

AddMew .y attachment [ ) Mot
‘-_) L

At Browsa
Permissions | Read Only | v |
Read ol
Type Iy
Fead/Edit/Celete
FeadEdit T Cancel
. Read'Delets

Mo Access rere are no items to display.

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.
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Aviation Safety
eForm Service - Form Manager

Major Repair/Alteration

Al Mewe (=) attachment () Mot

Preference:

Task Details Form Attachments (0)

Browvise

Ml

Type | Send to Registry

| v |

Send to Registry
Co not 5end to Registry

There are no items to display.

4. Click OK when done.

Related Topic:

Attachment Dimensions
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8.6.4.2 File Upload Limitation

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

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

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

Plain Text file (specifically .txt)

Rich Text file (specifically .rtf)

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

Microsoft Visio (specifically .vsd)

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

AutoCAD (specifically .dwg)

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

3. Only 8 %2 by 11 or European A4 (Portrait or Landscape), or smaller, will be accepted by
Aircraft Registry. If a file is greater than this dimension, the upload will fail and a

message will appear for the user to resize the document and try the upload again.

4. Password-protected or restricted documents will not be accepted for upload in the Form
337 workflow. A time-out message will appear after a period of time with instructions to
verify whether the file is password-protected or restricted. The user needs to remove

the password or restriction and try to upload again.
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8.6.4.3 Saving an Attachment

Task Details Form Attachments (1)

AddMew |, attachment () Note
Plow | Browse
Permissions | Read Only |
Type I send to Registry v |
i
Title: Description Added By: Date Adde.. Date Last . Permissions:
@ iy Attachm 5end to Registry Mechani. Sep04,20. Sep04, 2008 Read/Edit/Dele.. /]{% 2 |

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
Name | Browse
Permissions I Read Cnly Zil
Type I Send to Registry \
| Ok [#] Cancel [
Title: Description Added By:  Date Adde.. Date Last .. Permissions:
U iy attachm Send to Registry Mechani. Sep04,20. Sep 04,2008  Read/Edit/Dele.. /]G%’ e ™

File Attachment

Save

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

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

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

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

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

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

7. A confirmation box appears. Click OK to update the attachment. The updated file is

attached as indicated under "Date last Modified".

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

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

Solution: Contact the helpdesk 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 helpdesk 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 () Mot
N o

Brovse
Penmissions I Read Only v |
Type send to Registry v |
) (S
Title; Description Added By:  Date Adde.. Date Last. Permissions:
O iy Attachm Send to Registry Mechani. Sep04,20. Sep(4,2008 Read/EditDele. & % T

Delete
File Atachment

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

| Delete Attachment

Proceed with deletion of My Attachment.pdf?

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.
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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

form to edit.

Process Id

B 0

24101

23905

Major Repair/Alteration

Task Details Form

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

Process Mame | Instructions 4 ! ﬂ y Updated Date v

Major Fill out this form to Electronic 11/05/2012 16:46 ]

Repair/Alterati get your repair Form for P

an approved. "IMajor -
Repair/Alterati Forward this task to another user
on" (Form
337)

FAA_Interim_ 1016/201213:26 KT

Frototype Pl

Major Your Form 337 10/04/20121251  GRTI

Renair/dlterati | submission was P

Attachments (0]

Major Repair/Alteration

Instructions  Fill out this form to get your repair approved.

Description  Electronic Form for "Major Repair/Alteration” (Form 337)
Deadline Date
Creation Date  Oct 26, 2012 - 8:03:10
Updated Date  Mov 05, 2012 - 16:46:06

Taskd 30427
Status Draftfrom created task
Process Details

Description
Creation Date
Process Mame

Process|d 0O
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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

& 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 Mame and then Select from List:

Phaone Number

Recipient

Mame 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, firsthame). User name is not case-sensitive.

3. Select the desired user from the list (see example below) and click on the Forwarding icon o
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
lii Forward this task to another user. Assign this task to another individual.

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

Type Name and then Select from List:

smith | Find I

. Mame Fhone Mumber . Email

v |2
.;-i Smith, Brian brian.sm 206-812-9553 brian.smith@cargo3a.aero E‘

Recipient

Mame ' 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. On the Task Details tab, click the “Return this task to the previous user” icon on the
bottom of the window.
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Major Repair/Alteration

Task Details Form Attachments (0)

Major Repair/Alteration

Instructions  Fill out this form to get your repair approved.

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

Deadline Date

Creation Date  Oct 26, 2012 - 8:03:10

Updated Date  Mowv 09, 2012 - 9:48:44

Taskld 30427

Status  Created

Process Details

Description
Creation Date
Process Mame

Process Id

Return this task to the previous user

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

Worklist queue.
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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
salect a form to edit

Process |d | Process

{0

8.6.6.2

Instructions
Name

Aircraft
Accident
Data
Transmittal

Wajor Mechanic

Repair/alterat submitted a Form

lon 337 for your
approval. (Tracking#:
2009000247)

Bird / Other
Wildlife Strike
Report

Description
“ .

Updated Date "

P

08/20/2009 14:27 S~
P

ks

08/20/2009 14:25 STl
P :

This Is the
electronic
form for

—
08/10/2009 14:48 ,-1'# '
P

t

“Bird / Other

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.
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The following items are READ ONLY copies of completed PDF forms and are viewable

here farup

From | o7/28/2008 g To

Process 1D

2103

to 365 days.

05/26/2008 £

Task Id Process Mame

g7 Major Repair/Alteration

Compleie v

I 05/23/2008 0B:46

%AM

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

i
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

also visible when clicking on the View icon

Sy

1 to open the form.

Process Details Audit
Selected Task 3817

= Tasks for Process Instance 2103
| L9

your repair approved.

Task Id Instructions Selected Route Creation Date Completion Date
@ 2 ET 3817 Mechanic submitted a Sep 04, 2008 - 13:57:32 Sep 26, 2008 - 13:04:56
' Form 337 faryour
%' approval. (Tracking#:
: 2008001184)
@ é 3BT0 Fill out this torm to get bE-p U, I00E - 13553085 bE-p U, ZU0E - 135018

(ﬂ?— Artachments (0

% Assignments for Task 3817
L

i% Formfor Task 3817

/)

Change the task description

3. Click on the Edit (Pencil) icon and the "Change Task Description" window appears for
you to enter the description of the task.
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Enter Mews 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 [ 7}
icon to the left of the tasks.

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

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

Process | Process Instructions Description | Updated Date'
Id Mame 4i m Hr

2103 ajor Mechanicl 09/04/2008 13:57 ;'lﬁ
Repair/Alterat submitted a Form P
ion 337 for your
approval.
(Trackingd#:
2008001184)
| & BO2 Major Mechanici 09/ 04/ 2008 13:47 {Q
Repair/Alterat submitted a Form FM

Shared task from group's or someane’s worklist. Click for more
information.

2008001178
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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 lEJ to claim and open the task for immediate

attention.

Major Repair/Alteration

Task Details

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

Process Details

Description

eation Date

Ell'f.im this task and make it your own r

rrocess Name

[l 3

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 - 12:08:14
4119

Draft from 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

Task Details Form Attachments (0)

=
0 = a J B =3
= = e} @[]: " DO@ [ ]R8 BE F
‘ Farm Approved Electronic Tracking Number ;|
'.’ OMB No. 2120-0020
5 Denrment MAJOR REPAIR AND ALTERATION P P TAR TS Oy
of Transpartation (Airframe, Powerplant, Propeller, or Appliance)
Federal Aviation
Administration
INSTRUCTIONS: Print or type all entries. See Title 14 CFR §43.9, 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 (49 U.S.C. §44701). Failure to report can result in a civil penalty for each
‘ such violation. (49 U.S.C. §46301(a)) ‘
Nationality and Registration Mark Senal No.
N | Search
1. Aircraft  Ihpge Model Series
Name (As shown on registration cermcafe) |Address (As shown on registration ce:fﬁc:ate)
Address
2. Owi
ner iy State EI
Zp Country UNITED STATES =l
3. For FAA Use Only
Ef save |54 Offline # Complete

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

view.

Preferences |

Messages eForms Admin

Help »

Logout

u,,i} vou have saved task 4342 to the Worklist view,

Weld

UNCONTROLLED COPY

44




Form 337 User Guide Revision: 11

Date: Dec 2018

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 before they can be submitted or resubmitted. Please
select a form to edit.

Process ld | Process Instructions Description / Updated Date =
Mame 'i L 3

Major Filloutthisformto  Electronic  04/30/2009 1401 &[T

Repair/flterat | getyour repair Farm far P
ian approved. "Majar
Repair/Alterat

ion" (Form
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-350

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 ok~ w0 DN PRE

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

1. The form serves two main purposes:

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

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

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

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.

EEEQ OO0 » DO [= R BET
‘ &e At least one signature requires validating. Please fill out the following form. _ — ‘

m | »

(‘ Emn;tu;uze;mzﬂ Electronic Tracking Mumber
’ 12016000291

us:amm MAJOR REPAIR AND ALTERATION 22 P TAA G Oy

of Transpartation (Airframe, Powerplant, Propeller, or Appliance)

Federal Aviation

Administration

INSTRUCTIONS: Print or type all entries. See Title 14 CFR §43.9, 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 (49 U.S.C. §44701). Failure to report can result in a civil penalty for each
such violation. (49 U.S.C. §46301(a))

Nationality and Registration Mark [ 1[Senal No.
. N 750ar arc AFST750
1. Aircraft  ppe WModel Series
FAA REGISTRY TEST FILE AFS750
Name (As shown on registration aermaafe) (Address (As shown on registration Gerﬁcate}
FAA AIRCRAFT REGISTRY TEST RECORD Address PO BOX 25504
2. Owner
City  OKLAHOMA CITY State OK
Zio 731250504 Countrv UNITED STATES i
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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 aircratft 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.

2. 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.

