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9. Office POC receives SAS 
Notifications stating External 
User registration request and 
SAS preapplication 
information has been 
submitted.

Continued on next page

11. Receive 
confirmation e-mail 
with instructions to log 
into SAS External 
Portal 

Note: Limited actions 
are available in SAS 
until certification 
project is started

12. FAA Office Manager or the 
Office POC (with FAA Office 
Manager’s concurrence) 
dispositions the submitted Pre-
Application Information in SAS

10. Office POC 
approves SAS External 
User Registration 
request in SAS

5. Verify that you have made 
initial inquiry, then select 
New Applicant for 
Certification.  

Option 1 – Entering Pre-Application Information
Additional Users (see Option 2)    

Key
External 

User/Applicant

FAA Role

8. Complete and submit Pre-
Application Information.

3. Access the training link at 
https://www.faa.gov/about/ini
tiatives/saso/sas_deployment
and complete SAS CH/A 
External Portal Training

Note: These links work in 
Chrome or MS Edge.

Registration Process
New Applicant’s User Request 

1. Applicant makes 
initial inquiry for initial 
certification to local 
FAA office.

2. Applicant elects to use 
SAS External Portal

6. Enter your MyAccess email 
address or create a new 
account if you don’t already 
have a MyAccess account.

Note: The MyAccess External 
User Registration job aid is 
located under the Registration 
Help link in the MyAccess sign 
up process.

4. Navigate to 
https://sas.faa.gov then 
select “Sign up for SAS” 

7. After completing the 
MyAccess process, select 
“I want to submit Pre-
Application Information 
for a new certificate 
application” in SAS 
(Option 1)

https://www.faa.gov/about/initiatives/saso/sas_deployment
https://sas.faa.gov/
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14. Office POC has 
accepted Pre-
Application for 
Resource Analysis

18. External User can 
submit work (including 
Configuration, ED DCTs, 
Schedule of Events, etc.) 
to FAA in SAS

20. FAA CPM is ready 
to accept Formal 
Application

21. FAA CPM transitions 
Applicant to 
Precertification status after 
coordination with AFS-620

24. FAA CPM notifies AFS-
620 that the Applicant is 
ready to activate status 
in FAAMIS

22. FAA Certification 
Project Team (CPT) 
completes necessary 
DCTs in SAS

15. Office Manager 
performs Resource 
Analysis and selects 
Applicant List button 
in CSOP

25. FAA CPM approves 
Applicant to Active 
status in SAS

17. Office Manager 
assigns Certification 
Project Manager (CPM) 
in SAS

Option 1 (Continued)Registration Process
New Applicant’s User Request 

23. FAA CPM completes 
AAA in SAS

19. FAA CPM reviews, 
then accepts/returns work 
from Applicant in SAS

Key
External 

User/Applicant

FAA Role

13. Receive Notification on SAS 
Home Page, Pre-Application 
Information has been accepted or 
returned in SAS (External User can 
message the Office POC)

16. Once the Begin 
Certification button is 
selected, the External User 
can begin work (including 
Configuration, Schedule of 
Events, etc.) in SAS
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6. After completing the 
MyAccess process, select “My 
company’s Pre-Application 
Information has already been 
submitted” (Option 2) in SAS

11. Newly added External User has same functionality 
as the original Applicant who selected Option 1 (see 
Page 2) in SAS

Option 2 – Additional User Request Registration Process
New Applicant’s User Request 

7. Complete and submit 
Registration in SAS

Key
External 

User/Applicant

FAA Role

2. Access the training link at 
https://www.faa.gov/about/initiatives/
saso/sas_deployment and complete 
SAS CH/A External Portal Training

Note: These links work in Chrome or 
MS Edge.

8. Office POC receives SAS 
Notification stating External 
User registration request has 
been submitted

9. Office POC approves 
SAS External User 
Registration request in 
SAS

3. Navigate to 
https://sas.faa.gov then 
select “Sign up for SAS” 

1. Applicant makes 
request to CPM for  
additional user(s) 
access to certification 
project after 
certification has begun

10. Receive confirmation e-
mail with instructions to log 
into SAS External Portal 

5. Enter your MyAccess email 
address or create a new 
account if you don’t already 
have a MyAccess account.

4. Verify that you have 
made initial inquiry, then 
select Existing Applicant 
for Certification.  

https://www.faa.gov/about/initiatives/saso/sas_deployment
https://sas.faa.gov/


Rev Date: 9.22.2022 | FAA Order 8900.1 | SAS Automation v 3.6.1 | Page 4 of 4

Q9-01 Registration Process Flow MapsQUICK
REFERENCE CARD 

QUICK 
REFERENCE CARD

6. After completing the 
MyAccess process, select 
“My company already 
holds a certificate” 
(Option 3) in SAS

10. Receive confirmation e-
mail with instructions to log 
into SAS External Portal 

Option 3 – Existing Certificate HolderRegistration Process
New User Request 

7. Complete and submit 
Registration in SAS

Key
External 

User/Applicant

FAA Role

2. Access the training link at 
https://www.faa.gov/about/initiatives/saso/
sas_deployment and complete SAS CH/A 
External Portal Training

Note: These links work in Chrome or MS 
Edge.

1. Certificate Holder 
makes request to FAA 
for additional user(s) 
External Portal access 
to certificate

3. Navigate to 
https://sas.faa.gov then 
select “Sign up for SAS” 

8. Office POC receives SAS 
Notification stating External 
User registration request has 
been submitted

9. Office POC approves 
SAS External User 
Registration request in 
SAS

4. Verify that you have 
made initial inquiry, then 
select Current Certificate 
Holder.  

5. Enter your MyAccess email 
address or create a new 
account if you don’t already 
have a MyAccess account.

https://www.faa.gov/about/initiatives/saso/sas_deployment
https://sas.faa.gov/
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