MSP Airport Signer Portal – Online Application

Signer Badge Change Workflow 
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[bookmark: _Toc77243037]Signer: Badge Change
Use this workflow to submit a change to an existing badge 
[bookmark: _Toc77243038]Select a Workflow
1. Log into the MSP Signer Portal (https://mspsignerportal.mspairport.com/)
2. Click the Manage Applicant icon from the Dashboard:
[image: ]

3. [image: ]Click the plus sign next to Manage Applications to display available workflows and create an application:

4. [image: ]The system displays up to 5 workflows:







5. [image: ]Select Signer: Badge Change:

6. [image: ]Select an applicant from the list of applicants:
[bookmark: _Toc77243039]Applicant Tab
1. Select a reason from the Change Reason dropdown:
[image: ]
2. Review all fields with the applicant and make any needed updates; fields marked with an asterisk (*) are required.
3. Click Save & Next
[image: ]


[bookmark: _Toc77243040]Address Tab
1. Review all fields with the applicant and make any needed updates; fields marked with an asterisk (*) are required.
2. Click Save & Next

[image: ]
[bookmark: _Toc77243041]Identification Tab
1. Review all fields with the applicant and make any needed updates; fields marked with an asterisk (*) are required.
2. [image: ]Click Save & Next.

[bookmark: _Toc77243042]Citizenship Tab
1. Review all fields with the applicant and make any needed updates; fields marked with an asterisk (*) are required.
2. [image: ]Click Save & Next.


[bookmark: _Toc77243043]Agreements & Responsibilities
1.  Review the Agreements, Responsibilities and SSN Certification sections with Applicant:
[image: ]
2. Applicant must sign Agreement, Responsibilities and Privacy sections and validate Social Security Number

3. [image: ]Click Save & Next

[bookmark: _Toc77243044]Criminal History
1. Applicant must answer all TSA and MAC Security Ordinance questions
2. Applicant signs in Applicant Certification Signature section
3. Click Save & Next[image: ]

4. Please note: if applicant selects YES to any question, the application process will immediately end.

[bookmark: _Toc77243045]Review Application
1. Review the applicant’s information.  If you need to edit a field, click the edit icon for the applicable section, edit the data and click Save Application to return to the Review page

2. [image: ]When all fields have been reviewed, click SUBMIT APPLICATION


3. [image: ]Sign the application in the Authorized Signer section and click Submit Application

4. [image: ]Click ‘Yes’ in the confirmation window:



5. [image: ]The application has been submitted and the status has changed to Submitted on the Manage Applications Dashboard:
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_ ADDRESS IDENTIFICATION CITIZENSHIP AAGREEMENTS & RESPONSIBILITIES CRIMINAL HISTORY REVIEW

ESCORT v

Two (2) IDs from the 'MSP Airport Badge Identification Requirements' list must be presented - One must be a photo ID

The requested information and your fingerprints are being collected to determine your ability to obtain and have a MAC-Issued Identification Badge (MSP Security Badge or Badge) for work at the MSP Airport. The information wil be used to determi
pending charges for a crime which will disqualify you under 49 CFR §1542.209 or MAC Ordinance No. 117; or,if you pose a security risk to aviation transportation. Providing this information is voluntary. However, failure to provide requested information may delay or prevent the
issuance or retention of a MSP Security Badge. In providing all requested information and fingerprints, you may be able to receive or have a MSP Security Badge. Under federal and state laws, this information will be shared with various law enforcement and intelligence agencies

including the Minnesota Bureau of Criminal Apprehension, FBI, Dept. of Homeland Security and a third-party processor for performing criminal record and intelligence database reviews. This data willalso be available to your employer, their designees and as permitted by law.
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BY CLICKING 'SAVE & NEXT' YOU ARE ATTESTING THE ABOVE INFORMATION IS CORRECT AND ACCURATE
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BY CLICKING 'SAVE & NEXT' YOU ARE ATTESTING THE ABOVE INFORMATION IS CORRECT AND ACCURATE
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APPLICANT ADDRESS IDENTIFICATION CITIZENSHIP CRIMINAL REVIEW
/ / HISTORY

AGREEMENTS, RESPONSIBILITIES & SSI CERTIFICATION

ADDITIONAL APPLICANT AGREEMENTS, BADGE HOLDER RESPONSIBILITIES,
PRIVACY ACT NOTICE & SSI CERTIFICATION - EFFECTIVE APRIL 1, 2019

APPLICANT - PLEASE READ CAREFULLY. SIGN WHERE INDICATED.

1 UNDERSTAND AND AUTHORIZE MY FINGERPRINTS TO BE TAKEN AND SUBMITTED TO THE FBI FOR FINGERPRINT-BASED CRIMINAL HISTORY RECORDS CHECKS (BACKGROUND CHECKS). | UNDERSTAND THAT THE FBI WILL RETAIN MY
FINGERPRINTS. | AUTHORIZE THE FBI AND THE AIRPORT POLICE DEPARTMENT TO ENTER MY FINGERPRINTS INTO FBI PROGRAMS THAT CONTINUALLY ANALYZE MY FINGERPRINTS FOR MATCHES TO DISQUALIFYING CRIMES UNDER 49 CFR
§1542.209. IN ADDITION, | AUTHORIZE THE AIRPORT SECURITY COORDINATOR THROUGH THE AIRPORT POLICE DEPARTMENT TO CONDUCT A COMPUTERIZED CRIMINAL HISTORY RECORD CHECK UPON MY APPLICATION OR RENEWAL FORA
MSP SECURITY BADGE. | UNDERSTAND THAT THE RESULTS OF THE FINGERPRINT OR COMPUTERIZED CRIMINAL HISTORY CHECK COULD RESULT IN A DENIAL/REVOCATION OF MY MSP SECURITY BADGE IF EITHER CHECK REVEALS ANY
DISQUALIFYING CRIMINAL CONVICTIONS UNDER 49 CFR 1542 209, CRIMINAL CONVICTIONS OCCURRING ON MSP AIRPORT PROPERTY, OR PENDING COURT CASES FOR A DISQUALIFYING CRIMINAL CONVICTION.

