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Section 1 - Overview

1.1 - Introduction

This Help Manual is intended for the use of FPMs, RFPMs, and Representatives using the
FAASafety.gov site.

1.2 - System Requirements

Requirement Description

Web Browser Although most browsers will be able to access the site, for administrative
purposes, we recommend using Microsoft Internet Explorer 5.5 or above. IE
6.0 and above is preferred. The IE browser can be downloaded for free at
http://www.microsoft.com/windows/ie/downloads/critical/ie6sp1/default.asp.

You must have Javscript enabled and be able to accept cookies. These
features are enabled by default. These settings can be modified the advanced
features under the Internet options tab.

The FAASafety.gov site uses browser “cookies” to record data needed to
facilitate your online session. After a certain period of time, if you don't log
out, the system will automatically log you out and discard any cookies
associated with your session. The FAASafety.gov web application cookies do
not store any personal information.

You should also disable any popup blocking software that you might have
running. Many such utilities allow you to specify which sites are allowed to
use popup windows. Simply adding FAASafety.gov to the allowed list of your
utility should meet the needs for most administrative functions that require
popup windows.

Internet You must have an Internet connection and have your firewall configured to
Connection allow access to the www.FAASafety.gov website and its functions.

Screen The site is best viewed at 1024x768 screen resolution and above, although
Resolution 800x600 will meet the minimum requirements.

HTML Editor The HTML editor used for event and notice management also requires a

Windows 98 or later PC running Internet Explorer 5.1 or later. The spell
checking utility of the editor also requires Microsoft Word 97 or later to be
installed (see the “"HTML Editor” section for more information).

Adobe Acrobat To view flyers you must have Adobe Acrobat Reader installed.

1.3 - Definitions

Administrators refer to any user that has privileges above that of an airman, mechanic,
Representative, visitor, or user. FAASTeam Program Managers (FPMs), Regional FAASTeam Program
Managers (RFPMs), National FAASTeam Managers (NFMs), and super users are all considered
administrators in this context.

FPMs, RFPMs, and NFMs each have geographic areas of responsibility, with an FPM controlling the
districts, and RFPMs controlling one of 9 national regions. The NFM has control over the entire
nation. The super user will have control over all functionality. In some cases, a Representative user
will be able to perform some tasks in the administrative section. An aviation Representative logically
belongs below the FPM of a geographic region.
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Once an administrator has logged in, they have additional navigation items available in order for
them to perform their management functions. Higher levels of administrators will have more
functionality available.

1.4 - Further Help and Contact Information

Many issues regarding use of the site can be resolved by reading the help text located underneath
each select item. If you have specific questions that are not addressed in this manual or the help text
on the site please contact:

James E. Pyles

National FAASTeam Outreach Manager (NFOM)
1020 North Flyer Way

Salt Lake City, UT 84116-2984
james.e.pyles@faa.gov

801-257-5071
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Section 2 - Accessing the Administrative Sections

2.1 - Logging onto the system

Before attempting to log onto the system, you must register and be given administrative access.
Please contact your supervisor to be granted permissions for your area of responsibilities. You will
still be able to register and use the system, but will not be able to use the advanced features of the
site until your request for administrative access has been approved and set up.

Administrative users will log onto the system from the home page located at www.FAASafety.gov.
They may either log in on the left hand side or click the “Login” link in the top navigation. As seen in
the image below, the login information is located on the left hand side of all pages unless you are
already logged in. Administrators enter their email address and the password that they have been
assigned. Passwords are case sensitive. Upon successful logon, the administrator will be presented
with left hand navigation in place of the login boxes.

A

FAA Home | FAASTeam Home

e ——

From,
SAFETY TEA

Leingin (o Yeieir Sluzeilinid

S d it idiaed
Wit PA RS AT ETY 4O

Fibont FARSTEdm:

Lol Lt i
LESrg L ETET,

WOt ESHIoN S yETEnT

s Fyuiiniins
FJU_—'JI.‘LUJ SEVINES

Pibticlied Notices

FARSTosm NoWE
= 2008 FAA AMT Awards Winrers

= "Resume Own Navigation, What
doss it really ...

Tive Rl S Tearm Combines fhe Fid and Avistion industry Taeor Members

FAASTeam Industry Team Members

CLICK TO SEE ALL OF OUR FAASTEAM INDUSTRY TEAM MEMBERS

Upon successful logon, you will be presented with left hand navigation. This will consist of the
standard user options as well as administrative tools respective to your permissions. The standard
options are the same for all users, regardless of permissions. These tools allow users to change
personal preferences and settings for the currently logged in user.
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Admin Tools

Searchr Events  Published Noflees
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My Events
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FAA Nome | FAASToam Home | Naws | About FAASTeam | Learmning Cantaer
My Henre

Administrator Status
and Logout

FAASafety.gov
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Icon Legend

You are registered for the events lsted below, To search for additonal events, click here.

Icon Status Legend ;
5} Registration Available e} Fly-in Event B Cancellad Event @ Event has Passed

@ 2 and Directions Incomplete Event | U} Wating for Approval |d10) Waling For Revision

g! Register for Event @ Modify Registration Ql Unreqister

= - g PR e Event Registration

[/ cancel Event @ Revise Evenk L] Modify Event 18] joemton

_'-ﬁ! Delete Event |._§| fipgrove Event E‘ Cloge Event |:‘ﬂ Create Template

To modfy your registration o addmunglgltendees, click the |'.'_.a..:buttun to the right of the event.

To urwegister from an evert, cick the E. busthon to the right: of the event,

me resuls par page

Content Management

System Administration

frasafoty.gov Tools

ALC Library fanagemant

ALC Course Managemant

Halp Rofersnce

Standard
Options

earcl Afl Everrts

Published Notices

ol ot

forrmation

i Topic

s tions

Date ¥ Title and Description Location / Distance
FAA Winngs 5a inar —
Topie: Light Out in Militany Qpersting o _B
Areas
Morda A "WINGS” safety briefing wil be conducted by the 299th
ik 3 Y.?EIEE Range Control Squadron dbout the upcoming “Light Out” Crem, UT B4058
12-00 5 operations in Milltary Operating Areas (MO&T), Special Use 400 & e fram 80249
et Airspace will also discussed, The FAA has approved Miitary ' 3 Event Listings
gircraft to operate with kohts out whila established in I
specificaly approved Miltary Opsrating Areas(MOB's), The
specific details will be discussed and questions will be
argwered during this safety brisfing,
Thursday 24th Annual Nevada State Aviation =y Reno, NY 83595
Oct 5, 2006 Maintenance Seminar oaﬁ View Map
7100 am Topic: Aircrait Maintenance Seminar and i4 &71.6 miles from BOZ49
WELESH Renewal 0.25 credits

The Annual Nevada State Aviation Maintenance Seminar has maoved
bo 3 mew bocation and time, The 24th Annual Newvada State Aviation
Mainkenance Seminar has moved to the Reno Hiton and the dates
have changed to October 5-6; 2006, Caf the Hikon 3t 775-789-2129
ard ask for the special room rate For the AVIALLIFAS Martenance
Semanar,

E==)

Results 1 bo@ of 8 hotal
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Section 3 - Administrative Navigation

Depending on the permissions assigned to your administrative account, you may have the following
tools accessible to you. The administrative navigation is as follows:

SPANS Event
Management
Create SPANT Evemt

I ifiRe wiee SPAN S
Euermt

Apgomue SPANS Events
Clogeowt SPANS Events
Ny Evert Templades

Euent ozt Repodt

FAA S Tean Aepesentaiine

Repoits
SPANE Event Repont
Builder
SPANS Mokice
Management
Print Budget
Management

WINGS / AMT / 1A
Administration

Lendable Asset System
Consumables
FAASTeam Directory
User Management
Content Management
System Administration
FaASafety.goy Tools

ALC Library
Management

ALC Course
Management

Help Reference
The new administrative navigation uses a drop down feature. Each function is provided with a
navigation header for example, Event Management, if you click on this, you will get the drop down

with each of the areas you manage. This new drop down navigation provides a much more concise
admin page where only the area headers are shown.

