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ABOUT THIS GUIDE

This chapter defines the intended audience, briefly describes the contents of this guide, and
defines step procedure terms that may be unique to this guide.

VDRP User’s Guide



Who Should Read This Guide?

WHO SHOULD READ THIS GUIDE?

The VDRP User’s Guide is written for any person who wants to use the VDRP application for
processing self-disclosures. This document does contain all of the information required for using
the VDRP application.

The Voluntary Disclosure Reporting Program (VDRP) system provides FAA and aviation regulated
entity personnel with an automated method for collecting, processing, reporting upon, and
querying voluntary self-disclosures.

Currently, there are three primary types of users:
= FAA Inspectors, which can be a POI, PMI, or PAI, who are assigned to review and approve any

self-disclosures that are submitted into the VDRP application.

= Any person that is affiliated with an airline organization (referred to as a Regulated Entity
throughout this document)

= Help desk personnel, who have access to specific support functionality.
All users are required to have an assigned User ID and Password to access VDRP. Each user will

have an access type. Depending on this type and the rights therein, a user will only be able to
complete certain steps in a self disclosure’s life cycle.
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What You'll Find In This Guide

WHAT YoU’LL FIND IN THIS GUIDE

In this guide, you’ll find general information about the VDRP application, important definitions
of structure and terminology used within VDRP, and step procedures for using every function
within the VDRP application.

Introductory information begins each chapter and section throughout this guide to assist you in
finding the information you need quickly. This guide is organized the same way that the VDRP
application is organized, so that it follows the same logic throughout. Screenshot are displayed
for each screen which gives a better understanding of the functionality. The following provides a
brief list of what you will find in each chapter:

“Overview,” which defines the current voluntary disclosure process, defines the two (FAA
and RE) types of individuals who are part of this process, and gives a brief description of the
Voluntary Disclosure Reporting Program.

“Logging Into VDRP,” which explains how to successfully log into the VDRP application.

“VDRP Features & User Functions,” which contains an information flow diagram defining
how the online VDRP application data process works based on user type, gives a detailed
description of the main page of the VDRP application, and explains how navigation works
within the application, and defines how to use all of the functions within the VDRP
application that are accessible to any user, regardless of user type.

“Additional VDRP Functions,” which explains the various functionality in the left navigation
of VDRP application. It gives step procedures and information about all of the other
functions within the VDRP application that are not part of the self-disclosure submission
process.

“Completing the VDRP Self-Disclosure Submission Process,” which walks you through each of
the stages involved in completing and processing a self-disclosure using the VDRP
application. Each stage is to be completed by one of two primary users: A Regulated Entity
or an FAA Inspector.

“Reports,”which defines the standard and executive reports.

“What is a Business Concern?,” which defines the term “Business Concern” and describes
how to determine where your organization fits into this concept. It also explains where to
apply this concept within the VDRP application.

“Calendar Feature”, which describes how to use the integrated calendar feature when,
throughout the VDRP application, you are required to input a date. In addition to Calendar
Feature, “Glossary of Terms within VDRP” table is added for user convenience
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Step Procedure Terms Used In This Guide

STEP PROCEDURE TERMS USED IN
THIS GUIDE

When describing task procedures, the terms shown in Table 1 are used throughout this guide.
Become familiar with these terms and their meanings to make sure that you are performing the
step procedures correctly.

TABLE 1. Step Procedure Terms

Term Description

Choose Choose is typically used when you are required to
make a choice between answers that are given.
For example: Choose Yes or No.

Select Select means that you are required to highlight a
selection from a list or menu by pressing the left
mouse button one time. For example: Select the
file name from the list and click Open.

Click Click means that you are to use your left mouse
button to select a button to advance to the next
step or to complete a task.

Double-click Double-click means that you are to press the left
mouse button twice in quick succession.

Click the Drop-down arrow Click the drop-down arrow means you are to use
your left mouse to click on the drop-down arrow to
open the drop-down menu to display your choices
and select from the list.
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OVERVIEW

This section contains:

= “What Is The Voluntary Disclosure Process?,”which defines the current voluntary disclosure
process.

= “Typical Users of the Voluntary Disclosure Process,” which defines the two types of
individuals who are part of this process.

= “Voluntary Disclosure Reporting Program (VDRP),” which gives a brief description of the
Voluntary Disclosure Reporting Program.
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What Is The Voluntary Disclosure Process?

WHAT IS THE VOLUNTARY
DISCLOSURE PROCESS?

The Voluntary Disclosure Reporting Program (VDRP) is outlined in Advisory Circular AC 00-58, 14
CFR Part 193, FAA Order 8900.1 (Vol 11, Ch 1), FAA Order 2150.3 and FAA Order 8089. The
Program is based on the concept that the open sharing of apparent violations which have been
discovered by the Regulated Entity, voluntarily disclosed to the FAA and corrected in a manner
acceptable to the FAA, will enhance and promote aviation safety. The VDRP Program provides
that Certificate holders, qualified fractional ownership programs, and Production Approval
Holders (PAHs) may receive a letter of correction in lieu of civil penalty action for covered
instances of noncompliance that are voluntarily disclosed to the FAA and corrected in
accordance with the procedures set forth under the program.

As a result, voluntary disclosure offers a higher standard for continued operational safety,
maintenance, flight operations, anti-drug and alcohol misuse prevention programs, and to the
manufacturing functions of a production approval holder’s organization.

The VDRP application offers a convenient, automated interface for regulated entities and FAA
inspectors to process self-disclosures.

VDRP Application is developed based on 508 Compliancy and follows FAA Web standards. In
accordance with the above standards, each screen includes the FAA Logo, displayed in the top
left corner, along with the FAA Privacy Policy and functionality-based links displayed in the left
navigation.
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Typical Users of the Voluntary Disclosure Process

TYPICAL USERS OF THE VOLUNTARY
DISCLOSURE PROCESS

Regulated Entities: A Regulated Entity is an airline or person employed by an airline
organization or affiliated organization. Within the VDRP application, a Regulated Entity begins
the self-disclosure process by completing an initial notification. A Regulated Entity is also
responsible for completing the Written Report.

FAA Inspectors. A designated FAA Inspector is an FAA employee assigned to a specific self-
disclosure, whose responsibilities include:

= Reviewing, accepting, and declining Initial Notifications submitted by a Regulated Entity.
= Receiving, accepting, and declining Written Reports submitted by a Regulated Entity.
= Surveying that the corrective action defined by a Regulated Entity is complete.

= Reviewing self-disclosures and determining whether to approve a self-disclosure

Senior Office Manager, For all voluntary disclosures presented by air carriers operating under 14
CFR Parts 121 and/or 135, the FAA Office Manager (SOM) or Alternate SOM (ASOM), performs the
final review of the PI’s handling of the voluntary disclosure at the conclusion of Stages 2 and 6 of
the VDRP process. If the SOM does not concur with the Inspector's handling, the SOM will select
"Return" and enter whatever comments are appropriate to aid the inspector in correcting
deficiencies prior to resubmitting the file for review. When resubmitted by the inspector, the
file returns to the SOM/ASOM for review. The file will not advance past Stage 2 or Stage 6
without manager (SOM or ASOM) concurrence, but may cycle between the SOM/ASOM and the
Inspector indefinitely until concurrence is reached. SOM/ASOM concurrence is indicated by SOM/
ASOM selection of the "Submit" option, which advances to the next stage of the processing.

Note: SOM reviews are only required for disclosures offered by 14 CFR Part 121 and 135 air
carriers. However, field office managers retain the option to conduct internal reviews as
deemed appropriate.

Any Principal Inspector may create the VDRP SOM account (UserID/Password). An alternate SOM
(ASOM) may also be added when so directed by the SOM.

VDRP User’s Guide 7



Voluntary Disclosure Reporting Program (VDRP)

VOLUNTARY DISCLOSURE REPORTING
PROGRAM (VDRP)

The VDRP application offers a convenient, automated interface to regulated entities and FAA
inspectors for completing and submitting self-disclosures. The functionality within VDRP
changes, depending on your user type.

Voluntary Disclosure Reporting Program (VDRP) has a focus to encourage voluntary reporting of
safety issues and events that come to the attention of employees of certain certificate holders
and regulated entities.

The program provides for the collection, analysis, and retention of safety data that would
otherwise be unobtainable.

The VDRP System provides a secure password-authenticated, SSL encrypted environment for the
processing of violation disclosures by FAA and regulated entity personnel. It will permit the
regulated entity to electronically enter violation information via web, including the upload of
relevant files. The system will provide a daily feed of selected disclosure data for inclusion into
the EIS system.

To encourage an employee to voluntarily report safety issues even though they may involve an
alleged violation of Title 14 of the Code of Federal Regulations (14 CFR), enforcement-related
incentives have been designed into the program.

The specific guidelines, methods, responsibilities and documentation for establishing these
programs are found in Advisory Circular 120-66A for ASAP and Advisory Circular 00-58B for VDRP.

Voluntary Disclosure Reporting Program (VDRP) has following advantages

= Access to anywhere you have internet connection.

A single tracking number is permanently assigned to each voluntary disclosure

Time to complete a disclosure is reduced by using online data entry

Input data is auto-checked to reduce potential errors

8 VDRP User’s Guide


mailto:9-AMC-AVR-Support-Central/AMC/FAA@FAA.GOV

Voluntary Disclosure Reporting Program (VDRP)

There are six stages in the submission and approval process for a self-disclosure, defined as
follows:

“Stage 1: Initial Notification,” which is comprised of a four-page form completed by a Regulated
Entity and submitted to a designated FAA Inspector for review and approval. The Initial
Notification form allows a Regulated Entity to give an overall description of a violation to be
considered as a valid self-disclosure.

“Stage 2: Initial Notification Response,” which is comprised of one page form that an FAA
inspector is required to complete once a completed Initial Notification is submitted by a
Regulated Entity. Upon receipt and review of an Initial Notification, an FAA Inspector sends
feedback to the Regulated Entity who submitted the Initial Notification either requesting
changes or accepting the submission as is using this online form. The Regulated Entity is notified
via email that the Initial Notification is accepted or rejected for self-disclosure. For operators
certificated under 1217135, Senior Office Manager needs to approve this stage after FAA
inspector submits stage 2.

“Stage 3: Written Report,” which is comprised of an 8-Page form completed by a Regulated
Entity and submitted to an FAA inspector for review and approval. The Written Report allows a
Regulated Entity to specify very detailed information about a violation.

“Stage 4: Written Report Review,” which is comprised of 2-page form that an FAA inspector is
required to complete after reviewing a Written Report that was submitted by a Regulated Entity.
Upon receipt and review of a Written Report, an FAA Inspector sends feedback to the Regulated
Entity who submitted the Written Report to request changes or accept the Written Report. The
Regulated Entity is notified via email that the Written Report is accepted or rejected for self-
disclosure.

“Stage 5: Surveillance,” which is comprised of one-page form that an FAA inspector is required
to complete to confirm acceptance of the self-disclosure and that the comprehensive fix has
been satisfactorily implemented. Using this form, an Inspector can also require that any changes
made during the implementation of the comprehensive fix steps be documented by the
Regulated Entity in the Written Report. If an Inspector chooses to require changes to the Written
Report, the self-disclosure is reverted to the Written Report stage and the Regulated Entity is
required to make the required changes and resubmit the self-disclosure for approval by the FAA
Inspector.

“Stage 6: Inspector Signoff,” which is comprised of a two- page form that an FAA inspector is
required to complete to signoff by approving or rescinding the self-disclosure. For operators
certificated under 1217135, Senior Office Manager needs to approve this stage after FAA
inspector submits Stage 6.
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Vdrp flow chart

VDRP FLOW CHART

Initial
Notification
Response
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Figure 1. VDRP Flow Chart
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| OGGING INTO VDRP

VDRP is a password protected web-based application. In order to access this application, you
must be assigned a User ID and Password.

To access the VDRP web-based application, check the correct URL address, User ID and Password
for initially logging into VDRP. Once you have located this information, you are ready to get
started.

Passwords are valid for 90-days and then expire. Upon expiration, you will receive a message
indicating such and be taken to the ‘Change Password’ screen upon login to reset your password,
which cannot be any of the last 10 passwords used, per FAA guidlines. You will not be able to
navigate to other VDRP application links, other than Help-related while your password is
expired. (Refer to “Change Password” on page 84 for more details)

When you open the VDRP Login page, the User ID and Password text boxes are displayed for your
login information. If you do not know your login information or have not received a User ID, click
the Login Help, VDRP UserGuide link etc.,on the Welcome Page in left navigation to find out how
you can acquire this information. When you click this link, information about logging in as FAA
Personnel and Regulated Entity Personnel are displayed at the bottom of this page. (Refer to
“Login Help for FAA Personnel” on page 15 and “Login Help for RE Users” on page 16)

Maximum Login Attempts
After 3 failed login attempts (When VDRP user tries to log into VDRP with incorrect User ID and/
or password), the User ID is locked and alert message directs the user to either use Forgot

Password link or Contact Help Desk to reset the password.

Alert message reads as “Maximum login attempts reached. Please either use the Forgot
Password link or close the browser and contact the Help Desk to rest your password”

(Refer to “Forgot Password? link” on page 17 and “Contact us link” on page 20 for more details)

VDRP User’s Guide 11



VDRP Login Page

VDRP LOGIN PAGE

Logging into VDRP Application

Perform the following steps to log into the VDRP application:
1. Specify the VDRP-designated URL in the Address field of Internet Explorer.

2. The VDRP Login page displays.

Volintary Disclosure Reporting Program - VORP
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VDRP Login Page

10.

VDRP Login page has newly added “Attention” text and “Warning” text defining the relevant
as to which air carriers will be using the web-based VDRP and those who is required to
continue legacy (paper-based) VDRP process.

Along with fields provided to enter User ID and Password, VDRP Login Page displays following
text about VDRP system

*  Welcome text
=  User support information
e About access to authenticated users

Details about setting and supporting browsers

Information about Public Disclosure Protection

Displays VDRP Advisory Circular 00-58B linked to the document under ‘Welcome’ text and in
the left navigation of the Login Screen.

User support Information displays the details of AVS National IT Service Desk and contact
information (Refer to “Contact us link” on page 20)

Authenticated User access to VDRP system is explained in “System Access” section of login
screen.

Type your assigned user name in the User ID field, then press the TAB key. The cursor moves
into the Password field.

Type your password, then click [Login],

If the login is successful, the VDRP Self-Disclosure List page displays, showing a listing of all
New self-disclosures that relate to your organization. Navigational tabs also display, allowing
you to view and access Open, Closed, and Rejected self-disclosures
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VDRP Login Page

Voluntary
Disclosure
Reporting Program

Self Disclosures
Create SD

View SD List
Search

Search Comp. Fixes

Reports
* Data Extract Report

Administration
* Update Profile
* Change Password

Federal Aviation FAA.gov Home
Administration

Voluntary Disclosure Reporting Program — VORP

TESTSEA Home Logout

Self Disclosure List ExportiPrint Help

The Self-Disclosure List table displays information about each stage (see below for a brief definition of each stage) in the self-disclosure submission process, and allows the user
to access the required forms for completion.

For Hew and Open seli-disclosures, click on the Next Action link to begin the next step in the seli-disclosure submission process.

Show Fitter Options

show |25 =] per page |Show

SD Title Notification Next Action DesignatoriD|
(View Details) Date {Action Required)
test 0810112012 KS14

7

[Stagel  Required Form ___ [Responsible Persor

Help
* Ceneral Help 1 Inftial Notification (Create SD) Regulated Entity
: Feedback 2 Initial Notification Response  FAA Inspector
Rel Nots
SRS 3 Writen Report Regulated Entity
4 Written Report Review FAA Inspector
5 Surveilance FAA Inspector
Documents
* VDRP User Guide &  Inspector Signoff FAA Inspector
* Introduction Guide
* VDRP FAQs
U.5. Department of Transportation Readers & Viewers Government Sites
Federal Aviation Administration NIhe®
800 Independence Avenue, SW . .
Washington, DC 20591 Web Policies
1-866-TELL-FAA (1-866-835-5322) 2

Figure 2. Login Successful Screen - Self-Disclosure List Page

14

VDRP User’s Guide




VDRP Login Page

Login Help for FAA Personnel

FAA officials can log into the VDRP application using their unique Inspector Code as the User ID
login. All new Principal Inspector users will be initially kept in Inactive state. User need to
contact Help desk to make the status Active and then login to the VDRP system. Other inspectors
who are not Principals and need access to VDRP, has to request their Principals to add them to
the system.

Principal Inspectors(PI)

AFS-230 personnel, are authorized to Add Users (FAA inspectors or representatives of regulated

Only Principal Inspectors (PIs), or inspectors granted authority by a Pl to add or edit users, or
entities) to the VDRP system.

Principal Inspector must continue to login to VDRP System utilizing their inspector code as
reflected in the WebOPSS system in order to be recognized as Pl on the system.

New (Principal) Inspectors
VDRP System. These Inspectors need to contact HelpDesk to have their status changed from

Inactive to Active. Other new Inspectors who are not Principals have to request their Principal
Inspectors to add them to VDRP System

New Principle Inspectors will initially be kept in an Inactive state and will not be able to access I

FAA Principal Inspectors receive a User ID derived from WebOPSS data. FAA personnel added to
the VDRP system by a PI or AFS-230, will normally be assigned their AVS Login ID as their VDRP
User ID. Regulated entities will be assigned a User ID by the Pl adding them to the system and
that User ID will normally be based on their employing certificate holder.

If an FAA inspector does not remember his/her password, click the ‘Forgot Password?’ link
displayed on VDRP login page (Refer to “Forgot Password? link”” on page 17)

If a user forgets their User ID or Security answer, he/she needs to contact the help desk for
assistance. To contact the help desk, click on the “Contact Us” link displayed in the footer on
any screen. (Refer to “Contact us link” on page 20)
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VDRP Login Page

Login Help for RE Users

Regulated Entity users are assigned a User ID by their designated FAA official to log into the
VDRP system. If the login is unsuccessful, the message, “Login failed” displays in the upper left
corner of the Login page.

First time logging in?

If this is the first time you have logged into VDRP, the Change Password page displays for you to
change your password. Once you have successfully changed your password and click on ‘Save’
button, the VDRP Self-Disclosure List page displays, showing a listing of all open self-disclosures
that relate to your organization.

If this is not the first time you have logged into VDRP, the VDRP Self-Disclosure List page
displays.

If the regulated entity does not remember his/her password, click the “Forgot Password?” link
displayed on VDRP login page (Refer to “Forgot Password? link”” on page 17)

If the user forgets their User ID or Security answer, he/she needs to contact help desk for
assistance. To contact help desk, click on the “Contact Us” link displayed as one of the footer
link on any screen. (Refer to “Contact us link” on page 20)
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Forgot Password? link

Forgot Password? link

If you have forgotten your password and cannot log into VDRP application, please click on
'Forgot Password? link displayed on VDRP Login page to reset their password.

This functionality can be used either by FAA Inspector or a Regulated Entity or Help desk
administrator.

Once user enters all the information correctly, the password is reset and the new password is
sent to the email address of the user (as listed in their profile)

Forgot password

Perform the following steps to reset password via 'Forgot Password' link:

1.

From VDRP Login page, clicking on “Forgot Password” link navigates user to 'VDRP Password
Recovery' page.

Below are the 2 steps involved in resetting the password:

User ID Verification

Click on “Next’ button without entering any text in 'Please enter your user ID' text box, check
that an alert message is displayed informing the user to enter user ID.

. Enter the correct User ID and click on ‘Next’ button, user is navigated to a screen to enter

the Security Answer.

Click on “Next’ button after entering incorrect user id, user is navigated to a screen with
message 'The User ID you entered was not found. Please go back and correct your User ID, or
contact the help desk for assistance’ displayed.

Click on “Previous’ button and go back to previous screen to correct the typo errors in
entering the user ID and click on “Next’ button after entering the correct user ID to move
forward.
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Forgot Password? link

5. Click on “Cancel’ button with or without entering user id, user is navigated back to VDRP
Login page.

6. If you forgot your user ID, please contact help desk (Refer to “Contact us link” on page 20)

Security Answer Verification

1. Click on “Next’ button without entering any text in the text box provided for entering the
security answer, check that an alert message is displayed as 'Please enter the answer to your
security question'

2. Click on ‘Next’ button after entering incorrect user id, user is navigated a screen a message
‘The answer to your security question could not be validated. Please go back and correct your
answer, or contact the help desk for assistance.

3. Click on ‘Previous’ button and go back to previous screen to correct the typo errors in
entering the security answer and click on ‘Next’ button after entering the correct security
answer to move forward.

4. Click on “Cancel’ button with or without entering user id, user is navigated back to VDRP
Login page.

5. If you forgot your security answer, please contact help desk (Refer to “Contact us link on
page 20)

6. Enter the correct security answer and click on ‘Next’ button, user is navigated to a screen as
shown below:

18 VDRP User’s Guide



Forgot Password? link

. Federal Aviation
i Administration

Your password has been reset
An email has been sent to the address listed in your VDRP account with your n

Please contact the help desk with any other questions or issues

Return to WVDRP Login

Figure 3. Password Reset screen

7. Log into VDRP with the new password sent to your email address.

8. Once logged into VDRP with the new password, user will be prompted to change the password
to proceed further.

Forgot User ID

If you have forgotten your correct User ID, please contact AVS National IT Service Desk or VDRP
Help Desk as specified below:

E-mail: 9-NATL-AVS-IT-ServiceDesk@faa.gov

Phone: Toll free @1-877-AVS-NSD1 or 1-877-287-6731.

Forgot Security Answer

If you have forgotten your correct security Answer, please contact AVS National IT Service Desk
or VDRP Help Desk as specified below:

E-mail: 9-NATL-AVS-IT-ServiceDesk@faa.gov

Phone: Toll free @1-877-AVS-NSD1 or 1-877-287-6731.
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Contact us link

“Contact us” link displays the contact information for assistance when using the VDRP
application. User can contact VDRP Help Desk or AVS National IT Service Desk either by email or
by Phone as specified in the details below:

User Support

User will be provided with Online tutorial supplemented with this User Guide. User can call the
AVS National IT Service Desk Phone number. If the problem is not resolved by AVS National IT
Service Desk, the AFS-230 technical staff will be the final step of problem troubleshooting and

resolution.
TABLE 2.
User Support Info AVS National IT Service Desk.
Telephone Number Toll free @1-877-AVS-NSD1 or 1-877-287-6731.
E-mail 9-NATL-AVS-IT-ServiceDesk@faa.gov.

AVS National IT Service Desk and the VDRP program have trained personnel who aids users when
they have support issues with VDRP.
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VDRP LoGouT PAGE

1. Click on “Logout” link displayed in the upper right corner upon successful login on any of the
screen.

Fodoral Aviation FAAgow Homa
Administration

Voluntary Disclesure Reporting Frogram — VORP

—————

Thank Youl

Figure 4. VDRP LogOut Screen

2. User is navigated to VDRP ““Logout Successful’” screen when he/she is logged out of VDRP
system.

3. Displays user support information on the log out screen along with the thank you note for
using the VDRP web tool

4. Click on “Home” link to log back into VDRP system and navigate to Login Page screen

5. If the login is unsuccessful, the message, “Login Failed” displays in the upper left corner of
the Login page.
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VDRP FEATURES & USER
FUNCTIONS

This chapter defines all of the features of the VDRP application as it relates to your user type.
Depending on your user type, you have access to a specific set of functions within the VDRP
application. These functions directly correspond to the steps that you are required to perform
for proper completion and submission of a self-disclosure violation.

This chapter includes:

= “Defining the VDRP Self-Disclosure List Page” on page 24, which gives a detailed description
of the main page of the VDRP application, and explains how navigation works within the
application.

= “VDRP Self-Disclosure Details Screen” on page 39, which gives a Read-only description of all
the stages that are completed for that particular self disclosure at any time user logs into
the system.

= *“Defining VDRP User Functions” on page 45, which lists all the functionality in VDRP
including the six stages of self disclosure submission process.
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DEFINING THE VDRP SELF-
DISCLOSURE LIST PAGE

The VDRP Self-Disclosure List page is the main page that displays upon successfully logging into
VDRP application. This section defines the terminology used when discussing functionality of this

application.

& Fedoral Aviation FAA.gov Home
Administration

Violuntary Disclossir Reporting Program .. VORP

Legout
Help
BC0EUN BUBMIESION PrOCASS, and

Voluntary Disclosure
Rizpe rog! TESTSEA

Self Disclosure List

832N SLIG0 (8ed Baltw T0r 3 BIat aNnon of 83ch £1age

it 5iop In e sel-CECI0SUNR SUDMIREIoN Process

Administration
* Update Brolie

Documents

Readers & Viewers Government Sites Contact Us

Web Policies

Figure 5. VDRP Self Disclosure List screen

SD List Filters

The Self Disclosure List (SD List) screen displays information about each stage in self-disclosure
submission process, and allows user to access the required form for completion.

Below list displays the brief definition of each stage and the responsible person
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e Stage 1 - Initial Notification - Completion by RE user

= Stage 2 - Initial Notification Response - Completion by FAA Inspector
e Stage 3 - Written Report - Completion by RE user

e Stage 4 - Written Report Review - Completion by FAA Inspector

= Stage 5 - Surveillance - Completion by FAA Inspector

e Stage 6 - Inspector Sign-off - Completion by FAA Inspector

Perform the following steps to apply filters on SD List screen:

1. There are four tabs under which all the disclosures from creation to closure are displayed.
The cases are moved from one tab to another based on completion of each of six stages.

2. Due to large numbers of cases belonging to various designators in different stages, a filter
option is added to SD List screen via “Show Filter option™ link.

3. Filtering cases allows VDRP user to easily find the case he/she wants to look at and also to
see the status of all self-disclosures that must be completed.

4. Click on 'Show Filter Option' link to apply filters and click on 'Hide Filter Options' link to hide
the filters on SD List screen

Hide Filter Options

[ canier Crsoo [ Region [T cestificste Type [T equipment [ ircrart

TESW W TEST w hd OTHER A d None W 100180 w

101.123A1 - NO PERSON MAY OPERATE MOCORED BALLOON OR KITE LESS THAN 500 FT FROM BASE OF CLOUD. |

[ Fitter Results | [ Clear Filters |

Figure 6. SD List Filters options
5. There are seven filters on SD List screen which helps the logged-in VDRP user to find a case
quickly and easily. They are as follows:
= Carrier filter -> List all the designators, that the user is responsible for.
= FSDO filter -> List the CHDOs, that the user belongs to.
= Region filter -> List the region, based on the CHDO that the user belongs to.

= Certificate Type filter ->List only those certificates types that are actually included in
the disclosures that the user can see.
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10.

= Equipment filter -> List only those equipment type that are included in the disclosures
that the user can see.

= Aircraft filter -> List only those models of aircraft equipment that are included in the
disclosures that the user can see.

= FAR code filter -> List only those FAR code that are actually included in the disclosures
that the user can see.

There are 2 buttons displayed for applying filters for the cases displayed on four tab of SD
List screen. They are

= 'Filter Results" button - Displays results based on applied filters.
e "Clear Filters" button - Clear all the applied filters.

To apply the filter, check the checkbox next to preferred filter and select the appropriate
option from the filter drop down. Once selection is done, click on 'Filter Results' button to
view the desired results.

The filter results are applicable to all the four tabs on SD list and not specific to any one tab.
Once the logged-in user applies the filters, the results are displayed for all 'New',
'‘Open’,'closed' and 'Rejected' tabs.

Unlike filters, the ‘Export/Print’ link is applicable to specific tab on SD List screen. When
user clicks on 'Export/Print' link when viewing the case on 'Rejected' tab, the results
exported to excel sheet will be cases displayed only on 'Rejected' tab.

Click on 'Show' button after selecting any of the one option listed in Show drop down to
display selected number of cases per page. The options are as follows:

* 25 per page
* 50 per page
e 75 per page
« 100 per page
* 300 per page
* 500 per page

26
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SD Operator Types

The Status of the self disclosures displayed under column Next Action in the Self-Disclosure List
page vary based on operators certificated under Title 14 Code of Federal Regulations (14 CFR)
part 119 for operators under part 121 or part 135. Therefore, the two types of classification are
as follows

e QOperators NOT Certificated Under Part 121 or Part 135: Under this classification, the
status of self disclosure are based on creation of self disclosures by Regulated Entity
and submission/rejection by FAA Inspector

= Operators Certificated Under Part 121 or Part 135: Under this classification, the sta-
tus of self disclosure is based on creation of self disclosures by Regulated Entity and
submission/rejection by Principal Inspector and Senior Office Manager.

Operators NOT certificated under Part 121 or Part 135

Self Disclosure List Screen - New Tab

All new Initial notifications that are submitted and are pending acceptance from FAA inspector
are displayed under “New” tab in Self Disclosure List screen. User will be navigating to Self
disclosure list screen when he/she clicks on “View SD List’ link displayed in the left navigation.

When a link in the Next Action column is active (clickable, not grayed out), it is an action that
you are required to perform based on your user type. When a link is active and clickable, it
indicates that it is the next sequential pending action that must be completed before the
submission process can continue. If a link is inactive (grayed out), your user type is not allowed
to access the action. This indicates that there are no pending actions for you to complete.
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| New | Show 25 ¥ per page
Notification Next Action
Date [Action Required)

Test self Disclosure 2 02/27/2011  Initial Motification Response TESW

Test Self Disclosure 1 11/30/2010  Initial Motification Response TESW

Designator|

Figure 7. Self Disclosure list - NEW Tab

New Self Disclosures that are in “Initial Notification (IN)” or “Initial Notification Response
(INR)” stage are displayed under New tab in Self disclosure list page

Table displayed for new self disclosures lists the details about all the new self-disclosures
created by a particular designator. There are four columns of information defined as follows:

= The SD Title column contains the titles of the self disclosure that links the user to read-only
screen of “VDRP Self-Disclosure Details Screen” on page 39

= The Notification Date column displays the date that was selected by the submitting official
at the time the disclosure was entered into the web based voluntary disclosure system.
Make sure that the notification date may not be a future date, nor can it be more than 30
days prior to the date on which that particular notification was submitted for the first time
into VDRP application (this date is displayed in SD Detail View Screen as “Submitted Date”
under ‘Initial Notification’ section).

* The Next Action column contains links that allow user to view the current status of a self-
disclosure. The status shown indicates the NEXT sequential step in the completion of a self-
disclosure submission.

= The Designator ID column displays the designator code to which the person who submitted
the Initial Notification belongs to.

Self Disclosure List Screen - Open Tab

Self-Disclosures that are submitted and are not complete are displayed under “Open” tab in Self
Disclosure List screen. In other words, Open Self-Disclosures refers to all self disclosures that are
submitted AFTER they have been accepted by an FAA Inspector (after completing INR form). The
submission can be at any stage in the complete SD process.

Open Self Disclosures that are either in “Written Report (WR)” or “Written Report Review
(WRR)” or ““Surveillance (SUR)” or “Inspector Signoff (I1S)”” stages are displayed under Open
tab in Self disclosure list screen.
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When a link in the Next Action column is active (clickable, not grayed out), it is an action that
you are required to perform based on your user type. When a link is active and clickable, it
indicates that it is the next sequential pending action that must be completed before the
submission process can continue. If a link is inactive (grayed out), your user type is not allowed
to access the action. This indicates that there are no pending actions for you to complete.

|_open Show 257 per page

SD Title Notification Date gﬁﬁnﬁgﬂq DesignatorlD
2011TEST4003  VDRP Case 1 02/16/2011 Surveillance TESW
2011TEST4005  Test VDRP Case 02/16/2011 TESW
2011TEST4004  Test self Disclosure 11/30/2010 Written Report Review TESW
2011TEST4012  Airplane made a hard landing. 08/18/1984 InspectorSignoff TESW

Figure 8. Self Disclosure list - OPEN tab

Table displayed for open self disclosures lists the details about all the open self-disclosures.
There are five columns of information defined as follows:

= The EIR# column shows the system-generated identification number as a hyperlink that is
assigned to a self-disclosure AFTER it has been accepted by an FAA Inspector. When clicked
on EIR# link navigates the user to read-only screen of “VDRP Self-Disclosure Details Screen”
on page 39

= The SD Title column contains the name assigned to the self-disclosure when first entered
into VDRP application.

= The Notification Date column displays the date that was selected by the submitting official
at the time the disclosure was entered into the web based voluntary disclosure system.
Make sure that the notification date may not be a future date, nor can it be more than 30
days prior to the date on which that particular notification was submitted for the first time
into VDRP application (this date is displayed in SD Detail View Screen as “Submitted Date”
under ‘Initial Notification’ section).

= The Next Action column contains links that allow user to view the current status of a self-
disclosure. The status shown indicates the NEXT sequential step in the completion of a self-
disclosure submission.

= The Designator ID column displays the designator code to which the person who submitted
the Initial Notification belongs to.
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Self Disclosure List Screen - Closed Tab

Self-Disclosures that have completed all the six stages of complete self disclosure submission
process are displayed under “Closed” tab in Self Disclosure List screen.

Completed Closed Self Disclosures are displayed with 75 cases per page under Closed tab in Self
disclosure list screen. The Status and Case Closed date in VDRP are displayed for each of the
completed self disclosures.

Table displayed for closed self disclosures lists all completed self-disclosures. There are five
columns of information defined as follows:

The EIR# column shows the system-generated identification number as a hyperlink that is
assigned to a self-disclosure AFTER it has been accepted by an FAA Inspector. When clicked
on EIR# link navigates the user to read-only screen of “VDRP Self-Disclosure Details Screen”
on page 39

The SD Title column contains the name assigned to the self-disclosure when first entered
into VDRP application.

The Notification Date is the date when the original disclosure was submitted

The Case Closed Date column displays the date that the self-disclosure was closed within
VDRP system. See “Wait Period of Closed Case within VDRP System and EIS System” on
page 31

The Status indicates the current status of the self-disclosure

Submitted By indicates the name of the person who originally submitted the Self Disclosure
to the FAA.

The Designator ID column displays the designator code for the regulated entity submitting
the voluntary disclosure.

m Show |75 =| per page = Show
SD Title Nofification Case Closed Status Submitted i
Date Date By
2012TEST1234 TOCIB6T Gadoget Arm Not Retracting 112312012 01/23)2013  Closed Inspector Gadget DALA
2012TEST2345 TOCKF99 Unexplained Cockpit Recorder Sounds /232012 1002312012 Closed Fox Mulder DALA
2012TESTIS7E  TOC/MIFL Air Conditioning Over Run 9/23/2012 10/16/2012 Closed Sonny Crocket DALA

Figure 9. Self Disclosure List - CLOSED tab
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Wait Period of Closed Case within VDRP System and EIS System

The VDRP System has a “built-in”delay between closure of a case in VDRP and closure of that
case in the EIS. That delay allows for errors in the record to be found and corrected prior to
closing the record in EIS. This functionality was added to the VDRP system because the EIS has
no provision for re-opening cases which have been closed (the functionality was never
developed for the EIS).

During the 10 day ““wait” period, the case may be reopened via utilization of the, “Change
SDstatus” link available within VDRP.

At the end of the ten day “wait™ period, if the case has not been re-opened, the VDRP system
forwards the case closure information to EIS and the file is closed reflecting the date on which
the case was closed in VDRP. Thus, at the end of the 10 day, “wait” period, the EIS and VDRP
records will reflect the same closure date, and any evaluation of, “time to process” will be
unaffected by the wait period. However, during the 10 day “wait” period, any comparison of
closure dates (and/or record status) will reflect disagreement between VDRP and EIS.

If the case has been re-opened and is then closed, the last date of closure will be recorded in
VDRP and, following the 10 day wait period that date will be recorded in EIS.

After 10 days grace period, user will not be able change the status of self-disclosure in VDRP via
Change SD status link. If he/she tries to enter the “EIR Number” or “Notification ID” of a case
that exceeds 10 day grace period on Change SD Status screen, an error message is displayed as
“This Self Disclosure exceeded the 10 days grace period limit. Cannot change the Status” with
Change Status button disabled.

Any “closed” or “rescinded” or “invalid” self-disclosure that exceeds the 10-day limit can be re-
opened via Reopen Case link that is accessible only by AFS-230 Personnel.

Self Disclosure List Screen - Rejected Tab

Self-Disclosures that, at the discretion of the designated FAA Inspector, were not valid self-
disclosures and were therefore rejected or rescinded are displayed under “Rejected” tab in Self
Disclosure List screen listing 75 cases per page.

Rejected Self Disclosures lists all self disclosures that are closed with “No Action” which displays
“Rescinded” or “Invalid” status. The Status and Case Closed date in VDRP are displayed for each
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of the completed self disclosures. See “Wait Period of Closed Case within VDRP System and EIS
System” on page 31

Table displayed for rejected self disclosures lists initial notification or self disclosure that were
closed due to rejection. There are five columns of information defined as follows:

= The EIR# column shows the system-generated identification number as a hyperlink that is
assigned to a self-disclosure AFTER it has been accepted by an FAA Inspector. When clicked
on EIR# link navigates the user to read-only screen of “VDRP Self-Disclosure Details Screen”
on page 39

* The SD Title column contains the name assigned to the self-disclosure when first entered
into VDRP application.

= The Notification Date is the date when the Self Disclosure was initially submitted.

e« The Case Closed Date column displays the date that the Initial Notification/Self-disclosure
was closed due to rejection.

= The Status column indicates the reason that the self-disclosures was rejected (Invalid or
Rescinded)

= Submitted By indicates who the original submitted of the Self Disclosure

= The Designator ID column displays the designator code assigned to the certificate holder and
the Submitted By column contains the name of the person who submitted the initial
notification to the FAA.

