
Q9-12 How to Create an Operations Approval Application for an 
OPSS Authorizing Document with a Configuration Change Request

(POST SAS OA/OPSS Deployment)
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What is it?

A Certificate Holder defines the scope of Operations with the FAA by submitting a Configuration 
Change Request.  This Q Card will show the External User how to propose a new OPSS 
Authorizing Document by creating an Operations Approval Application and a Configuration 
Change Request.

As a Certificate Holder using the External Portal and requesting a new OPSS Authorizing 
Document, you should complete all three actions below.

Create a Configuration Change Request – page 2
Create an Operations Approval Application – page 12
Add and Sign a new OPSS Authorizing Document – page 23
Print OPSS Authorizing Documents – page 37

Using a Configuration Change to request a new OPSS Authorizing 
Document through an Operations Approval Application

A Certificate Holder needs to 
propose a change to their 
Authorizing Documents using 
a Configuration Change 
Request and Operations 
Approval Application

WHEN

SAS Menu > Configuration > 
Configuration Changes

SAS Menu > Configuration > 
Operations Approval (OAPS)

SAS Menu > Configuration > 
Maintain Authorizing 
Documents (WebOPSS)

WHERE

To add or amend current 
operations

WHY

Certificate Holders

WHO
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QUICK
REFERENCE CARD 
QUICK

REFERENCE CARD 

User Role Create a Configuration Change Request

Certificate Holders 1. From the SAS Menu, navigate to Configuration, select Configuration Changes.

1
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REFERENCE CARD 

User Role Create a Configuration Change Request

Certificate Holders
2. Select the Add Request button.

Note: Select the View Baseline button if active.

2

Note
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User Role Create a Configuration Change Request

Certificate Holders

3. Fill in the mandatory fields indicated by a red asterisk * under the subtab Change Request Detail.

4. Attach document, if applicable, using the Attach button or Drag and drop file here.  Once the Change Request is 
saved, the FAA can view the document even before submission of the document.

5. a) Select Save to save the change request.  b) You will see a green confirmation message.

CAUTION: Do not select the Submit button.  If you select it before changing any information, a message box will 
display a message stating, “you do not have any change to the configuration data associated with this change 
request”.

3
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5a

5b
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User Role Create a Configuration Change Request

Certificate Holders

6. a) Select the Configuration Data tab.  b) Select the OPSS Scoping Questions panel.  c) Any other necessary 
changes to Vitals may be made at this time using the AuthDoc Data Panel and/or Configuration Data Panel.

7. a) Select or deselect OPSS Authorizing Documents, as applicable. b) Grayed out check marks means the 
OPSS Authorizing Document is mandatory and cannot be unchecked. c) You can collapse the Parts by select the – 
sign or expand them again by select the + sign.

8. Select the Save button if you make any changes.  Reset will clear any changes you made.

Note: Making changes in the AuthDoc Data Panel will not show changes in your Configuration Change Request 
since they are used in the Authorizing Documents.

7b

6a

7a

7c

8
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User Role Create a Configuration Change Request

Certificate Holders

9. Select the Configuration Changes tab.

10. Select your Change Request Title which will take you to Change Request Detail sub-tab.

9
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User Role Create a Configuration Change Request

Certificate Holders

11. To review the proposed changes in OPSS and/or Vitals, select the Changes in OPSS Scoping Questions or 
Changes in Configuration Data button.  Example on page 8.

12. If the change request affects Data Collection Tools, they can be viewed by selecting the Recommended 
Questions sub-tab.  Example on page 9.

13. The Withdraw Request button removes the Configuration Change request.

13

12

11
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User Role Review a Configuration Change Request 

Certificate Holders
This is an example of when the Changes in OPSS Scoping Questions button is selected after an Operations 
Specifications change is proposed in SAS. 

14. Select OK when finished reviewing proposed changes.

14
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User Role Review a Configuration Change Request 

Certificate Holders

This is an example of Recommended Questions.

15. You can select Specialty (AW or OP) or Assessment Type (DA or PA).

16. You can also sort by using the filter         (in this example the filter is used to view the Modified Questions but 
there may be Added Questions in other cases).

