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STEP 1:

User applies for CAA Customer Portal Account. Civil Aviation
Refer to the Help page for guidance on acceptable username and password.

Chvll Aviation Autherity

Sarvices Online
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Sign In
User pamma; “

[ sign im |
Create Hew User m

I i P Torgoiian o rassd 10 changs your passwond you can resel i on tha Raset your Password page

To create an account with the Civil Aviation Authaority please complete the information below. Your user name will need to be unique and you will sign in with this and your
password in the future. After creating your account you will receive an email explaining how to activate it. For further details, please refer to our Help section.

— Sign-In Details

User name: *
Password: *
Confirm password: *
Email: *

Confirm Email: *
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Enter the code exactly

a5 you see in the

image: *
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O By creating and using an account you are agreeing to the CAA's usage terms and conditions.

Create Account




User receives an email to activate account.

Civil Aviation

Civil Aviation Authority Authority

wabh sim pring i

Create Account

Please provide details below to create an account Civil Aviation

Account Created

Your account has been successfully created. You will shortly recelve an emaill contalning Instructions on how to activate your account.
Retumn 1o Sign In

Activate your Account

"

Civil Aviation Authority (portal.support@caa.co.uk) Add to contacts 09:30

To: felaviation@browser.co ¥

Thank you for signing up for a Civil Aviation Authority account.

To activate your account please click on the link below or copy and paste it into your browser:
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1ttps://portal-test.caa.co.uk/?ValidateUserCode=igBOMpoHl037nJdsORZUpSCagd7QTiY] 4WgeBTslhgx8g=

Thank you.

Civil Aviation Authority
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User now able to log into portal and access their unverified account.

Civil Aviation Authority Welcome portaluserdd | Log Off

website print  help

Services Online

Welcome

Your Services

: The CAA online portal provides access to our online services e.g. licences and approvals.
Personal Details portalp 9 PP

When a service is made available online you will be able to:

+ make an initial application for the service
+ apply to change to a service

+ amend the details that we hold for you

« monitor progress of your applications.

As more of our services become available online you will be able to make further applications. Once you are registered, we will not require
your personal details to be resubmitted but we will only ask you to supply any specific additional information that is required for the service
that you have applied for.



CiviLA::‘ati%n
STEP 3: —
User clicks on “Your Services” and chooses between Flight Crew Licensing or
Engineering.

Civil Aviation Authority Welcome JmatthewsS | Log Off

web site print  help

Your Services

Civil Aviation
Authority

Services Cnling — Your Services

You can use the following services:

— Apply to Use these Services

The following services are available for you to apply to use. Please note that for services relating to regulatory functions, you may be required
to supply some details about who you are and provide documentary evidence of this in order for us to verify your identity. Click on the services
you want to use.

Flight Crew e-Exams and e-Licensing

Aircraft Maintenance e-Exams




User must enter personal details.
Section 1: Personal Information

Civil Aviation
Authority

Civil Aviation Authol Welcome portsluser®@ | Log OF

web site print  help

Personal Details

Civil Aviation
Authority
Services Online
To apply for services relating to regulatory functions we need you to supply some details about who you are, and provide documentary
Your Services evidence of this in order for us to verify your identity. This is required for our regulatory control and to provide security around your data within
our systems. Information provided should appear exactly as it appears on the Identity Documentation provided
‘ersonal Details

Personal Identity Information

Personal Data

Title *

Surname * Coleman

Gender *

I

Male O Female

Addressi * @I
Address2
city *
County / State *
Country * United Kingdom
Post Code / ZIP * m
Date of Birth *

Telephone Number * 123456789
Email Address * fclaviation@browser.comr

Identity Documentation

Al

To help prove your identity we would like you to upload a high-quality scan or photo of two pieces of documentation.

The first piece needs to be an officially issued identity document such as a passport, driver’s licence or national ID card. The
image needs to clearly show the photo of yourself along with your name and the associated reference number (i.e. the passport
number or driver's licence number). The image of the document will then be checked

The second piece of documentation we need is proof of your residential address. If you are new to the CAA please provide a
scan or photo of any of the types of document listed in section “Address Document” below. If however you are already a
customer of the CAA and have received a document from us — such as a pilot licence or medical appointment - please
complete the “CAA Document” section instead by uploading one or more scans or photos of any CAA document. Images of
documents needs to clearly show your name, address and the organisation the document was sent from. You need only

the “"Add D " or "CAA D " section, not both. Only approved CAA staff or agencies working on
behalf of CAA will have access o these documents in order to verify your details




Section2: Upload Identity Documentation

Please note you must submit a colour copy of your ID.

Identity Documentation

Civil Aviation
Authority

To help prove your identity we would like you to upload a high-quality scan or photo of two pieces of documentation.