EIR # SD Title Notification Case Closed Status Submitted Designato

iew Details) Date Date By 1D
2011TEST1234 Bad Specs on Rotary Gurder 4/5/2011 04/M11/2011 INVALID Tommy Callahan ZZDA
2011TEST5678 Errorin Taxi Procedure 21222011 03M8/2011 RESCINDED Travis Bickle Z7DA
2011TEST9012 Aute Pilot Malfunction 7121980 02112011 INVALID Ted Striker Z7DA

Figure 10. Self Disclosure List - REJECTED tab
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Operators certificated under Part 121 or Part 135

Self Disclosure List Screen - New Tab

A New Self-Disclosure refers to all initial notifications that are submitted that are pending
acceptance from an FAA Inspector.

Perform the following steps to view and access functionality for new self-disclosures:
1. Click the View SD List link in the left navigation.

2. Click the ‘New’ tab. The New Self-Disclosures Table displays, listing details about all new
self-disclosures. There are four columns of information defined as follows:

e The 'SD Title' column contains the name assigned to the self-disclosure when first
entered into VDRP.

= The 'Notification Date' column displays the date that was selected by the submitting
official at the time the disclosure was entered into the web based voluntary disclosure
system.

= The 'Next Action' column contains links that allow you to view the current status of a
self-disclosure (the status shown indicates the NEXT sequential step in the completion
of a self-disclosure submission).

= The 'Designator ID' column displays the User ID of the person who submitted the Initial
Notification

3. When a link in the Next Action column is active (clickable, not grayed out), it is an action
that a user is required to perform based on your user type. When a link is active and
clickable, it indicates that it is the next sequential pending action that must be completed
before the submission process can continue. If a link is inactive (grayed out), your user type
is not allowed to access the action. This indicates that there are no pending actions for user
to complete.

4. New Self-Disclosures that are displayed under New tab in Self disclosure List page
= Initial Notification (IN)" stage

= "Initial Notification Response (INR)" stage
= "Initial Notification Response - Under SOM Review (INR)" stage
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5. In Stage 2, Initial Notification Response Stage, INR Stage - SOM Approval is required.

a. Before the Principal Inspector submits the INR stage for Office Manager approval, the

Initial Notification link in the Next Action column is active and clickable by Principal
Inspector under New tab but the same link becomes Inactive and grayed out for Pl once
he/she submits INR stage to Senior Office Manager.

b. User will be navigating to Self disclosure list screen when he/she clicks on View SD List link

displayed in the left navigation. The self disclosure in Initial Notification Response stage
that is submitted by Principal Inspector (PI) and is pending acceptance from Senior Office
Manager (SOM) are displayed under "New" tab in Self Disclosure List screen and those self
disclosures that are approved by Senior Office Manager and navigate to Written Report
stage are displayed under "Open" tab in Self Disclosure List screen.

Self Disclosure List Screen - Open Tab

Open Self-Disclosures refer to all self-disclosures that are submitted that are not complete. The
submission can be at any stage in the process.

Perform the following steps to view and access functionality for open self-disclosures:

1. Click the View SD List link in the left navigation.

2. Click the “‘Open’ tab. The Open Self-Disclosures Table displays, listing details about all new
self-disclosures. There are four columns of information defined as follows:

The "EIR#" column shows the system-generated identification number assigned to a self-
disclosure AFTER it has been accepted by an FAA Inspector (the Initial Notification
Response form must be completed) as a link that displays the Self-Disclosure Details
page for the selected self-disclosure.

The 'SD Title' column contains the name assigned to the self-disclosure when first
entered into VDRP.

The 'Notification Date' column displays the date that was selected by the submitting
official at the time the disclosure was entered into the web based voluntary disclosure
system.

The 'Next Action' column contains links that allow you to view the current status of a
self-disclosure (the status shown indicates the NEXT sequential step in the completion
of a self-disclosure submission).
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= The 'Designator ID' column displays the User ID of the person who submitted the Initial
Notification

3. When a link in the Next Action column is active (clickable, not grayed out), it is an action
that a user is required to perform based on your user type. When a link is active and
clickable, it indicates that it is the next sequential pending action that must be completed
before the submission process can continue. If a link is inactive (grayed out), your user type
is not allowed to access the action. This indicates that there are no pending actions for user
to complete.

4. Open Self-Disclosures that are displayed under open tab in Self disclosure List page
« "Written Report (WR)" stage
= “Written Report Review (WRR)” stage
= "Surveillance (SUR)" stage
= “Inspector Sign off (IS)” stage or
= "Inspector Sign off - Under SOM Review (IS)" stage

5. In Stage 6, Inspector Sign off Stage, IS Stage - SOM Approval is required.

a. Before the Principal Inspector submits the Inspector Sign off stage for Office Manager
approval, the Inspector Sign off link in the Next Action column is active and clickable by
Principal Inspector under Open tab but the same link becomes Inactive and grayed out for
Pl once he/she submits IS stage to Senior Office Manager.

b. User will be navigating to Self disclosure list screen when he/she clicks on View SD List link
displayed in the left navigation. The self disclosure in Inspector Sign off stage that is
submitted by Principal Inspector (Pl) and is pending acceptance from Senior Office
Manager (SOM) are displayed under "Open" tab in Self Disclosure List screen and those self
disclosures that are approved by Senior Office Manager and are Closed or Rescinded are
displayed under "Closed" or "Rejected" tab accordingly in Self Disclosure List screen.

Self Disclosure List Screen - Closed Tab

Closed Self-Disclosures are all self-disclosures that are completed for each of the six stages
(Initial Notification, Initial Notification Response, Written Report, Written Report Review,
Surveillance, and Inspector Sign off).
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Perform the following steps to view and access functionality for all closed self-disclosures:

1. Click the View SD List link in the left navigation.

2. Click the ‘Closed’ tab. The Closed Self-Disclosures Table displays, listing all completed self-
disclosures. There are five columns, defined as follows:

The EIR# column shows the system-generated identification number assigned to a self-
disclosure AFTER it has been accepted by an FAA Inspector (the Initial Notification
Response form must be completed) as a link that displays the Self-Disclosure Details
page for the selected self-disclosure.

The SD Title column contains the name assigned to the self-disclosure when first
entered into VDRP.

The Case Closed Date column displays the date that the self-disclosure was closed. See
“Wait Period of Closed Case within VDRP System and EIS System” on page 31

The Status indicates the current status of the self-disclosure.

The Designator ID column displays the User ID of the person who submitted the Initial
Notification

Self Disclosure List Screen - Rejected Tab

Rejected Self-Disclosures are all self-disclosures that, at the discretion of the designated FAA
Inspector, were not valid self-disclosures and were therefore rejected or rescinded.

Perform the following steps to view and access functionality for all rejected self-disclosures:

1. Click the View SD List link in the VDRP Functions Bar.

2. Click the ‘Rejected’ tab. The Rejected Self-Disclosures Table displays, listing all rescinded/
rejected self-disclosures. There are five columns, defined as follows:

The EIR# column shows the system-generated identification number assigned to a self-
disclosure AFTER it has been accepted by an FAA Inspector (the Initial Notification
Response form must be completed) as a link that displays the Self-Disclosure Details
page for the selected self-disclosure.

The SD Title column contains read only titles.

The Case Closed Date column displays the date that the Initial Notification/Self-Disclo-
sure was closed due to rejection.
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= The Status column indicates the reason that the self-disclosure was rejected (Invalid or
Rescinded).

= The Designator ID column displays the designator code to which the person who submit-
ted the Initial Notification belongs to.

The VDRP Self-Disclosure List page is comprised of several navigational links
Each is defined as follows:

= FAA Navigational links

e Left Navigation links

= FAA Footer links

* FAA Logo

FAA Navigation Links. This area contains links that navigates user from the VDRP application

and allow you to navigate throughout the FAA web site and to other non-VDRP related sites. The
more prominent links include:

= FAA.gov Home, which opens the home page for the FAA website, located at
http://www.faa.gov/

= Home, which returns the user to the VDRP home page.
= Logout, which logs the user out of VDRP and returns to the VDRP logout screen.

« Help, which lauches a new window with online help for VDRP.

Left Navigation Links. This area contains links that navigates user to VDRP Functional links like
create SD, View SD, Add New User, Edit User, Change Password, Change SD Status etc. All these
functionalities are explained in detail under “Additional VDRP Functions” on page 49

FAA Footer Links This area contains links that navigates user to check that the VDRP application
include all the guidelines according to FAA Web Standards. The prominent links include:

= FAA.gov Home link, which navigates user to a US Govt website, located at _http://
www.faa.gov

= Privacy Policy, which opens the home page about the FAA Privacy and Website policy, located
at http://www.faa.gov/privacy/
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= Web Policies & Notices, which navigates user to FAA Web policies and Important Notices,
located at http://www.faa.gov/web_policies

e Contact Us, which navigates user to VDRP help desk contact information.
= Help, which lauches a new window with online help for VDRP.
FAA Logo - Displayed at the top left corner of the screen on each page of VDRP Application.

Also displays “Readers& Viewers” links that navigate user to website, located at
http://www.faa.gov

The Self Disclosure List table displays information about each stage, the required forms for self
disclosure submission process and the responsible person who can access the forms to complete
the process.
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VDRP SELF-DISCLOSURE DETAILS
SCREEN

The Self-Disclosure Details Page is accessible from many different navigational links throughout
the VDRP application. There is a variety of information that is shown on this page and the
information is Read-Only text. This screen is also referred as ‘SD View Only’ screen or in a short
form as “SD Details screen’

When a link in the Next Action column is active (clickable, not grayed out), it is an action that
you are required to perform based on your user type. When user clicks on EIR# link of an active
self-disclosure, he/she is navigated to Self-Disclosure Details screen with active “Next Stage™
link displayed at the top and bottom left corner of the displayed screen. When “Next Stage”
link is clicked, user is navigated to next sequential pending stage that must be completed before
the submission process can continue.

When user clicks on EIR# link of a self disclosure where a link in the Next Action column is

Inactive (grayed out), he/she is navigated to Self-Disclosure Details screen with NO “Next
Stage” link displayed. This indicates that there are no pending actions for you to complete.

SD View Only screen (or SD Details screen)

Below are the details of Read-only text displayed for self-disclosure details or SD View only
screen

= Notification ID

EIR Number

EIR Status

Current Stage

Notification Title
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Initial Notification Details

TESTTAA

Notification 1D
7584

Submitted By
Te 45
cperator
Firgtname Test
145 op or
Lastname

Solf Disclosure Details

Initial Notification

EIR Number EIR Status

2011TEST4012 RESCHDED
Designator ID
TESW

Current Stage
Rescinded

Hotification Title

Voluntary Disclosure Reporting Program - VDRP

Airplane made a hasd landing

Dasignator Hame

145

Home Logout
ViewPrint Halp

Business Concern
Large Bus Sone

Was Alleged Violation Discove

Problem
Days

termine Syste

as the Result of an Aviation Safety Action Program (ASAP) Report
Was Alleged Violation Discovered During Air Carrier Program (ACEF) Evaluation
Did Nen.Compliance Cease after Detection
Is Evaluation Underway to De

Will Writen Report be Submined in 10 Worl

Ho
o
Yes
Yos
Yes

Submined Date
562011

Hame
Contact Information

Hoiffication Mode

Information of the Person Preparing Comprahensive fix:
Ay

Notification Date. Time
Wb aMa1984 1931

BMTM984

DateDiscoverad

Reasan for the delayed natfication
This ewent was discovered whils rev
FOOA data

ng

Description of Alleged Violation

Description of Immediate Action

The airplane landed at an excessive vertical speed,

e event was verified according TO the maintenance manual, and the plane was removed from service for inspection.

Initial Notification Response Details

Traeeriptian of lmmedlat Actan

Initial Notification Response
Is Valid S07  Investigation Commence Date

Explanation for invalid or detayed SO

Inspector Hame  Submined By
Ten Archer

Test 145 Firstname Test 145 Lastname

[ine evens was verificd acserding co the maintensnce matal, snd The plane vas removed from H
=
Comments
=
=

Submitted Dote
2011

Was the delayed notficatian accepted?
Vs
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Written Report Details

Written Report

WHOate  Full Repor
ST Yes

Submitied By Current Version Submimed Date
a5 2801

o 14!

Wiolation Location

WR Version
P Recons Room at Hame Ofce. 1

Reason of incomplete Written Report

First Version Submitied Date

3

2011

Detailed Seil Bisclosure fviclation) Description

Analysis Summary

[Filer aia

Reason why the viclation was inadverien

ware ef

lasding even: bel

Evidence Description

ia

SEVERITY

a
€ Hgh € High
€ Hugh € Moderate
B Moderste B Mode

Cenificate Type Date Occurred  Time Vielatlen Remained Undetected Immediate Action Date
sched air camer 121 &or 135 12 3 9 Months il

Equipment Nircraht Rogistration Numbar
Type-Alrcrakt, Make-BOEING, Model-707, group-T07. HEODK

Immaediate Action Description

Mgl
© Mocerste
| € Leow
| Low

Cempany Hame/Address
HMaiico/13 English Muin Way.
Fradarick MD-21704
Rircraft Serial Humbar
m

Persannel Information
Personnel Type
Imimediate Action

|Phone |
johnny gogglesiiaa gov 2026295232 x101|
Comprehensive Fix [Sohney. Gogglas|jchnny goggles@ias go 2026295332 x101|
Discovred Alloged Violi Wahnery. Goggles johnny gogghs@iaa
g Report Lbahnrry. Goggles johnny gogglesEiaa g |
Monitoring Implementation of Fix{fohnny, Goggles)jchnny. gogglesi@iaa gov 2026293232 x101]

a

- |
FAR Violations
Far Coce [Far Descripton |
121 36TC|EACH ACFT RELEASED TO SVC IS AIRWORTHY AND HAS BEEN PROPERLY MAINTAINED FOR OPERATIONS UNDER THIS PART
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Written Report Review Details

Written Report Review

Designator Comprehensive Fix Status Comprehensive Fix Implementation Deadline Insp Name Insp Code Insp Type
TESW ACCEPT 1171991 Teri TESTTAA POI
Archer
Operation Type Operation Subtype Violation Category Violation Source Problem Category Problem Code Review Date
air carrier - 121 scheduled flight self disc - records/tapes inspections
passenger operations flight
standards
Fix Description SD Identity Accident Type Management Intervention Submitted Date
program/procedures sd sched air no Mo 5/28/2011
-training carrier 121 accident

3 cal Marginal Negligible
© High © High € Moderate © Moderate
€ High € Moderate € Moderate < Low
© Moderate © Moderate & Low < Low

Additional Comments

Surveillance Details

Surveillance

Implemented Was Comprehensive fix changed during the Submitted Date Insp Insp Desi Insp N,
Satisfactory ? implementation? Code Type

Yes MNo 5/28/2011 TESTTAA POI TESW Teri

Archer

Additional Comments
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Inspector Sign-Off Details

Inspector Sign-off

Close Type Submitted Date Inspector Code Inspectorlame Action Description Sanction Description
Closed 5/28/2011 TESTTAA Teri no action
Archer

Reject Reason

2011TESTA012_TESTTAA_5_26_2011_9_32_3 doc
2150-56 Document

WR Version

Written Report Details

The completed and the latest version of Written Report can be viewed in Read-Only format on
“Written Report Details” on page 41

When the FAA Inspector returns the case to the operator for revisions either from Written Report
Review stage or Surveillance stage, a new hyperlink is displayed at the bottom of Written Report
Details section on Self-Disclosure Details Screen.

The hyperlink is in the format of “Written Report Version <version number>". Clicking on this
link will enable the user to view the previous version of Written Report data based on the
version number specified. When user click on the WR Versioning link, a new window pop ups that
contains the previous data of Written Report stage. The previous versions of written report data
will allow the inspector to differentiate with the latest data of Written Report entered by
Operator. This will help the FAA inspector to review and approve the updates done to the case
by regulated entity.
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Certificate Type

ground instructer

Equipment

Type-Component, Make-, Madel-

Immediate Action Description

Yoluntary Disclosure Reporting System - Windows Internet Explorer

Date Occurred  Time Violation R d Und: d I diate Action Date Company Name/Address
217201 1 Cycles [ 217201 Test 135/test street - exc | Test AK-23456
Aircraft Registration Number Aircraft Serial Number

ke ] rete i P IWRPreversi d = EENEIR s

[We fixed it immediately.

Flle Edt Vew Favorites Tools Help

< Faverites @ Woluntary Disclosore Reporting System | | %5 - E) - [ deh - Page~ Safety - Tol

FAR Violations
Far Code|Far Description
10119 |NO PERSON MAY QPEI

Personnel Information
Personnel Type
Immediate Action
Discovered Alleged Violation
Filing Report
Monitoring Implementation of Fix|

&

Comprehensive Fix Prc

Begin Date
2117/2011
Details

We will fix it.

Written Report Version 3

-| Notification ID EIR Number  EIR Status Current Stage Notification Title

Federal Aviation

Administration FAA.gov|

Previous Version Details View/Print

7501 2011TEST4006 CLOSED  Closed
\Written Report

Example Self Disclosure

WR Date Full Report DiscoverDate, Time Submitted By Current Version Submitted Date First Version Submitt
211712011 Yes 21772011 Test User 211712011 211712011

19:26
2

Violation Location
Washington, DC

Reason

Written Report Version 2 —

Written Report Version 1

T R s T

Figure 11. Written

Report versions

44

VDRP User’s Guide



Defining VDRP User Functions

DEFINING VDRP USER FUNCTIONS

This section lists all of the functions available within the VDRP application, and also briefly
defines the functions that are specific to a particular user. All functions accessible to any user
are outlined in this section, and each function sub-section defines the function and gives step
procedures for using the function.

Note: Refer to the designated sections/pages shown in the definitions below to learn how

to use any functions that are not detailed in this section.

There are six stages that must be completed throughout the VDRP self-disclosure submission
process, and within each stage are procedures and functionality that you can use in completing
these stages. The six stages consist of:

“Stage 1: Initial Notification,”is the first stage in submitting a self-disclosure and is
performed by a Regulated Entity (refer to page 98 to learn how to use the functionality
required for completing this stage).

“Stage 2: Initial Notification Response,”(FAA) is the second stage in submitting a self-
disclosure and is performed by an FAA Inspector upon receipt of an Initial Notification (refer
page 109 to learn how to use the functionality required for completing this stage).

“Stage 3: Written Report,”is the third stage in submitting a self-disclosure and is performed
by a Regulated Entity upon receiving approval of the Initial Notification via the Initial
Notification Response (refer to page 121 to learn how to use the functionality required for
completing this stage).

“Stage 4: Written Report Review,” is the fourth stage in submitting a self-disclosure and is
performed by an FAA Inspector upon receiving a Written Report (refer to page 144 to learn
how to use the functionality required for completing this stage).

“Stage 5: Surveillance,”(FAA) is the fifth stage in submitting a self-disclosure and is
performed by an FAA Inspector. The surveillance performed is based on the comprehensive
fix information submitted as part of the Written Report (refer to page 151 to learn how to
use the functionality required for completing this stage).

“Stage 6: Inspector Signoff,” (FAA) is the sixth and final stage in submitting a self-disclosure
and is performed by an FAA Inspector. This is the final approval and sign-off for a self-
disclosure (refer to page 157 to learn how to use the functionality required for completing
this stage).

VDRP User’s Guide 45



Defining VDRP User Functions

There are also several other functions available within the VDRP application, and depending on
your user type, you may or may not have access. These include:

= Create SD is only accessible by a Regulated Entity to complete an Initial Notification for
review by an FAA Inspector.

= View SD List is accessible by any VDRP user and gives the user access to the self-disclosures
that are in New, Open, Closed, and Rejected status.

= Search (Text) is accessible by any VDRP user and enables user to search case based on Ad-
hoc text search with specified fields of complete SD process

= Search Comprehensive Fixes is accessible by any VDRP user and allows user to search for a
fix used for any case based on Ad-hoc text search with specified fields of comprehensive fix

= Update Profile - FAA is accessible by FAA Inspector and allows a user choose email options of
receiving emails and also to change Last Name, First Name, Email, Phone etc that was
specified by an FAA Inspector when a person is added to the VDRP application as a user.

= Update Profile - RE is accessible by Regulated Entity and allows a user choose email options
of receiving emails and also to change Last Name, First Name, Email, Phone etc that was
specified by an FAA Inspector when a person is added to the VDRP application as a user.

= Add New User is only accessible by an FAA Inspector and allows the user to add a new user to
the VDRP application by defining the Name, User Type/Level, Contact Information and the
Title of the person being added as a user. Before adding a new user, check for avoiding
duplicate users is added to this screen

= Edit User is only accessible by an FAA Inspector and allows the user to change the Name,
User Type/Level, Contact Information and the Title of an existing user. This screen is
sortable, filterable and exportable.

= Change Password is accessible by a Regulated Entity or an FAA Inspector, and allows the user
to change the current password designated to them for access to the VDRP application.

= Change SDStatus is accessible by an FAA Inspector and allows the user to reset the case to its
previous stage by editing the case upon entering either EIR Number or Notification ID of a
self-disclosure.

= Rescind Case is accessible by an FAA Inspector and allows the user to rescind the case at any
stage by either entering EIR Number or Notification ID along with the reason for rescinding
the case.
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= Standard Reports are accessible by an FAA Inspector and are primarily used by an Inspector
to compile and analyze self-disclosure detailed information about an initial notification or a
valid self-disclosure.

= Executive Reports are accessible by an FAA Inspector and are displayed in an appealing
manner with additional features to analyze the detailed information of self-disclosure.
These reports are primarily used by an Inspector to compile and save the displayed content
in excel document for future reference.

= General Help is accessible by either a Regulated Entity or an FAA Inspector and opens up a
new window with VDRP Online Help System.

= Feedback is accessible by any VDRP user and allows the user to provide comments and
suggestions about VDRP system via filling in a Customer feedback form.

= Release Notes is accessible by any VDRP user and displays the details of new functionalities
added to VDRP application.

= VDRP User Guide is accessible any VDRP user and opens up a PDF format of VDRP User’s
Guide which help user who wants to use VDRP application for processing self-disclosures.

= VDRP Introduction Guide is accessible by any VDRP user and basically is created for new
users who wants to know how the VDRP application works screen-by-screen.

= VDRP FAQs is accessible by any VDRP user and list the frequently asked questions based on
User type (RE, FAA or Help Desk)
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ADDITIONAL VDRP FUNCTIONS

This chapter gives step procedures and information about all of the other functions within the
VDRP application that are not part of the self-disclosure submission process.

Search (Text)

An FAA Inspector or a Regulated Entity or Help desk administrator can perform text search using
the “Search” function

Search Options

Perform the following steps to perform text search:

1. From any page within the VDRP application, click the “Search” link in the left navigation. The
'VDRP Search' page displays.

Advanced Search

Search within: Between dates:
[+ Self Disclosure Title Begin Date: J"
[ Brief Description 7
End Date: | =2

v Analysis Sumrmary
F [~ Written Report Date
¥ Immediate Action o
[~ Motification Date
v Detailed Summary
& [~ Date Occurred

Show Filter Options

Search

Figure 12. VDRP Search Screen
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o

On VDRP search page, by default basic search options are displayed. Click on “Advanced
Search” link to display additional search options. To restore the basic option, click on '‘Basic
Search' link.

The search criteria for text is based on two categories:
Search within (5 text field from VDRP disclosure submission process)

- Title;

- Brief Description;

- Analysis Summary;

- Immediate Action and
- Detailed Summary.

Between Dates (3 dates fields from VDRP disclosure submission process)

- Written Report Date;
- Notification Date and
- Date Occurred

The 'Show Filter Options' link allows user to apply filters for the search results based on 7
filters. User can click on 'Hide Filter Options' link if he/she chooses not to apply filters. The
applicable filters are as follows:

Carrier filter -> List all the designators, that the user is responsible for (Includes “All FAA
Designators™ option)

FSDO filter -> List the CHDOs, that the user belongs to.

Region filter -> List the region, based on the CHDO that the user belongs to.

Certificate Type filter ->List only those certificates types that are actually included in the
disclosures that the user can see.

FAR code filter -> List only those FAR code that are actually included in the disclosures that
the user can see.

Equipment filter -> List only those equipment type that are included in the disclosures that
the user can see.

Aircraft filter -> List only those models of aircraft equipment that are included in the
disclosures that the user can see.

To apply the filters on search results, check the checkbox next to preferred filter and select
the appropriate option from the filter drop down. Once selection is done, click on 'Search’
button to view the desired results.
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6. Results of text search are displayed in two viewable modes: List View and Grid View

7. Text search based on Basic search link or Advanced search link, restricts the search results to
be displayed according to options the user choose while searching.

Basic Search (Text)

Perform the following steps to perform Basic Text search:
1. On VDRP search page, user will be able to perform basic search, as a default.

2. Click on 'Search' button without selecting any of the check boxes provided for 'Search within'
and 'Between Dates' categories, an alert message is displayed as 'Please check at least one
field or date to search by'

3. To perform basic text search, click on 'Search' button after typing the “text/word” user
wants to search in the text box provided and selecting any one or more of the check boxes
listed in 'Search within' category appropriate for desired search. Check that the search results
find occurrences of the complete word typed by the user in the categories selected. See
Figure 13 on page 51

TEST
Advanced Search

Search within: Between dates:

[ Self Disclosure Title Begin Date: -~
[~ Brief Description ,
End Date: | =

v Analysis Summary
= [~ Written Report Date

[~ Immediate Action o
[~ Motification Date
Detailed Summary
& ! [~ Date Occurred

Show Filter Options

Search

Figure 13. Basic Text Search - ‘Search within’ Category

4. To view self disclosures between any specified dates, click on 'Search' button after selecting
any dates check boxes and entering the begin date and end dates in the text boxes provided
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via clicking on 'Calendar’ icon. Check that the search results displays list of self disclosures
that belong to the date range specified. See Figure 14 on page 52

Advanced Search

Search within: Between dates:
[~ Self Disclosure Title Beqin Date |1_.f1_.f2[mg =
[~ Brief Description §
End Date: |1"1-"201U >

[ Analysis Summary o
[ Written Report Date

[~ Immediate Action
[~ Motification Date

[ Detailed Summary
[ Date Occurred

Show Filter Options

Search

Figure 14. Basic Text Search: ‘Between Dates’ category

5. If there are no cases within the specified search, the text “No results” is displayed in search
results.

6. Once the search is done, the search results are displayed in List view as default. If user wish
to see the Grid View, he/she needs to click on 'Grid' link displayed at the top of search results
section. User can view the results back in List View by clicking on “List” link.

7. List link and Grid link are separated by a Pipe symbol (]) at the top of search results section

Advanced Search (Text)

Perform the following steps to perform Advanced Text search:

1. On VDRP search page, click on “Advanced Search” link and new section with additional
search options are displayed under 2 sub-sections
= Find cases that have

- All of these words;
- The exact phrase;
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- At least one of these words;

e Exclude cases that have

- Any of these unwanted words;

2. When user wants to use the option, All of these words, the search results will display
searches for instances that contain all of the words user has specified in each of the three
text boxes provided, but not necessarily in the order they typed.

3. When user wants to use the option, The exact phrase, the search results will display
searches for the entire string of characters, including spaces, in the same order in which they
appear in the text box.

4. When user wants to use the option, At least one of these words, the search results will
display searches for any instances of at least one of the words typed in each of the three of
text boxes provided for this option.

5. When user wants to exclude cases with unwanted words, the search results will display
searches for any instances that do not contain the words typed in three of the text boxes
provided for this option.

6. Click on 'Search' button without checking any of the check boxes provided for 'Search within'
and 'Between Dates' categories, an alert message is displayed as 'Please check at least one
field or date to search by'

7. To perform search with advanced options, click on 'Search' button after typing the “text/
word” user wants to search in the text boxes provided and selecting/deselecting any one or
more of the check boxes listed in 'Search within' category appropriate for desired search.
Check that the search results find occurrences of all the words typed by the user in the
categories selected.

8. To view self disclosures between any specified dates with advanced search options, click on
'Search’ button after checking any dates check boxes and entering the begin date and end
dates in the text boxes provided via clicking on 'Calendar' icon. Check that the search results
displays list of self disclosures that belong to the date range specified. See Figure 15 on
page 54
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Bazic Search

| o

or| |

| or]

Betwaen dotes:

Bugin Date [V2008 | 2P
0

Figure 15. Advanced Text Search screen

9. Once the search is done, the search results are displayed in List view as default. If user wish
to see the Grid View, he/she needs to click on 'Grid' link displayed at the top of search results
section. User can view the results back in List View by clicking on “List” link.

10. List link and Grid link are separated by a Pipe symbol (]) at the top of search results section.

List View (Text Search)

Perform the following steps to view the results in 'List View' mode:

1. From any page within the VDRP application, click the “Search” link in left navigation Bar. The
'VDRP Search' page displays.

2. On VDRP search page, all the check boxes under 'Search within' category are selected by
default.

3. To do the text search, type the word in the text box provided and click on 'Search' button.
For more precise searches, click on Advanced search.

4. Search results are displayed in “Results” section and displays the list of all the self
disclosures that match the search criteria. The first record is the most relevant match of the
search done, the second the next most relevant and so on down the list
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5. Search Results in List view includes the following information. SeeFigure 16 on page 55:

= SD Title Name: The first line is the title of the case which is hyper linked. When

clicked, a new window opens up with SD details screen.
= Status: Displays the status of the case.

« Snippet: Below the status is the actual excerpt or a small portion of '‘Brief Description'

of the case.

= Hover links: These 3 mouse-over links are divided by a vertical bar (]) and displays a
portion of information when the user moves or “hovers” the cursor over these links.The
field are as follows: Analysis Summary; Immediate Action and Detailed summary of the

case.

= Relevancy score: Displays the results that are sorted with highest rank at the top.

Results

View Results as | Grid

1. Test VDRP Self Disclosure

Status: Inspector Signoff - Under SOM Review

Ansly

ummary | Immediste Action | Detsiled Summary
le Score: 212

2 VDRP Test Self Disclosure

Status: Initial Notification

Summary | Immediste Action | Detsiled Summry

3. VDRP Test Self Disclosure

Status: Closed

ummary | Immediate Action | Detailed Summary

4. VDRP Test Self Disclosure w/o DelayReason
Status: Inspector Signoff

VDRP Test violation

ummary | Immediate Action | Detailed Summary

5. test
Status: Inspector Signoff - Under SOM Review
test

ummary | Immediste Action | Detsiled Summary

6. Test Self Disclosure New
Status: Closed

apparent violation
ummary | Immediste Action | Detsiled Summary

Page 10of 1

@ Voluntary Disclosure Reporting System - Window... =ty X

O@v ‘@J http://avra.. ¥ ‘ @‘ 4 | X H/J Google P~
File Edit View Favorites Tools Help
&~
o.¢ Favorites | 5 €| Suggested Sites ¥ ¥ Google *§ Gmail
»

@ Voluntary Disclosure Repor...

’-oi\“ Home ~

Woluntary Disclosure

Reporting Program TESTSEA

Self Disclosure Details
Self Disclosures
P View SD List
b Search

b Search Comp. Fixes

b Standard Reports 7505
b Executive Reports
b Rollup/Uploaded Reports

Initial Notification

A dministration
b Update Profile
P Add New User Test User Yes
b Edit User

< [

Notification ID EIR Number EIR

Voluntary Disclosure Re

Current Stage Nc

Reports Status
2011TEST4011 OPEN

InspectorSignoff Te

Submitted By  Submitter found in WEBOPSS 119 list? Desi

RGI#

3

-

m

Q Internet | Protected Mode: On

fo v %U100% v

Figure 16. Text Search - List View

6. List link and Grid link are separated by a Pipe symbol (]) at the top of search results section

and user can toggle between the links to view the results in any of the desired modes.
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7. Pagination is displayed in the format “Page <first page> of <total pages>" at the top and
bottom of search results section. Check that on each page of search results, 20 records are
listed.

8. To navigate to previous pages, click on << link (previous page link).

9. To navigate to next pages, click on >> link (next page link).

Grid View (Text Search)

Perform the following steps to view the results in 'Grid View' mode:

1. From any page within the VDRP application, click the “Search” link in left navigation bar. The
'VDRP Search' page displays.

2. On VDRP search page, all the check boxes under 'Search within' category are selected by
default

3. To do the text search, type the word in the text box provided and click on 'Search’ button.
For more precise searches, click on Advanced search.

4. Search results are displayed in “Results” section and displays the list of all the self
disclosures that match the search criteria.

5. Click on “Grid” link displayed next to “List” link at the top of “Results” section to navigate to
“Grid View” mode.

6. Search Results in Grid view are displayed as columns. The columns displayed are as follows:

= EIR: Displays the EIR number of the case and is hyper-linked. When clicked, a new win-
dow opens up with SD details screen. If no EIR number is assigned to the case, check
that the link is named as 'Not Yet Assigned' When clicked, a new window opens up with
SD details screen. If the case is Rejected/Invalid, check that the link is named as 'N/A'
link. When clicked, a new window opens up with SD details screen.

= Title: Displays the SD Title of the case.
e Status: Displays the status of the case.

= Brief Description: Displays the text entered in 'Briefly describe apparent violation' field
on 'Violation' tab (First tab in Stage 1)
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= Analysis Summary: Displays the text entered in 'Summary of Analysis' field on 'Analysis'

tab (Fifth tab in Stage 3)

= Immediate Action: Displays the text entered in 'Description of Immediate Action' field
on 'Action’ tab (Fourth tab in Stage 3)

e Detailed Summary: Displays the text entered in 'Provide a detailed summary of the vio-
lation' field on 'Summary' tab (Third tab in Stage 3)

= WR Date: Displays Written Report Date displayed in 'General' tab (First tab in Stage 3)

= Notification Date: Displays Notification date entered in 'Violation' tab (First tab in

Stage 1)
e Date Occurred: Displays Date Occurred entered in 'Description’ tab (Second tab in
Stage 3)
& Voluntary I)isclosul; Reparting System - Window... |@
e ee—— i
C)-:) @) hip/java.. = B 4 | X I;-' Google ) Po-
.File Edit View Favorites TOU?HElp |
X ?‘o -
Favarites | 75 | Suggested Sites ¥ | Google 1 Gmail ”
| @ Voluntary Disclosure Repor.. & Home ~ ”
Results S Waluntary Disclosure Reporting Program — VDRR i '

View Resulls as. List

Solf Disclosure Details

Matifienticn 10 EIR Numbar  EIR Currant Stnge  Nesifieation Titls
Stntus
F0VITESTA005 OPEN Wiitten Faport  Test VDRF Case

Initial Notification

d By Designater 0 Designator Home B
TESW Tesz 15

4 L1l b

9 Internet | Protected Mode: On tp ~ *L100% -

Analysls Summary lmmediste Action Detailed Summary WR Dato

Tast] Tastd
Tastd Tastd

shonina Zsidasd date

Dt Decurrod

Figure 17. Text Search - Grid View

7. The 'Show Field Display Options' link displayed at the top of “Results” section for “Grid”

view, allows user to select and de-select columns to be displayed on this view.

8. After selecting few check boxes from display options, click on 'Update’ button to check if the
selected columns are displayed in the “Grid” view.
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10.

11.

12.

13.

User can click on 'Hide Field Display Options' link to hide the column check boxes from
choosing.

“List” link and “Grid” link are separated by a Pipe symbol (]) at the top of search results
section and user can toggle between the links to view the results in any of the desired modes.

Pagination is displayed in the format “Page <first page> of <total pages>" at the top and
bottom of search results section. Check that on each page of search results, 20 rows are
listed.

To navigate to previous pages, click on << link (previous page link).

To navigate to next pages, click on >> link (next page link).
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Search Comprehensive Fixes

An FAA Inspector or a Regulated Entity or Help desk administrator can perform comprehensive
fix search using the “Search Comp. Fixes” function

Search Options

Perform the following steps to perform comprehensive fix search:

1. From any page within the VDRP application, click the “Search Comp. Fixes” link in left
navigation. The 'VDRP Comprehensive Fix Search' page displays.

Advanced Search

Search within: Between dates:
¥ Comprehensive Fix Name Begin Date: l— -
I~ Comprehensive Fix Details End Date: l— ;.J
Fixes that are cocuming for any amount of time during this
specified date range will be retrigvad in the search results.

Zhow Filter Options

Search

Figure 18. VDRP Comprehensive Fix Search Screen

2. On VDRP Comprehensive Fix Search page, by default basic search options are displayed. Click
on “Advanced Search” link to display additional search options. To restore the basic option,
click on 'Basic Search' link.

3. The search criteria for text is based on two categories:

= Search within (2 text field from VDRP Comprehensive Fixes details)

- Name
- Description
Between Dates
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- Between Dates of Begin and End date of a comprehensive fixes. Search results for
all those fixes occurring in specified date range are displayed.

4. The 'Show Filter Options' link allows user to apply filters for the Comprehensive Fix search
results based on 7 filters. User can click on 'Hide Filter Options' link if he/she chooses not to
apply filters. The applicable filters are as follows:

= Carrier filter -> List all the designators, that the user is responsible for (Includes “All FAA
Designators™ option)

= FSDO filter -> List the CHDOs, that the user belongs to.

= Region filter -> List the region, based on the CHDO that the user belongs to.

= Certificate Type filter ->List only those certificates types that are actually included in the
disclosures and matching the comprehensive fix searched for.

= FAR code filter -> List only those FAR code that are actually included in the disclosures and
matching the comprehensive fix searched for.

= Equipment filter -> List only those equipment type that are included in the disclosures and
matching the comprehensive fix searched for.

= Aircraft filter -> List only those models of aircraft equipment that are included in the
disclosures and matching the comprehensive fix searched for.

5. To apply the filters on search results, check the checkbox next to preferred filter and select
the appropriate option from the filter drop down. Once selection is done, click on 'Search’
button to view the desired results.

6. Results of Comprehensive fix search are displayed in two viewable modes: List View and Grid
View

7. Comprehensive Fix search based on Basic search link or Advanced search link, restricts the
search results to be displayed according to options the user choose while searching.