17. a) Select the Question View link to view the questions that will appear in the DCT.  b) You may wish to filter the 
Change column on the right-hand side.  In this example, the Change column was filtered to view the Added 
questions.

17a

16

15

17b
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19

User Role Submit a Configuration Change Request

Certificate Holders
18. To submit the configuration change request, select the Change Request Detail subtab.

19. Select the Submit button.

18
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User Role Submit a Configuration Change Request

Certificate Holders
20. a) A Confirmation message will appear. Select the OK button to verify that you applied safety risk management, if 
applicable.  b) This will generate another Message.  Select the Submit button to submit the Configuration Change 
Request to the FAA.  c) You will see a green confirmation message, “Change Request Successfully Submitted.”

20a

20b

20c
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User Role Create an Operations Approval Application

Certificate Holders
21. From the SAS Menu, navigate to Configuration, select Operations Approval (OAPS).

22. Select the Create New Application button.

21
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User Role Create an Operations Approval Application

Certificate Holders
23. Highlight the Application Template you wish to add.

24. Select the Create button.

23
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User Role Create an Operations Approval Application

Certificate Holders

25. Enter the Applicant Request Title and Application Request Description.

26. Select the Save button.

27. You will see a green confirmation message “Application is updated successfully.”

25

26
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User Role Create an Operations Approval Application

Certificate Holders
28. This returns you back to the Application Summary tab.  You will see an Input Validation Messages that 
Application Details: Data is required to Submit application.

29. Select the Applications Details tab.

29
28
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User Role Create an Operations Approval Application

Certificate Holders
30. The default is the Aircraft subtab.  Select the Add Aircraft button.

31. a) Enter Make, Model, Series, and Registration-Serial Number, as appropriate.  b) Select the Save button.

30
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User Role Create an Operations Approval Application

Certificate Holders
32. The aircraft will populate the table.  In this scenario, since we are requesting Enhanced Flight Vision System, 
select the Add button to enter EFVS information.  This button will vary, depending on what OPSS paragraph you are 
requesting.

32
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User Role Create an Operations Approval Application

Certificate Holders
33. Enter information required, as applicable.  Select the Save button.

34. You will see a green confirmation message, “Additional data saved successfully.”

34
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User Role Create an Operations Approval Application

Certificate Holders

35. Select the Checklist subtab.

36. You are required to complete the Checklist of Required Documents.  Select the 1) XXXX.  This will differ 
depending on which OPSS paragraph you are requesting.  It is recommended that you Expand All so you don’t miss 
anything.

36
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User Role Create an Operations Approval Application

Certificate Holders
37. a) Attach documents or Drag and drop file here, if applicable.  b) Enter mandatory Comments.  c) Select the 
Save button.

38. Any attached documents will appear in the List of Files Uploaded.

38
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User Role Create an Operations Approval Application

Certificate Holders 39. Select the Guidance subtab.  Review each file.

39
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User Role Create an Operations Approval Application

Certificate Holders

40. Select the Application Summary tab.

41. Select the Submit button.

42. You will see a green confirmation message, “Application is updated successfully.”

40

42
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User Role Add, Edit and Sign a New OPSS Authorizing Document 

Certificate Holders 43. From the SAS Menu, navigate to Configuration, select Maintain Authorizing Documents (WebOPSS).

43
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User Role Add, Edit and Sign a New OPSS Authorizing Document 

Certificate Holders

44. Select the Available subtab.

45. Check the box for the OPSS paragraph you are requesting.

46. Select the Move to Workspace button.

45
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User Role Add, Edit and Sign a New OPSS Authorizing Document 

Certificate Holders
47. In the Confirmation message, select the OK button to add your request paragraph to the Summary of Special 
Authorizations and Limitations (A004).

48. You will see a green confirmation message.

47
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User Role Add, Edit and Sign a New OPSS Authorizing Document 

Certificate Holders 49. a) Select the Workspace tab.  b) Check the box for the paragraph you wish to request.  c) Select the Edit 
button.

49c
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49a
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User Role Add, Edit and Sign a New OPSS Authorizing Document 

Certificate Holders
50. Enter all required information, as applicable. Select the Save & Close button.

