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 (DMS) Designee Management System 
 
The Designee Management System (DMS) is a web-based tool designed to standardize the management of 
designees.  DMS will collect, store and process data and information associated with designees and the 
designee management processes in accordance with FAA record keeping requirements. DMS may utilize 
information from other FAA systems where appropriate and other FAA systems may utilize information from 
DMS where appropriate. 
 

Purpose of Job Aid 

This Job Aid is designed to provide you with a visual step by step of the process required to accomplish your 
migration from DIN to DMS.  Specifically, the conversion of your previously issued eCOA to a Certificate Letter 
of Authorization (CLOA). 
 

Conversion Process 

1. Login to DMS: https://designee.faa.gov <https://designee.faa.gov/> 

2. At the Welcome Screen, select OK to begin the Conversion. 

 

 

 

 

 

 

 

 

The Update Profile Page will display. 

https://designee.faa.gov/
https://designee.faa.gov/
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Profile-Review and Update 
1. Review and Update your profile information as necessary.  This information is based on DIN. 

2. Click Submit. 

NOTE:  Red asterisk * denotes a required field. 

 

 
 
 
 
 
 

The Conversion Application Information Page will display after clicking on Submit 
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Conversion Application Page 

1. Select the Initiate Conversion Application link. 

Note:  If you hold both the DMIR and DAR-F designation, you must complete the conversion  
process for each. 
 

 
 

The Contact Information Page will display. 
 

 
Contact Information 
It is essential that you provide accurate Contact Information for successful communication with the FAA. 

 Note: The DMIR Designation requires that you provide Contact Information for the Production Approval 
Holder (PAH). 
 

REMINDER: Red asterisk * denotes a required field. 
 

2. Update the Contact Information. 

3. Click Continue. 
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Contact Information Page 

 
 
The Select Function Codes Page will display. 
 

4. Select your approved Function Codes. 

5. Click Continue. 
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 Note: Your eCOA is provided on this page as a reference. 
 

 Important: Please select only those Function Codes currently authorized. No expansion of authority will 
be allowed during the Conversion Process. 

 

 

 

 

 

 

 

 

The Production Approval Holder Page (PAH) will display. 

 Note: For DMIR, enter the appropriate Production Approval Holder (PAH) information.  If you perform 
functions on behalf of more than one PAH, you have the option to enter more PAH’s. 

6. Click Continue and the Background Information Page will display. 
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7. Enter answers to each Background Question.  
    Background Information Page 

 
 

• Scroll Down to display the Company Information. 

 
Company Information 

8. Enter the Company Information. 

9. Click Select to upload your Company Recommendation letter. 

10. Click Continue. 
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The Education, Training, and Certification Held Page will display. 

Education, Training, and Certification(s) Held 
Provide Education, Training, and Certification(s) held. 

 
 

11. Click on Add Post-Secondary Education. 

12. Fill in the Information on the pop up page (See below). 

13. Click Save. 

14. Click on Add Job Related Training. 

15. Fill in the Information on the pop up page (See below). 

16. Click Save. 

17. Click Continue to move to the FAA History and Technical Experience Page. 
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FAA History and Technical Experience 
18. Select an answer for each question on the FAA History and Technical Experience Page. 
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Job Experience Relevant To this Application 
Provide Job Experience Relevant to your existing Authorized Function Codes. 

1. Click Add to add another job experience. 

2. Click Continue when you have finished adding and/or removing Job Experience(s). 
 

Note:  Once you click on Add, you will have the opportunity to choose the Remove button, if needed. 

 
Selecting the Add button opens the form below: 

 
The Additional Information screen will display. 
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Additional Information 
1. Type any information pertinent to your authorization in the text box. 

2. Click Select to upload any documentation. 

3. Click Continue to move to the next screen. 

 
The Application Summary Page will display. 

 
 
Application Summary 
You will be presented with a summary of the information that you entered.  There is an edit feature available so 
that you may correct the information that you have provided. 
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1. Review each Section for accuracy, click “Edit” if you need to update or correct any entries. 

2. Click “Continue” to move to the next section. 

 

 

 

 
The Conversion Application Signature Screen will display. 

 

Conversion Application Signature 

1. You must answer the following questions in the “Release of Information and Certification 
Statement” before you submit your information for conversion to DMS. 

2. Click Submit.  
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When you have successfully completed the registration and conversion information, you will receive the 
following pop up.  Your managing specialist will now process your request. 

 
 
Conversion Application Information 
At the DMS Home Page, you will see the “Conversion Application Information Submitted.” 

 
Note:  If you hold both the DMIR and DAR-F designation, you must complete the conversion process for 

each. 

 
 

Once a Conversion Application is approved by the Managing Specialist, a Certificate Letter of Authority 
(CLOA) will be generated and you will be able to use all of the functionalities of the DMS application as a 
designee. 

IT Computer Support 

 
 

The National Service Desk (NSD): 
 

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

Email: 9-NATL-AVS-IT-ServiceDesk. 
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