Basic Search (Comprehensive Fix)

Perform the following steps to perform Basic comprehensive fix search:

1. On VDRP Comprehensive Fix Search page, user will be able to perform basic search, as a
default.
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2. Click on 'Search' button without selecting any of the check boxes provided for 'Search within'
and 'Between Dates' categories, an alert message is displayed as 'Please check at least one
field or date to search by’

3. To perform basic comprehensive fix search, click on 'Search' button after typing the “text/
word” user wants to search in the text box provided and selecting any one or more of the
check boxes listed in 'Search within' category appropriate for desired search. Check that the
search results find occurrences of the complete word typed by the user in the categories
selected.

Voluntary Disclosure Reporting Program -- VDRP

TESTSEA Home Logout
VDRP Comprehensive Fix Search Help
FOQA
Advanced Search
Search within: Between dates:
[+ Comprehensive Fix Name Begin Date —
¥ Comprehensive Fix Details End Date l— 2

Fixes that are occuming for any smount of time during this
specified date range will be retrisved in the search results.
Show Filter Options

Search

Figure 19. Basic Comprehensive Fix Search - ‘Search within’ Category

4. To view fixes between any specified dates, click on 'Search’' button after selecting any dates
check boxes and entering the begin date and end dates in the text boxes provided via clicking
on 'Calendar" icon.

5. Check that the search results for dates displays all the fixes that are occurring for any
amount of time during the specified date range and retrieves all fixes that have end dates
greater than entered 'Begin Date' and begin dates less than entered 'End Date'.

6. User can enter just the 'Begin Date' text box and click on 'Search' button to retrieve all the
fixes whose end dates occurred AFTER the specified begin date.

7. User can enter just the 'End Date' text box and click on 'Search' button to retrieve all the fixes
whose begin dates occurred BEFORE the specified end date.
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Voluntary Disclosure Reporting Program — VDRP
TESTSEA Home
VDRP Comprehensive Fix Search

Logout
Help

Advanced Search

Search within: Between dates:
[~ Comprehensive Fix Name Begin Date: |1.i112011 -2
[~ Comprehensive Fix Details EndDate:  [222012 =

Fixes
spacif

Show Filter Options

Search

Figure 20. Basic Comprehensive Fix Search: ‘Between Dates’ category

8. If there are no cases within the specified search, the text “No results” is displayed in search

results.

9. Once the search is done, the search results are displayed in List view as default. If user wish
to see the Grid View, he/she needs to click on 'Grid' link displayed at the top of search results

section. User can view the results back in List View by clicking on “List” link.

10. List link and Grid link are separated by a Pipe symbol (]) at the top of search results section

Advanced Search (Comprehensive Fix)

Perform the following steps to perform Advanced Text search:

1. On VDRP Comprehensive Fix search page, click on “Advanced Search” link and new section

with additional search options are displayed under 2 sub-sections

* Find fixes that have

- All of these words;
- The exact phrase;
- At least one of these words;

« Exclude fixes that have
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10.

11.

- Any of these unwanted words;

When user wants to use the option, All of these words, the search results will display
searches for instances that contain all of the words user has specified in each of the three
text boxes provided, but not necessarily in the order they typed.

When user wants to use the option, The exact phrase, the search results will display
searches for the entire string of characters, including spaces, in the same order in which they
appear in the text box.

When user wants to use the option, At least one of these words, the search results will
display searches for any instances of at least one of the words typed in each of the three of
text boxes provided for this option.

When user wants to exclude cases with unwanted words, the search results will display
searches for any instances that do not contain the words typed in three of the text boxes
provided for this option.

Click on 'Search' button without checking any of the check boxes provided for ‘Search within'
and 'Between Dates' categories, an alert message is displayed as 'Please check at least one
field or date to search by’

To perform search with advanced options, click on 'Search’ button after typing the “text/
word” user wants to search in the text boxes provided and selecting/deselecting any one or
more of the check boxes listed in 'Search within' category appropriate for desired search.
Check that the search results find occurrences of all the words typed by the user in the
categories selected.

To view fixes between any specified dates, click on 'Search' button after selecting any dates
check boxes and entering the begin date and end dates in the text boxes provided via clicking
on 'Calendar" icon.

Check that the search results for dates displays all the fixes that are occurring for any
amount of time during the specified date range and retrieves all fixes that have end dates
greater than entered 'Begin Date' and begin dates less than entered 'End Date'.

User can enter just the 'Begin Date' text box and click on 'Search' button to retrieve all the
fixes whose end dates occurred AFTER the specified begin date.

User can enter just the 'End Date' text box and click on 'Search’ button to retrieve all the fixes
whose begin dates occurred BEFORE the specified end date.
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12.

13.

Voluntary Disclosure Reporting Program — VDRP
TESTSEA Home Logout
VORP Comprenensre Fix Search Help

=4 = |
."{l '."’l

Search within: Detween dates:
L Bogin Oate: [Ty &
enovae. [amonz o

Figure 21. Advanced Comprehensive Fix Search screen

Once the search is done, the search results are displayed in List view as default. If user wish
to see the Grid View, he/she needs to click on 'Grid' link displayed at the top of search results
section. User can view the results back in List View by clicking on “List” link.

List link and Grid link are separated by a Pipe symbol (]) at the top of search results section.

List View (Comprehensive Fix)

Perform the following steps to view the results in 'List View' mode:

1.

From any page within the VDRP application, click the “Search Comp. Fixes” link in left
navigation Bar. The 'VDRP Comprehensive Fix Search' page displays.

On VDRP Comprehensive Fix search page, all the check boxes under 'Search within' category
are selected by default.

To do the comprehensive fix search, type the word in the text box provided and click on
‘Search' button. For more precise searches, click on Advanced search.

Search results are displayed in “Results” section and displays the list of all comprehensive
fixes that match the search criteria.
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5. The first record is the most relevant match of the search done, the second the next most

relevant and so on down the list

6. Search Results in List view includes the following information.

Fix Name: Displays the name of the

fix

Status: Displays the status of the case.
Fix Dates | Person Responsible: Displays the name of responsible person and fix dates

(Begin and End dates of the fix)

Snippet: Below the fix dates is the actual excerpt or a small portion of 'Details' of the

comprehensive fix.

SD Title link: Displays the title of the case which is hyper linked. When clicked, a new
window opens up with SD details screen.

Relevancy score: Displays the results that are sorted with highest rank at the top.

@ Voluntary Disclosure Reporting System - Window.. E‘M

@ Voluntary Disclosure Repor... £ Home v

@@U‘@J http://avra... " @| ‘1“)’\ H £ Google P~
File Edit View Favorites Tools Help
&~
.7 Favorites | 7 @] Suggested Sites ¥ * Google | Gmail 7
»

Results
View Results as | Grid

W@anced FOQA Review and Pilot Retlain@
SD Status: Closed
Fix Dates: 01/01/1330 - 01/014/4991 | Person Responsible: Gogales Johnny
FOQA data will be reviewed weekly and all pilots will be retrained with hard landin
Ex 3

Discovered Alleged Violation  lJohnny, Goggles johnny_goggles@faa gov 2026299232 x101
Filing Report Johnny, Goggles|johnny.goggles@faa.gov2026299232 x101
Monitoring Implementation of Fix\Johnny, Goggles johnny.goggles@faa.gov 2026299232 x101

Comprehensive Fix Proposal:
Step Title

Enhanced FOQA Review and Pilot Retraining

Begin Date End Date Name

1/1/1990 1171991 Goggles Johnny
Details

FOQA data will be reviewed weekly and all pilots will be retrained with hard landing procedures

4 L) b

@ Internet | Protected Mode: On fpy H100% v

Figure 22. Comprehensive Fix Search - List

View
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10.

List link and Grid link are separated by a Pipe symbol (]) at the top of search results section
and user can toggle between the links to view the results in any of the desired modes.

Pagination is displayed in the format “Page <first page> of <total pages>" at the top and
bottom of search results section. Check that on each page of search results, 20 records are
listed.

To navigate to previous pages, click on << link (previous page link).

To navigate to next pages, click on >> link (next page link).

Grid View (Comprehensive Fix)

Perform the following steps to view the results in 'Grid View' mode:

1.

From any page within the VDRP application, click the “Search Comp. Fixes” link in left
navigation bar. The 'VDRP Comprehensive Fix Search' page displays.

On VDRP Comprehensive Fix search page, all the check boxes under 'Search within' category
are selected by default

To do the comprehensive fix search, type the word in the text box provided and click on
‘Search'’ button. For more precise searches, click on Advanced search.

Search results are displayed in “Results” section and displays the list of all the self
disclosures that match the search criteria.

The 'Show Field Display Options' link displayed at the top of “Results” section for “Grid”
view, allows user to select and de-select columns to be displayed on this view.

After selecting few check boxes from display options, click on 'Update’ button to check if the
selected columns are displayed in the “Grid” view.

User can click on 'Hide Field Display Options' link to hide the column check boxes from
choosing.

Search Results in Grid view are displayed as columns. The columns displayed are as follows:

= Fix Name: Displays the name of comprehensive fix.
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= Details: Displays the details of the fix.

= SD Title: Title of self disclosure to which the fix belongs to

e SD Status: Displays the status of the self disclosure.

= Begin Date: Displays the begin date of the comprehensive fix.

= End Date: Displays the end date of the comprehensive fix.

« Person Responsible: Displays the name of the person who entered the fix.

= WR Date: Displays Written Report Date displayed in 'General' tab (First tab in Stage3)

& Voluntary Disclosure Reporting System - Window_. S50 (= HH

—,
ool 9_ avra... '| 1 | X} } Google 2o
File Edit View Favorites Tools Help
x @

Favorites | 5 8| Suggested Sites * | Google ¥ Gmail

& Voluntary Disclosure Repor... i Home =

Resuits
View Reselts as Comprehensive Fix Proposal;
TStep Title

Enhnced FOQA Rivew and Pio

g Internet | Protected Mode: On 3 L 100% ~

Fix Nama Datalls L 50 Tilp =50 Status Bagin Date End Date Parson Responsible WR Date

10171591 Goggles Johnay 04262011

Eshanced FDOA Rpviaw and Filot Retraming FOCA 458 will 53 raviswsd waskly and al piiats will B4 ralrained wath hard |ansing procaduras Arpians mada 8 han Landing

Figure 23. Comprehensive Fix Search - Grid View

9. “List” link and “Grid” link are separated by a Pipe symbol (]) at the top of search results
section and user can toggle between the links to view the results in any of the desired modes.

10. Pagination is displayed in the format “Page <first page> of <total pages>" at the top and
bottom of search results section. Check that on each page of search results, 20 rows are
listed.

11. To navigate to previous pages, click on << link (previous page link).

12. To navigate to next pages, click on >> link (next page link).
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UPDATE PROFILE - FAA

An FAA Inspector can update profile information using the Update Profile function.

Perform the following steps to define/update your VDRP profile:

1.

10.

Log into VDRP as FAA (Pl or Backup PI or SOM) with valid user name and password.

From any page within the VDRP application, click the “Update Profile” link in the left
navigation. The 'Update Profile' page displays.

In the fields provided, specifies your 'Last Name', 'First Name','E-mail Address','Phone
Number/Extension' and 'Job Title' as you want them defined in your VDRP application profile.

There are 2 radio button options (Yes or No) displayed for the field 'Would like to receive
Emails? for FAA read only user if he/she wishes to receive email notifications or not to
receive them.

For Principal Inspector, the default selection of field 'Would like to receive e-mails?' is “Yes”
and email options are checked (except the reminder pending option)

For FAA (Backup Pl or SOM), the default selection of field 'Would like to receive e-mails? is
“No”” and email options are unchecked.

For FAA (Read Only), the default selection of field *‘Would like to receive e-mails?’ is “No”
and email options are unchecked. Before changing the receive emails to “Yes”, read only
user needs to ensure that they are properly assigned to CHDO by contacting PI or help desk.

If “No” radio button is selected for field 'Would like to receive e-mails?, user will not be
receiving any of the email notifications and the email options will be hidden.

If “Yes” radio button is selected for field 'Would like to receive e-mails?, user will be
receiving email notifications and email options will be displayed.

The email options displayed for FAA (Pl or Backup Pl or SOM) when 'Yes' radio button is
selected are:

= Notification on the submission of each stage.
< Notification for new self disclosures
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< Reminder for Pending cases after “x” days
= Notification when cases are closed.

Note: FAA (Read Only) user do not have reminder of pending cases option.

11. Four email options [as specified in Step 9] are displayed for FAA (Pl or Backup PI or SOM) user
with following user levels:

= Principal Inspectors

= FAA - Read/Edit/Create
= FAA - Read/Edit
 FAA-SOM

= FAA - Backup SOM

12. If FAA (PI or Backup Pl or SOM) user wants to receive e-mail notifications at the submission of

each stage, then he/she needs to check the check box for ‘Notification on the submission of
each stage'.

Federal Aviation FAA.gov Homa
Administration

Volurmtary Disclosure Reporing Program - VDRP
TESTSEA

Update Profie

figlaz, mven chck Save Paga

[Dee

[otm

[sts30dip@tan gov

Ext

F B I ]
8 =xp==z =

Figure 24. Update Profile - FAA
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13. If FAA (PI or Backup PI or SOM) user wants to receive e-mail notifications whenever a new
case is created by regulated entity, then he/she needs to check the check box for
‘Notification for new self disclosures'.

14. If FAA (P1 or Backup Pl or SOM) user wants to receive pending e-mail notifications for all those
cases that has been pending for “x” number of days, he/she needs to do the following:

« Check the check box of reminder pending case option

= Enter a valid integer for number of days to receive pending email notification for spec-
ified number of days.

15. The 'User Type' and 'User Level' fields are derived from your Login ID and are not editable.
They determine your access privileges within the VDRP application.

16. Click Save to confirm your entries. To retain your previous profile without saving any changes
you made, click Cancel before you click Save.

17. Without any changes, Save button stays on same page when clicked and Cancel button
navigates to self disclosure list screen
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UPDATE PROFILE - RE

A Regulated Entity can update profile information using the Update Profile function.

Perform the following steps to define/update your VDRP profile:

1.

10.

Log into VDRP as Regulated Entity user with valid user name and password.

From any page within the VDRP application, click the “Update Profile” link in the left
navigation. The 'Update Profile' page displays.

In the fields provided, specifies your 'Last Name', 'First Name','E-mail Address','Phone
Number/Extension' and 'Job Title' as you want them defined in your VDRP application profile.

There are 2 radio button options (Yes or No) displayed for the field 'Would like to receive
Emails? for FAA read only user if he/she wishes to receive email notifications or not to
receive them.

The default selection of field 'Would like to receive e-mails? is “Yes” for RE User.

If “No” radio button is selected, user will not be receiving any of the email notifications and
the email options will be hidden.

If “Yes” radio button is selected, user will be receiving email notifications and email options
will be displayed.
The one email option displayed for RE user when 'Yes' radio button is selected is:

= Reminder for Pending cases after “x” days
One email option [as specified in Step 8] is displayed for Regulated Entity with following user
levels:

* RE - Read Only user
e RE - Read/Edit user
e RE-119 user

If an RE User wants to receive pending e-mail notifications for all those cases that have been
pending for a given number of days, the inspector needs to to do the following:
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« Check the check box of reminder pending case option

= Enter a valid integer for number of days to receive pending email notification for spec-
ified number of days.

Voluntary Disclosure Reporting Program -- VDRP
Self Disclosure TESTRE2 Home Logout

* View SD List Update Profile View/Print Help
+ Search
+ Search Comp. Fixes * Indicates a required field

Reports Complete the following fields, then click Save Page:
+ Data Extract Report

Administration
+ Update Profile Last Name* |Doe
+ Change Password

Documents First Name® IJSHE
* VDRP User Guide
+ VDRP FAQs Email* [afs230-vdip@faa.gov
x: userid@company.com
Phaone | Ext |
Job Title |
Would like to receive Emails?* @ Yes (= Mo

[ Reminder for pending cases after days

User Type Regulated Entity
User Level Regulated Entity (Read/Edit)
Save Cancel

Figure 25. Update Profile - RE

11. The 'User Type' and 'User Level' fields are derived from your Login ID and are not editable.
They determine your access privileges within the VDRP application.

12. Click Save to confirm your entries. To retain your previous profile without saving any changes
you made, click Cancel before you click Save.

13. Without any changes, Save button stays on same page when clicked and Cancel button
navigates to self disclosure list screen
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ADD NEW USER

A designated FAA Inspector can set up new users within their VDRP application using the Add
New User function.

Perform the following steps to add a new user:

1. From any page within the VDRP application, click the Add New User link in the left
navigation.

The Add New User page displays (Figure 26).

Federal Aviation FAA.gov Home

Administration

Voluntary Disclosure Reporting Program — VDRP
ESTSEA Home Logout
.dd New User Help

Voluntary Disclosure
Reporting Program

Self Disclosures

® View SD List

* Search

* Search Comp. Fixes

indicates a Required Field

Reports
* Standard Reports

* Executive Reports

* Rollup/Uploaded Reparts
* Data Extract Repart

ertificate Holding Offfice belonging to FAR 121 or 135 shall create Senior Office Manager.

efore you create the new user, Click here to check if he/she already exists in the system.

ew User D*
Administration

* update Profile
® Add New User

* Edit User

* Change Password
* Change SDStatus
® Rescind Case

UserlD for RE = Designatai ) + User Initials [¥XX) (ex: DALARXY)

UserlD for any FAA u. & g

ser Typs* I E|

ser Lever [ El
el esignator In* I E|
Fsoriing =+ Indicates the WEBOPSS sssigned Designator fo logged-n User
assword —
onfirm Password* —
ast Name=
S Fist Name* —

Email* ‘

* Releass Hotes

Documents
* VDRP Usar Guida
® Introduction Guide
* VDRP FAQs

e userid@compzny.com

Phone e[

Job Title ‘

Active User?* = Yes ¢ No

save | Cancel

Figure 26. Add New User Page
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10.

Before creating a new user, Pl (any user who has a privilege to add a new user) can check if
the new user he/she wants to add, already exists in the system.

Checking already existing users in system avoids creating “Duplicate User” into VDRP. To
find already existing users in the system, Refer to “Check Duplicate Users” on page 75

Type a unique identifier in the New User ID field. This is the users login ID.Click the drop-
down arrow in the User Type field and select the type of user you want to apply to the person
being added.

Type a unique identifier in the User ID field. This is the user's login ID.

When adding an FAA User to the system, the User’s AVS Login ID should be used as the User ID.
When adding a Regulated Entity to the VDRP system it is recommended that for user being
assigned to represent a certificate holder having a 4 or 5 character certificate identifier (e.g.
AALA for American Airlines), should use the certificate identifier, followed by the individual’s
initials. Thus, if Jim Johnson is being entered into the system as a representative for AALA,
his User ID would be: AALAJJ

Click the drop-down arrow in the User Type field and select the type of user you want to
apply to the person being added. There are two choices: Federal Aviation Administration or
Regulated Entity.

If user selects Regulated Entity as the User Type, click the drop-down arrow in the User
Level field and select the access privilege level (Read Only and Read/Edit) he/she want to
apply to the new user being added.

If 119 Regulated Entity user needs to be added, then click the drop-down arrow in the User
Level field and select the access privilege level (119 User) he/she want to apply to the new
119 user being added.

If user selects Federal Aviation Administration as the User Type, click the drop-down arrow
in the User Level field and select the access privilege level he/she want to apply to the new
user being added (Read Only, Read/Edit, Manager(Read Only), Read/Edit/Create, Senior
Office Manager, Senior Office Manager - Backup)

If User Level selected for Federal Aviation Administration User Type is either ‘Read Only’ or
‘Read/Edit’ or “‘Manager(Read Only)’ or ‘Read/Edit/Create’ options, click the drop-down in
the “Designator ID” field and select the airline based on which the new FAA inspector will be
assigned to work for regulated entities belonging to only that particular airline.

Note: For User Level ‘Senior Office Manager’ and ‘Senior Office Manager - Backup’, navigate
to “Add New (SOM) User” on page 78
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11. Specify a password for the person you are adding in the Password field. This is the user's
password, and can be changed once the user logs in for the first time. Re-type the password
in the Confirm Password field

12. Type the Last Name, First Name, Email, Phone, Extension and Job Title for the user you are
adding.

13. If you want the person you are adding to have access to the system, click Yes in the Active
User? field. Otherwise, click No.

14. Click Save to confirm your entries and Cancel navigates to self disclosures list.

The user is now added to your VDRP application, and with the specified User ID and password,
can successfully log into the application.

Check Duplicate Users

On Add New User screen, a link is provided to find already existing user in VDRP application.

The purpose of this link is to allow the Principal Inspector (or User ID creator) to check for
possible duplicates user before creating a new User ID.

Perform the following steps on how to find duplicate users or already existing users:

1. On Add New User screen, click on the link “here” displayed in blue color just above the text
box to enter the New User ID.

2. Once clicked on “here” link, user is navigated to 'Check For Duplicate Users’ screen.
3. User can check for duplicate users by clicking on 'Search’ button after entering data into at

least one of the three fields displayed below:

e |ast Name or
e  First name or
e E-mail ID

4. Based on the results, Principal Inspector (or any User ID creator) can determine if the user he
wants to create is already in the system or not.
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5. If User ID creator finds the user already exists in the system, he/she can activate the old user
instead of creating a new user.

6. If the User ID creator finds that the user that he/she wants to create does NOT exist in the
system, then they can go ahead and create/add a new User.

Fodaeral Aviation FAA.gov Home
Administration

Voluntary Disclosure Reporting Frogram - VORP
TESTSEA Home
Add New User

Before you ciwate the new user, Clickersto check if he'she already exists in the system.

n Vimiiary TRaciomun Roporing Program — VIR
. TESTSEA

Uade Tysa® [ ctsock for Dupticate users
Bk Eni 2 atieast one of the felds betow, and click on Search bultan
agratnr €
Help 5
a3
lam —
Email I | Search |

* User™ & Yes ¢~ No

Save Canasl

Figure 27. Check Duplicate Users
7. Once the search is complete, a list of existing users matching the search data for a given
input are displayed in following columns:
e UserID
e LastName
= FirstName
= Email
= Phone
* NewUser
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= Active
e UserType/UserLevel
« CHDO/Designator

Voluntary Disclosure Reporting Program -- VDRP
TESTSEA Home
Check For Duplicate Users

Enter data into at least one of the fields below, and click on Search bution

Lasthlame Doe

Firsthlame

Email ID I Search

List of Existing Users for a given input.

UseriD LastName FirstName Email Phone Newlser Active UserType/lserl evel

TESTJDA Doe Jane afs230- 5555554545 Yes No FAAPrincipal Inspector
vdrp@faa gov

WAIATMAD doerge michael  afs230- 5555554545 No Yes RE/Regulated Entity
vdrp@faa gov (Read/Edit)

ALO3TDD Doerner Thomas  afs230- 5555554545 No No FAAPrincipal Inspector
vdrp@faa gov

SW15TDD Doerner Thomas D afs230- 5555554545 No Yes  FAAPrincipal Inspector
vdrp@faa gov

4

Logout
Help

CHDO/Designator

WAL

ELYA, KS9C, LGDA, TUSA,
WU

BD2R, DEXR, DA2R, EIZR, J81R,
KICR, MQGR, RU3A, TLSA,
. VSR, XEUR

8. FAA User can create duplicate users with same lastname, firstname and email id but with
different User IDs and an alert message is displayed as “This User already exists in the

system with different User ID, Please click above link for more details. If you still want

to add the user, click on save button”.

9. If user wants to go ahead and proceed further, then another alert message is displayed when
user clicks on ‘Save’ button after entering all the information as follows: “This User already
exists in the system with different UserlID. Click OK,if you still want to proceed. If not

click on Cancel and click above link for more details” with OK and Cancel buttons

10. Click on “Cancel’ button, user stays on the same screen and clicking on ‘OK’ button creates
duplicate user with same firstname, same lastname and same email id.
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ADD NEw (SOM) USER

A designated Principal Inspector can set up new SOM user for a specified Certificate Holding
District Office(CHDO) within the VDRP application using the Add New User function.

Perform the following steps to add a new SOM user:

1. Log into VDRP as Principal Inspector with a valid username/password to add a new SOM or
SOM backup user into VDRP system.

2. From any page within the VDRP application, click the Add New User link in the left
navigation.

The Add New SOM User page displays (Figure 28).

Voluntary Disclosure Reporting Program - VDRP
TESTSEA Home Logout
Add New User Help

= indicates a Required Field

It you dlick Sava Pag
hat UserlD that you ceate for R

Certificate Holding Offfice belonging to FAR 121 or 135 shall create Senior Office Manager.

Before you create the new user, Click here to check if heishe already exists in the system.

New User ID*

UserlD far RE = DesignatorCade (XXXX) + User Initials (XXX) (=x: DALARXY)

UserlD far any FAA user = AVS Login 1D
User Type* |Federa| Aviation Administration =l
User Level* |Saninr Office Manager =l
CHDO* lm
Password* ,—
Confirm Password* ,7
LastName* |
First Name* I
Email* [
@x: userid@company.com
Phone Exd
Job Title I
Active User?* & Yes ¢ No

Save Cancel

Figure 28. Add New SOM User Page
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10

11.

12.

13.

Type a unique identifier in the User ID field. This is the user's login ID. Ensure that Certificate
Holding Office belonging to FAR 121 or 135 shall create Senior Office Manager.

Click the drop-down arrow in the User Type field and select the type of user you want to
apply to the person being added. There are two choices: Federal Aviation Administration or
Regulated Entity.

User selects Federal Aviation Administration as the User Type, click the drop-down arrow in
the User Level field and select the access privilege level he/she want to apply to the new
SOM user being added (Senior Office Manager OR Senior Office Manager - Backup)

When User Level selected is either Senior Office Manager or Senior Office Manager - Backup,
then a new drop down “CHDO” displays

Select the appropriate CHDO from the drop down to add an SOM user for that specified
CHDO.

. Specify a password for the person you are adding in the Password field. This is the user's

password, and can be changed once the user logs in for the first time.

Re-type the password in the Confirm Password field

. Type the Last Name, First Name, Email, Phone, Extension and Job Title for the user you are
adding.
If you want the person you are adding to have access to the system, click Yes option for

‘Active User?’ field. Otherwise, click No.
Click Save to confirm your entries.

Cancel navigates to self disclosures list.

The SOM user is now added to your VDRP application, and with the specified User ID and
password, can successfully log into the application.
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EDIT USER

A designated FAA Inspector can edit existing user information using the Edit User function.

Edit/Modify the User Details screen

Perform the following steps to edit an existing user:

1. From any page within the VDRP application, click the Edit User link in the left navigation.

2. The “Edit/Modify the User details” table displays list of current users.

Federal Aviation FAA_gov Home
Administration

[ AA Homecags
v Violuntary Disclosurs Reporsng Program . VDR
Re ram TESTSEA Home Logout

Readers & Viewers Government Sites Contact Us
S w o st Us

Web Policies

Figure 29. Edit User Page: List of Users

3. The table contains the following columns: EDIT, First Name, Last Name, User Type, Job Title,
Phone, Email, and Active (Y or N).
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10.

11.

12.

User finds the following columns sortable in alphabetical order: EDIT, FirstName, LastName,
UserType and Job Title.

Click the user ID link for each user displays in the Edit column as a link navigates user to 'Edit
User' screen that displays the details defined about the specified user, and allows to update
the information.

The 'Edit/Modify the User Details' screen displays two drop downs that filters the users:

= One drop down lists all the designators belonging to the user.
= Other drop down lists three filters, 2 being user types: All, RE, FAA

If user selects one of the designators in the first drop down and select user type “FAA” in the
other drop down, the screen updates and filters only FAA users specific to the designator
selected.

If user selects one of the designators in the first drop down and select user type “RE” in the
other drop down, the screen updates and filters only RE users specific to the designator
selected.

If user selects one of the designators in the first drop down and select user type “ALL” in the
other drop down, the screen updates and filters both RE users and FAA users specific to the
designator selected.

The sorted list or filtered list can be exportable into an excel document via 'Export/Print’ link
displayed on the top right corner of the page.

Once exported into an excel, user can print the list of users based on filters.
An FAA Principle Inspector will see a list of regulated entity users and Associate Inspectors

that share a Designator ID with the FAA Inspector. FAA Principle Inspectors are not editable
within the VDRP application.

Edit User screen

Perform the following steps to edit an existing user profile:

1.

Click the user ID link in the EDIT column of the user you want to change.
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2. The Edit User page displays with the current user field values for the specified user. You can
now update the values from the appropriate drop-down list, or text box fields.

Foderal Aviation FAA gov Home
Administration

TESTSEA Home Logout
Add New User

Sl Divclovures

[Regutsted Enty

[Regutstea Ennty (ReanEan,

[ks 1A= aurora a

S £ W ENREN

,,,,,

Figure 30. Edit User screen

3. Check that 'User ID' is NOT editable but all the other fields are editable.

4. Click ‘Save’ button to confirm your entries. To exit without making any changes, click
‘Cancel’ button before you click ‘Save’ button.

5. For each field you want to change, either select a new value from the drop-down or type new
information based on the type of field.

6. When you have made all changes, click Save to confirm your changes. If you want to retain
the original information about a user and disregard all of your changes, click Cancel before
you click Save.
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10.

11.

12.

13

14.

15.

The revised user information displays in the Edit User table.

If you want to delete the specified user from the VDRP application, click the ‘Delete User’
button at the bottom of the page and OK to confirm.

To Remove the user from the VDRP application, click on ‘Delete User’ button.

Click Delete User.

Displays delete user confirmation message.

Microsoft Internet Explorer | |

? Are you sure wou wank ko delete the user from YDRP system?
e

: Cancel |

Click Cancel button on delete user confirmation message.

Pop up message is closed and navigates user to Edit User screen without any changes
Click OK button on delete user confirmation message.

Displays delete user successful message.

. Click OK button on delete user successful message.

Pop up message is closed and navigates user to Edit user screen.
‘Save’ and ‘Delete User’ buttons are disabled on Edit User screen.

The deleted user information is NOT displayed in the Edit User table.

Validation for 119 user is added on Edit User screen and alert message is displayed when first
name and last name is not matching with that stored in WebOPSS for 119 Official.
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CHANGE PASSWORD

The Change Password function is accessed via the Change Password link located in the left
navigation.

Perform the following steps to change your VDRP password:

1. From any page within the VDRP application, click the Change Password link in the left
navigation.

The Change Password page displays, showing your User ID and the fields required for chang-
ing your password.

Federal Aviation FAA.gov Home

Administration

Voluntary Disclosure z Voluntary Disclosure Reporting Program — VDRP

Reporting Program = TESTSEA Home Logout
3 Change Password & Account Information Help

Self Disclosures

* View SD List

* Search

* Search Comp. Fixes

*Indicates a required field

= Complete the following fields, then click Save Page:
Reports S
Standard Reports

. =
* Executive Reports = Old Password* l—
* Rollup/Uploaded Reports =
*® Data Extract Report =

= New Password* —
Administration =]
* Update Profile B
* Add New User = Confirm New Password™ —
. i
.
.
.

Edit User 5 . )
Change Password = Security Question and Answer
Change SDStatus B

Rescind Case s !

swoed, you can reset it by conedlly answering & question you set up in advance. Please enter a question and answer that you will easily remember but that others will

e security, do not use your password as part of the answer.

= Select one ofthe questions to populate the field. Then, enter your answer to the question.

Help
* General Help g
* Feedback = Security Question® |Whal is your mother's maiden name? j

* Release Notes :
= Answer* maiden

= Email Address
Documents =

* VDRP User Guide = Please review your e-mail address below. You have the option to change it at this time.
* Introduction Guide Your E-mail*
* VDRP FAQs S afs230-vdrp@faa.gov

Save Cancel

Figure 31. Change Password Page
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Specific conventions must be followed when creating passwords. Any password must be 8 to 15
characters in length, cannot be the same as your last 10 passwords, and must contain all of the
following additional conventions:

= At least one uppercase character
= At least one lowercase character
e At least one numeric character ranging from 0 to 9

= At least one special character

2. Type your current password in the Old Password field.

3. Type your new password in the New Password field.

4. Type your new password again in the Confirm New Password.

5. The values for Security Question and Answer and Email Address are populated with the
information user entered while creating the account

6. User has an option to change security question and answer along with new password to be
sent to a new email address (if user changes) which he/she will remember.

7. Click Save.
User navigates to Self Disclosure list screen.

8. Click Cancel. to update your profile information with your new password.
The Self-Disclosure List page displays showing all of the self-disclosures related to you.
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CHANGE SDSTATUS

The Change SDStatus function is accessed via the Change SDStatus link located in the left
navigation.

Perform the following steps to change the status of the self disclosure:

1. From any page within the VDRP application, click the Change SDStatus link in the left
navigation.

The Change Status page displays, showing User ID and the fields required for changing the
status of the self disclosure.

Federal Aviation FAA.gov Home

) Administration

Voluntary Disclosure E Voluntary Disclosure Reporting Program - VDRP

Reporting Program  TESTSEA Home Logout
= Change Status Help

Self Disclosures =

* View SD List

f *indicates a Required Field
* Search =

® Search Comp. Fixes

Reports
Standard Reports
Executive Reports
Rollup/Uploaded Reparts
Data Extract Report

Administration

j Enter EIR Number and Click Edit button to View SD Details and Change the Status (This will reset the case to its previous stage).
i Enter EIR Number*
e

= Enter Notification ID*

——

Edit

Update Profile
Add New User

Edit User
Change Password
Change SDStatus
Rescind Case

Help
* General Help
® Feedback

*® Release Notes

Documents

® VDRP User Guide
® Introduction Guide
® VDRP FAQs

.. U.S. Department of Transportation
. Federal Aviation Administration
800 Independence Avenue, SW
Washington, DC 20591
1-866-TELL-FAA (1-866-835-5322)

Readers & Viewers
AE e s

Web Policies

Web Policies & Notices
Privacy Policy

Government Sites

Contact Us
Contact Us
Help

Figure 32. Change Status Page

2. Before changing the status of a self disclosure, system allows the user to check the case
details of self-disclosure thats being changed.

86

VDRP User’s Guide



Change SDstatus

3. Ensure that  Change Status | putton and Cancel | putton shows up when user clicks
on Edit button after entering either EIR Number or Notification ID.

4. Click Cancel.

User navigates to Self-Disclosure List page displaying all of the self-disclosures related to
designated inspector.

5. FAA Inspector should have either the EIR Number or Notification ID to change the status of
self disclosure.

6. Click Edit button after entering either EIR Number or Notification ID that have exceeded the
10 days grace period limit. Also ensure that Change Status button is
disabled.

7. Any “closed” or “rescinded” self-disclosure that exceeds the 10-day limit can be re-opened
via “Reopen Case” link which is accessible only by AFS-230 personnel. Once the case is re-
opened in stage VI, the Principal Inspector can upload appropriate document. Note that as
per AC-0058B dated 4-30-2009, the self disclosure will be navigating to Senior Office
Manager’s approval AFTER Principal inspector submits the case in Inspector Sign Off stage.

8. Click Change Status
After entering either EIR Number or Notification ID of self-disclosure where “No” option is
selected for “Would like to receive the Emails?” for RE and/or FAA user on Update Profile
screen, email notifications are not sent and if “Yes” option is selected then, the email
notification is sent about changed status.

9. Navigate to Change Status screen via ‘Change SDStatus’ link and click on ‘Change Status’
button after entering all the required information.
Displays VDRP Error with a message as “Make sure EIRNumber or NotificationID you entered
belongs to one of the Designator assigned to you” when user tries to change status of self
disclosure belonging to the designator NOT assigned to him/her.
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RESCIND CASE

The Rescind Case function is accessed via the Rescind Case link located in the left navigation.
This link is displayed for FAA user with Read/Edit/Create and Read/Edit access privileged.

Perform the following steps to rescind the case:

1. From any page within the VDRP application, click the Rescind Case link in the left

navigation.

The Rescind Case page displays the designated user ID code at the top of the screen and the

fields required to rescind a case are indicated by symbol * displayed next to appropriate

field.

Federal Aviation
Administration

Voluntary Disclosure =

Reporting Program = TESTSEA
- Rescind Case

Self Disclosures =

* View SD List

* Search

* Search Comp. Fixes

: * indicates a Required Field

Reports

Standard Reports
Executive Reports
Rollup/Uploaded Reparts
Data Extract Report : om

: Enter EIR Number®

——
————

s 00

: Enter Notification ID*
dministration
Update Profile

Edit User Enter the Reason for Rescinding the Case*

Voluntary Disclosure Reporting Program - VDRP

Get SD Status Details

: Enter EIR Number or Notification ID and Click Get SD Status Details button to View SD Details then click Rescind Button (This will rescind the case).

Change Password
Change SDStatus

A
.
* Add New User
.
.
.
* Rescind Case

Help Restind case
* General FEIp

* Feedback
Release Notes

.

Documents
* VDRP User Guide
* Introduction Guide

Home Logout

FAA.gov Home

Help

* VDRP FAQs

Rescind Cancel

.. U.S. Department of Transportation Readers & Viewers Government Sites

% Federal Aviation Administration Ea D« @
:| 800 Independence Avenue, SW -
Washington, DC 20591

1-866-TELL-FAA (1-866-835-5322)

Web Policies
Web Policies & Notices
Privacy Policy

Contact Us

Contact Us
Help

Figure 33. Rescind Case Page
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10.

11.

Before rescinding a case, system allows the user to check the status details of self-disclosure
thats being rescinded.

Ensure that Rescind | Fe=cind | putton is disabled when user first navigates to Rescind Case
screen

Click Cancel.

User navigates to Self-Disclosure List page displaying all of the self-disclosures related to
designated inspector.

