New User Registration

Revision Record

in ADIP Version 6.1.0

Revision Description Date Entered By
Letter

Version 1.0 | Document Created May 6™, 2019 CGH
Version 1.1 | Updated to reflect changes | June 17th, 2020 CGH

This document has new user registration instructions for Public and FAA users.

New User Registration for Public Users is for users with non faa.gov email address.

New User Registration for FAA users is for users with faa.gov email address.
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New User Registration for Public Users

1. Click on “Register” from the Airports GIS homepage.

Welcome to the Airport Data and Information Portal

Your one stop for Airport Datal

The Airport Data and Information Portal (ADIP) helps the Federal Aviation Administration (FAA) ¢~ ect airport and aeronautical data to meet the demands of the Next Generation National Airspace System.
Guided by Advisory Circulars (ACs), the Airport Sponsor or proponents are key links in the ir”_rmation chain. Use the Airport Data and Information Portal to access airport data and submit changes matching defined business rules. FAA lines of

business are notified once data has been submitted and approved.

B Register MyAccess =) Public Login

Raquast » Funlic Aceo.rr and select yonr rale | nginMegictar wor a1l Gifan.gev sers gin tor Airparts, Sonsultants, State and orhar ssrs

2.Enter the data in the fields.

NOTE: Required fields are marked with an *

Airport Data and Information Portal - User Registration

To begin, olease complete all required fields. Your account may require additional verification so please use accurate information in the event a spedialist needs to contact you.
See the ADIP User Registration Online Help document for more information

If you are an FAA user (@faa.gov email address) you must login to MyAccess ./~ before registering.

* Email Email
* First Name First Name
Middle Name Middle Name
* Last Name Last Name
* Position Position
* Phone Phone Number Ext
* Organization Crganization
* Street 1 Street Address
Street 2 Street Address (2)
* City City
* State v
* Postal Code Zip / Postal Code

* Reason For Account

* Requested Role v
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3. Select the role (ex: Airport Manager) and click Continue.

* Airport Manager - The individual listed on the 5010 form. Responsible to create Survey and
MOS projects. Assigns Airport Staff and Consultants to projects.

 Airport Staff - Those individuals assigned to the Airport. Can work on projects assigned by
the Airport Manager.

* Consultant - Those individuals collecting and loading data to the system. Must be assigned
to projects by the Airport Manager in order to work on a project.

* NGS Validation Support - Those NOAA personnel tasked to validate survey projects.

 State Aviation Authority (Block Grant) - Available to those States listed in the FAA Block
Grant Program. They can create and work on Survey and MOS projects.

« State (DOT) - Available to those States outside the FAA Block Grant Program. They can
create and work on Survey and MOS projects.

* Email

* First Name
Middle Name
* Last Name
* Position

* Phone

* Organization
* Street 1
Street 2

* City

* State

* Postal Code

* Reason For Account

* Requested Role @

demouser7@test.com

Demo

Middle Name

User

Airport Sponsor

1234567890 Ext
Test Org

123 Main Street NW

Street Address (2)

Test City

Virginia v

20169

Airport Manager role access

Airport MBDV v

Continue

’ ‘ Cancel
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New User Registration - Set Password /

Please choose a password for your account. Your password must adhere to all of the following criteria:
e must be 12 characters or longer
e must contain one lower case, one upper case, one number, and one special character (!@#$%" &%)
e can not contain more than two consecutive like characters
* can not contain the user's first or last name

© Demo User (demouser7 @test.com) - Airport Managelr

New Password Password

Retype New Password Retype Password

Back

4. Enter and retype your chosen password to confirm they are the same. Your chosen
password must adhere to the password creation standards.

5. After password validation is successful, the “Continue” button will be clickable.

Clicking on Continue, depending on the requested role, will present the next set of questions.

Note: If the selected role is a Consultant or NGS Validation Support, no additional questions
are asked and Create Account will be displayed instead of the Continue button.
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* Airport Manager Example as Requested role:

New User Registration - Access Levels

Your requested account will have access to facilities related to your specific area of responsibility. Please select from the options below to set your requested access levels,
© test test (test32@test.com) - Airport Manager

Before registering, please verify your name matches the name of the manager in the facilities listed below. You are attempting to register as an Airport Manager. In order
to be approved as such, you must be the individual listed as the Airport Manager on the current Airport Master Record (FAA Form 5010). If you are not listed as the manager of the
airport(s) submitted, additional information/documentation may be requested from the help desk for your account to be updated to Airport Manager. In this case, please instead
register as Airport Staff and work with the internal help desk on revising your account to Airport Manager.

