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What is SAR?

e Selection, Appointment, and Renewal (SAR) system.

e Developed as a component of the Designee Information
Network (DIN) to automate the designee registration,
renewal, and change request approval processes.

o Allows designees to view their designation information
online and submit renewal requests, individual profile
change requests, and designation change requests
electronically.

Designee SAR Process

The Designee process to use SAR is fairly simple and straight
forward.

1. Notification - You received notification of the new
process and the URL for the Web site and this
guidance.

2. Registration — A one time registration is needed that
requires a validation number, your designee number
and your valid email address. After successful
registration an email is sent to you with your user
name and system supplied password.

3. Initial Login — When you login for the first time you
must change your password. This login will never
expire.

4. Data Management — You will now be able to
manage your personal data in SAR and request
renewals by logging on to the system via the internet.

Before you enter the SAR Web site there are a few items you
need to review and follow. You need to change the Pop-Up
Blocker settings in your Internet Explorer browser and add the
SAR Web site as a trusted site.

Note: Contact your local computer support before making

any change.

How to change the Pop-Up Blocker settings in your
Internet Explorer browser:

1. Launch Microsoft Internet Explorer 558,
Click on “Tools”.

2
3. Select “Pop-up Blocker”.
4

Click “Pop-up Blocker Settings”.

'3 FAM - Designation Renewal System - Microsoft Internet Explorer

Flle Edt ‘Miew Favorites | Tools Help

3 Mail and Mews b | 3

L) Back » | v ﬂ s e % -
@ 758 L] Pop-up Blocker Block Pop-ups from This Site... ﬂ
fddress IQLL https: ffav-apps.faa Manage Add-ons.., Ture OFF Bopup Blocker

Synchranize...
Pop-up Blo 05,

T NISTTation

Sun Java Console to America's Skiés

Inkernet Options. ..

Welcome to the FAA’s Designation Renewal System

5. Enter www.faa.gov into the “Address of the Web site
to allow” field.
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Click “Add”.

Pop-up Blocker Settings i |

~ Exceptions

Pop-ups are currently blocked, ‘You can allow pop-ups from specific
Wieb sites by adding the site to-the list below.

Address of Web site to allow:
Iwww.faa.gov{ add

Allowed sites:

Hemoe

eyl

i

~ Motifications and Filker Level
¥ Play a sound when a pop-up iz blocked.
. Show Information Bar wheria pop-up i blocked.

Filker Level

IMedium: Block most automatic pop-upz j

Pop-up Blocker FAQ LCloze |

Click “Close” (Note that www.faa.gov is added).

~ Exceptions
Pop-ups are currently blocked. You can allow pop-ups from specific
“wieh sites by adding the site to the list below.
Address of web site to allow;
I Add
Allowed sites
iy faa.gov ety
Ramave Al
i~ Notifications and Fiter Level
¥ Play a sound when a pop-up is blocked.
¥ Show [nformation Bar when a pop-up i blocked.
Filter Lavel
|Med|um Elock mast autamatic pop-ups LI
Pop-up Blocker FAD Llose

How to change trusted sites settings:

Launch “Microsoft Internet Explorer “l=a.

Click on “Tools”.

'E FAA - Designation Renewal System - Microsoft Inte

File Edit View Favorites | Tools Help
@Back - J - |ﬂ |_: Mail and News
= Pop-up Blocker

Address | &] https:/fav-apps.faa  Manage Add-ons...
D =Ynchronize..,

Send To Blustonoth
Sun Java Console

Inkern

Click “Internet Options”.
Click the “Security tab”.

I
|
i General |Securit;l:%F'rivacy| Eontentl Eonnec.tionsl F'roglamsl Advancedl

Internet Options

~Home page
i Eg You can change which page to use for your home page.

Address: II1Hp:.n’.n"e-rn|:-lnl.'ee;s.raa.g-:rw’

Click on “Sites box” enter https://www.faa.gov into the
“Add this Web site to the zone” field.

Click “Add”.
Click “OK”.