3.1 - My FAASafety.gov Home Page

The My FAASafety.gov Home page has been redesigned to list ONLY a few of the events with in the
user’s preferences. There are links so that the user can view ALL events that are within their
preferences.
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My FAASafety.gov Home

Welcome to FAASafety.gov! Below you'll see a list of events and courses which vou are registered for or
that meet your preference criteria. To change your preferences, click bere, You may also do an Event Search
to find more events on your favorite topics, If vou have a need for information on a particular subject pleasze
use the Site Suggestions function to let us know how we can help you with your safety needs.

Courses Icon Legend

[,,ﬁ| BeginfResume Course .E i |$_,| Wiew Certificate

Course Title Description
The Art of Aeronautical Decision-  This course presents a framework For developing situational awareness, |,,_£_|
Making evaluating options, and making safe decisions, =l

Here are a few upcommg events wilfun 50 mides of 19870 and within 50 mies of B4723 .

Ciick kere to show 35 spcoming everts.

Date Title and Topic Location / Distance
Qck 3, 2006 Approach and Landing- how well are O@ Philadelphia, PA 19114 |_j|
7:00 pm you prepared? 3 Yiew Map k4
EAITIZZZ3 oo Anoroach and fanding- are you Z2141.6 miles from 84123

orafared?
Qck 3, 2006 Do The Right Thing: Decision Making for Salk Lake City, UT 54105
7:00pm Pilots Yiew Map
AFS012202 Topic: Do the Bight Thing: Deciion Making for 5.8 miles from 84123

FPilots
Ok 5, 2006 Ballistic Parachute Safety for Pilots and oe} Harmmaontan, M1 08037 ri'|
7:00 pri 1st Responders E Yiew Map e
EAlT1Z222 Topic: Baliztic Parachute Safefy for Flots and 2155.6 miles From 84123

First Rezpondars

There may be more Npcorming events meeting vour preferences that are pot shown heve.
Click kere to show 31§ evenis meating vour preferaices.

3.2 - Event Management:

Event management uses the a Text Box Editor. The only requirements for using the new Text Box
Editor is having JavaScript enabled on your computer.

To access Event Management, click on the Event Management link in the left hand navigation and
you will see a drop down of possible options depending upon your permissions.

Creghe SPANE Evemt

I ifiRe iee SPANS
Euert

Agomue S5FANES Events
Closeout SPANS Evenis
Ny Evert Templates
Ewert Cost Aeport

FAA L Tean Representative
Feaports

EFPANE Evert Regont
Builder
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3.2.1 - Create a New Event

To add a new event, click on “Create a New Event,” which walks you through three pages of
information you will need to specify for the new event:

Basic Event Information
Distribution Criteria Selection

Estimate Event Costs

3.2.1.1 -Event Quick Bar

You will notice that at the top of each of the event creation screens, you will have an “Event
QuickBar”. This utility allows administrative users to move to any page in the event creation process
without first completing previous pages, as it currently functions.

You will have the ability to link to “Event Details”, “Distribution Criteria”, “Cost Estimates”, and
“Submit Event” without first having to enter all required fields.

wrarking Event: (no fbe) Your Region: MM [Morthurest
Mountain Region)
Date: Thu, Oct 12, 2006 2t 12:00 AM Selact Mumber: NMODD12389

Event Details Distribution Criteria Cost Estimates Submit Event

3.2.2 - New Event

The figures below show the first event creation page where you specify basic event information (you
will need to scroll to the end of the event creation page to see its entire contents).

The general event information page will not have a default value selected for “am/pm”. The event
administrator must select one of the two options. If the event administrator attempts to submit the
event without selecting “am” or “pm”, an error will be reported.

FAASafety.gov version 6.0 Help Manual



Working Event: (o bitl)

Date: Thu, Oct 12, 2006 at 12:00 AM

Event Details Distribution Criteria Cost Estimates

Use the form below to enter your event information,
(' indicafer a requirad fald, @ mdicafer an ervar}

‘four Region; NM (Northurest

Mountain Region)
Select Mumber: NMD012389

Submit Event

* Event Date and Start Time
Enter start date and time here. For multi-day
ewents, enter additional event date and time
information in the description sections below,

* Title of Event
128 character maximum

loct ¥[12 v[e008 v]at[12 v

Vou may ot sohedule an event for midnight.

When pasting from MS Ward, pleass click the *Clean MS Ward HTML® buttan,

® ¥

|

® Location / Name of Facility
Enter the name of the lacation for this event
(i.2. "Rocky Mountain Collage")

* Address and Zip Code
Only enter the street address here, Do
not enter city and state. The city and state
will be rebrizved based on the 2ip code you
enter,

* Nearest Airport
Enter the 3 or 4letter sirpart code of the
nearest sirport

* Directions and Room Number
Keep directions concise

Do not enter city and state.

] {address line 1)
I (suite o bldg #)

Zip Code;

Shiow the Map Link? O Yes & Ho

(Selact Yes if the address sbowa is & valid strest address)

L]

When pasting from MS Ward, pleass click the *Clean MS Word HTML® buttan,

B I U & W

* Event Topic
128 character maximurm

then pasting from MS Word, please click the *Clean MS Word HTML® buttan,

m

1€

@ Brief Description of Event

This text appears on Ryers and on event previews, Your content rust it ona
single page for the POF Ayer, You will be wearned iF it doesn't,

then pasting from MS Wtord, please click the *Clean MS Wtord HTML®

buttan,

B U |®m |

FAASafety.gov version 6.0 Help Manual
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* pAdditional Event Information & Acknowledgement of Industry Sponsor(s)
Iniclude details mob otherwise entered on this forrm,

‘ihen pasting frorm MS Word,
o =

B 7 O

Font

please click the “Clean MS Wiord HTML™ button,

f—
1= i &5
i=

v/a

W || Size

* Sponsoring FAA Facility
FSD0, Air Traffic Control Faciity, ete,

* Speaker(s)
Separate mulfiple speakers with
cormmas,

* Allow Online Event
Registration?
If yes, you must complete the seats
and notification values below,

* Total Available Seats and
Notification Threshold Value
“iéhen this percentage of seats have
been registerad for arline, you wil
raceive 3 notification email,

*® Contact Information

* Fly-in or Not?

* WINGS / AMT / IA Credit
Use this section for specifying credit
which will be assigned if this event is
attended, |

@ ve: O Mo

0 total seats; rotify rme when |85 ;% are filed.

Name SR

Phone 2015722332 {000} 000-0000
Email Insprfaasafety, gov

O ves @ Mo

[IHas WINGS, AMT, or 14 Credit Avalable

Additional Public Event
Documents

You may upload additional PDF files
far this event, These files will be
available ta the public For viewing, Do
NOT upload the event flyer here!
This can be done on the next page,

Do not upload a flyer here. You can do this on the next page.
Click here to upload files
Mo files hove besrr yrbaged to the sarvar.

|ln.hl'ngn“||

Event Details

Distribution Criteria

Cost Estimates

Enter the information as requested in the fields provided.

