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What is it?

A Certificate Holder defines the scope of Operations with the FAA by submitting a 
Configuration Change Request.

Configuration Change Request (CCR)
A Certificate Holder needs 
to propose a change to 
their Operations 
Specifications, Vitals, or 
Contractors

WHEN

SAS Menu
  Configuration
  Configuration Changes

WHERE

To amend current 
operations

WHY

Certificate Holders

WHO

The FAA will review a Configuration Change Request using the same approval process as 
the initial Configuration data approval.

After the Configuration Change Request
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User Role Configuration Change Request Navigation

Certificate Holders 1. Select Configuration Changes from the SAS Menu.
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User Role Configuration Change Request – Add Request

Certificate Holders
2. Select the Add Request button.

Note: Select the View Baseline button if active.
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User Role Configuration Change Request – Add Request

Certificate Holders

3. Fill in the mandatory fields as indicated by the red asterisks under the subtab Change Request Detail.

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

5. Select Save to save the change request.

Note: You will see a green confirmation message: “Change Request Successfully Saved.”

CAUTION: Do not select the Submit button.  
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User Role Configuration Change Request – Configuration Data

Certificate Holders

6. Select the Configuration Data tab.

7. Make any changes in the AuthDoc Data Panel.  

8. Expand the Configuration Data Panel.  

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

Certificate Holders

9. Make any changes in the Configuration Data Panel.

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

11. Expand the OPSS Scoping Questions.
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User Role Configuration Change Request – Configuration Data

Certificate Holders

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

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

12c
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User Role Configuration Change Request – Configuration Data

Certificate Holders

14. Select the Configuration Changes tab.

15. Select your Change Request Title which will take you to Change Request Detail sub-tab.
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User Role Configuration Change Request – Change Request Detail

Certificate Holders

16. To review the proposed changes in OPSS, select the Changes in OPSS Scoping Questions button.  Example on 
page 10.

17. To review the proposed changes in Vitals, select the Changes in Configuration Data button. Example on page 11.

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

19. The Withdraw Request button removes the Configuration Change request.
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User Role Configuration Change Request – Changes in OPSS Scoping Questions button

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

20. Select OK when finished reviewing proposed changes.
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User Role Configuration Change Request – Changes in Configuration Data button

Certificate Holders
This is an example of when the Changes in Configuration Data button is selected after a Vitals change is proposed 
in SAS.

21. Select OK when finished reviewing proposed changes.
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User Role Configuration Change Request – Recommended Questions

Certificate Holders

This is an example of Recommended Questions.

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

23. You can also sort by using the filter        (in this example the filter is used to view the Modified Questions).

24. Select the Question View link to view the questions that will appear in the DCT.
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User Role Configuration Change Request

Certificate Holders

25. To submit the configuration change request, select the Change Request Detail subtab.

26. Select the Submit button.

27. A pop-up Message will appear. Select the Submit button.
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User Role Configuration Change Request

Certificate Holders

28. Verify in the Confirmation window that, “I have considered if the application of SRM is required for the change(s) 
in operation(s).  I am now ready to initiate configuration changes in SAS.”  Select the OK button.

29. In the Message window, “This will submit the Change Request,” select the Submit button.

30. When configuration change request has been successfully submitted to the FAA, a green confirmation message 
will appear, “Change Request Successfully Submitted.”
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