Federal Aviation
Y Administration

DMS Preapprovals for DAR-T

This job aid contains information on how to create, submit, edit, and cancel Pre-Approvals, and complete the
Post Activity Report. The role represented in this job aid is the Active DAR-T designee.
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The Designee Management System (DMS)

The Designee Management System (DMS) is a web-based tool designed to standardize the management of Designees.
DMS will collect, store and process data and information associated with Designees and the designee management
processes in accordance with FAA record-keeping requirements. DMS may utilize information from other FAA systems
where appropriate and other FAA systems may utilize information from DMS where appropriate.

Pre-Approval Cheat Sheet

System Roles Role Description/Duties
Pre-Approval Editing these fields requires another approval:
Request for * Name of Facility
Function Codes * Nearest Airport
101-176 (DAR-T) * Address
* Applicant Name

* Aircraft Registration Number

* Aircraft Make/Model/Series

* Aircraft Serial Number

* Aircraft owner name

* Does the aircraft have a seating capacity of 20 or more passengers, or a maximum
payload capacity of 6000 pounds or more?

* Aircraft Operator Name
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Pre-Approval
Request for
Function Codes
177-196 (DAR-T)

Editing these fields requires another approval:
* Proposed Project Start Date
* Proposed Project completion date
* Name of Facility
* Airport Name
* Address
* Activity outside of your assigned field office district?
* [s the Activity within or outside the US
* Identify FSDO or IFO with geographic responsibility, or CMO if an air carrier
* Function Codes
* Applicant Name

Pre-Approval
Request for
Function Codes
197-198 (DAR-T)

Editing these fields requires another approval:
* Proposed Project Start Date
* Proposed Project completion date
* Name of Facility
* Nearest Airport Name
* Address
* Applicant Name
* Aircraft Registration
* Aircraft Make/Model/Series
* Aircraft Serial Number
* Aircraft Owner Name
* Aircraft Operator Name
» Aircraft Operator’s FAA Certificate Number

Pre-Approval
Request for
Function Codes
199-208 (DAR-T)

Editing these fields requires another approval:
* Proposed Project Start Date
* Proposed Project completion date
* Facility Name
* Nearest Airport Name
* Address
* Activity Outside of your assigned field office district
* [s the activity within or outside of the US?
* Identify FSDO or IFO with geographic responsibility or CMO if an Air Carrier
* Select requested function codes
* Applicant Name
* Type of Product Airframe or Engine
* Aircraft Registration
* Aircraft Make/Model

Pre-Approval Codes 101-176

1) Designee logins into DMS. Open an Internet Explorer browser and type the URL: https://designee.faa.gov/

2) The “Systems Use Notice” appears, click I Agree.
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3) From the Designee login page, enter your Username and Password.

Login

Username

JaneDoe

ssesssevsnne

Links

User Registration
Forgot Username
Forgot Password

The DMS home page opens.
4) Under the My Designations heading under “Designee Actions,” click Action.

My Designations
Designation 2 Designation Status 2= Effective Date = Expiration Date 2 Termination Date
DAR-T Active 11/30/2017 11/30/2018

Designation
Actions

5) Under Activity Links, select the Pre-Approval Request for Function Codes 101-176.

Activity Request or Report

Activity Links

I Pre-Approval Request for Function Codes 101 -1?€I

Pre-Approval Request for Function Codes 177-196
Pre-Approval Request for Function Codes 1897-1938

Note: Only the function codes you
are authorized for will be clickable,
others will be disabled.

6) In the Pre-Approval Request for DAR-T (101-176), enter the required field information under Designee Information,
Activity Location, Applicant Information, and Aircraft Owner s Information, and then click Submit.

Designee Information

Pre-Approval Request for DAR-T (101-176)

Designee Information

Designee Number 884126897

Designee Name
DAR-T Status Active
Record Status | Open

Designee Type
PR-884126897-2017-0001

Pre_Approval Control Number
Pre-Approval Revised DatefTime

Pre-Approval Submitted Date/Time | 12/05/2017 18:18:25

*Proposed Project Start Date/Time

]

*Proposed Project Completion Date

Doe. Jane
Expiration Date  11/30/2018

[™] | (GMT-06:00) Central Time (US & Canada) [w]
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Activity Location

Activity Location

* Name of Facility * Nearest Airport Name

® Domestic O International * Address

*City *State | Select v * Postal Code
* Point of contact at the facility for access * Point of contact phone number
Directions to location if needed? () Yes ® Ng

* Activity outside of your assigned field office district? COiyes CONo

* Select Requested Function Codes:

Function Code Description Reference Guide.