3. Item 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:
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c. “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.2, section 2, paragraph 5d(3).)

d. 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.)

e. 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

UNCONTROLLED COPY
49



Form 337 User Guide Revision: 11

Date: Dec 2018

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.

“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-
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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.

b. The description should refer to all applicable 14 CFR sections and to the FAA-approved
data used to substantiate the airworthiness of the repair or alteration. Forms of FAA-
approved data are contained in Order 8300.10 and AC 43-210, Standardized Procedures
for Requesting Field Approval of Data, Major Alterations, and Repairs.

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

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

a.

An FAA inspector’s signature in item 3 indicates approval of the data described in that
section for use in accomplishing the work described in item 8 of the form. The statement of
completeness in item 3 by an appropriately rated designee is a “certification of
completeness” of required data. It is not a field approval or approval of data.

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.

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.

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

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

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

5. Completed Forms. Completed forms should be submitted to the Aircraft Registration Branch,
AFS-750, PO Box 25504, Oklahoma City, Oklahoma 73125. Electronic forms are submitted
automatically through the website at: http://eformservice.faa.gov/eForm337.aspx.
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8.7.9
FAA FORM 337

Appendix |

Federal Avisiion
Agminiptraion

MAJOR REPAIR AND ALTERATION

(Alrframe, Powerplant, Propeller, or Appliance)

Form Approved

(OIS o, 21200020

€ lesciran ks Tracking My mbes

For FAR U Galy

INSTRUCTIONS: Print or type al entries. See Tile 14 CFR §43.6, Part 43 Appendix B, and AC 43.9-1 {or subsequent navision theredf) for

insructions and disposition of this form. This repor is required by lew (48 U.S.C. §44701). Failure to report can result in a civil penalty for each
such viclation. (49 ULS.C. §46301{(a))

Nationably and Rogisiration Mark [Serial Mo,
1. Alrcraft [Make Modal Serias
Hame (As shown on registation cerifcals) |sddmeas (As shown on registmbon cortficate)
i dress
2. Owner cty Sue
Zin Counry
3. For FAA Use Only
4, Type 5. Unit Identification
Repair Altaration Uit Makg Model Serial No.
D D AlRFRAME (As descnbed in Mem ¥ above)
|:| |:| POWERPLANT
d O |eroreuer
Type
D |:| AFPLIANCE T

B Conformity Statement

A, Agency's Nama and Address

B. Kind of Agency

U 5. Ceriificated Mecharic

| Maru fschurer
= Foresgn Canficaled Mecnane G, Cortificate Mo,
[=E"] 2 Cartficated Repair Sation
e Loy Caridested Mantenancs Dingangaton
D.

Imrtufy that the repair and’or akeraton made to the wnil{s) wdentilied i item 5 above and described on the everse or attac hments henelo

havir baden made B acoordance with the requinemaents of Part 43 of the U5, Federal Aviation Regulations and that the infarmation
Tumbshad harein is tree and cormect to the best of my knowledge,

Extendad rangd fuel
pir 14 CFR Pard 43
App. B

[

Signature/Date of Authorized Individual

7. Approval for Return 1o Service

Pursuant 1o the authority given

[] Approved

persons specified below, the unt identified in item 5 was inspected in the manner pmescibed by the
Administrator of the Federal Aviation Adminstration and is [ Rejected

;thpﬂl;l:rswrﬂards Manufacturar Maintenance Organzation g’w”::fnﬁ:;};nm‘“
# . ) . Other (Specifiy)

FAA Dasignea Rapair Station Ims paction Authod zation
[Cantificate or

IDasignation Ma,

Signature/Date of Authorized Individual

FAA Form 337 noos)
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FAA FORM 337 (Page 2)

MNOTICE

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

B. Description of Work Accomplished
(If more space is requied, atfach sdditonsl shesls. idontify with almaflt nationalty and rogetmbon mank and dote work complated.)

Mationalty and Regesraton Mark Dtz

[:] Addiional Sheats Ane Attachad

FAA Form 337 poad)

Related Topic:

Table of Contents
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8.8 FAA Personnel Users

8.8.1

To enter t

Login as FAA Personnel

he eForm system as an FAA Personnel User, follow the login procedure 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

What's New

System Regquirements

User Support

337 Help Topics

337 Tutorials

Fill & Printable Form-337 PDF

Request Digital Cerdificate For
Mon-FAA Perzonnel

Certificated Organization User

Account Request

eForms Applications

-+ eForms 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 Service in support of the Government PaperWork Elimination Act (GFEA) and
eGOV 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 efiort to save time and efiort in service 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) closest to you and request a user account to access electronic FAA Form 337. You will need to
present current FAA-issued certifications to verify you have the valid credentials required fo access the system. This may reguire making an

appointment to visit the FSDO.

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

Digital Certificates

An authorized electronic Digital Certificate is reguired as part of this system. If, as an Industry user, you do not already have an authorized
Digital Certificate, you may request cne using the link from the navigation menu on the left side of this page. FAA Personnel authorized to

perform Field Approvals must contact the the Helpdesk. This Digital Certificate will be used as your actual signature and is just as binding.

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

Federal Aviation
Administration

eForms e237 Home Page

System Use Notice

You are accessing a U.S. Government information system, which includes (1) this computer, (2) this computer network, (3) all computers
connected to this network, and (4) all devices and storage media attached o this network or to a computer on this network. This information
system is provided for L1.S. Government-authorized use only.

Unauthorized or improper use of this system may result in disciplinary action, as well as civil and criminal penalties.

By using this information system, you understand and consent to the following:

- You have no reasonable expectation of privacy regarding any communications or information transiting or stored on this information
system. At any time, the government may for any lawful government purpose moniter, intercept, search, and seize any communication or
information transiting or stored 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.

I Agree Exit
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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.

Available Functions:

Home

Login Dizabled
What's New

System Reguirements
User Support

Help Topics

Tutorialz

eForms Applications

< Form 337 Home Page

Federal Aviation
Administration

Federal Aviation Administration - AVS eForms - Login

*** Logged Qut *™*

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

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

UNCONTROLLED COPY

56



Form 337 User Guide Revision: 11

Date: Dec 2018

4. 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

Preferences Messages eForms Admin Hﬂlp-i Logout Welcome Bowman, Cynthia

FORMS

Q

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 -
Name L= s

*5) Favorites (1)

b |z DOT- General (2)

» = FAA-Flight Standards (6)

e

» |- FAA-General (2)
»|=| OF -General (2)

=F

» |- | 5F-General (2)

i

8.8.2 FAA Access Permission Process

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, submit a request for the removal of the ASI from the local 337User group
following the current helpdesk 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 to the helpdesk (MyIT) with the name adding the user's FAA 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 helpdesk. They will create a request ticket with that
information and assign it to the Tier 3 eForms Support group.:

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:
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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.

3.

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

a. XXXYYYOGRP_337User
b. XXXYYYOGRP_337Requester

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

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

The helpdesk will add the local groups to the national groups.
c. The 337User group will be added to the AFSOO000GRP_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 or helpdesk with the user
information.

a. The Office Manager should supply a list of the office’s ASls with Field Approval.

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

Each of the user’s accounts in Active Directory must be updated to include the following
information.

a. First Name: must contain the user’s first name
b. Last Name: must contain the user’s last name
c. Display Name: must contain Last Name, First Name

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

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

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

The Computer Specialist or helpdesk 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 helpdesk (MyIT) 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
should be escalated to eForms Tier3 for completion.

Tier 3 will initiate the external account request via FAA Provisioning Portal and notify
the helpdesk when the ticket should be closed.

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

8.8.3.4 Form 337 External Disabled Accounts

1.

The helpdesk 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 the helpdesk. The email message will ask for the ticket to be reassigned to
a helpdesk analyst and will contain permission to enable the account. The helpdesk
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 the helpdesk. The email message will ask for the ticket to be
reassigned to a helpdesk analyst and will contain the reason why the request was
denied and the contact information. The helpdesk 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 FAA Provisioning Portal. The helpdesk or eForms Tier 3 group also has the ability to
update the user’s 337 profile via FAA 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 in to 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 SFosrs Adain. Hetpvé Logout Welcome Bowman, Cynthia

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

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

»|=| DOT-General (2) | Processid | Process [ Instructions Description / Updated Date
»|=| FAA-Flight Standards (6) | Name r ! 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 eForm 337 Reports

- [ndividual eForm 337 Account Request gForm Senvice Contact Information

Ceificated Organization eForm 337 User Account Request

MyFAA Government Links Contact Us Welcome Cynthia Bowman

Updated: Friday, March 15, 2013

USA gov MSD Contact Information

DOT Intranet Readers & Viewers
MyFAA E @ _'_l @ @
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.

MyFAA eForms Admin Home

=l

Individual User Account Request
Please provide as much information as possible for contact purposes.

Required fields marked with asterisk *

* First: MI: * Last:

B | | I |

Comparw:l |

Title:l |

Address: =
or PO Box

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

*Phone.“EmaiI:l ” |

* Field Office: [Select a Field Office -

* Account Group Types: (Check all that apply)

[T Mechanic [Tl Inspection Authorization [T NonCertificated
[T Repairman [T Designee
Certificate Numbers: Comments:
=
Mechan’lc:l |
Repairman:l |
Inspection Aulh:l | Il
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.

i
i | »

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

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

7. The Industry User profiles are submitted to the helpdesk for processing. The eForms
Tier 3 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 Messages | eForms Admin Hetpvé

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

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

»|=| DOT-General (2) | Processid | Process [ Instructions
» =] FAA-Flight Standards (6) | WERL
»|=| FAA-General (2)

Logout Welcome Bowman, Cynthia

Description /| Updated Date &
r ! ] »

3. The eForms Admin Home page opens as a separate window. Click the Certificated

Organization eForm 337 User Account Request link.

eForm Service: Available Functions

eForms Main Home Page

Individual eForm 337 Account Request eForm Senvice Contact Information

eForms Admin Home

eForm 337 Reports

mmml- Certificated Organization eForm 237 User Account Request

MyFM Government Links Contact Us

USA gov M3D Contact Information
DOT Intranet

MyFAA

FAA gov

Privacy Policy

Welcome Cynthia Bowman
Updated: Friday, March 15, 2013

Readers & Viewers

B & i E
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4. You are directed to the “Certificated Organization User Account Request
Procedures” page.

