U.S. DEPARTMENT OF TRANSPORTATION
FEDERAL AVIATION ADMINISTRATION

- Federal Aviation Administration -
Integrated Airman Certification and/or Rating Application

(IACRA)
Getting Started Desktop Instructions

Version 4.81
Effective Date: 05/03/06




IACRA Desktop Instructions

TABLE OF CONTENTS

1. WELCOME 1
2. A NEXT GENERATION TOOL 1
3. TACRA ROLES 1
4. PRE-REGISTRATION DATA REQUIREMENTS 2

4.1 PART 141 /PART 142 PRE-REGISTRATION DATA IDENTIFIER REQUIREMENTS .......cceiiiiiiiiuriieeeeeeeeiiinreeeeeeeeeeinsrereeeeeeenns 2

4.2 PRE-REGISTRATION ACTIVITIES FOR PART 141 FLIGHT SCHOOL / PART 142 TRAINING CENTER REPRESENTATIVES ... 3
5. TIPS FOR IACRA APPLICANTS 3
6. PROCESS OVERVIEW 3

6.1 ROLE TASK OVERVIEW DIAGRAMS .....ooiutiiiiiieeieeiiieeeeeeeeeeeeteeeeeeeeeesaaseeeeeesesssaasesesessessiassesssessensitsssesessessisreseeeeeennns 4
7. ONLINE HELP 13
8. CONTACTING THE AVS SUPPORT CENTRAL HELP DESK 13
APPENDIX A: FREQUENTLY ASKED QUESTIONS AND SUPPLEMENTAL INFORMATION 14

LIST OF TABLES

Table 1: Roles used in TACRAL ...ttt et 2
TABLE OF FIGURES
Figure 1: IACRA Process Overview for part 61 schools using FAA form 8710-1........cccccvevvviveiieeniieennee. 5
Figure 2: IACRA Process Overview for part 65 Repairman Experimental Builder and Light Sport
Aircraft using FAA fOrm 8O010-2. ...c..uviiiiiieeiieeieeee ettt e e e e e aae e s ae e e et e e sesaeesnsaeeensees 6
Figure 3: IACRA Process Overview for part 65.91 and part 65.93 Inspector Authorization using FAA
FOTIN BOT0-1 ettt ettt e b e et e bt e s ab e e b e e sab e e bt e sabe et e e sateenbeenae 7
Figure 4: IACRA Process Overview for part 121 Advanced Qualification Program (AQP) using FAA
FOTIIN 87101ttt et et e b e e ab e et e s a b e et e e sab e e bt e sabe et e e sateenseenae 8
Figure 5: Initial part 141 schools registration and lOZin ProCess. .......cccueerruiieriiiieriiieeniie ettt 9
Figure 6: IACRA Process Overview for part 141 SChOOIS. .......ccoeeriiieriiiiiieciieeeeeeeee e 10
Figure 7: Initial part 142 training center registration and 10Zin ProCess. ........cceveerveerieeriueeneeniveenieeneeeeees 11
Figure 8: Process for each task orientation role for part 142 training CENters. .........ccceeeuveererveercrreeriueeennnnnn 12

DI-004.81 ii May 3, 2006



IACRA Desktop Instructions

1. Welcome

Welcome to IACRA — a next generation web-based airman certification tool based on the popular ACRA
software. IACRA allows you to register and work on airman certification applications from anywhere you have a
computer with an Internet connection.

The purpose of this document is to provide initial getting started instructions to register, log-in, and complete an
airman application. It will also provide guidance on what information is required for registration of certain roles.

2. A Next Generation Tool

ACRA was a stand-alone application that used an Access database. IACRA is a web-based system. You don’t
have to install or download any software to access the application. This web-based version has several
advantages over the original ACRA, such as:

e You can access it anywhere you have an Internet connection (with the Internet Explorer browser v 5.5
and higher).

e A single FAA tracking number (FTN) that is permanently assigned to each airman.

e Your input data is validated to reduce potential errors.

e Your data is captured, wrapped, and archived. Then, a required digital signature is applied to ensure
the certification data is not changed from time of signature.

e Future feature includes improved accuracy and filing time for PTRS 1563, 3529, and 5529.