© Add Faciliies

No facilities have been selected.

Create Account l Back ]

6. Click on “+ Add Facilities” link to add the airport/s that the Airport Manager is listed as the
Airport Sponsor in the 5010 program. Selecting the link will create a popup window where
you can enter your airport/s.

7. Enter single or multiple airports separated by either comma or space.

Facility Selection

Enter a list of comma and/or space separated Location Identifiers. The system will attempt to locate a
valid airport for each identifier.

pre

Click on Add Facilities to add the airports to request access.
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8. All valid Airport ID’s will be added to the list of airports that the user can access.

New User Registration - Access Levels

Your requested account will have access to facilities related to your specific area of responsibility. Please select from the options below to set your requested access levels,
© test test (test32@test.com) - Airport Manage

Before registering, please verify your name matches the name of the manager in the facilities listed below. You are attempting to register as an Airport Manager. In order
to be approved as such, you must be the individual listed as the Airpert Manager on the current Airport Master Record (FAA Ferm 5010). If you are not listed as the manager of the
airport(s) submitted, additional information/documentation may be requested from the help desk for your account to be updated to Airport Manager. In this case, please instead

register as Airport Staff and work with the internal help desk on revising your account to Airport Manager.

© Add Faciliies

™ DCA - RONALD REAGAN WASHINGTON NATIONAL (KDCA)
Manager: PAUL MALANDRING, JR.

Create Account I Back

Note: If the Airport ID entered is not valid, it will be displayed under View Rejected/Invalid
Facilities.

The Create Account button will be enabled only after adding at least 1 valid airport Id.

9. If you are the individual listed as the Manager then select the “Create Account” link. If you
are not the individual listed as the Manager then use the “Back” link and select “Airport Staff”
as your role and continue the registration process. Once registered, if you are the new
Airport Manager, you can create a HelpDesk ticket and provide documentation showing that
you are the Airport Manager, once validated your account will be updated.

10. Click on Create Account to create the account. A confirmation page is displayed that the
account has been created and an email is sent with a link to verify your email address.

Thank you test, your account registration request has been received!

You have been sent an email with instructions on how to verify your email address. Once you verify your email address, your account request will be processed.

I Centinue to the portal home
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« State (DOT) or State Aviation Authority (Block Grant) as Requested role:

11. After entering the valid password and clicked on Continue, for State (DOT) and State
Aviation Authority (Block Grant) user roles, the next set of questions are required to complete

the registration process.

New User Registration - Access Levels
Your requested account will have access to facilities related to your specific area of responsibility. Please select from the options below to set your requested access levels.

O test test (testl2@test.com) - State (DOT)

Are you a State Inspector?

Oves Ono

Select Your State

@ Optional

No facilities have been selected.

Back

12. After answering the question for “Are you a State Inspector”, select the State from the
drop-down list, then click on Add Facilities. A Popup Window is displayed to add the airports.

Note: For State Aviation Authority (Block Grant) State drop down will display only the Block
Grant states.
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Facility Selection

Enter a list of comma and/or space separated Location Identifiers. The system will attempt to locate a
valid airport for each identifier.

13. Click on Add Facilities to add the airports.

Note: If airports entered for access are not in the state selected or if they are invalid airports,
they are displayed under View Rejected/Invalid Facilities.

New User Registration - Access Levels

Your requested account will have access to facilities related to your specific area of responsibility. Please select from the options below to set your requested access levels.
O test test (test12@test.com) - State (DOT)

Are you a State Inspector?

Oves [FNo

Select Your State

Virginia v

© Add Facilities | @ Opt{ona{[ © View (1) Rejected/Invalid Facilities

I DCA - RONALD REAGAN WASHINGTON NATIONAL (KDCA)

Create Account [ Back
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Invalid / Rejected Facilities

Unable to find the following Location Identifiers in the FAA Database:
DC15

14. Click on View Reject/Invalid Facilities if it is available to view the list of invalid facilities.

Click on Close to close the popup.

