MSP Airport Signer Portal – Online Application

Applicant Renewal Workflow
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[bookmark: _Toc77244568]Applicant: Renewal Application
Use this workflow to send an invitation to an applicant to complete a renewal badge application
[bookmark: _Toc77244569]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. Select Applicant: Badge Renewal:

[image: ]

6. [image: ] The system displays a list of applicants for your company eligible for renewal (within 30 days of badge expiration); select an applicant:
7. The Applicant Tab loads with the applicant’s information prefilled from ProWatch.

[bookmark: _Toc77244570]Send Application
1. Review all fields for accuracy; fields marked with an asterisk (*) are required.
2. Applicant will be notified by email or text based on what signer selects as Preferred Contact Method
3. Click Save & Send Application

[image: ]

4. The status is updated to APPLICANT-SENT in the dashboard:





[image: ]

[bookmark: _Toc77244571]Applicant Portal 
1. Applicant will receive a text or email inviting them to complete an application using the Applicant Portal (https://mspapplicantportal.mspairport.com/)
2. Applicant will enter email or phone number depending on method of notification
[image: ]


3. Applicant receives and enters verification code:

[image: ]



4. Applicant Portal landing page loads:
[image: ]

[bookmark: _Toc77244572]Applicant Tab
1. Review all fields for accuracy; fields marked with an asterisk (*) are required.
2. Click Save & Next

[image: ]
[bookmark: _Toc77244573]Address Tab
1. Review all fields for accuracy; fields marked with an asterisk (*) are required.
2. Click Save & Next.
[image: ]

[bookmark: _Toc77244574]Identification Tab
1. Review all fields for accuracy; fields marked with an asterisk (*) are required.
2. Please note applicant has the ability to scan and upload two forms of acceptable IDs but signer is still required to review IDs in person.
3. Click Save & Next.
[image: ][image: ]









[bookmark: _Toc77244575]Citizenship Tab
1. Review citizenship selection:
a. US Citizen Born in US
b. US Citizen Born Abroad/Naturalized US Citizen
c. Non US Citizen
2. Click Save & Next
[image: ]



[bookmark: _Toc77244576]Agreements & Responsibilities
1. Applicant reviews and signs the Agreements, Responsibilities and Privacy Act/SSN Certification sections
a. Applicant must enter SNN in Privacy Act/SSN Certification section
2. [image: ]Click Save & Next.








[image: ]


[bookmark: _Toc77244577]Criminal History
1. Applicant must answer all TSA and MAC Security Ordinance questions
a. Please notes: if applicant selects YES to any question, the application process will immediately end.
2. [image: ][image: ]Click Save & Next







[bookmark: _Toc77244578]Review Application
1. Applicant reviews information and clicks Submit Application 
[image: ]

2. Applicant confirms submission
[image: ]












3. The dashboard loads
[image: ]
4. [image: ]The application has been submitted and the status has changed to Submitted on the Signer Portal Manage Applications Dashboard:


5. [image: ]Signer receives confirmation email of application submission:
[bookmark: _Toc77244579]Signer Review
1. Signer accesses Signer Portal
2. Click Manage Applicant and select the applicant from the list of applications; click Review Application
[image: ]
[bookmark: _Toc77244580]Review Applicant
1. Review applicant information; enter Work Phone, Job Title, Badge Type and make appropriate Escort and Customs selections.
2. Click Save & Next
[image: ]
[bookmark: _Toc77244581]Review Address
1. Review address information
2. Click Save & Next
[image: ]


[bookmark: _Toc77244582]Review Identification
1. Review identification information.
2. [image: ]Click Save & Next

[bookmark: _Toc77244583]Review Citizenship
1. Review citizenship information
2. [image: ]Click Save & Next

[bookmark: _Toc77244584]Final Review
1. Review applicant information
2. Click Submit Application
a. Click Return to Applicant if there is an issue or a change the applicant needs to make on the application
b. Add a note to inform applicant of the issue

[image: ]
c. Applicant will be notified to make the change and submit the application again

3. [image: ]Once finalized, click Submit Application





4. Sign in the signature box and click Submit Application


[image: ]

5. Click Yes in the confirmation box
[image: ]


6. [image: ]Status changes to SUBMITTED.
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Get it done with
MSP APPLICATION

Choose Your Registered Contact Method

Enter Your Registered Phone
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We have sent a verification code to
your registered mobile device.

Please provide your verification code below

Back to login | Resend code
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Good Afternoon, SALLY TESTER
Welcome to the MSP Applicant Portal

SALLY TESTER

TEST COMPANY A
Type : Applicant: New Badge
Expire Date - 6/28/2021 12:32:42 PM
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ADDRESS } IDENTIFICATION } CITIZENSHIP } AGREEMENTS & RESPONSIBILITIES } 'CRIMINAL HISTORY } REVIEW

APPLICANT INFORMATION

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 will be used to determine if you have.
any convictions or 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 will also be
available to your employer, their designees and as permitted by law.