3. IACRA Roles

IACRA uses “roles” to determine the level of access a person has to the system. It validates an individual against
their FAA credentials. Each time an IACRA user, other than an applicant, chooses a role and registers the
information is verified against various FAA databases in order to determine currency. The breakdown of roles in
IACRA appears in Table 1.
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Role

Description

Applicant

Any person applying for an airman certification

Recommending Instructor (RI)

Any person who is authorized to instruct applicants and
considers them ready to take a practical test

Designated Examiner (DE)

Any person authorized by the Administrator to issue airman
certificates. This person prepares applicants for and issues their
practical test.

Aviation Safety Inspector (ASI) /
Aviation Safety Technician (AST)

FAA personnel who are authorized to issue specific airman
certificates

School Administrators

14 CFR part 141 school /14 CFR part 142 training center
representatives authorized to complete part of student
application in [ACRA. This person can complete all sections of
the application that student applicants can complete. The School
Administrator cannot fill out the Recommending Instructor or
Certifying Officer sections, nor can they sign the application for
the student.

Chief Flight Instructors /
Assistant Chief Flight Instructor

Any person who instructs applicants and authorizes them to take
a practical test. Does not include those instructors who are
neither Chief Flight Instructors or Assistant Chief Flight
Instructors.

Airman Certification
Representative (ACR)

Any person authorized by the Administrator to issue specific
airman certificates

Training Center Evaluator (TCE)

A part 142 training center representative authorized by the
Administrator to instruct applicants, perform evaluations, and
issue specific airman certificates

Flight Instructor Renewal
Examiner (FIRE)

A Designated Examiner who can renew a Flight Instructors
Certificate through Renewal by Activities, Renewal by Duties
and Responsibilities and Renewal by FIRC.

4,

Table 1: Roles used in IACRA.

Pre-Registration Data Requirements

This section pertains only to part 141 flight schools / part 142 training centers. If this does not apply to you,

please skip to section 6, Process Overview.

4.1

If you are a registering in IACRA for part 141 flight schools / part 142 training centers, you are required to have
the following information available in order to complete the IACRA registration process. If you are missing any

Part 141 / part 142 Pre-Registration Data Identifier Requirements

piece of the required information, please contact your local Flight Standards District Office (FSDO).

Airman Certificate and Date of Issuance

School Certificate Number

School Designation Code (This is a 4 digit alphanumeric code, usually the first four characters of your

certificate number)

If you are an ACR or TCE, a Designee Number is required

DI-004.81
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IMPORTANT Note to Chief / Assistant Chief Flight Instructors: It is highly recommended you contact your
local FSDO and check to ascertain how you are listed in the National Vitals Information System (NVIS) before
proceeding. IACRA uses NVIS to read your existing credentials. Any difference in nomenclature may result in a
registration delay.

4.2 Pre-Registration Activities for part 141 Flight School / part 142 Training Center
Representatives

If you are a school administrator, Chief Flight Instructor, Airman Certification Representative (ACR), or Training
Center Evaluator (TCE), you must associate yourself with your primary school or training center during the
registration process before you can log into and use IACRA.

Note: For supplemental part 141 flight school / part 142 training center information and general Frequently
Asked Questions (FAQ) regarding IACRA, see Appendix A in the back of this document or visit the IACRA Web
site at http://acra.faa.gov/iacra/faqg.aspx.

5. Tips for IACRA Applicants

IACRA provides the ability to electronically fill out the FAA form 8710-1, FAA form 8610-1 and FAA form
8610-2. During the registration process, it is critical that you record, in writing, the FAA Tracking Number
(FTN) that will be assigned to you. IACRA uses the FTN to identify an individual and you must provide that
number throughout the airman certification process.