. FAA Inspector should have either the EIR Number or Notification ID to rescind a case.

Click Get SD Status Details button WITHOUT entering either EIR Number or Notification ID
The Rescind Case page displays error message to enter either one.

Click Get SD Status Details button after entering BOTH EIR Number and Notification ID
The Rescind Case page displays error message not to enter both.

Click Get SD Status Details button after entering EITHER EIR Number OR Notification ID

Ensure that  Rescind button is enabled when user clicks Get SD Status Details button
after entering either EIR Number or Notification ID

Click Rescind.
Displays Rescind this case pop up message.

Message from webpage ﬂ

1?(}. fre ol sure you want to rescind this caser

Zancel |

Click Cancel button on Rescind this case pop up message.
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Pop up message is closed and navigates user to Rescind case screen without any changes

12. Click OK button on Rescind this case pop up message WITHOUT entering any text in Reason
for Rescinding Case field.

The Rescind Case page displays error message to enter reason for rescinding the case

*This Self Disclosure cannot be rescinded.

Enter the Reason for Rescinding the Case®

El

13. Click OK button on Rescind this case pop up message after entering text in Reason for
Rescinding the case field.

User navigates to new screen with a successfully Rescinded pop up message as shown below

Windows Internet Explorer

"j 5D case has been successfully Rescinded and Email will be sent out to all responsible parties.
L

Please remember that you have 10 days grace period to reopen this Self Disclosure {500 and do any necessary corrections, The SO cannot be
reopened after 10 days.

To reopen the S0, click on the "Change SDstatus” link available on the left side and procesd according to the nokes available on that page.
MOTE: During the 10 day grace period, a record "closed” in YDRP will remain "open” in E15. Ten days following record closure in YDRP, the EIS will be
updated ta reflect the closure date as recorded in WDRP. Thus, at the end of 10 daws, the YDRP and EIS recards will be in agreement and any, "time

to process" calculations will be accurate, Howewver, during the 10 day, "grace period” the records will be in disagreement. If a case is reopened and
then closed, the YDRP record will reflect the final closure date and EIS will be updated 10 days later.

14. User will be given a 10-day grace period where a closed or rescinded self-disclosure can be
reopened by going to Change SD Status link from VDRP function bar.

15. Rescinding self-disclosure will immediately close the case without any action. See “Wait
Period of Closed Case within VDRP System and EIS System” on page 31
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16.

17.

18.

19.

20.

21.

The rescinded self-disclosure that exceeds the 10-day limit can be re-opened via “Reopen
Case” link which is accessible only by AFS-230 Personnel.

Click OK button on successfully Rescinded pop up message.

Enter all the required fields to rescind a self disclosure in INR (Initial Notification Response)
stage and Click Rescind. Error message is displayed as “This Self Disclosure can be Deleted in
Initial Notification stage”.

Ensure that error message shows up for self disclosure in INR stage ONLY when EIR Number is
Not Yet Assigned.

User will be able to rescind a self disclosure in INR stage if EIR Number is assigned to that
particular self disclosure.

Rescinded self disclosures are accessible from ‘Rejected’ tab in Self Disclosure list screen and
rescinding a self disclosure returns the case to the Regulated Entity for review and update.

Rescinding the self disclosure in “Initial Notification” stage with EIR nhumber assigned,
displays VDRP Error with a message as ‘““Your data has been saved. But due to some problem,
automated email did not go through. Please send the Email manually” when “Would you like
to receive email?” radio option for RE and/or FAA user on Update profile screen is No

Navigate to Rescind Case screen via ‘Rescind Case’ link and click on ‘Rescind’ button after
entering all the required information.

Displays VDRP Error with a message as “Make sure EIRNumber or NotificationID you entered
belongs to one of the Designator assigned to you” when user tries to rescind a self disclosure
belonging to the designator NOT assigned to him/her.
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GENERAL HELP, FEEDBACK AND
RELEASE NOTES

The General Help link gives user access to a complete, navigational online help system that
allows him/her to search by subject, find information via an index, or to review the table of
contents for the information for which they may need assistance.

To access General Help, click the General Help link located in the VDRP Function Bar.

The Online Help opens in a separate page. Using the navigational tools embedded in the online
help, user can locate the interested content.

1 CONTENTS INDEX SEAKCH GLOSSARY - Search -

1 > Welcome

n.LJ Olm of VDRP
- Wikcoma:
.- What is VDRP? Faderal Aviation
L Users of VORP System Administration
.+ Six VDRP sl

. Steps in VORP Process
VDRP Login functionality
50 List screen

LI Complate SO Process
Stage 1
Stage 2
Stage 3 voluntary Disclosure is & process that was put into place by Fas policy that allows
s airhines and ther employees to submit FAA vislabions discovered by a Regulated
Stage 4 Entity before the vialation is found by the Faa. If a Regulated Entity voluntarily
Stage 5 submits infarmation about a vialation, there are no penallies placed against th
stage & Regulated Entity (with some |n-nn|rmnn and a letter is written by the FAA and filed
stating detasls the violation, This letter remans on record for one year, and 15
Ad-Hoc Search then discarded as long as the violation does ot accur during the one year time
Reports frame. Thare are incentives for both the FAA and the Regulsted ntities for using this
Other VDRF functions process: the Aegulated Entity daes not get charged any penalties for an FAA
VDRP Help approved self-disclosed vialation, and the FAA is able to promote increased safety
Additional Links in VORP measures by enesuraging airlines t come forward with their vislations without

penalty.

As & result, voluntary disclosure offers & higher standard for continued cperaticnal
safely, maintenance, fhght operations, and anti-drug and alcohol misuse prevention
programs and to the manufacturing functions of a preduction approval holders
wrganization.

The VORE application offers & convenient, automated interface for regulated entities
and FA4 inspectars ta use to pracess self disclasures.

Figure 34. General Help Pop-up window

If user have questions or comments about the VDRP application, he/she can use the Feedback
link located in the left navigation.

From any page within the VDRP application, click the Feedback link located in the left
navigation. Click on the Customer Feedback Form for VDRP link that’s provided to open the FAA
- Flights Standards Services) Customer Feedback window. Select the “AFS-230 Advanced
Qualification Program Branch” from the office drop-down. Select “Other” for the service
provided. Enter “Comments” in the textbox. Enter your “Company Name”,”’Name”,”Phone” and
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“Email” contact information in the provided text boxes. Click “Submit” to send your comments.
Close the AFS Customer Feedback window when done. User comments will be sent to the
appropriate parties for review and analysis.

ents / Suggest

Readers & Viewers Government Sites Contact Us

Web Policies

Figure 35. Feedback Screen

Release Notes located in VDRP Function Bar display the details of new functionality added to
web based VDRP application

From any page within the VDRP application, click on the Release Notes link located in the left
navigation and user is navigated to “Release Notes - What’s new in VDRP” screen.
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VDRP USER GUIDE

The VDRP User’s Guide is written for any person who wants to use the VDRP application for
processing self-disclosures. This document does contain all of the information required for using
the VDRP application and about user function of Regulated Entity and FAA Inspector.

VDRP User’s Guide 7

EE Ahout This Guide

[£] who Should Read
This Guide?

[E] ‘what ¥ou'll Find In
This Guide

=4 Step Procedure

Terms Used In VOLUNTARY DISCLOSURE REPORTING

Voluntary Disclosure Reporting Program (VDRP)

This Guide
] User Suppor PROGRAM (VDRP)
EHE] Cverview
The VDRP application offers a convenient, automated interface to regulated entities and FAA
El What Is The inspectors for completing and submitting self-disclosures. The functionality within VDRP
Waluntary changes, depending on your user type.
Disclosure
Process? Voluntary Disclosure Reporting Program (VDRP) has a focus to encourage voluntary reporting of
safety issues and events that come to the attention of employees of certain certificate holders
|£| Typical Users of and regulated entities.
the Woluntary
Disclosure The program provides for the collection, analysis, and retention of safety data that would
Process otherwise be unobtainable.

H Woluntary The VDRP System provides a secure password-authenticated, S5L encrypted environment for the
Disclasure processing of violation disclosures by FAA and regulated entity personnel. It will permit the
Reporting Program regulated entity to electronically enter violation information via web, including the upload of
WDRP) relevant files, The system will provide a daily feed of selected disclosure data for inclusion into

l[l “drp flow chart the EIS system.

B [| “YDRP Features & To encourage an employes to voluntarily report safety issues even though they may involve an
Usar Functions alleged violation of Title 14 of the Code of Federal Regulations {14 CFR), enforcement-related
incentives have been designed into the program.

[l Responsibilities of
Regulated Entities The specific guidelines, methods, responsibilities and documentation for establishing these
and Inspectors programs are found in Advisery Circular 120-664 for ASAP and Advisory Circular 00-58B for VDRP.

Voluntary Disclosure Reporting Program (VDRP) has following advantages

Figure 36. VDRP User Guide
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INTRODUCTION GUIDE

Introduction Guide helps new users understand VDRP application. This guide explains screen-by-
screen as how the VDRP system works.

There are 2 introduction Guides in VDRP application for both users under Part 121/135 and Part
145 each.

One of Guide, referred as “VDRP Introduction Guide - Air Carrier” document applicable to U.S
Certificated air carriers operating under 14 CFR Part 121 or Part 135.

Other Guide, referred as “VDRP Introduction Guide - 145" document applicable to Part 145
Users.

FAR.qov Home

Voluntary Dxsciosure Reperting Program - VDRP
TESTSEA Hame Lagout
InErocuction Guide

Figure 37. Introduction Guide links
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VDRP FAQS

This document lists the frequently asked questions that answers some basic functionality of
VDRP based on User Type (RE, FAA and Help Desk). There is one document for each user type and
show up for whichever user is logged into VDRP.

Following are the documents available:

FAQs for RE (Regulated Entity users)

FAQs for FAA (Federal Aviation Administration users)

FAQs for Help desk (Help desk users)

2101 x|
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PRaperting Program Q Woluntary Disclosure Reporting Program (VDRF)

VORI

Voluntary Disclosure Reporting Program (VDRP)

FAQs List applicable ONLY for FAA Users

DRP?

2¥ he users of VDRP applcation?

3. How do | access VDRP appli

4 M1 for

5. How can | identify thi status of o cose?

6. As o FAA Use slisgp s will | b working on?

7. Under Ne loures tab, what stages of self-d

oures are displayed?
ures are displayed under Open 1857

sed Seif-disclosures?

10. Wheara can | find Invalid Rejected Rescinded Seff-disclounas?

Action” column on New and

Open

12, How can | navigate 10 bie workiesd on?

13, L
from Senior €

3 dayed which is pending acceptance
& Manager

fisclosure (INR Stag
M)?

Lo

Figure 38. VDRP FAQs for RE User
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COMPLETING THE VDRP SELE-
DISCLOSURE SUBMISSION
PROCESS

This chapter walks you through each of the stages involved in completing and processing a self-
disclosure using the VDRP application. Each stage is to be completed by one of two primary
users: A Regulated Entity or an FAA Inspector. To learn more about the differences between
these users, refer to “VDRP Features & User Functions” on page 23. A Regulated Entity
completes Stage 1: Initial Notification and Stage 3: Written Report. An FAA Inspector is required
to approve the Initial Notification (Stage 2: Initial Notification Response) and the Written Report
(Stage 4: Written Report Review). An FAA Inspector is also required to complete Stage 5:
Surveillance and Stage 6: Inspector Signoff.

This section gives step procedures for:

“Stage 1: Initial Notification”, which is performed by a Regulated Entity to begin the self-
disclosure process.

“Stage 2: Initial Notification Response”, which is performed by an FAA Inspector to approve
the Initial Notification as a valid self-disclosure.

= “Stage 3: Written Report”, which is performed by a Regulated Entity to give all of the details
of the violation.

“Stage 4: Written Report Review”, which is performed by an FAA Inspector to approve the
information included in the Written Report as complete and valid as a possible violation.

“Stage 5: Surveillance”, which is performed by an FAA Inspector to confirm that the
comprehensive fixes outlined in the Written Report have been implemented completely and
successfully.

= “Stage 6: Inspector Signoff”’, which is performed by an FAA Inspector to confirm that the
self-disclosure is valid, that the comprehensive fix steps that were outlined in the Written
Report were implemented, and to close the self-disclosure as complete.
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STAGE 1: INITIAL NOTIFICATION

Initial Notification is the first stage in the self-disclosure submission process, and it must be
completed by a Regulated Entity. First, we will open a blank Initial Notification form, then we
can complete the form.

Opening the Initial Notification Form

Click the Create SD link found in the blue panel on the left side of the page (Figure 39).

Federal Aviation FAA.gav Home
Agministration

val Vosuntary Discicaure Reporting Program — VORP

Readers & Viewers Government Sites Contact Us
3 - = skt

P
(L
-

Web Policies

Figure 39. Self-Disclosure List Page: Create SD Link
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Stage 1: Initial Notification

The Initial Notification page displays (Figure 40), showing four tabs (1-Violation, 2-Action, 3-
Verify, and 4-Submit). Each tab page must be completed to submit this form.

Foderal Aviation FAR.go Home
Administration

TESTSEA Heme Losgontt
Stage 1: inisal Rotfication Vigwrien Hee

Ciick Save Poge before sou conlinue

Figure 40. Initial Notification Page

Completing the Initial Notification Form

There are four steps to complete for submitting an Initial Notification form (see corresponding
sections below to learn how to perform each step):

e Step 1:“Completing the Violation Tab Page” on page 99.
e Step 2:*“Completing the Action Tab Page” on page 101.
e Step 3:“Completing the Verify Tab Page” on page 103.
= Step 4:*“Completing the Submit Tab Page” on page 104.

Step 1: Completing the Violation Tab Page

Completing the Violation Tab page is the first step in submitting an Initial Notification, and
requires an overview statement that briefly describes the violation and must include specific
details about the violation.
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Stage 1: Initial Notification

Perform the following steps to complete the Violation Tab page:
1. From the VDRP Self-Disclosure List page, click the Create SD link in the left navigation.

The Initial Notification page displays showing the Violation Tab page (Figure 41).

Federal Aviation FAA.gov Home

Administration

Voluntary Disclosure Voluntary Disclosure Reporting Program — VDRP
Reporting Program TESTSEA Home Logaut

Stage 1: Initial Notification WiewiPrint Help
Self Disclosures

® CreatesD . . " "
) St Click on each tab to complete all fields required for the Initial Notification form
.

Sl *indicates a required field
Reports Netification ID S0 Title

® Data Extract Report
Complete the following required field(s) and click Save Page:

Administration SHibiocs [
® Update Profile
ud 9

® Change Password Notification Date =

Notification Time | -
Help
® General Help Date Discovered” >
® Feadback
® Relesse Notes Time Discovered +|: -

Briefly describe apparent violation: Spell Check
Documents H
® VDRP User Guide
® Introduction Guide
* VDRPFAQs E

You must complete all tab forms by saving each form, then clicking the next sequential tab. When you have completed all forms, click the Submit button on
the Submit Tab form to send the form to an FAA Inspector for review and approval

Click Save Page before you continue. Save Page

Figure 41. Initial Notification Form: Violation Tab Page

2. Type an overview statement of the initial notification you are submitting in the Subject field.
3. Enter Notification Date field manually or click Calendar Icon to select date.

4. Enter the future date in the Notification Date field and click on ‘Save Page’ button. Ensure
that an alert message is displayed as “Notification Date may not be a future date”.

5. Enter the date that is more than 30 days prior to the date on which that particular
notification was submitted and click on “‘Save Page’ button. Once the specified date is
entered, user finds that a new textbox namely “Reason for Delay” is displayed.
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Vohuntary Disclosure Reporieg Program - VORP
TESTSEA Home Lopout
Stage 1: kitial Notification e

age
et
2012 T

- -
L Eemz -

6. The “Reason for Delay” text box enables the RE User to enter the explanation as to why the
Notification date entered is more than 30 days prior to the date on which the notification
was submitted.

7. Specify the “‘Notification Time’ by clicking the drop-down arrow for the ‘Hour’ field, and then
selecting the desired hour from the provided list. Repeat for selection of the desired minutes
entry in the ‘Minute’ field.

8. Enter Date Discovered field manually or click Calendar Icon to select date. This date should
be less than or equal to notification date and should be pre-populated in “Date Discovered”
field on description tab of Written Report stage (Please refer to “Completing the Description
Tab Page” on page 124).

9. Specify the ‘Time Discovered’ by clicking the drop-down arrow for the ‘Hour’ field, and then
selecting the desired hour from the provided list. Repeat for selection of the desired minutes
entry in the ‘Minute’ field.

10. Type-in brief detail of the violation in the Briefly describe apparent violation field.

11. Click Save Page to confirm your entries.

12. Continue to Step 2:*“Completing the Action Tab Page” on page 101.

Step 2: Completing the Action Tab Page

Completing the Action Tab page is the second step in submitting an Initial Notification, and
requires information about the action that was taken immediately after discovering the
violation.
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Perform the following steps to complete the Action Tab page:

1. Click the tab.

The Initial Notification Action Tab page displays (Figure 42).

Federal Aviation FAA.gov Home

Administration

Voluntary Disclosure Voluntary Disclosure Reporting Program — VDRP

Reporting Program TESTSEA Home Logout
Stage 1: Initial Notification View/Print Help
Self Disclosures

Create 5D . .
View SD List Click on each tab to complete all fields required for the Initial Notification form

Sesrch Comp. Fixes *indicates a required field

e s

Reports Natification 1D SD Title
* Data Extract Report
Complete the following required field(s) and click Save Page:

Administration Briefly describe action taken after apparent violation was detected: Spell Check

* update Profile IZ|
* Change Password

Help

* General Help
* Feedback

* Release Notes

Documents
* VDRP User Guide
* Introduction Guide [

* VDRP FAQs
You must complete all tab forms by saving each form, then clicking the next sequential tab. When you have completed all forms, click the Submit button on
the Submit Tab form to send the form to an FAA Inspector for review and approval.

Click Save Page before you continue. Save Page

Figure 42. Initial Notification Form: Action Tab Page

2. Type a brief description of the action taken to fix the current violation conditions, after it
was detected, in the text box provided.

3. Click =-r== | to confirm your entries, then continue to Step 3:“Completing the Verify Tab
Page” on page 103.
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Step 3: Completing the Verify Tab Page

Completing the Verify Tab page is the third step in submitting an Initial Notification, and
requires that you answer several questions about the violation.

Perform the following steps to complete the Verify Tab page:

1. Click the EEEZTN tab.

The Initial Notification Verify Tab page displays (Figure 43).

Federal Aviation FAA.gov Home

Administration

Voluntary Disclosure Voluntary Disclosure Reporting Program — VDRP

Reporting Program TESTSEA Home Logout
Stage 1: Initial Notification View/Print Help
Self Disclosures

* Create SD
View SD List Click on gac_n tabto cumu\‘eFe all fields required for the Initial Notification form

:
: _

Search Comp, F ; T
Ses S *indicates a required field

Reports Matification 1D SD Title
* Data Extract Report
Complete the following required field(s) and click Save Page:

Administration Did Mon-Compliance Cease after Detection?* ¢ Yes ¢ No
W - concse i Is an evaluation underway to determine if there are any Systemic Problems?® ¢ Yes ¢ No
* Change Password
‘Will the Written Report be submitted within 10 working days?* Yes € No
-I:EIGDE"E,E‘ Help ‘Was the Apparent Violation Discovered During Air Carrier Evaluation Program{ACEP)?* ¢ Yes ¢ No
: ":‘Ed"‘a‘:“ " ‘Was the Apparent Violation Discovered as the result of an Aviation Safety Action Program (ASAP) Report?* Yes € No
elease Notes
Media Used to Notify Self Disclosure -
Further clarification of above: Spell Check
Documents ;I

* VDRP User Guide
* Introduction Guide

* VDRP FAQs

.|

You must complete all tab forms by saving each form, then clicking the next sequential tab. When you have completed all forms, click the Submit button on
the Submit Tab form to send the form to an FAA Inspector for review and approval.

Click Save Page before you continue Save Page |

Figure 43. Initial Notification Form: Verify Tab Page
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2. Answer all of the questions shown on this page, using the following information as a guide (all
questions must be answered to submit the Initial Notification):

a. Did Non-Compliance Cease after Detection? If the violation was fixed once it was
detected, choose Yes.If the violation was not fixed immediately, choose No and explain
your answer in the text box provided.

b. Is an evaluation underway to determine if there are any systemic problems? If an
evaluation is currently being performed to determine if systematic problems exist, choose
Yes. If no evaluation is taking place, choose No and explain your answer in the text box
provided.

c. Will the written report be submitted within 10 working days? To confirm that you will
complete the Written Report within 10 days from receipt of the Initial Notification,
choose Yes. If you are unable to make this deadline, choose No and explain your answer in
the text box provided.

d. Was the Apparent Violation Discovered During Air Carrier Evaluation Program (ACEP)?
If the violation was discovered during the ACEP evaluation, choose Yes. Otherwise, choose
No and explain your answer in the text box provided.

e. Was the Apparent Violation Discovered as a result of an Aviation Safety Action Program
(ASAP) Report? If the violation was discovered during the ASAP evaluation, choose Yes.
Otherwise, choose No and explain your answer in the text box provided.

6. If you answered No to any of these questions that you have not explained in the text box
provided, do so now.

7. Click the drop-down arrow in the Media Used to Notify Self Disclosure field and select the
manner in which you communicated the self-disclosure. Your choices are Phone, Fax, Web or
In Person.

8. Click swere | to confirm your entries, and continue to Step 4:“Completing the Submit Tab

Page” on page 104.

Step 4: Completing the Submit Tab Page

Completing the Submit Tab page is the fourth and final step in submitting an Initial Notification,
and requires that you define your Business Concern (See “What is a Business Concern?”” on
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page 219), specify the Last Name/First name of the person representing the Regulated Entity in
this self-disclosure submission.

Perform the following steps to complete the Submit Tab page:

1. Click the tab.

The Initial Notification Submit Tab page displays (Figure 44).

Federal Aviation FAA.gov Home

Administration

Voluntary z Voluntary Disclosure Reporting Program — VORP
Disclosure - TESTSEA Home Logout
Reporting Program - gige 4: initial Notification View/Print Help

Self Disclosures

- s =
v i £ Ciick on each tab to complete &l fieds required for the ntal Notification form. )
* Search B P -
* emrch Comp. Fixes " Ndicates a required fisd
= Nofification ID SD Title
Reports E
* Data Extract Report Complete the following required field(s) and ciick Save Page
= DesignatorID KS1A
Administration E
® Update Profile - Business Concem* 'ﬁ'
* Change Password i i 4
= 119 Official (Select your name from the list, if you are 119 Official) |Nnne ﬂ

Help

* General Help =
* Feadback = LastName* |
* Release Notes z

= Regulated Entity Preparing Comprehensive Fix

= First Name* |

= Contact Information* |
Documents H
* VDRP User Guide

* frier duciiom Caide = To upload a Ietter signed by one of the management officials specified in 14 CFR Part 119.85 or 119.69 or fo attach any document which will assist in the processing of this

= disciosure, ciick Browse and select the desired file by clicking on its name. Then, select, Upload. Verify the proper file name has been uploaded 1o the VDRP web-tool. (Muttiple

* VDRP FAQs < attachments are authorized)

Browse. Upload |

[You can view the uploaded file(s) also in the Self-Disclosure Details Page after the initial Notification is submitted. (click the View SO List link, then click the corresponding SD Title
ink).Go to the Intial Notification section to view the attached authorization letter to this intial Notification ]

You must complete all tab forms by saving each form, then clicking the next sequential tab. When you have completed all forms, click the Submit button on the Submit Tab form to
send the form to an FAA Inspector for review and approval.

Click Save Page before you continue. Save Page

Click Submit o complste or Click Delete to delete the SD.

Initial Notification Submit Delete

Figure 44. Initial Notification Form: Submit Tab Page for 14CFR Part 145

2. Click the drop-down arrow in the Business Concern field and select the type of business
(Small, Large, Individual, or Other) that applies to you. If you are not sure under which
category your organization falls, refer to A“What is a Business Concern?”’ on page 219.
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3.

If submitter is Part 119.65 or 119.69 Company Official, select the name of submitter from the
119 Official drop down. Select option as “None”, if the submitter is not 119 Official.

Fedoral Aviation FRALGOV Home
Administration

TESTEA o Loge
Stage 1: Initial Notification Vewint

Initial Notification Mwma Delons.

Figure 45. Initial Notification: Submit Tab Page for 14CFR Part 121and/or Part 135

Type the Last Name, First Name and Contact Information of the person who represents your
organization (Regulated Entity) that is preparing the Comprehensive Fix for the violation in
the designated fields.

Optionally, user can upload any attachments to support the initial notification and can view
the uploaded files in self disclosure details page after the initial notification is submitted.

To Upload a document, click on | Browse . button, the ‘Choose File’ dialog displays.

Highlight the filename and click “Open” button to select the file. Check that the path and
file name displays in the field to the left of the | Browse... button.
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10.

11.

12.

13.

14.

15.

16.

Click and the attachments table displays the name of the documents, along with
‘View” and ‘Delete’ links.

Click without selecting any documents.

The message, “Please check the file type (only doc, pdf, gif, jpg, jpeg, rtf, txt are allowed)
and size (max 4MB)?” displays.

User can view the document via the View link on this page, or he/she can access it at a later
time by clicking the link that corresponds to the self-disclosure they want to view from Self-
Disclosure List page->EIR Number column.

If user wants to delete the document for any reason after having uploaded the document,
click the Delete link that corresponds to the document that needs to be deleted.

The document is removed from the list. If it is the only attached document, the Attachments
table is not displayed.

When done, click = saere | to confirm your entries.

Click “Delete” button, if user wants to delete the created self-disclosure.

The Self Disclosure created will be deleted and user will be navigated to Self Disclosure List
Screen. User will be able to delete self-disclosure from any of the four tabs before or after
submission of newly created self-disclosure.

Otherwise, Click | swnit

The message, “Are you sure you want to submit this record?” displays.

Click OK to confirm.

The message, “Record Inserted Successfully and Email will be sent to all responsible parties”
displays.

Note: Email Notifications are sent to all the three PI’s namely PAI, PMI and POI listed in the
pick list of VDRP application and to Regulated Entity - who created the self disclosure. Click
OK to complete the submission.

Once you have completed and submitted the Initial Notification, See “Stage 2: Initial
Notification Response” on page 109 must be completed next.

The completed Initial notification form can be viewed in Read-Only format on “VDRP Self-
Disclosure Details Screen” on page 39.
For Operators NOT certificated under Part 121 or Part 135, self disclosure details such as
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Notification ID, EIR Number, Notification Title, Designator, Inspector name and other info are
displayed

For Operators certificated under Part 121 or Part 135, a new extra field “Submitter found in
WEBOPSS 119 list?”” is displayed along with the self disclosure details same as those
displayed for operators NOT certificated under Part 121 or Part 135.
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STAGE 2: INITIAL NOTIFICATION

RESPONSE

Completing an Initial Notification Response is the second stage in the VDRP process, and it
must be completed by an FAA Inspector in response to a submitted Initial Notification. Upon
completion of this stage, an email notification is sent to the Regulated Entity to either confirm

or deny the proposed self-disclosure.

Operators certificated under 14 CFR Part 145

Completing the Initial Notification Response form

Perform the following steps to complete the Initial Notification Response form:

1. From the Self-Disclosure List page, click the tab

Federal Aviation
Administration

TESTSEA
UTAT D gt Gemclonuse Lint

Readers & Viewers Governmuenlt Siles
0= R '

Web Policies

Voluntary (NSciomure Beporming Program — VORE

Contact Us

FAA.QOV Home

Show Fited
| opes | cowed | mejecte | nau [75 2] par puge 5me]
S0 Tile Noafication Next Acton DesignatonD |
Detaibs) Date [Action Required)
Beat wnvang RSIA

Figure 46. Self Disclosure List screen
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2. Click the Initial Notification Response link in the Next Action column.

The Initial Notification Response page displays (See “Initial Notification Response Form™ on
page 110).

nment Sites Contact Us

Figure 47. Initial Notification Response Form

. Check that the static text for Designator ID, Notification ID and Self Disclosure Title is

displayed at the top of INR form.

. Click on “‘Check for similar disclosure’ link and a new window opens up and navigates to Text

search functionality (Refer to “Search (Text)” on page 49 and see Figure 49 on page 116)

. Select the Name of approving inspector from the drop down.

. Specify the date that the investigation began by typing the date (mm/dd/yyyy) in the Specify

the Investigation Commence Date field, or clicking the =* icon to access the Calendar
Feature. This date should not be greater than today.
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10.

11.

12.

13.

Select Yes or No to specify whether the self-disclosure is valid. If “Is this a Valid Self
Disclosure?” field is disabled with user unable to change the radio buttons (Yes or No), then
ensure that the following message “Cases with EIR number assigned are always Valid” is
displayed.

If you answered No to the above question, explain why the self-disclosure is not valid in the
If No, Explain field.

If “No” option is selected for “Is this a valid Self Disclosure?”, then ensure that the “Send
Back’ button is disabled so that the FAA user cannot sent back the self disclosure that is
Invalid.

Click “Submit” after selecting No for “Is this a Valid Self-disclosure?”
Displays “Are you sure you want to make this case Invalid?”” with OK and Cancel buttons.

Click**OK” buttonto continue the invalidation of the self-disclosure

Displays a pop up with following message “EIR Number is not generated as it has been
determined that this is not a Self-Disclosure case. An Email has been sent out to all relevant
users. Please remember that you have 10 days grace period to reopen this Self Disclosure (SD)
and do any necessary corrections. The SD cannot be reopened after 10 days. To reopen the
SD, click on the “Change SDstatus” link available on the left side and proceed according to
the notes available on that page.”

Click “Cancel” button to terminate the invalidation and allow the user to return to INR stage
to take whatever action he/she deem appropriate.

Select Yes or No to specify if the FAA Inspector accepts or rejects the reason for delay text
entered by RE User to notify about the self disclosure for the field “Do you accept the reason
for the delay to Notify”.
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14.

15.

16.

17.

18.

19.

Federal Aviation FAA.gov Home

Administration

Voluntary Disclosure Voluntary Disclosure Reporting Program — VDRP

Reporting Program TESTSEA Heme Logout
= Stage 2: Inifial Nofification Response View/Print Help

Self Disclosures. ]

* View 5D List
* indicates a required field.

* Search

® Search Comp. Fixes - Designator ID- KS1A Notification ID: 9603
Reports Self Disclosure Title:

® Standard Reports

® Executive Reports Check for similar disclosures

* Rollup/Uploaded Reports =

¢ Data Extract Report Complete the following required field(s) and click Save Page:

Administration Name of approving Inspector® -

* Update Profile

* Change Password Specify the Investigation Commence Date™ =

Help = Is this a Valid Self Disclosure?* ©Yes 2 No
¢ General I Help Was Submitted/Has Letter from 119 official?™ © Yes ¢ No
* Feedback 5

* Release Notes - Do you accept the reason for the delayed Notification?* € Yes ¢ No

= If "Invalid”, provide brief explanation for rejection. If "Valid", despite failure to meet timeliness criteria, provide brief explanation for
acceptance. (Mote: A Principal may accept an SD whenever it is determined that a later submission is justified ] ~ Spell Check
Documents =
* VDRP User Guide |
* Introduction Guide
* VDRP FAQs

To upload any supporting filesidocuments, click, Browse and selectthe desired file by clicking on its name. Then, select, Upload. Verify the
proper file name has been uploaded to the VDRP web-tool

Click OK.
User finds Save Page, Send Back and Submit buttons on that page are disabled

User can upload any attachments to support the initial notification response. He/she can

view the uploaded files in self disclosure details page after the initial notification response
stage is submitted.

To Upload a document, click on [ Browse . button, the “‘Choose File’ dialog displays.

Highlight the filename and click “Open” button to select the file. Check that the path and
file name displays in the field to the left of the [ grgyse  button.

Click without selecting any documents. The message, “Please check the file type
(only doc, pdf, gif, jpg, jpeg, rtf, txt are allowed) and size (max 4MB)?” displays.

Once the document is uploaded, the attachments table displays the name of the documents,
along with “View’ and ‘Delete’ links. User can view the document via the View link on this
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20.

21.

22.

page, or he/she can access it at a later time by clicking the link that corresponds to the self-
disclosure they want to view from Self-Disclosure List page->EIR Number column.

If user wants to delete the document for any reason after having uploaded the document,
click the Delete link that corresponds to the document that needs to be deleted.

The document is removed from the list. If it is the only attached document, the Attachments
table is not displayed.

If user wants to send the self disclosure for further updates to Regulated Entity, then click
Send Back buttonto sendback avalid self disclosure to Initial Notification stage.

Displays pop up message as “SD has been sent back to initial notification stage. Please inform
the Regulated Entity to make the Updates”. Also email notifications are sent to RE and Pl

when Pl send the case back to RE. Click = s«» to confirm your entries

Cl |Ck Submit

The message, “EIR Number associated with this case is <EIR Number>. An Email has been sent
out to all relevant users” displays. This number is your case number, and is used throughout
the VDRP process as a reference to this case. Please make note of this number for future ref-
erence. Email Notifications are sent to Regulated Entity - who submitted the initial notifica-
tion and to Principal Inspector - who is reviewing the case (and also to back up inspector
working on this case, if any). This email is a prompt to the Regulated Entity that the Written
Report must be submitted to continue the self-disclosure process.

Click [e_1.

Once a completed Initial Notification Response is submitted, the Regulated Entity is ready to
begin “Stage 3: Written Report” on page 121.
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Operators certificated under 14 CFER Part 121 and/or
Part 135

Completing the Initial Notification Response form

For designators belonging to Part 121, Part 135 or Part 121/135, completing an Initial
Notification response is the second stage in the VDRP process BUT done in two parts. The first
part requires Principal Inspector(Pl) to complete the initial notification response stage and
submit to Senior Office Manager (SOM) for his/her approval. The second part requires the SOM to
optionally enter any comments and click on Submit/Return button based on concurrence or
nonconcurrence with PI’s determination of the self-disclosure.

Perform the following steps to complete the Initial Notification Response form for SOM
approval:

1. Log into VDRP as Principal Inspector with a valid username/password.
2. From the Self-Disclosure List page, click the tab.

3. Click the Initial Notification Response link in the Next Action column.
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The Initial Notification Response page displays (See “Initial Notification Response Form - 119
Official Verification” on page 115).
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uiia. provade bried explanation for

prowdee brief explanation for rejectson. if “Vald", despie Esiure to meet tin
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Browse Upload '

Cacy, Save Page butore you conbe. Save Page
oR

Cick Send Back | send the S0 back o 14 Stage for any modfcsions Sand taek
Eaick Submit 8 comgpists

Initial Notification Response Sl

Headers & Viewers Government Sites Contact Us

Web Policies

Figure 48. Initial Notification Response Form - 119 Official Verification

4. Check that the static text for Designator ID, Notification ID and Self Disclosure Title is

displayed at the top of INR form.

5. Click on ‘Check for similar disclosure’ link and a new window opens up and navigates to
Text search functionality (Refer to See “Search (Text)” on page 49)
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10.

11.

Figure 49. Check for similar disclosures

Select the Name of approving inspector from the drop down.

Specify the date that the investigation began by typing the date (mm/dd/yyyy) in the Specify

the Investigation Commence Date field, or clicking the = icon to access the Calendar
Feature. This date should not be greater than today.

Select Yes or No to specify whether the self-disclosure is valid.
If you answered No to the above question, explain why the self-disclosure is not valid in the
textbox If No, Explain field. Ensure that “Send Back” button is disabled so that the FAA user

cannot sent back the self disclosure that is Invalid.

Click “Submit” after selecting No for “Is this a Valid Self-disclosure?”
Displays “Are you sure you want to make this case Invalid?”” with OK and Cancel buttons.

Click “OK” button to continue the invalidation or Click “Cancel” button to terminate the
invalidation.
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12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

Select Yes or No to specify whether this self-disclosure is submitted by 119 Official or
whether a letter has been uploaded by 119 Official.

Select Yes or No to specify whether the FAA Inspector accepts or rejects the reason for delay
text entered by RE User to notify about the self disclosure for the field “Do you accept the
reason for the delay to Notify”.

User can upload any supporting files or documents and can view the uploaded files in self
disclosure details page after the initial notification response stage is submitted.

To Upload a document, click on [ Brgwe=e  button, the ‘Choose File’ dialog displays.

User can view the document via the View link on this page, or he/she can access it at a later
time by clicking the link that corresponds to the self-disclosure they want to view from Self-
Disclosure List page->EIR Number column.

Otherwise, Click saerse | to confirm your entries.

If enabled, the Send Back button sends back a valid self disclosure to Initial Notification
stage. Displays pop up message as “SD has been sent back to initial notification stage. Please
inform the Regulated Entity to make the Updates”. Also email notifications are sent to RE
and PI.

Ensuring that there exists no SOM user in the database for the specified CHDO,

Click __se= | button to submit the self-disclosure BEFORE SOM User is added to VDRP system
If the submitting CHDO has no SOM designated in the VDRP database, and attempts to submit
a disclosure in Stage 2 or 6, the message, "Add Senior Office Manager user to the VDRP system
before you submit." will be displayed and submission will not be permitted until an SOM user
is designated for the office. The SOM user must be added via the "Add New User" option.

Click === | button to submit the self-disclosure AFTER SOM User is added to VDRP system
for SOM approval.

The message, “An Email has been sent out to all relevant users” displays. An email is sent to
Principal Inspector who submitted the Initial Notification response stage and Senior Office
Manager whose approval is required to navigate to second part of Initial Notification
Response stage.

Click =1,
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Once a completed first part of Initial Notification Response stage is submitted by Principal
Inspector, the Self-disclosure is ready for the second part of Initial Notification Response stage
which requires SOM Approval via “Senior Office Manager Approval - INR Stage” on page 118.