LAST NAME FIRST NAME * MIDDLE NAME
- i -
PREFERRED CONTACT METHOD * E-Mail CELL PHONE
- —

BY CLICKING 'SAVE & NEXT' YOU ARE ATTESTING THE ABOVE INFORMATION IS CORRECT AND ACCURATE
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CLICK ORDROP FILESTO UPLOAD

CLICK ORDROP FILES TO UPLOAD

BY CLICKING 'SAVE & NEXT' YOU ARE ATTESTING THE ABOVE INFORMATION IS CORRECT AND ACCURATE.
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Additional Applicant Agreements, Badge Holder Responsibilities,
Privacy Act Notice & SSI Certification - Effective April 1, 2019

Applicant - Please Read Carefully. Sign where indicated.

I 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 wil retain my fingerprints. | authorize the FBI and the Airport Police Department
o enter my fingerprints into FBI programs that continually analyze my fingerprints for matches to disqualifying crimes under 49 CFR 51542.209. In addition, | authorize the Airport Security Coordinator through the Airport Police Department to conducta

computerized criminal history record check upon my application or renewal for a 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

qualifying criminal conviction.
Iacknowledge 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

AAGREEMENT APPLICANT SIGNATURE 1115 F100 15 REQUIRED.
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SSN BIRTH DATE

B 05/15/1976

PRIVACY APPLICANT SIGNATURE -

PLEASE SIGN ABOVE
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AAPPLICANT CERTIFICATION SIGNATURE

PLEASE SIGN ABOVE.

BY CLICKING 'SAVE & NEXT' YOU ARE ATTESTING THE ABOVE INFORMATION IS CORRECT AND ACCURATE
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CRIMINAL HISTORY

TSA & MAC Security Ordinance DISQUALIFYING CRIMES Questionnaires and Applicant Certification

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 Bureau of 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 complete the questionnaires below.

TSA CRIMINAL HISTORY QUESTIONNAIRE - 49 CFR 1542.209
Have you ever been convicted (under Federal Law “deferred adjudication” or similar outcome is considered a conviction), entered a plea of nolo contendere or been found not guilty by reason of insanity, 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

INTERFERENCE WITH AIR NAVIGATION (49 U.S.C. 46308) *

YES NO

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

YES NO

AAIRCRAFT PIRACY (49 US.C. 46502)

INTERFERENCE WITH FLIGHT CREW MEMBERS OR FLIGHT ATTENDANTS (49 U.S.C. 46504) *

YES NO




image20.png
APPLICANT ADDRESS IDENTIFICATION CITIZENSHIP

APPLICANT = ADDRESS = IDENTIFICATION =z
LASTNAME TESTER HOME ADDRESS 1 124 SMITH STREET BIRTH DATE 04/04/1965
FIRSTNAME saLLy HOME ADDRESS 2 sex FEMALE
MIDDLE NAME v MINNEAPOLIS HEIGHT 504
PREFERRED CONTACTMETHOD  TEXT MESSAGING STATE MN WEIGHT 145
EMALL zp 55124 EYECOLOR BLUE
CELL PHONE 651-334-8868 HAIRCOLOR BROWN
HOME PHONE RACE WHITEHISPANIC

AuRS1

AURS2

ALAS3

1D CONFIRMATION 1

1D CONFIRMATION 2

4 SUBMIT APPLICATION

CANCEL APPLICATION





image21.png
| mspapplicantportal.mspairport.com says

Are you sure you want to Submit the Badge Application 7
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Thank you for submitting the application.

That's it. Thank you for submitting your badge application
for the Metropolitan Airport Commission

Please reach out to your Authorized Signer for further information.

Backto Login
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Madonna Backstrom,
A MSP badge application has been submitted by [ SALLY TESTER ]

Once you have reviewed the application and the applicant's two (2) forms of ID, please submit at:

‘mspsignerportal-qamspairport.com,

‘Thank you,
MSP Badging Office

Unsubscribe - Unsubscribe Preferences
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Application Details

SALLY TESTER v seview
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DRAFT

Badge Type : NON-AOA - NON-SIDA ‘ CANCEL ‘
Workflow Desc : Applicant: Badge Renewal

Terms & Condition

I attest this individual is 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 government-issued IDs. For renewals: | affirm that the applicant has been continuously employed
by our company since the issuance of current badge. Under oath, | affirm that the above information is true and correct to the best of my knowledge. | further affirm that |

have not made any false statements or representations concerning the above information. | understand that | can be prosecuted under federal and/or state law for
providing any false information or representation.

Agreed & Accepted Signature
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