Spell Checking and Formatting

*If you are cutting and pasting from Word, before doing any formatting of the form you need to click

on the “convert Word”

Some fields will have an icon next to them for spell checking that looks like this: x4 We strongly
recommend that you use the spell checking utility, as it is easy to make and submit events with
checking utility works exactly like the utility that comes with Microsoft

spelling errors. The spell
Word.

2 icon.

FAASafety.gov version 6.0 Help Manual
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The “Directions and Room Number,” the “Brief Description of Event” and the “Full Description of
Event...” fields all use the HTML editor to give you some control over the text formatting. For the first
two fields, the editor allows you to use bold, underlined, and italicized text that will be displayed both
online and in the printed flyer. For the third field, you have more formatting options because the

content will only be available online. You can copy text from a word processor and paste it into these

fields. If you copy text, please be sure to use the “convert Word” izl icon, or right click in the

field and use the “Paste as Text” option. Using Ctrl-V to paste is discouraged and could lead to
unexpected results. You should also know that these fields are not printed on the flyers exactly as
they appear on this page.

Google Map Preview

This feature allows administrators the ability to preview the map while they are creating the event.
By clicking on the Preview Map button, the administrator can verify that the correct map is being
displayed by Google Map and make corrections if necessary.

After clicking on the Preview Map button, a pop up screen will appear similar to below*:

*Note: the user must have pop-up blockers turned off in order for the system to provide the below
screen.

The user can then click on the link to view the Google Map that will be provided to users accessing
the site. The administrator should verify that the map is correct.

3.2.3 - Adding WINGS, AMT, or IA Credit (Currently only WINGS credit can be
added)

From the Event Details page you will have the option to add WINGS Credit. When you check the box
as shown below,

® WINGS / AMT / IA Credit — [Mpjac yyinGs, AMT, or 18 Credit Avalable
Uze this section For specifving credit

which will be assigned i this event is
attended,

to add WINGS, AMT, or IA Credits, you will get the below options

FAASafety.gov version 6.0 Help Manual 12



® WINGS / AMT / IA Credit [543 yiGs, AMT, or I8 Credit Avalable
Use this section For specifying cradit

wihich will be assigned iF this event is i
attended, You must select the Has a Cost? *J

syllabi and categorizations that @ Mo O Yas
match your event. The syllabi you

select determine the credits @ Add 3 Syllabus Selecfed Sypllahi

earned. Mo syllabi selected, .
[J*Basic Flying Skills, Positive Aircraft Control
[C]*pre-Aight Planning, ADM, Fuel

[0 *Takeoffs, Launches, Landings, & Go-arounds
[ ]*weather, including ¥FR into IMC

[[] aviation Security

[Jcrir

[]checklist Usage

[Jcotllision &voidance

[1eschange of Flight Controls bt

[ es (B a)
[ airline Transport Pilok
[ airplane Single Engine Land e [l commercial Filat

[ airplane Single Engine Sea [Private Pilot

[J airplane Multisngine Land [ recreational Pilot

[T airplane Multiengine Sea [l spart Pilak

[Jslider

[T airship =
[T ealloon

[Jrowered Parachute Land
[[]Powered Parachute Sea "

(This color indicates Tap (

B2

First you select if the course has a cost, you simply select No or Yes. There is no way in the system
to list a monetary value, simply that the course has or does not have a cost associated.

You can then add a Syllabus (or multiple syllabi). Simply click on the green plus @ Add a Syllabus
and you can then search for a Syllabus by number, key word, or if you leave the search criteria
blank, you will get all available syllabi.

@ 2dd a Syllabus Selected Sylaki

Mo syllabi selected.

Syffabus Mumber Keywords # close search
| | | | [ Search Syllabi ]

Then simply click on the Search Syllabi button and you will get your results.
LS Selecfed Sypllabi

©Adda ! s
Mo syllabi selected.

Syitabhis MNumbey Feywords % close search
i | [wieather | [ Search Suyllahi ]
Syllabus Mumber Syllabus Name
1-FAASTEAM-W-070S03-F-002-001 Safety Event-1 credit @
1-FAASTEAM-W-070621 -k-002-001 Safety Event-14 credit @I

You can click on the link to view the syllabus information, 1-FAASTEAM-W-070503-K-002-001 you will
get a pop up window that will list all information about that syllabus. To add this syllabus simply click

on the green add icon, IE and your syllabus will be added as shown below. You can remove the
syllabus by clicking on the red x |

FAASafety.gov version 6.0 Help Manual 13



@ add a Syllabus Selected Syilabi

1-FAASTEAM-W-070503-K-002-001[K E B W] wincs [
|
Safety Event-1 credit 0

Syilabus Number  Keywords # close search
; | :weather I [ Search Syllabi ]
Syllabus Number Syllabus Mame _
1-FAASTEAM-W-0FOS03-k-002-001 Safety Event-1 credit |_ i
1-FAASTEAM-W-070621 K-002-001 Safety Event-14 credit Al

After you have correctly added the appropriate syllabus (or syllabi) you can select the Subject
Areas, Aircraft Categories and Classes, and Certificates. When you have added the correct
WINGS information you can move on to the next step in the event creation.

Previewing the Flyer

We strongly recommend that you preview your printed flyer (if applicable) by using the “Preview
Flyer” button before proceeding to insure the accuracy of the flyer. A PDF version of the flyer will
open in a new popup window and will be filled with the information currently on your event form. If
the flyer does not look correct you should correct the content on the page and preview it again. You
can also attach a custom flyer you have created (as long as you have the ability to create PDF
documents). More information about this will be provided in the section that describes how to select
a flyer and distribution costs.

Uploading Additional Event Documents

To upload additional documents that will be publicly accessible, you may click on the “Click here to
upload files” link in the “Additional Public Event Documents” section. This will open a popup window
allowing you to upload additional PDF documents that you wish to have available with your event.

2 https:/ibeta.faasafety.gov - Federal Aviation Administration - F... g|§|@

L, Upload a File

To upload a file, click the Browse button to locate the file on your machine, then
click Add. NOTE: You may only upload PDF documents to be attached to an event.
It may take guite some time after pressing the Add button in order to upload the
file you have selected. Be patient.

® File to Upload

|[ Browse. |

< 2

Clicking the “"Browse” button will bring up your local file browser so that you can select a PDF
document to upload and attach to your flyer.

Note that any document you upload using this tool will be publicly available to users on the SPANS
web site. If you have sensitive information that needs to be sent with a flyer, you must send it via
regular email.

Saving and Continuing

After completing the basic event information, you can either click "Next Page" to proceed, or "Save
in Progress" or you can “preview flyer” which will be sent to airmen not using the email
notification system.

FAASafety.gov version 6.0 Help Manual 14



If you select "Save in Progress," any information that has been entered in this form will be saved,
but it will not be submitted for approval. You can then access this event again by clicking on the
“Modify or Revise an Event” link from the left hand navigation. Using the “Save in Progress”
feature will allow you to finish creating this event at a later time.

To proceed to the next step in the event process, click the "Next Page” button. If event information
is missing or not entered incorrectly when you click on “"Next Page” you will be allowed you to
proceed and errors will be shown in red text above the fields needing correction when you submit the
event for approval.

The next page is where you will provide distribution options.

3.2.3.1- Select Distribution Criteria
How to Distribute Notifications

If you wish to post this information on the web only, you can skip the distribution criteria selection
step and simply click on the “"Next Page” at the bottom of the form.

Notification distribution refers to the geographical selections, user type selections, and airmen
certificate selections. You will also specify how the notification is distributed, and you will have the
option to provide a custom flyer.

The first items to complete on the Distribution Criteria is to select the date you want to notify airmen
by also if you are sending this notification by postal mail, you must also select a date to send this
information to the print facility.

