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1 INTRODUCTION

This job aid guides the Authorized Contributor or Proxy Authorized Contributor on how to use the Pilot
Records Database (PRD) application to:

e Enter Pilot Experience (Employment, Training, Drug and Alcohol, Final Disciplinary Action)
records
e Disposition Correction Requests and Missing Record Requests submitted by a Pilot.
To use steps in the job aid, you must hold one of the following roles in the PRD:
e Authorized Responsible Person (RP)
e Authorized User Contributor (UC)
e Proxy Responsible Person (PRP)
e Proxy Authorized Contributor (PUC)
When entering records, please remember:
e This is for the actual Pilot records — this is not a testing environment.
o Pilots will see the data entered in real time — as soon as a record is saved the pilot has access to it.

e There is No Delete Function — once a record is added, it can only be suppressed. The record
may be edited and corrected, but it cannot be deleted.

NOTE: There is no need for an RP or PRP to request a Contributor role. Each Responsible Person has
the same data entry access (Contributor Role) within the existing Responsible Person role.
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2 CONTRIBUTOR REGISTRATION

Use the following steps to register as:

e An Authorized User Contributor (UC) or
e A Proxy Authorized Contributor (PUC)

The registration requires an Authorized Responsible Person (RP)! or Proxy Responsible Person (PRP)?
already be registered for the Air Carrier and Proxy, as appropriate, who will review the registration
request.

2.1 Register as Authorized User Contributor or Proxy Authorized

Contributor

1) Select the link for the PRD Air Carrier External database:
https://prd.faa.gov/AirCarrierExternal/

This is the same as selecting the “Tools” link from prd.faa.gov.

2) The Pilot Records Database Warning page displays:

! A User Manager may also approve registration requests if one has been designated by the RP.
2 A Proxy User Manager may also approve registration requests if one has been designated by the PRP.
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Federal Aviation

Administration

Pilot Records Database

Warning -- Warning -- Warning
Only Autherized Users May Use This System

System Use Notice

You are accessing a U.S. Government information system, which includes (1) this computer, (2)
this computer netwerk, (3) all computers connected to this network, and (4) all devices and storage
media attached to this network or to a computer on this network. This information system is
provided for U.S Government-authorized use only. Unauthorized or improper use of this system
may result in disciplinary action, as well as civil and criminal penalties

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

- You have no reasonable expectation of privacy regarding communications or data transiting or
stored on this information system

- Al any time, and for any lawful Government purpose, the Govemment may monitor, intercept, and
search any communication or data fransiting or stored on this information system.

- Amy communications or data transiting or stered on this information system may be disclosed or
used for any lawful Government purpose.

Accept ﬂ

For Cfficial Use Only. Public availability to be determined under 5 U.S.C. 552

OME Control No. 2120-0607 Expirafion Date 05/31/2023

3) Click Accept on the Warning page. The following user authentication screen displays.
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Welcome to the FAA's new MyAccess login
Federal PIV/CAC Holder? Proceed to sign-in below
First Time Here? Activate an existing external account

New User? Register for an external account

Sign in using MyAccess

Email Address
[ |

Remember me

OR

Continue with DOT/FAA PIV

Continue with Federal CAC/PIV

Don’t have an account? Sign up
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4) Enter your login credentials on the MyAccess Login page.
For new Authorized User Contributor or Proxy Authorized Contributor, the following page displays:
NOTE: There is no need for an Authorized Responsible Person or Proxy Authorized Person to

request a Contributor role. The RP and PRP have the same data entry access (Contributor Role)
within their existing roles.

Proxy users MUST select the proxy company in the “Proxy” field first when completing the form.

Federal Aviation

Administration

Pilot Records Database

* For Proxy Registration, please select the Air Carrier! Operator and Proxy before selecting the Role.
* If you would like to register for Trustee access, Please click hers

Welcome to the Pilet Records Database Air Carrier/Operator First Time User Registration.

*Primary Phone:

“Email: DemoName@FAA test Manager Name:

User Name : DemoMame
“Air Carrier/Operator: | Min first (3) char of Air Carrier/Operator | Praoxy: | Min first (3) char of Proxy |
*Role: |-Se|ect— ~ |
Title: | Job Title: | _Zelect w |
*First Name: | *Last Name: MName
Middle Name: |

|

|

|
|
| Name Suffix: |—Select- ~ |
|
|

Alternative Phone:l |
|

Submit Clear

OME Control No. 2120-0807 Expiration Date 05/31/2023
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If a user already has one or more roles in the PRD, they will see a screen similar to this. That user
needs to request the Contributor Role as an additional role by selecting either the “Register for air
carrier access...” or “Register for Proxy Access...” as appropriate.?

User Guide | Help | Sign Out

Federal Aviation
Administration

Authorized User Manage &

Pilot Records Database

Please select the access criteria for the Air Carrier External PRD application. If the lists do not contain any values, please contact the person who is responsible for crealing and
managing your Air Carrier External User account

If you would like to register for Air Carrier access, please click here.

If you would like to register as a PFilot, please click here.

If you would liks to register for Proxy access, please click here.

If you would like to register for Trustee access, please click here.

If you would like to register to receive emails about PRD, please click here.

Select Access Criteria

*Select Role: Authorized User Manager v |
*Air Carrier Name: |[Air Carrier Name) ] . v |
Select

3 Users with RP or PRP roles do not need to register for a Contributor role as they already have this role enabled.
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2.1.1 New User Registers as Contributor

1) If you are Registering as an Authorized User Contributor:
e Select the Air Carrier/ Operator from the Air Carrier/ Operator drop-down
— Type in three or more characters of the Air Carrier Name.
— Select the Air Carrier from the list that displays.

Federal Aviation
Administration
Pilot Records Database
Help
* For Proxy Registration, please select the Air Carrier! Operator and Proxy before selecting the Role.
Welcome to the Pilot Records Database Air Carrier/Operator First Time User Registration.
User Name : DemoMame
“Air Carrier/Operator: | (Selected Air Carrier Name) | I Praxy: | Min first (3) char of Proxy |
*Role: -Salect v
Title: | | Job Title: | Select- v |
*First Name: | | *Last Name: Name
Middle Name: | | Name Suffix: |—Select— - |
*Primary Phone: | | Alternative Phone: | |
*Email: [Dematiame@Fas test | Manager Name: | |
Submit Clear
Page 10
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Main Menus

e Select the Authorized User Contributor role from the Role drop-down.

Federal Aviation

Administration

Pilot Records Database

Help
* For Proxv Reaistration. please gelect the Air Carrier/ Operator and Proxy before selecting the Role.
Welcome to the Pilot Records Database Air Carrier/Operator First Time User Registration.
User Name : DemoMame
*Air Carrier/Operator: | (Selected Air Carrier Name) | Proxy: Min first (3) char of Proxy |
“Role: -Select- v |
Title: -Select- | Job Title: | _Select v |
e Authorized Consumer .
First Name: Authorized Responsible Persen | Last Name: Name
- Auth User Contributor
Middle Name: | Authorized User Contributor /[ [REVISEIPE S
cdle Hame Authorized User Manager | ame Ut | -Select- b |
*Primary Phone: Praxy Authorized Confributer | Alternative Phone: | |
Proxy Respensible Person
*Email: | | Manager Name: | |
Submit Clear
May 5, 2022 Page 11
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Main Menus

e Enter your First Name and Phone Number.

e Verify that your email is correct.*
When complete, click “Submit”.

Federal Aviation
Administration

Nisres/

Pilot Records Database

* For Proxy Registration, please select the Air Carrier’ Operator and Proxy before selecting the Role.

Welcome to the Pilot Records Database Air Carrier/Operator First Time User Registration.

| I Alternative Phone:

User Mame = DemoMame
*Air Carrier/Operator: | [Se|eded Air Carrier Mame) Proxy: Min first (3) char of Proxy |
*Role: |Auth0rized User Contributor v |

Title: Job Title: [-select v]
*First Name: I Demo I *“Last Name: Name

Middile Name: | [ Namesuffix: [ Select. ~]

“Primary Phone: | [987-654-3210

|
“Email: |DemoHame@FAA test | Manager Name: |

Submit Clear

4 The email here may be different from your MyAccess email address if desired. This is the email address used by

PRD to send you system messages.
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Main Menus

2) If you are Registering as a Proxy Authorized Contributor:

e Select the Proxy from the Proxy drop-down

— Type in three or more characters of the Proxy Name.

— Select the Proxy from the list that displays.

Federal Aviation

QF Administration

N |

User Name : Demolame

Pilot Records Database

* For Proxy Registration, please select the Air Carrier! Operator and Proxy before selecting the Role.

Welcome to the Pilot Records Database Air Carrier/Operator First Time User Registration.

*Air Carrier/Operator: | (Selected Air Carrier Name) | Proxy: Prompt Proxy LLC(00103)

“Role: |—Se|eu:1— v |

Title: |

*First Name: | *Last Mame: Mame

Middle Name: | Name Suffix: |-Select- v |

*Primary Phone: |

Alternative Phone

*Email: | DemoMame@FAL test

Manager Name:

Submit Clear

May 5, 2022
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Main Menus

e Select the Air Carrier/ Operator from the Air Carrier/ Operator drop-down

— Type in three or more characters of the Air Carrier Name.
— Select the Air Carrier from the list that displays.

Pilot Records Database

* For Proxv Reaistration. nlease select the Air Carrier/ Operator and Proxv before selecting the Role.

Welcome to the Pilot Records Database Air Carrier/Operator First Time User Registration.

User Mame : DemoMame
'A”Ca"ie“'oF’emtf”I (Selected Air Carrier Mame}) | | Proxy: Min first (3) char of Proxy |
“Role: -Select ~]|
Title: Job Title: | _Select- v |
*First Name: *Last Name: Mames

v]

*Primary Phone: Alternative Phone:

|
Manager Name: |

“Email: Demohame@FAAL fest

| |
| |
Middle Mame: | | Mame Suffix: | _Select
| |
| |

Submit Clear

e Select the Proxy Authorize Contributor role from the Role drop-down.

Federal Aviation

Administration

Pilot Records Database

May 5, 2022

Help
* For Proxy Registration, please select the Air Carrier! Operator and Proxy before selecting the Role,
Welcome to the Pilot Records Database Air Carrier/Operator First Time User Registration.
Uszer Name : DemoMame
*Air CarrieriOperator: | (Selected Air Carrier Name) | Proxy: Prompt Proxy LLC(00103)
“Role: -Salect- v |
Title: -Select- |
- Proxy Authorized Consumer .
First Name: Praxy Authorized Confributor | Last Name: Mame
" Proxy Authorized User Manager
Middle Name: N N Suffix:
iedle Rame Praxy Responsible Person | ame Sutix |-Sele-:t— bt |
*Primary Phone: | | Alternative Phone: | |
“Email: [DemaName@FaA test | Manager Name: | |
Submit Clear
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Main Menus

e Enter your First Name and Phone Number.

e  Verify that your email is correct.’
When complete, click “Submit”.

NF Administration

Pilot Records Database

* For Proxy Registration, please select the Air Carrier/ Operator and Proxy before selecting the Role.
*If you would like to register for Trustee access, Please click here

Welcome to the Pilot Records Database Air Carrier/Operator First Time User Registration.

User Name : Demokame
*Air Carrier/Operator: |[Se|eded Air Carrier Mame) | Proxy: Prompt Proxy LLC(00103)
*Role: | Proxy Authorized Confributor R |
Title: | |
*First Name: |Der‘no | *Last Name: Name
Middle Name: | | Name Suffix: |-Select— v |
*Primary Phone: 957-654-3210| Alternative Phone:|
|

“Email: DemoName@FAA fest Manager Name:

Submit Clear

3) Whether registering as an Authorized User Contributor or Proxy Authorized Contributor, a message

displays that the registration was submitted after clicking “Submit”.

5 The email here may be different from your MyAccess email address if desired. This is the email address used by

PRD to send you system messages.

May 5, 2022
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Federal Aviation

Administration

Pilot Records Database

Thank you for registering to the Air Camier Application. You will receive an email as soon as yoeur approval is processed.

U.S. Department of Transportation  Web Policies Government Sites Contact Us
‘ Federal Aviation Administration Web Policies & Motices USA gov Email
U 300 Independence Avenue, SW Privacy Policy Plainlanguage.gov

Washington. DC 20591 Accessibility

Requlations.gov

1-366-TELL-FAA (1-866-835-5322) Data.gov
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2.1.2 Existing User
1) Ifyou are hold an existing air carrier role in the PRD, select the link to register for Air Carrier access.

User Guide | Help | Sign Out

Federal Aviation

Administration

Authorized User Manager &

Pilot Records Database

Please select the access criteria for the Air Camier External PRD application. If the lists do net contain any values, please contact the persen who is responsible for creating and
managing your Air Carrier External User account

If you would like to register for Air Carrier access, please click here. *——

If you would like to register as a Pilot, please click here.

If you would like to register for Proxy access, please click here.

If you would like to register for Trustee access, please click here.

If you would like to register to receive emails about PRD, please click here.

Select Access Criteria

“Select Role: Authorized User Manager v |

*Air Carrier Name: |[ﬁir Carrier Name) ] ] - |

Select

2) The Role Registration page appears.

User Guide | Help | Sign Out

Federal Aviation

‘F Administration

TRE

Authorized User Manager &

Pilot Records Database

~— Role Registration -

*Air Carrier/Operator : |r-,1i|' first (3) char of Air Carrier/Operator |

“Select Role : | -Zelect- v |

.

Register Go Back

3) Register for the Authorized Contributor Role.
o Select the Air Carrier/ Operator from the Air Carrier/ Operator drop-down

— Type in three or more characters of the Air Carrier Name.
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— Select the Air Carrier from the list that displays.

— Since you are requesting additional access with the Air Carrier you are registered for, this
needs to be your existing Air Carrier.

User Guide | Help | Sign Out

Federal Aviation

-/ Administration

Authorized User Manager Y

Pilot Records Database

-~ Role Registration "

*Air Carrier/Operator : | (Air Carrier Name) |

*Select Role : | _Select- i |

Register Go Back

e Select the role of “Authorized User Contributor” from, the Role drop-down.

User Guide | Help | Sign Out

Federal Aviation
Administration

Authorized Uzer Manager g

Pilot Records Database

~— Role Registration -

*Air Carrier/Operator : | (Air Carrier Name) |

*Select Role : | -Select- b |

-Select-
Authorized Consumer
—— Authorized Responsible Person
Register Go Back
Authorized User Manager
Proxy Authorized User Manager

h,
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Main Menus

e When the information is complete, click “Register”.

*Select Role :

~— Role Registration

Federal Aviation

Administration

Pilot Records Database

User Guide | Help | Sign Out

Authorized User Manager &,

*Air Carrier/Operator : | [Air Carrier Mame)

| Authorized User Confributor

Register Go Back

May 5, 2022
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e If you hold an existing proxy role, select the link to register for Proxy Access.

User Guide | Help | Sign Out

Federal Aviation
Administration

Proxy Authorized User Manager g

Pilot Records Database

Please select the access criteria for the Air Carrier External PRD application. If the lists do not contain any values, please contact the person who is responsible for creating and
managing your Air Carrier External User account

If you would like to register for Air Carrier access, please click here.

If you would like to register as a Pilot, please click here.

If you would like to register for Proxy access, please clickm—

If you would like to register for Trustee access, please click here

If you would like to register to receive emails about PRD, please click here.

Select Access Criteria

*Select Role: | Proxy Authorized User Manager v |
*Air Carrier Name: |— (Air Carrier Name) w
*Select Proxy: | Prompt Proxy LLC v|

Select

4) The Role Registration page appears.

User Guide | Help | Sign Out

Proxy Authorized User Manager &

Pilot Records Database

~— Role Registration n

“Air Carrier/Operator : |I-r1i|' first (3) char of Air Carrier/Operator |

“Select Proxy : |I-r1i|' first (3) char of Proxy |

“Select Role : | -Zelect- v |

Register Go Back
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5) Register for the Proxy Authorized Contributor role.
e  Select the Air Carrier/ Operator from the Air Carrier/ Operator drop-down
— Type in three or more characters of the Air Carrier Name.
— Select the Air Carrier from the list that displays.

User Guide | Help | Sign Out

2\ Federal Aviation

Administration

Proxy Authorized User Manager g

Pilot Records Database

.~ Role Registration

*Air Carrier/Operator : |_ [Air Carrier Name) J
*Select Proxy : |r-,1i|' first {3) char of Proxy |
*Select Role : | _Select- A |

Register Go Back

e Select the Proxy from the Proxy drop-down
— Type in three or more characters of the Proxy Name.

— Select the Proxy from the list that displays.

User Guide | Help | Sign Out

Proxy Authorized User Manager =

Pilot Records Database

.~ Role Registration

*Air Carrier/Operator : | [Air Carrier Name) |

*Select Proxy : |Prcn1|:t Proxy LLC(00103] |

*Select Role : | _Select- hd |

Register Go Back

o Select the role of “Proxy Authorized Contributor” from the role drop-down.
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User Guide | Help | Sign Out

Federal Aviation
Administration

Proxy Authorized User Manager A

Pilot Records Database

— Role Registration

"AIr Carrier/Operatar : | (Air Carrier Mame) - . |

*5elect Proxy |Prcn1|:t Proxy LLC(00103) |
*Select Role : | _Select- - |
-Select-
Autherized User Manager
* Proxy Authorized Consumer ’

Register Go Back Proxy Authorized Contributor

Proxy Authorized User Manager
Proxy Responsible Person

e When the information is complete, click “Register”.

User Guide | Help | Sign Out

Federal Aviation

Administration

Proxy Authorized User Manager &

Pilot Records Database

~ Role Registration

*Air Carrier/Operator @ I (Air Carrier Name) J
*Select Proxy : | Prompt Proxy LLC{00103) |
*5elect Role : | Proxy Authorized Gontributor hd |

Register Go Back
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6) Whether registering as an Authorized User Contributor or Proxy Authorized Contributor, a message
displays that the registration was submitted after clicking “Submit”.

User Guide | Help | Sign Out

Federal Aviation

Administration

Pilot Records Database

Thank you for registering to the Air Carrier Application. You will receive an email as soon as your approval is processed.

Go Back

Your registration request will need to be approved by either an Authorized Responsible Person or a User
Manager. For proxy requests, it must be approved by an appropriate Proxy Responsible Person or Proxy
User Manager. Contact prdsupport@faa.gov if you need assistance.
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2.2 Responsible Person Logs In

2.2.1 Approve Registration Request

The registration request must be approved by the:
e  Authorized Responsible Person if you are requesting the Authorized User Contributor role

e Proxy Responsible Person if you are requesting the Proxy Authorized Contributor role

1) Select the link for the PRD Air Carrier External database:
https://prd.faa.gov/AirCarrierExternal/

This is the same as the “Tool” link at prd.faa.gov.

2) The Pilot Record Database Warning page displays.