22.

23.

24.

Make sure to check that the self disclosure submitted by Principal Inspector displays as
Inactive “Initial Notification Response - Under SOM Review” link under Next Action column on
‘New’ tab of Self-disclosure list screen.

The completed Initial notification response form can be viewed in Read-Only format on
“VDRP Self-Disclosure Details Screen’ on page 39.

For Operators NOT certificated under Part 121 or Part 135, self disclosure details such as “Is
Valid SD?”, Investigation commence date, Inspector name etc are displayed.

For Operators certificated under Part 121 or Part 135, a new extra field “Submitted/Letter
from 119 Official?” is displayed along with the self disclosure details same as those
displayed for operators NOT certificated under 121 or 135.

Eventhough the Principal Inspector submits the Initial Notification Response form, the self
disclosure is not ready to navigate to Written Report stage until the second part of INR stage
is completed by approval of Senior Office Manager via “Senior Office Manager Approval - INR
Stage” on page 118.

Senior Office Manager Approval - INR Stage

The Office Manager who have oversight responsibility for operators certificated under Title 14
Code of Federal Regulations (14 CFR) part 119 for operations under part 121 or part 135 must
determine whether, based on the information available at FAA at the time, the initial submission
of self-disclosure does or does not meet the criteria for acceptance under the FAA’s voluntary
disclosure policy.

Perform the following steps to complete the Senior Office Manager Approval for
InitialNotificationResponse form in Stage Il of the VDRP system:

1.

2.

Log into VDRP as Senior Office Manager (SOM) with a valid username/password belonging to
the same CHDO of Pl who submitted the self disclosure.

From the Self-Disclosure List page, click the I3 tab.

118
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3. Click the “Initial Notification Response” link under ‘Next Action’ column as SOM User.

The Senior Office Manager Approval for InitialNotificationResponse page is displayed (See

“Senior Office Manager Approval Screen - INR Stage” on page 119)

Note: You must be an office Manager to access a SOM Approval for submission. If you see
the ‘Initial Notification Response - Under SOM Review’ link but it is grayed out (you

cannot click it), this indicates that you are not logged in as Office Manager.

Federal Aviation
Administration

Voluntary Disclosure
Reporting Program

Self Disclosures

® View SD List

* Search

® Search Comp. Fixes

Reports
Standard Reports
Executive Reports
Rollup/Uploaded Reports

s 0 s s

Data Extract Report

Administration
® Update Profile
® Change Password

Help
® Ceneral Help
* Feedback

*# Release Notes

Documents

® VDRP User Guide
® Introduction Guide
® VDRP FAQs

= TESTSEA
= Senior Office Manager Approval for InitialNotificationResponse

= |The FDR failed to iniciate during the PFC.
= |conducted in NISB facility.

5 U.S. Department of Transportation
b Federal Aviation Administration

AE i) =) )
| 800 Independence Avenue, SW B -
Washington, DC 20591 Web Polides
1-866-TELL-FAA (1-866-835-5322) e

Privacy Falicy

Voluntary Disclosure Reporting Program — VDRP
Home

*indicates a required field
= Designator ID: KS1A
Self Disclosure Title: Test Failed on FDR

EIR Number MNotification ID- 9603

= Complete the following required field(s) and click Submit/Return :
= Please add comments as needed:

Further tests will be =]

=

Click Submit to Concur or Click Return to NonConcur with the Principal Inspector's determination
= concerning the acceptability of the Disclosure.

= Senior Office Manager Approval

Submit

Readers & Viewers Government Sites

FAA.gov Home

Logout
Help

Contact Us
Contact Us
Hele

Figure 50. Senior Office Manager Approval Screen - INR Stage

4. Optionally enter SOM comments based on approval or rejection about the information filled

in by the Principal Inspector in INR stage.

5. Click on ‘Return’ button indicating SOM’s non-concurrence with PI’s determination about the

self disclosure.

The self disclosure navigates to Initial Notification response stage allowing the Principal
Inspector to add or update the INR form accordingly to re-send the returned case for SOM

approval.
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6. Click on ‘Submit’ button indicating SOM’s concurrence with PI’s determination about the self

disclosure
The self disclosure navigates to Written Report stage after SOM submits the self disclosure via
SOM Approval screen which completes the second part of INR stage.

Click OK.

A confirmation pop up appears as “EIR Number associated with this case is <EIR Number>. An
Email has been sent out to all relevant users” displays denoting successful approval of Senior
Office Manager from INR stage to Written Report stage.

This number is your case number, and is used throughout the VDRP process as a reference to
this case. Please make note of this number for future reference.

An email is sent to Senior Office Manager - who submitted the approval of Initial
Notification response stage, Principal Inspector - who submitted the first part of INR stage
and Regulated Entity - who submitted the initial notification. This email is a prompt to the
Regulated Entity that the Written Report must be submitted to continue the self-disclosure
process.

. Once the second part of Initial Notification Response stage is completed and submitted by

Senior Office Manager, the Regulated Entity is ready to begin “Stage 3: Written Report” on
page 121

120
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STAGE 3: WRITTEN REPORT

Written Report is the third stage in the self-disclosure submission process, and it must be
completed by a Regulated Entity upon receipt of an Initial Notification Response email. First we
will open a blank Written Report form, then we can complete the form.

Opening the Written Report Form

Perform the following steps to open a blank Written Report form:
1. Log into VDRP (see *“Logging Into VDRP” on page 11).

2. Click on the Open Tab from the Self-Disclosure List page to view all open self-disclosures
that require some action.

3. Click on the Written Report link in the Next Action column that corresponds to the self-
disclosure for which an email was received.

Note: You must be a Regulated Entity to access a Written Report for submission. If you see
the Written Report link but it is grayed out (you cannot click it), this indicates that
you are not logged in as a Regulated Entity.
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The Written Report page displays (Figure 51) with the General Tab page open. There are
eight forms (tabs) that require completion for this form.

Federal Aviation FAA.gov Home
Administration

Voluntary Disclosure Voluntary Disclosure Reporting Program — VDRP
Reporting Program TESTSEA Home Lagout
Stage 3: Written Report View/Print Help

Self Disclosures

: bt e Click on each tab to complete all fields required for the Written Report form
View SD List
¢ Search Comp. Fixes
Reports *indicates a required field. Designator KS1A Review Cycle: 0
# Data Extract Report
EIR Number. 2012AL014003 8D Title: test
Administration
* Update Profile Complete the following required field(s) and click Save Page:
* Change Password
wii 815/
Heip Written Report Date 81512012
* General Help Certificate Type* ar’
s S P [FLIGHT ENGINEER E
* Release Notes Gompany Name* |Piers Aviation Senices, Inc
Company Address* [PO Bax 110
Documents I
* VDRP User Guide

® Introduction Guide [Delta junction

* VDRP FAQs

lect WA, i you sr= entering foreign address) [Marshall 1slands =

Zip Code* [o9876

For the purpose of identifying responsible personnel, please check the box for the aclivity below and type in the information requested for that activity (Note: if the
same person will be used for multiple activities, check those activities first, then enter the requestad information for the first selected such activity only):

Activity Ext Email
[~ Immediate Action

st Name First Name Position Phoi P

[~ Comprehensive Fix
[~ Discovered Alleged Violation
[v Filing Report

[~ Monitoring Implementation of Fix

LastName* |Doe

First Name* IJuhn

Position* [Manager

Phone Number* 'm Ext l—
Email* [afs230-vdrp@faa.gov

You must complete all tab forms by saving each form, then clicking the next sequential tab. When you have cempleted all forms, click the Submit butten on the
Submit Tab form to send the form to an FAA Inspector for review and approval

Click Save Page before you continue.

Figure 51. Written Report Form: General Tab Page
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Completing a Written Report

Now that the Written Report form is open, you are ready to complete the form. There are eight
steps you must complete to submit a Written Report for review by an FAA Inspector, including:

Step 1:“Completing the General Information Tab Page” on page 123
Step 2:*“Completing the Description Tab Page” on page 124

Step 3:“Completing the Summary Tab Page” on page 129

Step 4:*“Completing the Action Tab Page” on page 131

Step 5:“Completing the Analysis Tab Page” on page 132

Step 6:“Completing the Comprehensive Fix Tab Page” on page 134
Step 7:*“Completing the Equipment Tab Page” on page 139

Step 8:“Completing the Submit Tab Page” on page 141

Step 1: Completing the General Information Tab Page

Completing the General Tab page is the first step in completing a Written Report. General
information for a Written Report consists of your current position within an airline organization,
the name and address of your organization, and the name, position, and contact information of
the FAA company official filing this report (most likely, it is you).

Perform the following steps to complete the General page of the Written Report:

1.

With the General Tab active (Figure 51), click the drop-down arrow in the Certificate Type
field and select certificate type that closely reflects your current position.

Type the name of the company you are representing in the Company Name field.

. Type the address of the company you are representing in the Company Address, City, State,

and Zip Code fields.

User can enter international address by selecting 'N/A' from 'State' drop-down. When LOC is
generated displaying the address at top right corner of the letter in sixth stage, the
international address is correctly displayed as entered in this tab.
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5. User will be asked for the contact information of responsible personnel for the various
activities listed in this section of the form in subsequent pages of the Written Report.

6. Select the appropriate check boxes for each of the activities that you're responsible for. For
example, if user is responsible for both the Comprehensive Fix and Filing Report, both check
boxes should be selected.

7. Complete all required information fields below the activity contact table (Last Name, First
Name, Position, Phone Number/Ext, and E-mail).

8. Click swers=  to confirm your entries.

9. Continue to Step 2:“Completing the Description Tab Page” on page 124.

Step 2: Completing the Description Tab Page

Completing the Description Tab page is the second step in completing a Written Report and is
broken into two procedures: Adding a FAR to the Self-Disclosure and Completing the Description
Tab page.

Adding a FAR to a Self-Disclosure

Perform the following steps to Add a FAR to the Self-Disclosure:

Adding a FAR to a self-disclosure is a required part of completing the Written Report form.

1. Click the tab.
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The Description Tab page displ

ays (Figure 52).

Federal Aviation
Administration

Voluntary Disclosure
Reparting Program TESTSEA

Stage 3: Wnitten Repon
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=
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Welo Spocity the FARIS) o 3
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* Feeidback

* Aalassa Notas

Do

* VDRP FAGs

Date Discoveraa*

Time Discovered

Locaton of Disc

Diate Documed®

M

aime*

Fhone Humee

Federal Anation Admine
800 Independence Avenue, SW
washington, DC 20591
1-856-TELL-FAA (1-866-833-5322)

EIR Mumber 201241 0142

ston Romained Undoteced [ Cycies

aird Entity wha Discove

Volurtary Disclosure Reporting Progrom — VORP
Home Logout
VigwiPnnt Help

o &ECH LA 1o complese 3l Nelds required far me Wimen Repor form

Designator K Revow Cyde' 1

EDTille lest

Complete the following required feld(s) and click. Save Pege:

S0 W This WolaBian (click Seaoct FAR, sedoct fram he ksting fhpe first few chars o Gt Mo 1St of all nbases! matchang FARS), then click

MOORED BALLODNE, KITES, UNMANNED ROCKETS AND LINUANNED FREE BALLDONS Disdete

Sebect AR

272012 &
10 e =

[Phoanix. AZ =l

snavor [ i s |

nlatian

[Fight Toch
5555554545 =

Ermail ligi-Re0a@aiding cem

You must compled 0 forms by 11 foem, ten clicking h pquertial (38 Wihen you have completid il Torms, click the Subemit buSon an the

Submit Tan farm bo send e fom b 8 FAA Inapactar for review and approval

ek Save Poge before you conbinue Save Page
D of Trar on Readers & Viewers ent Sites Contact Us

ox s

B E

Figure 52. Written Report Form

. Description Tab Page

2. Click the |_selectFaR  putton.
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The Select FAR field displays (Figure 53).

Click on each tab to complete all fields required for the Written Report form.

= i e | e e R

* indicates a required field. Designator KS1A

Review Cycle: 1

EIR Number:  2012AL014003 SD Title: Test VDRP Self Disclosure

Complete the following required field(s) and click Save Page:
Specify the FAR(s) to associate with this violation (click Select FAR, selectfrom the listing (type first few chars to get the list of all nearest matching FARS), then click

Add FAR to complete the add)*:

Mo FAR Violations selected

Select FAR

Figure 53. Written Report Form: Description Tab Page with FAR Field

The Add FAR field displays (Figure 54).

Click on each tab to complete all fields required for the Written Report form.

[ icenerat | s-pecermion | s-summary | —-action | s-anaivsis | o-Comp. rix | 7-Eauioment | 5-submt
*indicates a required field. Designator: KS14 Review Cycle: 1

EIR Number:  2012AL014003 SD Title: Test VDRP Self Disclosure

Complete the following required field(s) and click Save Page:

Specify the FAR(s) to associate with this violation (click Select FAR, select from the listing (type first few chars to getthe list of all nearest matching FARs), then click
Add FAR to complete the add)*

Mo FAR Violations selected

Select FAR From Below List

12 [a]

121. - certification and operatians: domestic, flag, and supplemen fal air carriers and commercial operators of large aircraft
121.1 - applicability of part 121

Add FAR
121.1005 - hamrdous materials trairing required.

121.1005A - trng rgmts. except as provided in para b.c, and f of this sect, no cert holder may use any crewmember or person to perfo
121.10058 - new hire or new job function. a persan who is a new hire and has rot yet satisfactorily completed the rqd initial hazma
121.1005C - persons who work for more than one cert holder. a cert holder that uses or assigns a person fo perform or directly supe
[121.1005C1 - the cert holder using this exception receives written verification from the person designated fo hold the frng records
121.1005C2 - the cert holder who #raired the persan has the same operations specifications regarding the acceptance, handling, and fr
112110050 - recurrent hazmat trng-completion date. a person wha satisfoctorily completes recurrent haz mat trng in the calendar mon
121.1005E - repair stations. a cert holder must ensure that each repair station performing work for, or on the cert halder's behalf

‘ Mare... |

Figure 54. Written Report Form: Description Tab Page with FAR selection
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3. Click the drop-down arrow in the Select FAR field and highlight to select the desired FAR you
want to add.

4. Instead of scrolling for minutes to find the desired FAR, type in the first digits of the specified
FAR in the box provided which will decrease the list to those FARs meeting the criteria that
has been entered by the user.

5. Click to save the selected FAR to the Written Report.

When complete, the added FAR is listed in the Violated FAR table along with a Delete link.
For additional information about deleting a FAR, see step 6.

6. Repeat this process until all applicable FAR’s are added to your self-disclosure.

7. If you need to change any of your FAR selections before you continue (or at any time), click
the Delete link that corresponds to the FAR you want to remove from the self-disclosure.

The FAR is removed from the Violated FAR table, indicating that you have successfully
deleted the FAR from the self-disclosure.
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Completing the Description Tab Page

Once the FAR has been successfully added to the Written Report, you can continue completing
the remaining fields on this page (Figure 55).

Date Discovered* 8/1/2012 >
Time Discovered® j : j
Location of Discovery* ;I
|
Date Occurred* o If Date Oceurrad s unknown, plesss enter the date discovered instesd

Time Violation Remained Undetected* Cycles andiar H j

Regulated Entity who Discovered Violation:
Last Name®

First Name*

Phone Number

|
|

Pasition® I
| Ext
|

Email

You must complete all tab forms by saving each form, then clicking the next sequential tab. When you have completed all forms, click the Submit button on the
Submit Tab form to send the form to an FAA Inspector for review and approval

Click Save Page before you continue Save Page

Figure 55. Written Report Form: Description Tab Page Fields

Perform the following steps to complete the Description Tab page:

1. The “Date Discovered” field should be automatically pre-populated with same date entered
by the regulated entity for “Date Discovered” field in violation tab of Initial Notification
stage. User can update the pre-populated date by typing the date (mm/dd/yyyy) or clicking

the =¥ icon to access the Calendar Feature in the Date Discovered field (Please refer to
“Completing the Violation Tab Page” on page 99)

2. Specify the time that the violation was discovered field by clicking the drop-down arrow in
the Time Discovered fields and selecting the time in hours (first field) and minutes (second
field.

3. Specify the physical location of the violation in the Location of Discovery field. This field
now allows user to enter 400 characters
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4. The Date Occurred field must be earlier than or the same as the Date Discovered. User can

enter occurred date by typing the date (mm/dd/yyyy) or clicking the = icon to access the
Calendar Feature in the Date Occurred field

5. Specify the amount of time that the violation was left undetected in the Time Violation
Remained Undetected field in cycles, hours or days by typing a numeric value in the Cycles
field and/or clicking the drop-down arrows for each field that follows the Cycles field to
specify the time in hours and minutes.

6. Complete all required fields below the Regulated Entity who Discovered Violation heading
(Last Name, First Name, Position, Phone Number/Ext, and Email).

7. Click swerwe | to confirm your entries.

8. Continue to Step 3:“Completing the Summary Tab Page” on page 129.

Step 3: Completing the Summary Tab Page

Completing the Summary Tab page is the third step in the Written Report submission process.
The tab form requires a detailed description of the violation, as supporting evidence for your
self-disclosure.

Perform the following steps to complete the Summary Tab page:

9. Click the Tab.
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10.

11.

12.

13.

14.

The Summary Tab page displays (Figure 56).

Federal Aviation FAA.gov Home
Administration

Veluniary Disciosure Reporting Program - VDAP
TESTSEA Homo Legout
Stoge % Written Report ViewPrinl Help

Review Cydle: 1

red finldis) and elick Save Pags

Documents
. v

| Catasirophic Cricsl Marginal Negigitie
| - High  High  Moderale  Moderate

| ~ High  Moderase  Woderatn o Liw

| Uoostn  Moderae o Low  Low

£ squential lab, W jou Rarve compleled all ems, cick th Submit BuZan o the

Chck Save Page before you continue Save

Figure 56. Written Report Form: Summary Tab Page

Specify detailed information about the violation in the Provide a detailed summary of the
violation field.

Select applicable radio button to categorize the self disclosure from “Risk Assessment
Matrix” table (Selection of Risk Assessment Matrix option is a “required” field.)

Based on Severity (Catastrophic, Critical, Marginal or Negligible), Likelihood (Frequent,
Occasional or Remote) and Level of safety risk (High, Moderate or Low), the risk assessment
for a self disclosure is determine by regulated entity in this stage. User can only select one
radio button in the risk assessment table.

Click saersee | to confirm your entries.

Continue to Step 4:“Completing the Action Tab Page” on page 131.
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Step 4: Completing the Action Tab Page

Completing the Action Tab page is the fourth step in the Written Report submission process. This
page requires specific details of the action taken at the time that the violation was discovered.

Perform the following steps to complete the Action Tab page:

1. Click the IEEEDN Tab.

The Action Tab page displays (Figure 57).

Federal Aviation FAA.gov Home

,’ Administration

Voluntary Disclosure Voluntary Disclosure Reporting Program - VDRP
Reporting Program TESTSEA Home Logout
Stage 3: Written Report ViewlPrint Help

Self Disclosures

o Srete Click on each tab to complete all fields required for the Written Report form
View SD List

* Search Comp. Fixes

Reports *indicates a required field Designator KS1A Review Cycle: 1

* Data Extract Report
EIRNumber.  2012A1 014003 SDTite: Test VDRP Self Disclosure
Administration
* Update Profile Complete the following required field(s) and click Save Page:
* Change Password

i Immediate Action Date* 8/2/2012 =

% General I Help "
O Description of Immediate Action’ Spell Check
*® Release Notes The bolt was replaced and the sheered bolt was sent to for inspection. =

Documents
® VDRP User Guide
* Introduction Guide

* VDRP FAQs

Regulzted Entity Responsible for Immediate Action

LastName* [Doe

First Name* [iames

Position* [Flight Eng

Phone Number [easassass g [
Email [fe-458@airplane com

You must complete all tab forms by saving each form, then clicking the next sequential tab. When you have completed all forms, click the Submit button on the
Submit Tab form to send the form to an FAA Inspector for review and approval.

Click Save Page before you continue

Figure 57. Written Report Form: Action Tab Page

2. Specify the date that the immediate action was taken by typing the date (mm/dd/yyyy) in
the Immediate Action Date field, or clicking the =@ icon to access the Calender Feature.
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3. Give a brief description of any action that was taken immediately after discovering the
violation in the Description of Immediate Action field.

4. Complete all required fields below the Regulated Entity Responsible for Immediate Action
heading (Last Name, First Name, Position, Phone Number/Ext, and Email)

5. Click swersz= | to confirm your entries.

6. Continue to Step 5:“Completing the Analysis Tab Page” on page 132.

Step 5: Completing the Analysis Tab Page

Completing the Analysis Tab page is the fifth step in the Written Report submission process. This
page is where you specify the results of the violation analysis performed. It also requires that
you specify if a violation was inadvertent, and requires supporting evidence to be described in
such cases.

Perform the following steps to complete the Analysis Tab page:

1. Click the EEIEREH Tab.
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The Analysis Tab page displays (Figure 58).

Federal Aviation FAA.gov Home

Administration

Voluntary Disclosure Voluntary Disclosure Reporting Program — VDRP

Reporting Program TESTSEA Home Logout
Stage 3: Written Report View/Print Help
Self Disclosures
* Create SD

B Click on each tab to complete all fields required for the Written Report form.
View 5D List h glivrind
* Saarch | T ) y " rE -
* Search Comp. Fixes
Reports * indicates a required field. Designator K514 Review Cycle: 1
* Data Extract Report
EIR Number:  2012A1 014003 SD Title: Test VDRP Self Disclosure

Administration
* Update Profile Complete the following required field(s) and click Save Page:
* Change Password
Help Summoary of Analysis* Spell Check
* General Help =
* Feedback

* Release Notes

Documents
* VDRP User Guide
* Introduction Guide v

* VDRP FAQs Reason why the violation was inadvertent®

Supporting Evidence®

You must complete all tab forms by saving each form, then clicking the next sequential tab. When you have completed all forms, click the Submit button on the
Submit Tab form to send the form to an FAA Inspector for review and approval.

Click Save Page before you continue. Save Page

Figure 58. Written Report Form: Analysis Tab Page

2. Type a detailed description of the analysis results in the Summary of Analysis field

3. Type an explanation of how the violation was not intentional in the Reason why the violation
was inadvertent field.
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4. Specify any evidence (documentation, conditions, etc.) to support why the violation should
be accepted as a self-disclosure in the Supporting Evidence field.

5. Click swersz= | to confirm your entries.

6. Continue to Step 6:“Completing the Comprehensive Fix Tab Page” on page 134.

Step 6: Completing the Comprehensive Fix Tab Page

Completing the Comp. Fix Tab page is the sixth step in the Written Report submission process. A
Comprehensive Fix is a detailed list of steps that the Regulated Entity intends to perform to
ensure that the conditions under which the violation occurred are eliminated. This page allows
the Regulated Entity to outline each step in their proposed process through the Comprehensive
Fix Add Step functionality.

Perform the following steps for each comprehensive fix step you want to add to the Written
Report:

1. Click the Tab.
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The Comprehensive Fix Tab page displays.

Voluntary
Disclosure
Reporting Program

Self Disclosures
® CreateSD

® View SD List
® Search

*® Search Comp.
Fixes

Administration
¢ Updata Profile
* Change Password

Help

¢ General Help
* Feedback

* Release Notes

Documents

® VDRP User Guide
® Introduction
Guide

¢ VDRP FAQs

Federal Aviation
Administration

Voluntary Disclosure Reporting Program — VDORP
TestRE Home
Stage 3: Writien Report View/Print

Click on each tab to complete all fields required for the Written Report form.

* indicates a required field Designator RGIA Review Cycle: 1
EIR Number: 2011TEST4010 SDTite: Example Self Disclosure

Complete the following required field(s) and click Save Page:

Click Add Step to display the required fields, then complete the figids that display to define the proposed steps for fiing the violation canditions.

Ci Fix Detailed D
Mo Comprehensive Fix Steps created

Complete the following fields for each comprehensive fix step you add:
TaskName* I

Fix Begin Date* =
Fix End Date* =~
Comprehensive Fix Detail Description® Spell Check

Regulated Entity Responsible for Implementing Fix

Last Name*

First Name* I

Department 1

Regulated Entity responsible for conducting Self Auditfollowing implementation of Comprehensive Fix

Last Name*

First Name* I

Department ]

*You must complete all tab forms by saving each form, then clicking the next sequential tab. When you have completed all forms, click the Submit
button on the Submit Tab form to send the form to an FAA Inspector for review and approval

Click Save Page before you continue Save Page Cancel

FAA.gov Home

Figure 59. Written Report Form: Comp. Fix Tab Page with Fields

2. Click _Addstep |

3. Type a brief description of a task to be implemented to fix the conditions under which the
violation occurred in the Task Name field.

4. Specify the date that the implementation of the current step is to start in the Fix Begin Date

and Fix End Date fields by typing the date (mm/dd/yyyy) or clicking the = icon to access the
Calendar Feature. Begin date should be less than or equal to end date.
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10.

11.

12.

13.

Type a detailed description of the step you are planning to perform in the Comprehensive
Fix Detail Description field.

Type the name of the person who is responsible for implementing this comprehensive fix step
in the Last Name and First Name fields below the Regulated Entity Responsible for
Implementing Fix heading.

Specify the department for which the person performing the implementation of the current
step is affiliated in the Department field (optional field)

Type the name of the person who is responsible for conducting the self audit of this
comprehensive fix step in the Last Name and First Name fields below the Regulated Entity
responsible for conducting Self Audit following implementation of Comprehensive Fix
heading.

Specify the department to which the person performing the self audit is assigned in the
Department field. (Optional field)

Click saersee | to confirm your entries.

The step is successfully added to the Written Report, and is listed in the Comprehensive Fix
Detailed Description table. The table contains the Step, Begin Date, End Date, and an
“Edit”, “Delete” and “Find Similar Fixes” link.

Repeat Steps 1 through 8 until you have added all desired comprehensive fix steps.

To make any changes to a Comprehensive Fix step you already added, see “Editing a
Comprehensive Fix Step” on page 136 and perform the steps shown.

To delete a Comprehensive Fix step you added, click the Delete link that corresponds to the
step you want to remove from the Comprehensive Fix.

Editing a Comprehensive Fix Step

You may need to edit a comprehensive fix step you previously added to a Written Report.

Perform the following steps to edit a comprehensive fix step within a Written Report:

1.

From the Self-Disclosure List page, click the Written Report link in the Next Action column to
open the Written Report page.
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The Written Report form displays with the IEEEEE tab active.

. Click the Tab.

The Written Report Comprehensive Fix page displays.

Click the Edit link in Comprehensive Fix table related to a step added.
All fields are displayed for you to edit.

Change fields as desired (for information about each field, see Step 6:“Completing the
Comprehensive Fix Tab Page” on page 134) for the selected step.

When you have made all changes, click = sserwe | to confirm your changes.

Deleting a Comprehensive Fix Step

You may need to delete a comprehensive fix step you previously added to a Written Report.

Perform the following steps to delete a comprehensive fix step within a Written Report:

1.

From the Self-Disclosure List page, click the Written Report link in the Next Action column to
open the Written Report page.

The Written Report form displays with the EEZE tab active.

. Click the Tab.

The Written Report Comprehensive Fix page displays.
Click the Delete link in Comprehensive Fix table related to a step added.

The step related to ‘Delete’ link is removed from the table and the step no longer exists.
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Finding Similar Fixes

You may need to find a similar comprehensive fix step if they have been added to Written
Report by any other user.

Perform the following steps to find a similar comprehensive fix step within a Written Report:

1.

From the Self-Disclosure List page, click the Written Report link in the Next Action column to
open the Written Report page.

The Written Report form displays with the IEZZE3 tab active.

Click the Tab.
The Written Report Comprehensive Fix page displays.

Click the “Find Similar Fixes’ link in Comprehensive Fix table related to a step to find the
similar fix as the one selected.

When clicked, a new window is displayed and navigates user to VDRP Comprehensive Fix
search screen.

The Fix title is pre-populated and results window display all those fixes similar to the
selected step title. Refer to “Search Comprehensive Fixes” on page 59 and See Figure 60
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Fadural Avistion FAAgav Hame
Administration

Figure 60. Find Similar Fixes

6. Continue to Step 7:“Completing the Equipment Tab Page” on page 139.

Step 7: Completing the Equipment Tab Page

Completing the Equipment Tab age is the seventh step in the Written Report submission
process, and where you specify the equipment type, make, group, model, aircraft registration
number and aircraft serial number.

Perform the following steps to complete the Equipment page of the Written Report:

1. Click the [EE=TrEETy Tab.
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The Written Report Equipment page displays (Figure 61).

Federal Aviation FAA.gov Home
Administration

voluntary Disclosure Voluntary Disclosure Reporting Program -- VORP

Reporting Program TESTSEA Home Logout
Stage 3: Written Report View/Print Help

Self Disclosures

: Erastann) Click on each tab to complete all fields required for the Written Report form.
View SD List

* Search ral ic ;- Y -Con x 7-Equipment

*® Search Comp. Fixes

Reports *indicates a required field. Designater: K514 Review Cycle: 1

* Data Extract Report
EIR Number:  2012AL 014003 8D Title:  Test VDRP Self Disclosure
Administration

* Update Profile Complete the following required field(s) and click Save Page:
*® Change Password
Help When you select an Equipment Type, a list of links displays for you to choose the Equipment Model that corresponds to the type of equipment selected
* General Help

* Feedback Select equipment Type* =

* Release Notes
Once you select the desired Model, Click the Get button to fill the Make, Group and Model fields.

Select desired model* N cet
Documents
& Ui e Gl Equipment Make
* Introduction Guide Equipment Group
* VDRP FAQs User may enter multiple Registration Numbers if registration numbers are separated by a comma. (e.g. N450UM, M451UM, N453UM, etc.

Aircraft Registration Mumber |

[

User may enter multiple Serial Numbers if Serial numbers are separated by a comma. (2.0 UE231, 30020, 145425, etc.)
Aircraft Serial Number |

(RH

Equipment Model*

Click Save Page before you confinue Save Page

Figure 61. Written Report Form: Equipment Tab Page

2. Click the drop-down arrow in the “Select Equipment Type” field, and select the type of
equipment that was involved in the alleged violation.

3. Click on “Get” button displayed next to “Select Desired Model” drop down after selecting the
applicable model number for the equipment type you selected above.
Note: Instead of scrolling for minutes to find the desired model, type in the first digits of the
specified model in the box provided which will decrease the list to those models meeting the
criteria that has been entered by the user.

The “Equipment Make™, “Equipment Group”, and “Equipment Model” fields are populated
based on the model you select.

4. Optionally, type the registration number of the aircraft to which the violation applies in the

“Aircraft Registration Number” field.
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5. Multiple registration numbers can be entered separated by a comma. If the number of
registration numbers exceed 100 characters (the number allowed by the system), the user
can list at least one valid registration number in the following manner: “N450UM, and others,
as noted on the attached list”.

6. Optionally, type the serial number of the aircraft to which the violation applies in the
“Aircraft Serial Number” field.

7. Multiple serial numbers can be entered separated by a comma. If the number of serial
numbers exceed 100 characters (the number allowed by the system), the user can list at
least one valid serial number in the following manner: “N450UM, and others, as noted on the
attached list”.

8. Click saersge | to confirm your entries.

9. Continue to Step 8:“Completing the Submit Tab Page” on page 141.

Step 8: Completing the Submit Tab Page

Completing the Submit Tab page is the eighth and final step in the Written Report submission
process, and where you confirm that the Written Report is complete to the best of your
knowledge, and specify the contact information for the person who will be monitoring the
implementation of the comprehensive fix steps you defined in Step 6:“Completing the
Comprehensive Fix Tab Page”of the Written Report process.

Perform the following steps to complete the Submit page and to submit the completed
Written Report:

1. Click the Tab.
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The Written Report Submit Tab page displays (Figure 62).

Federal Aviation
Administration

TESTSEA
Stagh 3 Writien Feport

Vohantary NSCIEURS ROpanting Program . VIRE

Cick Suhimit o coemp
Written Report

Figure 62. Written Report Form: Submit Tab Page

2. User can upload any attachments to support the written report and can view the uploaded
files in self disclosure details page after the written report is submitted.

3. To Upload a document, click on [ Brgwze  button, the *‘Choose File’ dialog displays.

4. Highlight the filename and click “Open” button to select the file. Check that the path and

file name displays in the field to the left of the [ grgwse  button. Click and the
attachments table displays the name of the documents, along with ‘View’ and ‘Delete’ links.

5. Click without selecting any documents.The message, “Please check the file type
(only doc, pdf, gif, jpg, jpeg, rtf, txt are allowed) and size (max 4MB)?” displays.
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6.

10.

User can view the document via the View link on this page, or he/she can access it at a later
time by clicking the link that corresponds to the self-disclosure they want to view from Self-
Disclosure List page->EIR Number column.

Optionally, if user wants to delete the document for any reason after having uploaded the
document, click the Delete link that corresponds to the document that needs to be deleted.

The document is removed from the list. If it is the only attached document, the Attachments
table is not displayed.

If you have successfully completed all pages of the Written Report, answer Yes to the
question, Is the Written Report Complete?. If it is not complete, select No and give an
explanation as to why it is not completed in the If No, Explain text box.

Complete all required fields below the Regulated Entity to Monitor Implementation of
Comprehensive Fix heading (Last Name, First Name, Position, Phone Number/Ext, and
Email).

Click saersee | to confirm your entries. Click |_s»= | to save and submit the completed
Written Report for review by your designated FAA Inspector.

Click OK.

A confirmation pop up appears as “Written Report submitted successfully and Email will be
sent out to all responsible parties” denoting successful completion of Written Report stage
and user navigates to Submit tab on Written Report. Ensure that Save Page and Submit
buttons are disabled after submission. Note: Email Notifications are sent to Principal
Inspector - who is reviewing the case (and also to back up inspector working on this case, if
any) and to Regulated Entity - who completed the written report.

You have completed all of the steps for completing the Written Report. When you submit this
form, email notifications are sent to appropriate parties and the FAA Inspector is notified that
he is required to review the Written Report and complete the Written Report Review, which is
Stage 4 in the self-disclosure process (see “Stage 4: Written Report Review” on page 144 for
additional information).
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STAGE 4: WRITTEN REPORT REVIEW

Completing a Written Report Review is the fourth stage in the self-disclosure submission process,
and consists of two pages of information that require completion. There are tabs for navigating
to each.

Once a Written Report is submitted by a Regulated Entity, the designated FAA Inspector is
required to review the report and submit any comments back to the Regulated Entity for
incorporation into the report. The results of this review are documented in the Written Report

Review. Several fields that are on the Written Report Review page are defined by you, the FAA
Inspector, using the Maintain Codes function within this application.

Completing the Written Report Review Form

There are two steps you must complete to submit a Written Report Review including:

e Step 1:“Completing the EIR Form 2150-5 and RAM Page” on page 144.
e Step 2:“Completing the Submit Page” on page 146.

Step 1: Completing the EIR Form 2150-5 and RAM Page

Perform the following steps to complete the EIR Form 2150-5 and RAM Page:

1. From the Self-Disclosure List page (Figure 39 on page 98), click the Written Report Review
link in the Next Action column.

The Written Report Review page displays, showing the Equipment Type, Equipment Make,
Equipment Model, and Equipment Group values, which are populated based on the model
along with entered ‘Registration Number” and “Serial Number’
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selected when the Regulated Entity completed Step 7:“Completing the Equipment Tab Page”
of the Written Report (see page 139).

Federal Aviation FAA_gov Home
Administration

Voluntary Disclosure Vialuntary INSCGaaine Roporing Program - VORP
Reporting Program TESTSEA Home Logeut
Staga & Written Report Ruvew Halp

alf Disclosuras

impurts e m
EIR Murmber 2012AL014003 Review Cycle 1 Designator 10 KS1A
Solf Desclasure Titke: Tost VDRP Solf Disclosire

Adrerah, Enging, Propelier, Compenent or Appliance Involved

Equipment Type Aircralt
Equipmant Make LKHEED

11 1049855

1049
farcraft Registration Number Lasst
sircraft Sorial Number 1245
Documents
Comgiete e foliowing fislds using the drp-down amow listings. than click Save Fage b confinue
Typa of Violation
S0 Identity Code® f -
Oparation Type® I =
Op Sub-Type= =
solation Category™ I =l

i I =]
Accident Assocualed” [ =l

Flald Office Recommandation

Problam Category™ -
Prablem Coda™ =
Fix [ =l

 High = Mogerate r Moderate

fl o Hion - Moderate © Moderate r Low

| Modersts  Ucderate o Lew  Low

Click Sava Page bafors you continue Save Page

Figure 63. Written Report Review Form: EIR Form 2150-5 Page

2. Below the Type of Violation heading, make selections for SD Identity Code, Operation Type,
Operation Sub-Type, Violation Category, Violation Source, and Accident Associated fields
by clicking the drop-down arrow for each field and making a selection.

3. Below the Field Office Recommendation heading, select the Problem Category, Problem
Code, and Fix that applies to the alleged violation.
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4. Make sure for all the fields with * mark are required and displayed under Type of Violation
and Field Office Recommendation heading.

5. If an attempt is made to submit the Written Report Review without having completed the Risk
Assessment Matrix, the message, "Risk Assessment Matrix (RAM) selection is required.” will
display.

6. Select applicable radio button to categorize the self disclosure from Risk Assessment Matrix
table.

7. Based on Severity (Catastrophic, Critical, Marginal or Negligible), Likelihood (Frequent,
Occasional or Remote) and Level of safety risk (High, Moderate or Low), the risk assessment
for a self disclosure is determine by designated FAA Inspector. User can only select one radio
button in the risk assessment table.

