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Login 
 
 

Topics: 
• Login shortcut - <Tab><Enter> 
• Security question 

 
Documents: 
• WebCM Login 
• Forgot Password 
• Personal Information 
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Inbox 
 
 

Topics: 
• Refreshing the Inbox 
• User Console 
• Finding work items - <Ctrl/F> 
• Printing the Inbox 
• Sort workaround for the Actions problem 
• Verify review sent to correct organization 

 
Documents: 
• Inbox Overview 

o Discussion – Overview of WebCM Inbox 
• Sort By 
• Filter By 
• Quick Details 
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Origination 
 
 

Topics: 
• Entering text in MS Word first – can use 

spell-check, but must avoid special 
characters 

• CNSRM – use Recall to get case file 
number to add to form 

 
Documents: 
• Originate Case File 
• Inbox Overview 

o Discussion – My Work Items Tab 
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Printing 
 
 

Topics: 
• Setting margins – 0.25” 

 
Documents: 
• Print Case File 
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Viewing Comments 
 
 

Topics: 
• How to use filter criteria 
• Displays included and excluded 

comments 
• How to find comments entered by a 

manager while signing a review 
• Finding information – <Ctrl/F> 

 
Documents: 
• View Review Comments 
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Viewing History 
 
 

Topics: 
• How to use filter criteria 
• Finding information – <Ctrl/F> 
• How to bring up the “old history” format 
• When to use manual history 

 
Documents: 
• View History 
• Create Manual History Item 
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Aliasing 
 
 

Topics: 
• Why use aliasing? 
• How to set up and use aliasing 
• Can you alias to an alias? 

 
Documents: 
• Quick Alias 
• Assume User to Alias 
• Stop Aliasing 
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Reassignment 
 
 

Topics: 
• Two step process 
• When to use Reassign – user vs. 

organization, specific role issue 
• Cannot reassign ME organization review 

to another organization 
 

Documents: 
• Request Reassignment 
• Respond to Reassignment Request 
• View a Reassignment Request Response 
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Review Management 
 
 

Topics: 
• Return to Control Desk action for CCB 

CM Lead 
• When do you use Submit? 
• Why won’t the Include box stay checked? 
• Scrolling without the bar 
• What do I do if I send a review to the 

wrong organization? 
• How do I get a case file/NCP back to the 

originator to replace an attachment? 
• Manager review dispositions 

o Approve 
o Disapprove (beware!) 
o Defer 

• HQ CMO Review – intended for the 
originator’s CMO, has option for rework 

 
Documents: 
• Manage Reviews 
• Attach and View Files 
• Approve/Disapprove 
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More Info 
 
 

Topics: 
• How to use More Info – puts item on 

“hold”, must mark response as “Read” 
• Use for draft review 
• Use to send informational review 

comments to originator 
• Use when multiple comments elevated 

for ROC 
 

Documents: 
• Request More Info 
• Respond to a More Info Request 
• View a More Info Request Response 
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User Maintenance 
 
 

Topics: 
• Personnel controls 

o New accounts 
o Reactivating accounts 
o Retiring accounts 
o Security privilege modification 

• WebCM User Access Form – box 1 
• Roles by User report 

 
Documents: 
• Web Configuration Management 

(WEBCM) Rules of Behavior 
• WebCM User Access Form 
• Reports 























WebCM User Access Form 
• To obtain access to WebCM, the users will complete a request form via the ATO-W WebCM web page (http://acm.faa.gov/webcm/) and 

forward to their FAA Management. 
• FAA Management approves, signs, and forwards to the appropriate CM Administrator. 
• The CM Administrator will activate the user account and e-mail, under separate cover, the user’s login password and e-signature password 

to the user.  The CM Administrator will then forward the completed action to ATO CM for auditing purposes and copy the requesting FAA 
Management. 

• If the user does not have a CM Administrator or if they have not been through WebCM training, then the FAA Management request will be 
forwarded to the CM Automation Help Desk at FAX # 202-548-5501 or  http://acm.faa.gov/cmautomation. 

• The CM Automation Help Desk will contact ATO-W, Winfred Battle, for approval of user accounts. 
• Upon creating an account, notification e-mail will be sent to the new user, the FAA Manager, and ATO CM for auditing purposes.   
• The WebCM User Access Form will be archived and provide an audit trail for ATO CM. 
  

1.  Check One:       New        Reactivate        Retire          Re-certify       Modify 
(See Instructions on Page 2)                        FAA Applicant           Contractor Applicant  
Applicant Identification                                                                                                                Current WebCM User Name_________________________ 
 
2.  Name ______________________________________________________  3.  FAA Routing Symbol (e.g. AJW-27)_________________________________ 
 
4.  Org. Name_______________________________________________________________  5.  Title_____________________________________________ 
 
6.  Telephone No.  (           ) __________________(Ext.)________  7.  E-mail _________________________________________________________________ 
 
8.  Mailing Address and Room No.___________________________________________________________________________________________________ 
______________________________________________________________________________________________________________________________ 
 
 
9.  _______________________________________________________________________________________________________________________ 

Signature                                                                                                                                              Date 
 
Contract Information (Required if applicant is not an FAA employee)   
 
10.  Contract Number ________________________________________  11.  Contract Name__________________________________________________ 
 
12.  Company ________________________________________________________  13.  Contract Expiration Date ________________________________ 
 
     FAA Organization Manager's signature – Please sign on line number 16. 
 