The Date to Notify Airmen is the date that the SPANS system will send out email notifications to
airmen. This is defaulted to 14 days. It is recommended that you select a date 4 weeks or more prior
to the event in order to allow airmen ample time to review and sign up for the event. This option has
no effectif you select email only as your distribution parameters.

The Date to Send to Print Facility is the date that DAPS will be instructed to send out postal flyers
for this event. This option has no effect if you select to send email notices or simply post the event
on the web only. The system will require you to give the print facility a minimum of 16 days advance,
it is recommended to give at least 21 days notice and the system defaults to 21 days.

Select Distribution Criteria

I
| Wiorking Ewent: ‘Your Region: NM (Northwest
Muountain Region)

| Drate: Thu, Oct 12, 2006 3t 12:00 AM Select Humber: NMOD12:389
Event Details Distribution Criteria Cost Estimates Submit Event

In this step, you will select your criteria for distributing the event notice.
When selecting geographic parameters, you may click the ® icon to remove a specific selection,

®Date to Notify Airmen
This iz the date erails will be sent

to SPAMS users. ?SBD hc ; 28 @ , 2006 % | You should alow a 2-week lead time,
#*Date to Send to Print

Facility

Thiz is the dats that the print T =T 1 )

FacIiTitI:r wil r:ceeiueathisep?i:l:job. |Sep V28 w2006 % | Recommended lead time of 21 days.

Distribution Criteria

{a b Sawe Load

Total Distribution Statistics Add Set ©
FAASafety gov Users
Uigers which are Opted Out

¥ou have not defined any selection sets.
Crozte @ NMow Sot

Total Emails to be Sent
Alernen feory the Registry
fnvalid Postal Addresses
Total Postcards to be Sent
Graned Total Notified

o e oo e oo

LUse the "Wodif Set" ink above, or click "Add Set' to creale & new sst.
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After selecting the date to Notify Airmen and the Date to Send to Print Facility you can now select the
distribution criteria.

Selecting Distribution Criteria

To select a distribution range, click on the Add Set in the upper right hand corner of the Distribution
Criteria screen. You will notice that you are now presented with three criteria sections, Geographical
Criteria, Certificates and Ratings, and User Types. You can also provide a name for this particular set
so that it can be saved for future use. The default name will be Set #1, Set #2, etc.

Distribution Criteria

User preference New Event Notifications

Total Distribution Statistics Add Set @
faazafety.gov Ussrs i} @ Web Only Set#1 w,
Users which are Opled Out 8] Micicie e et
Total Emails to be Sent ]

Afrmen from the Registry a
Invalid Postal Addresses o
Total Postcards to be Sent 0
Grand Total Notified o

MName of This Set Distribution Statistics and Options 8

l[getz1 | =0 emails &[]0 postcards Uncheck both

e e ) for web-only
[Geographic Criteria | [Certificates and Ratings |

Zip & Radii 2 Add Certificates / Ratings 2
Nere sefect None salectad
[User Types
Add User Types 9]
Alf selected

3.2.3.2 - Geographical Criteria
You can select to distribute by:

Zip Code & Radii

You have the option of selecting a zip code or City Name and a radius. If selecting a City Name you
must enter the entire name and then click on the Green Arrow, this will list out possible city matches,
with the corresponding zip code. You then select the city you wish and after selecting the radius you
wish, click on the ADD button and this will modify your distribution criteria.

23 https:/beta.faasafety.gov - Federal Aviation Administration - F...

L Zip Code Selection
Zip Code City Name )
| | =
Radius from
| !...nes (select a city or zip above)
& | >
:E‘]Done é O Inkernet
Counties

You also have the option of selecting counties within a state. Simply select the State from the drop
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down list, and then select the counties you wish to include. You can use the Shift or CTRL keys to
select multiple counties then click on the ADD button and this will modify your distribution criteria.

States

You also have the option of selecting an entire state. Simply select the State from the drop down list,
you can use the Shift or CTRL keys to select multiple states then click on the ADD button and this
will modify your distribution criteria.

Districts

You also have the option of selecting by districts. Simply select the district from the drop down list,
you can use the Shift or CTRL keys to select multiple districts then click on the ADD button and this
will modify your distribution criteria

Certificates and Ratings

after selecting the geographical criteria you can then select the certificates and ratings. Click on the
Add Certificates/Ratings and then check the specific boxes you wish to add to the distribution criteria.
After you have made your selection scroll down and click on the Save Selection button.

A hitps:/ibeta.faasafety.gov - Federal Aviation Administration - FAASTeam - FAAS... [2|[E]5]
[ = A

Lr Certificate and Rating Selection

T Amie T T : ;
| Teasport | Commemial | Frivate | Strdemt | Sport | Recreational
Pi|0t5 0 Pilot . Pilot | Pilot | Pilot | Pilat | Filat
[ Check for aii Pitots, uncheck for none, 1 [ TR T |
] Pirshie: i
[ Airpne Multsrgins Lard

[]#irplane Multiengine Land Limited to
<

[]4irplane Single Engine Land

[ ]

[ #irplane Single Engine Sea

[ tighter-than-air Fres Ballean
[]lider

DGMdEr Bero Tow Only

[ Slider Graund Tow Only

[]lider Ground Tow and Self Launch
[[]Glider Seff Launch

DRntnr(raR Gyroplane

oo
oo

[]Rotorerait Helicopter
[T nstrument &irplane

5 i i o o e o Y
o i i i s i i )

] ratrument Halicapter

Instructors :
Check for il lestractors, sncheck for |
none i

[ Pdvanced i H i O
[]Airplan Multiengine : H i v

[ #irplane Single Engine ' 1 0 !

[]Bsic i i ¥ O w
< >
&) Dane B nternet

Authorized Al fstuctor | Flight instustor | Ground fstctar

User Types
If you wish to select specific user types, click on the Add User Types and then check the
appropriate boxes, then click on Save Selections.
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[] Administrator
Clnem

CIrrPm

Clrem

[Clarc

[IRrRepresentative

£ | td
2] Dane S & Internet

3.2.3.3 - Total Distribution Criteria

Note: The system will allow events to be created outside the creator’s area. Care
must be taken to monitor the number of airmen invited, and the cost involved.

When the event is submitted for approval that goes outside the region, a visual
indicator is given to the approver.

After selecting the distribution criteria you can now select to either send this information via email,
postal mail, both or only put the information on the web.

You will notice that after you select the various geographical, certificates and ratings, and user types
that a red Update button shows up in two places, one next to the Total Distribution Criteria and one
next to Distribution Statistics and Options.

Distribution Criteria ElE

User preference New Event Notifications Save load

Total Distribution Statistics Add Set ©
faasafety gov Ussrs 43 Set #1 4]
Users which are Cpled Out 79 Moty et et et

Total Emails to be Sent

Airmen from the Registry

Invalid Postal Addresses

Total Postcards to be Sent 2,481
Grand Tofal Notified 3

MName of This Set Distril
[set #1 | =t

=

fon Statistics and Opfions x|

[ Geographic Criteria |  [Certificatss and Ratings |
Zip & Radii 2/ Add Certificates [ Ratinas (9]
EMQ_‘, 10 mifles (Szlt Lake City, UT) Mone selecied
Counties 3|
None ssiecied
States B [User Types
Nore 2 ed Add User Types [3]

Districts g All e=leci=d

Nons zatected

You must select emails, postcards, or both by checking in the box next to Emails and postcards and
then click on the Update button. The system will then calculate, based on your distribution criteria,
the number of emails and postal mail that will be sent.
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Distribution Criteria

User preference New Event Notifications
Total Distribution Statistics
faasafety oy Users al| = 651 Set#1 x
Users which are Opted Out 0 =} 2481 Modify Set Delete Set
Total Emails to be Sent 0
Airmen from the Registry a
Invalid Posial Addresses
Total Postcards to be Sent 0
Grand Total Notified 0

HName of This Set Distribution Stafistics and Options x|
|set #1 | =1 7] 851 emalls &1 712,481 postcards
| Geographic Criteriz | | Certificates and Ratings |
Zip & Radii Add Certificates / Ratings
| 24123, 10 miles {53kt Lake City, UT) None selected
Counties
None zefecied
States | User Types ]
More sefecied M—Tm@
District g All zelected

None zefecied

Then you can check the distribution statistics by clicking on the Update button next to the Total
Distribution Statistics. The system will then display the number of users that will receive email and
postal mail.