15. Click on Create Account to create the account. A confirmation page is displayed that your
account has been created and an email is sent with a link to verify your email address.

Thank you test, your account registration request has been received!

You have been sent an email with instructions on how to verify your email address. Once you verify your email address, your account request will be processed.

I Continue to the portal home
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New User Registration for FAA Users

1. Click on “My Access” from the Airports GIS home page.

Welcome to the Airport Data and Information Portal

Yaur one stop for Airport Datal

Search Facllitles by Name

Go To Advanced Faclllty Search

The Alrport Data and Information Portal (ADIP) halps the Federal Aviation Adminlstration (FAA) collect alrport and aeronautical data to meet the demand= .r the Next Gensration National Alrspace System.
Guided by Advisory Circulars [ACs). the Airport Sponsor or proponents are key links in the information chain. Use the Airport Data and Information ®_«tal to access airport data and submit changes matching defined business rules. FAA lines of

business are notified once data has been submitted and appraved.

B Register MyAccess =) Public Login

Reqiiest a Fublic Acconnr anc <slart yaur mle I ogn/Ragister for all @faa.gav users agin for Aimarts, Tonsultaars, State ard arher users

2. The My Access page will be displayed to enter your faa.gov email address and security
guestions.

United States MyAccess <«

Department of Transportation i e

Sign In

By signing in here with MyAccess, you will have access to all participating MyAccess applications that you are authorized to use. By clicking Agree & Continue, you
accept the Government warning below and agree to the “Terms of Use” for these participating DOT MyAccess applications.

Use Your Federal Email Address or Use Your PIV Card

Federal Email Address * emeoencon Insert your PIV card into your smart card reader
before attempting to login.

3N Agree & Continue >
. S .
Agree & Continue ) o

* Federal Personnel enter their Federal email address.
External users enter the email address they used to
register with MyAccess

Need Help Logging in? Help Desk Information

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. Govemment-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. (1) You have no reasonable expectation of privacy regarding
any communication or data transiting or stored on this information system. At any time, and for any lawful government purpose, the govemment may

monitor, intercept, and search and seize any communications or data transiting or stored on this information system. (2) Any communications or data

transiting or stored on this information system may be disclosed or used for any lawful government purpose.
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3. If the email address entered is not a registered user in the Airports GIS system, the new
user registration page will be displayed to register for an Airports GIS account with an faa.gov
email address.

Enter the data in the fields; required fields are marked with an *.

Airport Data and Information Portal - User Registration

To begin, please complete all required fields. Your account may require additional verification so please use accurate information in the event a specialist needs to contact you. See the ADIP
User Registration Online Help document for more information.

A\ This registration is for the Airport Data and Information Portal. If you have reached this page inadvertently and are looking for general FAA access, please go to My FAA,

* Email testing12@faa.gov
]
* First Name First Name
Middle Name Middle Name
* Last Name Last Name
* Position Position
* Phone Phone Number Ext
* Organization QOrganization
* Street 1 Street Address
Street 2 Street Address (2)
* City City
* State ~
* Postal Code Zip { Postal Code

* Reason For Account

* Requested Role v

l Cance

Note: Your Email address cannot be edited.

4. Select your role from the drop down.

e Office of Airports - Those FAA Employees assigned to an ADO, Region or HQ.

e Technical Operations - For those TECH Ops personnel needing to access the Airport
Data (ie...ALP's)

e Flight Procedures - For those Flight Procedures personnel to create SAV projects and
coordinate on MOS projects when requested.

e Flight Standards - For those Flight Standards personnel needing access to support
SAV or MOS.
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e Aeronautical Information Services - For those AIS personnel needing access to support
5010.
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FAA General Use — For those FAA users not affiliated with any of the above roles
Note: if the requested role is Technical Operations, Flight Standards or Aeronautical
Information Services, then the “Create Account” button will be displayed instead of Continue.
After clicking on “Create Account”, your account will be created.

Airport Data and Information Portal - User Registration

To begin, please complete all required fields. Your account may require additional verification so please use accurate information in the event a specialist needs to contact you.