Access Request and Authorization 
 
14.  WebCM 

    
 WebCM Admin.     Regional Admin.      IPT Admin.       AOS Admin.      CM Admin.      General User     Training 

 

 
15. ______________________________________________                                                                   
      CM Administrator                                                       Date                                              
 
 
I certify and approve this applicant's request.  In accordance with OMB Circular A-130, the Applicant has been instructed not to misuse government ADP 
resources, to protect the confidentiality of log-in/sign-on passwords, and to report compromises of such passwords.  I agree to ensure effective implementation 
and application of the provisions outlined in OMB Circular A-130 and to immediately notify the FAA PM Systems Coordinator if the applicant's employment 
status changes or if the employee has no further need for the items requested above. 
Authorization To Expend Resources: 
 
16.  Name _____________________________________________________________________________________  Date _______________________ 
   (Print)                                                 (Signature) 
 
17.  Routing Symbol  _____________________________________________ 18. Telephone No.  Area Code (            ) ________________________________ 
 

To Be Completed by ATO-W CM Headquarters 
19.           Winfred Battle                                 _________________      
                              FAA Coordinator                                                  Date                                                       
 
 

                                                                                                                                                                                                                                                   ATO-W CM1001-050107 

 
 



Instructions 
 

1. New, Reactivate, Retire, Re-certify, 
Modify and Current WebCM User 
Name 
FAA or Contractor Applicant 

 
Check appropriate box New, Reactivate, Retire, Re-certify, and Modify. If request for 
Reactivate, Retire, Re-certify, or Modify, Enter Current WebCM User Name 
Check appropriate box for FAA Applicant or Contractor Applicant 

2.      Name  Applicant's printed name 
3.      FAA Routing Symbol  Applicant’s FAA routing symbol (contractors must supply organization they are supporting) 
4.      Org. Name  Applicant’s organization name 
5.      Title  Applicant’s job title 
6. Telephone No.  Applicant's area code and phone number 
7.      E-mail   Applicant’s work e-mail address 
8. Mailing Address/Room No.  Applicant's mailing address including room number 
9. Signature and Date  Applicant's signature and date signed 
10. Contract Number  FAA contract no. (not required if applicant is FAA) 
11. Contract Name  FAA contract name or acronym (not required if applicant is FAA) 
12. Company  Name of company (not required if applicant is FAA) 
13. Contract Expiration Date  Date current contract expires (not required if applicant is FAA) 

14. WebCM  Enter required level of access for applicant (AOS Admin, General User, etc.) 
Check corresponding box if Training required 

15.    CM Administrator  A signature of authorization and date is required from the CM Administrator upon 
completion of user setup. 

16.    Name  Printed name and signature of FAA Manager and date signed 

17.    Routing Symbol  Routing Symbol of FAA Manager 

18.    Telephone No.  Telephone area code and number of FAA Manager 

 

To Be Completed by ATO-W CM Headquarters 
 

19. FAA ATO-W CM Representative  FAA ATO-W CM Representative and date received 
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Help Desk Ticket 
 
 

Topics: 
• When do I create a help desk ticket? 
• How do I create an enhancement 

request? 
• What happened to problem reports? 
• Tracking help desk tickets and problem 

reports 
 

Documents: 
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Creating a Help Desk Ticket 
 

1. Select Create a Help Desk Ticket from the WebCM home page 

 
2. User Authentication 

2.1. Enter WebCM user name and password. 
2.2. Press Submit. 
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3. Complete Help Desk Ticket Form 

3.1. E-mail Address:  Automatically populated. Note, you cannot submit a help 
desk ticket with multiple e-mail addresses. 

3.2. Subject:  Brief description of issue (required). 
3.3. Message/Problem Description:  Describe in detail the problem you are 

having or the enhancement that you are recommending for WebCM 
(required). 

3.4. Work Item ID:  The case file, NCP, or CCD number of the work item that 
you are having a problem with in WebCM (optional). 

3.5. User’s Inbox (username):  The WebCM user name that is having the 
problem (required).  Recommend using “N/A” for enhancement requests. 

3.6. Repeatable?:  Select Yes if you can identify the steps to reproduce the 
problem in WebCM (optional). 

3.7. Steps to Repeat:  If Yes selected for Repeatable, enter the steps taken to 
reproduce the problem. 
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3.8. Process Step Problem Occurred At:  Select the workflow step where the 

problem occurred or for the enhancement request (optional if Problem Area 
used). 

3.9. Problem Area (if not at a specific Process Step):  Enter general category of 
problem if not applicable to a specific workflow step (optional if Process Step 
selected). 

3.10. Suggested Priority:  Select the recommended priority: 
3.10.1. 1 – High: Critical, No Work-around Available 
3.10.2. 2 – Medium: Work-around Available, Intermittent 
3.10.3. 3 – Low: Minor, Work-around Available with Little or No Impact 

(default) 
3.10.4. 4 – Feature Request, Enhancement 

3.11. File Path:  Use the Browse button to attach additional documentation, if 
desired (optional).  Can only attach one document. 

3.12. File Description:  Enter description of attached document (only required if 
document attached). 

3.13. Press Done when all required fields are completed to submit the help desk 
ticket to Promergent.  You will receive an automated e-mail confirmation in 
approximately 10 minutes.  If you do not receive the automated e-mail, 
contact Promergent at 866-66-WEBCM to verify that the help desk ticket was 
received. 
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Workflow Diagrams 
 
 

Topics: 
• Five primary workflows 
• Workflow legend 
• Decoding workflow step numbers 

o Workflow step prefix numbers 
o Review workflow suffix numbers 

 
Documents: 
• WebCM Workflow Diagrams 
• WebCM Case File/NCP/CCD Workflow 
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