Additionally, keep in mind the following tips as you use IJACRA:

e If appropriate, have your flight times calculated and ready before starting an application.

e Have your current certificate in front of you while filling in the application. This will help you remember
to list your entire certificate held information when prompted by IACRA.

e Read the instructions that appear on each screen.

e Before clicking a link, read the link text carefully. This may prevent you from spending time linking to
screens you do not need to visit.

e If you are in doubt about what to do on a screen, look at the help files. There is a Help button on all
popup screens where help is available. Also, all main screens have a Help link in the upper right corner of
the page header.

e If reading the help file does not answer your question, then you can call AVS Support Central for help
with your issue (see Section 8, Contacting the AVS Support Central Help Desk, later in this document).

6. Process Overview

Please read carefully the process steps that follow. Depending upon your role, the process varies slightly.

1. Retrieve your airman certificate and have it available during the registration process, as you will be
required to enter the information exactly as it appears on the certificate.

2. Start by opening your Internet Explorer web browser (version 5.5 and higher) and browse to
http://acra.faa.gov/iacra/ to access the IACRA site.

3. Choose the Role and Register.
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4. Once you have registered and have your login information, an FAA Tracking Number (FTN) is assigned
to you. The FTN is a permanent and unique airman number. Please record and keep your FTN Number
as it will be needed for future use in completing this application.

5. If you are not a school administrator, proceed to step 6. Otherwise, if you are a school administrator, you
must be validated by an ACR or TCE using IACRA or by calling AVS Support Central (see Section 8,
Contacting the AVS Support Central Help Desk, later in this document) prior to logging in.

6. Login. Login to IACRA using the name and password you created, and the FTN assigned to you during
the Registration process.

7. Follow the on-screen instructions for your role. Each role type has unique tasks.

8. Check and re-check all of the information entered before you digitally sign/submit the application.
Once the application has been signed, you will not be able to correct previously entered data.

9. The Result of this process is that the successful applicant is issued a results document that can be printed
while the application is electronically sent to the Airman Registry to be processed. The results document
can be a Notice of Disapproval, Letter of Discontinuance, or a Temporary Certificate.

6.1 Role Task Overview Diagrams

The Role Task Overview diagrams are provided to you to show the tasking for each role in the airman
certification process.

Note: These diagrams are designed with as much detail as possible, but are intended to be used for overview
purposes only. If at any time you have any policy-related questions, please contact your local Flight Standards
District Office (FSDO).

The following Role Task Overview Diagrams are provided:

e For an overview of the tasks for each role in 14 CFR part 61 schools using the FAA form 8710-1, see
Figure 1.

e For an overview of the tasks for each role in 14 CFR part 65 Repairman Experimental Builder and

Light Sport Aircraft using FAA form 8610-2, see Figure 2.

For an overview of 14 CFR part 65.91 Inspector Authorization using FAA form 8610-1, see Figure 3.

For an overview of each role in 14 CFR part 121 schools, see Figure 4.

For an overview of the tasks for each role in part 141 schools, see Figure 5 and Figure 6.

For an overview of the tasks for each role (and TCE acting as various roles) in part 142 training

centers, see Figure 7 and Figure 8.
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Figure 1: IACRA Process Overview for part 61 schools using FAA form 8710-1.
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Figure 2: TACRA Process Overview for part 65 Repairman Experimental Builder and Light Sport Aircraft using FAA form
8610-2.
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Figure 3: TACRA Process Overview for part 65.91 and part 65.93 Inspector Authorization using FAA form 8610-1.
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Figure 4: IACRA Process Overview for part 121 Advanced Qualification Program (AQP) using FAA form 8710-1.
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Figure 5: Initial part 141 schools registration and login process.
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* See Appendix A for additional information on the school data required for registration and for logging into
IACRA.
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Figure 6: IACRA Process Overview for part 141 schools.
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Figure 7: Initial part 142 training center registration and login process.
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* See Appendix A for additional information on the school data required for registration and for logging into
TIACRA.
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Figure 8: Process for each task orientation role for part 142 training centers.
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7. Online Help

For additional help while using the IACRA certification module, contextual help is always available for the page
on which you are currently working. Simply click the Help link in the upper right corner of the application in
your web browser. Note: Make sure you have any pop-up blocking software disabled.