Federal Aviation

Administration

Pilot Records Database

Warning -- Warning -- Warning
Only Authorized Users May Use This System

System Use Notice

You are accessing a U.S. Government information system, which includes (1) this computer, (2)
this computer network, (3) all computers connected to this network, and (4) all devices and storage
media attached to thiz network or to a computer on this network. This information system is
provided for U.S Government-authorized use only. Unauthorized or improper use of this system
may result in disciplinary action, as well as civil and criminal penalties

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

- You have no reasonable expectation of privacy reganding communications or data transiting or
stored on this information system

- At any time, and for any lawful Government purpose, the Govemment may moenitor, infercept, and
search any communication or data fransiting or stored on this information system.

- Amy communications or data transiting or stered on this information system may be disclosed or
used for any lawful Government purpose.

Accept Exit

For Cfficial Use Only. Public availability to be determined under 5 U.5.C. 552

OMB Control No. 2120-0607 Expiration Dafe 05/31/2023
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3) Click “Accept” on the Warning page. The following user authentication screen displays.

Welcome to the FAA's new MyAccess login
Federal PIV/CAC Holder? Proceed to sign-in below
First Time Here? Activate an existing external account

New User? Register for an external account

Sign in using MyAccess

Email Address

Remember me

OR

Continue with DOT/FAA PIV

Continue with Federal CAC/PIV

Don’t have an account? Sign up
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4) Enter your login criteria on the MyAccess Login page.
The Access Criteria page displays.
Select the Access Criteria.

e Iflogging in as the Authorized Responsible Person (RP), select the:
— Role of “Authorized Responsible Person”
— Air Carrier for which the RP will be acting
— Then, click “Select”

User Guide | Help | Sign Out

(Responsible Person Name) g

Pilot Records Database

Please select the access criteria for the Air Camrier External PRD application. If the lists do not contain any values, please contact the person who is responsible for creating and
managing your Air Carrier External User account

If you would like to register for Air Carrier access, please click here.

If you would like to register as a Pilot, please click here.

If vou would like to reaister for Proxv access. olease click here.

If you would like to register fo receive emails about PRD, please click here.

Select Access Criteria

*Select Role:

Autherized Responsible Person w |

“Air Carrier Namg :| [Selected Air Carrier Name) v |

Select |
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e Iflogging in as the Proxy Responsible Person (PRP), select the:
— Role of “Proxy Responsible Person”
— Air Carrier for which the PRP will be acting
— Proxy for which the PRP will be acting
— Then, click “Select”

User Guide | Help | Sign Out

2\ Federal Aviation

Administration

(Responsible Person Name) &

Pilot Records Database

Please select the access criteria for the Air Carrier External PRD application. If the lists do not contain any values, please contact the person who is responsible for creafing and
managing your Air Carrier External User account

If you would like to register for Air Carrier access, please click here.

If you would like to register as a Pilot, please click here.

If wou would like to reaister for Proxv access. olease click here.

If you would fike to register to receive emails about PRD, please click here.

Select Access Criteria

*Select Role: |F'rc>o,' Responsible Person - |
*Air Carrier Name |[Selected Adr Carrier Name). . - |
Proxy: | Prompt Proxy LLG v |

| Select |
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5) Whether logging in as the Authorized Responsible Person or the Proxy Authorized Person, the

Security page displays. The page lists Pending Registration Approvals.

) Federal Aviation

Administration

isTR

Inbox [EETIETIVEE Pilot Search  Air Carrier

Manage Air Camier Proxy

Manage Users

User Information

Air Carrier Name: { Selected Air Carrier Name}

Search

Search

Pilot Records Database

Activity Directory User Profile Email Config

Home | User Guide | Help | Sign Out

(Responsible Person Name) g

Help

Back To Role Seleclion Page

First Name: |

| Last Name: |

User Name: |

| User Status: | _Select

Air Carrier Name: |r-;1in first (3) char of Air Carrier Name

| Roles: | _Select-

Last Updated By: |r-;1in first (3) char of Last Updated By

|j To:|

| Updated Date: From: |

Created Date: From:

B TG:|

Search Clear

~ Manage Users

No records found.

~ Pending Approvals

Export To PDF

Export To Excel

May 5, 2022

. User Name First Name Last Name Date Submitted Air Carrier
DemoName Demo Mam e 05/04/2022 [Air Carrier Name) Authorized User Contributor | Pending Approval
M« > M mmmsperpane 1 -1 of 1 items
Edit Pending Approval
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6) Select the registration request.
Check the box in the far-left column of the registration request to select the line.
Slick “Edit Pending Approval”.
The User Details display.

Pendeng Approvals -

»| Export To Exced - Expent To PDF

Firsi Mam#  LasiMame  Dae Statu

~7 DemoMame Demo hame 05/04/2022 (A Cammar Name) Authorized User Contributor  Pending Approval

I Edist Perngdung Apgs oval |

Laar Dwiaile

Air Carrier Name:  [(AF Camar Nama | "Uner Role Group: A Carmer
“LHper MaT: Demoaame Uner States: Perding Approval o
“First Name Do Lasi Marme: Mans
Muldle Wame Hame Suffix; sy v
Pramary Phone: SET-E54-3210 Aiternate Phone:
*Email: DimmckiarmeF AL best Manager Mame:
. Poastion Title

~ Holes

Fole Mame: Authonzed Liser Contribaior Role Status: Pending Appioa P

Efeciive Dade: | 542007 | & Expsration Dabe:

Amthorized Person Detsils

Responsible Person Full  Regoe Royal Autharired Person Job Chisl Exsculle DScar
Name: Tithe=

Authorited Person Role  Acive Authonred Person

Statuan: Approved By:

Save Fitnai Cleas
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7) Approve the Registration Request.
e Change the values in the User Status drop-down to “Active” if it is not already set to active.
Change the value in the Role Status drop-down to “Active”.
Make sure the Effective Date is the current date or later.
Do NOT enter an expiration date.
Click “Save” when finished.

~ Pendng Approvals

[ Expori To Exesl [} Expert To PDF

Firgt Mam ¢ Lt Mame

SLALLE

ar DemoMame Demo Name 0570472022 (& Carnmr Name) Autharized User Contributor Pending Approval

4 -1 ol 1 ileima

Edit Pending Approval

User Detaily
Adr Carvier Nama: (& Carrier Mame) “Usar Rols Group: Al Camed
"Uner Name: Diematiame rl.l‘ur Statis: | Ackwe | ]
‘Firat Mama: Demic “|naf Mame: I”.'.u-'e |
Midifle Mame: Mame Sufli ¢t |
Primary Phone: SET-554.-3210 | Alteimate Phomne:
"Bl DrnchiameSFas e MAANEOET M
Poailion Title:
~— Rokes
i —
Rede Mame Auhorized Liser Comiribulos Role Siatus: Action 15
Effective Dale: | 05052022 = Exparation Date: =
Authonzed Person Detadls
Responsible Person Full  Regpe Royal Authorized Person Job Chief Executive Officer
Mame: Ttk
Authonzed Person Roks AR Authorized Person
Staius: Approved By:

Resed Chear
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8) You can search by the user’s First and Last Name to verify their registration status is active.

} Federal Aviation

/-] Administration

Inbox EETIWTN VAN Filot Search  Air Carrier  Search  Activity

Manage Air Carmier Proscy

Manage Users

User Information

. Air Carrier Name: { Selected Air Carrier Name)

Search

First Name: | Demo |

User Name: | |

Air Carrier Name: |r-.-1in first (3) char of Air Carrier Name |

Last Updated By: [\in first (3) char of Last Updated By |

| Tc\:| B

Created Date:

From: |

Search Clear

Pilot Records Database

Directory User Profile Email Config Help

Home | User Guide | Help | Sign Out

(Responsible Person Name) g

Back To Role Selaction Page

Last Mame: | Hame

User Status: | _Selact

Roles: | _Select

|j T0:|

Updated Date: From: |

~ Manage Users

DemoName |Active

Last
Updated By

Last Update

Date

(Last Update
MName}

Name 05/05/2022

Export To Excel Export To PDF

Air Carrier Status of

Name

[Air Carrier
Name}

Active

1-1 of 1 items

May 5, 2022
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2.2.2 Configure Email Notification Address

The Responsible Person may configure the email address where correction requests and missing record
requests are sent.

Otherwise, these notifications are sent to the Responsible Person directly.

1) Select the Email Config menu.
The Correction Disposition Configuration page displays.

Home | User Guide | Help | Sign Out

Federal Aviation
Administration

(Responsible Person Name) g

Pilot Records Database

Inbox  Security Pilot Search  Air Camier  Search  Acfivity  Directory User Profile JEnETESGLVE He

Correction Disposition Configuration

P

*Please provide email for correction & missing pilot records and reviewing entity record request.

Air Carrier Name: (Air Carrier Name}
*Notification Email:

Add Clear

~— Email Configuration

No records found.
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2) Enter the Notification Email address and click “Add”.

Home | User Guide | Help | Sign Out
\

5) Federal Aviation

.| Administration

(Responsible Person Name) g

Pilot Records Database

Inbox  Security  Pilot Search  Air Camier  Search  Aclivity  Directory  User Profile JEQGTESGLIT Help

Correction Disposition Configuration

*Please provide email for correction & misgsing pilot records and reviewing entity record request.

Air Carrier Name: (Air Carrier Name)

*Notification Email: | Motification Address@faa test

Add Clear

~~ Email Configuration

No records found.
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3) The email address displays in the Email Configuration grid.

Home | User Guide | Help | Sign Out

(Responsible Person Name) g

Pilot Records Database

Inbox  Security  Pilot Search  Air Camier  Search  Aclivity  Directory  User Profile JESQETRSG VM Help

Correction Dispeosition Configuraticn

*Please provide email for correction & missing pilot records and reviewing entity record request.

Air Carrier Name: (#Air Carrier Name)

*Naotification Email: |

Add Clear

~— Email Configuration

[ Export To Excal 9 Export To PDF

. Notification Email Last Updated Date Last Updated By

Motification. Address@faa test 05/05/2022 (Last Updated Mame}

M« N > (M mnemanermge 1-1of1items

5

@ Delete
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4) The email addressed may be modified by checking the box to the far-left of the email addresses and

clicking “Edit”.

The Correction Disposition Notification email displays below the Email Configuration grid.

Changes can be saved by clicking the “Update” button.

/)] Administration

) Federal Aviation

Pilot Records Database

Inbox  Security  Pilot Search  Air Camier  Search  Activity  Directory  User Profile SuGIR®V DM Help

~ Email Configuration

Home | User Guide | Help | Sign Out

(Responsible Person Name) &,

Cormrection Disposition Configuration

*Please provide email for comection & missing pilot records and reviewing entity record request.

Air Carrier Name: (Air Carrier Name}

*Notification Email: |

Add Clear

Motification Email Last Updated Date Last Updated By

o Motification_Address@faa test 05/05/2022 (Last Updated Name}

) @) ) [ e

Export To Excel Export To PDF

1-1 of 1 items

Delete

Comrection Disposition Configuration Edit

Notification Email: | Motification Address(@iaa test

Update Clear

May 5, 2022
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5) An email address may be removed by checking the box to the far-left of the email addresses and
clicking “Delete”.

Home | User Guide | Help | Sign Out

(Responsible Person Name) &

Pilot Records Database

Inbox  Security  Pilot Search  Air Camier  Search  Aclivity  Directory  User Profile JSpETNESGTE Help

Correction Disposition Configuration

*Please provide email for correction & missing pilot records and reviewing entity record request.

Air Carrier Name: (#Air Carrier Mame)

*Notification Email: |

Add Clear

~ Email Configuration \

[¥] Export To Excel [& Export To PDF

Notification Email Last Updated Date Last Updated By

Motification. Address@&faa.test 05/05/2022 (Last Updated Name)

M« IR mitemsperpﬂge 1-1 of 1items

Edit Delete
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2.3 Log in as Contributor

Once the registration request for a contributor role is approved, log into PRD as the contributor to report
records.

1) Select the link for the PRD Air Carrier External database:
https://prd.faa.gov/AirCarrierExternal/

This is the same as clicking the “Tools™® button at prd.faa.gov.

Air Carriers, Operators, and
Proxies

« View pilot records

View Records*

‘Requires an Authorized Responsible Person or an Authorized Consumer Role

» Register for access
» Manage users
» View Logs

» Report pilot records (June 2022)

Tools

2) The Pilot Records Database Warning page displays.

¢ This button may be changed in June 2022 to indicate it is used to both view and report pilot records.
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Federal Aviation

Administration

Pilot Records Database

Warning -- Warning -- Warning
Only Autherized Users May Use This System

System Use Notice

You are accessing a U.S. Government information system, which includes (1) this computer, (2)
this computer netwerk, (3) all computers connected to this network, and (4) all devices and storage
media attached to this network or to a computer on this network. This information system is
provided for U.S Government-authorized use only. Unauthorized or improper use of this system
may result in disciplinary action, as well as civil and criminal penalties

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

- You have no reasonable expectation of privacy regarding communications or data transiting or
stored on this information system

- Al any time, and for any lawful Government purpose, the Govemment may monitor, intercept, and
search any communication or data fransiting or stored on this information system.

- Amy communications or data transiting or stered on this information system may be disclosed or
used for any lawful Government purpose.

Accept ﬂ

For Cfficial Use Only. Public availability to be determined under 5 U.S.C. 552

OME Control No. 2120-0607 Expirafion Date 05/31/2023

May 5, 2022
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3) Click Accept of the Warning page. The following user authentication screen displays.

Welcome to the FAA's new MyAccess login
Federal PIV/CAC Holder? Proceed to sign-in below
First Time Here? Activate an existing external account

New User? Register for an external account

Sign in using MyAccess

Email Address

Remember me

OR

Continue with DOT/FAA PIV

Continue with Federal CAC/PIV

Don’t have an account? Sign up
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4) Enter your login credentials on the MyAccess Login page.
The Access Criteria page displays.
Select the Access Criteria.
e Iflogging is as the Authorized User Contributor, select the:
— Role of “Authorized User Contributor”
— Air Carrier for which will be acting
— Then, Click “Select”

User Guide | Help | Sign Out

Federal Aviation
Administration

Connie Contributor &

Pilot Records Database

If you would like to register for Air Carrier access, please click here.

If you would like to register as a Pilot, please click here.

If you would like to register for Proxy access, please click here.

If you would like to register to receive emails about PRD, please click here.

Select Access Criteria

*Select Role:

Authorized User Contributor W |

*Air Carrier Namg: | (Selected Air Carrier Name) ) - |

[ Select
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e Iflogging is as the Proxy Authorized Contributor, select the:
— Role of “Proxy Authorized Contributor”
— Air Carrier for which will be acting
— Proxy for which you will be acting
— Then, Click “Select”

User Guide | Help | Sign Out

Federal Aviation
Administration

Particia Prompt &

Pilot Records Database

If you would like to register for Air Carrier access, please click here.

If you would like to register as a Pilot, please click here

If you would like to register for Proxy access, please click here.

If you would like to register fo receive emails about PRD. please click here.

Select Access Criteria

*3elect Role: | Prasy Authorized Contributor v |

“Air Carrier Name II'SeIec‘ted Air Carrier Name} J

Proxy: [ Prompt Proxy L v|
Select J
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5) The Contributor Inbox displays.

Home | User Guide | Help | Sign Out

Federal Aviation
Administration

Connie Contributor &

Pilot Records Database

i1y @l Filot Search Air Carrier Search Activity Directory  Help

Correction Request  Record Request

I Air Carrier Name: (Air Carrier Name)

Back To Role Selection Page

Correction Request Search

*At least one search parameter is required.

Certificate No: | | Section Name: | _Select- - |
Last Name: Record 1D:

| | | |
First Name: | | Expire Date: From: | [ To: | ki
Middle Name: | | Status/Disposition: | Open-Received v |
Request ID: | | Last Updated Date: From:| [ To: ki
Requested Date: From:| i Tor | [ Last Updated By: |r-.-1ir first (3) char of Last Updated By |

Search Clear
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3 CONTRIBUTOR MAIN MENUS

This section provides an overview of the menus after you log. An Authorized User Contributor and
Proxy Authorized Contributor see the same menus.

3.1 Inbox

The following menus may be selected from the Inbox.

e Inbox: Select the Inbox to:

— Disposition Correction Requests submitted by a Pilot

— Disposition Record Requests submitted by a reviewing entity.

Section 5 illustrates how to disposition Correction Requests and Missing Record requests.

Figure 1: Inbox

Il:sy @l Filot Search  Air Carrier  Search

Correction Request  Record Request

I Air Carrier Name: (Air Carrier Name)

Correction Request Search

*At least one search parameter is required.

Pilot Records Database

Activity Directory Help

Home | User Guide | Help | Sign Out

Connie Contributor &

Back To Role Selection Page

Certificate No: | | Section Name: | _Select-

Last Name: | | Record ID: |

First Name: | | Expire Date: From | ki To:|
Middle Name: | | Status/Disposition: | Open-Received

Request ID: | | Last Updated Date: From | [ To:
Requested Date: Fr0'n:| L To | [ Last Updated By: |r-.-1ir first (3) char of Last Updated By

Search Clear

May 5, 2022
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3.2 Pilot Search

Select the Pilot Search menu to search for a Pilot by Certificate Number plus Last or First Name. This
allows you to select a Pilot and enter their pilot records (Employment, Training, Drug and Alcohol and
Final Disciplinary Actions).

Figure 2: Pilot Search

Home | User Guide | Help | Sign Out

Federal Aviation

Administration

Connie Contributor &

Pilot Records Database

Inbox IS e Wl Air Carrier  Search  Aclivity  Directory  Help

I Air Carrier Name: (Air Carrier Name)

Pilot Search

*The Certificate Number and either First Name or Last Name are required. If you cannot find the pilot record please contact PRD support team at
PrdSupport@iaa.gov

“Certificate No: | |

First Name: | | Last Name:

Search Clear

~ Pilot Information

No records found.
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3.3 Air Carrier

Select the Air Carrier menu to enter Employment, Training, Drug and Alcohol, Disciplinary Actions and
NDR Request dates for Pilots that meet the search criteria.

Note: The difference between Pilot Search and Air Carrier is that:

— Pilot Search allows you to enter multiple types of records for the same pilot from one
record.

— Air Carrier allows you to enter the same type of information for multiple pilots from
one page.

Figure 3: Air Carrier

Home | User Guide | Help | Sign Out

Federal Aviation

Administration

Connie Contributor &

Pilot Records Database

Inbox  Pilot Search YT :(g Search  Acfivity  Directory Help

Employment Training  Drug And Alcohol  Disciplinary Actions ~ NDR

I Air Carrier Name: (Air Carrier Name) Certificate No.: Last Name: First Name:

Search Employment Records

The Complete Date indicates all outstanding records have been reported to the date entered.
The Final Records Date indicates all available records have been entered into the PRD and no additional records are expected to be provided to PRD.
*The Certificate Number and either First Name or Last Name are required. If you cannot find the pilot record please contact PRD support team at

PrdSupport@faa.gov

*Certificate No: | | Last Name: | |
First Name: | | Middle Name: | |
Record ID: | | PRD Date of Hire: men| ki T-:>| ki
Separation Reason: |-Se|e|:1- v| Separation Date: men| ki T-:>| ki
Complete Date: Fr0'n| ki Tc| ki Final Records Date: men| ki T-:>| ki
Last Updated By: [Min first (3) char of Last Updated By | Last Updated Date:  From| [ To [
Suppressed: | Salect- v |

Search Clear
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3.4 Search

Select the Search menu to return pilot records based on the criteria entered. The page includes both
Standard and Advanced search criteria.