* First Name
Middle Name
* Last Name

* Position

* Phone

* Organization
* Street 1
Street 2

City

* State

tal Code

* Re:ason For Accofgt

* Requested Role

Demo

C

User

Technical Operations Analyst
1234567890

FAA Operations

123 Main Street NW

Street Address (2

Test City

Virginia

20159

Technical Operations Support

Technical Operations

See the ADIP User Registration Online Help document for more information
A\ This registration is for the Airport Data and Information Portal. If you have reached this page inadvertently and are looking for general FAA access, please go to My FAA
* Email demouser39@faa. gov
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* Office of Airports as the requested role:

* Email demouser99@faa.gov
* First Name Demo

Middle Name C

* Last Name User
* Position Technical Operations Analyst
* Phone 1234567890 Ext
* Organization FAA Operations

* Street 1 123 Main Street NW

Street 2 Street Address (2
* City Test City
* State Virginia v
* Postal Code 20159
* Reason For Account ADO to approve the SOW
* Requested Role Office of Airports v
Continue ‘ ‘ Cancel

5. Select “Office of Airports” as requested role and click “Continue”.

New User Registration - Access Levels

Your requested account will have access to airports related under your specific area of responsibility. Please select from the options below to

set your requested access levels.

© Demo User (demouser9@faa.g - Office of Airj

Select Your Area of Responsibility

6. The Next page is displayed to select your Area of Responsibility. (ADO, Region or
Headquarters)
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7. If your Area of Responsibility is selected as ADO, then the ADO dropdown menu will be
displayed. NOTE: Only 1 ADO can be selected.

New User Registration - Access Levels

Your requested account will have access to facilities related to your specific area of responsibility. Please select from the options below to set your requested access levels,
O test test (testing12@faa.gov) - Office of Airports

Select Your Area of Responsibility

ADO v

Select Your ADO

Washington v

Create Account l

m
=]
=

After selecting your ADO, the “Create Account” button will be displayed to create the account.

8. If your “Area of Responsibility” is selected as Region, then the Region dropdown will be
displayed. NOTE: Only 1 Region can be selected.

New User Registration - Access Levels

Your requested account will have access to facilities related to your specific area of responsibility. Please select from the options below to set your requested access levels.
© test test (testingl2@faa.gov) - Office of Airports

Select Your Area of Responsibility

Region v

Select Your Region

Eastern v

Create Account [

0
W
=

After selecting your Region, the “Create Account” button will be displayed to create the
account.
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9. If your “Area of Responsibility” is selected as Headquarters, then the “Create Account”
button will be displayed.

New User Registration - Access Levels
Your requested account will have access to airports related under your specific area of responsibility. Please select from the options below to

set your requested access levels.

© Demo User (demouser9@faa.gc Office of Airport

Select Your Area of Responsibility

Headquarters

m

Create Account

10. After clicking on “Create Account”, your account is created and the user is notified when
the account is approved.

Thank you test, your account registration request has been received!

Your account information has been sent to the ADIP Help Desk for verification and activation. You will be notified via email once your registration has been processed. Thank you.

Continue to the portal home
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* Flight Procedures as the requested role:

* Email testing12@faa.gov
=2
* First Name test
Middle Name Middle Name
* Last Name test
* Position test
* Phone 1234567690 Ext
* Organization test
* Street 1 123 test
Street 2 Street Address (2)
* City test
* State District of Columbia v
* Postal Code 00000
* Reason For Account test
s
* Requested Role Flight Procedures v
l Continue ] l Cance I
11. Select “Flight Procedures” as the requested role, click Continue.

12. The Next page is displayed to select “Service Center”.

New User Registration - Access Levels

Your requested account will have access to facilities related to your specific area of responsibility. Please select from the options below to set your requested access levels,

O test test (testingl2@faa

Select Your Service Center

Eastern Service Center A

Create Account l Back
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13. Based on the Service Center selected, the user will have access to the regions within the
service center.

Click on Create Account and account will be created.

Thank you test, your account registration request has been received!

Your account information has been sent to the ADIP Help Desk for verification and activation. You will be notifiad via email once your registration has been processed. Thank you.

[ Continue to the portal home
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