51. You will see a green confirmation message, “Data saved successfully.”

50
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User Role Add, Edit and Sign a New OPSS Authorizing Document 

Certificate Holders
52. Uncheck the box for the paragraph you were working with and check the box for A004.

53. Select the Edit button.  

53
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User Role Add, Edit and Sign a New OPSS Authorizing Document 

Certificate Holders 54. Verify that your paragraph you are requesting is checked.  Select the Close Window button.

54
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User Role Add, Edit and Sign a New OPSS Authorizing Document 

Certificate Holders

55. a) Check the box(es) for the paragraph(s) you are requesting.  b) Select the Sign button.  The paragraph(s) 
must be Draft: In Process to sign.

56. You may see a Confirmation message if signing multiple documents at the same time.  Select the OK button.

Note: Please ensure that your pop-up blocker is disabled for DocuSign to work correctly.

55b

55a

56
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User Role Add, Edit and Sign a New OPSS Authorizing Document 

Certificate Holders 57. a) Select Origin as Certificate Holder applies for these Operations.  b) Select Acceptor.  Complete any other 
information, as appropriate.  c) Select the Sign button.

57c

57a

57b
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58c

58a 58b

User Role Add, Edit and Sign a New OPSS Authorizing Document 

Certificate Holders

58. a) If you receive the message for the Electronic Record and Signature Disclosure, check the box to agree to use 
of electronic records and signatures.  b) Select the Continue button.  c) Review the document(s) and select the 
Finish button.  

Note: Do not use the Finish button at the top right.  SAS does not work with these options.  X out of the window if 
you choose not to sign at this time.

Note
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User Role Add, Edit and Sign a New OPSS Authorizing Document 

Certificate Holders 59. This will open the signed pdf document(s).  Here you can download, save, and/or print your document(s).  Close 
this window when finished reviewing.
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60. Select the OK button in the Confirmation message.

61. The paragraph(s) will now be Industry Signed.

61

60
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User Role Add, Edit and Sign a New OPSS Authorizing Document 

Certificate Holders 62. a) After the FAA signs the paragraph, you will see a Notification.  Selecting the Subject hyperlink will open the 
Notification Details.  b) You can navigate to view your Authorizing Documents from the link provided.

62a

62b
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User Role Add, Edit and Sign a New OPSS Authorizing Document 

Certificate Holders Note: a) Your Operations Approval Application will be Approved, and  b) your Configuration Change Request will be 
in Final status.

Note a

Note b
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User Role Print OPSS Authorizing Documents

Certificate Holders
63. From the SAS Menu, navigate to Configuration, select Maintain Authorizing Documents (WebOPSS).

64. To print your OPSS Authorizing Documents, select the Export to PDF button.

63
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User Role Print OPSS Authorizing Documents

Certificate Holders

65. Select which Table of Contents and/or Paragraph(s) you wish to print.

66. Select the Export button.

67. You will see a green confirmation message, “Exporting multiple documents to PDF may take several minutes.  
You will receive a message in your inbox once the PDF is available to view/download.”

65
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User Role Print OPSS Authorizing Documents

Certificate Holders
68. On the SAS Home page, select the Notification Subject, Exported Documents are ready for Download.

69. Select the Attached Document(s) to download the OPSS Authorizing Documents.

68

69



Rev Date: 5.5.2025| FAA Order 8900.1 | SAS Automation v 4.6| Page 40 of 40

Q9-12 How to Create an Operations Approval Application for an 
OPSS Authorizing Document with a Configuration Change Request

(POST SAS OA/OPSS Deployment)
QUICK
REFERENCE CARD 
QUICK

REFERENCE CARD 

Operations Approval (OA)
Terminology Background and Extended Functions

Maintain Authorizing Documents (WebOPSS) Template Revision Indicators

The Available, Workspace, and Issued tabs contain a Control Data Column designed to give the user a visual reference to determine if future actions 
may be necessary with their documents.  The control focuses on the state of the template.  When a template is the latest, most current template, the 
green circle with checkmark is displayed.  Other symbols are displayed to alert the user to a discrepancy such as a new mandatory or non-mandatory 
template has been issued, template has been decommissioned, or if a template has been superseded.
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