Search results are limited to the Air Carrier:

e For which you are a registered user
*  You selected when logging into PRD.

The Basic search includes the following fields:

Figure 4: Search

Home | User Guide | Help | Sign Out

Federal Aviation
Administration

Connie Contributor &

Pilot Records Database

Inbox Pilot Search Air Carrier Activity Directory Help

I Air Carrier Name: (Air Carrier Name}

~— Search

*At least one search parameter is required.

Certificate No:

| | Last Name: | |
First Name: | | Middle Name: | |
Record ID: | | Record Type: | _Selact- v |
Suppressed: | _Selack v | Correction Request Status: | _Selact- v |
Last Updated By: |p;in first (3) char of Last Updated By | Last Updated Date: me;| ki T0:| ki

Advanced Search

Search Clear
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Advanced Search includes these additional categories and criteria.
Criteria can be selected from one or more Advanced Search categories.

May 5, 2022

Advanced Search
~— Search By Secticn
Employment ~
PRD Date of Hire: From:| |_'] T0:| = Separation Reason: |-Select- h |
Separation Date: me;| |_-] To:| [ Final Records Date: Fr0n1:| i Tc\:| |J
Complete Date: From:| |£] Tg;| [
Duties ~
Duty Position: |-Se|ecl- P | Duty Date: From | T0:| |
Aircraft Make/Model: | Min first () char of Aircraft Make/Mode! |
Training ~
Start Date: From:l |J To | i End Date: From | i T0:| B
Aircraft Make/Model: |Min first (3) char of Aircraft P.r1al-<e."l‘v’ladel| Duty Position: |-Selec1— v |
Training Program: |-Se|ecl- - | Training Event: | _Select- w |
Result: |-Se|ecl- W |
Drug and Alcohol ~
Occurrence Date: me;| |_-] T0:| |_—] Record Type: |-Select- v |
Report Type: |.Se|ect- v | Test Type: |-Select— A |
Disciplinary Actions -~
Action Date: From: | |_'] To: | |_'] Action Type: -Belact- A
Removal From |-Select- v |
Operations:
NDR ~
Request Date: From: |_-] To:| |_-]
Search Clear
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3.5 Activity

Select the Activity menu to search various data table logs and Notifications.

Figure 5: Activity

Federal Aviation

Administration

Inbox Pilot Search Air Carrier  Search

Logs  Notifications

Pilot Records Database

J.Y=i\Ul\" Directory  Help

Home | User Guide | Help | Sign Out

Connie Contributor &

~— Log Search

*At least one search parameter is required.

Date: From: |

jT0:|

[ Acted Upon: |r-.-1infrs'. (3) char of Name

Acted Upon Type: [ Select-

v| Action Date: From-

[ To:|

B

Activity Type: | _Select-

v | User: |r-.-1in first (3) char of Name

Search Clear

May 5, 2022
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3.6 Directory

Select the Directory menu to search for an Air Carriers’ Responsible Person and contact details.

Figure 6: Directory

Home | User Guide | Help | Sign Out

Federal Aviation

Administration

Connie Contributor &

Pilot Records Database

Inbox Filot Search Air Carrier Search Activity Help

~— Search

*Air Carrier Name: | Min first (3) char of Air Carrier Name

Search Clear
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3.7 Help
Select the Help menu to open the PRD online help.

Figure 7: Page-Level Help (Link)

Home | User Guide | Help | Sign Out

Federal Aviation

gﬁ Administration

Connie Contributor &

Pilot Records Database

Inbox Filot Search Air Carrier Search Activity m Help

Search

*Air Carrier Name: | Min first (3) char of Air Carrier Name

Search Clear

Figure 8: Page-Level Help (Content)

im} |@ Federal Aviation Administration X D Directory x |+ - 0 X

C %] https//prd-qafaa.gov/AircarrierExternalStagedTest/Help/AirCarrierContributor/Web... A b3 o7} 3 s

Search

B contents

E Index

@
iii

y. - -

Welcome

i [

u
§ ntroduction

Directory

|l Registration and Legin

Chapter 1: General Application Information

. You use the Directory page to search for and view the contact information of an aw carner’s Responsible Person.
i Chapter 2: Authorized User Consumer Procedur =

Chapter 3: Accessing & Using the Online Help S See:

EEEEE

Chapter 4: Glossary « Search for Responsible Person Contact Details

« View Responsible Person Contact Details
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4 DATA ENTRY

This job aid is provided to assist you with using the Pilot Records Database (PRD) application to:
e Report pilot records (Employment, training, Drug and Alcohol, Final Disciplinary Action)
e Disposition Correction Requests and Missing Record requests submitted by a pilot.

When entering records, please remember:

e This is not a testing environment. You are entering real data into the production system.

e There is no “delete” function — once a record is added it can only be suppressed. The record may
be edited and corrected, but is cannot be deleted.

This starts with assuming you:

1) Have an approved role in PRD that includes the Authorized Contributor or the Proxy User
Contributor role

2) Are logged into PRD using one of these roles;

3) Are viewing the Contributor Inbox page.

4.1 Add Pilot Employment Record
1) Select the Pilot Search menu. The Pilot Search screen will display.

Pilot Records Database

Inbox EEEIET- e W@ Air Carrier  Search  Activity  Directory  Help

Air Carrier Name: (Air Carrier Name)

Pilot Search

*The Certificate Number and either First Name or Last Name are required. If you cannot find the pilot record please contact PRD support team at
PrdSupport@fas.gov

*Certificate No: | |

First Name: | | Last Name:

Search Clear

~ Pilot Information

No records found.
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2) Enter the Pilot’s Certificate Number and Last Name in the respective fields and click Search. The

Pilot Information record displays. If you have trouble finding a match, you may wish to search my
certificate number and first name instead.

Note: It is possible the pilot’s last name may have changed after the records were created. For example,
the pilot worked for your company in 2020, but changed their last name with the FAA in 2021. The
search box is expecting the current last name, not what it was in 2021. If you need assistance searching
for a pilot for reporting purposes, contact prdsupport@faa.gov.

Pilot Records Database

Inbox EEMIGIETG1= 00 Air Camier  Search  Activity Directory Help

I Air Carrier Name: (Air Carrier Name)

Pilot Search

*The Certificate Number and either First Name or Last Name are required. If you cannot find the pilot record please contact PRD support team at
PrdSupport@fas.gov

“Certificate No: | (Certificate Number) |

First Name: | |

Last Name: (Last Name)|

Search Clear

~ Pilot Information

[x) Export To Excel Export To PDF

Eull Name

cate Number Certificate Type

(PILOT NAME) (000000000)

M)« 1 M mrtemsperpage

(Certificate Type) X¥9999999

Wiew

1 -1 of 1 items

3
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Employment Records

3) Select the View link in the Pilot Information grid.

Piict informaton

f Espori To Excal [ Experi To PDF
Full Mame Cortificids Mamies Cerificats Tvoe

(R i)

Cambime Type

1 -1 al 1 lems

4) The Pilot Employment page displays.

Pilot Records Database

Inbox Pilot Search |41[JQ Air Carrier  Search Activity Directory Help

Employment Training  Drug And Alcohol  Disciplinary Actions ~ NDR

I Air Carrier Name: (Air Carrier Name) Certificate No.: 9999939999 Last Name: (Last Name) First Name: (First Name)

~— Employment Records

No records found.

Pilot Information

Certificate No.: 999999999 Last Name: (Last Name)

First Name: (First Name) Middle Name: (Middle) Record ID:

Employment Information

= The Complete Date indicates all outstanding records have been reported to the date entered.

= The Final Records Date indicates all available records have been entered into the PRD and no additional records are expected to be
provided to PRD.

Final Records Date: :ﬁ

5) Enter the PRD Date of Hire: This is the earliest date on which an individual begins any form of

required training in preparation for the individual’s service as a pilot on behalf of an operator or entity

subject to the applicability of this part; or performs any duty as a pilot for an operator or entity subject
to the applicability of part 111.

Enter the Date by typing the date directly into the field, or clicking the Calendar icon and selecting
the date from the calendar.
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Employment Information

= The Complete Date indicates all outstanding records have been reported to the date entered.

= The Final Records Date indicates all available records have been entered into the PRD and no additional records are expected to be
provided to PRD.

*PRD Date of Hire: B

Complete Date: O [Ar v|2022 ~| O

Final Records Date:

Mo Tu We Th Fr 35a

w | ra

The Separationist 2 4 5 6
is subjecttotheap | 10| 11| 12| 13| 14| 15| 16

17| 18| 19| 20| 21| 22| 23

nding the employment relationship between a pilot and an operator or entity who

No separationfron = 24 25 28 27 23 29 30 |the operator determines the separation is not subject to any pending dispute.

6) Enter the Complete Date the same way, as applicable.

This is the date when the air carrier or operator completes the process of entering all applicable
records into the PRD for this particular airman. Additional records may be added as they become
available after this date (pilot is still employed with the operator) but this date indicates to a hiring
employer from what date the records in PRD have last been updated.

7) Enter the Final Records Date the same way, as applicable.

This is the date when the previous employer attests that all records related to this pilot have
been provided to the PRD and no additional records are available or expected to be generated
(pilot is no longer employed with the operator).

Employment Information

= The Complete Date indicates all outstanding records have been reported to the date entered.

= The Final Records Date indicates all available records have been entered into the PRD and no additional records are expected to be
provided to PRD.

*PRD Date of Hire:  [03/01/2015 (] f—
Complete Date: 04/01/2015 ] f—
Final Records Date: |p5/11/2015 j e

8) Enter the Separation Date and Separate Type, as applicable.

This is the last-in-time date record of any action ending the employment relationship between
a pilot and an air carrier or other operator, which is not subject to any pending formal or
informal dispute initiated by the pilot. No separation from employment may be considered
final until 30 days after the action.
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The values for the Separation Type are as follows:

The Separation is the last-in-time record of any action ending the employment relationship between a pilot and an operator or entity who
is subject to the applicability of this part.

Mo separation from employment is considered final until the operator determines the separation is not subject to any pending dispute.

Separation Type: | Select- v |
Other - Details

Other - Retirement

(Other - Resignation

Other - Physical/Medical Disqualfication

Other - Employer initiated separation not due to pilot performance
Termination - Professional Disgualification

Termination - Pilot Performance

If you select “Other — Details” a text box display to allow you to enter details.

9) Select “Yes” or “No” for Relevant Documents, as applicable.

These are documents which are relevant to this record and may be requested by the
reviewing entity or the pilot in accordance with § 111.235.

If Relevant Documentation Available is “Yes" the doc
less than the Event Date.

Relevant Documents:

tation may be requested outside of the PRD if the current date is equal to or

Save Clear No

10) When all data is complete, click “Save”

If Relevant Documentation Available is “Yes" the doc
less than the Event Date.

tation may be requested outside of the PRD if the current date is equal to or

Relevant Documents: |vyes v

Save Clear
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11) The information entered displays in the Employment Records grid. You may need to scroll the table
displayed to the right to see all of the columns,

Home | User Guide | Help | Sign Out

Federal Aviation
Administration

Connie Contributor &

Pilot Records Database

Inbox  Pilot Search M8l Air Carrier  Search  Activity  Directory  Help

Employment Training  Drug And Alcohol  Disciplinary Actions ~ NDR

I . Air Carrier Name: (Air Carrier Name) Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Mame)

~— Employment Records

[¥] Export To Excel [ Export To PDF

Certificate # Record : | Reporting * H Separation : | Separation PRD
ID Entity Date Type Records
Complete
Date
(Pilat 999999999 3504516-EM-1 | (Air Carrier 03/01/2015 04/01/2015 05/11/20
Mame) Mame)

M 4 1 M mnemsperpaue 1-1 of 1 items

Edit | Assignment-to-Duty | Add Additional Record |
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12) If data needs to be edited after is entered, check the box in the far-left column and click “Edit”.

Home | User Guide | Help | Sign Out

Federal Aviation

Administration

Connie Contributor &

Pilot Records Database

Inbox Pilot Search |31J@ Air Carrier  Search Activity Directory Help

Employment Training  Drug And Alcohol  Disciplinary Actions ~ NDR

I Air Carrier Name: (Air Carrier Name) Certificate No.: 399999999 Last Name: (Last Name) First Name: (First Name)

~— Employment Records

[} Export To Excel [ Export To PDF

Certificate # Record : | Reporting : H Separation : | Separation PRD
ID Entity Date Type Records
Complete

Date

v (Pilot 999999999 3504516-EM-1 (Air Carrier 03/01/2015 04/01/2015 05/11/20
Name) Name)

M M'emsperpaue 1-1 of 1 items

Edit | Assignment-to-Duty | Add Additional Record |

Pilot Information

Certificate No.: 999999999 Last Name: (Last Mame) First Name: (First Name) Middle Name: (Middle} Record ID: 3504516-EM-
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The data displays below Employment Records grid. Click “Update” to save the edits once made.

Employment Information

* The Complete Date indicates all outstanding records have been reported to the date entered.

= The Final Records Date indicates all available records have been entered into the PRD and no additional records are expected to be
provided to PRD.

*PRD Date of Hire:  [3/172015 ]
Complete Date: 4/1/2015 ]
Final Records Date: [5/11/2015 ]

The Separation is the last-in-time record of any action ending the employment relationship between a pilot and an operator or entity who
is subject to the applicability of this part.

No separation from employment is considered final until the operator determines the separation is not subject to any pending dispute.

Separation Type: |-Se|ec'.- v

If Relevant Documentation Available is “Yes™ the documentation may be requested outside of the PRD if the current date is equal to or
less than the Event Date.

Relevant Documents: | vyes ~

Update [ Clear
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Employment Records

13) Click the “Add Additional Record” button to add an additional Employment Record.

NOTE: It is recommended you edit an existing employment record instead of creating a new entry to
update information such as when records were last uploaded. It may be useful to create a new
employment record for the same employer in cases of a break in service.

Inbox  Pilot Search 008

Employment  Training

Drug And Alcohol

I Air Carrier Name: (Air Carrier Name)

Pilot Records Database

Alr Carrier  Search Activity Directory Help

NDR

Disciplinary Actions

Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name)

~— Employment Records

Certificate

3990990900

[} Export To Excel

[ Export To PDF

Separation Separation FRD

Date

Reporting
Entity

Record

1D
Com

Date

03/01/2015

3504516-EM-1  (Air Carrier

Name)

Reco

04/01/2015

rds
plete

05/11/20

1-1of1items

Edit | Assignment-to-Duty |

Add Additional Record |

Pilot Information

Certificate No.: 999999999

Last Name: (Last Name) First Name: (First Name) Middle Name: (Middle)

Record ID: 3504516-EM-
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The fields to add an additional Employment Record display.

Complete the information following the same steps as before.

Pilot Information

Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name) Middle Name: (Middle)}  Record ID:

Employment Information

= The Complete Date indicates all outstanding records have been reported to the date entered.

= The Final Records Date indicates all available records have been entered into the PRD and no additional records are expected to be
provided to PRD.

Final Records Date: :_:]

The Separation is the last-in-time record of any action ending the employment relationship between a pilot and an operator or entity who
is subject to the applicability of this part.

No separation from employment is considered final until the operator determines the separation is not subject to any pending dispute.

Separation Date: :_:]

Separation Type: | -Select- hd

If Relevant Documentation Available is “Yes" the doc
less than the Event Date.

Relevant Documents:

n may be req outside of the PRD if the current date is equal to or

Save Clear

May 5, 2022 Page 60



Pilot Records Database (PRD) Job Aid v1.0 Employment Records

14) An Employment Record may be suppressed. When a record is suppressed, the record remains visible
to the reporting entity, but will not be displayed to a reviewing entity (new employer). This may be
useful for records which are no longer appropriate or are required to not be released for other reasons.
Scroll to the far-right in the Employment Records grid and select the “Add” link in the Suppressed
column of the record to Suppress.

Home | User Guide | Help | Sign Out

Federal Aviation
Administration

Connie Contributor &

Pilot Records Database

Inbox  Pilot Search M8 Air Carrier  Search  Activity  Directory  Help

Employment  Training  Drug And Alcohol  Disciplinary Actions ~ NDR

I Air Carrier Name: (Air Carrier Name) Certificate No.: 9999399999 Last Name: (Last Name) First Name: (First Name)

~— Employment Records

[} Export To Excel [ Export To PDF

Separation  ® S i H PRD No H Relevant H Created @ Suppressed %
Date Records Additional Document Date

Complete records to
Date report to
PRD Date

03/01/2015 04/01/2015

05/11/2015

1-1 of 1 items

04/30/2022

4

15) The fields to suppress a record display below the grid.
Select “Yes” for “Is Suppressed” and enter comments explaining the reason.

Click “Save” when finished
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Suppression
A suppressed record displays to the pilot but is not provided to a reviewing entity for making a hiring decision.
Record ID: 3504516-EM-1

Suppressed By:
Suppressed Date:

v|—‘-—

“Is Suppressed: | Yes

The following comment is displayed to the pilot and the PRD Administrator but does not appear on the PAR.

*Comments: This is for demonsirating suppression. M

~ Suppression History

No records found.

16) The selected record shows as suppressed.

Home | User Guide | Help | Sign Out

Federal Aviation
Administration

Connie Contributor &

Pilot Records Database

Inbox  Pilot Search IM1lvigl Air Carrier  Search  Activity  Directory Help

Drug And Alcohol Disciplinary Actions NDR

Employment  Training

I Air Carrier Name: (Air Carrier Name) Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name)

~— Employment Records
[} Export To Excel Export To PDF

Created : || Suppressed @

PRD No H Relevant
Date

Records Additional Document

Complete records to
Date report to
PRD Dare

Separation
e

04,/30/2022

04/01/2015 05/11/2015

03/01/2015

Edit | Assignment.to-Duty | Add Additional Record |
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Employment Records

17) Select the Edit link in the Suppressed column of the Employment Records grid. The Suppression

pages displays, which includes the suppression history.

Suppression

A suppressed record displays to the pilot but is not provided to a reviewing entity for making a hiring decision.

Record 1D: 3504516-EM-1
Suppressed By:  Connie Contributor
Suppressed Date: 5/1/2022

*Is Suppressed: Yes

The following comment is displayed to the pilot and the PRD Administrator but does not appear on the PAR.

*Comments: This is for demonsirating suppression.

