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FAA Visitor Program 

Overview and Web Screen Narrative 
Visitor 

 
 
Initial Request and Visitor Point of Contact Responsibilities 
 
The following screen shots and narratives describe the steps to be taken by the visitor’s 
Point of Contact (POC) to enter visitor information into the FAA International Visitor 
Program system, and how to complete the request for visit approval.  If you are a visitor’s 
POC, an FAA sponsor will be working with you to process and sponsor a request for you 
or one or more visitors whom you represent, to visit an FAA facility in the United States 
of America.   
 
As a visitor POC, your FAA sponsor has designated you as being responsible to enter 
specific information for each visitor (or just yourself, if you are the visitor).  Once the 
Sponsor initiates a request on your behalf, you receive an e-mail with a link which will 
take you to a website to enter this information.  You will have up to 10 business days (or 
the date of visit, if earlier) to enter this information before the link becomes inactive. 
 
Review the names, of any visitor that was entered by the Sponsor, as well as the facilities 
to be visited.  You will then enter the personal information (by clicking ‘Add Info’) of 
each visitor listed and submit the request (by clicking ‘Submit Request’). If your sponsor 
has not entered any visitors, or you desire to add new visitors, please enter new visitor 
information by clicking “Add Visitor”.  There must be at least one visitor before the 
request may be submitted.  Once the information is submitted, the URL provided in the e-
mail is no longer accessible.  Until you click “Submit Request,” you may access the link 
as often as you would like until you finish the process for each visitor. 
 
Please note that once you save information for a visitor (i.e. click the ‘Add Info’ button 
next to that visitor), the system transfers this data to a secure location.  This means you 
may not be able to redisplay or view this data again.  Do not worry, the data has been 
saved.  However, you will notice that the ‘Add Info’ button now appears as ‘Resubmit’.  
Clicking ‘Resubmit’ allows you to re-open a particular visitor’s record to resubmit a 
particular field or group of fields. This record will appear as blank, but because a 
complete record is already saved, it will not be mandatory to re-enter every field.  
 
Once you, as the Visitor’s POC, enter all information and submit the record, your task is 
complete, although you may be contacted again by the FAA for any further information if 
needed.  At this point your sponsor will be automatically notified to complete the initial 
request and submit it to for processing.  Your sponsor will contact you later regarding 
status. 
 
Sample Screen shots and descriptions follow:
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As the Visitor’s POC, you will receive an email similar to the following indicating that 
your sponsor has submitted a request for visit on your behalf: 
 
 

 
 
 
Click on the link provided to begin the process. 
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Screen:   Visitor Initial Registration Page 
Who:  Visitor 
Where: Public: Accessed by clicking URL link with encrypted code, provided by 

e-mail. 
 
Purpose:   This screen serves as a welcome screen and reminds you of the 10 day 

submittal period. 
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Screen:   Visitor Screen (if no visitors are entered yet) 
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Screen:   Visitor Screen (some visitors have been entered by Sponsor) 
 
Who:  Visitor’s POC 
Where:  Public site, accessed only by an e-mailed link with encrypted key. 
 
Purpose:  This is the first screen that you will encounter when you click the link 

provided in the invitation e-mail.  Note that there will be at least one 
Facility provided; this was entered by the FAA Sponsor during request 
initiation.  You will also add new visitors to the request by clicking “Add 
Visitor” and proceeding to enter their information. You will also be able to 
view any visitors previously added and click “Add Info” to provide visitor 
contact and citizenship information.  If this information has been entered 
already for the visitor, then the button will display as “Resubmit”.  You 
will be able to delete a visitor provided that there must be at least one 
visitor.  The “Delete” button will not display if there is only one visitor.  
You will not be able to modify any Facility information. 
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When complete, click on “Submit Request” to submit the request for the 
sponsor to review and forward to the API Pending Request Queue for 
approval processing. 

 
Note: Each visitor must have their information added either via “Add 
Visitor” or  “Add/Resubmit” (for Sponsor-entered visitors) in order to 
submit the request for FAA review.  The “Submit Request” button will not 
be enabled until all information is entered. 
 
Also, you may enter information for only some of the visitors and finish 
any remaining visitor’s information at a later time by clicking on the link 
again.  However, an individual’s full information must be entered to be 
saved. 
 
As a reminder, please note that data is periodically stored internally to the 
FAA, therefore if you return later to an unfinished Visit Request, you may 
find that previously entered visitor information appears to be missing.  
This is to protect the security and confidentiality of that information, 
however, you do not need to re-enter this information; you may proceed to 
enter the remaining visitor’s information.  Once finished entering data for 
all visitors, click the Submit Button.  Once you have done this, you will no 
longer be able to access the record. 

 
 
 



  FAA Visitor Program                                                                          Screen Overview  

 - 7 - 

 



  FAA Visitor Program                                                                          Screen Overview  

 - 8 - 

Screen:   Visitor Details Screen 
Who:  Visitor Point of Contact 
Where:  Public site, accessed only by an emailed link with encrypted key. 
 
Purpose:  This is the screen you will access upon clicking on the “Edit” button of the 

Visitor Request Summary Screen. Please enter all data required (marked 
by a red asterisk) and click on “Save & Continue”.  You will be taken 
back to the previous screen where you can continue this process for each 
visitor in the group.  Note that the name of the visitor and the type of visit 
are protected fields; neither field can be modified.   

 
 
 
 
Visit Request Submission by Point of Contact: 
 
Once you click “Submit Request” from the Visit Request Summary Page, the following 
window will popup.  You have the option of either submitting the completed visit request 
or not.  By selecting the cancel button, you have the option of updating the visit 
information, but the 10 day period (from original initiation) to complete this registration 
still applies. 
 

 
 
 
 
. 
 
After clicking OK, the following screen shall display: 
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You will now have successfully completed entering the appropriate information.  The 
Sponsor will be notified by e-mail to review the visit request and submit it for processing 
by the FAA.  No further action is currently required of you.  You will be notified to 
coordinate with your sponsor for any further details regarding the visit. 
 
 


