Screenshots of how to Submit ATCO data using Airports External Portal: (https://aep.airports.faa.gov/Home.aspx)

Step 1 – go to https://aep.airports.faa.gov/Home.aspx
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Step 2 – Click on ATCO Form 
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Step 3:  The Instructions and submit section appear –
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Step 4: Click on Sign ATCO Data template 
The ATCO form will be downloaded
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Step 5:  Fill out form and then Sign  - the Air Carrier will need a password to submit – we provide that
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Step 6: Sign and submit – all done
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image1.png
cC A

X @ FAAForm 1800_31 Instructions

aepairports.faa.gov/Home.aspx

e Actna Login - Regs.. @ AVS AEAIAP - Secur,

Federal Aviation Administration

x

@ At Registy Re.

+

AIRPORTS EXTERNAL PORTAL

AlP

The FAA Airport Improvement Reporting System is a
web-based application that permits_approved public
entities to_obtain current financial information_ about
their grants, submit project requests, provide project
Status_information. enter and _maintain _contact
information, view alerts, and run reports. AIP will aiso
provide additional reports showing” grant and project
Status and performance information

MORE INFO

@ AncrsttRegisry @ Aiport Improveme

Username:

Password:

@ Airports G Login @ All-Cargo Reporting,

New User Forgot Username /

Password

PFC

The Passenger Fa

ity Charges Reporting System
(PFC_Reporting) is a web-based appiication_that
pemits approved pubic enties o report Faciity
Charges releted information. Public Agencies (PA) are
able to enter revenue collected via PFC as wel as
interest eamed The PAs are also able to enter
disbursement and PFC project information as well as
view reports. Air Carriers are able to enter their monthly
PFC collections as well as view reports

PUBLIC REPORTS & MORE INFO

ACA

Annual passenger enplanement and all-cargo data is
contained in an FAA database which captures Air
CarrierActivity (ACA) _information. This _database
supports the FAXs annual passenger and cargo
calculations for AIP apportionments The enplanement
data sources are air cariers required to file U.S DOT
Form 41 Traffic (T-100 Market, All Carriers) and_air
taxilsmall commercial operators voluntariy filing FAA
Form 1800-31 (Airport Activity Survey). The source of
the all-cargo data are airports voluntarily fiing FAA
Form 5100-108, All-Cargo Air Cartier Activity Report

ENPLANEMENT PUBLIC REPORT &
FORM

U.S. Department of Transportation

‘Government Sites

Federal Aviation Administration FAA Airports
800 Independence Avenue, SW DOT gov
Washington, DC 20591 USAgov

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

Plainianguage.gov

Regulations.gov.

Data gov




image2.png
@ Airports Extemal Port X @ FAAForm 180031 Instructions X | +

cC A

aep.airports faa.gov/Home.aspx

fsnsged bookmarks @@ Aetns Login - Regis.. @) AVS ABA IAP - Secur., @ Airrsf Registy Re.. @ Aicrsft Registy @ Arport Improveme.. @ Arports GiS Login @ Al-Cargo Reporting.. 4RI e

Federal Aviation Administration

AIRPORTS EXTERNAL PORTAL

Username:

New User Forgot Username /

Password

AIP

The FAA Airport Improvement Reporting System is a

web-based application that permits_approved public
entities to_obtain current financial information_ about
their grants, submit project requests, provide project
Status_information. enter and _maintain _contact
information, view alerts, and run reports. AIP will aiso
provide additional reports showing” grant and project
Status and performance information

MORE INFO

PFC

The Passenger Facilty Charges Reporting System
(PFC_Reporting) is a web-based application_that
pemits approved pubic enties o report Faciity
harges releted nformation. Public Agencies (PA) are
able to enter revenue collected via PFC as wel as
interest eamed The PAs are also able to enter
disbursement and PFC project information as well as
view reports. Air Carriers are able to enter their monthly
PFC collections as well as view reports.

PUBLIC REPORTS & MORE INFO

ACA

Annual passenger enplanement and all-cargo data is
contained in an FAA database which captures Air
CarrierActivity (ACA) _information. This _database
supports the FAXs annual passenger and cargo
calculations for AIP apportionments The enplanement
data sources are air carriers required to file U.S DOT
Form 41 Traffic (T-100 Market, All Carriers) and_air
taxismall sommercal operators voluntarly fing FAA
Form 1800-31 (Airport Activity Survey). The source of
the all-cargo data are airports voluntarily fiing FAA
Form 5100-108, All-Cargo Air Cartier Activity Report

Forwms
ATCO Form

PuBLic REPORTS

Gatgo Vaiu Report

Enplanements by Air Carrier for Calendar Year
(Preliminary CY2023 Enplanement Repor
Valable)