Save Clear

~— Suppression History

[} Export To Excel

[ Export To PDF

Record ID Suppressed By Suppressed Date Is Suppressed Comments
3504516-EM-1 Connie Contributor 05/01/2022 Yes This is for demonstrating suppression.
M 4 1 M m items per page 1-1of 1items
»
Page 63
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Employment Records

18) Change “Is Suppressed” to “No” and enter an explanation.

Click “Save” when finished.

Suppression

A suppressed record displays to the pilot but is not provided to a reviewing entity for making a hiring decision.

Record ID:
Suppressed By:
Suppressed Date: 5/1/2022
[No

3504516-EM-1
Connie Contributor

*Is Suppressed:

The following comment is displayed to the pilot and the PRD Administrator but does not appear on the PAR.

*Comments: This was done in error.

~— Suppression History

[¥) Export To Excel

[A Export To FDF

Comments

Record ID

3504516-EM-1 Connie Contributor 05/01/2022

1 BIM m items per page

) -

This is for demonstrating suppression.

1-10of1items

19) The selected record is no longer suppressed.

Pilot Records Database

Inbox  Pilot Search QMMM Air Carrier  Search  Activity  Directory  Help

Training Drug And Alcohol Disciplinary Actions NDR

Employment

I Air Carrier Name: (Air Carrier Name) Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Mame)

~— Employment Records

[} Export To Excel

[ Export To PDF

Separation Separation  § PRD H No H Relevant H Created
Date Date Records Additional Document Date
of Complete records to
Hire Date report to

PRD Date

AR 04/01/2015 05/11/2015 04/30/2022

I'INC

1-1 of 1 items

4

03/01/2015

Suppressed

Edit | Assignment to-Duty | Add Additional Record |
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4.2 Add Pilot Employment Record: Assignment-to-Duty
The pilot’s Assignment-to-Duty is entered from the Employment page’.

1) Check the box in the far-left column for the Air Carrier where Assignment-to-Duty will be entered.
Then, select the Assignment-to-Duty button on the Employment page.

Home | User Guide | Help | Sign Out

: Federal Aviation
E Administration

Connie Contributor &

Pilot Records Database

Inbox  Pilot Search QI8 Air Carrier  Search  Activity  Directory  Help

Employment  Training  Drug And Alcohol  Disciplinary Actions ~ NDR

l Air Carrier Name: (Air Carrier Name) Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name)

~— Employment Records

[} Export To Excel [ Export To PDF

Certificate £ Record : | Reporting : H Separation : | Separation : PRD
ID Entity Date Type Records
Complete
Date
. (Pilot 999999999 3504516-EM-1 (Air Carrier 03/01/2015 04/01/2015 05/11/20
~Name) Name)

M 4 1 M mnemsperpaue 1-1 of 1 items

3

Edit | Assignment-to-Duty Add Additional Record

2) The Assignment-to-Duty page opens as a separate pop-up window.

7 This is an optional entry.
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Assignment-to-Duty

Employee Details

Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name)

~ Assignment-to-Duty Records History

No records found.

Assignment-to-Duty Information

Aircraft MakeiMode\:| Min first (3) char of Make / Model View List *Duty Position :‘ _Select-

Save Clear

3) Enter the Start Date of the Assignment-to-Duty.

Enter the Date by typing the date directly into the field, or clicking the Calendar icon and selecting

the date from the calendar.

Employee Details

Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name)

~| Assignment-to-Duty Records History

No records found.

Assignment-to-Duty Information

Aircraft Make.‘Mndel:| [« ] 2022 +| 0D View List *Duty Fosition:‘ _Select-

Su Me Tu We Th Fr Sa

Save Clear

1 3 4 5 6 7

2
8 9| 10| || 12f| 13| 14

15| 18| 17 18| 19| 20| 21
22| 23| 24|| 25| 26| 27| 28
29| 30| 3

4) Enter the End Date of the Assignment-to-Duty, if applicable.

Enter the Date by typing the date directly into the field, or clicking the Calendar icon and selecting

the date from the calendar.
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Employee Details

Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name)

~ Assignment-to-Duty Records History

No records found.

Assignment-to-Duty Information

*Start Date: 030172015 [ End Date: I:Ij d——
*Aircraft Make-‘ModeI:‘ Min first (3) char of Make | Model View List  *Duty Position; @ 2022 v| @ -

Su Mo Tu We h Fr Sa

Save Clear i 5 3 P sl 7
8 g( 10 M 12| 13| 14
15 16| 17 18| 19| 20 21
22| 23| 24 25| 26/ 27| 2B
29| 30| M
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5) Enter the Aircraft Make and Model. Click the “View List” link to see a list of Aircraft Makes and
Models, if needed. Note you cannot select an aircraft from this view. It is just to display all the
possible options. If you need help locating an aircraft code, contact prdsupport@faa.gov.

Aircraft Details | %

~| Aicraft Details |

Please find an Aircraft Details below.

I [ Export To Excel | [ [ Export To PDI

Aircraft Name

1501

281 PROTEUS

600-52D

600-52R

A-150

A-170

A-170-G

A-170-L8

A-1C-180

A-1C-200

A-300-600 F

A-300-600 5T

A-300-600R

A-300-B2

A-300-B21A

A-300-B21C

4_’77777777 3

| close |
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Assignment-to-Duty

6) Select the Aircraft Make and Model. Start by typing the first few character (three at least) of the
Aircraft Make and Model. A selection list displays with the matching Make and Models (the screen
shot below is just the start of the list).

L]
Employee Details
Certificate No.: 999999993 Last Name: (Last Name) First Name: (First Name)
~ Assignment-to-Duty Records History
No records found.
Assignment-to-Duty Information
*Ajrcraft Make:‘ModeI:| b-737] 4—Fﬁﬂiﬁhﬁ5t *Duty Position :| _Select-
B-737-100
Save Clear B-737-200
B-737-201
B-T737-205
B-737-200
7) Select the Aircraft Make and Model from the list.
Note: Be sure to select the value from the list; do not just type the value into the field.
»

Certificate No.: 999999399 Last Name: (Last Name)

Employee Details

First Name: (First Name)

~ Assignment-to-Duty Records History

No records found.

Assignment-te-Duty Information

*Start Date: 03/01/2015 ]

=Aircraft Ma Keandel" B-737-200|
L

View List | *Duty Position:| _Select

Save Clear
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8) Select the Duty position from the drop-down:
e Pilot in Command
e Second in Command
®
Employee Details
Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name}
~| Assignment-to-Duty Records History
No records found.
Assignment-to-Duty Information
*Aircraft Make;‘MudeI:‘ B-737-200 View List *Duty Position :| _Select- " |
-Select-
Save Clear Pilot in command
Second in command
9) Click “Save” after entering all information.
®
Employee Details
Certificate No.: 999999999 Last Name: (Last Mame) First Name: (First Name)
~ Assignment-to-Duty Records History
No records found.
Assignment-to-Duty Information
*Aircraft Make;‘MndeI:‘ B-737-200 View List *Duty Position :| Pilot in command v
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10) The information displays in the Assignment-to-Duty Records History grid.

Employee Details

Certificate No.: 999999999 Last Name: (Last Name)} First Name: (First Name)

~ Assignment-to-Duty Records History

[} Export To Excel [ Export To PDF

Pilot Certificate Record ID Duty Am:raft End Created Suppressed
Name Position Date Date Date

3504516-EM-1-
I(\f'a";‘B)FU” 999399993 . Filotin command B-737-200 03/01/2015 05/01/2022 No Add

CHIEN | [ itemspe(paue 1-1o0f 1items

Edit Add Additional Record

Assignment-to-Duty Information

“Aircraft Make;‘Mcde\:| Min first (3) char of Make / Model View List *Duty Position :| _Select w

Save Clear
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11) Add additional Assignments-to-Duty by clicking the “Add Additional Record” button and adding the
Information. Instead, enter the information into the Assignment-to-Duty Information fields and click

(13 2
Save
%®
Employee Details
Certificate No.: 9999999399  Last Name: (Last Name) First Name: (First Name)
~ Assignment-to-Duty Records History
[x) Export To Excel [ Export To PDF
Pilot H Certificate Record ID £ Duty H Aircraft Start Created Suppressed
Name Position Type Date Date Date
Pilat Full 3504516-EM-1-
( 999993939 Filot in command B-737-200 03/01/2015 05/01/2022 No Add
Name) DU-1
M 4 1 M m items per page 1-1o0f 1items
»
Edit Add Additional Record
Assignment-to-Duty Information
*Start Date: 030172015 [EH End Date: :ﬁ
*Aircraft Make;‘Model:‘ b-737-300 View List *Duty Position :| Pilot in command -
®

Employee Details

Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name)

~ Assignment-to-Duty Records History

[} Export To Excel [ Export To PDF

Pilot Certificate Record ID Ancraft Created Suppressed
Name Posmon Date Dare Date

3504516-EM-1-
IE\'I::‘UIE)FL‘I” 599999999 DUz Filot in command B-737-300 03/01/2015 05/01/2022 No Add
3504516-EM-1-
RI:;”UL;:”” 999999999 s Filot in command B-737-200 03/01/2015 05/01/2022 No Add

M)(4)@ > )M ilemsperpaue 1-20f 2 items

Edit Add Additional Record

Assignment-to-Duty Information

*Aircraft Make;‘MndeI:‘ Min first (3) char of Make / Model View List *Duty Position :| _Select- ~

Save Clear
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12) To edit an Assignment-to-Duty record, check the box in the far-left column of the record to edit and
click the “Edit” button. The existing information displays in the fields below the Assignment-to-Duty
Records History grid.

Employee Details

Certificate No.: 999999999  Last Name: (Last Mame) First Name: (First Name)

~| Assignment-to-Duty Records History

[x) Export To Excel

Certificate  # Record ID ¢ Duty H Aircraft H Start H End H Created H suppressed 1
Position Type Date Date Date

3504516-EM-1-

[£] Export To PDF

(Pilot Full

IR 999999999 DU pilotin command ~ B-737-300 03/01/2015 05/01/2022 No Add
i 3504516-EM-1-
(P Al 999999993 Filot in command B-737-200 03/01/2015 05/01/2022 No Add
Name) DU-1
1-2 of 2 items

H 4 1 M itemsperpage

Edit Add Additional Record

Assignment-to-Duty Information

*Start Date: 3112015 FE End Date: :E
*Aircraft Make/Model: g-737-300 ViewList  “Duty Position{ pilot in command ~

Update Clear

13) Make the necessary change(s) and click “Update”.

Employee Details

Certificate No.: 9999999399 Last Name: (Last Name)} First Name: (First Name)

~| Assignment-to-Duty Records History

[x) Export To Excel

Pilot Certificate Record ID Duty Am:raft End Created Suppressed
Name Position Date Date Date

(Pilot Full 3504516-EM-1-

[A) Export To PDF

Name) 999999999 Tz Pilot in command B-737-300 03/01/2015 05/01/2022 o Add
3504516-EM-1-
kpa";‘e}':“” 993999999 oo Pilotin command | B-737-200 03/01/2015 05/01/2022 No Add
M) 1 » ilemsperpaue 1 -2 of 2 iftems

Edit Add Additional Record

Assignment-to-Duty Information

037152015 P E—

*Start Date:

End Date:

—

*Aircraft Ma Ke"Mode\:| B.737-300

View List ~ *Duty Posilion:‘ Pilot in command v

=
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14) The Assignment-to-Duty Record History grid refreshes and displays the updated information.

®
Employee Details
Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name)
~— Assignmenti-to-Duty Records History
[} Export To Excel [) Export To PDF
Pilot Certificate Record ID Duty ircraft H Start H End H Created H Suppressed %
Name Position pe ate Date Date
NP;:S]‘B)F“” 999999999 3504;}5;“‘ | pilot in command B-737-300 05/01/2022 No Add
IETE”;L}F“” 999999999 3504;1}?]'EM'1' Pilot in command B-737-200 03/01/2015 05/01/2022 No Add
M)« (> (M ilemsperpage 1-2of 2 items
Edit Add Additional Record
Assignment-to-Duty Information
*Aircraft MaKeJModeI:| Min first (3) char of Make / Model View List “Duty Position :‘ _Select- -
Save Clear
15) An Assignment-to-Duty may be suppressed. The consumer viewing the pilot record cannot view a
suppressed record.
Scroll to the far-right in the Assignment-to-Duty grid and select the “Add” link in the Suppressed
column of the record to Suppress.
®

Employee Details

Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name)

~ Assignment-to-Duty Records History

[x) Export To Excel [2) Export To PDF

Pilot Certificate Record ID Duty mrcraﬁ End Created Suppressed
Name Position Date Date Date

(Pilat Full 999999999 3504516-EM-1-

Name) b2 Filot in command B-737-300 03/15/2015 05/01/2022 0 Add
3504516-EM-1-

(Pilot Full 999999939 Pilot in command | B-737-200 03/01/2015 05/01/2022 d

Name) DU-1

CHEDR | L3I ilemsperpaue 1-2o0f 2 items
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16) The fields to suppress a record display below the grid.
Select “Yes” for “Is Suppressed” and enter comments explaining the reason.

Click “Save” when finished.

Suppression

A suppressed record displays to the pilot but is not provided to a reviewing entity for making a hiring decision.

Record ID: 3504516-EM-1-DU-1

Suppressed By:

Suppressed Date:

*Is Suppressed: |\(93 - |"

The following comment is displayed to the pilot and the PRD Administrator but does not appear on the PAR.

This is for a demonstration to SuppresSllmmm—

*Comments:

I Save ‘ | Reset| C\ear|

~ Suppression History

No records found.

17) The selected record shows as Suppressed.

®
Employee Details
‘Certificate No.: 399999989 Last Name: (Last Name) First Name: (First Name)
~ Assignment-to-Duty Records History
[x) Export To Excel [4] Export To PDF
Pilot H Certificate  * Record ID 3 Duty £ | Aircraft H Start H End : | created H suppressed
Name Position Type Date Date Date
i 3504516-EM-1-
(Pilat Full 999999999 Pilotin command | B-737-200 03/01/2015 05/01/2022 ves Edit
Name) DU-1
(Pilat Full 999999999 3504516-EM-1- | e 01/ |
Name) FIE Pilot in command B-737-300 03/15/2015 05/01/2022 No Add
CRIER | [ 3] ilemsperpaue 1-2of2items
Edit Add Additional Record
Page 75
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Assignment-to-Duty

18) Select the Edit link in the Suppressed column of the Assignment-to-Duty grid. The Suppression

pages displays, which includes the suppression history.

Suppression

A suppressed record displays to the pilot but is not provided to a reviewing entity for making a hiring decision.

Record ID: 3504516-EM-1-DU-1

Suppressed By:  Connie Confributor

Suppressed Date: 5/4/2022

*Is Suppressed: |Yp,3 w

The following comment is displayed to the pilot and the PRD Administrator but does not appear on the PAR.

*Comments: Thig is for a demonstration to Suppress

Clear ‘

Save Reset |

~~ Suppression History
[x) Export To Excel

[£) Export To PDF

05/04/2022

Connie Contributor

3504516-EM-1-DU-1

Record ID Suppressed By Suppressed Date Is Suppressed

This is for a demonstration to Suppress

1-1of1items

19) Change “Is Suppressed” to “No” and enter an explanation.

Click “Save” when finished.

Suppression

A suppressed record displays to the pilot but is not provided to a reviewing entity for making a hiring decision.

Record 1D: 3504516-EM-1-DU-1

Suppressed By: Connie Contributor

Suppressed Date: 5/4/2022

*ls Suppressed: [No v Jl—

The following comment is displayed to the pilot and the PRD Administrator but does not appear on the PAR.

*Comments: This is to remove the Suppression. S

Reset | Clear ‘

~—~ Suppression History
[) Export To Excel

[ Export To PDF

3504516-EM-1-DU-1 Connie Contributor 05/04/2022

Record ID Suppressed By Suppressed Date Is Suppressed

This is for a demonstration 1o Suppress

1-1o0f1items
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20) The selected record is no longer suppressed.

Employee Details

Certificate No.: 993999939 Last Name: (Last Mame) First Name: (First Name)

~ Assignment-to-Duty Records History

Pilot H Certificate = Record ID  : Duty H Aircraft H Start H End H
Name Position Type Date Date

[x) Export To Excel [ Export To PDF

Suppressed  :

Created :
Date

3504516-EM-1-
I(\’Ija‘lme;:u” 999999338 0 PFilot in command B-737-200 03/01/2015 05/01/2022
3504516-EM-1-
IET;UIB;:”” 999999999 0z Pilot in command B-737-300 03/15/2015 05/01/2022 No Add

CHEN | [ 3] ilemspelpaue 1-2of 2items

Edit Add Additional Record

21) Close the Assignment-to-Duty window to return to the Employment page.

Home | User Guide | Help | Sign Out

Federal Aviation

Administration

Connie Contributor &

Pilot Records Database

Inbox  Pilot Search NIl 8M Air Carrier  Search  Activity  Directory  Help

Employment  Training Drug And Alcohol Disciplinary Actions NDR

I Air Carrier Name: [Air Carrier Name) Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name)

~— Employment Records
[} Export To Excel [ Export To PDF

Record porti H H Separation : | Separation PRD

1D ¢ ] Type Records
Complete
Date

v (Pilot Full ' 999999999 3504516-EM-1  (Ajr Carrier 03/01/2015 04/01/2015 05/11/20

MName) Name)

1-1o0f1items

Edit Assignment-to-Duty Add Additional Record
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4.3 Add Pilot Training Records

Pilot Training records are added using the Training menu under the Pilot menu.

1) Select the Training menu to add pilot training records. The fields to enter the Training record display.

Home | User Guide | Help | Sign Out

Federal Aviation

Administration

Connie Contributor &

Pilot Records Database

ir Carrier Search Activity Directory Help

Inbox PiI

Employment, Training  Drug And Alcohol

-
Air Carrier Name: (Air Carrier Name) Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name)

Disciplinary Actions NDR

~— Training Records

No records found.

Pilot Information

Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name) Middle Name: (Middle) Record ID:

Training Information

“Aircraft Make/Model: [Min first (3) char of Make / Model | View List
*Duty Position: | _Select- v |
*Training/Testing Program: |-Se|ec‘.- v|
*Training Event: | _Select hd |
*Result: | -Select- v |

Save Clear
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2)

Enter the Start Date. This is the date the training event commenced.
Enter the Date by typing the date directly into the field, or by clicking the Calendar icon and selecting
the date from the calendar.

Pilot Information

Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name) Middle Name: (Middle) Record ID:

Training Information

End Date: o o

Aircraft Make/Model: Su Mo Tu We Th Fr Sa sList

*Duty Position: 1

w
.
u
@
-
M

g -
“Training/Testing Program: 8 of 10| n| 12| 13| 12 v|
“Training Event: 15 16| 17 18| 19) 20| 21 v |
22| 23| 24 25|| 26| 27| 28
“Result: w
29| 30| 3 :\
Save Clear
3) Enter the End Date, as needed. This is the date the event was completed or otherwise no longer in

progress.
Enter the Date by typing the date directly into the field, or by clicking the Calendar icon and selecting
the date from the calendar.