Applicant Information

Applicant Information

#* Applicant Name * Applicant Telephone Number

Applicant Email Address * Aircraft Registration Number

* Date of current registration * Aircraft Make/Model/Series Q
* Aircraft Serial Number

Aircraft Owner’s Information.

Aircraft Owner's Information

* Aircraft Owner Name

®) Domestic O International Address

City State Select.. ﬂ Postal Code
*Was registration issued within the last 12 months? yes JMNo

*Does the aircraft have a seating capacity of 20 or more passengers, or a maximum payload capacity of 6000 pounds or more? ) Yes () No
Attach Additional Documents (Optional

Print this Pre-Approval

Back Save |I Submit |I Cancel

Note: Additional information may
be requested depending on how a
question is answered.

Under the Pre-approval Request(s), the Pre-Approval Request is recorded with the Activity status.

Activity Paperwork

Pre-approval Request(s)

DMS Tracking # (¥) Type Of Request (¥) Pre-Approval Type (¥) Activity Status(y) Modified Date (¥) Cancel
n Function Codes 101-
PR-855307850-2017-0001 101

e Pending 111372017
176

Cancel This Request
M - Page 1 of1 |

1-1o0f1items
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Pre-Approval Codes 177-196

1) Designee Logs into DMS. Open an Internet Explorer browser and type the URL: https://designee.faa.gov/

2) Under the My Designations heading under “Designee Actions,” click Action.

My Designations

Designation = Designation Status = Effective Date # Expiration Date %

p—
Termination Date # View Designation
Actions
DAR-T Active 11/30/2017 11/30/2018 CLOA -A(tion

3) Under Activity Links, select the Pre-Approval Request for Function Codes 177-196.

Activity Request or Report

Activity Links

Pre-Approval Request for Function Codes 101-176

IF're—AﬂprovaI Request for Function Codes 1??—195'

Pre-Approval Reth for Function Codes 197-193

Pre-Approval Request for Function Codes 199-208

Note: Only the function codes you are

authorized for will be clickable, others will
be disabled.

4) In the Pre-Approval Request for DAR-T (177-196), enter the required field information under Designee Information,
Activity Location, Applicant Information, and Aircraft Owner's Information, then click Submit.

Designee Information

Pro Approvai[Request for DAR T (177.196)

Dosignee Number 965307850

Status Active Expiration Date | 11/30/2018
pre.

tus Open

Pro.Approval

ised DaterTime

0830 AM [] | (GMT-08:00) Pasific Time (US & Canaca) [/]

00K

Activity Location

Activity Location

= Name of Facility * Airport Name Q
®) Domestic. O International * Address

=City = State  Select. [~ = Postal Cods

= Point of contact at the facility for access

*Point of contact phone number
Directions to location if needed? ) yes @ Mo
= Activity outside of your assigned field office district? O ves Mo

= Select Requested Function Codes:

Eunction Code Description

Q
Guide.
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Applicant Information and Planned Activity Information

Applicant Information

* Applicant Name * Applicant Telephone Number
Applicant Email Address
Planned Activity Information

n Additi o = (O

Print this Pre-Approval

Back savs |I submit I Cancsl

5) The “Pre-Approval Submit Message” appears, click Continue.

re-Approval Submit Message x

This Pre-Approval will require FAA authorization before proceeding. You will receive a message after Pre-Approval request is
reviewed.

Cancel

6) Click the View Pre-Approval/Post Activity Reports link to view any saved Pre-Approvals. All future statuses can be
verified on this page.

