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What is it?

After completing the MyAccess process, information must be entered, submitted, and 
approved to link their company to their MyAccess account.  

Certificate Holder RegistrationUsers who wish to access 
Certificate Holder’s through 
the External Portal

WHEN

“Sign up for SAS” link at 
sas.faa.gov

WHERE

Monitor and submit 
proposed changes to 
Certificate Holder 
information and  
authorizations

WHY

Certificate Holder personnel 
requesting access through 
the SAS External Portal

WHO

• The users must await approval by the FAA before they can log into SAS for the first time
• The user must have a MyAccess account in order to log into the SAS External Portal
• Upon logging in to an active Certificate Holder or an in progress certification, users will 

have full access to all available external user functionality

Approval by the FAA

External Users who currently use the EXC\first.last user name and password have the ability 
to switch to MyAccess at any time.  Once the transition has occurred, they cannot use their 
EXC\ account to log into the SAS External Portal.

Current “EXC\” Account Users
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New user 
representing a 

current Certificate 
Holder

1. a) For initial access, select the Sign up for SAS link.  b) For users who currently access the External Portal with 
an EXC\ user name and password account and wish to transition to a MyAccess account, select the Login with 
MyAccess button.  If selecting option 1b skip to step 4.

Note: It is important for those who transition to MyAccess to use the same email address that is in their EXC\ user 
name and password account.

1b

1a
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2. If you selected the “Sign up for SAS” link, check the box to verify that you made initial inquiry with your local FAA 
FSDO/CMO/IFO and select the radio button for Current Certificate Holder.

3. Select the Next button.

2

3
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4. Sign in using MyAccess if you already have a MyAccess account then select the Next button.

5. If you do not have a MyAccess account, select the Don’t have an account? Sign up button.  Follow the prompts 
using the MyAccess External User Registration job aid.

4

5
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6. After completing the MyAccess process, select the radio button next to My company already holds a certificate.

7. Select the Next button.

7
6
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8. Fill in your Company’s name in the Company field. A drop-down list should appear to select your company.
Note: Ensure the proper designator and company name is selected to prevent automation errors.

9. Fill in your contact information under My Contact Information.

10. When finished filling in your contact information, select the Next button.

10

8

9
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11. Verify the information.

12. Select the Submit button.
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13. A Confirmation screen will appear confirming the registration has been submitted. 

Note: Users cannot access SAS until the account has been approved in SAS by the FAA office.

13
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