Pilot Information

Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name) Middle Name: (Middle) Record ID:

Training Information

*Start Date: 03/01/2015 _3]
“Aircraft Make/Model: o 2022 v| @ pwlist

“Duty Position: Su Mo Tu We Th Fr Sa :\
*Training/Testing Program: . 5 5 4 5 s 7 w |
*Training Event: 3 9/ 10 11| 12| 13| 14 v |
“Result: 15| 18| 17| 18| 19 20| 21 :\
22| 23| 24| 25 26 27| 28
29 30
Save Clear
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4) Enter the Aircraft Make and Model. Click the “View List” link to see a list of Aircraft Makes and
Models, if needed.

Aircraft Details ®

| Aircraft Details | -

Please find an Aircraft Details below 1

Aircraft Name

150-L

281 PROTEUS
600-52D
600-52R

A-150

A-170
«

Close

5) Enter the Aircraft Make and Model. The aircraft or aircraft represented that was used for the event.

Start by typing the first few character (three at least) of the Aircraft Make and Model. A selection list
displays with the matching Make and Models.

.{ Pilot Information }

Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name) Middle Name: (Middle) Record ID:

-{Traininglnfor i I

“Start Date: ]
End Date: m
“Aircraft Make/Model: | E-?3?-2{1 |§M
“Duty Position: B-737-200 1 v
*Training/Testing Program:} | p_737-201 1 V|
*Training Event: B-737-205 V|

“Result: B-737-209 4 :\

Save Clear
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6) Select the Aircraft Make and Model from the list.

Note: Be sure to select the value from the list; do not just type the value into the field.

Pilot Information

Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name) Middle Name: (Middle) Record ID:

Training Information

“Start Date: 03/01/2015 B
End Date: 03/07/2015 B

*Aircraft Make/Model: | |B-.?3'-'-2D-D |M|
*Duty Position: | -Selact- hd |
*Training/Testing Program: |-Se|ec‘.- v|
*Training Event: | _Select h |
“Result: | -Select- v |

Save Clear

7) Select the Duty Position. This is the position for which the event is related. The Duty Positions
include:
e PIC (Pilot in command)
e SIC (Second in command)

Pilot Information

Certificate No.: 9999399999 Last Name: (Last Name) First Name: (First Name) Middle Name: (Middle) Record ID:

Training Information

“Start Date: 03/01/2015 B
End Date: 03/07/2015 B

*Aircraft Make/Model: m—rmwgf—
*Duty Position: _Selact- v |
“Training/Testing Program: |ES ‘]
. Filot in command
Training Event: Second in command v]
“Result: -Select- v |

Save Clear
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Training Records

8) Select the Training/ Testing Program from the list. This is the type of training program in
place at the air carrier/operator.

Pilot Information

Training Information

*Start Date:

End Date:

*Aircraft Make/Model:
*Duty Position:

“Training/Testing Program:

Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name) Middle Name: (Middle)

03/01/2015 Bt
03/07/2015 Bt

*Training Event:

*Result:

Save Clear

[-737-200 View List

|Pilot in command v|

| -Select- e |
-Select-

121N Part 121 carrier with an approved training program under part 121 subparis N and O.
121Y: Part 121 air carrier or operator with an approved training program under part 121 subpart Y.
125 Part 125 operator testing evenis.
135: Part 135 air carrier or operator approved training program.
135N Part 135 air carrier with an approved training program under part 121 subparts N and O.
135Y: Part 135 air carrier with an approved fraining program under part 121 subpart .
91K: Part 91 subpart K approved training.
91KGH: Part 91 subpart K approved training program in accordance with part 135 subparis G and H.
™ 91KMNO: Part 91 subpart K approved training program in accordance with part 121 subparis M and Q. 7
91PAC P j nt_co ial air to ator_g Jblic ajrcraf ato

Record ID:
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9) Select the Training Event. The Training/ Testing Program selected determines the available Training
Events.

Pilot Information

Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name) Middle Name: (Middle) Record ID:

Training Information

*Start Date: 3]
End Date: E
*Aircraft Make/Model: | B-737-200 | Wiew List
“Duty Position: | Pilot in command v |
*Training/Testing Program: | 135: Part 135 air carrier or operator approved training program v |
*Training Event: | | _Select hd | |
*Result: | -Select- i
Save Clear

The Training Events, based on the Training/ Testing program, are as follows. The list
with Description are found in Advisory Circular (AC) 120-68. Appendix A: Training,
Qualification and Proficiency Records.

10) Select the Results. These are the final results of the training event.

Valid values:

e Satisfactory (Complete)
e Unsatisfactory (Incomplete)
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Pilot Information

Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name) Middle Name: (Middle) Record ID:

Training Information

*Start Date: 03/01/2015 W_Ej
End Date: 03/07/2015 B

*Aircraft Make/Model: | B-737-200 | View List

*Duty Position: [Piot in commana v]

*Training/Testing Program: | 135: Part 135 air carrier or operator approved training program. - |
*Training Event: | 135: Initial Knowledge Test; Written/Oral v |
*Result: | -Select- hd |

Evaluator Comments: -Select-

Satisfactory (Complete)
Unsatisfactory (Incomplete)

Save Clear
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11) Add Evaluator Comments if the text box is present and if applicable.

These are comments provided by check pilot, aviation safety inspector, evaluator, or designee
pursuant to 49 U.S.C. § 44703(i). Do not enter comments from other evaluators such as flight
instructors in accordance with 14 CFR part 111, § 111.235.

Pilot Information

Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name) Middle Name: (Middle) Record ID:

Training Information

“Start Date: 03/01/2015 E]
End Date: 03/07/2015 B

*Aircraft Make/Model: | B-737-200 | Wiew List
“Duty Position: [Pilotin command v|
*Training/Testing Program: | 135: Part 135 air carrier or operator approved training program v |
*Training Event: | 135: Initial Knowledge Test; Written/Cral v |
“Result: [ complete v|

Evaluator Comments:

Save Clear
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12) When the Training information is complete, click “Save”.

Pilot Information

Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name) Middle Name: (Middle) Record ID:

Training Information

“Start Date: 03/01/2015 B
End Date: 03/07/2015 B

“Aircraft Make/Model: [8-737-200 | view List
*Duty Position: [Piot in commana v]
*Training/Testing Program: | 135: Part 135 air carrier or operator approved training program. - |
*Training Event: | 135 Initial Knowledge Test; Written/Oral hd |
“Result: | Satisfactory (Complete) v |

Evaluator Comments:

Test was successiul

Save Clear

13) The training information is saved to the Pilot Record.

Home | User Guide | Help | Sign Out

Federal Aviation
Administration

Connie Contributor &

Pilot Records Database

Inbox  Pilot Search YL@ Air Carrier  Search  Activity  Directory  Help

Employment  Training Drug And Alcohol  Disciplinary Actions NDR

I Air Carrier Name: [Air Carrier Name) Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name)

~— Training Records

[} Export To Excel [4) Export To PDF

ertificate  } Record : | Reporting & : End 3 Aircraft : | Dun Training,

1D Entity ate Make/Model Program
(Pilot Full 999999999 3504516-TR-1 (Air Carrier 03/01/2015 03/07/2015|B-737-200 Pilot in Part 135 air car
MName) MName) command operator appro'

training progral

L 4 1 P M itemsperpaue 1-1of 1 items

Edit | Add Additional Record |
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14) Additional options appear if certain training events are marked as “Unsatisfactory” as the Training
Results.

For example, Part 135, §135.293(b)ICC- Initial Competency Check requires Evaluator Comments if
the Results are “Unsatisfactory (Incomplete).”

Training Events: Part 135 Air Carrier Approved Training Program

Allow .
q g Task or Maneuver Which was
Regulation Training Event Evaluator’s .
» | Unsatisfactory or Incomplete
Comments?
§135.293(b)ICC | Initial Competency Check Yes Required if unsatisfactory
or incomplete

Click the “Add Additional Record” button below the Training Records grid.

Home | User Guide | Hedp | Sign Ol

)\ Federal Aviation

Administration

Connie Contributor &

Pilot Records Database

Emplayment Training Alcohi e y Ao HNDRA

I A Cammier Nmime: (A Cames Name) Cenificale No.: ¥9935353% Last Name: (Last Name) First Mamse: (First Hame)

Traiming Records

) Export To Exced  [3 Export To POF

Certificare £ i Reporting  © i i Aircraft i Dty i Trainina/Test
Entity Make/ Model Position Frogram
Pilot Eull 159999999 ISO4S16-TR-1 | Al Caurier 03/01/2015 | 03/07/201% B-737-200 Pilot in
Hame| MHams AeTHTIEN D ST ApDFo

1.1 ol tems

Edut I Add Additional Record I
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15) The fields to add a new Training record display.

Complete the Start Date, Aircraft Make/ Model, and Duty Position as before.

Add a Training record for “Part 135: Initial Competency Check” and select “Unsatisfactory
(Incomplete)” as the result.

Evaluator Comments and Unsatisfactory (Incomplete) Tasks or Maneuvers text boxes display.

Pilot Information

Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name) Middle Name: (Middle) Record 1D:

Training Information

*Start Date: ﬁ]

End Date: E

*Aircraft Make/Model: | B-737-200 | View List

“Duty Position: | Pilot in command v |

*Training/Testing Program | 135: Part 135 air carrier or operator approved training program v |
*Training Event: | 135: Initial Competency Check d |
“Result: | Unsafisfactory {Incomplete) v |

Evaluator Comments:

*Unsatisfactory
(Incomplete) Tasks or
Manuevers:

Save Clear

16) Use the following as a guide when entering “Unsatisfactory (Incomplete) Tasks or Maneuvers”

e Unsatisfactory Tasks or Maneuvers: List any tasks or maneuvers which were attempted but not
completed satisfactorily in the comment field.

e Incomplete Tasks or Maneuvers: List any tasks or maneuvers which were not attempted but were
otherwise required to have been completed in the comment field.

When the information is complete, click “Save”.
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Pilot Information

Certificate No.: 9999999399 Last Name: (Last Name) First Name: (First Name) Middle Name: (Middle) Record ID:

Training Information

“Start Date: 3/7/2015 ‘_.i]
End Date: 3/15/2015 |

“Aircraft Make/Model: ‘5_737_200 |View List
“Duty Position: ‘ Pilot in command v ‘
“Training/Testing Program: ‘ 135: Part 135 air carrier or operator approved fraining program A |
*Training Event: ‘ 135 Initial Competency Check A |
“Result: ‘ Unsatisfactary (Incomplete) v ‘

Evaluator Comments:

Trainings results are not complete.

“Unsatisfactory
(Incomplete) Tasks or
Manuevers:

Tasks 3and 5 were attempted, but not completed satisfactorily.
Maneuvers A and B were not attempted. These are required to completed the training |

clear

Note: The comments above are only samples. When entering actual tasks which were unsatisfactory or
incomplete, enter the actual task name such as ILS approach or Slow Flight. Consider that reviewing
entities will not know the task numbers used in your training program.
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17) The Training record displays in the Training Records grid.

Home | User Guide | Help | Sign Out

(%)% Federal Aviation

gﬁ Administration

Connie Contributor &

Pilot Records Database

Inbox  Pilot Search QMW@ Air Carrier  Search  Activity  Directory  Help

Employment  Training  Drug And Alcohol  Disciplinary Actions ~ NDR

I Air Carrier Name: (Air Carrier Name) Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name)

~— Training Records

Export To Excel Export To PDF

Certificate 2 Record & Reporting : St : Aircraft : Duty H Training/Testi

1D Entity ate Make/Model Position Program
(Pilat Full 999999999 3504516-TR-2 | (Air Carrier 03/07/2015 03/15/2015 B-737-200 Pilot in Part 135 air car
Name) Name) command operator approy
training progral
(Pilot Ful 999999999  3504516-TR-1 | (Ajr Carrier [03/01/2015|03/07/2015 | B-737-200 [Filot in |Part 135 air car
Name) MName) command operator approy

training progral

M)« 1 M nitemsperpage 1-2of 2 items

Edit | Add Additional Record |
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18) You may edit a Training record.

Select the check box in the far-left column of the record to edit and click the “Edit” button.

Home | User Guide | Help | Sign Out

Federal Aviation

Administration

Connie Contributor &

Pilot Records Database

Inbox  Pilot Search QMW@ Air Carrier  Search  Activity  Directory  Help

Employment  Training  Drug And Alcohol  Disciplinary Actions ~ NDR

I Air Carrier Name: (Air Carrier Name) Certificate No.: 9999399999 Last Name: (Last Name) First Name: (First Name)

~— Training Records

[} Export To Excel Export To PDF

Aircraft
Make/Model
(%) (Pilat Full 999999999 3504516-TR-3 (Air Carrier 03/15/2015 B-737-200 Second in Part 135 air car
Name) Name) command operator approy

training prograi

) — s ey 737 I ;
(Pilot Full 999999999 3504516-TR-2 (Air Carrier 03/07/2015|03/15/2015 | B-737-200 Pilot in Part 135 air car
Mame) Name) command operator approy

training prograi
(Pilat Full 999999999 3504516-TR-1 | (Air Carrier 03/01/2015 | 03/07/2015 B-737-200 Pilot in Part 135 air car
MName) Name}) command operator approy

training progral

M 4 1 > L nitemsperpage 1-3 of 3 items

Add Additional Record
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19) The Training Information fields display below the Training Records grid.

Make any edits to the data (as shown, as an example).

Click “Update” when finished.

Pilot Information

Certificate No: 003504516 Last Name: Born First Name: JOSEPH Middle Name: JAMES Record ID: 3504516-TR-
3

Training Information

E—

End Date:

*Aircraft Make/Model: | B-737-200 | Wiew List

“Duty Position: | |Pi|-:>'. in command V| |

*Training/Testing Program: | 135: Part 135 air carrier or operator approved training program v |
*Training Event: | 135: Other "|
“Result: | Satisfactory (Complete) v |

*Other Event Description: | agditional tasks and maneuvers were completed satisfactorily:
TasksBand D
Maneuvers 1, 3, and 5

Update Clear
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20) The updated record displays in the Training Records grid.

Home | User Guide | Help | Sign Out

Federal Aviation

Administration

Connie Contributor &

Pilot Records Database

Inbox Filot Search Ml Air Carrier Search Activity Directory Help

Employment  Training Drug And Alcohol  Disciplinary Actions ~ NDR

I Air Carrier Name: (Air Carrier Name) Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name)

~— Training Records

[ Export To Excel Export To PDF

(Pilat Full 999999999 3504516-TR-3 | (Air Carrier 03/15/2015 B-737-200 Part 135 air car
MName) MName) operator approt
training progral

(Pilot Full 999999999 3504516-TR-2 | (Air Carrier 03/07/2015|03/15/2015|B-737-200 Pilot in Part 135 air car
MName) Name) command operator approt
training prograi

(Pilat Full 999999999 3504516-TR-1 | (Air Carrier 03/01/2015|03/07/2015|B-737-200 Pilot in Part 135 air car
Name) MName) command operator approy
training progral

M)« 1 M nitemsperpage 1-3 of 3 items

Edit | Add Additional Record |
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22) A Training record may be suppressed. The Pilot or Consumer viewing the Pilot record cannot view a
suppressed record.

Scroll to the far-right of the record you want to Suppress and click the “Add” link in the “Suppressed”
column of the Training Records grid.

Home | User Guide | Help | Sign Out

Federal Aviation

Administration

Connie Contributor &

Pilot Records Database

Inbox Filot Search Ml Air Carrier Search Activity Directory Help

Employment  Training Drug And Alcohol  Disciplinary Actions ~ NDR

I Air Carrier Name: (Air Carrier Name) Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name)

~— Training Records

[ Export To Excel Export To PDF

Aircraft : Duty H Training/Testing  : Result @ Created : | Suppressed :
Make/Model Position Program Date
03/15/2015 B-737-200 Pilot in Part 135 air carrier or Other View | Satisfactory | 05/04/2022 No Add
command operator approved (Complete)

training program.

03/07/2015|03/15/2015|B-737-200 Filot in Part 135 air carrier or Initial Unsatisfactory| 05/02/2022 No Add
command operator approved Competency | (Incomplete)
training program. Check View | View
03/01/2015 03/07/2015|B-737-200 Pilot in Part 135 air carrier or Initial Satisfactory | 05/02/2022 NDM\
command operator approved Knowledge | (Complete)
training program. Test;
Written/Oral
View
] 3
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21) The fields to suppress a Training record display below the Training Records grid.

Suppression

A suppressed record displays to the pilot but is not provided to a reviewing entity for making a hiring decision.

Record ID: 3504516-TR-1
Suppressed By:
Suppressed Date:

“Is Suppressed: Mo v

The following comment is displayed to the pilot and the PRD Administrator but does not appear on the PAR.

*Comments:

Save Clear

—~ Suppression History

No records found.

22) Select “Yes” for “Is Suppressed” and enter a reason in the Comments field.

When finished, click “Save”.

Suppression
A suppressed record displays to the pilot but is not provided to a reviewing entity for making a hiring decision.

Record ID: 3504516-TR-1
Suppressed By:
Suppressed Date:

*Is Suppressed: Yes vﬂ——

The following comment is displayed to the pilot and the PRD Administrator but does not appear on the PAR.

*Comments: This is for demonstration ils—

Save Clear

—~ Suppression History

No records found.
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23) The Training record shows as “Suppressed” in the Training Records grid.

Home | User Guide | Help | Sign Out

Federal Aviation

Administration

Connie Contributor &

Pilot Records Database

Inbox  Pilot Search [EMIlV@ll Air Carrier  Search  Activity  Directory  Help

Employment  Training  Drug And Alcohol  Disciplinary Actions ~ NDR

I Air Carrier Name: (Air Carrier Name) Certificate No.: 9999999399 Last Name: (Last Name) First Name: (First Name)

~— Training Records

[ Export To Excel Export To PDF

Aircraft : Duty Training/Testing Result Created Suppressed
Make/Model Position Program Date

03/01/2015 03/07/2015|B-737-200 Pilot in Part 135 air carrier or Initial Satisfactory  |05/02/2022 Yes Edit
command operator approved Knowledge | (Complete) \
training program. Test;
Written/Oral I
View
03/15/2015 B-737-200 Filot in Part 135 air carrier or Other View | Satisfactory | 05/04/2022 No Add
command operator approved (Complete)

training program.

03/07/2015|03/15/2015|B-737-200 Pilot in Part 135 air carrier or Initial Unsatisfactory 05/02/2022 No Add
command operator approved Competency | (Incomplete)
training program. Check View | View
] 3
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24) The Training record can be Unsuppressed.

Select the Edit link in the Suppressed column of the Training record to un-suppress.

The fields to suppress a Training record display below the Training Records grid.

Suppression

A suppressed record displays to the pilot but is not provided to a reviewing entity for making a hiring decision.