My FAA eForms Admin Home

Certificated Organization User Account Request Procedures

Industry organizational POCs are instrucied to download and complete an organizational user account request spreadshest for users at their organization who will use the
glectronic Form 337 system. Centificated Organizations must follow this same reéquest process for additions or removals of those neading access to the alectronic Form
337 program. For emergency lerminations of employees, they should immediately email their POC at the local FSDO with the request and user information, who will
forward the email with their approval directly to the AVS National Service Desk email box, with a courtesy copy {cc) to the local office computer specialist.

Upon receipt of an email with the completed user account request spreadshest 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 verity all the information provided and forward the spreadsheet with a statement approving
the creation of these accounts lo their lecal computer specialist who will forward the reguest to AVS National Service Desk. (Existing protocol dictates that Mational Sendice Desk
will only accept requests for organizational account requests or changes from the local office computer specialist ) Follow the same procedure for changes (additions and
removals) requested by certificated organizations.

Once recaved, Mational Sandce Desk will bagin the process of creating the user accounts. Thay will initiate the account(s) and send out automatad email notifications with
instructions, The process is as follows

1. The new user will receive an email thatincludes a link to the AVE-Provisioning Senice Portal for user registration along with a temporary password
2. After the user has successfully registered the account 3 second email with the user legin 1D will follow.
3. The FA& POC will receive an email confirmation upon completion of the new account

Click here for Certificated Organization User Accouni Request Spreadsheet

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

i 1] ¥

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].1ls

‘) Fle Edt Wiew Insert Format Tooks Data  RoboPDF  Window Confribute  Help  Adobe PDF Type a quesk - @ X
DSHRGR PRI DB-F( - Bt Bo™ -@ff

: Arial -0 -/B 7z uElEEE s %0 BBEE|D-- AP

E2 - =
| A 18| [+ | =] ] E 1 [ - | 1 | K L | [l | ] | (=] :I_

1 Organizational User Account Requests Fi i [All fields in Red are Required) NOTE

2 Certificate Holder Name:| [Riepair Stationffaintenance Organization et ]

3 Certifioate Holder Number:

4 Ceitificate Holder District Office: {IF Differen

] Certificate Holder Email Address: [Comimon mailbo: of primang FOC) Froam Cert

£ User Account Information Below: Holdes]

First Address Individual” | Individual's Cert Dist

7 Mame: Ml | Last Mame | Job Title Address 1 2 City [ State Zip Country | Phone = Email Cert Type Mumber Dffice

8

L

1]

n

12

12 b
4

15

|

17|

B |

18

20

21

22 =
W 4 » w\Sheet1 {sheetz [ sheets / 141 | ¥
Ready LM 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 the helpdesk. (Existing protocol dictates that the helpdesk
personnel will only accept requests for organizational account requests or changes
from the local office computer specialist or a manager in lieu of a computer specialist.)

7. Once received, the helpdesk personnel will begin the process of creating the user
account(s). They will initiate the account(s) and automated email notifications with
instructions will be sent. The process is as follows:

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

e 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.

=

=

Home Insert

Page Layout

Attachment.doc [Compatibility Mode] - Microsoft Word

References

H Save

fn" Sawe As

1 save Copy as SecureZIP File
¥ save Copy as ZIP File

o Save as Adobe PDF

&5 Open

4 Open ZIPFile

. Close

Info

Recent

Mew

Save & Send

Help

21 Options

B Exit

Print
Ll
"Z‘H Copiesz |1 .

Print

Printer

/ Adobe PDF
= Ready

Settings
L Print All Pages
| Pnnt the entire document
Pages:
| Print One Sided

Only print on one side of th...

(i Collated

J '_I'I 23 123 123 E
| Portrait Orientation -
J Letter @

Office 2003 Default Margins  _

Mailings Review

Developer Acrobat

Thisis a sample attachment.

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

S50

@le_ﬂ b Libraries » Documents »

Search Documents

= i.&, |

o

Organize « Mew folder

.
~{ Favorites

Bl Desktop
4 Downloads

£l Recent Places

- Libraries
EE Documents
r‘r”' Music
= Pictures

B Vvideos

- 4 [

Documents library
Includes: 2 locations

=
Mame

1

File name: Attachment.pdf

= o

Arrange by:

Date modified

Folder =

.j@.

Type

Save as type: | PDF files (*.PDF)

= Hide Folders

Save

| |

Cancel ]

Signing and Certifying a PDF Document

NOTE: The screenshots below were taken from Adobe Acrobat DC.

1. Open the saved PDF document.

2. Click Tools on the top right area of the window, and then select Fill & Sign
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File Edit View Window Help

Home Tools Document E (=
Fill & Sign~ B X v O — e gsion

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

e O ke

You are about to create a certified document. By certifying a document, you
wvouch 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,

Teo certify a docurnent, 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.

" e
s N e

To create a signature field, first click OK to close this dialeg, 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 cptions
to complete signing.

["|'De not show this message again;
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5.  With your mouse, drag and draw the area where you wish to sign.

e e

File Edit View Window Help E

fleae- | AP OB | @0o2DR S
I_T}f1| Ik M |r -II 5% |~ | = B Tools Comment Share
.‘_. » Forms m:'ﬁ
» Action Wizard
+ Recognize Text 1

+ Protection
~ Sign & Certify

This is a sample attachment.

EJ Time Stamp Document

=

@ More Sign & Certify

8.50 x 11.00 in 1

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.

Sign Document X

Sign As:

Issued by: GlobalSign PersonalSign 2 CA - SHA256 - G3 Maore Details

Appearance:
Digitally signed
TeSt 337 by Test 337 User

Date: 2018.12.11

User 13:50:38 -06'00'

Click Review to see if document content

5o ]| cme |

7. The Save As dialog box appears. Select the appropriate folder, save document using
the same file name, and click the Save button.
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| My Documents

Savein:
-

T Name

¥

Recent Places

Libraries

A

Computer

Date modified

[ W 5

Type

Type: Adobe Acrobat Document

File Size: 67 KB
Madified: 5/17/2012 3:27 PM

4

File name:

Save as type:

Adobe PDF Fies (" pdf)

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

5] Arachment ot - e acro v | i

| Eile Edit View Window Help ®
[Bene- DESOER | @802BDE B
.- E|f1 | @ m | (=) (o) L = B Tools Comment . Share ||
ﬁ Certified by Jobn & Smith <john, smith@Faa, giv =, AYS, certificate issued by John & Smith, @ Signature Panel
| I! . I'Jl
| » Recognize Text i
» Protection
| B Sign & Certify

2% This is a sample attachment. p

o

¢a

Digitally signed by John A Smith @

John A.

Smith

DN: cn=John A Smith, o=AVS,
ous=A05-230,
email=john.smith@faa.gov, ¢=US
Date: 2012.05.17 15:40:24 -05'00°

ﬁ Validate All Signatures

@ Mere Sign & Certify

Certify

3.50 x11.00 in i

L]

-

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
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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.

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.
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Forwarding Form 337

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

Add Meve (=) attachment () Not

fmne Browsa

Type | Send to Registry =
oK Cancel
Title: Description Added By: Date Adde. Date Last Modifi.  Permissions:

Mechani. Sep04,20. Sep 04,2008

File Attachment m

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
73




Form 337 User Guide Revision: 11

Date: Dec 2018

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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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.

FAA/AVS eForm Service Task Assignment - Task 327525 has been assigned to you. © Inbox

9-amc-avs-WorkFlow-Admin@faa.gov
tome ~

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

http://eformservice.faa.gov

Instructions: Mechanicl submitted a Form 337 for your approval. (Tracking#: 2018000731)

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

&, Reply » Forward

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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WORKLIST

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 Marme 4i mi ¥ p | Date

2407 Major Mechanicl 0%/ 05/ 2008 & [
Repair/Alterat submitted a Form 12:01 PM
ion 337 for your =
% approval.
(Tracking#: r
Process Id: 2407
2406 Major TaskId: 4116 09/09/2008 -4
IRl Task Status: Assigned 10:58 AM
jon Step Name: Waiting for ASI Approval
Initiator: Mechanic1
Process Start Deate: 0 2008 12:01 PM
2302 Major Mechanicl 08/08/2008 {i P |
Repair/Alterat submitted a Form 10:53 AM -
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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.

‘Waiting for Approval

Task Details Form  Attachments (2)

B e X Q @

é@ At least one signature requires validating. Please fill out the following form.
]

I
3. For FAA Use Only

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.

Data Identification =]
1 Inspector
Signature
4. Type 5. Unit Identification
Repair Alteration Unit Make
[] ] |AIRFRAME (As

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

the form.
3. For FAA
Diata kentification
IIPhysical ldentification
|Owerweight Fight Permit
I Tuna T h_ UImit 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.

®

Sign Document

Test 337 User (GlobalSign PersonalSign 2 (g

Sign As:

Issued by: GlobalSign PersonalSign 2 CA - SHA256 - G3 More Details

Appearance: Standard Text ~

Digitally signed
TeSt 337 by Test 337 User
Date: 2018.12.11

User 13:50-38 -06'00"

Click Review to see if document content
may affect signing

Review...

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

Task Details Form Attachments (2)

B &8 X Q ©® 1 /3

éﬁ At least one signature requires validating. Please fill out the following form.
|

3. For FAA Use Only

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.