I ACKNOWLEDGE THAT | HAVE READ, UNDERSTAND AND FREELY PROVIDE THE INFORMATION REQUIRED ON THIS APPLICATION. | SHALL NOT PROVIDE FALSE INFORMATION OR FALSE DOCUMENTATION IN AN ATTEMPT TO OBTAIN A MAC-
ISSUED IDENTIFICATION BADGE | UNDERSTAND THE CONSEQUENCES OF PROVIDING INCOMPLETE, INACCURATE OR FALSE INFORMATION. THE INFORMATION THAT | HAVE PROVIDED IS TRUE, COMPLETE AND CORRECT TO THE BEST OF MY
KNOWLEDGE AND BELIEF AND IS PROVIDED IN GOOD FAITH. | UNDERSTAND THAT A KNOWING AND WILLFUL FALSE STATEMENT CAN BE PUNISHED BY FINE OR IMPRISONMENT OR BOTH. (SEE SECTION 1001 OF TITLE 18 OF THE UNITED
STATES CODE AND MAC ORDINANCE NO. 117)
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< Manage Applicant

APPLICANT ADDRESS IDENTIFICATION CITIZENSHIP AGREEMENTS &
; ; / / RESPONSIBILITIES

CRIMINAL HISTORY

TSA & MAC SECURITY ORDINANCE DISQUALIFYING CRIMES QUESTIONNAIRES AND APPLICANT CERTIFICA

BEFORE YOU CAN BE GRANTED UNESCORTED RIGHTS TO THE SECURITY IDENTIFICATION DISPLAY AREA (SIDA) OR STERILE AREA, YOU MUST PROVIDE ONE SET OF LEGIBLE FINGERPRINTS, WHICH ARE SENT TO THE FEDERAL E
INVESTIGATION (FBI) FOR A CRIMINAL HISTORY RECORDS CHECK (CHRC). YOU ARE NOT COMPELLED TO PROVIDE FINGERPRINTS. IF YOU CHOSE NOT TO PROVIDE FINGERPRINTS, WE CANNOT ISSUE A BADGE TO YOU. PLEASE C
QUESTIONNAIRES BELOW.

TSA CRIMINAL HISTORY QUESTIONNAIRE - 49 CFR 1542.209
HAVE YOU EVER BEEN CONVICTED (UNDER FEDERAL L AW “DEFERRED ADJUDICATION" OR SIMILAR OUTCOME IS CONSIDERED A CONVICTION), ENTERED A PLEA OF NOLO CONTENDERE OR BEEN FOUND NOT GUILTY BY REASC
OF ANY OF THE CRIMES LISTED BELOW IN THE LAST 10 YEARS? PLEASE CHECK THE APPROPRIATE BOX BY EACH CRIME DESCRIPTION.
IF YOU ANSWER ‘YES’ TO ANY OF THE CRIMES, DO NOT PROCEED WITH FINGERPRINTING. CONSULT WITH YOUR AUTHORIZED SIGNER.

FORGERY OF CERTIFICATES, FALSE MARKING OF AIRCRAFT, AND OTHER AIRCRAFT REGISTRATION VIOLATION (49 U.S.C. 46306)

YES || NO

IMPROPER TRANSPORTATION OF A HAZARDOUS MATERIAL (49 U.S.C. 46312) *

YES || NO

IMPROPER TRANSPORTATION OF A HAZARDOUS MATERIAL (49 U.S.C. 46312) *

YES || NO

AIRCRAFT PIRACY (49 US.C. 46502)

YES || NO





image14.png
< Manage Applicant

APPLICANT IDENTIFICATION CITIZENSHIP

Applicant 4 Address Info V4 Identification v
First Name TaMMY Home Address 1 123 SMITH STREET Birth Date 09.01-1985
LastName. TESTER Home Address 2 sex FEMALE
Middle Name Na city MINNEAPOLIS Height 5100
Preferred Contact Method Text Messaging State MN Weight 155
E-Mail 20 55123 Eye Color BLUE
Cell Phone (©51)334-8868 Hair Color BROWN
Home Phone Race WHITE\HISPANIC
Work Phone Alies 1

Badge Type sioa Aiss2.

Job Title POLICE OFFICER Atos3

DELETE
CANCEL
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Terms & Condition

<4 SUBMIT APPLICATION
I attest this individual s an employee, eligible to apply for a badge, and has a need for unescorted access authority and have acknowledged their individual security
responsibilities under 49 CFR 1540.105. | have thoroughly reviewed two 1Ds. For renewals: | affirm that the has been EEEL
‘employed by our company since the issuance of current badge. Under oath, | affirm that the above s true and the bestof my | further
affirm that | have not made any false. or, ng the above ' that can be

under federal and/or state
law for providing any false information or representation.

Agreed & Accepted by Authorized Signer

%\\y\gow

- Signed as Madonna Backstrom on 05/21/2021 02:34
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