Distribution Criteria =]
User preference New Evant Notifications Save Load
Total Distribution Statistics Add 5et @

faasafety gov Ussrs g3n | = 831 Set#1 43

Users which are Opted Gut 79| & 2461 Wodfyset - Deleteset

Total Emails to be Sent 851

Afrmen from the Registry 2,485

Invalid Postal Addresses iy

Total Postcards to be Sent 2,481

Grand Total Motified 3,332

‘Modify Set"above or click "Add Set”

You can then modify the set, add another set, or delete the current set. If you select to delete the
set, you would be presented a screen where you must verify you want to delete the current set as
displayed below.

Distribution Criteria [ﬂ

User preference New Evant Notifications Save Load
Total Distribution Statistics

faasafety gov Ussrs 930 | = 831 Set#1

Usars which are Opted Gut 7o | & 2481 Medbvodt

Total Emails to be Sent 851

Afrmen from the Registry 2,485

Invalid Postal Addresses )

Total Postcards to be Sent 2,481

Grand Total Motifled G e Y

Are you sure you want to permanently delete this set from these selection
parameters?

[ DELETE SELECTION SET ||l CANGEL

If you select to Modify the set, you will be presented with the same option to modify the
geographical criteria, certificates and ratings, user types and the option to remove the check box on
emails or postcards.
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If you select to Add another set, you will then go through the same steps you used to create the first
set.

*Total Distribution Criteria Definitions
faasafety.gov Users — This is the total count of users in the database that meet the criteria you have
selected.

Users which are Opted Out— This is the count of users that are in the SPANS system, but have
chosen NOT to receive new event notifications on their preferences page.

Total Emails to be Sent — this is the number of users less the number of users that have opted out.

Airmen from the Registry— This is the number of airmen from the OKC database which have not
provided an email address, but meet your selection criteria and will receive postcards.

Invalid Postal Addresses — This is the number of users in the system that have had postcards
returned to SPANS and have been removed from the list of users to receive postcards.

Total Postcards to be Sent — this is the number of users less the number of users that have invalid
postal addresses.

Grand Total Notified— This is the sum total of Emails to be Sent and Total Postcards to be Sent.

Saving and Loading Distribution Criteria

Distribution Criteria

User preference New Event Notifications

Save — This icon allows you to save distribution lists so that they can be used again at later times.
This can be a big time saver if you find you are sending out notices to the same people multiple
times. Simply click no the Save, provide a unique nhame and click no the save button. *Please note,
that only one saved set can be loaded! If you need to load more than one set, you must do it
manually by clicking on the Add Set button.

Load — This icon allows you to load previously saved distribution lists. Select from the list of previous
saved lists and click on link and the distribution criteria will be loaded. *Please note, that only one

saved set can be loaded! If you need to load more than one set, you must do it manually by
clicking on the Add Set button.

Flyer Type and Cost
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*Flyer Type Flyer Type / Cost

Printing costs are prowided far Current Print Funds for NM
zach Ayer type based on the

selection criteriz abowe, C) Do not use a flyer Available, Unallocated Funds  $100,439.09
Cost $0.00 Allocated Funds. $0.00
MNOTE: If you do not select Allocated Funds + $0.00

"Standard Postcard”, wou musk Approved Funds

upload a custom flyer in the
field below, unlesz you zelect "o ® standad Postrard

Flyer", Cost $351.55

($394.62)
$100,439.09
$0.00

Jtaficizea itemsindicate automatic

PDF generation, No funds have been allocated to

this event.

O Custom Postcard
Cost $351.55

O 2-Page 8.5 % 11
Cost $1,406.20

#Custom PDF Flyer
Cnly if you selected a Ayer type Yo select number is NM0012383,

above that requires a POF —
document. ]
[ Previous Page | [ Next Page |

Event Details Distribution Criteria Cost Estimates Submit Event

You will have the ability to select from either Do not use a flyer, a Standard Postcard, which is
an automatically generated PDF file that will be sent with the flyer information, or upload a Custom

Postcard that will be sent. Each of the options has an estimated print cost based on the number of
flyers that would be sent from the criteria you selected above.

Selecting the “Standard Postcard” option will instruct the SPANS system to automatically create a
generic PDF flyer to send to DAPS. This is the auto generated flyer. If the generic flyer is not
sufficient for your needs, you can create your own PDF or Word flyer and upload it to the SPANS
system in the “Custom PDF or Word Flyer” field.

Note: You must have the correct SPANS generated select number on any flyer
To you want to upload in place of the SPANS generated post card. It is located in
“green” just above the Custom PDF file box.

upload the flyer select the “Browse” button of the Custom PDF or Word Flyer section and select
from your local computer the file to be sent. When you click the browse button, you will be directed
to a folder on your computer. You can then select which file you want to upload from your computer
by clicking on it. You can then double click on that file, or click on the “"Open” button. That file will
then be listed in the field.

Allocate and Unallocate Funds

After you have selected the correct flyer type, you can dlick on the “Allocate” button. This will allocate
the funds for this particular flyer and will tie up the funds for this particular event. If at any point you
would like to Unallocate funds, simply click on the Unallocate button and the funds will be removed
from the Allocated Funds.

Once the “Select Distribution Criteria” screen has been completed, you can select the Previous
Page, Next Page or the Save in Progress button. The Previous Page will take you to the Event
Detail Page, the Next Page will continue to the next page of the process. “Save in Progress” will
save the event information that can be returned to and finished later. If there are errors on the
page, they must be corrected before continuing.

| Previous Page || Next Page | | Save i Progress |

The next page of the event process is to estimate the event costs.
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3.2.3.4- Estimate Event Costs

This page has been modified and no information is needed for this page. From this page
you can simply click on “Submit”

In this step, you will provide estimated costs for this event.

® Estimated Event

Costs Category Cost Funding Office

F'rigting costs are calculated  Mailer Costs £0.00 Printing Funds

b bt

$0.00 setup Event costs are no Jonger required. No actions are

£5.00 /100 pcs,

el required on this page. You may submit your event for

approval by clicking the "Submit”™ button below.
$0.00 tatal mailer cost

Event Details Distribution Criteria Cost Estimates m

3.2.4 - Modify or Revise an Event

When you click on this link you will be presented with a list of events that have been entered into the
system as shown below. From this screen, depending on your permissions, you can Modify, Delete,
or find the status of an event. You can also search for an event by clicking the link in the text.