Activity Request or Report

Activity Links

Pre-Approval Request for Function Codes 101-178

Pre-Approval Request for Function Codes 177-196

Pre-Approval Request for Function Codes 197-198

Pre-Approval Request for Function Codes 199-208

View Pre-Approval/Post Activity Reports: I

Authorizations and Limitations

7) Under Pre-approval Request(s), the Pre-Approval Request is listed and its current status.

pommenn ]

Pre-approval Request(s)

DMS Tracking # ¥ Type Of Request (¥) Pre-Approval Type ¥) Activity Status(y) Modified Date (¥) Cancel
e Funcfion Codes 197- 5 5 :
PR-955307350-2017-0003 % 197 Pending T1H32017 Cancel This Request
_ Function Codes 177- i 7 i
PR-855307850-2017-D002 = 177 Pending 11H32017 Cancel This Request
196
Function Codes 101-
PRSS307BZ0-2017.0001 | oo o 101 Pending 111372017 Cancel This Request
4 4 Page 1 of1 | 1-3of Jitems

Note: For Function code groups 197-198, and
199-208 the info entered into the Pre-approval is
different, but the flow is the same.
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Pre-approval with Geographic Expansion

Note: If the activity requested is outside the designee’s
assigned area, then the designee must request geographic
expansion as part of the pre-approval. The process goes
through the same steps, but if approved by the MS, it must also
be approved by the office responsible for the area where the
activity is to be performed.

Editing a Pre-Approval

1) Designee Logs into DMS. Open an Internet Explorer browser and type the URL: https://designee.faa.gov/

2) From the DMS Home page, under “Designee Actions” click the Action link.

My Designations

Designation % Designation Status % Effective Date % Expiration Date % Termination Date # Viaw De:\cgtmtwscn
DAR-T Active 11/30/2017 11/30/2018 CLOA I Action I

3) Click “View Pre-Approval/Post Activity Reports”.

Activity Request or Report

Activity Links

Pre-Approval Request for Function Codes 101-176
Pre-Approval Request for Function Codes 177-136

Pre-Approval Request for Function Codes 197-138

Pre-Approval Request for Function Codes 199-208

Authorizations and Limitations -~/

4) Select a Pre-Approval Request.

|i PO—95530?85G—2D1?—DDD4i Function Codes 199-208 1

5) Click in a field to edit the information. The “New Pre-Approval Message” appears, click Continue.

=
w

Initiated 112002017

New PreApproval Message »

This Pre-Approval was already authorized by the Managing Specialist. You are about to make an update to a field that will require a

new Pre-Approval. If you continue. your current Pre-Approval will be cancelled and all information will be transferred to a new Pre-
Approval that will need to be submitted again. Continue?

I: Coﬂ@e I Cancel

6) Edit any of the required fields, and click Submit.
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7) The “Pre-Approval Submit Message” appears, click Continue.

Pre-Approval Submit Messapge »

This Pre-Approval will require FAA suthorization before proceeding. Wou will receive 3 message after Pre-Approval request is
reviewed.

The Pre-Approval Request shows a Pending status, and is sent to the FAA for approval.

Cancel a Pre-Approval

1) Designee Logs into DMS. Open an Internet Explorer browser and type the URL: https://designee.faa.gov/

2) From the DMS Home page, under “Designee Actions” click Action.

My Designations

Designation & Designation Status 2 Effective Date % Expiration Date % Termination Date % View Dej‘i;‘;‘?_lt;m
DAR-T Active 11/30/2017 11/30/2018 CLOA

3) Click “View Pre-Approval/Post Activity Reports”.

Activity Request or Report

Activity Links

Pre-Approval Reguest for Function Codes 101-176

Pre-Approval Request for Function Codes 177-196

Pre-Approval Request for Function Codes 197-198

Pre-Approval Request for Function Codes 199-208

4) On the Pre-approval, click Cancel this Request.

Function Cades 198
PR355307550-2017-0004 ﬂ;; s Fending 13T Cancel This Reoues: |

The Pre-approval status changes to “cancel.”

Check the status of the Pre-Approval

1) Designee Logs into DMS. Open an Internet Explorer browser and type the URL: https://designee.faa.gov/

2) From the DMS Home page, under “Designee Actions” click Action.