Data Identification E|

Digitally signed by Test 337 User

Inspector TeSt 337 User Date: 2018.12.11 14:03-04
06'00"

Signature

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
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column (see example below). Obtain a valid signature by following instructions under
Requesting Digital Certificate and Installing Digital Certificate.

wonsr | S I

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

Process Id Process Mame Instructions Description * Updated Date v

31410 Major  *Fhe issuer of your digital B 06/06/2013 1030 AM =& T
Repair/Alteration | signature certificate is either

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

Lguida 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.

e 7. Approwval for Return to Service
Pursuant to the 4 below, the unit entified in i 5 [ in th i the
;@ oy ) peer e e e un Dnm wﬁnspenedm e manner preseribed by S
n FAR L Sandass [ |, ; _ ! pene ety o
@ FAA Designes Repair Station Inspection Authorization
Certificate Sk of Authorized Individual
27 Designation No. -
FAA Form 337 (008 Exccireni: harm (POF) :I
850x1100in 4| | ¥}
LSy |5 00 | E 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 help topic instructions).
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337

Task Details Form Attachments (0)

Add Nev G Attachment (=) Mote

Title

Mote

There are no items to display.

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

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

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

1o the Y ghven p pecfied below, the unt dentifed n dem 5 was indpected in the manner prescrbed by the |
@ Adminisirator of the Federal Awation Admnstratan and is (] Approved ] Repected B
FAA FIL Standards - A PeEL Caaxaan
- Inspectsr Manufacturer Maintenance Ciganization ﬁ!rnwm%
5?”" e et S TEpeciy] =
Cerificate 5 af Autharized Indivicual
Em Dnimaﬁ::uu W
FAA Form 337 1208 Eiecireni: Fom (POF)
LA Processing, please wait for a confirmation message. Do not close the window.
e ——.
850x1100in 4| | 2]
(i Seee ) (). Otne | LB e || B Approve |
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4. When finished, click Logout in the upper right corner of the interface.

Aviation Safety
eForm Service - Form Manager

Messages eForms Admin Help~ i Logout : Weloome ASI1

Preferences |

FORMS

Q The following ite ms need your attention before they can be submitted or resubmitted.
Favorites Please select a form to edit
Y=

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

Please Confirm

Are you sure you want to logout?

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

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

>E ~Giheal (2) - Process Id | Process - Instructions
»|=| FAA-Flight Standards (6} | Name
> =) FAA-General (2)

Preferences | Message Forms Admin : Help~ | Logout ;| Welcome Bowman, Cynthia

Description / Updated Date =
P ! ] »

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 eFarm 337 Account Request eForm Service Contact Information

eForms Admin Home

sl cForm 337 Reports

Certificated Organization eForm 337 User Account Request

MyFM Government Links Contact Us

USA gov NSD Contact Information
DOT Intranet

MyFAA

FAA gov

Privacy Policy

Welcome Cynthia Bowman
Updated: Friday, March 15, 2013

Readers & Viewers

B E i e
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4. In the Reports Menu, select the report you would like to generate.

MyFAA eForms Admin Home

=1

eForm Services Electronic Form 337 Reports Menu

Form 337 Block 6 (Conformity) Repart Return to eForms Admin

Form 337 Block 7 (Return To Service)
Report

Incomplete Form 337 Deletion Report

Form 337 M Mumber Report

Form 337 Tracking Mumber Report

MyFM Government Links Updated: 10:15 am ET June 7, 2010

USA gov Readers & Viewers
DOT Intranet S

MyFAA B EE
FAA.gov

Privacy Policy

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

MyFAA eForms Admin Home

eForm Services Report Parameters

-

Form 337 Block 6 (Conformity) Report Parameters

Agency: | |z|Beain Date: |
Cert Number: | End Date: |

Submit |
MyFAA Government Links Updated: 10:15 am ET June 7, 2010

EE

USA gov Readers & Viewers
DOT Intranet - AT T
MyFAA B 0w E
FAA gov

Privacy Policy

e - |
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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

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 |1 of 7 b Bl |Page width =] |Select a format =] Export | =

These reports contain proprietan,=
information and are for

eForm Service Reporting Services Official Use Only
Block 6 {Conformity) Repornt deteE#ﬂ;ﬁ%gbglg,}gcbé5522

Modifier Agency: U.5. Cenificated Mechanic And Dates From 01/01,/2009 thru 07/01,/2009

196 Record(s)

Tracking Number ~ N-number + Block 6 Cert No. ~ Block 6 Submission Date ~
'E 2002000006 FOAK 334708720 1/4/2009
-3 2009000019 23APC 304726726 1/872009
-_3 2009000037 g310m 002623195 1/8/2009
-3 2009000035 g310mM 002623195 1/82009
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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.

4 ~J|1 of2 Pl

eForm Service Reportin
Block 6 (Conformity) Report

Modifier Agency: Cerificated Repair Station

!Page Width ;I
T
whole Page

S00%
200%
150%
100%
T5%
S50%
25%

10%

_Elepor @ 3

Eports contain proprietary &
ormation and are for

Official Use Only

blic availability to be
gerermined under 5 1S C 5527

ZEY (comma delimited)
TIFF file

Acrobat (PDF) file
web archive
Excel

06/01,/2007 thru 06/30/2007

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

=

4 !1 of 2 |

!

2. The next section lets you adjust the size of the report for your viewing preference.

200%
200%
150%
100%
F5%:
20%:
25%
10%:

Mirtiole Page

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

5N (comma delimited)
TIFF file
Acrobat (PDF) file
web archive
Excel

XML file with report data: This will collect the data into XML (Extensible Markup
Language) format and you will have the opportunity to save it in this format if deemed

necessary.

CSV (comma delimited): This will export data into CSV (Comma Separated Values)
format and you will have the opportunity to save the report in this format if deemed

necessary.
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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 _ S|

@ Opening "javascriptaveid{window.opent'http: [ favrsaccketk. avr.Faa, goveformsAdmn docyl, aspxt=2007001 056", _blank')"

Hyperlinks can be harmful ko your computer and data, To prokect your computer, cick only those hypetlinks from 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

8.9.11

Industry Users

System Login

Login as Industry User

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

1.
2.

Available Functions:

What's New

System Reqguirements

User Support

337 Help Topics

337 Tutorials

Fill & Printable Form-337 PDF

Reguest Digital Cerificate For
Non-FAA Personnel

Certificated Organization User

Account Request

eForms Applications

-+ eForms Home Page

Federal Aviation
Administration

U.S. Department of Transportation

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

Click the Login link on the left navigation pane.

eForms €337 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
eG0V initiatives. 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 Major
Repair and Alteration in an effort to save time and effort in service 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 (ESDQ) closest to you and request a user account to access electronic FAA Form 337. You will need to
present current FAA-issued certifications 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 the Helpdesk. This Digital Certificate will be used as your actual signature and is just as binding.

Federal Aviation Administration
800 Independence Avenus, SW
Washington, DC 20591
1-866-TELL-FAA (1-866-835-5322)

Readers & Viewers Government Sites Contact Us
A=le@lle g jo f\‘i| DOT.gov Contact Info
USA.gov Email

Recovery.gov Site Feedback

Web Policies
Web Policies & Notices
Privacy Policy

Regulations.gov
Data.gov
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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 Home Page
Administration

System Use Notice

You are accessing a U.S. Government information system, which includes (1) this computer, (2) this computer network, (3) all computers

connected to this network, and (4) all devices and storage media attached to this network or to a computer on this network. This information

system is provided for U.S. Government-authorized use only

Unauthorized or improper use of this system may result in disciplinary action, as well as civil and criminal penalties.

By using this information system, you understand and consent to the following:

- You have no reasonable expectation of privacy regarding any communications or information transiting or stored on this information
system. At any time, the government may for any lawful government purpose monitor, intercept, search, and seize any communication or
information transiting or stored 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.
1 1 Agree | Exit
U.S. Department of Transportation Readers & Viewers = Government Sites Contact Us
Federal Aviation Administration L 3] - ) S R
800 Independence Avenue, SW e “ — USA'QOV —
R, F A Recc;iery gov Site Feedback
1-866-TELL-FAA (1-866-835-5322 P )
( ) Web Policies Regulations.gov
Web Policies & Notices Data.gov

Privacy Policy
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4. Enter the user name that was supplied to you when you created your eForm Service
Account, and then enter your password. Click the Login button to access the eForms

Service System.

| Federal Aviation
Administration

Available Functions:

Home

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

» Login

What's New

System Requirements

User Support

337 Help Topics

33T Tutorials

Fill & Printable Form-337 PDF

Request Digital Certificate For
Non-FAA Personnel

Certificated Organization User
Account Request

eForms Applications

-+ eForms Home Page

=L

Readers & Viewers

. 7 .«H‘i U.S. Department of Transportation
g f.l Federal Aviation Administration
% ¥ 800 Independence Avenue, SW

“=*" \Washington, DC 20591

1-866-TELL-FAA (1-866-835-5322)

Federal Aviation Administration - AVS eForms - Login

A-paleg =W ‘E| DOT.gov
USA.gov
Recovery.gov
Web Policies Regulations.gov
Web Policies & Notices Data.gov

Privacy Policy

eForms 337 Home Page

eForms Access
User ID:
Password:
MyProfile: [] Login

Government Sites

Contact Us
Contact Info

Site Feedback

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.
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User Support
Help Topics

Tutorials

5.

Aviation Safety
eForm Service - Form Manager

FORMS

Q

= Favorites (2)
> - FAA - Flight Standards (2)

gt bunctions: Federal Aviation Administration - AVS eForms - Login
Home
RRK ARK
Login Disabled Logged Out
To login again, please close the browser and reopenit.
What's New

System Requirements

eForms Applications
- Form 337 Home Page

Federal Aviation
Administration

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

Industry users who perform work for certificated organizations will be presented with an
Account Login Selector screen. For example, an individual with an 1A 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.

After successful login, the Form Manager page is displayed and the login name
appears in the upper right corner of the page.