Event Management

Thiz page lists events in your region or district, regardless of ariginator, Events that you have autharity to
rmodify, approve, revise, or cancel will have the appropriate links avalable to you, To search for other evants,
you can petform a search by clicking here,

Icon Status Legend

E Registration Available @ Fly-in Event 0 Cancelled Event 'g Event has Passed
a Map and Directions !! Incomplete Event [3 ‘Waiting for Approval ‘Waiting For Revision
I_ZIJ] Register for Event [:.,rﬂ fodify Registration @ Unregister
=n T = " 35| Event Reqgistration
!!! Cancel Event @ Revise Event |@ Modify Event |@| i e
|,a| Delete Event |Lﬁi Approve Event @ Close Event |@| Create Template
tesults 1 to 10 of 17 total Showe me: r'esults per page
Date ¥ Title and Description Location / Distance
Sakurday ‘Airworthiness for Alrmen’ o@ Broomfield, CO 80021 |_LE|
Sep 30, 2006 Topic: Maintanance and factors affecting 3 Yiew Map =
7:00 am aparafions far pipkr and aforalft mechanics. 397.9 miles from 84123 |L§I§|
MMO312356 & day of Free FAA Safety Seminars covering operational and e
airwarthiness subject areas applicable ko all airmen and aircraft |U|

mechanics. Pilaks may receive a "Wings" card and mechanics will
receive credit for renewal For each hour of class they attend.

_I __‘
e ||_|

Bl

Saturday Wings Seminar and Angel Flight Fly-in Aurora, OR 97002 Y
Sep 30, 2006 Topic: Runway rafefy, acodents and oe} E Yiew Map |@|
10:00 am managing sef-imposad stress 6&4.8 miles from &4123 |E.a
MMdaiz18z &ngel Flight is hosting a Flv-In For all area pilats in conjunction with =

a"Wings" seminar presented by the FaaSafety Team,

Administrative Icons

The following administrative tasks can be directly accessed by clicking on the appropriate icon found
to the right of the event. The icons only show up when it is appropriate, e.g. a close event icon will
not show up until after the event has passed.
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Cancel Event— A user with appropriate access can cancel an event. A cancellation email will be sent
to all users with email that have registered online for the event. Cancellation notices will not be sent
if the event is not in an approved state.

Delete Event- When you click on this icon, you will be provided the basic information about the
event and then will be asked to either send out the cancellation via email or to not have the
cancellation sent by email. You will then be asked to confirm the deletion of this event. The event will
be set as “cancelled” and will appear as a cancelled event to airmen.

Modify or Revise Event- The revise event icon will show next to an event that has been submitted
for approval, and then returned for maodifications before approval is finalized. Clicking on this icon
will allow you to modify the event, and see what suggestions for modification were made.

Approve an Event- Events can be created that include areas outside of the creator’s district or
region. Care must be taken to monitor the number of airmen being invited, as well as the costs
involved. When an event is submitted for approval that goes outside of the region, a visual indication
is given to the approver.

Modify Event- when you click on this icon you will be presented with the information already saved
in the system for that particular event. You can then make any desired changes and save the data.
Any airmen that have registered for the event online will receive a notification if time or location of
event has been changed.

Close Event- The close event icon will allow a user to close an event that has already passed. The
details of what is involved in closing an event are explained in the Close Out an Event section 3.2.4
below.

Event Registration Information- When you dick on this icon, you will be provided information
about the event, as seen by the Event Statistics screen.

Event Registration Information

Below are the event statistics for the event you selected. Click here to return to the event list.

Event Information "B] - Alpha - 27
Thursday, March 30, 2006 at 12:00 PM

Located at:

asdf

asdf

Centervile, UT 84014

Event has been online for: 21.3 days
Number of Registrations: 0 registrations, 0 attendees.

(Show Registrations) Click here to print
Seals: 15 seats, 12 remaining.

Distribution Criteria
User preference New Event Notifications

Total Distribution Statistics

faassfety gov Users 721 = 662 Set#1 i1
Users which srs Cpted Out sg.| B 1099 Vewsd

Total Emails to be Sent 662

Afrmen from the Registry 1,999

fnvalid Postal Addresses i}

Total Postcards to be Sent 1,999

Grand Total! Motified 2,661

Click here to download a CSV of faasafety.gov Users meeting these criteria
Click here to download a CSV of Airmen Records meeting these criteria (Airman
Reqgistry)

(Note the files above may be large, so be patient with downloads.)

You have the option to show the list of registrations for an event, or print the list of attendees for a
given event.

FAASafety.gov version 6.0 Help Manual 23



3.2.5 - Event Close Out/ Adding Attendees

When you click on this link you will be able to see a list of events that are passed, but have not been
closed out. You will have the following links (depending on your permissions):

Event Close Out

Locate the event in this list that you would like to close out,
Icon Status Legend

E Registration Available '{, Fly-in Event @ Cancelled Event 9 Event has Passed
0 Map and Direckions o| Incomplete Event L‘Z‘) ‘Waiting For Approwval @ ‘Waiting For Revision
egister for Event 1 Modify Registration I]jl Unregisker

51 Event Reqistrakion
== Information

I.__'],]I Create Template

ancel Event Revise Event

| Delete Event iLTﬁ.I Approve Event

Results 1 to 3 of 3 total Show me results per page

Date ¥ Title and Description Location / Distance
Tuesday AOPA Air Safety Foundation Seminar ‘&) F Mountain Wiew, C8 94043 :E.“
Moy 1, 2005 Topic! Tha Last Sve Mies Yiew Map =
7:00 pm The seminar Focuses on technigues which will make those last Fews  618.5 miles From 54123
MIMO0FI7T miles both safe and enjoyvable. You will learn: * Three good reasons

to descend early...and one kime when it would be a big mistake!
*ihen straight-in approach can be both safe and legal. *How to
safely handle traffic pattern conflicts, *Plus much more techniques
that you should be aware of,

Tuesday Flying After Hours J@ Grand Junction, CO 81506
Sep 19, 2006 Topic: GFS For R Sperations . 215.5 miles From 84123
7:00 pm This course offers a clear explanation of how the Global Positioning

MIMOZ 11965 System (GPS) warks and how it can be used ko make YFR

flying more efficient, enjovable, and safe.

When you click on the “Close” link, you are presented with an Event Close Out form. You have to
complete all fields on this form in order to close the event. See form below.

Once you select the event to close out you need to add the Total Attendees number, and add any
other attendees. You simply check the box for those that pre-registered and attended the event.

To add others that did not pre-register, click on the Add Attendee link, and enter the email address
of the individual, and you can then click enter to get a new field for the next attendee, or click on the
Add Attendee link. When you have added all attendees for this event you can then click on the Close
Event link. You will then get a confirmation page.
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Event Close Out

In order to close out this event, you must enter the finalized costs for this event,

Event Title and Select "FITS Instructor Training Seminar” on Saturday, May 05, 2007
Number MMO114767

@ Total Attendees [ |

Event Attendees Email
Add Attendee

himm@gmail.com

|ryan@cox.net

Attended Name Email

Eob &llen @hotrail.com
CLARKE RODMNEY Tcomcast.net
Lee Berg @rmsh.com

WINGS / AMT / 1A
Credit Given

Additional Comments

| Close Event || Cancel |

3.2.6 - My Event Templates

Templates can be created for Events. Common event locations, directions, topics, descriptions, etc.
can be saved, greatly reducing the time to create similar events.

Event Template Library

On this page you will find a list of your personally saved event ternplates, To create a new event template,

click here.
Icon Legend
Il__'ll.\fv.clcl Template I:[:é-siModiFy Template ;;jIDebte Temnplate .LQ] ;T(farn?.;:::t?ent from

Template Name Date Created

FaaSafety Event Template

April 25, 2005

To create a new template you can click on the text link in the instructions, or on the “+" symbol to
the right of the template list.

Once one or more templates exist, each one will have to option to modify it allowing new changes to

be made. Any template in the list will also have an icon to delete it, and an icon to create a new
event using the template.

Add a New Event Template

To create a new event template, simply fil in the fizlds you desire below, Any fields you leave blank will stay

blank when you create a new event from this termplate. When finished, press the Save button at the bottom
of this page.