CY2023 Enplanement Dates Information

> U.S. Department of Transportation
[ ‘;“ Federal Aviation Administration
7 800 Independence Avenue, SW
“.%=#  Washington, DC 20591
1-866-TELL'FAA (1-866-835-5322)

Government
FAAAimors
DOT.gov

USA.gov
Plainianguage.gov
Regulations gov
Data gov

ites @ ContactUs
Privacy Policy

R 8% S~ 4% = .mm .mm A .e




image3.png
@ Airports Extemal Portal X @ FAAForm 1800 31 Instructions X @) FAAForm 180031 Instructions X | +

C @ % aepairportsfaa.gov/PORTAL/ACAIS/FAA%20Form3%201800_31%20Instructions.aspx

Mansged bookmarks @€ Astns Login - Regis.. @ AVS AEAIAP - Secur.. @ ArcsftRegisty R, @ Arrsit Registry @ Arport Improveme.. @ Aipo

Extemal Portal
Taxi Commerci

| Operator (ATCO) Survey Submission Process

Deadine;
Calendar Year 2023 snplanement data s dus to the FAA by March 25, 2024,

NOTE: 1 you id not recsive a mailout with a password or nasd assstance withyour submission,
plssce contact .FAR-ARP-ACAIS®fas.gou or Luis Loarte.

‘Submission Instructions:
Prerequisite: You wil need 3 computer with MicrosofsExce.
s process consistsof two steps:
Step 1: Populste the ATCO Dats (Excl) Tempiste with npanement cats
Step 2:Sign and Submit he required data

There are two opions for submiting your anplanamsnt data o the FAA:

£ ESign Pracess Submit the Excl Sachment and ueé n Sleconic Sgntrs for
cermesson

2 Emal rossss. Susmit the Excel sschment and uss 3 PDF amachmant of 2 et
(ink] signature for cerfcation

Step 1: Populate the ATCO Data (Excel) Template:

L. Select the ATCO Data Template bution below t dowinload a formarisd Excel
spreadshect.

2. Save the il to your computar. Tris fle will e used 1o subit i Step 2.

3. Openthe ATCO Data Template from your computer and enter o ranster your
nplanement data directly nto the Enplanement Data werlshest.

4. Save the ATCO Data Template with complatad anplanemnt data by slecting Save A5
nd updat the e name to include - Clendar Year, Operator Name and FAA Cerdficate
Information Number (2.2 Y23 Enplanement - Operator flame and FAR Certificate
Information Number

Step 2: E-Sign Process - Sign and subit the ATCO Submission Form

£ Select ne Sign and Submit buten. A nsw Srowsar window il 2pan with 3 form o
cersty your submision.

2. Enter datafor sl required Relds on the form. Reauired fsds are marked with an asterisk
27 et 52 completed Bafors e form can b2 submiad. An smained 2nd camplated
ATCO Data ile s requirad forsubmission.

3. Clck onSign o complete your submission.

4. Navigate o your emal as entared in Step 2 onthe ATCO Subrmission Form) and confrm
o0 have recved o Sl fram FAR ACKIS containing an Adebs (PDF) cagy 2 he
Signed form and submiced enplanement data. You should raceiv this emal within
minitss. T confirme your 12 302 TR RSGn £ Vst s San ranamiTed o the
Fa, complecing you submission process for 123,

Note: Since yur packags < convertad to  PDF format upon susmistion, you zhould rssin
th orgina! Bl formt fr futurs changes o suamissons

Step 2: Email Process - Sign and subit the ATCO Subission Form
L. Sign a Cerfication Satament on  separatepiece ofpaper,then scan and create 3 PDF
Statement. | corety,undar panalty ofperjury, tat the enpianement nformation provided in
ne Airport Aty Survey (Form 1800.31) i rue and corrac o the best o my knowledgs,
infermron snd baiet

Name & Tile of Preparing Offcial

Signature o Praparing OfSca:

Dste:

2. Prepare an el and send to: SFARARP ACAIS@Maa.gov
‘Subject CY23 Enplansment - Operotor Nome & FAA Cercficare Number.
The sl must inzlud S Sescnmants: the ATCO el Az, 3nd s POF
Signed carfcation satament

NOTE:Suisions il b rturmaet for orraction f here £ na sgned cerofcation Sgnsturs.

NOTE: Al submissions requie Operator Name, F4A Cereicaton nformation Number, and.
Signature. Any usmiian for which i nfarmasn 5 o cleary prazent il e eturnad for
NOTES 2 have 2y trausle withyour submission, pease contass S-FAA-ARP-ACAIS@fza.20v
or LuiLoarte

ATCODaiaTempiaie]  [SgnandSubmit] NOTE: Please refer to the physical mailing you recsived for the corract password to use to sign and submit.
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