You can add and remove Web sites From this zone, All‘Web sites
' in this zone will use the zone's security settings,

#dd this Web site to the zone:
[l Al

Web sites:

I

BEemove

[ Require server verification (https:) For all sites in this zone

0K, I Canicel
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How to setup your SAR account

IMPORTANT: Be sure you enter your
correct email address. Ensure you enter it in

1. Go to the FAA Web site at: correctly! Otherwise, your registration will not be
https://av- processed.

apps.faa.gov/sar/sar02.nsf/f login?openform

2.  An FAA warning pop-up window will appear. Click
“OK9,.

5. Click “Submit”.

8. PARTICIPATION IN FAA TRANINGISEMINARS

loter

i zl Autstlzn Adminbstratian wbeits
ing i
paritmm the brod
o Secratary ol T

=

i

c: Al Incormpbete appllations will be returmed and new spplications will have 1o be submitiad

ey

Frgot youn pasaard } Entes sn below 10 teserie
anew prawar This sitn is Intandad as an sadine resaurss far designeesto submit damgnation senessal and informational updates 1o the A5, It you are a designas
I 4nd @ quaRtion aribes o1 slastication b cemas nacarary, la s sontact pa FAA advinon

ERIVACY FOLICY AND PAPER BEDUCTION STATEMENTS

Bust wiowesd i Mitsosedt Intemet Explores

3. Click Register.

6. Check your email after 10 minutes. You should have

[ Login | ([ Register received an email registration confirmation. If you do
not receive the email within 20 minutes check your
Junk Mail folder.
Forgot your password? Enter email below to receive
& e password. 7. Go to the FAA Web site at:
https://av-
Ernail Address: apps.faa.gov/sar/sar02.nsf/f login?openform

8. Login using your email address as your user-id. Use

the temporary password you were supplied from the
email registration confirmation. You will be
prompted to change your password. Your SAR
account setup is now complete.

4. Enter the required information in all fields:

DESIGNEE REGISTRATION FORM

* REQUIRED FIELDS

* alidation Nurber l:' =
* Designee Number: l:l {enter only the number: DAS-100079-CE) 23
" Emi [—
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Using SAR to renew

1. Go to the FAA Web site at: . 5. Click “Attach File” to attach the PAH or the PAH’s
https://av-apps.faa.gov/sar/sar02.nsf/f login?openform suppliers DMIR’s letter of request. Use the Browse

function to attach your electronic file.

2. Click “Login” Login using your email address as your

user-id and the password you previously created. o0 Inormation
Advisor. Judy Brundage Phaone Error finding pephone in pe
: Lelal t
3. Click “Request Renewal.” _ _ pevmen
Managing Office Mull Appointing Office: Mull

Frinping Gatety o Awerive'y Suien

_Federal Aviation Administration g Gt pigmnatn

Commenis. 21

Aviadion ifermmation Wedrile. Wetp. Codact s
W i Deslgnation Renewal System

Attachment(s) attach Fils ‘

Channe Passmord

DESIGNEE PROFILE

Prafix; First Name: Jatk
Veddeura it O Las Hirne Baniliy 6. Once you have completed the form, click “Submit
S Bt a3 gor Renewal Report”. You have now requested to be

Huquest oSl Change

renewed.

ACIP <. DlEk harw 18 3cc455 your Automated Canfamilly Inpéction Piccass AEcount

Expivatnm  Darsignatan Fenerwal b Inlrertiun
Dt SiAtus Stmlus Aihdsng Activgs "
BII00T Actve Runewatly  Judy Bryndage Buques! Bengya! Auhaion Jurly Brundags Phong r:.'rynmmna pephans inpe
Reguest Deslonation Channs dueument
NS0T At Finnswatly gy Brundage Fitaus] Hni Wisrsging Ofice Nl Apponting Ofice: T
Pagysst Desigration Changs s
CART-142003-GL 02007 ALtvn bt i aticio
Fues! Desinnilion Chamos e bt
CERY-142003-CF SDR00T  Actve Fenewstle  JucyBaumdage B s Comraie 1
Beguisl Deslonabon Clunms
CMIBAZOOHE  SNOG00T  Ackve ST |
Eeguss i
Anachren(s): Attach File

[Ermmmn ] [ o | [ Saimm | e —

VRARNING: Al Incomplets Soplications will ba rtumad ang new

Annitcations Wil have o be submited.