(@ indicater a required fiald, @ ingicater an arvor}

® Event Template MName
This is the narne that you will refer to this termplate.
Mobody else will se2 this narne,

This screen allows you to create an event template. Once you have given the event template a name,
you can fill out any fields as you normally do when creating an event that you feel will be the same in

multiple events. Any fields you believe will change frequently can be left blank and filled out on an
individual basis as the actual events are created.
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3.2.7 - Event Template Enhancements

Event templates will now be able to be created from currently in-progress or saved incomplete
events. This can be created by simply clicking on the Create Template Icon on any event that has
been saved.

Event Management

This page lists events in your region or district, regardiess of originator, Events that you have authority to
modify, approve, revise, or cancel will have the appropriate links available to wou, To search for other events,
you can perform a search by dlicking here,

Icon Status Legend

3 Registration dvailable @ Fly-in Event 0 Cancelled Event '0 Event has Passed
0 Map and Directions _?| Incomplete Event } ‘Waiting for Approwval | Waiting For Revision
I;ﬂ Register for Event | :gi! Modify Registration | 1| Unregister

Sl 1 : = . |73 Evenk Reqistration
|_. Cancel Event @ Revise Event |@ Madify Event 9 Tofaiation

’ﬁl Delete Event E| Approve Event |E| Close Event |ij:l| Create Template

Date ¥ Title and Description Location / Distance
Saturday ‘Airworthiness for Alrmen’ 0@ Eroomfield, CO 80021
Sep 30, 2006 Jopic: Mainfanance and factors affecting .34 Yiew Map

7:00 am oparations for pipts and afcralft mechanics. 397.9 mlles From 84123
MIM03 12356 A day of free FAA Safety Seminars covering operational and

airworthiness subject areas applicable to all airmen and aircraft
mechanics, Pilots may receive a "wings" card and mechanics wil
receive credit for renewal For each hour of class they attend.

Create Event Template fram this Event

3.3 - Event Registration Administration

Event administrators can add or remove users from the event registration. Using this tool will send an
email to the registered users (if desired). By clicking on the Event Registration Icon, you will be
presented with an Information screen as show below.

Event Management

This page lists events in your region or district, regardless of originator. Events that you have autharity to
miodify, approve, revise, or cancel will have the appropriate links avalable to you, To search for other events,
you can perform a search by dlicking here,

Icon Status Legend

3 Registration Available @ Fly-in Event !a Cancelled Event "3 Event has Passed
0 Map and Directions _?l Incomplete Event } ‘aiting For Approval ol Waiting For Revision
I__” Register For Event |j! Modify Registration | ----- | Unregister
ancel Event @ Revise Event |§TI Modify Event _lﬂT IE:Fil::niEEEtration
Delete Event E| Approve Event |@ Close Event |§| Create Template

1 to 10of 18 fotal

Date ¥ Title and Description Location / Distance

Sakurday ‘Airworthiness for Airmen’ Broanfield, CO 80021 |_'_I

Sep 30, 2006 Fopic: Mantenance and factors affecting 09 -3; Yiew Map ':L:a:I

700 am aparations for plafe and avcraft maechanics, 397.9 miles from 84123 |L_a|

MMOZ 12356 A day of free FAA Safety Seminars covering operational and =
airworthiness subject areas applicable to all airmen and aircraft 14}
mechanlcs. Fllots may receive a "Wings" card and mechanics will Event Registration Information
receive credit for renewal For each hour of class they attend. =
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Event Registration Information

Below are the event statistics for the event you selected. Click here to return o the event list,

Event Information

Select Number
Event has been online for:

Mumber of Registrations:

Seats:

Airworthiness for Airmen™
Saturday, Septerber 30, 2006 at 7:00 &AM

Located at:

Redstone College

10851 W, 120th Avenue
Broorfizld, C0 80021

MNMOZ12356
9.8 days

11 registrations, 14 attendees. ~
(Show Registrations) Click here to print 2

100 seats, B6 remaining.

Distribution Criteria

Total Distribution Statistics

FAASafely gov Users 6,853
Lisers which are Opted Out 4582
Total Emails to be Sent 6,371
Adrrnen fram the Reglstry 0
Invalidd Postal Addresses i}
Total Postcards to be Sent 1]
Grand Total Motified B,371

== B377 Set#1

Wisw St

2 Click here to download a CSY of the email distribution meeting these criteria

[EMAIL]

E3 Click here to download a CSY of the postcard distribution meeting these

criteria [POSTAL]

(Note the fifes above may be farge, so be patient with downioads.)

By clicking on the Show Registrations, you will be able to view all registrants for the event and will be

able to modify, remove, or add registrants for that particular event.
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Event Registration Information

Eelow are the event statistics for the event you selected. Click here to return to the event list,

Event Information

Select Number
Event has been online for:

Number of Registrations:

Click here to
hide registrants

*“airworthiness for Airmen™
Saturday, Septermber 30, 2006 at 700 AM

Lorgted gt

Redstone College

10851 W, 120th Averus
Eroomfield, ©O 20021

MNMO312356
0.8 days
11 registrations, 14 attendess,

e Hicle: Registrations) click here to print -

bi 09/20/2006

bche

80020

MODIEY EEMOVE
KEVINR
CON
ke
Click here to wmsir MODIFY REMOVE

modify registrants  Bri a0004
bco SM.COom)

MODIFY REMOVE Click here to
f add registrants

100 seats, 86 remaining.

a00z0  09/20/2008

09/20/2006

Total Distribution Statistics

FAASafety pov Users f853 | =0 G371 Set#l
Users which are Cpted Dot 452 iy Set
Total Emails to be Sent 6,371

Alrmen trarm the Reglistry ]

Invalid Postal Addvesses 1]

Total Postcards to be Sent 0

Grahd Total Notified 6,371

“2 Click here to download a CSY of the email distribution meeting these criteria
[EMATIL]

& Click here to download a CSY of the postcard distribution meeting these
criteria [POSTAL]

(Note the files above may be farge, so be patiant with downioads.)

Clicking on the Hide Registrations, you will only be presented with Event Information and Selection
Statistics.

Clicking on the Modify link below a particular user name will allow you to add or modify registrants
under that user. In the case of a SPANS user, the event administrator will only be able to modify the
additional attendees and the phone number. If the registrant is not a SPANS user and registered
publicly, the event administrator will additionally be able to modify the name, email address, and zip
code.

As an Administrator, you can also remove registrants by clicking on the Remove link. Note: Removing
the original registrant will also remove any additional attendees that user has under him/her. You can

remove any additional attendees individually by clicking on the Modify link and then clicking on the
%, next to each additional attendee. Note: As soon as you click on the ¥ the user will be removed.
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Event Registration Information

Please confirm that this is the event you wish to register for, and also provide the additional information

requested.

& mndicater a reguired fisld, & mdicates an arvor)

* Additional attendees
{excluding registrant)

@ Email reminder for this event?

& Name (first and last)
* Email Address
® Zip Code

Phone Number

Event Information

Full Name

X John Smith
X Jack Smith

Add New Attendee:
| Add

&) es, emal me | S V._: days before the event
O Do not remind me

|James |r'-'1cl<enna

liFlstripes@hotralcom
[B4123
|

"airworthiness for Airmen™
Saturday, September 20, 2006 at 7:00 AM

torated gt

Redstone College

10851 W, 120th Avenue
Eroomfield, CO 80021

Dascristion:

A day of free FAR Safety Seminars

covering operational and airworthiness subject
areas applicable to all airmen and aircraft
mechanics, Pilots may receive a "Wings" card and
rmechanics will receie credit for reneswal for each
hovr of clazs they attend.

| Continue || Cancel |

The event administrator can also add more additional attendees by clicking on the “"Add More
Registrants” and using the drop-down to select the number of additional registrations. No email

notification will take place after modification. Event administrators will not be able to add more than

10 total additional attendees to any single registration, nor will they be able to add more total
registrants plus attendees than the current number of publicly available registration seats.
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Event Registration

Please confirrm that this is the event you wish to register for, and also provide the additional information
requested.