8. Contacting the AVS Support Central Help Desk

AVS Support Central aids users when they have support issues with IACRA. The following information outlines
AVS Support Central daily operations:

e Hours of operations are: 6:00 am — 5:00 pm CST Monday through Friday.

¢ Telephone number: Toll-free at 866-285-4942 (Public Customers) or at 405-954-7272 (Government

Employees).

e The fax number is 405-954-9339.

e E-mail address: 9-AMC-AVS-Support-Central @FAA.GOV

e The Web address for IACRA is http://acra.faa.gov/iacra
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Appendix A: Frequently Asked Questions and Supplemental Information

The unique nature of the IACRA web application creates situations where extra information is helpful in order to
complete a registration, affiliation, etc. Additional FAQs may be found on the IACRA Web site at
http://acra.faa.gov/iacra/fag.aspx. The following topics are provided here for your information:

Part 141 Flight School / part 142 Training Center Information

How do | add multiple student records for part 141 schools without exiting
the Student Affiliation screen?

It is possible to add multiple students in a single session without having to exit the Student Affiliation for part
141 Flight Schools (Search) screen by doing the following:

Enter the student’s FAA Tracking Number (FTN) in the Enter Student’s FTN field.

Enter the student’s last name in the Enter Student’s Last Name field.

Next, click the Search button on the upper right side of the screen.

The student’s information is displayed. Click the Affiliate Student button to affiliate the student with the
school and the respective curriculum. This creates the student record.

5. To create a new student record without logging out of IACRA, repeat the process from step 1 for the next
student.

el NS

Can both Students and School Administrators Start an Application?

It is permissible for either students or school administrators to start a FAA form 8710-1 application. Students can
fill out a new application after registering. School Administrators can initiate multiple student applications.

They must make the affiliation between the student and school, and then affiliate the school’s curriculum with the
student’s application.

What is a Designation Code and how do | locate it?

A designation code is a 4-digit alphanumeric code that flight schools use in several ways to make associations
between the school, the school curriculums, and flight school representatives (School Administrators, Airman
Certification Representatives, Training Center Evaluators, etc.)

The designation code with which an application is started must be the same one with which the application is
finished. Therefore, a participant in the application process (school administrator, Chief Flight Instructor,
Recommending Instructor, Airman Certification Representative, etc.) must be assigned to and use initial
designation code.

IMPORTANT: If you do not know the school’s designation code, you must contact your local Flight Standard
District Office (FSDO) and ask for the designation code as it appears in the National Vitals Information System
(NVIS).
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How do | determine which curriculums have type ratings associated with
them?

As a TCE or School Administrator you must select a curriculum/type rating and affiliate it with the student’s
application. The student cannot do this. The individual schools will know what their courses require as far as
curriculum and type ratings that they use. Contact your school for more information.

General

Does the Close Browser Button Save My Information?

When you use the Close Browser link to exit IACRA, the information you have entered into the application is
saved before the browser closes. The browser closes to ensure that your session to the [ACRA web server is
properly terminated. This occurs to ensure security for your application particularly if you are using a computer
other than your own, such as in a public library or cyber café.

Does entering incorrect data cause that data to appear on the results
document?

If you enter incorrect information into IACRA, that same incorrect data will appear on the results document, such
as the temporary certificate. Although IACRA performs many checks against FAA databases, some fields are
comprised of basic text and they will appear as entered on the temporary certificate. It is recommended that you
completely review your application prior to submission.
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