IACRA Application Directions

Step 1: Login to IACRA (http://iacra.faa.gov), and then select Accept TOS as
Applicant. NOTE: If your do not see Applicant as an option, click Add Role in the left
column and add Applicant to your IACRA Account.
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Step 2: Click Start New Application
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Step 3: Under 1) Application Type select Instructor
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Next, under 2) Certifications select Flight Instructor
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Next, select Standard, and then select FIRC - FLIGHT INSTRUCTOR
REFRESHER COURSE, and then select RENEWAL
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\ 3) Other Path Information

Other Path information may be required later in the application
process.

4) Start Application

Please verify all of the information before starting the application.




Step 4: Verify the information in Personal Information section of the Application,
Correct any errors, and then click Next. NOTE: If using a P.O. Box, be sure to
include Physical Description section of the application.
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Step 5: Verify that the Certificate Sought section is pre-filled out correctly.
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Path: Instructors > Flight Instructor > Standard > Firc - Flight Instructor Refresher Course > Renewal

Follow the steps on this screen to enter information about the certificate you are seeking.

1) Select the type of Certificate you are applying for| FLIGHT INSTRUCTOR

2) Select Restricted or Standard STANDARD
3) Select the certificate Basis | FIRC - FLIGHT INSTRUCTOR REFRESHER CQ *
4) Select the type of Issuance RENEWAL
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Step 6: Click on the link Click here to EDIT US CFI Certificate Information. Verify the
information on the US Standard Certificate Screen, make sure to verify GOLD Seal
status. This information is from your current CF| Certificate Click OK, and then click
Next
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Follow the steps on this screen to input information about the certificate(s) you now hold.
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SPECIAL NOTE:
RATINGS

When adding your U.S. CFI Certificate Information, make sure you do not add or change any ratings
other than what is listed on your CFI Certificate. To verify your current ratings refer to the reverse side of
your CFI Certificate. Failure to do so will result in the delay and possible revocation of your certificate.

If your CFI Certificate information is pre-filled, please call 800-257-9444 before making ANY changes.

GOLD SEAL

1. You CAN NOT add a Gold Seal to your CFI Certificate by clicking “Yes” next to “Are
you adding an Initial Gold Seal” - You must do this with your local FSDO.

2. Prior to clicking “Yes”/“No” next to “Do you hold a Gold Seal on your certificate”,
verify that you have a Gold Seal on your CURRENT CFI Certificate. Refer to the
Front, Top-Right Corner of your CFI Certificate. If you see a Gold Seal, then you
have a Gold Seal and you can click “Yes”. If you have a Black Seal, Click “No”.
Failure to follow these instructions will result in the delay and possible revocation of
your certificate.
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Standard Seal - Click “No” Gold Seal- “Click Yes”
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A the foll required on the Airman Certificate and/or Rating Application.

Do you hold a Medical Certificate? (®)Yes (_No

Enter the date of issue of your Medical Certificate.
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Enter the Examiners name. ‘

Have you been convicted for violation of Federal or (_)Yes (*)No
State statutes relating to narcotic drugs, marijuana,
or depressant or stimulant drugs or substances?

Do you read, speak, write, & understand the
English language?

@®Yes (No

Have you failed a test for this certificate or rating? () Yes ®)No
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Step 7: On the Supplemental
Data Screen, verify your
Medical Certificate Information,
and click Yes or No for each of
the on-screen questions. Then
click Next.

Expired Medical Information
may appear, do not delete the
information, simply select “No”
under Medical Certificate. Do
fill out the information
regarding your expired
medical.
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Enter any flight hours for this application into the Aeronautical Experience Grid, if applicable.
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Step 8: Filling out this
screen is optional,
simply click Next.
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Click the Review Applicant's Certificate Summary button to make sure all the data you have entered is
correct, then click the Submit Application button.
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REVIEW APPLICATION
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Tips for IACRA Applicants

1. Your application will be validated and any error messages will be displayed above.

2. Your application will not be until all validation errors are corrected.

3. You will not be able to access your application to make changes after the application clears validation and
has been submitted. So, be sure to thoroughly review the certificate summary and application then make appropriate
corrections BEFORE clicking the Submit Application button. If you're not sure that your application is completed
correctly, do not submit it until you have consulted your Recommending Instructor or Examiner/Evaluator.

4. Know your FTN, IACRA Username and IACRA Password. You will need to give your FTN to your Recommending
Instructor or Examiner/Evaluator to proceed. You may also need to log into IACRA to make corrections.

5. If you have questions about how to enter data into IACRA, contact National AVS IT Service Desk. (See Below).

Email: 3-NATL-AVS-IT-ServiceDesk@faa.gov

Public Customers call 1-877-287-6731

Step 9: Click on Review Application Certificate Summary, then REVIEW APPLICATION,
You can now view and print your 8710 Application for your records, and then Finally
SUBMIT APPLICATION
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Thank you for submitting your application.

AA Tracking Number (FTN) : A0264842
'You may need to reference these numbers to inquire about your application. Any

pplicable k ledge test ID codes will need to be provided to your Designated Examiner
ior Authorized Instructor. Please use your browser File/Print function to print this page for
lyour records.
IClick on Review Application below to review and print a copy of your application. You
imay also return to the console to view or print your submitted application.

REVIEW APPLICATION RETURN TO LOGIN
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Step 10: The last step is to copy the Application ID and FAA Tracking Number and
supply it to us via the Aviation Seminars IACRA Portal (http://www.avsem.com/iacra).
Refer to your Aviation Seminars IACRA Confirmation email for details.