Record ID: 3504516-TR-1

Suppressed By:  Connie Contributor

Suppressed Date: 5/2/2022

“Is Suppressed: Yes v

The following comment is displayed to the pilot and the PRD Administrator but does not appear on the PAR.

*Comments: This is for demonstration

Save Clear

— Suppression History

[] Export To Excel Export To PDF

Record ID Suppressed By Suppressed Date Is Suppressed Comments

3504516-TR-1 Connie Contributor 05/02/2022 Yes This is for demonstration

M)« 1 M mﬂemsperpaue 1-1 of 1 items
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Training Records

25) Change “Is Suppressed” to “No” and enter and explanation in the Comments field.

Click “Save” when finished.

Suppression

A suppressed record displays to the pilot but is not provided to a reviewing entity for making a hiring decision.

Record 1D: 3504516-TR-1

Suppressed By:  Connie Contributor

Suppressed Date: 5/2/2022

“Is Suppressed: No w |‘_

The following comment is displayed to the pilot and the PRD Administrator but does not appear on the PAR.

This iz to remove the suppression ‘-—

*Comments:

Save Clear

.~ Suppression History
[ Export To Excel

Export To PDF

Record ID
3504516-TR-1

Suppressed By

Connie Contributor

Suppressed Date Is Suppressed
05/02/2022 Yes

Comments

This is for demonstration

1 M mﬂemsperpaue

M«

1-1 of 1 items
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Training Records

26) The training record no longer shows as suppressed in the Training Record grid.

Federal Aviation

Administration

Inbox  Pilot Search JMIGTE Air Carrier

Employment Drug And Alcohol

Training

I Air Carrier Name: (Air Carier Name)

Pilot Records Database

Search Activity Directory Help

Disciplinary Actions NDR

Home | User Guide | Help | Sign Out

Connie Contributor &

Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name)

~— Training Records

Aircraft

Make/Model
03/01/2015 03/07/2015 B-737-200

03/15/2015 B-737-200

03/07/2015|03/15/2015 | B-737-200

4

Training/Testing
Program

Duty
Position

Pilot in Part 135 air carrier or

command operator approved
training program.
Pilot in Part 135 air carrier or
command operator approved
training program.
Pilot in Part 135 air carrier or
command operator approved

training program.

Initial
Knowledge
Test;
Written/Oral

QOther View

Initial

Competency

Check View

[} Export To Excel

Export To PDF

Created : | Suppressed :

Date

Result :

No Add

e

Satisfactory | 05/02/2022

(Complete)

Satisfactory | 05/04/2022 No Add
(Complete)

Unsatisfactory | 05/02/2022 No Add
(Incomplete)

WView

Edit | Add Additional Record |
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4.4 Add Pilot Drug and Alcohol Records
Select the Drug and Alcohol menu to add drug and alcohol records reported by the Air Carrier.

Home | User Guide | Help | Sign Out

Federal Aviation

Administration

Connie Contributor &

Pilot Records Database

Inbox  Pilot Search JEMILI8M Air Carrier  Search  Activity  Directory  Help

Employment  Training Drug And Alcohol  Disciplinary Actions  NDR

I Air Carrier Name: [Air Carrier Name) Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name)

~— Reporting Entity Drug and Alcohol Records

Mo records found.

Pilot Information

Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name) Middle Name: (Middle)  Record ID:

In accordance with 14 CFR § 111.220, each operator or trustee required to comply with 14 CFR part 120 must report the following records pertaining to drug and

alcohol testing to the PRD:
» Confirmed alcohol test results indicating an alcohol concentration of 0.04 or greater.

+ Verified positive drug test results.
« Documentation of refusals to take an alcohol and/or drug test (including substituted or adulterated test results).

+ Any record pertaining to an occurrence of on-duty alcohol use, pre-duty alcohol use, or alcohol use following an accident.
* Any return-to-duty drug or alcohol test results.
+ All follow-up drug and alcohel test results.

Reporting Entity Drug and Alcohol Records

*Record Type: | _Select- v |

*Report Type: [ -select- v]

“Test Type: | -Select- h
Save Clear
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1)

Enter the Occurrence Date.

Enter the Occurrence Date by typing the date directly into the field, or by clicking the Calendar icon
and selecting the date from the calendar.

Pilot Information

Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name) Middle Name: (Middle)  Record ID:

Records pertaining to drug and alcohol testing described in part 120 and maintained in accordance with 49 CFR § 40.333, are to be reported to PRD include:
= Confirmed alcohol test results indicating an alcohol concentration of 0.04 or greater. « Verified positive drug test results.

+ Documentation of refusals to take required alcohol and/or drug tests (including substituted or adulterated test results).

+ Documentation of other violations of DOT agency drug and alcohol testing regulations.

« SAP Reports.

= All follow-up test results and schedules for follow-up tests, including documentation of the return-to-duty test.

= Information obtained from previous employers under 49 CFR § 40.25 concerning drug and/or alcohol violations.

+ Records of negative and cancelled drug test results, and confirmed alcohol test results with an alcohol concentration of less than 0.039.

Reporting Entity Drug and Alcohol Records

*Occurrence Date: D_ﬁ
Record e | @ [ ]2z v] © )

"Report Type: Su Mo Tu We Th Fr Sa hd
“Test Type: 1 2| 3l & s|[ s 7 v
8| 9 10 1| 12| 13) 14
Save Clear 15| 16| 17| 18| 19( 20/ 21
22| 23| 24| 25| 26| 27| 28
29 30 3
2) Select the Record Type.
Valid options are:
e Drug Test
e Alcohol Misuse
Pilot Information
Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name) Middle Name: (Middle)  Record ID:

Records pertaining to drug and alcohol testing described in part 120 and maintained in accordance with 49 CFR § 40.333, are to be reported to PRD include:

+ Confirmed alcohol test results indicating an alcohol concentration of 0.04 or greater. « Verified positive drug test results.

+ Documentation of refusals to take required alcohol and/or drug tests (including substituted or adulterated test results).

+ Documentation of other violations of DOT agency drug and alcohol testing regulations.

« SAP Reports.

= All follow-up test results and schedules for follow-up tests, including documentation of the return-to-duty test.

= Information obtained from previous employers under 49 CFR § 40.25 concerning drug and/or alcohol violations.

+ Records of negative and cancelled drug test results, and confirmed alcohol test results with an alcohol concentration of less than 0.039.

Reporting Entity Drug and Alcohol Records

*Occurrence Date: [g7/01/2010 ]

*Record Type: | _Select- v |
*Report Type: -Select-
Alcohol Misuse
*Test Type: Drug Test M
Save Clear
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3) Select the Report Type.

The Record Type selected determines the available Report Types.

Pilot Information

Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name) Middle Name: (Middle)  Record ID:

Records pertaining to drug and alcohol testing described in part 120 and maintained in accordance with 49 CFR § 40.333, are to be reported to PRD include:
+ Confirmed alcohol test results indicating an alcohol concentration of 0.04 or greater. « Verified positive drug test results.

+ Documentation of refusals to take required alcohol and/or drug tests (including substituted or adulterated test results).

+ Documentation of other violations of DOT agency drug and alcohol testing regulations.

+ SAP Reports.

= All follow-up test results and schedules for follow-up tests, including documentation of the return-to-duty test.

= Information obtained from previous employers under 49 CFR § 40.25 concerning drug and/or alcohol violations.

+ Records of negative and cancelled drug test results, and confirmed alcohol test results with an alcohol concentration of less than 0.039.

Reporting Entity Drug and Alcohol Records

*Occurrence Date: [g7/01/2019 ]

“Record Type: I Alconol Misuse V| I
*Report Type: | -Selact- v |
“Test Type: | -Selsct-

Save Clear

The available Report Types when selecting Alcohol Misuse are described in AC 120-68.
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Pilot Information

Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name) Middle Name: (Middle)}  Record ID:

Records pertaining to drug and alcohol testing described in part 120 and maintained in accordance with 49 CFR § 40.333, are to be reported to PRD include:
= Confirmed alcohol test results indicating an alcohol concentration of 0.04 or greater. = Verified positive drug test results.

+ Documentation of refusals to take required alcohol and/or drug tests (including substituted or adulterated test results).

+ Documentation of other violations of DOT agency drug and alcohol testing regulations.

+ SAP Reports.

= All follow-up test results and schedules for follow-up tests, including documentation of the return-to-duty test.

= Information obtained from previous employers under 49 CFR § 40.25 concerning drug and/or alcohol violations.

+ Records of negative and cancelled drug test results, and confirmed alcohol test results with an alcohol concentration of less than 0.039.

Reporting Entity Drug and Alcohol Records

*Occurrence Date: [g7/01/2019 ]

*Record Type: | | Drug Test v | |

*Report Type: | -select- v]

“Test Type: | -Selsct- h
Save Clear

The available Report Types when selecting Drug Test are:

e Negative Drug Test
o Refusal to Submit to Drug Test
e Verified Positive Result

4) Select the Test Type

The Record Type and Report Type selected determines the available Test Type.
The values available are described in AC 120-68.

5) Click “Save” after making the appropriate selections.
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Pilot Information

Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name) Middle Name: (Middle)  Record ID:

Records pertaining to drug and alcohol testing described in part 120 and maintained in accordance with 49 CFR § 40.333, are to be reported to PRD include:
+ Confirmed alcohol test results indicating an alcohol concentration of 0.04 or greater. « Verified positive drug test results.

+ Documentation of refusals to take required alcohol and/or drug tests (including substituted or adulterated test results).

+ Documentation of other violations of DOT agency drug and alcohol testing regulations.

+ SAP Reports.

= All follow-up test results and schedules for follow-up tests, including documentation of the return-to-duty test.

= Information obtained from previous employers under 49 CFR § 40.25 concerning drug and/or alcohol violations.

+ Records of negative and cancelled drug test results, and confirmed alcohol test results with an alcohol concentration of less than 0.039.

Reporting Entity Drug and Alcohol Records

*Occurrence Date: [g7/01/2019 ]

“Record Type: Alcohol Misuse v |

*Report Type: | Breath Alcohol result at or above 0.04 V|

*Test Type:

1
Save Clear

| Reaszonable Suspicion: Record of a reasonable suspicion alcohol test conducted under 14 w

6) The information displays in the Reporting Entity Drug and Alcohol Record grid.

Home | User Guide | Help | Sign Out

Federal Aviation
Administration

Connie Contributor &

Pilot Records Database

Inbox  Pilot Search M@ Air Camier Search  Activity  Directory  Help

Employment  Training  Drug And Alcohol  Disciplinary Actions  NDR

I Air Carrier Name: (Air Carrier Name) Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name)

~— Reporting Entity Drug and Alcohol Records

[} Export To Excel Export To PDF

Certificate 2 Record & Reporting § Occurrence = Record 3 i | Test & Created @
D Entity Date Type Type Date
{Pilot Full 999999999 3504516-AD- | (Air Carrier 07/01/2019 Alcohol Breath Reasonable |05/03/2022
MName) 1 MName) Misuse Alcohol result |Suspicion
at or above
0.04
M)« 1 M items per page 1-1of 1 items

Edit Add Additional Record

7) You may edit a Drug and Alcohol record. Click the check box in the far-left column of the record to
edit and click “Edit”.
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Home | User Guide | Help | Sign Out

Federal Aviation
Administration

Connie Contributor &

Pilot Records Database

Inbox  Pilot Search MMl @M Air Carrier  Search  Activity  Directory  Help

Employment  Training  Drug And Alcohol  Disciplinary Actions ~ NDR

I Air Carrier Name: (Air Carrier Name) Certificate No.: 399999999 Last Name: (Last Name) First Name: (First Name)

~— Reporting Entity Drug and Alcohol Records

[} Export To Excel [ Export To PDF

: Record : | Reporting ¢ Occurrence  § Record

Created
Date

1D Entity Date Type

v (Pilot Full ' 999999999 3504516-AD-  (Air Carrier 07/01/2019 Alcohol Breath

Reasonable 05/03/2022
Name) 1 Name) Misuse

Alcohol result Suspicion
at or above View
0.04

items per page 1-1of 1 items

3

Edit J Add Additional Record

8) The Reporting Entity Drug and Alcohol Records display below the Drug and Alcohol grid.
Make updates to the data as needed. When finished, click “Update”.

Pilot Information

Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name) Middle Name: (Middle}  Record ID: 3504516-AD-

Records pertaining to drug and alcohol testing described in part 120 and maintained in accordance with 49 CFR § 40.333, are to be reported to PRD include:
= Confirmed alcohol test results indicating an alcohol concentration of 0.04 or greater. = Verified positive drug test results.

+ Documentation of refusals to take required alcohol and/or drug tests (including substituted or adulterated test results).

+ Documentation of other violations of DOT agency drug and alcohol testing regulations.

+ SAP Reports.

= All follow-up test results and schedules for follow-up tests, including documentation of the return-to-duty test.

= Information obtained from previous employers under 49 CFR § 40.25 concerning drug and/or alcohol violations.

+ Records of negative and cancelled drug test results, and confirmed alcohol test results with an alcohol concentration of less than 0.039.

Reporting Entity Drug and Alcohol Records

*Occurrence Date: | 7/1/2019 ﬁ]

*Record Type: Alcohol Misuse v |
*Report Type: | Breath Alcohol result at or above 0.04 V|
*Test Type:

| Random: Record of a random alcohol test conducted under 14 CFR § 120.217(c) and con w | L

Update J Clear

9) The updated data displays in the Reporting Entity Drug and Alcohol Records grid.
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Drug and Alcohol

Federal Aviation

Administration

Pilot Records Database

Inbox  Pilot Search Q{8 Air Camier  Search  Activity  Directory  Help

Employment  Training Disciplinary Actions NDR

Drug And Alcohol

I Air Carrier Name: (Air Carrier Name)

Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name)

Home | User Guide | Help | Sign Out

Connie Contributor &

~— Reporting Entity Drug and Alcohol Records

Occurrence & Record
Date Type

Record Reporting
1D Entity

Certificate %

Alcohol
Misuse

(Pilot Full 999999999 3504516-AD- || (Air Carrier 07/01/2019

MName) 1 Name)

M 4 1 M mnemsperpaue

[} Export To Excel Export To PDF

Test i | Created ¢
Type Date

Breath Random D5/03/2022

Alcohol resulg

at or above 7
0.04

1 -1 of 1 items

Edit | Add Additional Record |
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10) The Drug and Alcohol record may be suppressed. The pilot or consumer viewing the pilot record
cannot view a suppressed record.

Scroll to the far-right in the Reporting Entity Drug and Alcohol Records grid and select the “Add”
link in the Suppressed column of the record to Suppress.

Home | User Guide | Help | Sign Out

Federal Aviation

Administration

Connie Contributor &

Pilot Records Database

Inbox Filot Search Ml Air Carrier Search Activity Directory Help

Employment  Training  Drug And Alcohol  Disciplinary Actions  NDR

I Air Carrier Name: (Air Carrier Name) Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name)

~— Reporting Entity Drug and Alcohol Records

[ Export To Excel Export To PDF

Reporting : Occurrence & Record Report Test : Created : || Suppressed 3
Entity Date Type Type Date

Record
1D

Certificate

999999999 3504516-AD- (Air Carrier 07/01/2019 Alcohol Breath Random 05/03/2022
1 Name) Misuse Alcohol result | View
i at or above
0.04

M m items per page 1 -1 of 1 items

4
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11) The fields to suppress a record display below the grid.

Select “Yes” for “Is Suppressed” and enter comments explaining the reason.

Click “Save” when finished

Suppression

A suppressed record displays to the pilot but is not provided to a reviewing entity for making a hiring decision.

Record 1D: 3504516-AD-1
Suppressed By:
Suppressed Date:

“Is Suppressed: [ Yes % I"—

The following comment is displayed to the pilot and the PRD Administrator but does not appear on the PAR.

*Comments: This is for demonsirating suppression. i—

~ Suppression History

No records found.

12) The selected record shows as suppressed.

Home | User Guide | Help | Sign Out

Federal Aviation

Administration

Connie Contributor &

Pilot Records Database

Inbox  Pilot Search QMW@ Air Carrier  Search  Activity  Directory  Help

Employment  Training  Drug And Alcohol  Disciplinary Actions  NDR
Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name)

I Air Carrier Name: (Air Carrier Name)

~— Reporting Entity Drug and Alcohol Records

[} Export To Excel Export To PDF

Test : Created : | Suppressed :
Type Date

Certificate  § Record Reporting Occurrence & Record
1D Entity Date Type

3504516-AD- | VAIr Carrier 07/01/2019 Alcohol Breath Random 05/03/2022
1 Name) Misuse Alcohol result | View

at or above

0.04

Yes Edit

999999999

M m 1-1of 1 items

4

Edit | Add Additional Record |
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Drug and Alcohol

13) Select the Edit link in the Suppressed column of the Employment Records grid. The Suppression

pages displays, which includes the suppression history.

Suppression
A suppressed record displays to the pilot but is not provided to a reviewing entity for making a hiring decision.
Record 1D: 3504516-AD-1

Suppressed By:  Connie Contributor
Suppressed Date: 5/3/2022

*Is Suppressed: Yes v

The following comment is displayed to the pilot and the PRD Administrator but does not appear on the PAR.

*Comments: This is for demonstrating suppression.

Save Clear

~ Suppression History

[¥) Export To Excel

[ Export To PDF

May 5, 2022

Record ID Suppressed By Suppressed Date Is Suppressed Comments
3504516-AD-1 Connie Contributor 05/03/2022 Yes This is for demonstrating suppression.
M 4 1 M m items per page 1-1of1items
»
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14) Change “Is Suppressed” to “No” and enter an explanation.

Click “Save” when finished.

Suppression

A suppressed record displays to the pilot but is not provided to a reviewing entity for making a hiring decision.

Record 1D: 3504516-AD-1
Suppressed By:  Connie Confributor
Suppressed Date: 5/3/2022

*Is Suppressed: No v | A—

The following comment is displayed to the pilot and the PRD Administrator but does not appear on the PAR.

“Comments: This is for removinlg suppressiongism

Clear

15) The selected record is no longer suppressed.

Home | User Guide | Help | Sign Out

Federal Aviation

Administration

Connie Contributor &

Pilot Records Database

Inbox  Pilot Search MI[V/@ Air Camrier  Search  Activity Directory Help

Employment  Training  Drug And Alcohol  Disciplinary Actions  NDR

I « Air Carrier Name: (Air Carrier Name) Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name)

~— Reporting Entity Drug and Alcohol Records

[} Export To Excel Export To PDF

Certificate # Record : | Reporting & Occurrence  : Record Report & Test : | Created : || Suppressed 3
ID Entity Date Type Type Type Date

999999999 3504516-AD- | (Air Carrier 07/01/2019 Alcohol Breath Random 05/03/2022 No Add
1 Mame) Misuse Alcohol result | Vie
at or above
0.04 |

M m items per page 1-1of 1 items

4
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16) You may add additional Reporting Entity Drug and Alcohol records.
Click the “Add Additional Record” button.

