FAA Job Aid
Designee Request Secured Materials

FAAJobAid-DMS-DesigneeRequestsSecuredMaterials051414-RN-RV1

Job Aid Contents

N o] oI o [ Ofo] 01 =] o £ PO O OO PP PP PUPRPPPPPRPTN
Designee Request SECUrEd MALEIIAIS ........cuii ittt e e e e e s ab b b et e e e e e e e s bbb beeeaaeeeaannnreneeas

Designee Request Secured Materials

Designee Reguests Secured Materials:

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

2. On the System Use Notice pop-up click on the | Agree button.

3. Enter the Designee User Name and Password and click on the Login button

Fedaral Aviation Designee Management System Home Page

Administration

“WARHING""WARHING" ‘'WARHNING**

‘fou are accessing a LS. Govemment information sy=tem, uhich includes (1)this computer, (2)this computer netwark, (3) all computers connected ta
this netwark, and (4) all devices and Storage media attached to this network or to 3 computer on this netwark. This information sy=stem is prowided for
1.5, Gowemment-awtharized use only.

Unauthorized or improper use of this system may result in disciplinary action, as well a5 civil and criminzl penaties.

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

(1] You have no reasonable expactation of privacy ragarding any communications ar information transiting or starad on this infarmation =y stem. & any
time, the gowemment may for any lawful gewemment purpoese meniter, intercept, search, and seize any communication or information transiting or
stared on this information system

(2) Aoy communications o data transiting or stored on this infarmation system may be disclosed or used for any lawful gowemment purpose

The Designee Menagement System (DMS) is 3 wab-based tool designed to
standardize the management of designees. The Designes hManagemert Palicy
the process and procedures for managing al aspects of
] | fan including  regi selection,
crientation, training, evvarsight, suspensien and termination
Fomot use  hane

User Name

The DMS program represerts 3 consolidation of existing policy and
procedures across the Office of fviation Safety (A45) lines of business

Password: #iroraft Certification Service (AR, Flight Standards Service (AFS) and the
Office of ferospace Medicine (A2, Al fpplicants for designation, eument

| | designees,  and  FAA&  personnel  respensible  for  managing
e designess/delegations must fallow the Designee Wanagemert Policy and uze

the OMS tool as directed except for the holders of organization designation
suthorization (OO

Flesse Register Please wiem the link to Policy

Note: Due to Security requirsments, after 30 minutes of inactivity you will be
automatically legged off DMS and required to login again befare resuming
activity

4. From the My Designations area click on the “Action” link.

Federal Aviation Designee Management System Home Page

Administration

Hame Update Profile Create Application

) Message Center Change Password Logol
Welcome Firstname Lasthame

My De

Designation (¥) Designation Statusiy) Effective Date (¥ Expiration Date  (¥) View Contact Information  Designation Actions

DR Artive 1003172013 1003172014 CLOA Edit

Action Required ltems

Applications
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5. From the Activity Links section, click on the “Secured Materials Request” link.

Federal Aviation Designee Management System Home Page
Administration

Home Update Profile Create Application

Center Change Passwiord Logout

Welcome DMIRA, Jehn

Activity Request or Report

Designation Information

Designation DMIR

Function Code (s) 1,2,3,7

Designation Status Active

Effactive Date 352014

Expiration Date 31502015

Managing Specialist Thomas, Shiny
Activity Links

Activity Papenvark
Expand Authority Request
Pre-approval Regquest

Secured Materials Request

Activity History

Activity (¥ DMS Tracking # @ Activity Status @ Modified Date (&)

- Page of 0 L ] No items to display

Back Cancel

6. Secured Materials type: from the drop down, select “Export Certificates”.
7. Quantity: Enter data into the Quantity input field.

8. Click on the Submit button.

Federal Aviation Designes Management System Home Page
Administration

Home Update Profile Create Application

Center Change Password Logout

Welcome Firstname Lastname

* Required Fizld

Secured Materials Request

Designes Information

Diesigriee Mamme Desigries # Type Diesignation Status Expiration Date Cormpary

Firstname ,Lastname 442 196179 OMIR Potive 100312014 Hew Company Inc.

“Flease enter the Secured Materials type and the quantity inthe fields provided below:

| select. | |

* Quantity

(EvEranme=n

Readers & ¥iewers Government Sites Contact Us

3 aH =

Web Policies
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Once approved by the Managing Specialist:

0 Open the System Use Notice pop-up click on the | Agree button.

o0 Enter the Designee User Name and Password and click on the Login button.

Federal Aviation Designee Management System Home Page

Administration

SWARHINGWARHING"WARHING**

You are accessing a LS. Gowemment information system, which includes (13this computer, (21this computer netwark, (27 all computers connected to
this metwork, and (4) all devices and storage media attached to this network or to 3 computer on this network. This information sy stem is provided for
L5, Gowemment-authorized use onky .

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

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

(13 ¥ou have no reasonable expectation of privacy regarding any communications or information transiting or stored on this information system. & any
time, the govemment may for any lawful govemment purpose monitor, intercept, search, and seize any communication or information transiting or
stored on this information sy stem.

(2] Aoy communications or data transiting or stored on this information system may be disclosed or used for any lawful gowemment purpose.

The Designes MBnagement Systemn (OMS) iz 3 web-based tool designed to
standardize the management of designees. The Designes WMBnagement Policy
establishes the process and procedures for managing all azpects of
I I administration  including  registration, application,  selection, appointrment,
oriertation, training, awersight, suspension and termination.

Uszer Marme:

ForgotUser Hams
The Ohd% progam represents @ consolidation of existing policy  and
procedures across the Office of Awiation Safety (A5 lines of business:

Passenel Fircraft Certification Service (AR), Flight Standards Service (AF%5) and the
Office of ferospace hiedicine (&ehd). A Applicants for designation, cument
I I designess, and F&8  personngl rezponsible for managing

designeessidelegations must follow the Designes hianagement Policy and use
the OMS tool 3z directed except for the holders of organization designation
authorization (00w,

Flease Register m Please wiew the link to Policy.

Mote: Oue to security requiremerts, after 30 minutes of inactivitw wou will be
automatically logged off OMS and required to login again before resuming
etivity .

Eorcjot Pas sword

o From the External User Homepage click on the Message center Icon.

o0 Click on the notification subject “Secured Materials Decision”.

Federal Aviation Designee Management System Home Page

Administration

Home Update Profile Create Application

) Message Center] Chanoe Password Logout
Welcome Firsthame Lasthame

Message Center Inbox

o} From Subject Received v

] SA DMS_1, System Administrator Secured Materials Deci: 10/31/2013 04:04 pm

@l Hopkins, Monique Designee Appointment L etter 10/31/2013 03:08 pm

] SA DMS_1, System Administrator Applicant Meets Minimum Gualifications 10/31/2013 02:58 pm

= SA DMS_1, System Administrator Submission and Acknowledgement Statement 10/31/2013 02:58 pm
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