4. Complete the form as required. Verify that the
information is correct. If it is, check all 3 boxes that state
« . . 5 st b el e e e it el
Information Verified”. :

DABALY FOLICY AND PAPDE RTDU

it ATATEMENTS

Aviation information Website | Help | ContactUs Bt viwwwad in Micionst nbainal Exploces

’ Designation Renewal System
Change Requests
RENEWAL REQUEST Edit Mode
Prefi; Firgt Marme: Jack
Middle Name / Initial Q Last Mame: Bentley
Suffix
Designation Information
Designation DMIR Designation Number: DMIR-142003-ME
Status: Active IMPORTANT:
Appointment Date 05/11/2004 Expiration Date: 05/10/2007
Adiress i 1. When you work with a web browser you have a
Street 1: 6611 South Meridian Streat 2 EEIDrrEaurr:\‘:f‘\‘ng adadrs2 in ad Certain amount of time to work before the Sesslon
Sieet 3 e —— ends. If you do not complete the work you may

docurment . .
- om—— . o lose everything and must start again. If you have a
Tip Care 7at8a 104 Eousiry Dnild Sistar ol Amora lot to type, you may wish to enter the information
Maling - into a Word document and then copy and paste
Sireet 1 BB11 Sauth Meridian Sireet 2 Evar g adeds i ad from that document into the SAR text boxes.
e T Or you may “Save as Draft” if it takes more than
ey Qo Ciy Sl o 20 minutes to complete the form. If you save as
Zip Code: 73153-1104 Country: United Stat f Arneti .
P o e B s Draft, then you can “Edit Draft Renewal Request”
Communc A ;
— i =l . . from the Designee Profile screen. You have seven
Colllor Phons Pager days to edit the request.
Email sarl2@faa.gov
Advisor Information
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1. Go to the FAA Web site at:

https://av-apps.faa.gov/sar/sar02.nsf/f login?openform

Status of the Renewal

2. Click “Login”. Login using your email address as your
The status of the Renewal is shown on the Profile Page. user-id and the password you previously created.

3. Click “Request Profile Change”.

Federal Aviation Administration
¥

Deslgriation Renewal System

. Federal Aviation Administration
¥ } < -

Bringing Satety to America’s Skies
Chango Pasemard

DESIGNEE PROFILE

Caritact Us’

Designation Renewal System

Prafix First Hame: Rickey
Widdie Nama / Inftial Last Nasma Lanar
Sfis: Ermail ricky lanerdieyz.com e
Beaueat Profle Lnange DESIGNEE PROFILE
AP < Click here to accass your Awomated Confamity Inspaction Process Account
) Prefix First Mame: Jack
esignatiois - il e A Middle Name /Initial: e Last Name: Bertley
§:fr§§5 :[L::: i"[:;?n’::fm ::::::z:ommspm Fum:n::lr’: T Suffix Ernail: sar12@fas.gov
IZHO0E A nProgress | wicheleL GautiierCox Reques! Desiprsion Shanis R PSR _—
TIRH006 - Ackve Renzwable Michele L Cauthier-Cox Reausst Renewsl
i Bl s ACIP <~ Click here to access your Automated Conformity. Inspection Process Account
DERYV.AD5ERE.CE E200E Artve Renawable ichele L Gauthier-Cox BEL]):E“:\REM'A‘N o
- T Expiration  Designation  Renewal
(e Sutimittosd Change Kigqiest Typm Staus Dtk Statils statis Ahasor Antions
DARF-142003-NE 8i0/2007 Active Renewahle Judy Brundage Regquest Renewal
Reqguest Designation Change
DERT-142003-CE areizn? Active Renewahle Judy Brundage Request Renewal
Reguest Designation Change
* Designations marked with an astensk in fie *Renewal Status” column have sxpired and cannot ba renewad DART-142003-GL A10/2007 Active Renewahle Judy Brundage Reguest Renewal
Designees caanot perfarm their function once their designation has expired. Please contact your managing Request Designation Chanoe
DERY-142003-CE snoizoo7 Active Renewahle Judy Brundage Reguest Renewal
Request Designation Change
DMIR-142003-NE A10/2007 Active Renewahle Judy Brundage REQUSSIF{EH.EWQ\.
Renewal Status Meanlng Request Designation Change
Renewable Auvailable for renewal e R e
* (see below) Contact your Managing Office
In Progress The Renewal Request has been
submitted to the FAA.
In-Review The FAA is currently reviewing vour 4. Make the desired changes, and then click “Submit
request y gy Profile Change Request.” You have now requested that
quest your individual profile be changed. Once accepted by the
Approved Although this status may show on advisor the information is updated within 24 hours.
your screen it is advisable to wait
until you receive your Certificate of _Federal Aviation Administration
Authority to know that your request . ] R it it B
Aviation Information Wehsite.
has been Approved.. Designation Renewal System
Denied If you see this status on your screen
you may wish to contact your
. . . INDIVIDUAL PROFILE CHANGE REQUEST
Adpvisor if you have any questions.
Current Information Reguested Chanie
First Name: Jack Mew First Narme: Dask =
Middle Hame: a Mew Middl Namme T Y
Using SAR to Change your Designee Last Mame: Bentley Mew Last Narne: [perntey  |m
- Prefix INew Prefix )
Profile —
E-Mail Address: sarl 2@ faa gov E-Mail Address =
You can make changes to your Profile which will apply to all
your deSignatiOl’lS. The lnfOI’mathIl that can be changed "Please hoté thatyour change requestwill nottake efectuntil approved.”
‘ncludes: o —
. This =ite is intended as an online resource for designees to submit designation renewal and informatienal updates to the FAA. If you are a designee
FlrSt Name and a question arises or clanfication becomes necessary, pleass contact your FAR advisor,
Middle Name ERIVACY FOLICY AND PAFER REDUCTION STATEWENTS