Home | User Guide | Help | Sign Out

Federal Aviation
Administration

Connie Contributor &

Pilot Records Database

Inbox  Pilot Search [MIV@l Air Camier Search  Activity Directory  Help

Employment  Training  Drug And Alcohol  Disciplinary Actions ~ NDR

I Air Carrier Name: (Air Carrier Name) Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name)

~— Reporting Entity Drug and Alcohol Records

[ Export To Excel Export To PDF

Record @ ing % Occurrence  : Record H i | Created :
D Entity Date Type Date
(Pilot Full 999999999 3504516-AD- | (Air Carrier 07/01/2019 Alcohol Breath Random 05/03/2022
MName) 1 Name) Misuse Alcohol result
at or above
0.04
M)« 1-1of1items
3
Edit Add Additional Record J
17) The fields to add additional Reporting Entity Drug and Alcohol records display.
Pilot Information
Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name) Middle Name: (Middle) Record ID:

Records pertaining to drug and alcohol testing described in part 120 and maintained in accordance with 43 CFR § 40.333, are to be reported to PRD include:
+ Confirmed alcohol test results indicating an alcohol concentration of 0.04 or greater. = Verified positive drug test results.

+ Documentation of refusals to take required alcohol and/or drug tests {including substituted or adulterated test results).

+ Documentation of other violations of DOT agency drug and alcohol testing regulations.

+ SAP Reports.

= All follow-up test results and schedules for follow-up tests, including documentation of the return-to-duty test.

= Information obtained from previous employers under 49 CFR § 40.25 concerning drug and/or alcohol violations.

+ Records of negative and cancelled drug test results, and confirmed alcohol test results with an alcohol concentration of less than 0.039.

Reporting Entity Drug and Alcohol Records

*Occurrence Date: :ﬁ]

*Record Type: | -Selact- v ‘
"Report Type: | -Select- hd ‘
*Test Type: [-select- hd
Save Clear
May 5, 2022
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18) Enter one or more additional Reporting Entity Drug and Alcohol records by following the steps
above.

Home | User Guide | Help | Sign Out

Federal Aviation

Administration

Connie Contributor &

Pilot Records Database

Inbox  Pilot Search JI[V{8Ml Air Carrier  Search  Activity  Directory  Help

Employment  Training Disciplinary Actions NDR

Drug And Alcohol

I Air Carrier Name: [Air Carrier Name) Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name)

~— Reporting Entity Drug and Alcohol Records

[ Export To Excel Export To PDF
Record : Occurrence Record : Created :
D { Date Type Date
(Pilat Full 999999999 3504516-AD- (Air Carrier 10/31/2021 Alcohol Breath Follow-Up |05/03/2022
MName) 2 MName) Misuse Alcohol result | View
i at or above
0.04
(Pilot Full 999399999 3504516-AD- (Air Carrier 07/01/2019 Al.cohol Breath R"andom 05/03/2022
Name) 1 Name) Misuse Alcohol result | View
at or above
0.04
M)« 1 M m items per page 1-2 of 2 items
3
Edit | Add Additional Record |
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4.5 Add Pilot Final Disciplinary Action Records

Select the Disciplinary Actions menu to add final disciplinary action records reported by the operator.

The only disciplinary actions permitted to be entered in accordance with § 111.230 are: a written warning,
suspension, or termination related to pilot performance. Other types of disciplinary actions are not to be
entered.

Home | User Guide | Help | Sign Out

Federal Aviation
Administration

Connie Contributor &

Pilot Records Database

Inbox  Pilot Search NIVl Air Carier  Search  Activity  Directory  Help

Employment Training Drug And Alcohol  Disciplinary Actions NDR

l Air Carrier Name: [Air Carrier Name) Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name)

~ Final Disciplinary Actions

No records found.

Pilot Information

Certificate No.: 999999999 Last Name: (Last Mame) First Name: (First Mame) Middle Name: (Middle) Record ID:

+ A final disciplinary action is a last-in-time record of comrective or punitive action taken by an operator or entity who is subject to applicability of this part in
response to an event pertaining to pilet performance.

+ No disciplinary action is considered final until the operator determines the action is not subject to any pending dispute.

+ The only disciplinary actions permitted te be entered in accordance with § 111.230 are: a written waming, suspension, or termination related to pilot
performance.

+ Other types of disciplinary actions are not to be entered.

+ Do not enter a final disciplinary action unless all of the following are true:

Action was:

1. Direct involvement of the individual's performance as a pilot.

2. Taken by the employer.

3. Taken to impose an adverse penalty on the pilot, such as a suspensgion without pay.

Final Disciplinary Action

*Action Date: e
*Action Type:
“Removal From

Operations:

H

If Relevant Documentation Available is “Yes" the documentation may be requested outside of the PRD if the current date is equal to or less
than the Event Date.

Relevant Documents: | _cgject. v

Save Clear

May 5, 2022 Page 113



Pilot Records Database (PRD) Job Aid v1.0 Final Disciplinary Action

1) Enter the Action Date.

Enter the Date by typing the date directly into the field, or by clicking the Calendar icon and selecting
the date from the calendar.

Pilot Information

Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name) Middle Name: (Middle) Record ID:

= A final disciplinary action is a last-in-time record of corrective or punitive action taken by an operator or entity who is subject to applicability of this part in
response to an event pertaining to pilot performance.

+ No disciplinary action is considered final until the operator determines the action is not subject to any pending dispute.

= The only disciplinary actions permitted to be entered in accordance with § 111.230 are: a written warning, suspension, or termination related to pilot
performance.

= Other types of disciplinary actions are not to be entered.

+ Do not enter a final disciplinary action unless all of the following are true:

Action was:

1. Direct involvement of the individual's performance as a pilot.

2. Taken by the employer.

3. Taken to impose an adverse penalty on the pilot, such as a suspension without pay.

Final Disciplinary Action

*Action Type: o 2022 ~| O

*
RemDYaI From Su Mo Tu We Th Fr 3a

Operations:
1 2 3 4 5
8 g| 10 M| 12| 13|| 14

15l 18l 17l 18l 18|l 20l 21 n may be req outside of the PRD if the current date is equal to or less

@

If Relevant Docut
than the Event Da

22| 23| 24 25 26| 27|| 28
Relevant Documeni| 23| 30| 31

Save Clear
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2) Select the Action Type.

The only disciplinary actions permitted to be entered in accordance with § 111.230 are: a written

warning, suspension, or termination related to pilot performance. Other types of disciplinary actions
are not to be entered.

Valid values:
e Written Warning

e Suspension

e Termination

Pilot Information

Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name) Middle Name: (Middle) Record 1D:

= A final disciplinary action is a last-in-time record of corrective or punitive action taken by an operator or entity who is subject to applicability of this partin
response to an event pertaining to pilot performance.

+ No disciplinary action is considered final until the operator determines the action is not subject to any pending dispute.

= The only disciplinary actions permitted to be entered in accordance with § 111.230 are: a written warming, suspension, or termination related to pilot
performance.

= Other types of disciplinary actions are not to be entered.

+ Do not enter a final disciplinary action unless all of the following are true:
Action was:

1. Direct involvement of the individual's performance as a pilot.
2. Taken by the employer.

3. Taken to impose an adverse penalty on the pilot, such as a suspension without pay.

Final Disciplinary Action

*Action Date: 10/01/2020 —:]
E

*Removal From

Operations: Suspension
Termination
Written Warning
If Relevant Documentation Available is “Yes” the documentation may be requested outside of the PRD if the current date is equal to or less

than the Event Date.

Relevant Documents:

Save Clear
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3) Select the Removal from Operations.

Did the disciplinary action result in permanent or temporary removal of the pilot from aircraft
operations?

Valid values:

e Yes
e No

Pilot Information

Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name) Middle Name: (Middle) Record 1D:

+ A final disciplinary action is a last-in-time record of corrective or punitive action taken by an operator or entity who is subject to applicability of this part in
response to an event pertaining to pilot performance.

+ No disciplinary action is considered final until the operator determines the action is not subject to any pending dispute.

= The only disciplinary actions permitted to be entered in accordance with § 111.230 are: a written waming, suspension, or termination related to pilot
performance.

= Other types of disciplinary actions are not to be entered.

+ Do not enter a final disciplinary action unless all of the following are true:
Action was:

1. Direct involvement of the individual's performance as a pilot.
2. Taken by the employer.

3. Taken to impose an adverse penalty on the pilot, such as a suspension without pay.

Final Disciplinary Action

*Action Date: 10/01/2020 B

*Action Type:

Written Warning

*Removal From -Select- v | t—

Operations:
Yes
Mo
If Relevant Documentation Available is “Yes” the doc ion may be req outside of the PRD if the current date is equal to or less

than the Event Date.

Relevant Documents:

Save Clear
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4) Select whether Relevant Documents are available.

These are documents which are relevant to this record and may be requested by the reviewing entity
or the pilot in accordance with § 111.230. They are not reported to the PRD, but may be requested by
a reviewing entity and provided outside the PRD system.

Valid values:

e Yes
e No

Pilot Information

Certificate No.: 9999399999 Last Name: (Last Name) First Name: (First Name) Middle Name: (Middle) Record ID:

« A final disciplinary action is a last-in-time record of corrective or punitive action taken by an operator or entity who is subject to applicability of this partin
response to an event pertaining to pilot performance.

+ No disciplinary action is considered final until the operator determines the action is not subject to any pending dispute.

= The only disciplinary actions permitted to be entered in accordance with § 111.230 are: a written warning, suspension, or termination related to pilot
performance.

= Other types of disciplinary actions are not to be entered.

+ Do not enter a final disciplinary action unless all of the following are true:
Action was:

1. Direct involvement of the individual's performance as a pilot.
2. Taken by the employer.

3. Taken to impose an adverse penalty on the pilot, such as a suspension without pay.

Final Disciplinary Action

*Action Date: 10/01/2020 _:]

*Removal From Mo v
Operations:
If Relevant Documentation Available is “Yes" the do« tation may be requested outside of the PRD if the current date is equal to or less
than the Event Date.
Relevant Documents: =
Yes
Mo
Save Clear
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5) When the Final Disciplinary Action information is complete, click “Save”.

Pilot Information

Certificate No.: 995999999 Last Name: (Last Name) First Name: (First Name) Middle Name: (Middle) Record ID:

= A final disciplinary action is a last-in-time record of corrective or punitive action taken by an operator or entity who is subject to applicability of this part in
response to an event pertaining to pilot performance.

+ No disciplinary action is considered final until the operator determines the action is not subject to any pending dispute.

= The only disciplinary actions permitted to be entered in accordance with § 111.230 are: a written warning, suspension, or termination related to pilot
performance.

= Other types of disciplinary actions are not to be entered.

= Do not enter a final disciplinary action unless all of the following are true:
Action was:

1. Direct involvement of the individual's performance as a pilot.
2. Taken by the employer.

3. Taken to impose an adverse penalty on the pilot, such as a suspension without pay.

Final Disciplinary Action

E

*Action Date: 10/01/2020 [

*Action Type: Written Warning v
Operations:
If Relevant Documentation Available is “Yes" the doc tation may be requested outside of the PRD if the current date is equal to or less

than the Event Date.

Save Clear
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6) The information displays in the Final Disciplinary Actions grid.

Home | User Guide | Help | Sign Out

Federal Aviation

Administration

Connie Contributor &

Pilot Records Database

Inbox  Pilot Search [EMIlV@ll Air Carrier  Search  Activity  Directory  Help

Employment  Training  Drug And Alcohol  Disciplinary Actions NDR

I Air Carrier Name: (Air Carrier Name) Certificate No.: 9999999399 Last Name: (Last Name) First Name: (First Name)

~— Final Disciplinary Actions

[ Export To Excel Export To PDF

Filot Certificate Record Reporting Action Removal Relevant Created Suppressed
Name D Entity Date From Document Date

Operations
(Pilot Full | 999999999  3504516- | (Air Carrier 10/01/2020 |Written No Yes 05/03/2022 |No Add
Name) DA-1 MName) Warning

M)« 1 M mrtemsperpage 1 -1 of 1 items

Edit | Add Additional Record |
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7) You may edit a Final Disciplinary Action record. Click the check box in the far-left column of the

record to edit and click “Edit”.

Federal Aviation

Administration

Pilot Records Database

Inbox  Pilot Search Q{8 Air Camier  Search  Activity  Directory  Help

Employment  Training  Drug And Alcohol  Disciplinary Actions  NDR

I Air Carrier Name: (Air Carrier Name)

Certificate No.: 399999999 Last Name: (Last Name) First Name: (First Name)

Home | User Guide | Help | Sign Out

Connie Contributor &

~— Final Disciplinary Actions

Removal
From
Operations

Action
Date

Reporting
Entity

Pilot Certificate Record

Name D

Relevant
Document

[x) Export To Excel Export To PDF

Created Suppressed

Date

05/03/2022 No Add

May 5, 2022

@  (Pilot Full 999999993 3504516-  (Air Carrier 10/01/2020 Written No Yes
“Name) DA-1 Name) Warning
ISP RPN mitemsperpage 1-1of 1 items
3
Edit J Add Additional Record
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8) The Final Disciplinary Action fields display below the Final Disciplinary Action grid.
Make updates as needed. When finished, click “Update”.

Pilot Information

Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name) Middle Name: (Middle)  Record ID: 3504516-DA-

= A final disciplinary action is a last-in-time record of corrective or punitive action taken by an operator or entity who is subject to applicability of this part in
response to an event pertaining to pilot performance.

+ No disciplinary action is considered final until the operator determines the action is not subject to any pending dispute.

= The only disciplinary actions permitted to be entered in accordance with § 111.230 are: a written warning, suspension, or termination related to pilot
performance.

= Other types of disciplinary actions are not to be entered.

+ Do not enter a final disciplinary action unless all of the following are true:
Action was:

1. Direct involvement of the individual's performance as a pilot.
2. Taken by the employer.

3. Taken to impose an adverse penalty on the pilot, such as a suspension without pay.

Final Disciplinary Action

*Action Date: 10/1/2020 ﬁ]

*Action Type: Written Warning v

*Removal From Yeg v

Operations:
If Relevant Documentation Available is “Yes" the doc tation may be requested outside of the PRD if the current date is equal to or less
than the Event Date.

Relevant Documents: |[vyag v | —

Update | Clear

9) The updated data displays in the Final Disciplinary Actions grid.

Home | User Guide | Help | Sign Out

Federal Aviation
. Qg Administration

i
WET

Connie Contributor &
Pilot Records Database
Inbex  Pilot Search JE{lV4ll Air Carrier  Search  Activity  Directory  Help

Employment  Training  Drug And Alcohol  Disciplinary Actions  NDR

I Air Carrier Name: (Air Carrier Name) Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name)

~— Final Disciplinary Actions

[¥] Export To Excel Export To PDF

[ ] Pilot Certificate Record Reporting Removal

Relevant Created Suppressed
Name D Entity ate From Document Date
Operations
(Pilot Full 999999939 |3504516- | (Air Carrier 10/01/2020 \Written | Yes Yes 05/03/2022 |No Add
Mame) DA-1 Mame) Wwarning

M4 1 (M mnemsperpage 1 -1 of 1 items
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10) The Final Disciplinary Action record may be suppressed. The Pilot or Consumer viewing the Pilot
record cannot view a Suppressed record.
Scroll to the far-right in the Final Disciplinary Action grid and select the “Add” link in the
Suppressed column of the record to suppress.

Home | User Guide | Help | Sign Out

Federal Aviation

Administration

Connie Contributor &

Pilot Records Database

Inbox  Pilot Search QI8 Air Camier  Search  Activity  Directory  Help

Employment  Training  Drug And Alcohol  Disciplinary Actions  NDR

I Air Carrier Name: (Air Carrier Name) Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name)

~— Final Disciplinary Actions

[} Export To Excel Export To PDF

. Filot Certificate Record Reporting Action Action Removal Relevant Created Suppressed

Name D Entity Date Type From Document Date
Operations

(Pilot Full | 999999333 |2504516- | (Air Carrier 10/01/2020 | Written Yes Yes 05/03/2022| |No A
Name) DA-1 Mame) Warning

1 -1 of 1 items

11) The fields to suppress a record display below the grid.
Select “Yes” for “Is Suppressed” and enter comments explaining the reason.

Click “Save” when finished

Suppression

A suppressed record displays to the pilot but is not provided to a reviewing entity for making a hiring decision.

Record 1D: 3504516-DA-1
Suppressed By:
Suppressed Date:

*|s Suppressed: Yes vﬂ_—

The following comment is displayed to the pilot and the PRD Administrator but does not appear on the PAR.

“Comments: This is for demonsirating suppress cn.‘=

Save Clear

~ Suppression History

No records found.
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12) The selected record shows as Suppressed.

Home | User Guide | Help | Sign Out

Connie Contributor &

Pilot Records Database

Inbox Filot Search MV gl Air Carrier Search Activity Directory Help

Employment  Training  Drug And Alcohol  Disciplinary Actions  NDR

I Air Carrier Name: (Air Carrier Name) Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name)

~— Final Disciplinary Actions

[} Export To Excel Export To PDF

. Pi Certificate Record Action Removal Relevant

Name D ate From Document

Operations
(Pilot Full | 999999999 3504516- | (Air Carrier 10/01/2020 |Written | Yes Yes 05/03/2022

5 Yes £dit
Name) DA-1 Name) Warning

m items per page 1 -1 of 1 items

May 5, 2022 Page 123



Pilot Records Database (PRD) Job Aid v1.0
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13) Select the Edit link in the Suppressed column of the Final Disciplinary Actions grid. The
Suppression page displays, which includes the suppression history.

Suppression

Record 1D:
Suppressed By:

“Is Suppressed:

*Comments:

Save Clear

Suppressed Date:

~ Suppression History

A suppressed record displays to the pilot but is not provided to a reviewing entity for making a hiring decision.

3504516-DA-1
Connie Contributor
5/3/2022

Yes v

The following comment is displayed to the pilot and the PRD Administrator but does not appear on the PAR.

This is for demonstrating suppression.

[ Export To Excel

Export To PDF

Record ID Suppressed By Suppressed Date Is Suppressed Comments
3504516-DA-1 Connie Contributor 05/03/2022 Yes This is for demonstrating suppression.
M)« 1 M m items per page 1-1 of 1 items
»
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14) Change “Is Suppressed” to “No” and enter an explanation.

Click “Save” when finished.

Suppression

A suppressed record displays to the pilot but is not provided to a reviewing entity for making a hiring decision.

Record ID: 3504516-DA-1
Suppressed By:  Connie Contributor
Suppressed Date: 5/3/2022

*Is Suppressed: No v | t—

The following comment is displayed to the pilot and the PRD Administrator but does not appear on the PAR.

*Comments: Suppression is removed o —

Save Clear

~— Suppression History

[¥) Export To Excel Export To PDF

Record ID Suppressed By Suppressed
3504516-DA-1 Connie Contributor 05/03/2022 Yes This is for demonstrating suppression.
M 4 1 > L items per page 1 -1 of 1 items
»
Page 125

May 5, 2022



Pilot Records Database (PRD) Job Aid v1.0 Final Disciplinary Action

15) The selected record is no longer suppressed.

