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1- When you log in to the portal, the air operators you represent will be displayed. Select the
one you wish to accredit.
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3- If you wish to be accredited to operate under a codeshare agreement, please tick the ‘Shared
code’ box.

4- On the ‘Registration of New Own Aircraft’ tab, enter the details of the aircraft in your own
fleet that you wish to register, and click ‘Add New Own Aircraft’. The aircraft will be listed
below.

If the message ‘This aircraft is already in the system’ appears, means that the aircraft is
already in the system. You must select it on the next tab, ‘Own Aircraft’.

Third-party fleet aircraft operating under a wet lease agreement must be selected in the
‘Leased Fleet Aircraft’ tab.
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5- Any aircraft already in the system must be selected under the ‘Own Aircraft’ tab. Click ‘Show
candidate aircraft’ to view the aircraft already in the system. Select the ones you wish to
register and click ‘Add’. The selected aircraft will be displayed at the top.
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6- Leased aircraft must be entered in the ‘Leased Fleet Aircraft’ tab by clicking ‘Add new aircraft
proposal’ and filling in the details of the aircraft and the operator to which they belong.

Once you have clicked ‘Save’, the aircraft will appear in the tab.
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7- Please upload the required documentation to the ‘Documentation’ tab selecting ‘New’.
Documentation for Leased fleet aircraft must be uploaded under the ‘Other’ document type.

7.1- Insurance Certificate: select the type ‘Insurance certificate’ from the ‘Type’ drop-down
menu. Upload the document via ‘Elegir archivo’. Enter the insurance validity period,
including the start date and end date. And select whether the insurance applies to ‘All
aircraft owned or to be owned by the operator’, or whether it applies to specific aircraft (in
which case you must select them below).
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Select the aircraft covered by the insurance and click “Add”. The selected aircraft will be

listed above.
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7.2 Noise Certificate: select the type ‘Noise Certificate’ from the ‘Type’ drop-down menu.
Upload the document via ‘Elegir archivo’. Enter the date of issue, the aircraft to which the certificate

relates, and the Noise Chapter.
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7.3 Leased fleet documentation: documents relating to the leased fleet must be uploaded
via the ‘Other’ document type. State the name of the document (Leasing Authorization, Insurance
Certificate or Noise Certificate), upload the file and click ‘Save’.
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All attached documents will be listed in the ‘Documentation’ tab.
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#  MyRequests  Acoedtaion~  Flghtprogram -+ AircraR -+ User guide
Documentation related to other people’s aircraft: Documents relating to other aircraft must be attached as Document Type equal to Other, since such aircraft may not be previously registered in the system.
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8- In the ‘Sign and register’ tab, you can view a summary of your application. Once you are
satisfied, you can proceed to sign it.
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