8. Scroll down to click | saerwe | to confirm your entries.

9. Continue to Step 2:“Completing the Submit Page” on page 146.

Step 2: Completing the Submit Page

Perform the following steps to complete the Submit Tab Page:

1. Click the tab.
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The Written Report Review Submit Tab page displays (Figure 64).

Federal Aviation FAA.gov Home
Administration

Voluntary Disclosure Reporting Program — VDRP
TESTSEA Home Logout
Stage 4: Written Report Review Help

Voluntary Disclosure
Reporting Program

Self Disclosures
* View SD List

i Click on each tab to complete all fields required for the Written Report Review form.
Search

*indicates a required field

EIR Number 2012AL014003 Review Cycle 1 Designator 1D KS1A

* Saarch Comp. Fixes

Reports

Standard Reports
Executive Reports
Rollup/Uploaded Reports
Data Extract Report

.

e

Self Disclosure Title: Test VDRP Self Disclosure

= Complete the following required field(s) and click Save Page:

a

istration
Update Profile
Add New User
Edit User
Change Password
Change 5DStatus
Rescind Case

Z Do you accept the Written Report?® " Accept

¢ Retum to operator for revision

s 0800 e

Is upper management intervention required?* CYes (o No

Comprehensive fix implementation deadline™ &

Help FAA Inspecter Name* | j

* General Help
* Faedback
* Release Notes

Comments: Spell Check

=
Documents
* VDRP User Guide
*® Introduction Guide
* VDRP FAQs =
|

Rescind case? (Rescinding case willimmediately close case withoutany [~
action.)

To upload any document, click, Browse and select the desired file by clicking on it's name. Then, select, Upload. Verify the
proper file name has been uploaded to the VORP web-tool

Browse.. | upioad

[You can view the uploaded file(s) also in the Self-Disclosure Details Page after Written Report Review is submitted. (click the
View SD List link, then click the corresponding SO Title link). Go to the Written Report Review section to view the attached
authorization letter to this Written Report Review stage]

You must complete all tab forms by saving each form, then clicking the next sequential tab. When you have completed all
forms click the Submit button. Once submitted, the Regulated Entity is notified via email of completion.

Click Save Page before you continue. Save Page |

Click Submit to complete.
Written Report Review Submit

Figure 64. Written Report Review Form: Submit Tab Page

2. If you have reviewed and accept the Written Report with no changes, answer the question Do
you accept the Written Report?” by choosing Accept. If changes are required by the
Regulated Entity to the Written Report before you will accept it, choose Return to Operator
for Revision as the answer to this question
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10.

11.

12.

13.

14.

If the FAA Inspector chooses to return the case to Operator for revision for the first time,
then the “Review Cycle” displayed at the top of the screen will increment from 1 to 2, once
the regulated entity submits the case after updates.

The number of times the case is returned to operator for revision is recorded in “Review
Cycles” indicating different versions of Written Report data.

The data of previous versions of Written report can be viewed by any user on SD Details
screen under Written Report section (Please refer to “Written Report Details” on page 43)

In WRR Submit tab, If you feel that the violation should be escalated to the upper
management level within the Regulated Entity, choose Yes to the question, Is upper
management intervention required? Otherwise, choose No.

Specify the date that the comprehensive fix steps are to be implemented by typing the date
(mm/dd/yyyy) in the Comprehensive fix implementation date field.

Click the drop-down arrow in the FAA Inspector Name and select the name of your
designated FAA Inspector assigned to this self-disclosure.

If you want to include any additional information in your Written Report Review, type desired
information in the Comments field.

User can upload any attachments to support the Written Report Review. He/she can view the
uploaded files in self disclosure details page after the Stage 4 is submitted.

To Upload a document, click on " Brgwsge . button, the “‘Choose File’ dialog displays.

Highlight the filename and click “Open” button to select the file. Check that the path and
file name displays in the field to the left of the [ grgyse  button.

Click and the attachments table displays the name of the documents, along with
‘View’ and ‘Delete’ links.

Click without selecting any documents.
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15.

16.

17.

18.

19.

20.

21.

22.

The message, “Please check the file type (only doc, pdf, gif, jpg, jpeg, rtf, txt are allowed)
and size (max 4MB)?” displays.

User can view the document via the View link on this page, or he/she can access it at a later
time by clicking the link that corresponds to the self-disclosure they want to view from Self-
Disclosure List page->EIR Number column.

Optionally, if user wants to delete the document for any reason after having uploaded the
document, click the Delete link that corresponds to the document that needs to be deleted.

The document is removed from the list. If it is the only attached document, the Attachments
table is not displayed.

If user wants to Rescind this self-disclosure, check the “Rescind Case?”” checkbox.
Note: Rescinding a Case Closed the Record with “No Action”.

Under Investigation Determined field, indicate whether no violation occurred or if there’s
another reason for rescinding the self-disclosure. Type the reason for rescinding in the
provided text box.

Scroll down to click = saerase | to confirm the entries.

Click s=m | if user wish to rescind this self-disclosure.

Click OK to confirm submission when the message “Are you sure you want to Rescind this
record?” is displayed.

A message is displayed after the self-disclosure is rescinded successfully. Rescinded self-
disclosures are accessible from the Rejected tab in Self-Disclosure List Screen.
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Windows Internet Explorer |

't ‘Written Report Review Rescinded successfully and Email will be sent out to all responsible parties.
.

Please remember that yvou have 10 davs grace period ko reopen this Self Disclosure (500 and do any necessary corrections, The SD cannot be
reopened after 10 days,

Toreopen the 50, click on the "Change SDstatus" link available on the left side and proceed according ko the notes available on that page.
NOTE: During the 10 day grace period, a record "closed” in YDRP will remain "open” in EIS. Ten days follawing record closure in YDRP, the EIS will be
updated ta reflect the closure date as recorded in WDRP. Thus, at the end of 10 davs, the YDRP and EIS records will be in agreement and any, "time

to process" calculations will be accurake.  Howewer, during the 10 day, "grace period” the records will be in disagreement. IF & case is reopened and
then closed, the YDRP record will reflect the final closure date and EIS will be updated 10 days later.

Figure 65. Written Report Review - Rescind successful screen

23. Rescinding self-disclosure will immediately close the case without any action. See “Wait
Period of Closed Case within VDRP System and EIS System” on page 31

24. If user desires to continue without rescinding the case, Click = ===t | after completing step 7 |

The message, "Are you sure you want to submit this record?" displays.

25. Click OK to confirm.

The message, "Written Report Review submitted successfully and Email will be sent to all
responsible parties" displays.

Note: Email Notifications are sent to Regulated Entity - who completed the Written Report,
Filing officer - who is displayed in the Written Report -> General tab and Principal Inspector
- who is reviewing the written report (and also to back up inspector working on this case, if

any).

26. Click OK to complete the submission.

You have completed both of the steps for completing the Written Report Review. When you
submit this form, email notifications are sent to appropriate parties, and “Stage 5: Surveillance
on page 151 is ready to begin.

11]
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STAGE 5: SURVEILLANCE

Completing the Surveillance page is the fifth stage in the self-disclosure submission process.
Once an FAA Inspector has completed a Written Report Review, the Inspector is then required to

complete surveillance to confirm that the comprehensive fix(es) outlined in the Written Report
are implemented satisfactorily.

Completing Surveillance of the Comprehensive Fix
Implementation

Perform the following steps to complete the surveillance page:

1. From the Self-Disclosure List page while the Open tab is active, click the Surveillance link
in the Next Action column.
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The Surveillance page displays (Figure 66)

Federal Aviation
Administration

Voluntary Disclosure
Reporting Program

FAA.gov Home

Voluntary Disclosure Reporting Program -- VDRP

- TESTSEA Home Logout

= Stage 5: Surveillance Download 2150 Form View/Print Help

Self Disclosures

* View SD List

* Search

* Search Comp. Fixes

Reports

* Standard Reports

* Executive Reports

* Rollup/Uploaded Reports
* Data Extract Report

Administration
Update Profile
Add New User
Edit User

Change Password
Change SDStatus
Rescind Case

s s s 0

Help

* General Help
* Feedback

* Release Notes

Documents

 *indicates a required field

EIR Number 2012AL014003 Designator: KS1A Self Disclosure Title: Test VORP Self Disclosure

: Answer each question, and then select the FAA Inspector Name. Specify any additional information you want to add to this Self-Disclosure in the Comments

= field

= Were any changes incorporated in the comprehensive fix which are not yet detailed in the written report?* «Yes (" No

= [Ifyou answer "Yes”, SO will be sent back to RE (to WritenReport Stage) for Updates ]

= ls the comprehensive fix implementation satisfactory?* «Yes No

FAA designated official name* j

Z Comments: Spell Check
.|

-

* VDRP User Guide
* Introduction Guide
* VDRP FAQs

Would you like to generate a Letter of Correction at this time?
= Mo Attachments

" You can upload an LOC and other documents as desired. Click Browse. select the file to be uploaded, then click Upload to complete.

Choose the type ofthe uploadfile* @ LOC andior ¢ Other Documents

| Browse.. Upload

Cancel
Rescind Case? (Rescinding case will immediately close case without any action ) O
Save Page
Click Submit to complete Surveillance Stage.
Surveillance Submit

Figure 66. Surveillance Form Page

If no changes were made to the comprehensive fix during implementation, or you do not

want to record any changes in the VDRP application that may have been made, choose No to
the question, Were any changes incorporated in the Comprehensive Fix which are not yet
detailed in the Written Report? The self-disclosure is reverted to Written Report status, and

the Regulated Entity is notified that changes to the comprehensive fix steps are required.

The Written Report must be resubmitted for approval (see “Stage 3: Written Report” on page

121 for additional information).
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10.

11.

12.

If the comprehensive fix implementation is complete and satisfactory, choose Yes to the
question, Is the comprehensive fix implementation satisfactory? Otherwise, choose No.
The Regulated Entity is notified that changes are required, and the Written Report must be
resubmitted for approval (see “Stage 3: Written Report” on page 121 for additional
information).

Click the drop-down arrow in the FAA Designated Official Name field and select the name of
the designated FAA Inspector for the current case.

If you have additional information that you want to include relating to the surveillance of the
current case, type any comments in the Comments field.

If user desires to continue without generating LOC, go to step 11to upload signoff document.

If user wants to generate a letter of correction, check “Would you like to generate a Letter of
Correction at this time?” checkbox.

Would you like to generate a Letter of Correction at this time?
Generate Letter Of Correction

If you would like to send the Letter of Correction at this time, click on, the Send LOC button. If you do not select to send LOC at this
time, it will be sent upon completion of the Signoff Stage.

Send LOC

Click on [ Generate Letter Of Comrection | button to generate LOC or attach desired LOC by
clicking on “Browse” button to upload a selected file.

Once the LOC is generated or uploaded, user has access to ‘View’ and ‘Delete’ options.

If LOC is generated in this stage (Surveillance), then the same LOC will be available in sixth
stage (Inspector Sign-off stage)

Optionally, if user wants to send Letter of Correction through email during the “Surveillance”
stage, click __ sendtoc |

Displays “LOC has been sent successfully to all responsible parties” message.

If user clicks on __senatoc | button without generating letter of correction, then an alert
message is displayed as ‘LOC is not yet uploaded /generated’ with ‘OK” button
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13.

14.

15.

16.

17

18.

User can upload any attachments to support Surveillance stage. He/she can view the
uploaded files in self disclosure details page after the Stage 5 is submitted.

To Upload a document, click on _Browse | button, the ‘Choose File’ dialog displays.

Highlight the filename and click “Open” button to select the file. Check that the path and
file name displays in the field to the left of the Browse.. | button.

Click and the attachments table displays the name of the documents, along with
‘View” and ‘Delete’ links.

. Click without selecting any documents.

The message, “Please check the file type (only doc, pdf, gif, jpg, jpeg, rtf, txt are allowed)
and size (max 4MB)?” displays.

r
Would you like to generate a Letter of Correction at this time?

FileName

Docl.doc View Delete
Test.doc View Delete
Testuls View Delete
Test1.pdf View Delete

You can upload an LOC and other documents as desired. Click Browse, select the file to be uploaded, then click Upload to complete.

Choose the type ofthe uploadfile® ¢~ LOC andior & Other Documents
I Browse... | Upload

Cancel

Rescind Case? (Rescinding case will immediately close case without any action.) Il

Save Page

Click Submit to complete Surveillance Stage
Surveillance Submit

User can view the document via the View link on this page, or he/she can access it at a later
time by clicking the link that corresponds to the self-disclosure they want to view from Self-
Disclosure List page->EIR Number column.
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19.

20.

21.

22.

23.

24.

25.

26.

Optionally, if user wants to delete the document for any reason after having uploaded the
document, click the Delete link that corresponds to the document that needs to be deleted.

The document is removed from the list. If it is the only attached document, the Attachments
table is not displayed.

Scroll down to click | swerwe | to confirm the entries.

If user wants to Rescind this self-disclosure, check the “Rescind Case?”” checkbox.
Note: Rescinding a Case Closes the Record with “No Action”

Under Investigation Determined field, indicate whether no violation occurred or if there’s
another reason for rescinding the self-disclosure. Type the reason for rescinding in the
provided text box.

User may also download 2150 Form for editing.

Scroll down to click | swerwe | to confirm the entries.

Click === jf user wish to rescind this self-disclosure.

Click OK to confirm submission when the message “Are you sure you want to Rescind this
record?” is displayed.

A message is displayed after the self-disclosure is rescinded successfully. Rescinded self-
disclosures are accessible from the Rejected tab in Self-Disclosure List screen.

Message from webpage |

'j 5D case has been successfully Rescinded and Email will be sent out to all responsible parties,
.

Flease remember that wou have 10 days grace period to reopen this Self Disclosure {500 and do any necessary corrections, The 5D cannot be
reopened after 10 days.

Ta reopen the SO, click on the "Change SDstatus" link available on the left side and proceed according to the notes available on that page.

MOTE: During the 10 dayv grace period, a record "closed" in YDRP will remain "open” in EIS. Ten days Following record closure in YDRP, the EIS will be
updated ko reflect the closure date as recorded in YDRP. Thus, at the end of 10 days, the ¥DRP and EIS records will be in agreement and any, "time
to process” calculations will be accurate, Howewer, during the 10 day, "grace period" the records will be in disagreement. If a case is reopened and
then closed, the YORP recard will refleck the Final clasure date and EIS will be updated 10 davs later,

Figure 67. Surveillance - Rescind successful screen
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27.

28.

29.

30.

31

Rescinding self-disclosure will immediately close the case without any action. See “Wait
Period of Closed Case within VDRP System and EIS System” on page 31

If not rescinding, continue after step 17
Click __s=mt | The message, "Are you sure you want to submit this record?" displays.

Click OK to confirm. The message, "Surveillance submitted successfully and Email will be sent
to all responsible parties” displays.

Notel: Email Notifications are sent to Regulated Entity - who completed the Written Report,
Filing officer - who is added in the Written Report -> General tab and the FAA Inspector -
who is monitoring the case (and also to back up inspector working on this case, if any)

Click OK to complete the submission.

You have completed “Stage 5: Surveillance”. Upon completion and submission, email
notifications are sent to appropriate parties. You are now ready to begin Stage 6: Completing an
Inspector Signoff.
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STAGE 6: INSPECTOR SIGNOFF

Inspector Signoff is the sixth and final stage in the self-disclosure submission and approval
process, and consists of two pages of information that require completion.

Once the first five stages are complete, the designated FAA Inspector is required to signoff on
the self-disclosure. In this stage, the FAA Inspector may sanction the Regulated Entity who
submitted the self-disclosure by submitting a Letter of Correction or Warning Notice with the
self-disclosure.

Operators NOT certificated under Part 121 or Part 135

Step 1: Completing the Sign Off Tab Page

Perform the following steps to complete the Sign Off Tab Page:

1. From the Self-Disclosure List page with the Open tab active, click the Inspector Signoff link
in the Next Action column.

VDRP User’s Guide 157



Stage 6: Inspector Signoff

The Inspector Signoff page displays (Figure 68), showing the Signoff Tab page.

Federal Aviation FAA.gov Home
Administration

Voluntary Disclosure = Voluntary Disclosure Reporting Program -- VORP

Reporting Program S TESTSEA Home Logout
= Stage 6: Inspector SignOff Download 2150 Form View/Print Help

Self Disclosures =

* View SD List

o Senich = The Inspector Sign-off form is comprised of two related tabs. The 1-Sign Off Tab requires that you choose Action/Sanction. Depending upon your selection, the

= second tab, Submit,generates required letter format (LOCAVarning Notice).

*indicates a required field.

® Search Comp. Fixes

Reports

® Standard Reports

® Executive Reports

® Rollup/Uploaded Reports

¢ Data Extract Report - EIR Number 2012AL014003 Designator KS1A Self Disclosure Title: Test VDRP Self Disclosure
Administration Complete the following required field(s) and click Save Page:
® Update Prafile =
® Add New User = =
Name of approving Inspector -
* Edit User = e e
® Change Password = Confirmed satisfactory completion of Self Audit by Regulated Entity @Yes ¢ No
*® Change SDStatus = following implementation of Comprehensive Fix:*
" Hisind Crna = Type of Action Taken Against RE* ADMINISTRATIVE ACTION =
Help = Sanction Applied to RE* WARNING NOTICE x
* General Help E
® Feedback = Self-Disclosure Status Determined By Action Taken:

5 .
Release Notes Administrative Action

No Action
Documents - If Rescinded, Explain: Spell Check
® VDRP User Guide - =
® Introduction Guide | H
® VDRP FAQs

Figure 68. Inspector Signoff Form: Signoff Tab Page

2. Click the drop-down arrow in the Name of approving Inspector field and select the
applicable name.

3. Choose Yes or No to indicate if satisfactory completion of Self Audit by Regulated Entity
following the implementation of a Comprehensive Fix has been confirmed. As the
completion of a satisfactory self-audit is required prior to closure of the VDRP report,
selection of "NO" in response to the question will prevent closure of the case until the self-
audit is completed and found to be satisfactory.

4. Click the drop-down arrow in the Type of Action Against RE field and select the type of
action (No Action or Administrative Action) to be taken against the regulated entity.
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5. If user selects Administrative Action option, the Self-Disclosure status is set to Approved
and a case that has been approved is listed in the Self-Disclosure List screen on the Closed
tab screen.

6. The Sanction Applied to RE field becomes active when user selects Administrative Action
option. Click the drop-down arrow and select Letter of Correction or Warning Notice, as
appropriate.

7. If user selects No Action option, the Self-Disclosure Approved or Rescinded status is set to
Rescinded and a case that has been rescinded is listed in the Self-Disclosure List screen on
the Rejected tab screen

8. The Sanction Applied to RE field becomes Inactive when user selects No Action option. Now

type an explanation as to why the case was rescinded in the If Rescinded, Explain text box
field

9. Scroll down and click | saerae | to confirm your entries. User can download 2150 form for
editing.

10. If Rescinding, go to Steps 12-15.
11. If NOT rescinding, go to Steps 16-20

12. The Inspector Signoff page displays (Figure 69), showing the Submit Tab page.
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Foderal Aviation
Administration

FAR.gov Home

Vedumtary Disckesurs Reportng Program — YDRP
TESTSEA o ham .
S1age & napector Signoit B om

o Test VDRP Self Disclosurs

Biowne. Dt

- Subeniths complels, Once submilled. e Mlegulated Enit
nspector Sign- cHf Soma

Figure 69. Inspector Sign Off form - Submit tab Page

13. If Rescinding, Click

14. Click OK to confirm rescind when the message “Are you sure you want to Rescind this

record?” is displayed.

button

15. A message is displayed after the self-disclosure is rescinded successfully. Rescinded self-

disclosures are accessible from the Rejected tab in Self-Disclosure List Screen

N

Message from webpage

Inspector Signoff Information Submitted successfully and Email will be sent out to all responsible parties,

Flease remember that yvou have 10 days grace period to reopen this Self Disclosure {SD) and do any necessary corrections, The S0 cannot be

reopened after 10 days,

Ta reopen the SO, click on the "Change SDstatus” link available on the |eft side and proceed according to the notes available on that page.

MOTE: During the 10 day grace period, a record "closed” in YDRP will remain "open” in EIS. Ten days following record closure in YDRP, the EIS will be
updated to reflect the closure date as recorded in WDRP. Thus, at the end of 10 days, the YDRP and EIS records will be in agreement and any, “time
to process” calculations will be accurate, Howewver, during the 10 day, "grace period” the records will be in disagreement, If a case is reopened and

then closed, the YDRP record will reflect the final closure date and EIS will be updated 10 days later,

Figure 70. Inspector Signoff - Rescind successful screen
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16. Rescinding self-disclosure will immediately close the case without any action. See “Wait
Period of Closed Case within VDRP System and EIS System™ on page 31

17. If NOT rescinding, user can generate a letter of correction (LOC) or Warning Notice from
Submit tab page depending on option selected from “Sanction Applied to RE” drop down in
Sign Off tab page.

18. Continue to Step 2:“Attaching an Administrative Action Document to a Self-Disclosure” on
page 162.

19. Click === | to complete the Inspector Signoff stage.
The message, "Are you sure you want to submit this record?” displays.

20. Click OK to confirm. The following message is displayed “Inspector Signoff information

submitted successfully and email will be sent out to all responsible parties” as displayed
below.

Note: Email Notifications are sent to Regulated Entity - who completed the Written Report,
Filing officer - who is added in the Written Report -> General tab and the Principal Inspector
signing off the case (and also to back up inspector working on this case, if any).

The following message is displayed

Windows Internet Explorer

BN

Inspector Signoff Information Submitted successFully and Email will be sent out ta all responsible parties.

Flease remember that you have 10 days grace period to reopen this Self Disclosure (S0 and do any necessary corrections. The S0 cannot be
recpened after 10 days.

Ta reopen the SO, click on the "Change SDstatus" link available on the left side and proceed according to the notes available on that page.

MOTE: During the 10 day grace period, a record "closed" in YDRP will remain "open” in EIS. Ten days following record closure in WDRP, the EIS will be
updated to reflect the closure date as recorded in YDRP. Thus, at the end of 10 days, the WORP and EIS records will be in agreement and any, "time
to process” calculations will be accurate,  Howewver, during the 10 day, "grace period” the records will be in disagreement. IF a case is reopened and
then closed, the YORP record will reflect the Final closure date and EIS will be updated 10 days later.

21. Click OK to complete the submission.

22. Closed self-disclosures are accessible from the Closed tab in Self-Disclosure List Screen. See

“Wait Period of Closed Case within VDRP System and EIS System” on page 31
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Step 2: Attaching an Administrative Action Document to a Self-
Disclosure

There are two procedures required to attach an administrative action document to a self-
disclosure, including:

e “Generating and Editing an Administrative Action Document” on page 162.

« “Uploading the Administrative Action Document to a Self-Disclosure” on page 166.

Generating and Editing an Administrative Action Document

Perform the following steps to generate a Letter of Correction or Warning Notice for
attachment to a self-disclosure:

1. Click IIETITN -
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The Inspector Signoff Submit Tab page displays (Figure 71), from which you can Generate an
Administrative Action document (Letter of Correction (LOC) or a Warning Notice), make edits
to the document, and upload the document as an attachment to a self-disclosure.

Federal Aviation
Administration

Voluntary Disclosure
Reporting Program

Self Disclosures

® View SD List

* Search

* Search Comp. Fixes

Reports

* Standard Reports

* Executive Reports

* Rollup/Uploaded Reports
* Data Extract Report

Administration
Update Profile
Add New User
Edit User
Change Password
Change SDStatus
Rescind Casa

s s 8 sas

Help

* General Help
* Feedback

* Release Notes

Documents

* VDRP User Cuide
* Introduction Guide
* VDRP FAQs

FAA.gov Home

Voluntary Disclosure Reporting Program — VDRP

= TESTSEA Home Logout
= Stage 6: Inspector SignOff Download 2150 Form View/Print Help

= The Inspector Sign-offform is comprised of two related tabs. The 1-Sign O Tab requires that you choose AcionSanction. Depending upon your selection, the
= secondtab, Submit generates required letter format (LOGMarning Notice).

2-Submit

= *indicates arequired field

EIR Number 2012AL014003 Designator KS1A Self Disclosure Title: Test VDRP Self Disclosure

= This page allows you to generate a Letter of Correction (LOC)Warning Notice document in MS Word. The generated document can be modified
= and uploaded

Generate Warning Notice

Sl Filchame FileType

= Testdoc Other View Delete

= Youcan upload an LOC. 2150-Form or Other Documents as desired. To Upload any supporting files/documents, choose Other
= Documents. Click Browse, select the file to be uploaded. then click Upload to complete

= Choose the ype of the upload file* ¢ LOC/Warning Notice ¢ 2150-Form ¢ Other Documents

Browse... Upload |

= Once a Completed Inspector Sign-Offis subrmitted, you can view the uploaded files by opening the Self-Disclosure Details Page

FileName: Ci\Documents and Seftingslafs230ch\DeskiopTestDocs Test doc
Your File Uploaded Sucessfully at server

Click Submit ta complete. Once submitted, the Regulated Entity is notified ia email of completion

Inspector Sign-Off Submit

Figure 71. Inspector Signoff Form: Submit Tab Page

2. Click Generate Letter Of Correction or Generate Warning Notice (this button changes
based on the selection you make on the Inspector Signoff Tab page.

3. If LOC is already uploaded in Stage5 (Surveillance), the same file will be displayed in file

attachment table. User can use the same LOC or generate a new LOC as preferred.
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The Choose File dialog displays (Figure 72).

Desktop

%

My Documents

Loak ir: I =5 Admindction docs

2]

x| & ®&ckE-

File name: ILetternfEnnection. doc j Open I
Files of type: IAII Files [*.%] j Caneel |
P

Figure 72. Choose File Dialog

4. Click Open then click OK to continue.
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The Open With dialog displays () with a list of software packages currently installed on your
machine from which you are to choose which one you want to use to view and the document.

Open With 2|

lick the program wou want to use ko open
‘LetterofCorrection[Z]',

If the program is not in the list, click Other,

“hoose the program wou wank bo use:

[E]MenuBwilder ﬂ
Erﬂicmsuft FrontPage

@Micmsuft Office Access

ﬁrﬂicmsuft Office Document Imaging —I
@Micrusnft Office Excel

&4 Micrasaft Office InfoPath

=T -

%Tcmsuft Office Picture r'-"!a!ﬂager j

Fimr - -

[T always use this program be open these files

(] 4 I Zancel Other... |

Figure 73. Open With Dialog

5. Highlight Microsoft Office Word and click OK.
MS Word opens the document.

6. Make necessary changes to the generated document, as desired.

7. Go to the File menu and select Save As.
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The Save As dialog displays (Figure 74).

g 3

Save in: I[:I adrrinaction docs j @-3 @ X Cy - Tooks-

My Recent
Documents

()
1]
g
=
[=]
=}

7
My Documents

My Computer

o o]
=)

i File name: ILetteroFCorrection.doc Save
Iy Mebwark =

= e |
Places Save as bype! e j Cancel

Figure 74. Save As Dialog

8. Using the icons to the right of the Save In field, select the location to which you want to save
the document (if desired, you can change the name of the file in the same dialog), and make
note of where you saved this document and the name of the document.

0. Click [ 1.

The file is saved to the location you selected.
10. Close the document file and return to the VDRP Inspector Signoff Submit Tab page.

11. Continue to “Uploading the Administrative Action Document to a Self-Disclosure” on page
166 to attach the saved file to a self-disclosure.

Uploading the Administrative Action Document to a Self-Disclosure

Perform the following steps to Upload the Letter of Correction or Warning Notice to the Self-
Disclosure:
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10.

11.

. From the Inspector Signoff Submit Tab page, click [ Browse.. |.

The Choose File dialog displays (Figure 72).

Highlight the file name and click [ gen | to select the file.

The path and file name displays in the field to the left of the button.

Click [mmai] .

The Attachments table displays showing the name of the document, along with a View and a
Delete link.

Repeat Steps 1 through 3 above to add any additional documentation you want to add to your
self-disclosure.

User can view the document via the View link on this page, or he/she can access it at a later
time by clicking the link that corresponds to the self-disclosure they want to view from Self-
Disclosure List page->EIR Number column.

. User can now upload LOC, 2150 form and Other documents.

If LOC is already uploaded in Stage5 (Surveillance), the same file will be displayed in file
attachment table. User can use the same LOC or generate a new LOC as preferred.

Click without selecting any documents.

The message, “Please check the file type (only doc, pdf, gif, jpg, jpeg, rtf, txt are allowed)
and size (max 4MB)?” displays.

Once the document is uploaded, the attachments table displays the name of the documents,
file type along with ‘View’ and ‘Delete’ links.

Optionally, if user wants to delete the document for any reason after having uploaded the
document, click the Delete link that corresponds to the document that needs to be deleted.

The document is removed from the list. If it is the only attached document, the Attachments
table is not displayed.
Closure of a Voluntary Disclosure must be accomplished with Administrative Action or No

Action. If Administrative Action is appropriate, a Letter of Correction (LOC) or Warning Let-
ter must be attached to the file and issued to the Regulated Entity. If the Inspector selects
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Administrative Action as a closing action, but does not attach an LOC or a Warning Letter, the
system will display a pop-up window with the message, "Are you sure you want to Submit this
case without attaching LOC/Warning Letter? It will also display the options of "OK" or "Cancel”
If “Cancel” is selected and a letter is attached, the case is closed as an Administrative Action
and the attached letter becomes part of the record. If the option of "OK" is selected to con-
firm that no letter will be attached, the case is closed as a "No Action".

12. Click __s»=t | to complete the Inspector Signoff stage.

The message, "Are you sure you want to submit this record?" displays.Click OK to confirm.

Operators certificated under Part 121 or Part 135

For designators belonging to Part 121, Part 135 or Part 121/135, the Inspector Sign Off stage is
the sixth stage in the VDRP process. This stage needs to be completed by two FAA personnel, the
Principal Inspector (PI) and the Senior Office Manager (SOM). The Principal Inspector completes
the Inspector Sign Off form comprising of two pages of information and submit to SOM for his/
her Approval.

Senior Office Manager approves the final sign-off stipulating concurrence or nonconcurrence
with satisfactory completion of comprehensive fix to the VDRP system, together with signed
letter of correction or warning notice.

Perform the following steps to complete the Inspector SignOff form for SOM approval:

Step 1: Completing the Sign Off Tab Page

Perform the following steps to complete the Sign Off Tab Page:
1. Log into VDRP as Principal Inspector with a valid username/password.

2. From the Self-Disclosure List page with the Open tab active, click the Inspector Signoff link
in the Next Action column.
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Federal Aviation FAA.gov Home
Administration

Voluntary Disclosure Voluntary Disclosure Reporting Program - VDRP

Reporting Program - TESTSEA Home Logout
- Stage 6: Inspector SignOff Downlaad 2150 Form ViewsPrint Help

Self Disclosures :

® View SD List

* Search

* Search Comp. Fixes

= The Inspector Sign-off form is comprised of two related tabs. The 1-Sign Off Tab requires that you choose Action/Sanction. Depending upen your selection, the
- second tab, Submitgenerates required letter format (LOCAVarning Notice)

Reports :
*indicates a required field.

® Standard Reports
® Executive Reports
* Rollup/Uploaded Reports

® Data Extract Report - EIR Number 2012AL014003 Designator KS1A Self Disclosure Title: Test VDRP Self Disclosure

Administration = Complete the following required fisld(s) and click Save Page:

*® Update Profile
® Add New User

- Name of approving Inspector® =
Edit User = PP 9 P

Change Password - Confirmed satisfactory completion of Self Audit by Regulated Entity @Yes (" No
Change 5DStatus = following implementation of Comprehensive Fix*

M ek C ot = Type of Action Taken Against RE* ADMINISTRATIVE ACTION ¥
Help = Sanction Applied to RE* WARNING NOTICE 2
* GCeneral Help

® Feedback - Self-Disclosure Status Determined By Action Taken:
# Reluase Nobes E Administrative Action

No Action

Documents - If Rescinded, Explain: Spell Check
® VDRP User Guide = =
® Introduction Guide ‘ J
* VDRP FAQs

Figure 75. Inspector Signoff Form: Signoff Tab Page

3. Click the drop-down arrow in the Name of approving Inspector field and select the
applicable name.

4. Choose Yes or No to indicate if satisfactory completion of Self Audit by Regulated Entity
following implementation of Comprehensive Fix has been confirmed.

Choose “Yes” if the following conditions have been met:
1) The Regulated Entity has completed a self-audit and found the corrective actions to be
fully implemented and satisfactory to prevent recurrence of the root cause(s) identified in

the Written Report

2) The FAA has reviewed the audit results and found the audit and results to be satisfactory

VDRP User’s Guide 169



Stage 6: Inspector Signoff

10.

11.

12.

13.

Choose “NO” if either of the above requirements have not been met.

NOTE: Selection of “NO” will prevent closure of the VDRP record until both requirements are
met and the Inspector selects “YES™.

Click the drop-down arrow in the Type of Action Against RE field and select the type of
action (No Action or Administrative Action) to be taken against the regulated entity.

If user selects Administrative Action option, the Self-Disclosure status is set to Approved.
The sixth stage with the approved status self disclosure is submitted and sent to Senior Office
Manager for his/her approval.

The Sanction Applied to RE field becomes active when user selects Administrative Action
option. Click the drop-down arrow and select Letter of Correction or Warning Notice, as
appropriate.

After sixth stage is submitted by Principal Inspector, make sure to check that the approved
status self disclosure displays as ‘Inactive’ Inspector SignOff link under Next Action column on
‘Open’ tab of Self-disclosure list screen

If user selects No Action option, the Self-Disclosure status is set to Rescinded. The sixth
stage with the rescinded status self disclosure is submitted and sent to Senior Office Manager
for his/her approval.(If rescinding the case, go to next step)

The Sanction Applied to RE field becomes Inactive when user selects No Action option. Now
type an explanation as to why the case was rescinded in the If Rescinded, Explain text box
field.

After sixth stage is submitted by Principal Inspector, make sure to check that the rescinded
status self disclosure displays as ‘Inactive’ Inspector SignOff link under Next Action column on

‘Open’ tab of Self-disclosure list screen.

Scroll down and click | swerwe | to confirm your entries. User can download 2150 form for
editing.

The Inspector Signoff page displays (Figure 69), showing the Submit Tab page.
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TESTSEA
Stage 8: Inspector Sgn

Sa Deaclonurn Tele Tost VORP Sell Disclosurn

then chek
OCWarming Hotice « 2150 Form & Othr Documants

Documants o tioa

¥ Sutamat 1o comphete. Dece SUSMBed e Regulaied Emiy is natbed
Inspector Sign-0f Sutsret

Figure 76. Inspector Sign Off form - Submit tab Page

14. If Rescinding, go to Steps 15-17.
15. If NOT rescinding, go to Steps 18-31
16. If Rescinding, Click s~ | button

17. Click OK to confirm rescind when the message “Are you sure you want to Rescind this
record?” is displayed.

18. A message is displayed after the self-disclosure is rescinded successfully.
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Message from webpage x|

't 3D case has been successfully Rescinded and Email will be sent out to all responsible parties.
L3

Please remember that vou have 10 days grace period ko reopen this Self Disclosure (3D} and do any necessary corrections. The SD cannot be
reopened after 10 days.

To reopen the SO, click on the "Change SDstatus" link available an the left side and proceed according to the notes available on that page.

NOTE: During the 10 day grace period, a record "closed" in YDRP will remain "open” in EIS. Ten davs Following record closure in YDRP, the EIS will be
updated ta reflect the closure date as recorded in YDRP. Thus, at the end of 10 days, the YDRP and EIS records will be in agreement and any, "time
to process” calculations will be accurate,  Howewer, during the 10 day, "grace period" the recards will be in disagreement. If a case is reopened and
then closed, the YDRP record will reflect the final closure date and EIS will be updated 10 days later,

19.

20.

21.

22.

23.

24.

25.

Figure 77. Inspector Signoff - Rescind successful screen

If NOT rescinding, user can generate a letter of correction (LOC) or Warning Notice from
Submit tab page depending on option selected from “Sanction Applied to RE” drop down in
Sign Off tab page.

If LOC is already uploaded in Stage5 (Surveillance), the same file will be displayed in file
attachment table. User can use the same LOC or generate a new LOC as preferred.

From the Inspector Signoff Submit Tab page, click [_Browse. |.The Choose File dialog displays
the directory of the User's hard disk (Figure 72). Highlight the file name and click

to select the file.The path and file name displays in the field to the left of the
button.

Click [tmiead].

The Attachments table displays showing the name of the document, along with a View and a
Delete link.

Repeat Steps 19 through 21 above to add any additional documentation you want to add to
your self-disclosure.

User can view the document via the View link on this page, or he/she can access it at a later
time by clicking the link that corresponds to the self-disclosure they want to view from Self-
Disclosure List page->EIR Number column.

User can now upload LOC, 2150 form and Other documents.
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26.

27.

28.

29.

30.

31

32.

User can upload any attachments for “Other documents” option to support Inspector SignOff
and can view the uploaded files in self disclosure details page after the Stage 6 is submitted.

Click without selecting any documents.

The message, “Please check the file type (only doc, pdf, gif, jpg, jpeg, rtf, txt are allowed)
and size (max 4MB)?” displays. Once the document is uploaded, the attachments table
displays the name of the documents, file type along with ‘View’ and ‘Delete” links.

Optionally, if user wants to delete the document for any reason after having uploaded the
document, click the Delete link that corresponds to the document that needs to be deleted.

The document is removed from the list. If it is the only attached document, the Attachments
table is not displayed.

Click saerwe | to confirm your entries.

Click on ==mt | putton without generating LOC, then an alert message is displayed as “Are
you sure you want to Submit this case without attaching LOC/WarningLetter?. If Yes, click
‘OK’. If No, click ‘Cancel’ and attach the letter.” with OK and Cancel buttons.