Preferences Messages Help ~ Logout ;Welcome Mechanicl

WORKLIST

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 Mame 4i ¥ » | Date

o Major Fill out thisform to  Electronic | 0%/09/2008
Repair/flterat getyour repair Form for 13:43 PM
ion approved. "Major

Repair/Alter
ation”
(Form 337)

Majar Your Form 337 (%/09/2008
Repair/Alterat submission was 1301 PM
ion approved by

Bowrman,

Cynthia.(Tracking#:

2008001193

Major Your Form 337 08/0%/2008
Repair/Alterat| su bmission was 0054 AN
ion rejected by
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8.9.1.2 Account Login Selector

1.

Available Functions:

Home

» Login

What's New

System Requirements

User Support

337 Help Topics

337 Tutorials

Fill & Printable Form-337 PDF

Request Digital Certificate For
Non-FAA Personnel

Certificated Organization User
Account Request

2.

Available Functions:

Home

» Login

What's New

Systemn Requirements

User Support

337 Help Topics

337 Tutorials

Fill & Printable Form-337 PDF

Request Digital Certificate For
Non-FAA Personnel

Certificated Organization User
Account Request

Federal Aviation
Administration

Federal Aviation
Administration

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.

eForms €337 Home Page

eForms Login Selector

Creetings Mechanic Three

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

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

Check the "Remember Selection” checkbox if you wish to use this

LOQ In As: selection as the default for future access without returning to this
RayzPlaneRepair selector page.

To tumn off the default, zimply check "MyProfile” the next fime you
|:| Remember Selection | Select | Iog in to the system and uncheck the "Remember Login Selection”
option.

Select your user account from the drop-down box.

eForms €337 Home Page

eForms Login Selector

Greetings Mechanic Three

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

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

Check the "Remember Selection” checkbox if you wish to use this

Log In As: selection as the default for future access without returning to this
RayzPlaneRepair selector pags.

To tumn off the default, gimply check "MyProfile” the next ime you
|:| Remember Selection | Select | Iog in to the system and uncheck the "Remember Login Selection”
option.

NOTE: Check the "Remember Selection" check box if you wish to use this selection as the

UNCONTROLLED COPY
91



Form 337 User Guide Revision: 11

Date: Dec 2018

default login for future access without returning to this selector page. To turn off the default
login, follow the steps in the next section below.

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

Aviation Safety
eForm Service - Form Manager

Preferences Message Help Logout | Welcome Mechanic2

FORMS

WORKLIST INPROGRESS m

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

Process Process Instructions Description | Updated Date‘_
@ | Name OeCs, 3

Q

>z Favorites {2)

»El FAA - Flight Standards (2)

1802 ajor Mechanici 08/27/2008 09:27 &
Repair/Alterat submitted a Form AM
ion 337 for your
approval.
(Tracking#:

200800117E)

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

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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L A
Por A

Available Functions:

Home

» Login

What's New

System Requirements

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
N' Administration

eForms €237 Home Page

o

Default Login: [¥] Remember Selection
Logging in as: mechanic1

MyProfile User Information

User ID: |Mechanic 1

First, MI, Last
Name: Mechanic One
Phone / Email testmechanic1@gmail.com
Field Oﬂice:“ v

Certificate Numbers: 2770994 {MECHANIC}
Please contact your local FSDO for any | 2770994 {MECHANIC}
certificate information corrections. | 2770984 {MECHANIC W/IA}

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

MyProfile: [T )| Login
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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 FAA Provisioning Service page, where you can modify your account.
Otherwise, click the Continue button to proceed to the Form Manager page.

Available Functions:

Home

» Login

What's New

System Requirements

User Support

337 Help Topics

337 Tutorials

Fill & Printable Form-337 PDF

Request Digital Certificate For
Non-FAA Personnel

Certificated Organization User

Account Request

eForms Applications

~+ eForms Home Page

A\ Federal Aviation
Administration

MyProfile User Information

User ID: |\ Mechanic1

First, MI, Last

Name: |echanic

Phone / Email testmechanic 1@gmail.com

eForms €337 Home Page

Default Login: [v] Remember Selection
Logging in as: mechanic1

Field Oﬁice:“

Certificate Numbers: [2770994 [MECHANIC}
Please contact your local FSDO for any (2770994 {MECHANIC}
ceriificate information corrections. | 2770984 {MECHANIC W/IA}

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

Available Functions:

Home

» Login

What's New

System Requirements

User Support

337 Help Topics

337 Tutorials

Fill & Printable Form-337 PDF

Request Digital Certificate For
Non-FAA Personnel

Federal Aviation
I Administration

Certificated Organization User
Account Reguest

eForms Applications

= eForms Home Page

page.

eForms - Electronic Form 337 Home Page

eForms

eForms e2327 Home Page

The Office of Aviation Safety (AVS) provides an electronic Form Service in support of the Government PaperWork Elimination Act (GPEA) and

eGOV initiatives. 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 Major

Repair and Alteration in an effort to save time and effort in service 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) closest to you and request a user account to access electronic FAA Form 337. You will need to

present current FAA-issued certifications 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 the Helpdesk. This Digital Certificate will be used as your actual signature and is just as binding.
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3.

Available Functions:

Home

» Login

What's New

System Requirements

User Support

337 Help Topics

337 Tutorials

Fill & Printable Form-337 PDF

Request Digital Certificate For
Non-FAA Personnel

Certificated Organization
User Account Request

eForms Applications

-~ eForms Home Page

You are directed to the 'Certificated Organization User Account Request' page. Read
the directions on this page before continuing to the next step.

eForms Form 337 - Certificated Organization User Account Request

Use the downloadable Excel spreadsheet for all organizational user account requests (i.e., Repair Stations, Foreign AMO's and 121, 135, 11K
certificate holders with a Continucus Airwerthiness Maintenance Program (CAMPY)).

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

The local FAA personnel POC will review and verify all the information provided and forward the spreadsheet with a statement requesting the

creation of these accounts to their local computer specialist who will forward the request to the Helpdesk. Protocol dictates that The Helpdesk

will only accept requests for organizational account requests or changes from the local office computer specialist.

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

1. The new user will receive an email that includes a link to the AVS-PS 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 FAA POC will receive an email confirmation upon completion of the new account.

Click here for Certificated Organization User Account Request Spreadsheet

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.

E Microsoft Excel - OrgAcctReq337[1].xls

‘) Fle Edt View Insert Format Tools Data RoboPDF  Window Contribute  Help  Adobe PDF = 3
- - T \ . . . Al E 1 G

NEEHRISGRIVE I AaR-F | 9-0-|8 = -4 5B 7

: Arial » 10 = n!giiS% s R 0| iEEE f_.'ﬂﬂv&'!i_

E2 r &
A 18| =] | [=] ] E ] Eimme H | | I [ & | L [l | ] | =

1 Organizational User Account Requests F i (AN fields in Fed are Required) NOTE — |
2 Certificate Holder Name: [Repair Stationfaintenance Organization,edc.

3| Certifioate Holder Mumber:

4 | Certificate Holder District Office: (IF Diéteren
Eigl Certificate Holder Email Address: (oo mailbos: o primean POC) Froam Ceit

g :fl.lm Account Information Below: Holdet)

First Address Individual® | Individual's Cart Dist

7 Hame: Ml | Last Hame | Job Title Address 1 2 City [ State Zip Country | Phone s Email Cert Type Mumber Dffice

g |

q |

i

n |

2 |

13| i
" |

15

L

17|

[E

18|

20 |

21 |
a2 | -/
i 4 » w\Sheett {Sheetz [ Sheet3 / 14 | =
Ready hUM v
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6. The local FAA personnel POC will review and verify all the information provided and
forward the spreadsheet with a statement requesting the creation of these accounts to
the helpdesk.

7. Once received, helpdesk personnel will begin the process of creating the user
accounts. A ticket will be opened and assigned to the eForms Tier 3 support group. The
process is as follows:

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

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

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

Preferences Messages Help Logout EWeIcome Mechanic1

FORMS WORKLIST

Q

(= Favorites

» - FAA-Flight Standards (2)

Process | Process Instructions Description | Updated
#ﬂ? iajor Repair/Alteration Id MName «]_m [+ | Date

't'f? Major Repair/flteration Compar 4o aj of Fill out this fqrm to Electronic  09/09/2008
Repair/Alterat. get your repair Form for 13:43 PM
ion approved. "Majar

Repair/Alter
ation"
(Form 337)

Major Your Form 337 05/0%/2008
Repair/Alterat submission was 13:01 PM

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

Process Id: 2405

Task Id; 4207

Task Status: Assigned

Step Name: Assigned to Modifier 09/08/2008
Initiator: Mechanic 1 09:54 Al
Process Start Date: 09/09/2008 1029 AM

2. To open an existing form (or task), double-click on the form name in the Workilist.
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.

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
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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'.

MA.JOR REPAIR AND ALTERATION

of Transporiaiion {Airframe, Powerplant, Propeller, or Appliance)

Fomm Approsved Elecionic Tracking Mumber
‘OB Mo, 2120-000
11302007

For FAA Uss Dnly

such viclatiog, (43

INSTRUCTIONS: Print or type all enfries. See Tifle 14 CFR §43.8, Part 43 Appendx B, and AC 43.B-1 {or subsequent revision thereof) for
instructions and disposition of this form. This report is required by law (48 U.S.C. §44701). Fadure to report can result in a civil penalty for each
£ 3 v | |.'+ ek E4H 1 o

Senes

|Name Az shown on reqistration cerificate)

2. Click the Search button.

Address. (As shown on regisiration certificate

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 N

N

fcrobat is atkempting to conneck to

http: ffeformservice. Faa. gov/services Miumber_|Lookup

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

v Remember e action For this site:

Help I Al

X

Block.

NOTE: This selection lets the application know that you trust this site for database

searches and web service functionality to fill in the form.