The first piece needs to be an officially issued identity document such as a passport, driver’s licence or national ID card. The
image needs to clearly show the photo of yourself along with your name and the associated reference number (i.e. the passport
number or driver's licence number). The image of the document will then be checked.

The second piece of documentation we need is proof of your residential address. If you are new to the CAA please provide a
scan or photo of any of the types of document listed in section “Address Document” below. If however you are already a
customer of the CAA and have received a document from us — such as a pilot licence or medical appointment — please
complete the "CAA Document” section instead by uploading one or more scans or photos of any CAA document. Images of
documents needs to clearly show your name, address and the organisation the document was sent from. You need only
complete the "Address Document” or "CAA Document” section, not both. Only approved CAA staff or agencies working on
behalf of CAA will have access to these documents in order to verify your details.

Identity Document

Type: * Passport E]
Reference Number * AA123456 ]
Country of Issue * Canada EI

C:\Users\Public\Pictures\! Browse...
Address Document

Type: * Utility Bill V]

C:\Users\Public\Pictures\! Browse...

CAA Document

Type: | |

Browse...
| Add another CAA Document |




STEP 4: O thory
Personal details and ID to be verified by CAA.

Please note that this is a manual process and therefore it may take us a few days to grant you access. You will receive an email notification when this has been done.

Civil Aviation Authority Weicome [N | Log Off
web site print  help
Apply For Service
Civil Aviation
Authority
Services Cnline Details Submitted
Your Services Thank you for submitting your details. These will now be verified by the CAA and you will hear from us in due course.




STEP 5: s

Personal details and ID have now been verified by CAA (user will receive 2
email confirmations).

Your personal details have been verified CRM:0092019

Dear

This email is to confirm that your details hawve now been verified. Your service access regquest will be procesaed
shortly.

Thank you.
Ciwil Awviation Authority

Please note the email address portzl . .supportlfcaa.co.uk 1s an unmonitored email account and should not be used for
correspondence.




Access to your requested service has been granted CAM:0001002

Dear .
Your Service Access Reguest for the service id "FCL Exams and E-Licensing’ has been granted.

Thank you.
Civil Aviation Authority

Please note the email address portal.support@caa.co.uk is an unmonitored email account and should not be used for correspondence.

10



User now recognised by the Customer Portal (name appears).

Civil Aviation Authority welcom]JJ I | Loo OF

web site print  help

Services Online

Civil Aviation
Authority

Welcome  NAME

Your Services

Perzonal Details

The CAA online portal provides access to our online services e.g. e-Exams for Flight Crew and Engineers, as well as the online submission of Flight
Data.

When a service is made available onling you will be able to:

make an initial application for the service
amend the details that we hald for you

monitor progress of your applications

submit your airline and airport statistical returns

As more of our services become available online you will be able to make further applications. Once you are registered, we will not require your
personal details to be resubmitted but we will only ask you to supply any specific additional information that is required for the service that you have
applied for.
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When you click on “Your Services” the service has moved from “Apply to

Use These Services” box to “Your Services” box. Click on appropriate S
Authority

service to access e-licensing page.

Civil Aviation Authority welcome ] Lo OF

web site print  help

Your Services

Civil Aviation
Authority

Services Online — Your Services

Personal Details

You can use the following services:

Flight Crew e-Exams and e-Licensing

— Apply to Use these Services

The following services are available for you to apply to use. Please note that for services relating to regulatory functions, you may be required

to supply some details about who you are and provide documentary evidence of this in order for us to verify your identity. Click on the services
you want to use.

Alrcraft Maintenance e-Exams
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STEP 8: Fillin ATO and ID information

Dl Bookings My Account My Messages Candifiate Information

Good Morning,
Mr Daniel Coleman

Account Registration
Pase corpite M reIsration NOW &3 Jour ragiSraton Aeeas B de valizaed prior ) baing adie 1 D00F £XATNET0NS
Register by selecing 2 OMY3TEIN0N 300 ener 3 ioantiy Men Cilck 01 e Register aumon

_  jou 200 Exempt Agproved Traling o MIkary - Exemgt Agproved Trainihg, please select Tk 0ption 1 e 0rganisation 6rop down

Exam Veause Locations

3" easmimanon

Exam $cheduie

w e CaTImSTO” STV
Terms and Conditions
Canzidstss Guide
BTYTETe

Sittng Your Examination

ec GemoneTaan

e Your cart s empty.

Account Details

Tibe:

Given Names:
Daiiel

Famity Name:
Colma

E-Maal Aoaress: *

— Organisation -

You are required 1o S2lect 3 tralning Qrganisaton pisasE SRIECt J0ur MpINISINoN M0m e IS Delow
By SM9CUNG JOUT TANING OFGANKSITION YOU BSRNOWISCG THIT JOU GIVE UM TaINING Organisauion SANCING PITMISSION 1O VW JOUr
CONTECT 08Tals, T0 VI9W JOUT SXaminaon rasulis (DOTH curment and hiSTon:), and to DOOK EXaminauons on your behalr.