If user clicks on “Cancel’ button, they stay on the same screen and can add or generate a new
LOC. If user clicks on “OK” button, then the case is submitted without LOC/Warning letter
attached to the self disclosure.

Click __s== | to complete the Inspector Signoff stage.
The message, "Are you sure you want to submit this record?" displays.

Click OK to confirm.
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nspector Signoff

The following message is displayed

Windows Internet Explorer

'j Inspector Signoff Information Submitted successfully and Email will be sent out to all responsible parties.
L]

Please remember that you have 10 davs grace period bo reopen this Self Disclosure (S0 and do any necessary corrections, The S0 cannat be
reopenad after 10 days,

To recpen the S0, dlick on the "Change SDstatus” link available on the left side and proceed according to the notes available on that page.

MOTE: During the 10 dav grace period, a record "closed" in YDRP will remain "open” in EIS. Ten davs following record closure in YDRP, the EIS will be
updated ko reflect the closure date as recorded in WODRP. Thus, at the end of 10 days, the YDRP and EIS records will be in agreement and any, “time
to process” calculations will be accurate,  Howeser, during the 10 dav, "grace period” the records will be in disagreement. IF a case is reopened and
then closed, the YDRP record will reflect the final closure date and EIS will be updated 10 days later.

33

34.

35.

36.

. After the approval of sixth stage by senior office manager, the approved self-disclosures are
accessible from the “Closed” tab in Self-Disclosure List Screen.
Closed self-disclosures are accessible from the Closed tab in Self-Disclosure List Screen. See
“Wait Period of Closed Case within VDRP System and EIS System” on page 31

After the approval of sixth stage by senior office manager, the rescinded self-disclosures are
accessible from the “Rejected” tab in Self-Disclosure List Screen.

Rescinding self-disclosure will immediately close the case without any action. See “Wait
Period of Closed Case within VDRP System and EIS System” on page 31

Click OK to complete the submission of Sixth Stage by Principal Inspector. Upon completion
and submission, email notifications are sent to appropriate parties. Emails are sent to Senior
Office Manager - who will submit the approval of Inspector Signoff stage, Principal Inspector
- who submitted Inspector Signoff stage

Submission of the completed record by the Inspector does not conclude the process or close
the record. Upon submission by the Inspector, the record is forwarded to the Senior Office
Manager (SOM), for their concurrence or non-concurrence. If the SOM concurs with the
actions taken by the PI, the case will close upon submission of the SOM's concurrence If the
SOM does not concur, the file is returned to the PI for revision and re-submission by the PI.
The case will not close until SOM concurrence is obtained.
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Senior Office Manager Approval - IS Stage

The Office Manager who have oversight responsibility for operators certificated under Title 14
Code of Federal Regulations (14 CFR) part 119 for operations under part 121 or part 135 is
required to accomplish the final sign-off function in Stage VI of the VDRP system. This can be
done either via ‘Senior Office Manager Approval for Inspector SignOff’ screen or by uploading a
scanned pdf copy of a letter signed by the office manager stipulating concurrence with
satisfactory completion of the comprehensive fix to the VDRP system, together with the signed
letter of correction.

Perform the following steps to complete the Senior Office Manager Approval for Inspector
Signoff form of the VDRP system:

1. Log into VDRP as Senior Office Manager (SOM) with a valid username/password belonging to
the same CHDO of Pl who submitted the self disclosure.

2. From the Self-Disclosure List page, click the “Open” tab.
3. Click the “Inspector SignOff - Under SOM Review” link under ‘Next Action’ column as SOM

User. The Senior Office Manager Approval for Inspector Signoff page is displayed (See
“Senior Office Manager Approval Screen - IS Stage” on page 176)
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Federal Aviation FAA.gov Home
Administration

Voluntary Disclosure z Voluntary Disclosure Reporting Program - VDRP
Reporting Program = TESTSEA Home Logout

Senior Office Manager Approval for Inspector Signoff Help
Self Disclosures
* View SD List

= "indicates a required field.
* Search 4

Designator [D: KS1A EIR Number 2012AL014003 Notification ID: 9603
= Self Disclasure Title: Test VDRP Self Disclosure

* Search Comp. Fixes

Reports

* Standard Reports :
* Executive Reports = Complete the following required field(s) and click Submit/Return :
. ; E
Rollup/Uploaded Reports - pjgase add comments as needed
* Data Extract Report : B

Administration
* Update Profile
* Change Password

Help
* General Help
* Feedback ﬂ

* Release Notes E
= Click Submit to Concur or Click Return to NonConcur with the Principal Inspector's determination concerning

= the acceptability of the Disclosure

: Senior Office Manager Approval _
Documents g PP Return Submit

* VDRP User Guide
® Introduction Guide
* VDRP FAQs

o, U.S. Department of Transportation Readers & Viewers Government Sites Contact Us
/ % Federal Aviation Administration PSR ARCIR DOT, Contact Us
b fl 800 Independence Avenue, SW - usAa Help

i%#'  Washington, DC 20591 Web Policies ®

~ 1-866-TELL-FAA [1-866-835-5322) ek P N

Privacy Bolicy

Figure 78. Senior Office Manager Approval Screen - IS Stage

4. Optionally enter SOM comments based on office manager’s concurrence or nonconcurrence

with the satisfactory completion of the comprehensive fix and based on approval or rejection
about the information filled in by the Principal Inspector in all the six stages.

Click on “Return’ button indicating SOM’s nonconcurrence with PI’s determination about the

self disclosure.
The self disclosure navigates to Inspector SignOff stage allowing the Principal Inspector to
add or update the IS Stage accordingly to re-send the returned case for SOM approval

Click on “Submit’ button indicating SOM’s concurrence with PI’s determination about the self

disclosure
The self disclosure navigates to either Closed tab or Rejected tab after SOM submits the self

disclosure via SOM Approval screen which completes the second part of Inspector Signoff
stage.
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7. Click OK.
A confirmation pop up appears as “An Email has been sent out to all relevant users” denoting
successful approval of Senior Office Manager from IS stage to either Closed tab (Approved
Self disclosure) or Rejected status (Rescinded Self disclosure)

8. An email is sent to Senior Office Manager - who submitted the approval of Inspector Signoff
stage, Principal Inspector - who submitted Inspector Signoff stage, Filing Officer - who is
added in Written Report stage and Regulated Entity - who submitted the initial notification.

Once the Inspector Signoff stage is completed and submitted by Senior Office Manager, all six
stages are completed in the Self-Disclosure Submission process. See“Additional VDRP Functions™
on page 49 to learn more about the other functions available to you within VDRP.

VDRP User’s Guide 177



Stage 6: Inspector Signoff

178 VDRP User’s Guide



Standard Reports

REPORTS

This chapter gives step procedures and information about all of the other functions within the
VDRP application that are not part of the self-disclosure submission process.

STANDARD REPORTS

There are five standard reports that can be run within the VDRP application by an FAA Inspector.
Click on the links below for step procedures for each report:

The Self-Disclosures for a FAR and Particular Regulated Entity Report compiles and lists
self-disclosures for all Federal Aviation Regulations (FARs) associated with a specified
regulated entity.

The Self-Disclosures for Fiscal Year and Particular Regulated Entity Report compiles and
lists self-disclosures filed within a fiscal year period for a specified regulated entity.

The Self-Disclosures for Particular Regulated Entity and Inspector Report compiles and
lists self-disclosures submitted by a Regulated Entity that are assigned to a specified FAA
Inspector.

The Self-Disclosures for Particular Regulated Entity Report compiles and lists self-
disclosures submitted for a specified regulated entity.

The Self-Disclosures for a Particular Region and FSDO office Report complies and lists self-
disclosures based on FSDO office for a particular region for a specified regulated entity.

Generating a Report

The following process describes how to generate a report.

Perform the following steps to generate a report:

1. From the Self-Disclosure List page, click the Standard Reports link in the left navigation.
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The Standard Reports page displays(), showing links for each of the five types of reports that
you can generate.

Federal Aviation FAA.gov Home
Administration

Voluntary Disclosure 5 Voluntary Disclosure Reporting Program -- VDRP

Reporting Program = TESTSEA Home Logout
= Standard Reports Help

Self Disclosures :

® View 5D List

® Search

Self Disclosures for a FAR and Particular Regulated Entity
® Search Comp. Fixes

Reports Self Disclosures for Fiscal Year and Particular Regulated Entity

Standard Reports

* Executivp@eca = Self Disclosures for Particular Regulated Entity and Inspector
+ Rollup, u{Siandard Report Listing
B Self Disclosures for Particular Regulated Entity

Admiinistration Self Disclosures for 3 Particular Region and FSDO office

* Update Profile z
* Change Password z Self Disclosure Complete View Report

Help
* General Help
* Feedback

* Release Notes

Documents

® VDRP User Guide
® Introduction Guide
* VDRP FAQs

U.S. Department of Transportation Readers & Viewers Government Sites Contact Us
Federal Aviation Administration Mo e & Contact Us
800 Independence Avenue, SW B - Help

Washington, DC 20591
1-866-TELL-FAA (1-866-835-5322)

Reguls
Data.gov

Figure 79. Standard Reports Page

2. Click on a link that corresponds to the type of report you want to generate.

180 VDRP User’s Guide



Standard Reports

The Self-Disclosure Report field page displays (Figure 80), requesting specific information,
and this information changes based on the type of report you want to generate. The example
shown in Figure 80 is the Self-Disclosure by FAR and Regulated Entity page.

Voluntary Disclosure Reporting Program -- VDRP
TESTSEA Home Logout

SDs by FAR and Regulated Entity Help

Specify the following information, then click Create Report to generate the desired report:

Regulated Entity FAR Code

Create Report
' FOR OFFICIAL USE ONLY 11!
VWARNING: The Information in this Document is Protected from Disclosure under 49 U.5.C., § 40123 and 14 CFR part 193

Figure 80. Self-Disclosure Report Page: SDs by FAR and Regulated Entity

3. Depending on the type of report you selected, specify the requested information by clicking
the drop-down arrows for each field and making your selection.

Type of Report Field Name Field Name Field Name

SDs by FAR and
Regulated Entity Report Regulated Entity FAR Code

SDs by Fiscal Year and Regulated Entity Fiscal Year
Regulated Entity Report

SDs by Regulated Entity Regulated Entity Inspector
and Inspector

SDs for Particular Regu- Regulated Entity
lated Entity
SDs by Region, FSDO Regulated Entity Region FSDO

and Regulated Entity

4. Click Create Report to generate the report using the information provided.
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The report displays columns of information that pertain to the report type and information
you specified. See “Sample Reports” on page 182 for additional information about what each
report contains.

Sample Reports

This section contains samples of each report that can be generated in VDRP and gives brief
definitions of each column that displays when a report is generated.

e ‘7 on page 182.
e “”on page 184.
= “Self-Disclosures for a Regulated Entity and an FAA Inspector” on page 187.

= “Self-Disclosures for a Particular Regulated Entity” on page 189.
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Self-Disclosures for a FAR and Particular Regulated Entity Report

Figure 81 shows the SDs by FAR and Regulated Entity Report page that displays after the
criteria for the report is selected and Create Report is clicked to generate the report.

Voluntary Disclosure Reporting Program -- VDRP
TESTSEA Home Logout
5Ds by FAR and Regulated Entity Help
Specify the following information, then click Create Report to generate the desired report:
Regulated Entity FAR Code
| M ]
Create Report
Voluntary Disclosure Reporting Program -- VDRP
TESTSEA Home Logout
5Ds by FAR and Regulated Entity Help
Specify the following information, then click Create Report to generate the desired report:
Regulated Entity FAR Code
RGIA [+ Al Far Codes [+

M FOR OFFICIAL USE ONLY

WARHNING: The Information in this Document is Protected from Disclosure under 49 U.5.C., § 40123 and 14 CFR part 193

Create Report

Notification ID EIRNumber EIRStatus Nofification Date ACEP Status ASAP Status
(View Details)

8307 2011EAZ74007 CLOSED 071112011 MO MO

7590 2011EAZ74002 CLOSED 03/02/2011 MO MO

5330 2010EAZ74002 CLOSED 1211812009 MO MO

1524 2008EAZ74003 CLOSED 09/26/2007 NO NO

G536 2010EAZ74011 CLOSED 081372010 MO MO

6449 2010EAZ74010 CLOSED 0712712010 MO MNO

G228 200EAoT401] CLOSED 0g22010 L i[e]

Figure 81. Standard Reports: Self-Disclosures for a FAR and Particular Regulated Entity
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TABLE 3. Self-Disclosures for a FAR and Particular RE Report Column Definitions

Column Title Definition

Notification 1D Generated automatically when a Regulated Entity
initially creates an Initial Notification, prior to
acceptance by the designated FAA Inspector
assigned to the case. Once an Initial Notification
has been accepted by an FAA Inspector as valid,
an EIR number is then assigned, and this is the
primary tracking number for the self-disclosure.

EIR Number Assigned automatically once the Designated FAA
Inspector accepts an Initial Notification. This is an
indicator to the Regulated Entity that the Written
Report is required to complete the next step in the
Self-Disclosure process.

Notification Date Contains the date that was selected by the
submitting official at the time the disclosure was
entered into the web based voluntary disclosure
system and is specified in the Notification Date field
of the Initial Notification form Violation Tab page.

ACEP Status Indicates whether the violation was reported
through ACEP (Air Carrier Evaluation Program)
prior to the FAA discovering the violation. Yes
means that it was reported via ACEP, and No
indicates that the Regulated Entity did not report
the violation.

ASAP Status Indicates whether the violation was reported
through ASAP (Aviation Safety Action Program)
prior to the FAA discovering the violation. Yes
means that it was reported via ASAP, and No
indicates that the Regulated Entity did not report
the violation.
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Self-Disclosures for a Fiscal Year and a Particular Regulated Entity Report

Figure 82 shows the SDs by Fiscal Year and Regulated Entity Report page that displays after
the criteria for the report is selected and Create Report is clicked to generate the report.

Voluntary Disclosure Reporting Program -- VDRP
TESTSEA Home Logout
SDs For Fiscal Year and Regulated Entity Help

Specify the following information, then click Create Report to generate the desired report:

Regulated Entity Fiscal Year

| [+ [2012 |

Create Report

Il FOR OFFICIAL USE OMNLY !
WARNING: The Information in this Document is Protected from Disclosure under 49 U.5.C., § 40123 and 14 CFR part 193

Voluntary Disclosure Reporting Program -- VDRP
TESTSEA Home Logout
SDs For Fiscal Year and Regulated Entity Help

Specify the following information, then click Create Reportto generate the desired report:

Regulated Entity Fiscal Year

[1MBR v [2012 |

Create Report

' FOR OFFICIAL USE ONLY 1!
WARNING: The Information in this Document is Protected from Disclosure under 49 U.5.C., § 40123 and 14 CFR part 193

Eir Number Eir Status Last Name First Name MHNofification Date  Equipment Type Equipment Make
9144 2012CE194001 OPEN Alderman David D 12116/2011 A EMB
9592 2012CE194007 OPEN Jones Paul 0512712012
9593 2012CE194004 OPEN Jones Paul 05/27/2012 A CLARK
9594 2012CE194002 OPEN Alderman David D 0711012012
95495 2012CE1594003 OFEN Alderman David D 07/04/2012 A CLARK
9596 2012CE194005 OFPEN Alderman David D 06/24/2012 E DEVORE
9597 2012CE194008 QOFEN Alderman David D 07i2azo12 E AMTRGM
9500 2012CE194009 OPEN Jones FPaul a7ro2012 A BOEING
9601 2012CE194008 OFEN Alderman David D 0s/01/2012
9602 2012CE194010 OPEN Jones Paul 07/29/2012

Figure 82. Standard Reports: Self-Disclosures for Fiscal Year and Particular Regulated Entity
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TABLE 4. Self-Disclosures for a Fiscal Year and a Particular Regulated Entity Report Column Definitions

Column Title Definition

Notification 1D Generated automatically when a Regulated Entity
initially creates an Initial Notification, prior to
acceptance by the designated FAA Inspector
assigned to the case. Once an Initial Notification
has been accepted by an FAA Inspector as valid,
an EIR number is then assigned, and this is the
primary tracking number for the self-disclosure.

EIR Number Assigned automatically once the Designated FAA
Inspector accepts an Initial Notification. This is an
indicator to the Regulated Entity that the Written
Report is required to complete the next step in the
Self-Disclosure process.

Last Name Last name of the Inspector included in the Report.
First Name First Name of the Inspector included in the report.
Notification Date Contains the date that was selected by the

submitting official at the time the disclosure was
entered into the web based voluntary disclosure
system and is specified in the Notification Date field
of the Initial Notification form Violation Tab page.

Equipment Type Shows the equipment type involved in the violation,
as specified in the Written Report.

Equipment Make Shows the make of the equipment involved in the
violation as described in the Written Report.
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Self-Disclosures for a Regulated Entity and an FAA Inspector

Figure 83 shows the SDs by Regulated Entity and Inspector Report page that displays after the
criteria for the report is selected and Create Report is clicked to generate the report.

Voluntary Disclosure Reporting Program - VDRP
TESTSEA Home Logout
SDs by Regulated Entity and Inspector Help

Specify the following information, then click Create Report to generate the desired report.

Regulated Entity Inspector Name

| M B

Create Report

! FOR OFFICIAL USE ONLY !
VWARNING: The Information in this Document is Protected from Disclosure under 49 1.5.C., § 40123 and 14 CFR part 193

Voluntary Disclosure Reporting Program — VDRP
TESTSEA Home Logout
SDs by Regulated Entity and Inspector Help

Specify the following information, then click Create Report to generate the desired report:

Regulated Entity Inspector Name
|1IVIEIR |V| All Inspectors ‘V|

Create Report

M FOR OFFICIAL USE ONLY ™
VWARNING: The Information in this Document is Protected from Disclosure under 49 U.5.C., § 40123 and 14 CFR part 193

NotificationlD IN Title NotificationDate ASAP ACEP EIRStatus SubmitDate
(View Details)

9144 TestData 12116/2011 NO NO OFEM 0712312012
9592 TestData 05/27i2012 YES YES OPEM 07/31i2012
9593 TestData 05/27i2012 YES YES OPEMN 07/20i2012
9594 TestData 07/10i2012 YES NO OPEMN 07/30i2012
9595 TestData 07/04i2012 YES NO OPEM 07/20i2012
9596 TestData 06/24/2012 YES YES OFEN 0712012012
9597 TestData 0712312012 YES YES OFEN 08/02/2012
9600 TestData 07102012 YES YES OPEN 08/06/2012
9601 TestData 0si01izz2 YES YES OFEM 08/06/2012
9602 MNew Test Monday 07/129/2012 N0 YES OFEN 08/06/2012

Figure 83. Standard Reports: Self-Disclosures for Regulated Entity and FAA Inspector
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TABLE 5. Self-Disclosures for a Particular RE and an FAA Inspector Report Column Definitions

Column Title Definition

Notification 1D Generated automatically when a Regulated Entity
initially creates an Initial Notification, prior to
acceptance by the designated FAA Inspector
assigned to the case. Once an Initial Notification
has been accepted by an FAA Inspector as valid,
an EIR number is then assigned, and this is the
primary tracking number for the self-disclosure.

IN Title Contains the Subject specified when a Regulated
Entity initially created an Initial Notification within
VDRP.

Notification Date Contains the date that was selected by the

submitting official at the time the disclosure was
entered into the web based voluntary disclosure
system and is specified in the Notification Date field
of the Initial Notification form Violation Tab page.

ASAP Status Indicates whether the violation was reported
through ASAP (Aviation Safety Action Program)
prior to the FAA discovering the violation. Yes
means that it was reported via ASAP, and No
indicates that the Regulated Entity did not report
the violation.

ACEP Status Indicates whether the violation was reported
through ACEP (Air Carrier Evaluation Program)
prior to the FAA discovering the violation. Yes
means that it was reported via ACEP, and No
indicates that the Regulated Entity did not report
the violation.

EIR Status Indicates the current status of the self-disclosure as
indicated in the VDRP application.

Submit Date The date that the self-disclosure was submitted via
the VDRP application.
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Self-Disclosures for a Particular Regulated Entity

Figure 84 shows the SDs by Regulated Entity Report page that displays after the criteria for the
report is selected and Create Report is clicked to generate the report.

Voluntary Disclosure Reporting Program -- VDRP
TESTSEA Home Lagout
SDs for particular Regulated Entity Help

Specify the following information, then click Create Report to generate the desired report:

Regulated Enfity

| B

Create Report

I FOR OFFICIAL USE ONLY 1!
WARNING: The Information in this Document is Protected from Disclosure under 48 U.5.C., § 40123 and 14 CFR part 193

Voluntary Disclosure Reporting Program -- VDRP
TESTSEA Home Logout
SDs for particular Regulated Entity Help

Specify the following information, then click Create Report to generate the desired report

Regulated Entity
[1mBR [

Create Report

" FOR OFFICIAL USE ONLY 1!
VWARNING: The Information in this Document is Protected from Disclosure under 49 U.5.C., § 40123 and 14 CFR part 193

NotificationlD IN Title NotificationDate ACEP ASAP EIRStatus EIRNumber
(View Details)

9144 TestData 1216/2011 NO NO OPEN 2012CE194001
9593 TestData 0512712012 YES YES OPEN 2012CE194004
9592 TestData 0512712012 YES YES OPEM 2012CE194007
9596 TestData 062412012 YES YES OPEN 2012CE194005
9595 TestData 07/04/2012 NG YES OPEN 2012CE194003
9594 TestData 071052012 NG YES OPEM 2012CE194002
9600 TestData 07M0/2012 YES YES OPEN 2012CE194009
9597 TestData 072312012 YES YES OPEN 2012CE194006
9602 New Test Monday 07/29/2012 YES MO QOPEN 2012CE194010
9601 TestDEﬁ 08/01/2012 YES YES OPEN 2012CE194008

Figure 84. Standard Reports: Self-Disclosures for a Particular Regulated Entity
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TABLE 6. Self-Disclosures for a Particular RE Report Column Definitions

Column Title Definition

Notification 1D Generated automatically when a Regulated Entity
initially creates an Initial Notification, prior to
acceptance by the designated FAA Inspector
assigned to the case. Once an Initial Notification
has been accepted by an FAA Inspector as valid,
an EIR number is then assigned, and this is the
primary tracking number for the self-disclosure.

IN Title Contains the Subject specified when a Regulated
Entity initially created an Initial Notification within
VDRP.

Notification Date Contains the date that was selected by the

submitting official at the time the disclosure was
entered into the web based voluntary disclosure
system and is specified in the Notification Date field
of the Initial Notification form Violation Tab page.

ACEP Status Indicates whether the violation was reported
through ACEP (Air Carrier Evaluation Program)
prior to the FAA discovering the violation. Yes
means that it was reported via ACEP, and No
indicates that the Regulated Entity did not report
the violation.

ASAP Status Indicates whether the violation was reported
through ASAP (Aviation Safety Action Program)
prior to the FAA discovering the violation. Yes
means that it was reported via ASAP, and No
indicates that the Regulated Entity did not report
the violation.

EIR Status Indicates the current status of the self-disclosure as
indicated in the VDRP application.
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Column Title

Definition

EIR Number

Assigned automatically once the Designated FAA
Inspector accepts an Initial Notification. This is an
indicator to the Regulated Entity that the Written
Report is required to complete the next step in the
Self-Disclosure process.
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Self-Disclosures by Region, FSDO and Regulated Entity

Figure 85 shows the SDs by Region, FSDO and Regulated Entity page that displays after the
criteria for the report is selected and Create Report is clicked to generate the report.

Voluntary Disclosure Reporting Program - VDRP
TESTSEA Home Logout
SDs by Region, FSDO and Regulated Entity Help

Specify the following information, then click Create Report to generate the desired report

Region FSDO Requlated Entity

\ E M M

reate Report

' FOR OFFICIAL USE ONLY !
WARHNING: The Information in this Document is Protected from Disclosure under 49 U.5.C., § 40123 and 14 CFR part 193

Voluntary Disclosure Reporting Program -- VDRP
TESTSEA Home Lagout
SDs by Region, FSDO and Regulated Enfity Help

Specify the following information, then click Create Report to generate the desired report:

Region FSDO Regulated Entity
|AH Regions |V| All CHDO |v‘ All Designators |V|

eate Report

1 FOR OFFICIAL USE ONLY !
WARNING: The Information in this Document is Protected from Disclosure under 49 U.5.C., § 40123 and 14 CFR part 193
NofificationlD EIRnumber IN Title NotificationDate Designator EIRStatus

1 2007GL114001 Gear Down Ferry 1010312006 RE1A CLOSED

3 2007GL154001 Missing Flight Folders/Documents 1010512006 SCNA CLOSED

4 2007GL134001 NBOSME Coat Closet Installation 10M312006 MWEA CLOSED

5 2007GL134002 NBOSME Gland, MLG Swivel Assy 101312008 MWEA OPEN

5 2007EA114001 Violation FAR-135.297 101312008 A1UA RESCINDED
7 2007WP284001 Aircraft MB36AW MEL 21-26-04 C1 1011612008 AWXA CLOSED

8 2007GL134003 NE13ME Oxygen Generatars 10M712006 MWEA CLOSED

] 2007EA214001 Violation of 14 CFR135.267 10712006 MXIA RESCINDED
10 2007NK034001 Logbook 1210512008 GLBA CLOSED

11 2007GL154002 missing signature 1012812008 MALA CLOSED

12 2007EA114003 N26PA, SN RK-256 Engine Cowling event 101912008 NIWA CLOSED

13 2007WP284002 737 fleet required FAA approval on over wing exit 1012312006 AWKA CLOSED

14 2007WF134001 AD 2006-07-14 inspection not performed 1012312006 HALA RESCINDED
15 2007NM024001 NT91AS Arctic Entries 1012412006 ASAR CLOSED

1 2007111024002 D737-800 CAT Il Autoland Attempts Report 10/26/2008 Acar CLOSED

Figure 85. Standard Reports: Self-Disclosures by Region, FSDO and Regulated Entity
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TABLE 7. Self-Disclosures by Region, FSDO and Regulated Entity Report Column Definitions

Column Title

Definition

Notification ID

Generated automatically when a Regulated Entity
initially creates an Initial Notification, prior to
acceptance by the designated FAA Inspector
assigned to the case. Once an Initial Notification
has been accepted by an FAA Inspector as valid,
an EIR number is then assigned, and this is the
primary tracking number for the self-disclosure.

EIR Number

Assigned automatically once the Designated FAA
Inspector accepts an Initial Notification. This is an
indicator to the Regulated Entity that the Written
Report is required to complete the next step in the
Self-Disclosure process.

IN Title

Contains the Subject specified when a Regulated
Entity initially created an Initial Notification within
VDRP.

Notification Date

Contains the date that was selected by the
submitting official at the time the disclosure was
entered into the web based voluntary disclosure
system and is specified in the Notification Date field
of the Initial Notification form Violation Tab page.

Designator Displays the code to which the selected Regulated
Entity belongs to.
EIR Status Indicates the current status of the self-disclosure as

indicated in the VDRP application.
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EXECUTIVE REPORTS

There are ten executive reports that can be run within the VDRP application by an FAA Inspector.
These reports navigates the user to reporting services and enables him/her to select options
from displayed drop downs to generate the desirable report.

These Executive Reports can be exported in any format namely excel sheet, acrobat (pdf)
document, CSV (comma delimited) format etc., and FAA users can view or save the reports for
future references.

Click on the links below for step procedures for the reports:

= The Self Disclosures for a Particular Regulated Entity Report compiles and lists self-
disclosures submitted by a Regulated Entity that are assigned to a specified FAA Inspector.

= The Self Disclosures for a Particular Regulated Entity and FAR Report compiles and lists
self-disclosures submitted by a Regulated Entity associated with a specified Federal Aviation
Regulations (FARS).

= The Self Disclosures for a Particular Regulated Entity and Fiscal Year Report compiles and
lists self-disclosures filed within a fiscal year period for a specified regulated entity.

= The Self-Disclosures for a Particular Regulated Region and FSDO office Report compiles
and lists self-disclosures submitted for a specified regulated entity belonging to particular
FSDO under specific Region.

= The Self-Disclosure for a given EIRNumber or NotificationNumber Report complies and
lists self-disclosures based on EIR Number or Notification Number specified.

= The Self-Disclosure for a Particular Region, FSDO, RE and FAR Report complies and lists
self-disclosures submitted by Regulated Entity belonging to particular FSDO under specific
Region that are associated with specified Federal Aviation Regulations (FARs).

= The Self-Disclosure for a Particular Region, FSDO, RE and Case Status Report complies and
lists self-disclosures submitted by Regulated Entity belonging to particular FSDO under
specific Region that are associated with case status as Open, Rescinded and Closed.

= The Self-Disclosure for a Particular Region, FSDO, RE and ASAP, ACEP Status Report
complies and lists self-disclosures submitted by Regulated Entity belonging to particular
FSDO under specific Region that are associated with ASAP and ACEP status.

= The Self-Disclosure for a Particular Region, FSDO, RE and a Given NotificationDate Range
(sorted on NotificationDate) Report complies and lists self-disclosures submitted by
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Regulated Entity belonging to Particular FSDO under specific Region within a Date Range
that are associated with case status as Open, Rescinded and Closed. These disclosures are
sorted in ascending order of notification date.

= The Closed Self Disclosures for a Particular Region, FSDO, RE and a Given ClosedDate
Range (sorted on ClosedDate) Report complies and lists self-disclosures submitted by
Regulated Entity belonging to Particular FSDO under specific Region within a Date Range.
These disclosures are sorted in ascending order of closed date.

Generating an Executive Report

The following process describes how to generate an executive report.

Perform the following steps to generate a report:

1. From the Self-Disclosure List page, click the Executive Reports link in the left navigation.
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The Reporting Services Reports page displays, showing links for each of the ten types of
reports that can be generated.

Federal Aviation FAA.gov Home

Administration

Voluntary Disclosure 5 Voluntary Disclosure Reporting Program — VDRP
Reporting Program = TESTSEA Home Logout

= Reporting Services Reporis Help
Self Disclosures
* View SD List

*® Search Self Disclosures for a Particular Regulated Entity
® Search Comp. Fixes i

Self Disclosures for 3 Particular Regulated Entity and FAR

Reports

® Standard Reports

* Executive Reports SelfDisclosures for a Particular Regulated Entity and Fiscal Year
* Rollup/Uploaded Reports =

! Bk Eictract Rajuek - Self Disclosures for a Particular Region and FSDO office

Administration Self Disclosure for a given EIRMumber or MofificationNumber

* Update Profile

* Change Password = SelfDisclosure for a Particular Region, FSDO, RE and FAR

Help = SelfDisclosure for a Particular Region, FSD0, RE and Case Status
*® General Help =

* Feedback

Self Disclosure for a Particular Region, FSDO, RE and ASAP, ACEP Status

* Release Notes

Self Disclosure for a Particular Region, FSDO, RE and a Given NotificationDate Range (sorted on NotificationDate)

E’““"'E"G = Closed Self Disclosures for a Particular Region, FSDO, RE and a Given ClosedDate Range (sorted on ClosedDate)
VDRP User Guide

* Introduction Guide
* VDRP FAQs

Figure 86. Executive Reports Page

2. Click on a link that corresponds to the type of report you want to generate.

3. User is navigated to Reporting Server screen where the parameters are selected and the
results generated by clicking the ‘View Report’ button.

4. Below is the screenshot where are the navigation in the page are explained.
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5.

Seleet the format in which —
the user wants to export Exgord link ks enabled
the reort to once fhe fomet &
selected from dropdovn

Select Hhe requctd entity opfion

Region Code drop dowm

AFS23HP \\

Reporting Senvices Reports.

Click on this button to
qenerale the report on
the sclcted opfons

Refreh button Y

Volutary Disdosus  ing Progtam
Logeut

Help

Seleet the CHDO

Last Page navigatien

Reghnlgde

First Page navigation Stlect
WA

Nerthwest Mountain | 8, OR, 10, BT, WY, UT, C0) =] Fado ANl CHOO | View Report

s Poge nvigetion Self Disclosures For a Particular Region, Field Office and Regulated Entity

This data protected from publ: discloswe in accondance with the provisions of 14CFR Par 193 and FAA arfer B000.8

Depending on the type of report you selected, specify the requested information by clicking
the drop-down arrows for each field and choose your selection.

Click View Report button to generate the report using the information provided.

The report displays columns of information that pertain to the report type and information
you specified. See “Sample Executive Reports” on page 197 for additional information about
what each report contains.

Sample Executive Reports

This section contains samples of each report that can be generated in VDRP and gives brief
definitions of each column that displays when a report is generated.

“” on page 198.
“” on page 200.

“Self Disclosures for a Particular Regulated Entity and Fiscal Year” on page 203.
“Self Disclosures for a Particular Region and FSDO office” on page 205.

“Self Disclosures for a given EIRNumber or NotificationNumber” on page 207.
“Self Disclosures for a Particular Region, FSDO, RE and FAR” on page 208

“Self Disclosures for a Particular Region, FSDO, RE and Case Status” on page 210

“Self Disclosures for a Particular Region, FSDO, RE and ASAP, ACEP Status” on page 212
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= “Self Disclosures for a Particular Region, FSDO, RE and a Given NotificationDate Range
(sorted on NotificationDate)” on page 214

e “Closed Self Disclosures for a Particular Region, FSDO, RE and a Given ClosedDate Range
(sorted on ClosedDate)” on page 216
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Self Disclosures for a Particular Regulated Entity

Figure 87 shows the Self Disclosures For a Particular Regulated Entity page that displays after
the criteria for the Self Disclosures for a Particular Regulated Entity report is selected from

executive reports main screen. User is navigated to a new reporting services screen where

“View Report” button is clicked to generate the report after selecting appropriate options from
available drop downs. User can export the generated report in the desired format by clicking on
“Export” link after selecting format from Select a format drop down.

Voluntary Disclosure Reporting Program -- VDRP

TESTSEA Home Logout
Reporting Services Reports Help
Select Regulated Entity |<Se|ect a Value> 'l iew Report
Voluntary Disclosure Reporting Program -- VDRP
TESTSEA Home Logout
Reporting Services Reports Help
Select Regulated Entity | LMBR - P
M 4 [t of 1 [100% JE3 | Find | Mext [select a format x| Bxport # A

EIR Number FAR Code
2012CE194001 43138
2012CE194002

2012CE194003 1011343
2012CE194004 101.13A1
2012CE194005 10115
2012CE194006 101174
2012CE194007

2012CE194008

2012CE194009 10115
2012CE194010

Self Disclosures For a Particular Regulated Entity

Notification Date EIR Status

12/16/2011
0710/2012
07/04/2012
05/27/2012
06/24/2012
07/23/2012
05/27/2012
08/01/2012
0710/2012
07/29/2012

11! FOR OFFICIAL USE ONLY !

OPEN
OPEN
OPEN
OPEN
OPEN
OPEN
OPEN
OPEN
OPEN
OPEN

Current Stage
WrittenRepart
WrittenRepart
WrittenReportReview
WrittenRepart
WrittenReportReview
Inspector Signoff
WrittenRepart
WrittenRepart
WrittenReportReview
WrittenRepart

Designator
1MBR
1MBR
1MBR
1MBR
1MBR
1MBR
1MBR
1MBR
1MBR
1MBR

WARNING: This data protected from public disclosure in accordance with the provisions of 14 CFR Part 193 and FAA order 8000 89

SelfDisclosure Title

Test Data
Test Data
Test Data
Test Data
Test Data
Test Data
Test Data
Test Data
Test Data
New Test Monday

Figure 87. Executive Reports: Self-Disclosures for a Particular Regulated Entity
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TABLE 8. Self Disclosures For a Particular Regulated Entity Report Column Definitions

Column Title Definition

EIR Number Assigned automatically once the Designated FAA
Inspector accepts an Initial Notification. This is an
indicator to the Regulated Entity that the Written
Report is required to complete the next step in the
Self-Disclosure process. User is navigated to the
sub report screen that displays the self disclosure
details of case when clicked on EIR Number link.

FAR Code Assigned to a Federal Aviation Regulation, within
the context of VDRP, indicates the code that had
been violated within the self disclosure. Far code is
added to a case in Written Report Stage.

Designator and Title of Indicates the abbreviated ID of the airline that is in
case violation, and is derived based on the association
with the airline to the UserID used to log into VDRP
system. Also a new column Self Disclosure Title
has been added.

Notification Date Contains the date that was selected by the
submitting official at the time the disclosure was
entered into the web based voluntary disclosure
system and is specified in the Notification Date field
of the Initial Notification form Violation Tab page.

EIR Status Indicates the current status of the self disclosure as
indicated in VDRP application as Open, Closed or
Rescinded.

Current Stage Indicates the current stage of the self disclosure as

indicated in VDRP application as Initial Notification
stage, Initial Notification Response stage, Written
Report stage, Written Report Review stage,
Suveillance stage or Inspector Sign Off stage
including closed or rescinde.
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Self Disclosures for a Particular Regulated Entity and FAR

Figure 88 shows the Self Disclosures For a Particular Regulated Entity and Farcode page that
displays after the criteria for the Self Disclosures for a Particular Regulated Entity and FAR
report is selected from executive reports main screen. User is navigated to a new reporting
services screen where “View Report” button is clicked to generate the report after selecting
appropriate options from available drop downs. User can export the generated report in the
desired format by clicking on “Export” link after selecting format from Select a format drop

down.
Voluntary Disclosure Reporting Program -- VDRP
TESTSEA Home Logout
Reporting Services Reports Help
Select Regulated Entity I(SE\Ect a Values = | select Farcode = ‘ View Report I
Voluntary Disclosure Reporting Program — VDRP
TESTSEA Home Logout
Reporting Services Reports Help
Select Regulated Entity | IMBR =l Select Farcode [All Far Codes =] ‘ View Report
4 4 |1 of 1, [100% =] Find | Mext  [select a format =] Export Fal 2

-

Self Disclosures For a Particular Regulated Entity and Farcode

WARNING: This data protected from public disclosure in accordance with the provisions of 14 CFR Part 193 and FAA order 3000.89
11! FOR OFFICIAL USE ONLY !!!