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

4. The fields in Block 1 will be auto-filled except for the Serial No. Verify the Serial No.
and enter it manually (this is an additional method of validation and will validate upon
submitting the form). You can edit any of these fields to reflect a bill of sale, a change
in the Make or Model, the change to include the Series, etc. This information is saved
to the Form 337 database.

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
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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 opersfing fmifafion changes shall be entered in the appropriate aircraft record. An afferation must be
compatible with al previous afferafions fo assure confinued conformity with the spplicable airworthiness requiremeniz.

8 Desu'ipﬁunuf'll'l'urkhmg;ﬂ
Help |

| Add a New Block ]

ished

(i move space is required, aifach additional sheets. Identify with aircrsft nafionality and registration mark and dafe work compieted.)

NTSOAR

DEND 2008

Mationality and Registration Mark

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

v

v |=| FAA-Flight Standards (2) ProcessId | Process Instructions Description / Updated Date
fjr Major Repair/Alteration Name ﬁ

#- 77 Major Repair/Alteration Compor

=l

Favorites

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 items 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

Task Details Form

me = Q 1

R
US Department
amnee  F337 Component Search Form

Administration

Step 1: Enter 10 digit tracking number and click Validate

TrackingNumber| | | | | | | | | | | | Validate

Step 2:

B save |z} Offline

Related Topics:

Installing a Component

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.

+#* Complete

‘ Form Approved Electronic Tracking Number
A TR

US Department ) MAJOR REPAIR AND ALTERATION_ For FAR s Only

of Transportation (Airframe, Powerplant, Propeller, or Appliance)
« Ramisuation”

such violation. (49 U.S.C. §46301(a))

INSTRUCTIONS: Print or type all entries. See Title 14 CFR §43.9, 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 (49 U.S.C. §44701). Failure to report can result in a civil penalty for each

Nationality and Registration Mark

Senal No.
N ‘ Search |

1 Airrraft

Ef save |54 oOffline |

«# Complete I

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.
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Adobe Acrobat )

Q fircraft Registration (M) Muriber andjor Serial Number da not match Sircraft

Registry records,

Subrit &borted,

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

i |
337 Routing Dialog [

1. Select a Type of Approval or Review:

[A\fiation Safety Inspector vl

2. Select a FAA Region:

[ CENTRAL -

3. Select a FAA Office:

[ ST LOUIS FSDO CEO3 / STL FSDO v]

4, Click on Search:

5. Select a person to approve/review this modification

[ Long, Steven N vl

3. Select the appropriate approval type and person you want approval from.

a. Select Type of Approval or Review

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

Aviation Safety Inspector
Designee

Return to Service Agent

Select the appropriate approval or review type that you need for your Workflow
Document.
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o If Aviation Safety Inspector review is selected: Whether approved or rejected,
the Form 337 will be returned back to Initiator

o |f 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 hecessary for the form to move to
the next stage of the workflow.

b. Select FAA Region

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

c. Select FAA Office

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

d. Click 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.

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.
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Mﬂhummymp&mmﬁﬂhﬂmmﬂﬁun“ﬁmmnmmmmm
@ Adminisirator of the Federal Aviation Adminisiration and (] Approved. [ ] Rejected ﬂ
rMFn_snm e — o [wwmﬂ
& it = = . = Bier [Specih)
£ FAA Desgnes Repair Station Inspecten Autharizaten =
Certificate Si of Autharized Indivicual
FARA Form 337 11o-08) ‘Beciroric Fom (POF)
7 Processing, please wait for a confirmation message. Do not close the window.
 ———————————————————
850x1100in 4| | ]
lﬂsamH‘_-:gol'ﬂineJ l_mact [l:ﬁ"qpmj

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.

wonsr | S I

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

Process Id Process Mame Instructions Description * Updated Date v

31410 Major r"'lheissuernf}rnurdigital B 06/06/2013 10:30 AM. o [T

Repair/Alteration | signature certificate is either
unknown or not trusted.
Signers must use a valid
digital signature issued by an
Fas approved certificate
authority. 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.
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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

Preferenc Massages Help ~ Logout | Welcome Mechanic2

IN PROGRESS

The following iterns are READ OMLY copies of POF forms that are in progress. Go to My Worklist

to edit forms.
v[g Favorites ECTHQETE

» ||| FAA-Flight Standards (3) Process || Tracking | Process Step . Assigned To - Updated Date
D Murnber Marme Narme

74732 2012000088  Major - Waiting . ASI - 02/17/2012 13:21 PM
Repair/Alter  for As
ation Approval

2012000041 | Major Assigned  Mechanicl 01/23/201208:28 AM
Repair/alter | to
ation Maodifier

2012000017 Major Waiting  Machanicl 01/11/201208:11 AM
Repair/Alter  RTS
ation Approval

2011000207 | Major Waiting = Mechanicl 02/03/2012 13:50 PM
Repair/alter | RTS
ation Appraoval

2011000885 Major Waiting  DAR1 12122017 10:10 AM
Repair/alter  DAR

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

7. When finished, close the system by clicking Logout in the upper right corner of the
Form Manager window. Make sure process is completed before clicking the Logout
button.

Aviation Safety
eForm Service - Form Manager

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

Preferences Messages Help+ Logout EWEIcome Mechanic2

v=l Favorites

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

se Confirm

Are you sure you want to logout?
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8.9.4

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

- . . . . [E save
certificated organization only need to click the Save to Worklist (Draft) button L= """ J
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.

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
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category.

FORMS WORKLIST

Q

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

v (S Favorites
v |=/ FAA-Flight Standards (2) [ Process|d | Process [ Instructions Description ,'. Updated Date -
-{} Major Repair/Alteration | . Marme . M i ] »

#- <7 Major Repair/Alteration Cornpor

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 =
BB XEQ 1]

=
R
US Department
e F337 Component Search Form
Administration
Step 1: Enter 10 digit tracking number and click Validate
4 - 4
Tracking Number| | | | | | | | | | | | Validate
Step 2:
B save |=L offline «# Complete
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3. Blocks 1 and 2 are required fields and must be completed before clicking the Complete
button on the bottom of the window.

Form Approved Eectronic Tracking Number
Q {OMB Mo 21200020 Z‘
= _ MAJOR REPAIR AND ALTERATION e e
of Tranzgarad
C ke (Airframe, Powerplant, Propeller, or Appliance)
Admintstration
INSTRUCTIONS: Print or type all enfries. See Title 14 CFR §43.0. Part 43 Appendix B, and AC 43.8-1 {or subsequent revision thereof) for
instructions and dispesition of this form. This report i required by law (43 U.5.C. §44701). Failure to report can result in a civl penalty for each
_|_such violation (48 11 5 C_E4A301(a))
THationality and Hegestrabon Mark Tenal Mo
N =
1. Aireraft i Model Seres
Mame (As shown on regrstrafion cerificate) Address [As shown on regisiafion certificaie)
Address
2. Owner oty P |1|
Zp Courtry  UMITED STATES =
3. For FAA Use Only
Authorization
Numbes
IElm\ﬂl'z Signature I
-

4. Place the cursor in the middle of the Nationality and Registration mark field to the right
of the “N” and type in the aircraft number. Then click Search.

Mationality and Registration Mark Senal No.
N 750AR] | Search |
Make Model Series
Search

e e SO LB S Sy} VA 00 FA - i mm e i Al BB

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 E il

Acrobat is aktempting to connect to
! http: ffeformservice.Faa. gov)services/Miumber_Lookup

If wou brust the site, choose Allow, IF vou do nok trust the site, choose Block,

Iv 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.
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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

1. From the "Worklist” tab on the Form Manager, double-click on a Form 337 submitted for
approval to Return to Service. Each task can be identified by the unique Process ID.

NOTE: Placing the mouse pointer over a task will display detailed information about

that task.

WORKLIST

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

select a form to edit.

Process |d | Process Instructions Description o Updated Date o
Mame 1 /1 »

850 Major Ku, Kevin submitted a
% Repair/Alterat  Form 337 foryour

Process Id: 850

Task Id: 1026

Task Status: Assigned

Step Name: Waiting RTS Approval

Initiator: Ku, Kevin

Process Stant Date; 07/24/2008 10:08 AW
Vid]u oL T 1 Farm 337
Repair/Alterat | get your repair
ian approved.

2. Review the Form 337 submission.

NOTE: Take special care to make sure the Registratio

0B/12/2008 15:15 .ﬁi
I

OB/0R/2008 14:31 .1;.
P

07/24/2008 10:06 %
AM

n and Nationality Mark and the

Serial Number are accurate. A validation check will occur on submit if approved (see

Validation Checks).

Fonm Appnoresd Elecimanic Tracking Mumiter

Q MN:IIIJJ-DIE‘D 2008001573
A i ) MAJOR REPAIR AND ALTERATIDN_ For FAA Uss Oniy
of Tanspartaticn [Airframe, Powerplant, Propeller, or Appliance)

Adminicration

such wiolai

INSTRUCTIOMS: Print or type all enfries. See Tille 14 CFR §43.8, 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 (49 ULS.C. 544701). Falure to report can result in a civil penalty for each
A

Ty and Pegiation ek T e,
T50AR TEL AFST5D

1. Aircraft

-rlih T
FAA REGISTRY TEST FILE AFSTE0
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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.

|5upplementaIText|
Femove Interim Inspection and Signature Block

Signature/Date of Authorzed Individual
-

Intzrim Inspection
Comments
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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.)

| 4
Waiting RTS Approval X

Task Details Furml Attachments (0) I

AddMew | attachment (o) Note
L L

Title

Mote

Permissions Read Only -

oK Cancel

There are no items to display.

2. Select the Rejected checkbox in Block 7.

7. Approval for Return to Service
Pursuant to the authonty given persons specified below, the unit identified in tem 5 * in the manner prescnbed by the
[ ] Rejected

Administrator of the Federal Aviation Administration and is Approved
FAA Flt. Standards . — Persons Approved by Canadian
Inspector Manufacturer Maintenance Organization Department of Transport
BY i o er (Specify)
FAA Designee Repair Station Inspection Authorization Tuh
Certificate or Signature/Date of Authorized Individual
Designation No. =

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.