Organisation: AFA (Azrosim Fiight Academy) -

- Identity Information -

9 passport Numbee:
Given Namss:
Famiy Name
Nstionanty:
Countn) oA NSOV, Mpanens (AFG) v
Datsofissve: 21 Marn 2014
Expiry Dats: 21 Marcn 2014 =

Tis icenty is uec for loemty you & e eam cemes

* Note: T change hese etalis, please 00 50 In e CAA UK poral wedsie ana e ostalis will De upcated e next time you log It

Civil Aviation
Authority

First time users will be prompted
to register for the e-Exams
account.

User must specify which
training organisation they
belong to (can select No ATO)
and also must indicate the ID
that they would bring to an
examination sitting.

Please note that ALL users
must fill in this registration

page.

If user does not fill in this
page, they will be able to
view elicensing but they will
not be able to submit any
applications.
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Upon clicking “Register” you will receive the below email and see the green confirmation

message.

Registration confirmation

Dear Miss

You are now registered with e-Exams. Priocr to boocking any examinations, your membership must be approved by your ATO and your Exam History werified by the CARA. ¥You will be

notified when these actions are completed.
Thank you
CARA Shared Serwice Centre - Examination Team

Halpdask <helpdesk-caauk@caaaxams.co.uk>

The FCOL Notification Mailer

Home Oookings My Messages  Candidstz Information

My Details
Good Morming, y
Mr Daniel Coleman

% Your registration is almost done! We will validate your registration details and then contact you
Sy Aocomt when your details has been validated
My Prote
\iamage ;0 DAOme Oeta's - Customer Number: 337574H
, E-mail address. 337874H

On Q! Full Name: Daniel Coleman
e e W DoB: 20 November 1583
My Bookings
Examinetions you Psve 20060

— Addresses
My Resutts

Trarsong's By oams s

Below Is e 300resses we Nave on recors for you
bR 7o upoate jour a00ress please 9o https://portal.can.co.uk

Transaction History Tyes Strast Lo0re68s Postal Cogs Cty  Country fetioas
"""" ' 7 sang 11 HIget Strees. Crawiey Untag Kvcom - 14




STEP 9:

Click on “My Licences” and fill in in the below form to finalise the registration ks

process.

Civil Aviation Authority

Home  Bookings QUWEY.GILI My Messages Candidate Information  Log Off

Licensing System Registration

Good Evening,
Miss Jenna Matthews

My Profile
Manage your personal details

My Orders
Order Summaries and Invoicing

My Bookings
Examinations you have bocked

My Licences
Licences you have acquired

My Ratings
Ratings you have acquired

My Licence Products

Ligenca products you have acquirad

My Documents
‘Your supparting documentation

My Experience
Experienca you have obiained

My Results
Transeripts for exams sat
My Memberships

Your erganisation relationships

Transaction History

Financial and event activity

Your cart is empty.

Civil Aviation
Authority

Before you can apply licences online, you need fo register for an online account with us. To do this you need fo read the details below carefully,

then click on the ‘Register’ button.

If you have any enquiries related applying for your licence(s) then please contact us

&, Please only register here if you are applying for a licence or rating

— Address Details

— My D il
Full Name: Jenna Matthews
DoB: 27 August 1991
Email Address: J-marie@live.co.uk
Phone Number: 01293 573363
Gender: | Not Disclosed
Nationality: | British -
Place of Birth - Town:
Place of Birth - | United Kingdom 2
Country:

A 29 Wellington Close
EI.EI

Pound Hil
RH10 3JN
Crawley

West Sussex
United Kingdom

Pound Hil
RH10 3JN
Crawley

United Kingdom

A 29 Wellington Close
EI.EI

I Aviation
Authority
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You are now fully registered and can use elLicensing!

My Bookings

Below is a list of your upcoming bookings. Click on the ﬁ next to any booking for more details.
If you have any enguiries related to your booking(s) then please contact us.

% You have been registered in licensing system!

You have no bookings yet.

Civil Aviation Authority

Home  Bookings B#al==:1|48 My Messages Candidate Information Log Off

Good Evening, My Licences

Civil Aviation
Authority

Miss Jenna Matthews
Below is a list of your licences. Click an the ﬁ next to any ficence far more details.

m If you have any enquiries refated to your licence(s) then please contact us.

My Profile
Manage your personal details

e L Apply For New Licence +' Validate Licence
Order Summanes and Invoicing

My Bookings
Examinations you have bookad

You have no ficences (or licence applications) yet.

My Licences
Licencas you have acquined
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