EIR Number FAR Code Designator Notification Date EIR Status Current Stage  SelfDisclosure Title
2012CE194001 43.13B 1MBR 1216/2011 OPEN WrittenReport Test Data
2012CE194003 101.1343 1MBR 07/04/2012 OPEN WrittenReportReview Test Data
2012CE194004 1011341 1MBR 05/27/2012 OPEN WrittenReport Test Data
2012CE194005 101.15 1MBR 06/24/2012 OPEN WrittenReportReview Test Data
2012CE194006 101174 1MBR 07/23/2012 OPEN Inspector Signoff Test Data
2012CE194009 101.15 1MBR 07/10/2012 OPEN WrittenReportReview Test Data

Figure 88. Executive Reports: Self-Disclosures for a Particular Regulated Entity and Farcode
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TABLE 9. Self-Disclosures for a Particular Regulated Entity and Farcode Report Column Definitions

Column Title Definition

EIR Number Assigned automatically once the Designated FAA
Inspector accepts an Initial Notification. This is an
indicator to the Regulated Entity that the Written
Report is required to complete the next step in the
Self-Disclosure process. User is navigated to the
sub report screen that displays the self disclosure
details of case when clicked on EIR Number link.

FAR Code Assigned to a Federal Aviation Regulation, within
the context of VDRP, indicates the code that had
been violated within the self disclosure. Far code is
added to a case in Written Report Stage.

Designator Indicates the abbreviated ID of the airline that is in
violation, and is derived based on the association
with the airline to the UserID used to log into VDRP
system.

Notification Date Contains the date that was selected by the
submitting official at the time the disclosure was
entered into the web based voluntary disclosure
system and is specified in the Notification Date field
of the Initial Notification form Violation Tab page.

EIR Status Indicates the current status of the self disclosure as
indicated in VDRP application as Open, Closed or
Rescinded.

Current Stage and Title of Indicates the current stage of the self disclosure as

the case indicated in VDRP applicationincluding closed or

Rescinded. Also the new column of Self Disclosure
title has been added.
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Self Disclosures for a Particular Regulated Entity and Fiscal Year

Figure 89 shows the Self Disclosures for a Regulated Entity in a Given Fiscal Year page that
displays after the criteria for the Self Disclosures for a Particular Regulated Entity and Fiscal
Year report is selected from executive reports main screen. User is navigated to a new reporting
services screen where “View Report” button is clicked to generate the report after selecting
appropriate options from available drop downs. User can export the generated report in the
desired format by clicking on “Export” link after selecting format from Select a format drop

down.
Voluntary Disclosure Reporting Program — VORP
TESTSEA Home Logout
Reporting Services Reports Help
Select Regulated Entity | <Select a value= [« Select Fiscal Year |<SE|ECt a valuex =] ‘ View Report
Voluntary Disclosure Reporting Program — VDRP
TESTSEA Home Logout
Reporting Services Reports Help
Select Regulated Entity | IMBR -1 Select Fiscal Year |All | ‘ iew Report |
4 4 1 of 1 bl [100% | [ Find | Next [ select a format =] Export # a

EIR Number FAR Code Eirstatus
2012CE 194001 43138 OPEN
2012CE194003 101.13A3 OPEN
2012CE194003 101.13A4 OPEN
2012CE194003 101.15 OPEN
2012CE194004 101.13A1 OFEN
2012CE194005 101.15 OFEN
2012CE194006 101.17A OPEN
2012CE194009 101.15 OPEN

! FOR OFFICIAL USE ONLY 2!

Current Stage
WrittenRepart
WrittenReportReview
WrittenReportReview
WrittenReportReview
WrittenReport
WrittenReportReview
Inspector Signoff
WrittenReportReview

Designator
1MBR
1MBR
1MBR
1MBR
1MBR
1MBR
1MBR
1MBR

Self Disclosures for a Regulated Entity in a Given Fiscal Year

WARNING: This data protected from public disclosure in accordance with the provisions of 14 CFR Part 193 and EAA order §000.89

Notification Date
12/16/2011
07/04/2012
07/04/2012
07/04/2012
05/27/2012
06/24/2012
07/23/2012
07/10/2012

SelfDisclosure Title
Test Data
Test Data
Test Data
Test Data
Test Data
Test Data
Test Data
Test Data

Figure 89. Executive Reports: Self-Disclosures for a Regulated Entity in a Given Fiscal Year
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TABLE 10. Self-Disclosures for a Regulated Entity in a Given Fiscal Year Report Column Definitions

Column Title Definition

EIR Number Assigned automatically once the Designated FAA
Inspector accepts an Initial Notification. This is an
indicator to the Regulated Entity that the Written
Report is required to complete the next step in the
Self-Disclosure process. User is navigated to the
sub report screen that displays the self disclosure
details of case when clicked on EIR Number link.

FAR Code Assigned to a Federal Aviation Regulation, within
the context of VDRP, indicates the code that had
been violated within the self disclosure. Far code is
added to a case in Written Report Stage.

EIR Status Indicates the current status of the self disclosure as
indicated in VDRP application as Open, Closed or
Rescinded.

Current Stage Indicates the current stage of the self disclosure as
indicated in VDRP application including closed or
rescinded.

Designator Indicates the abbreviated ID of the airline that is in
violation, and is derived based on the association
with the airline to the UserID used to log into VDRP

system.
Notification Date and Title Contains the date that was selected by the
of the case submitting official at the time the disclosure was

entered into the web based voluntary disclosure
system and is specified in the Notification Date field
of the Initial Notification form Violation Tab page.
Also a new column as “Self Disclosure Title” is
added.
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Self Disclosures for a Particular Region and FSDO office

Figure 90 shows the Self Disclosures For a Particular Region, Field Office and Regulated Entity
Report page that displays after the criteria for the Self Disclosures for a Particular Region and
FSDO office report is selected from executive reports main screen. User is navigated to a new
reporting services screen where “View Report™ button is clicked to generate the report after
selecting appropriate options from available drop downs. User can export the generated report
in the desired format by clicking on “Export” link after selecting format from Select a format

drop down.

Reporting Services Reports Help
RegionCode [All Regions =] fsdo [allcrDO = View Report_|
Select Regulated Entity | All Designators =

7 4 |L_ of 194 bl [1o0% =l I Find | Next [select 2 format =] Export # a
Voluntary Disclosure Reporting Program -- VDRP
TESTSEA Home Logout
Reporting Services Reports Help
RegionCode IAII Regions = Fsdo |A|I CHDO = View Report
Select Regulated Entity I 1MBR hd
[ N FO A SN | [100% = Find | Next  [select a format =] Export # A

Self Disclosures For a Particular Region, Field Office and Regulated Entity

WARNING: This data protected from public disclosure in accordance with the provisions of 14 CFR Bart 193 and FAA order 8000 89

!!! FOR OFFICIAL USE ONLY !!!

EIR Number Designator Eirstatus Current Stage Notification Date Self Disclosure Title
2012CE194001 1MBR OPEN WrittenReport 12M16/2011 Test Data
2012CE194007 TMBR OPEN WrittenReport na/2rizomz Test Data
2012CE194004 1MBR OFEN WrittenReport 05/27/2012 Test Data
2012CE194002 1MBR OPEN WrittenReport 07/10/2012 Test Data
2012CE194003 TMBR OPEN WrittenReportReview 07/04/2012 Test Data
2012CE194005 1MBR OFEN WrittenReportReview 06/24/2012 Test Data
2012CE194006 1MBR OPEN Inspector Signoff 07/23/2012 Test Data
2012CE194009 TMBR OPEN WrittenReportReview 07/10/2012 Test Data
2012CE194008 1MBR OFEN WrittenReport 08/01/2012 Test Data
2012CE194010 1MBR OPEN WrittenReport 07/29/2012 [Mew Test Monday

Figure 90. Executive Reports: Self-Disclosures for a Particular Region, Field Office and RE
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TABLE 11. Self-Disclosures for a Particular Region, Field Office and RE Report Column Definitions

Column Title Definition

EIR Number Assigned automatically once the Designated FAA
Inspector accepts an Initial Notification. This is an
indicator to the Regulated Entity that the Written
Report is required to complete the next step in the
Self-Disclosure process. User is navigated to the
sub report screen that displays the self disclosure
details of case when clicked on EIR Number link.

Designator ID Indicates the abbreviated ID of the airline that is in
violation, and is derived based on the association
with the airline to the UserID used to log into VDRP
system.

EIR Status Indicates the current status of the self disclosure as
indicated in VDRP application as Open, Closed or
Rescinded.

Current Stage Indicates the current stage of the self disclosure as
indicated in VDRP application including closed or
rescinded.

Notification Date Contains the date that was selected by the
submitting official at the time the disclosure was
entered into the web based voluntary disclosure
system and is specified in the Notification Date field
of the Initial Notification form Violation Tab page.

Self Disclosure Title Indicates the title or subject specified when a
Regulated Entity initially create a new self
disclosure specifying the violation within web
based VDRP.
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Self Disclosures for a given EIRNumber or NotificationNumber

Figure 91 shows the SELF DISCLOSURE DETAILS Report page that displays after the criteria for
the Self Disclosures for a given EIRNumber or NotificationNumber report is selected. For this
report, user clicks on “Create Report’ button after entering either Notification ID or EIR
Number on executive reports main screen. Based on Notification ID or EIR number, user is now
navigated to new screen to generate a report that displays the details of the case specified.
User can export the generated report in the desired format by clicking on “Export” link after
selecting format from Select a format drop down.

Voluntary Disclosure Reporting Program -- VORP
TESTSEA Home Logout
Reporting Services Reports Help

Enter EIR Number or Notification ID and Click the Create Report button to Create a Report

EIRNumber:

OR
Motification ID:

Create Report

Voluntary Disclosure Reporting Program — VDRP

TESTSEA Home Logout
Reporting Services Reports Help
14 4 [t of 1 g 100% - Find | Next Select a format =] Export #

SELF DISCLOSURE DETAILS

VWARNING: This data protected from public disclosure in accordance with the provisions of 14 CFR Part 193 and FAA order 8000 39
!I! FOR OFFICIAL USE ONLY It

GENERAL DETAILS

Notification 1D EIR Number EIR Status Current Stage Notification Title
9144 2012CE194001 QPEN Written Report Test Data
INITIAL NOTIFICATION
Submitted By Designator ID Designator Name Business Concern Submitter found in OH
James Bailey 1MBR EMBRAER AIRCRAFT Small Business Concern YES
MAINTENANCE
SERVICES INC
Was Alleged Violation Discovered as the Result of an Aviation Safety Action Program (ASAP) Report NO
Was Alleged Violation Discovered During Air Carrier Program (ACEP) Evaluation NO
Did Non-Compliance Cease after Detection YES
IsE ion Underway to D S ic Problem YES
Will Written Report be Submitted in 10 Working Days YES
Submitted Date Notification Mode Notification Date, Time Date Discovered
12/21/2011 Web 12/16/2011 16:44 12/16/2011 16:00

Information of the Person Preparing Comprehensive fix:

Name: James Bailay

Contact Information: 555-555-6179 jbailey@fakeemail.com

Description of Alleged Violation

Figure 91. Executive Reports: SELF DISCLOSURE DETAILS screen
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Self Disclosures for a Particular Region, FSDO, RE and FAR

Figure 92 shows the Self Disclosures For a Particular Region, Field Office, Regulated Entity
and FAR Report page that displays after the criteria for the Self Disclosures for a Particular
Region, FSDO, RE and FAR report is selected from executive reports main screen. User is
navigated to a new reporting services screen where “View Report” button is clicked to
generate the report after selecting appropriate options from available drop downs. User can
export the generated report in the desired format by clicking on “Export” link after selecting
format from Select a format drop down.

Reporting Services Reports Help
RegionCode |<Se|ec:t a Value= ;l Fsdo Iﬁ View Report |
Select Regulated Entity lﬁ Select FAR Code Iﬁ

Reporting Services Reports Help
RegionCode |All Regions =l Fsdo [allcHDO =l View Report_|
Select [imer =] Select [AllFar Codes =]

Regulated FAR
Entity Code
4 4 l__ of 1 S ] I 100% ;I | Find | Next ISEIEct a format ;I Export & 2

Self Disclosures For a Particular Region, Field Office, Regulated Entity anc

WARNIMNG: This data protected from public disclosure in accordance with the provisions of 14 CFR Part 193 and FAA order 8000.89
1!l FOR OFFICIAL USE ONLY !!!

EIR Number Designator  Eirstatus Current Stage FAR Code Notification Date Self Disclos
2012CE194001 1MBR OPEN WrittenReport 43138 1216/2011 Test Data
2012CE194004 1MBR OPEN WrittenReport 101 13A1 05/27/2012 Test Data
2012CE194003 1MBR OPEN WrittenReportReview  101.13A3 07/04/2012 Test Data
2012CE194005 1MBR OPEN WrittenReportReview 10115 06/24/2012 Test Data
2012CE194006 1MBR OPEN Inspector Signoff 101.17A 07/23/2012 Test Data
2012CE194009 1MBR OPEN WrittenReportReview — 101.15 07/10/2012 Test Data

Figure 92. Executive Reports: Self Disclosures For a Particular Region, Field Office, RE and FAR
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TABLE 12. Self Disclosures for a Particular Region, Field Office, RE and FAR Report Column Definitions

Column Title

Definition

EIR Number

Assigned automatically once the Designated FAA
Inspector accepts an Initial Notification. This is an
indicator to the Regulated Entity that the Written
Report is required to complete the next step in the
Self-Disclosure process. User is navigated to the
sub report screen that displays the self disclosure
details of case when clicked on EIR Number link.

Designator ID

Indicates the abbreviated ID of the airline that is in
violation, and is derived based on the association
with the airline to the UserID.

EIR Status

Indicates the current status of the self disclosure as
indicated in VDRP application.

Current Stage

Indicates the current stage of the self disclosure as
indicated in VDRP application (any of six stages
including closed or rescinded)

FAR Code

Assigned to a Federal Aviation Regulation, within
the context of VDRP, indicates the code that had
been violated within the self disclosure. Far code is
added to a case in Written Report Stage.

Notification Date

Contains the date that was selected by the
submitting official at the time the disclosure was
entered into the web based voluntary disclosure
system and is specified in the Notification Date field
of the Initial Notification form Violation Tab page.

Self Disclosure Title

Indicates the title or subject specified when a
Regulated Entity initially create a new self
disclosure specifying the violation within VDRP.
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Self Disclosures for a Particular Region, FSDO, RE and Case Status

Figure 93 shows the Self Disclosures For a Particular Region, Field Office, Regulated Entity
and Case Status Report page that displays after the criteria for the Self Disclosures for a
Particular Region, FSDO, RE and Case Status report is selected from executive reports main
screen. User is navigated to a new reporting services screen where “View Report™ button is
clicked to generate the report after selecting appropriate options from available drop downs.
User can export the generated report in the desired format by clicking on “Export” link after
selecting format from Select a format drop down.

Reporting Services Reports Help
RegionCode |All Regions =l Fsdo [AllcHDO =l View Report |
Select 1MBR =] Select |All Status =
Regulated Status
Entity

4 4 1 of 1 ] 100% =l | Find | Mext [ Select a format =] BExport B A
Voluntary Disclosure Reporting Program — VDRP
TESTSEA Home Logout
Reporting Services Reports Help
RegionCode [ Al Regions = Fsdo [all cHoo =l View Report
Select Regulated 1MBR .I Select IAII Status -
Entity Status
4 q l__ of 1 » [1o0% =1 | Find | Next [Select 2 format =] Export 5l 2~

Self Disclosures For a Particular Region, Field Office, Regulated Entity and Case Status

WARNIMNG: This data protected from public disclosure in accordance with the provisions of 14 CFR Part 193 and EAA order 8000.89

!I! FOR OFFICIAL USE ONLY II!

EIR Number Designator Eirstatus Current Stage Notification Date Self Disclosure Title
2012CE194001 MBR OPEN WrittenReport 121672011 Test Data
2012CE194007 1MBR OPEN WrittenReport 05/27/2012 Test Data
2012CE194004 1MBR OPEN WrittenReport 0572772012 Test Data
2012CE194002 1MBR OPEN WrittenReport 0771072012 Test Data
2012CE194003 1MBR OPEN WrittenReportReview  07/04/2012 Test Data
2012CE194005 TMBR OPEN WrittenReportReview  06/24/2012 Test Data
2012CE194006 1MBR OPEN Inspector Signoff 0772372012 Test Data
2012CE194009 1MBR OPEN WrittenReportReview  07/10/2012 Test Data
2012CE194008 1MBR OPEN WrittenReport 080172012 Test Data
2012CE194010 1VBR. OPEN WrittenReport 07/29/2012 Mew Test Monday

Figure 93. Executive Reports: Self Disclosures For a Particular Region, Field Office, RE and Case Status
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TABLE 13. Self Disclosures for a Particular Region, Field Office, RE and Case Status Report Columns

Column Title

Definition

EIR Number

Assigned automatically once the Designated FAA
Inspector accepts an Initial Notification. This is an
indicator to the Regulated Entity that the Written
Report is required to complete the next step in the
Self-Disclosure process. User is navigated to the
sub report screen that displays the self disclosure
details of case when clicked on EIR Number link.

Designator ID

Indicates the abbreviated ID of the airline that is in
violation, and is derived based on the association
with the airline to the UserID

EIR Status

Indicates the current status of the self disclosure as
indicated in VDRP application as Open, Closed or
Rescinded.

Current Stage and Far
Code

Indicates the current stage of the self disclosure as
indicated in VDRP applicationwhich are 6 stages

including closed or rescinded. Far codes are added
in third stage (Written Report) by Regulated entity.

Notification Date

Contains the date that was selected by the
submitting official at the time the disclosure was
entered into the web based voluntary disclosure
system and is specified in the Notification Date field
of the Initial Notification form Violation Tab page.

Self Disclosure Title

Indicates the title or subject specified when a
Regulated Entity initially create a new self
disclosure specifying the violation within web
based VDRP.
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Self Disclosures for a Particular Region, FSDO, RE and ASAP, ACEP Status

Figure 94 shows the Self Disclosures For a Particular Region, Field Office, Regulated Entity
and ASAP, ACEP Status Report page that displays after the criteria for the Self Disclosures for a
Particular Region, FSDO, RE and ASAP, ACEP Status report is selected from executive reports
main screen. User is navigated to a new reporting services screen where “View Report’ button
is clicked to generate the report after selecting appropriate options from available drop downs.
User can export the generated report in the desired format by clicking on “Export” link after

selecting format from Select a format drop down.

Reporting Services Reports

Help

RegionCode |<Se|ecta\.’a\ue> ;I Fsdo 'I View Report |
Select Regulated Entity 'I Select Status | <Select a value= -
Reporting Services Reports Help
RegionCode [ Al Regions Fsdo [allcHpo =
Select Regulated Entity |IMBR Select Status |21 =]
14 4 |_ of 1 g [100% [ Find | Next [5elect & format =] Export

»

WARHMING: This data protected from public disclosure in accordance with the provisions of 14 CFR Part 193 and FAA order 8000 89

Total number of rows for the selected input =12

!!! FOR OFFICIAL USE ONLY 1!

Self Disclosures For a Particular Region, Field Office, Regulated Entity and ASAP, ACEP status

|+

EIR Number Designator ACEP ASAP Eirstatus Current Stage Notification Date Self Disclosure Title
2012CE194001 1MBR NO NO OPEN WrittenReport 12/16/2011 Test Data
2012CE194007 1MBR YES YES OPEN WrittenReport 06/27/2012 Test Data

2012CE194004 1MBR YES YES OPEN WrittenReport 05/27/2012 Test Data

2012CE194002 1MBR NO YES OPEN WrittenReport 07/10/2012 Test Data

2012CE194003 1MBR NO YES OPEN WrittenReportReview  07/04/2012 Test Data

2012CE194005 1MBR YES YES OPEN WrittenReportReview  06/24/2012 Test Data

2012CE194008 1MBR YES YES OPEN Inspector Signaff 07/23/2012 Test Data

2012CE194009 1MBR YES YES OPEN WrittenReportReview  07/10/2012 Test Data

2012CE194008 1MBR YES YES OPEN WrittenReport 08/01/2012 Test Data

2012CE194010 IMBR YES NO. OPEN WrittenReport 07/29/2012 New Test Monda
Figure 94. Executive Reports: Self Disclosures For a Particular Region, Field Office, RE and ASAP, ACEP
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TABLE 14. Self Disclosures for a Particular Region, Field Office, RE and ASAP, ACEP Status Report Columns

Column Title

Definition

EIR Number

Assigned automatically once the Designated FAA
Inspector accepts an Initial Notification. This is an
indicator to the Regulated Entity that the Written
Report is required to complete the next step in the
Self-Disclosure process. User is navigated to the
sub report screen that displays the self disclosure
details of case when clicked on EIR Number link.

Designator ID

Indicates the abbreviated ID of the airline that is in
violation, and is derived based on the association
with the airline to the UserID

ACEP Indicates ‘Yes’ or ‘No’ based on selection
ASAP Indicates ‘Yes’ or ‘No’ based on selection
EIR Status Indicates the current status of the self disclosure as

indicated in VDRP application as Open, Closed or
Rescinded.

Current Stage

Indicates the current stage of the self disclosure as
indicated in VDRP application

Notification Date

Contains the date that was selected by the
submitting official at the time the disclosure was
entered into the web based voluntary disclosure
system and is specified in the Notification Date field
of the Initial Notification form Violation Tab page.

Self Disclosure Title

Indicates the title or subject specified when a
Regulated Entity initially create a new self
disclosure specifying the violation within web
based VDRP.
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Self Disclosures for a Particular Region, FSDO, RE and a Given
NotificationDate Range (sorted on NotificationDate)

Figure 95 shows the Self Disclosures For a Particular Region, Field Office, Regulated Entity
and a Given NotificationDate Range (sorted on NotificationDate) Report page that displays
after the criteria for the Self Disclosures for a Particular Region, FSDO, RE and a Given
NotificationDate Range (sorted on NotificationDate) report is selected from executive reports
main screen. User is navigated to a new reporting services screen where “View Report™ button
is clicked to generate the report after selecting appropriate options from available drop downs.
User can export the generated report in the desired format by clicking on “Export” link after
selecting format from Select a format drop down.

|reporting Services Reports Help
RegionCode | <Select a Value= =l Fsdo | = View Report
Select Regulated Entity 'I Enter FromDate I iz
(mm/dd/yyyy)
Enter ToDate 3] Select Status [all Status -
(mm/dd/yyyy)
Reporting Services Reports Help

EIR Number
2012CE194001
2012CE194007
2012CE194004
2012CE194005
2012CE194003
2012CE194002
2012CE194009
2012CE194006
2012CE194010

Designator
1MBR
1MBR
1MBR
1MBR
1MBR
1MBR
1MBR
1MBR
1MBR

Eirstatus
OPEN
OPEN
OPEN
OPEN
OPEN
OPEN
OPEN
OPEN
OPEN

Current Stage
WrittenReport
WrittenReport
WrittenReport
WrittenReportReview
WrittenReportReview
WrittenReport
WrittenReportReview
Inspector Signoff
WrittenReport

RegionCode [All Regions =l Fsdo [all cHoo =l View Report
Select Regulated I 1MBR = Enter FromDate 8/1/2011 e

Entity (mm/dd/yvyyy)

Enter ToDate IB,I’L"ZIJLZ = Select Status All Status A3

(mm/dd/yyyy)

14 4 [t of 1 g [100% = Find | Next  [Select a format =] Bxport # a

Self Disclosures For a Particular Region, Field Office, Regulated Entity and a Given NotificationDate Range

(sorted on NotificationDate)

WARNING: This data protected from public disclosure in accordance with the provisions of 14 CFR Part 193 and FAA order 3000.59
!!! FOR OFFICIAL USE ONLY !!!

Total number of rows for the selected input = 12

Discover Date Notification Date Self Disclosure
12/16/2011 12/16/2011 Test Data
05/27/2012 05/27/2012 Test Data
05/27/2012 05/27/2012 Test Data
06/24/2012 06/24/2012 Test Data
07/04/2012 07/04/2012 Test Data
07/02/2012 0710/2012 Test Data
0710/2012 0710/2012 Test Data
07/23/2012 07/23/2012 Test Data
07/29/2012 07/29/2012 New Test Monday

Figure 95. Executive Reports: Self Disclosures For a Particular Region, Field Office, RE and a Given

NotificationDate Range
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TABLE 15. Self Disclosures for a Particular Region, Field Office, RE and NotificationDate RangeColumns

Column Title

Definition

EIR Number

Assigned automatically once the Designated FAA
Inspector accepts an Initial Notification. This is an
indicator to the Regulated Entity that the Written
Report is required to complete the next step in the
Self-Disclosure process. User is navigated to the
sub report screen that displays the self disclosure
details of case when clicked on EIR Number link.

Designator ID

Indicates the abbreviated ID of the airline that is in
violation, and is derived based on the association
with the airline to the UserID

EIR Status

Indicates the current status of the self disclosure as
indicated in VDRP application as Open, Closed or
Rescinded.

Current Stage

Indicates the current stage of the self disclosure as
indicated in VDRP application as Initial Notification
stage, Initial Notification Response stage, Written
Report stage, Written Report Review stage,
Suveillance stage or Inspector Sign Off stage
including closed or rescinded.

Notification Date

Contains the date that was selected by the
submitting official at the time the disclosure was
entered into the web based voluntary disclosure
system and is specified in the Notification Date field
of the Initial Notification form Violation Tab page.

Self Disclosure Title

Indicates the title or subject specified when a
Regulated Entity initially create a new self
disclosure specifying the violation within web
based VDRP.
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Closed Self Disclosures for a Particular Region, FSDO, RE and a Given
ClosedDate Range (sorted on ClosedDate)

Figure 96 shows the List of Closed Self Disclosures For a Particular Region, Field Office,
Regulated Entity and a Given ClosedDate Range Report page that displays after the criteria for
the Closed Self Disclosures for a Particular Region, FSDO, RE and Given ClosedDate Range
(sorted on ClosedDate) status report is selected from executive reports main screen. User is
navigated to a new reporting services screen where “View Report™ button is clicked to
generate the report after selecting appropriate options from available drop downs. User can
export the generated report in the desired format by clicking on “Export” link after selecting
format from Select a format drop down.

Reporting Services Reports Help
RegionCode [=select a value= =] Fsdo | ) View Repart
Select Regulated Entity | 2 B Famlyie [ i)

(mm/dd/yyyy)
Enter ToDate I B
(mm/dd/yyyy)

Reporting Services Reports Help
RegionCode [l Regions =l Fsdo [aI cHDo =1 e R
Select Regulated  [Fcpr = Enter FromDate 8/1/2010 =)

Entity (mm/dd/yvyyy)

Enter ToDate 5/1/2012 E

(mm/dd/yyyy)

M 4 I of 1, gy [100% = Find | Mext  [Select a fermat =] Export ) 2

N

List of Closed Self Disclosures For a Particular Region, Field Office, Regulated Entity and a Given ClosedDate I
(sorted on ClosedDate)

WARNING: This data protected from public disclosure in accordance with the provisions of 14 CFR Part 193 and FAA order 8000.89

I FOR OFFICIAL USE ONLY II!

Total number of rows for the selected input = 6

EIR Number Designator Eirstatus Current Stage Closed Date Self Disclosure Title
2011NM094014 FCPR CLOSED Closed 08/03/2011 Test Data
2011MM094018 FCPR CLOSED Closed 08/03/2011 Test Data
2011NM094016 FCPR CLOSED Closed 08/04/2011 Test Data
2011MM094004 FCPR CLOSED Closed 08/09/2011 Test Data
2011MM094017 FCPR CLOSED Closed 08/11/2011 Test Data
2011NM094015 FCPR CLOSED Closed 01/20/2012 Test Data

Figure 96. Executive Reports: Closed Self Disclosures For a Particular Region, Field Office, RE and a Given
ClosedDate Range
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TABLE 16. Self Disclosures for a Particular Region, Field Office, RE and ClosedDate RangeColumns

Column Title

Definition

EIR Number

Assigned automatically once the Designated FAA
Inspector accepts an Initial Notification. This is an
indicator to the Regulated Entity that the Written
Report is required to complete the next step in the
Self-Disclosure process. User is navigated to the
sub report screen that displays the self disclosure
details of case when clicked on EIR Number link.

Designator ID

Indicates the abbreviated ID of the airline that is in
violation, and is derived based on the association
with the airline to the UserID

EIR Status

Indicates the current status of the self disclosure as
indicated in VDRP application as Open, Closed or
Rescinded.

Current Stage

Indicates the current stage of the self disclosure as
indicated in VDRP application as Initial Notification
stage, Initial Notification Response stage, Written
Report stage, Written Report Review stage,
Suveillance stage or Inspector Sign Off stage
including closed or rescinded.

Closed Date

Indicates the date on which the self disclosure was
closed in VDRP system.

Self Disclosure Title

Indicates the title or subject specified when a
Regulated Entity initially create a new self
disclosure specifying the violation within web
based VDRP.
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Rollup/Uploaded Reports

ROLLUP/UPLOADED REPORTS

VDRP “Rollup” reports navigate user to a VDRP Rollup screen where the flight standards
community will view the VDRP Rollup data and other uploaded documents.

Federal Aviation
Administration

Voluntary Disclosure
Reporting Program

Self Disclosures

* View SD List

® Search

* Search Comp. Fixes

Reports

Standard Reports
Executive Reports
Rollup/Uploaded Reports

Data Extract Report

Administration
* Updata Profile
* Change Password

Help

* General Help
* Feedback

® Release Notes

Documents

® VDRP User Guide
® Introduction Guide
* VDRP FAQs

= TESTSEA
B VDRP RollUP Reports and Other Uploaded Documents

File Name
/DRP-1stQuarterFY2009Update. pdf
VDRP-1stQuarterFY2010Update.pdf
VDRP-3rdQuarterFY2009Update.pdf
VORP-4thQuarterFY2009Update pdf
YORP2ZndCQuarterFY2009Update pdf
VDRP_DELTA_March_09 xis
VDRP_LOAD_February_09.xs

Voluntary Disclosure Reporting Program -- VDRP

Date Uploaded
9/29/2010
12/3/2010
12/312010
120312010
9/28/2010
9/28/2010
/2912010

FAA.gov Home

Home Logout

File Size
192,012 bytes
187,192 bytes
183,206 bytes
183,127 bytes
175,372 bytes
1,724 928 bytes
530,432 bytes
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Data Extract Report (Regulated Entity)

DATA EXTRACT REPORT (REGULATED ENTITY)

The Data Extract Report for use by Regulated Entities is designed to allow a user to extract data from the
VDRP database of the Regulated Entity (RE) with which that user is associated. No other data is accessible
to a user associated with an RE. The data extract report enables the user to extract full rows from the
database for all stages of disclosure records associated with that RE.

A user may narrow search in four different ways: by selecting a FAR code, by selecting an Equipment
category, by Selecting an Aircraft type, and by specifying which stages to export. Selection of a FAR Code,
Equipment category, or Aircraft type are optional.

To successfully generate a report, though, the user MUST select at least one checkbox under Select any
stage to view the report.

When ready, click Export to Excel to generate the report.

After you click Export to Excel, a box will pop up asking you to Open or Save the tables (Figure 98). Click
Open to open the document in the program of your choice, or Save, to save it to the location of your

choice.
SelectFar [ FaAR Codes |
Select
Equipment
Select [ aizan =
Alrgeaft
Select any stage to view the report:
[ Initial Notification
[ Initial Motification Response
[~ Written Report

[~ Written Report Review
[ Surveillance

[~ Inspector Signoff

Export to Excel |

Figure 97. Data Extract Report Select Menu for a Regulated Entity
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File Download x|

Do you want to open or save this file?

= Name: VDRP_Export_8292012 143145 s
il Tope: Microsoft Excel Worksheet, B0.8KE
From: localhost

Qpen save | [ Eanedl

while fles fram the Intemet can be useful, some fles can patentialy
ham your computer, I you da not st the seurce, de not open or
save this file, Yhat's e risk?

Figure 98. Open/Save Dialogue Box
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Data Extract Report (FAA)

DATA EXTRACT REPORT (ran)

This report is designed to allow a user to extract full rows from the database for all 6 stages of the Self
Disclosure process.

To successfully generate a report, you must first Select a Region. Selecting a CHDO, Designator, FAR code,
Equipment Type, Equipment Model or Certificate is all optional. Do make note that you must have a Region
selected to choose a CHDO and a CHDO selected to choose a Designator. Also, selecting an Equipment Type
is also dependent upon Equipment Model. A user may also specify the Date Range in which the Initial
Notification was submitted. The dates can either be manually entered, or entered by clicking on the
Calendar icon [ .

To successfully generate a report, a user MUST select at least one checkbox from under Report Pages to
Include.

Under Document Type, you may choose to output the tables in Excel (.xIs) format or XML (.xml) format.
Excel format is the default.

When ready, click EXPORT to create the file.

After you click EXPORT, a box will pop up asking you to Open or Save the tables (Figure 98). Click Open to
open the document in the program of your choice, or Save, to save it to the location of your choice.

Data Extract Repon

WARNING:
The Informatlon In this Decument Is Protected from Disclosure under 43 U.5.C. § 40123, 14 CF
In accordance with FA& Order B000.89, it is the respansibility of every user of this data 1o assure that any and 4

printed, containing protected data, as defined in that arder, contain that same warmii

A copy of FAA Order 8000.83 may be obtalned ot this

Ploase Select from the Following:

Please select 3 Region  »

Daite RONGE ? nesl Nottcaton Submsson
Stat Date @
End Dato @

Report Pages to Include:

Document Type: Excel {xs) =
Export

Figure 99. Data Extract Report Select Menu for FAA User
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A WHAT IS A BUSINESS
CONCERN?

This appendix defines a business concern, information required for an Initial Notification.

A Business Concern is a business entity organized for profit that has a place of business located
in the United States and that operates primarily in the United States. This business entity must
make a significant contribution to the US economy through payment of taxes or use of American
products, materials or labor.

A Small Business Concern is a business that fits the above definition whose numbers does not
exceed the limit set by the Small Business Administration (SBA). Table 18 shows the definitions
of these limits.

TABLE 18. SBA Small Business Concern Limits

Code Type of Business Number of Employees/Average
Annual Receipts

336411 Aircraft Manufacturing 1500 Employees

336412 Aircraft Eng&Eng. Parts Manuf 1000 Employees

336413 Oth. Aircraft Part&Aux Equip Mfg 1000 Employees

481111 Scheduled Passenger Air Tranp 1500 Employees
481112 Scheduled Freight Air Transp 1500 Employees
481211 Nonschd.Chart. Pass. Air Tranp 1500 Employees
481212 Nonschd.Chart.Frgt Air Tranp 1500 Employees
481219 Other Nonschd Air Transp $6.0 Million
488111 Air Traffic Control $6.0 Million
488119 Other Airport Operations $6.0 Million
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488190 Other Sup. Act. For Air Transp $6.0 Million

99999 Invalid Code -

If your business concern exceeds the limits shown in this table, your business falls under the
Large, Individual or Other definitions.
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What Is The Calendar Feature?

B CALENDAR FEATURE

This appendix defines the Calendar Feature within VDRP and gives a step procedure for how to
use this handy tool.

WHAT IS THE CALENDAR FEATURE?

When entering a date within VDRP, you can either type in the date using the mm/dd/yyyy
format, or you can use the Calendar Feature to specify the desired date. The Calendar Feature
tool allows you to pull up an online calendar from which to choose the desired date. This
calendar allows you to see the day of the week, the date, and you can scroll by year or month,
as desired. Once the desired date is shown, simply click the date. The selected date displays in
the field.

Perform the following steps to use the Calendar Feature to populate any date field in VDRP:

1. Click on the ---""I icon to the right of any field that requires a date be specified (the icon is
displayed for any of these fields).

2. Click on the Calendar Icon ..2 for the current month calender displays with heading as
“<Current month, Current Y(:‘;-;.r>"

3. Displays table under 7 columns specifying week day as S, M, T, W, T, F, S.

4. Displays all days of the months as 7 rows within the table along the specified columns.

5. All the dates within the calender table are hyper linked.

6. Click the desired day of the month within the calendar that displays.

7. Use the < and > symbols to move from month to month.
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The selected date displays in the Date field.

8. Use the << and >> symbols to move from same month from Year to Year.
The selected date displays in the Date field

9. User can type in the date in date format as mm/dd/yyyy without clicking on the Calender
Feature Icon.

10. Type in characters instead of date format in the field provided.

Displays error message as “<Specified> Date is a required field and must be in the following
format: mm/dd/yyyy”.
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Glossary of terms within VDRP

C GLOSSARY OF TERMS

This appendix defines the alphabetical listing of acronyms, abbreviation, terms, and definitions
associated with the VDRP System.

GLOSSARY OF TERMS WITHIN VDRP

AFS Aviation Flight Standards Service

ASAP Aviation Safety Action Program

AVR Aviation Regulation and Certification Group
CFR Code of Federal Regulation

DOT Department of Transportation

EIR Enforcement Investigative Report

EIS Enforcement Information System

FAA Federal Aviation Administration

FAR Federal Aviation Regulation

POI Principal Operations Inspector

PMI Principal Maintenance Inspector

PAI Principal Aviation Inspector

SD Self Disclosure

SSL Secure Socket Layer

VDRP Voluntary Disclosure Reporting Program
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