4. A“Processing...” message will appear at the bottom of the first page of the form. The
form is then sent back to the Initiator.
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850x1100in 4|

FAA Form 337 (o6

Becireric Ferm POF)

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

L
| 7. Approval for Retum to Service j
Pursuant 1o the auwthority given persons specified below, the unit dentfied in item 5 was mspected in the manner preserbed by the
Adminstrator of the Federal AviaSon Administration and is [ Approved  [X] Rejected
. FAA Fit Standards - P Permont Approved by Canadian
{ Wispiector Manufacwurer Maintenance Organization Deparment of Tranepan
i Other (Specit] ~
FAA Desgnes Repar Station Inspettion AuthaREIbon
Cartficate or Signature/Date of Authorized Individual
:‘_{f/‘-f Designation MNo. %’

LE‘SGHE J B Offline
REEE J

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

Pursuant to the authority given persons specified below, the unit idgr

== h was inspected in the manner prescribed by the
Administrator of the Federal Aviation Administration and I1s [ ] Rejected
::na:gel:ljllbrSlandards Manufacturer Maintenance Organization gprs:rr;igﬂpgfug“g;):nadlan
BY i o er (Specify
FAA Designee Repair Station Inspection Authorization ?Lh
Certificate or

Designation No.

Signature/Date of Authorized Individual
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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.

Sign Document X

Sign As: Test 337 User (GlobalSign PersonalSign 2

Issued by: GlobalSign PersonalSign 2 CA - SHA256 - G3 More Details

Appearance: Standard Text ~

Digitally signed
TeSt 337 by Test 337 User
Date: 2018.12.11

User 13:56:38 —0.6'0.0'

Click Review to see if document content :
may affect signing Review...

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.

e | 7. Approval for Relurn to Service ;}
Pursuant to the authority given mmuhdbdwhwutdu‘ﬁrdmhmiwamudnﬂummb'dwh
Administrator of the Federal Aviation Administration and is E Approved
e rMFltsum e y s Organizati ‘ Pam%waum
= o Ciher {Speciy) —
FAA Designee Repair Station Inspection Authonzation
b Certfcate or SignatureDate of Authorized Individual
5:;4 Designation No. %
@ FAA Form 33T (1o0ce) [Emctronic Farm (POF)
Processing, please wait for a confirmation message. Do not close the window.
7 as0x1100in < | | [
| B Save | | [2 Offline « Complete
| Mhur ) )
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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

P Aircraft Registration (M) Mumber and Serial Mumber are empty, Is this Form For

ot component repair? IF it is not, please select 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.

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

Process Id Process Name Instructions Description * Updated Date r

31410 Major f"ThEissuerofyﬂurdigital h 06/06/2013 10:30 AM. o [T

Repair/dlteration | signature certiticate is either
unknown or not trusted.
Signers must use a valid
digital signature issued by an
Fas approved certificate
authority. Please see the
program's online Help or
contact the Service Desk for
Lguida nece"

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:

Y-amc-avz-wWorkFlow-Admin 0ar27r2008 09:19 Akd 2403 Tazk Azsignment - Process: 337, Task 3508 has been assigned 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:

-arnc-avs-WorkF 091572008 T1:31 Ak 3.988.683 & Fas 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.

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
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statement, add your Authorization Number, and click on the Designee Signature field.

-
Waiting DAR Approval X
TaskDetails = Form  Attachments (0) =
% % | ¥ f3 | W ‘ (- H ‘ Pl Comment | Share
@ ..:(.;c[ﬁast one signature requires validating, Please fill out the following ﬁ St Highlight Existing Fields
Ty R ity CHLAHOMA CITY sl OK
L) acuos [l
3. For FAA Use Only ]
y
&
lﬁ] @ 5] Autharizabon
T | Mumber
re— I
v Signatre Signature
e 4. Type 5. Unit e METESTION
Repair |Mbuaﬁm Unit Make | Madel | Serial No. =
850x11.00in 4] 3
lHSaveJll_‘__;,OfﬁineJ ll_,REJect“L@ApprmreJ
¥

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

3. For FAA Use Only

[ Authorization
Number

* Designese 50
Designes 51

E_ Linit identificatinn
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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

X

Sign As: Test 337 User (GlobalSign PersonalSign 2 (i

Issued by: GlobalSign PersonalSign 2 CA - SHAZ256 - G3

Appearance: Standard Text v

Digitally signed
TeSt 337 by Test 337 User
Date: 2018.12.11

User 13:50:38 -06'00

Click Review to see if document content
may affect signing

More Details

Review...

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) =
S| @[3 NG |[@[m]-]]|e >  comment share
@ i:]t[t:?st one signature requires validating, Please fill out the following | Eq ittt Tl Highlight Existing Fields
e ity CHLAHOMA CITY Saate OR 1
[L] T =
3. For FAHQ Use Only =
é-// The dala idenfled nerein compiles with the applicabie sraarininess
- requirements and Is approved for the above described alrerat, subject
2 conformity Inspection by 3 persan authorized In sectlan 43.7.
ﬁ B Deslgnee 51 : AUMONZANoN gesanq
_ e [ oeo= John A. Smith EESSAEEa
Ié".é Diar JHI-E217 15361 ¢ -0
- 4. Type 5. Unit IdeMITESTER
Repair | Alteration Unit Make Model | Serial No. ¥
850x11.00in 4| v
IHSa\relll_c;,DfﬂmeJ [I—IREJMHWAPWMI
’ |

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
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column (see example below). Obtain a valid signature by following instructions under
Requesting Digital Certificate and Installing Digital Certificate.

wonsr | S I

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

Process Id Process Mame Instructions Description * Updated Date v

31410 Major  *Fhe issuer of your digital B 06/06/2013 1030 AM =& T
Repair/Alteration | signature certificate is either

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

Lguida 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.

—m 1
7. Approval for Return to Service
Pursuant to the p below, the wnit dentified in ftem 5 [ in th i the
_"? ua hdﬂn%W'mad'ﬁ uni Drlrtem ﬁnﬂ-ﬂﬁeﬂn e mamner prescribed by =
rmum R | ersons Appraved by Canadian
o S
FAA Desgnee Repair Stalion Inspecticn Aushanzation
Certficate Si of Authorized Individual
FAA Form 337 oo6) Eisctszri: Ferm (POF) :I
850x11.00in 4] | ]
(| | [ O | & Raject || [ 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)

Add Nev G Attachment (=) Mote

Title

Mote

There are no items to display.

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

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

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

1o the Y ghven p pecfied below, the unt dentifed n dem 5 was indpected in the manner prescrbed by the |
@ Adminisirator of the Federal Awation Admnstratan and is (] Approved ] Repected B
FAA FIL Standards - A PeEL Caaxaan
- Inspectsr Manufacturer Maintenance Ciganization ﬁ!rnwm%
5?”" e et S TEpeciy] =
Cerificate 5 af Autharized Indivicual
Em Dnimaﬁ::uu W
FAA Form 337 1208 Eiecireni: Fom (POF)
LA Processing, please wait for a confirmation message. Do not close the window.
e ——.
850x1100in 4| | 2]
(i Seee ) (). Otne | LB e || B Approve |

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 aform to edit

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

Please Confirm

Are you sure you want to logout?

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 | - % Attachment.doc [Compatibility Made] - Microsoft Word
Home Insert Page Layout References Mailings Review Wiew Developer Acrobat
u Save
Print
[ saveas bt
£ =] Copiess |1 .
B4 save Copy as SecureZIP File :
Print
¥ Save Copy as ZIP File
: Thisis a sample attachment.
o Save as Adobe PDF Printer
[Z5 Open 7 Adobe PDF -
= Ready
4 Open ZIP File
3
4 Clase
Settings
Info
L Print All Pages 5
| Print the entire document
Racent —1 Pnint the entir urmer
Pages:
Mew 2

| Print One Sided

_ |==| Only print on ane side of th...
{i2y Collated
el o

=

Save & Send it o R

1 Portrait Orientation -
Help E|
21 options J Ltmr ¥
& 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 =
@z » o > vocumens s~ {4y | seorchDumen
Organize ¥ New folder == - ® |
7 Favorites Document; library e iz ok~
B Desktop Includes: 2 locations
i Downloads Name ‘ Date modified Type
&l Recent Places
4 Libraries
@ Documents
dﬁ Music
[&=| Pictures
B Vvideos
- 4 I ¥
File name: Attachment.pdf -
Save as type: | PDF files (".PDF) -]
'~ Hide Folders Save I [ Cancel ]

Signing and Certifying a PDF Document

1. With the File open in Adobe Professional, select Tools > Certificates > Certify

with Visible Signature from the Menu bar.

[ e ===

This is a sample attachment.

8.50x11.00 in 4 | m
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Bate- | O O EHT &L B Rd
2 3 ;1 ‘ W | (m=) (o) ‘ = Tools | Comment Share

| » Recognize Text i

» Protection
» Sign & Certify

@ Sign Document
f Place Signature
& Apply Ink Signature

@ Time Stamp Document
//‘?.
5

B More Sign & Certify

m

Certify

‘ 2 with visible Signature

i Without Visible Signature
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2. The Save as Certified Document dialog appears. Click OK.

o

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 1D 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... |

[ Den't show again

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

F R
e W

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.

["Do not show this message again;
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4. With your mouse, drag and draw the area where you wish to sign.

5 semar - e

File Edit View Window Help
Rete- | DO O EBF oD B ,_,"
m.f1| Iy & | -) () | 75% |- | = B Tools Comment Share
—| » Forms -

» Action Wizard

» Recognize Text
* Protection
* Sign & Certify

mn

This is a sample attachment.

By Ny K

3 |
@ Time Stamp Document =|
P,
B More sign & Cenify -

Certify

830x1100in ¢ m | ¥ x

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.