Home | User Guide | Help | Sign Out

Federal Aviation

Administration

Connie Contributor &

Pilot Records Database

Inbox  Pilot Search QEEIleM Air Carrier  Search  Activity  Directory  Help

Employment  Training  Drug And Alcohol  Disciplinary Actions  NDR

I Air Carrier Name: (Air Carrier Name) Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name)

~— Final Disciplinary Actions

[} Export To Excel [ Export To PDF

Filot Certificate Record Reporting Action Removal Relevant Created
ame D Entity Date From Document Date
Operations
(Pilot Full | 999999999 | 3504516- | (Air Carrier 10/01/2020 | Written Yes Yes 05/03/2022 dd
Name) DA-1 Name) Warning

M)« 1 M mrtemsperpage 1-1 of 1 items

16) You may add additional Final Disciplinary Action records as needed.

Click the “Add Additional Record” button.

Home | User Guide | Help | Sign Out

Federal Aviation
Administration

Connie Contributor &

Pilot Records Database

Inbox  Pilot Search MMl @8 Air Carrier  Search  Activity  Directory  Help

Employment  Training  Drug And Alcohol  Disciplinary Actions  NDR

~— Final Disciplinary Actions

[} Export To Excel [ Export To PDF

Removal Relevant Created Suppressed
From Document Date
Operations

Certificate Record Reporting
D Entity

Pilot Full 999999998  3504518- (Air Carrier 10/01/2020 Written Yes Yes 05/03/2022 No Add

Mame) DA-1 Mame) Warning

1-1o0f1items

Edit Add Additional Record '
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17) The fields to add additional Final Disciplinary Action records display.

Pilot Information

Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name) Middle Name: (Middle) Record ID:

= A final disciplinary action is a last-in-time record of corrective or punitive action taken by an operator or entity who is subject to applicability of this part in
response to an event pertaining to pilot performance.

= No disciplinary action is considered final until the operator determines the action is not subject to any pending dispute.

= The only disciplinary actions permitted to be entered in accordance with § 111.230 are: a written warning, suspension, or termination related to pilot
performance.

= Other types of disciplinary actions are not to be entered.

= Do not enter a final disciplinary action unless all of the following are true:
Action was:

1. Direct involvement of the individual's performance as a pilot.
2. Taken by the employer.
3. Taken to impose an adverse penalty on the pilot, such as a suspension without pay.

Final Disciplinary Action

Operations:
If Relevant Documentation Available is “Yes” the do tation may be requested outside of the PRD if the current date is equal to or less

than the Event Date.

Relevant Documents:

Save Clear
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Final Disciplinary Action

18) Enter one or more additional Final Disciplinary Action records, following the steps above.

Federal Aviation

Administration

Inbox  Pilot Search QRIS Air Carrier

Employment  Training Drug And Alcohol

I Air Carrier Name: (Air Carrier Name)

Search

Disciplinary Actions

Pilot Records Database

Activity Directory Help

NDR

Certificate No.: 999999999 Last Name: (Last Name) First Name: (First Name)

Home | User Guide | Help | Sign Out

Connie Contributor &

~— Final Disciplinary Actions

[ Export To Excel Export To PDF

Filot Certificate Record Reporting Removal Relevant Created Suppressed
Name D Entity From Document Date
Operations
(Pilot Full | 999999993  3504516- | (Air Carrier 03/15/2021 Written Yes Yes 05/04/2022 |No Add
Name) DA-2 Name) Warning
! (Pilot Full ! 999999999 13504576- I(Air BT 10/01/2020 [Written TYes Yes 105/03/2022 [No Add

Name) DA-1 Mame) Warning

M)« 1 M m items per page 1-2 of 2 items

4

Edit | Add Additional Record |
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S DISPOSITION CORRECTION REQUESTS AND MISSING
RECORD REQUESTS

The Contributor’s Inbox displays correction requests and missing record requests submitted by one or
more pilots. The requests are limited to those submitted to the Air Carrier selected when you logged in.

1) To disposition requests, select the Contributor Inbox menu.
The Inbox displays “Open — Received” requests by default.

Home | User Guide | Help | Sign Out

Federal Aviation
Administration

Connie Contributer &

Pilot Records Database

Inbox Pilot Szarch  Air Carrier Search  Activity Directory Help

Cormrection Request  Record Request

I Air Carrier Name: (Air Carrier Mame)

Back To Role Selecfion Page
Comrection Request Search

“At least one search parameter is required.

Certificate No: Section Name:

| | [aes 7]
Last Name: | | Record ID: | |
First Name: | | Expire Date: an.:| |J - |_‘]
Middle Name: | | Status/Disposition: |Dpen-Recei'.fed P |
Request ID: | | Last Updated Date: From: |_|] _c:| |_\]
Requested Date: From: | [EERCY i Last Updated By: | in first (3) char of Last Updated By |

Search Clear
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/—I Comection Requests or Missing Records I

[x] Export To Excel Export To PDF

Drag a column header and drop it here to group by that column

Request Eeporting Expiration

D Entity . Date
(Pilot 555595555 Missing REQ- (Reporting Drug or 10/2/2022 | Open- 04/05/2022 |\
Name} Data 0000586 | Entity Name) | Alcohol Received
(Pilot 990995959 | 3017128 |Correction |REQ- {Reporting Training |10/2/2022 |Open- 04/05/2022 | Mi
Name} TR-12 Request 0000584 Entity Name): Received
(Pilot 999999999 | 1459871- |Correction |REQ- {Reporting Training |9/26/2022 |Open- 03/30/2022 Wi
Name} TR-40 Request 0000559 Entity Name} Received
(Pilot 999999999 | 3017128- |Correction |REQ- (Reporting | Training | 9/19/2022 | Open- 03/23/2022 Vi
Name} TR-3 Request 0000525 Entity Name} Received
{Pilot 59950559 Missing REC- (Reporting Training |9/17/2022 | Open- 03/21/2022 |Wi
Name} Data 0000523 Entity Name} Received

items per page 1 - 5 of 15 items

Edit Clear

2) Scroll to the far-right column and click the View link to view the details of a request.

| Cerrectien Details |

Pilot Name: (Pilot Name} Certificate No.: 990999090

Record ID Reference No: REQ-0000586
Request TYDE: I'\."I!ss:.ng Data Reporting Entity: (Reporting Entity Mame)
Explanation: Missing Data

Reason: This needs fo be added

Close
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3) Disposition a correction request.
Check the box in the far-select column of the Correction Requests or Missing Records grid and click

Edit.

The Request details display below the grid.

~ (Pilot
Name}

(Pilot
Name}

555595555

J95555955

3017128- Correction REQ-
TR-3 Request 0000525

Missing REQ-
Data 0000523

(Reporting Training  9/19/2022
Entity Mame) *
(Reporting | Training | 9/17/2022
Entity Name) -

Dpen-
Received

Open-
Received

03/23/2022 Wi

03/21/2022 Vi

1 - 5 of 15 items

Edit Clear

Pilot Name:

Explanation:
Expire Date:
Contact Name:
Contact Email:

Record Details

Pilot Name:
Request 1D:

Correction Request Details

(Pilat Name}

Request Number: REQ-0000525

The position is incormect

8/19/2022

(Pilot Name}
REQ-0000525
Section Name: Training

Part 121 air camier or operator with an
approved training pregram under part 121

999999999
Training

Certificate No.:
Section Name:

Correction Reason: The duty position is incorrect

Status: Open-Received

Contact Phone:

Certificate No.: S95595555
Record 1D: 30M17128-TR-3
Action Date: 412010

Removal from Operations:

Action Type:
subpart ¥’
Decision
Decision: -Select-
Comments
Save Clear

May 5, 2022
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4) Select a Decision to Approve or Deny the request.
Enter Comments as needed.
When completed, click “Save”.

v (Pilot 959999999 3017128- Correction REQ- (Reporting Training  9/19/2022  Open- 03/23/2022 Vi
Name) TR-3 Reguest 0000535 Eptity Name) - Received
I
(Pilot S99999995% Missing REQ- {Reporting Training 9/17/2022 Cpen- 03/21/2022 |Mi
Name} Data 0000523 | Entity Mame) Received

- items per page 1 - 5 of 15 items

Correction Request Details

Pilot Name: (Pilot Name ) Certificate No.: ettt
Request Number: REQ-0000525 Section Name: Training

Explanation: The posifion is incorrect Correction Reason: The duty position is incorrect
Expire Date: 919/2022 Status: Open-Received

Contact Name: Contact Phone:

Contact Email:

Record Details

Pilot Name:  (Pilot Name} Certificate No.. 999999999
Request 1D: REQ-0000525 Record 1D: 3017T128-TR-3
Section Name: Training Action Date: 4172010
Action Type:  Pari 121 air camier or operator with an Removal from Operations:

approved training program under part 121

subpart ¥
Decision
Decision: Approved \,
Comments Checked the documentation and the request is correct. PRD records will be updated.

Save | Clear
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5) The request is removed from the Correction requests or Missing Records grid.

(Pilnt
Name)

(Pilot
Name)

(Pilot
Name}

(Pilot
Name)

(Pilnt
Name}

~— Correction Requests or Missing Records

Record

D

3017128-
TR-12

1450871-
TR-40

3017128-
TR-14

Drag a column header and drop it here to group by that column

Request
1]

Missing REQ-
Data 0000586

Correction |REQ-
Request 0000584

Correction |REQ-
Request 0000559

Missing REQ-
Data 0000523

Correction |REQ-
Reguest 0000522

Al items per page

Reporting
Entity

(Reporting
Entity Name)

(Reporting
Entity Name)

(Reporting
Entity Name)

(Reporting
Entity Name)

(Reporting
Entity Name)

Drug or

Alcohel

Training

Training

Training

Training

Expiration

Date

10/2/2022

10/2/2022

9/26/2022

9/17/2022

9/17/2022

Export To Excel

Export To PDF

Correction Record
Request Disputed
Status

Open-
Recsived

Open-
Received

Open-
Recsived

Open-
Received

Open-
Received

1 -5 of 14 items

Requested

Date

04/05/2022 Vi

04/05/2022 |Mi

03/30/2022 |Mi

03/21/2022

=

03/21/2022

=

Edit Clear
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6) Disposition another request- Correction Request or Missing Record.
Check the box in the far-select column of the Correction Requests or Missing Records grid and click
Edit.
The Request details display below the grid.

Select a Decision to Approve or Deny the request.
Enter Comments as needed.
When completed, click “Save”.

+ (Pilot 59990559 3017128- Correction REQ- (Reporting Training  9/17/2022  Open- 03/21/2022 M
& TR-14 Reguest 0000522 Entity Name) IC Received

- items per page 1 -5 of 14 items

Edit Clear

Correction Request Details

Pilot Name: (Pilot Name) Certificate Mo.: ‘9999995999

Request Number: REQ-0000522 Section Name: Training

Explanation: This nesds to be Pilot n Command, not SIC Correction Reason: The duty position is incorrect
Expire Date: 9172022 Status: Open-Received

Contact Name: Contact Phone:

Contact Email:

Record Details

Pilot Name: (Pilot Name) Certificate No.: B9999555%
RequestID:  REQ-0000522 Record ID: 3017128-TR-14
Section Name: Training Action Date: TH2010
Action Type: Pari 125 operator tesfing events. Removal from Operations:
Decision
Decision: Denied v |
Comments The documentation does not support this request|
e
Save | Clear |
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7) The request is removed from the Correction requests or Missing Records grid.

(Pilnt
Name)

(Pilot
Name)

(Pilot
Name}

(Pilnt
Name)

(Pilot
Name)

~— Correction Requests or Missing Records

Drag a column header and drop it here to group by that column

Missing REQ-
Data 0000586

3017128- |Correction |REQ-
TR-12 Request 0000584

1458871- |Correction |REQ-
TR-40 Request 0000558

Missing REQ-
Data 0000523

3354018- |Correction |REQ-
Da-2 Request 0000483

(Reporting
Entity Name}

(Reporting
Entity Name};

(Reporting
Entity Name}

(Reporting
Entity Mame}

(Reporting
Entity Name}

Drug or

Alcohol

Training

Training

Training

Expiration

Date

10/2/2022

10/2/2022

0/26/2022

o/17/2022

Dizciplinary | 8/14/2022

Action

Export To Excel

Export To PDF

Open-
Received

Open-
Received

Open-
Received

Open-
Received

Open-
Received

04/05/2022

04/05/2022

03/30/2022

03/21/2022

03/18/2022

1 -5 of 13 items

Edit Clear
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8) Select different criteria in the Pilot Inbox to view other Correction Requests or Missing Records.
For example, change the Status/ Description to “Close — Approved” to see Approved requests.

Home | User Guide | Help | Sign Out

Federal Aviation

Administration

Connie Contributor &

Pilot Records Database

Inbox Pilot Search  Air Carrier Search  Activity Directory Help

Comection Request  Record Request

' Air Carrier Name: (Air Carrier Mame)

Back To Role Selection Page

Correction Request Search

*At least one search parameter is required.

Certificate No: | | Section Name: |-Sel acl [ |
Last Name: | | Record ID: | |
First Name: | | Expire Date: me;| |j 1—0;| |j
Middle Name: | | IStatus.l’Disposiﬁon: |Closed-Ap|:-ro\red w | I
Request ID: | | Laszt Updated Date: me;| Ij 'rg;| [j
Requested Date: From:| |_] To:l |_-] Last Updated By: |r-,’in first (3} char of Last Updated By |

Search Clear

~— Correction Requests or Missing Records -

Export To Excel Export To PDF

Drag a column header and drop it here to group by that column

Pilot Certificate Record ques: Request Reporting Section Expiration Correction Record Requested
Mame i) /| o] Entity MName Date Request Disputed Date

Status
[Pilot 099999909 | 1459871- |Correction |REQ- (Reporting Training 0/26/2022 |Closed- 03/30/2022 |\
Mame} TR-35 Request ooo0563 | Entity Name) Approved
(Pilot 599999593 1458871~ |Correction |REQ- (Reporting Training 0/26/2022 |Closed- 03/30/2022 |\
Name) TR-37 Request 0000561 Entity Name} Approved
(Pilot ggaggaegy  |3017128- |Correction |REQ- (Reporting | Training 0/19/2022 | Closed- Yes 03/23/2022 |\
Name} TR-3 Reguest 0000525 Entity Name} Approved
(Fiot oogopggne | 1459871- Correction |REQ- (Reporting Disciplinary | 9/14/2022 | Closed- 03/18/2022 |\
Name} DA-2 Request 0000490 | Entity Name} | actign Approved
(Pilot gogg0gggy || 499871- Correction | REQ:- (Reporting Drug or 0/14/2022 | Closed- 03/18/2022 |\
Name} AD-2 Request 0000482 Entity Name) |Alcohol Approved

Al items per page 1 -5 of 14 items

Edit Clear
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9) Select the Record Request menu to view Record Request submitted by Consumers.
These are request for documents related to Employment History or Final Disciplinary Actions.

Home | User Guide | Help | Sign Out

“'—;\} Federal Aviation

17):) Administration

TRES

Connie Contributor &

Pilot Records Database

Inbox Pilot Search  Air Carrier Search Activity Directory Help

Comection Request  Record Request

I Air Carrier Name: (Air Carrier Mame)

Record Request Search

*At least one search parameter is required.

Record 1D: | | Section: | -Select- ~ |
Request 1D: | | Request Type: | _Select- ~ |
Action: |—Select— LY | Status: |Requegted ~ |
Requested Date:  From: | ] To: | [ Requesting Entity: | Min first (3) char of Requested Enfity |
Last Updated By: | in first (3) char of Last Updated By | Last Updated Date: From: | o | EES
Search Clear
~ Record Request Data \

Export To Excel Export To PDF

Drag a column header and drop it here to group by that column

Request Requested Entity e Action

D
3017128 Record RED- {Requesting Entity Name} Disciplinary Reguest Document for Requested 4/15/2022
Da-o Request 0000035 Action Disciplinary Actions
3017128- Record REQ- " ting Entity Name) Employment Request Document for Requested |3/22/2022
EM-1 Request 0000023 SLLEELLY A T Em ployment History

117128- - scinlinary : sted 3/22/2
3017128 Record RECQ (Requesting Entity Name) Disciplinary Reguest Document for Requested 3/22/2022
Da-3 Request ooooo22 Action Disciplinary Actions
M 4 (M m items per page 1 - 3 of 3 items

ﬁ Clear
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10) Disposition a Record Request.
Check the box in the far-left select column of the Record Request Data grid and click Edit.
The Request details display below the grid.

o 3017128- Record REQ- - e (BT Disciplinary Reguest Document for Reguested 3/22/2022
DA-3 Request oopoozz  (Reauesting EntiyName)  oq Disciplinary Actions

M4 (M mmmsperpane 1 -3 of Jitems

Edit Clear

Record Request Disposition

Comments:
P
Save Clear

11) Complete the Record Request Disposition.
Enter the Completion Status — Yes or No.
Enter the Completed Date.

Select how the documents were sent.

Record Request Disposition

*Completed Date: 05/05/2022 J
Comments: -Select-
Faxed
Mailed
Other 8
Save Clear
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12) Enter any additional comments.

. 9 .
Click “Save” when finished.
- 3017128- Record REQ- (Rexuestag Enbty Name) Disciplinary Request Document for Requested 3/22/2022
DA-3 Request 0000022 . . Action Disciplinary Actions
M) (M m items per page 1 -3 of 3 items
Edit Clear
Record Request Disposition
“Completed Date: 05/05/2022 _:]
Comments: Documents were sent a requested
e
Save Clear
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13) This dispositioned Record Request is removed from the Record Request Data grid.

Home | User Guide | Help | Sign Out

Federal Aviation

Administration

Connie Contributor &

Pilot Records Database

Inbox Filot Search Air Carrier Search  Activity Directory Help

Comection Request  Record Request

l Air Carrier Name: (Air Carrier Name)
Record Request Search

*At least one search parameter is required.

Record ID: | | Section: | _Select v |
Request 1D: | | Request Type: | _Select- p |
Action: |-Selecl- - | Status: | Requested w |
Requested Date: Fron1:| ] To:| B Requesting Entity: | Min first (3) char of Requested Enfity |
Last Updated By: | Min first (3) char of Last Updated By | Last Updated Date: From | |J To | |j
Search Clear
~— Record Request Data -

Export To Excel Export To PDF

Drag a column header and drop it here to group by that column

. Record Request Request Requested Entity Section Status Requested
[0} Type 1D Date
3017128 Eecord REQ- ) ] Disciplinary Request Document for Requested | 4/15/2022
Da-o Request 0000035 (Requesting Entity Name} Action Disciplinary Actions
3017128 Record REQ- (Requesting Entity Name) Employment Request Document for Requested | 3/22/2022
EM-1 Request 0000023 Em ployment History
M oM items per page 1 -2 of 2 items
»

. 4

@ Clear
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