My Designations

Designation = Designation Status = Effective Date = Expiration Date = Termination Date = View Dej‘ftilantf”
DAR-T Active 11/30/2017 11/30/2018 cloa

3) Click “View Pre-Approval/Post Activity Reports”.
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I —————————————————————————————
Activity Request or Report
Activity Links

Pre-Approval Request for Function Codes 101-176

Pre-Approval Request for Function Codes 177-196

Pre-Approval Request for Function Codes 197-198

Pre-Approval Request for Function Codes 199-208

Authorizations and Limitations

4) Under Pre-Approval Requests, find the pre-approval you created and verify activity status.

PR-955307550-2017-0004 Function Codes 199-208 199

Approved 11132017

Post Activity Report

1) Designee Logs into DMS. Open an Internet Explorer browser and type the URL: https://designee.faa.gov/

2) Select the “Action” link under Designation Actions.

My Designations

Designation
Actions

DAR-T Active 11/30/2017 11/30/2018 cLoA

Designation % Designation Status % Effective Date % Expiration Date Termination Date %

View

3) Click “View Pre-Approval/Post Activity Reports”.

Activity Request or Report

Activity Links

Pre-Approval Request for Function Codes 101-176

Pre-Approval Request for Function Codes 177-196

Pre-Approval Request for Function Codes 197-193

Pre-Approval Request for Function Codes 199-208

Wiew Pre-ApprovalfPost Activity

eporis |

2|
OrZanons and Limitations ™

4) Open Post Activity Report by clicking on the DMS Tracking number.

17-0004) | Function Codes 199-208 1

o
(7=

Initiated 112002017

5) Update any fields under “Location Information” if this has changed from the preapproval. Changes made here may
require follow-up action by the Managing Specialist.

Location Information

* Name of Facility * Nearest Airport Q

®pomestic ) International *Address
*City *State Washington ﬂ * Postal Code
* Point of contact at the facility for access # Point of contact phone number

Directions to location if needed? () yes @ No

Activity outside of your assigned field office district? Yes ® No
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6) Update any fields under “Application Location Information” and Aircraft Owner Information” that have
changed from the preapproval. Changes made here may require follow-up action by the Managing Specialist.

Applicant Information
* Applicant Name * Applicant Telephone Number 4444444444

Applicant Email Address * Aircraft Registration Number 12345

* Date of current registration 12/7/2017 * Aircraft Make/Model/Series A-300-B2 Q
* Aircraft Serial Number 1515155
Aircraft Owner Information

* Aircraft Owner Name

® Domestic O International * Address

*City Renton * state  Washington [~] * Postal Code 98558

*Was registration issued within the last 12 months? )Yes @ No

Does the aircraft have a seating capacity of 20 or more passengers, or a maximum payload capacity of 6000 pounds or more? Yes ® No

7) Under “Enter Post Activity Information below” enter all required information.” Attach additional documents, and click
Submit.

Enter Post Activity information below
* Result of Activity  Select an activity .. ﬂ
* Attach a copy of each of the following documents, if issued: Airworthiness Certificate, Special Flight Permit, Operating Limitations, Export Certificate of

Approval, Letter of Denial.
Attach Additional Documents

* Date the paperwork was sent or delivered to managing office

Print this Post Activity Report

Back save | I Submit I Cancel
8) Select the “Action” link under Designation Actions.
My Designations
Designation = Designation Status = Effective Date = Expiration Date = Termination Date = View Dej'ii"{"‘?f;‘:‘”
DAR-T Active 11/30/2017 11/30/2018 CcLOA

9) Click on View Pre-Approval/Post Activity Reports. Verify that the information was saved in Post activity report
(activity status is “saved”).

Activity Request or Report

Activity Links

Pre-Approval Request for Function Codes 101-176

Pre-Approval Request for Function

Codes 177-196

Pre-Approval Request for Function

Codes 197-193

Pre-Approval Request for Function

Codes 199-203

Miew Pre-Approval/Post Activity Reports I

Authorizations and Limitations "~

10) Verify status shows as Completed.

PO-884126897-2017-0004 | Function Codes 101-176 101

Completed 121912017 1212207
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Resources

For technical assistance, please contact:

My T B

helpdesk@FAA.gov
Service Genter MyIT.faa.gov
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