Sign Document X

Sign As: Test 337 User (GlobalSign PersonalSign 2 (i

Issued by: GlobalSign PersonalSign 2 CA - SHA256 - G3 More Details

Appearance: Standard Text v

Digitally signed
TeSt 337 by Test 337 User
Date: 2018.12.11

User 13:5(-1:38 —0.6'0.0'

Click Review to see if document content

may affect signing Review..

6. The Save As dialog box appears. Select the appropriate folder, save document
using the same file name, and click the Save button.
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[ e A Nk

Date modified Type

Save in: i | My Documents

-

Name

Recent Places

Type: Adobe Acrobat Document
File Size: 67 KB
Modified: 5172012 3:27 FM

Libraries

A

Computer

4

File name:

Save as type: ’Mobe POF Files (*.pdf)

7. Enter your digital certificate password when prompted and click OK.
8. Your digital certificate is applied to the signature field.

—

|| Eile Edit View MWindow Help
B PDEBD@ ©05000 =
- E /1 | IE @ | T '!" [ ﬁ Tools Comment . Share |
i Certified by John & Smith <john,smith@faa, gdv:, AYS, certificate issued by John & Smith. @ Signature Panel
B — r
L » Recognize Text
» Protection
_| » Sign & Centify
This is a sample attachment. p

JO h n A Digitally signed by John A Smith ) i i |
*  DN:cn=John A Smith, 0=AVS, |

ou=AQS-230, ﬁ Vahdate All Signatures E

email=john.smith@faa.gov, c=Us

.
S m I t h Date: 2012.05.17 15:40:24 -05'00' [@ Mare Sign & Certify -

Certify

8.50 x11.00 in < [

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.
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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‘i% and saving the attachment to the
location desired.

Waiting RTS Approval X
Task Details Form Attachments (2)

AddmMew .y attachment | | Note
I\_.J L

Permissions | Reacl Only v

Type |5Hﬂwm Zil

oK || cancel
Title: Diescription Added By: Date Adde. Date Last Modifi.  Permissions:

Mechanl. Sep04,20. Sep 04,2008

File Attachment m

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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8.9.7 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.

Federal Aviation
Administration

Available Functions: eForms Login Selector

eForms Home Page

Home Greetings Mechanic Three
» Login 5 . N . N~
You belong to one or more Certificated Organizations. As such, you may log into the FAA eForms application as a Certificated Organization
What's New user or as yourself
System Requirements Please select the account you wish to log in as from the dropdown box below.
User Support
PP Check the "Remember Selection” checkbox if you wish to use this
Help Topics Log In As | mechanic3 ¥ | selection as the default for future access without returning to this
selector page.
Tutorials
To turn off the default, simply check "MyProfile” the next time you
e ] Remember Selection | Select | log in to the system and uncheck the "Remember Login Selection”
eForms Applications option

= Form 337 Home Page

=y T - = -
ﬁ"‘-ﬁl T °f; ansportatior Readers & Viewers = Government
= ] Federal Aviation Administration

8 7 PSIORIAR RN /| DOT..

'vn_,mlq* 800 Independence Avenue, SW d 8 = 32\\:

Washington, DC 20591

R )
1-866-TELL-FAA (1-866-835-5322)  ywab policies R

Regulations.gov
Web Policies & Notices Data.gov
Privacy Policy

Related Topic:

Account Login Selector
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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.

M L mEResEss ) emm

Q

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

> = Favorites (2)
» - FAA-Flight Standards (2) Process Instructions | Description | Updated Date -
Mame 1 l >

240 Major Your Form 337 Electronic (9/23/2008 13:53 1;
Repair/Alterat  submission was Farm for FIM
ion approved by "Major
Bowman, Repair/Alterat
Cynthia(Tracking#:  ion" (Form
2008001189 337)

Major Your Form 337 Electranic 09/23/2008 13:49 1&
Repair/dlterat submission was Form far P
ian rejected by Bowman, "Major

Cynthia.(Tracking#:  Repair/Alterat

2008001187 ion" (Form

Major Your Form 337 Electranic 09/23/2008 13:49 ﬁ
Repair/Alterat | submission was Form for P
ion rejected by Bowman, "Major

Cynthia.(Tracking#:  Repair/Alterat

2008001192 ion” (Farm

Major Your Form 337 Electronic 09/23/2008 13:49 ﬁ
Repair/dlterat submission was Farm for P

NRA =i

WARNING! Certificated organization must 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

Sa
Worklist (Draft) button [H—“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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Task Details Form Attachments [0}

=
B e = a @ 1
‘ Form Apgroved Electronic Tracking Number
' OMB No. 2120-0020
vs ::,m. MAJOR REPAIR AND ALTERATION 228200 ERR TR
of Transportation (Airframe, Powerplant, Propeller, or Appliance)
Federal Aviation
Administration
INSTRUCTIONS: Print or type all entries. See Title 14 CFR §43.9, 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 (49 U.S.C. §44701). Failure to report can result in a civil penalty for each “
such violation. (49 U.S.C. §46301(a))
Nationality and Registration Mark 1[Senal No.
N Search
1. Aircraft  pEke Tiodel Senes
Name (As shown on registration oen‘ﬁcarej Addi (As shown on registration certificate)
2. Owner @ O A & Stato =
7in Country  LINITFED STATFS FI
i save Offline  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 a Type of Approval or Review:

Return ko Service Agent

2. Select a FAA Region:

SOUTHWEST

3. Select a FAA Office:

ALBUQUERQUE FSDO SWO1 [ ABQ FSDO

4. Click on Search:

5. Select a person to approve/review this modification

Johnson, David

Complete Button and Routing Information

L 0K | | Cancel
W=

2o
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8.9.8

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

Process Id | Process Instructions Description | Updated Date '
Mame 1 l »

o Major Fillout thisform to  Electranic 09/23,/2008 15:18 @

Repair/Alterat getyour repair Form for Pl

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

2401 Major Yaur Form 337 Electronic | 09/23/2008 13:53 &
Repair/dlterat submission was Farm far P
ion approved by "Ivlajor

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 Approsed Elecionic Tracking Mumber
e (OhB Mo, 2120-0020
113007
e ) MAJOR REPAIR AND ALTERA‘HOH_ T TR Uea Oy
of Tranzporiaton (Airframe, Powerplant, Propeller, or Appliance)
Adminiciraion

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 report is required by law (48 U.5.C. §44701). Fafure to report can result in a civil penalty for each
such violatiog, (48 U S C_E48301(3

Series

|Name {4z shown on reqistration cerificate) [Address Az shown on recisration certificale

Security Warning R ﬂ
Acrobat is atkempting bo conneck ko
' http: ffeformservice. Faa, gov)services MMumber_Lookup
L

If vou trustk the site, choose Allaws, IF wou do naot trusk the site, choose Block,

¥ Remember my action For khis site:

Help I Allo 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.

x

i Acrobat does nok allow connection ko;
http: ffeformservice, Faa, gov)services MMumber_Lookup
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Adobe Acrobat

i ] This operation is onky supported For certified Forms.,

Click OK for both boxes and perform the following steps:

1. Open Acrobat Reader.

2. 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.

Preferences | 57
Categories: Trust Manager
3D & Multimedia - PDF File Attachments
Accessibility [¥] Allow opening of non-PDF file attachments with external applications
Action Wizard

Color Management
Content Editing

Convert From PDF Internet Access from PDF Files outside the web browser

Convert To PDF Unless explicitly permitted, PDF files cannot send informaticon to the Internet.
Ernail Accounts .

Forms Change Settings...

Identity

Interne’F Automatic Adobe Approved Trust List (AATL) updates

JavaScript

Language Load trusted certificates from an Adobe AATL server

Measuring (20]

Measuring (30) [] Ask before updating Update Mow

Measuring (Geo)

Multimedia (legacy) Automatic European Union Trusted Lists (FUTL) updates
Multirmedia Trust (legacy)

Reading

Reviewing .
Search [T] Ask before updating Update Mow

Security

S.ecunty (Enhanced)
Signatures

Spelling
Tracker

Trust Manager
Units & Guides [

Load trusted certificates from an Adobe EUTL server

1

Catalog Restore the default list of allowed and disallowed file attachment types:

| | concel
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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 |

PDF files may connect to web sites to share or get informaticon,

(71 Allow PDF files to access all web sites
i@ Custom setting
(") Block PDF files' access to all web sites

Specify Web 5ites to Allow or Block

Host name(www.example.com):

Allow | | Block
Web Sites
Mame Access
http://eformservicefaa.gov Always Allow

Default behavior for web sites that are not in the above list;

i@ Always ask
(71 Allow access

(71 Block access

Ok ] I Cancel

NOTE: Anytime you open a protected PDF document and a security warning dialog box
prompts you to allow or block a URL, select the "Remember my action for this site" check
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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.

8.10.2 Attachment Dimensions

1. Only 8 %2 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 .xIs and .xIsx)
Microsoft Office PowerPoint Presentation (specifically .ppt and .pptx)
PostScript Print files (specifically .ps)

AutoCAD (specifically .dwg)

2. Password-protected or restricted documents will not be accepted for upload in the Form 337
workflow. A time-out message will appear after a period of time with instructions to verify
whether the file is password-protected or restricted. The user needs to remove the password or
restriction and try to upload again. The system converts “Send to Registry” attachments to TIFF
before being submitted to the Aircraft Registry. Some attachments may be restricted PDF files
or read-only .doc or .rtf documents. This will prevent the conversion to TIFF for integration with
the Registry EDRS program.
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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 DC (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 v28.0.0.126 (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 helpdesk.

Q: What should I 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

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.

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.

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.

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.

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.

UNCONTROLLED COPY
144



Form 337 User Guide Revision: 11

Date: Dec 2018

Installer: Individual who completes the aircraft information in Blocks 1 and 2 of the €337 in the final
processing of an e337 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 FAA-approved Certificate Authority.

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
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.
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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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