Last Name
Prefix

Suffix

Email Address:
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Using SAR to Request a Designation
Change

You can make changes to each designation that you hold. For
example, if you hold a consultant DER authorization and a
company DER authorization, you will have different
addresses. The information that can be changed includes:

Communication Information
e Business Phone
e Cellular Phone
e Business FAX
e Pager
e Notification Mode
Address Information
e Current Physical Address Information
Street 1
Street 2
Street 3
Mail Stop
City
State
Zip Code
Country
e  Current Mailing Address Information
Street 1
Street 2
Street 3
Mail Stop
City
State
Zip Code
Country

O O O O O O O O

O O O OO 00 OO0

1.  Go to the FAA Web site at:
https://av-apps.faa.gov/sar/sar02.nsf/f login?openform

2. Click “Login”. Login using your email address as your
user-id and the password you previously created.

3. Locate the Designation you wish to modify.
Click “Request Designation Change”.

Designation Remewal System

han, BEm:

DESICMEE PROFILE

Pl Farmdt Naers Jack
Middle Name / Initiak [#] Last Name Bentley
Bt Ermail oV 2 (v

Request Profls Changs
AP < Chok hre Lo access your Automated Confirmty Inspection Process Account

Expiction wrmwal

[ fiate Siatiz Aindsor Actlons
DARE J22003 - NE GOR00T  Auve Renewsnle  Judy Brundage EEQues Rensws|
B g s ian. i SN
DERT-142003 CE SNE200T  Arve Renewadle oy Brundage Eequesi Renguml
DART 142003 Gl SNORODT  Acke Renewsble  Judy Dromdage Frsyas! Renswal
Sg/anation Ghg
DEEY:-142005-CF SNOROOT  Acker Rorsiwable  Judy Brondsny

LRIR-142003-HE S10R00T At Rarawidiln ity Brovudaps

Dinte Subminied Chanps fequest Tyne Stotus

5. Make the desired changes, and then click “Submit
Designation Change Request”. You have now requested
that this particular designation be changed. Once accepted
by the advisor the information is updated within 24 hours.

Mail Stop: Errorfinding admstop in ad Newr Wail Stop Error finding admstop in a§ e
document

City: Oklahoma City Mewr City: [Okahomacly  |m=

State oK New State ok W=

Zip Code: 73153-1104 hew Zip Code: [fatsaie =

Country United States of America Newr Country: ‘Wm/\mgmv\ =

“Please nole that your change requestwil not take effect uril 2paroved”

[ besgram choge e |~ —

Things to Consider While Using SAR

e Remember to be sure you enter your correct email
address during your initial SAR registration.

e Remember to check your “Junk Mail” folder if you
haven’t received a registration confirmation message
from the SAR system.

e Remember to complete the form within twenty
minutes or click “Save as Draft”.

Help

If you need assistance using SAR, contact your FAA Advisor
or established contact. If necessary, the FAA Advisor will
contact local computer support to resolve the issue.
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