
 All Rights Reserved.  Federal Aviation Administration - For internal use only. Page 1 

FAA Job Aid 
Designee Pre-Approval Request & Post Activity Report 

FAAJobAid-DesigneePre-approvalRequestandPostActivityReport.51414-RN-RV1

Job Aid Contents 
Job Aid Contents ..................................................................................................................................................................... 1 
Pre-approval Request & Post Activity Report ......................................................................................................................... 1 

 Pre-approval Request & Post Activity Report 

Pre-approval request and Post activity report 
 

1. Designee selects the DMS Login page: https://designee.faa.gov <https://designee.faa.gov/> 
2. Select the I Agree button. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Enter the Designee User Name and Password and select Login button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://designee.faa.gov/
https://designee.faa.gov/
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4. From My Designations section select Action link from Designation Actions column.   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Select Pre-approval Request link from Activity Links section 
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6. Complete the fields appropriate to the request:  

 
Note: All fields with a red asterisk are required fields. 
 
• Check all Function Code(s) 

that apply to the 
certification activity 

• Type of Pre-approval 
Request  

• Airworthiness 
Certification  

• Conformity  
• Select Type of activity from 

the drop down menu. 
 

Pre-approval Request 
• Select Type: choose 

activity from the drop down 
menu. 

• Enter valid data in the 
required fields: 

• Is this activity outside your 
geographic area? 

• Date of Requested 
Activity (From and To) 

• Applicant Name 
 

 NOTE: If the certification 
activity is outside your 
managing office, geographical 
area,  
you will need to select the 
MIDO office where the work 
will take place. 

 
 

Optional fields: Enter valid 
data: 
• Name of Facility 
• Airport 
• Address Line 1 
• Address Line 2 
• Comment(s) 
• Component Name 
• Component Number 

 
7. Select Submit button. 
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Pre-approval Request Submission pop up displays: 
The activity that you requested to perform requires your Managing Specialist review and approval prior to 
conducting any activity on behalf of FAA. Your request has been forwarded to your Managing Specialist. You 
will receive a message from the system once your request has been approved. 
 

• Select I Agree button. 
• Enter the Designee User Name and Password and select Login button. 
• Select Message Center link. 
• Select the “Your request for pre-approval for the following Pre-approval Tracking Number has 

been approved” notification link. 
 
Submit Post Activity Report 
 
Post Activity:  

• When you’ve completed the 
certification activity, access DMS. 
 

• Select I Agree button 
 

• Enter the Designee User Name 
and Password and select Login 
button. 
 

• From My Designations section 
select Action link from 
Designation Actions column.  
 

• From Activity Links section, 
select the Activity Paperwork 
link. 
 

• From the Post Activity 
Report(s) table select the DMS 
Tracking # link for the 
certification activity the MS 
approved.  
  
 

• In the Post Activity Information 
section, enter the Quantity of 
Certificates. 
 
 
 
 
 
 

•  Select the Submit button. 
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