{® ingirafer a reguired fials @ ndicater an avor]

& Number of additional
attendees (excduding

registrant) e] ‘i.;l.ilitional attendess

: wm_"d you like an email L emalme |50 % 'da\,rs before the event
reminder for this event? S
not remind me

rthiness for Airmen™
v, September 30, 2006 at 7:00 AM

7 at:
e Collzge

. 120th Avenue
i0  [pd, coeoozt

Dascrition:
A day of free FAL Safety Seminars

covering operational and airworthiness subject
areas applicable to all airmen and aircraft
mecharics, Pilots may receive a "Wings" card and
rmechanics will receive credit for renewal for each
hour of class they attend,

* Name (first and last) | |

Event Information

Lo N I ) R R N

® Email Address |

# Zip Code

Phone Number |

3.4 - Event Cost Reporting

This report will provide information on events and their estimated/final costs. You will need to
provide a date range and the region or district. Click on “Generate”. The results are determined by
their region and the date range selected.

Event Cost Reporting

In order to generate an event cost report, please select parameters below:

From|Aug v |31 v |2006 v|te[sep |20 v|z2006 v|
ug Bl BR[-tP0 Bty oep B9 =2 86) -0 B
Show only reports from | MM (Morthwest Mountain Region)
Event / Estimated / Attendees /
Event Date Location Actual Costs Yariance Cost per Person
Pueblo Mermorial Airport Safeky Day:  Spik Fire Grill in the Terminal — $0.00 NaMN: 63
Seminars by the Pueblo ATCT and the  Building $0.00 $0.00
Faa Office of Rurway Safety Pueblo, 51001
sat, Sep 9, 2006 NMO3
'Safety Tips Derived from the Ever- Jeffco Terminal Building - $0.00 NaMN¥a 64
Present Possibility of Failure' Mount Evans Room $0.00 $0.00
Sak, Sep 16, 2006 Eroomfield, 80021
NMOD3
Total Events 2
Total Cost $0.00
Average Yariance MaM%g

Average Cost/Person $0.00

3.5 - Event Report Builder

To begin building asearch select the link Event Report Builder from the left hand
navigation under Event Management.
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First step is to specify the search conditions you wish to search. Click on the green plus €
next to Search Conditionsin the below screen.

Event Report Builder

The first step is to specify the selection conditions you wish to search. Click on the green plus button next to
Search Conditions in the below screen, Next select the fields you wish to search by clicking on the green plus
button next to Selected Felds. Finally, once you have selected your fields, click on the Click Here at the
bottom of the table to generate report results, You may also dick here to view the online heln manuals,

= |Download CSY File  [5|Download Excel File | 7|Load a Saved Repart )| Sawe Repoart | Craate Mew Repoart
E/ !@l ‘ig H Pararmeters lﬁ

Search Conditions: 31
(Mo search conditions specified; Retirning all records)

6 Results E [ﬂ E

Sefected Fieids &1
Mo fields have been selected, Click Heve to Add 8 Field

When you click on the green plus @ you will be presented with a screen to add a search condition to
this report, first select the Data Source and Field Name below. Next, select what operation you

would like to do on that field, such as "equals" or "less than" and type in the value you wish to
compare against in the Value field on the right.

For instance, if you want to search Events for Event Date greater than or equal to April 13, 2006 you
would make the following selections:

Event (in the first drop down)
Event Date (in the second drop down)
>= (in the middle drop down) (= is not equal to)

Enter the date in the Values field (Note that dates must be formatted as 'yyyy-mm-dd' i.e. 2006-09-
25. Also note that using like allows you to specify wildcards in text fields. Use the percent sign
(%) for the wildcard character.

After completing all fields, click on the "ADD" button. You can then close the window.

a https: Hbeta.faasafety.gov - Federal Aviation Administration - F... D@@
~

B\ Event Report Builder

To add a search condition to this report, first select the Data Source and Field
Name below, Mext, select what operation you would ke to do on that figld,
such as "equak” or "less than” and type in the value you wish to compare against
i the Value field on the right.

Mote that dates rust be formatted as yyyy-rm-dd' (8. 2006-09-25). Also
note that using like allows you to specify wildcards in text fields. Lise the
percent sign (%) for the wildcard character,

Data Source and Field Name Value (note field type below)
| Event Gosts ¥ [= |
| Closeout Murnber in Attendance v | :,‘e'd ealiaTope;
3| e rie
%
£ | >
@ Done é ° Internet

Now that you have selected the Search Condition next you will select the fields you wish to search.
Click on the green plus @ next to Selected Fields as show below.
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Event Report Builder

The first step is to specify the selection conditions you wish to search, Click on the green plus button next to
Search Conditions in the below screen. Next select the fislds vou wish to search by clicking on the green plus
button next to Selected Fields, Finally, once you have selected your fislds, dlick on the Click Here at the
bottom of the table to generate report results, You may also click here to view the online help manuals,

=} |Drownload CSY File Download Excel File [ 7j|Load a Saved Report Save Report | Create Mew Report
é !@ .ﬁ H Parameters ﬁl

|Sor( i Order By: ]

Search Conditions: ¥
Events { Event Date = 2006-09-20 ]

Sejected Fiolds ¥
Mo fieids have been sefected. Click Here to Ao & Flejd

You will be presented with a screen as shown below. Select the Data Source you would like and
then the Field Name below. Press the "Add" button to add your selected field to your report. To
select multiple fields, hold down the CTRL key as you click fields. After you have selected the fields
you would like to search click on the ADD button. Then close the window.

* note if you select a large number of fields, your browser will not be able to display all fields on your
screen and you will have a horizontal scroll bar.

2 hitps:/ibeta. faasafety.gov - Federal Aviation Administration - F... El‘ﬁ]gl
-~

L Event Report Builder

To add a search condition to this repart, first select the Data Source and Field
Name below, Mext, select what operation you would like to do on that field,
such as "equals” or "less than" and type in the value you wish to compare against
in the Yalue field on the right,

Mote that dates must be formatted as “yywy-rmn-dd’ (i.e. 2006-09-25), Also
note that using like allows you to specify wildcards in text fields. Lse the
percent sign (%) for the wildcard character,

Data Source and Field Mama Value (note fleid type below)
= |
= & |
Fiald Vzlue Type:
Numerie

| Events

[ |

< |
-&‘] Dane é ‘ Internet

Now you can select which fields you would like your search to sort by. Click on the green plus |
next to Sort in Order By: as show below.

2 hitps:{fbeta.faasafety.gov - Federal Aviation Administration - F...

L Event Report Builder
Select the data source and field you would like to order your results by,
Ascending means in small-to-large order (alphabetical) and Descending is the
opposite direction (reverse-aphabetical).
Data Source and Field Nawme Sort Order
| Event Costs v| [ascendng v
| Clossaut Wumber in Attendance ~|
& | ¥
@DDHE é ' Internet

Then simply select the Data Source and Field Name you wish to sort by and then select either
Ascending or Descending order. Then click on the ADD button and click to close the window.
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Now that you have defined your search parameters, click on the link to generate report results, Click
Here

You can then add other fields if you would like, you can also delete any fields by clicking on the red
%] next to any field.
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