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[bookmark: _Toc1893571159]New Terminology
· Lost/Stolen/Damaged Badge Form = Replace on Active Badges tab
· MFA = Multi-factor Authentication, also known as 2-Factor Authentication
· Badge Upgrade/Downgrade = Badge Edit

[bookmark: _Toc1022438692]Intellisoft AS Portal Access
Which is the required browser when using the portal?
Chrome, Edge, Firefox and Safari. Other browsers may look like they are working, but data will likely be missing.

Am I required to use multi-factor authentication?
Yes, this is a security enhancement that comes with Intellisoft. 

Is there a specific authenticator I must use?
We recommend Microsoft or Google Authenticators; however, it is acceptable to use a different authenticator if you are able to connect the Authenticator.

What should I do if I forget my password?
To reset your password, click on “Forgot Password” displayed on the log in screen. Then enter your email in the pop-up window. An email will then be sent to reset your password.

Can I use Intellisoft on a mobile device?
Yes, but you need to be careful because of the personal identifiable information that is being added. Do not use public/free Wi-Fi when logging into Intellisoft.




[bookmark: _Toc360824022]Applications/Security Acknowledgments Link
Why does the Authorized Signatory need to obtain an email address for the applicant?
The Authorized Signatory will need to obtain a working email address so that IDMS is able to send the applicant the Security Acknowledgments form link, application link if completing on their own, and training information via email. These links are tied to the individual’s record so group emails cannot be used. 

What if the applicant does not have an email address?
Have them set up a free Gmail or Hotmail account. A unique email address is a requirement. 

What is the email address that an application, security form and notifications come from for employees to look for their application? 
Credentialing@atl.com which is a no reply email.

How long does the Security Acknowledgments form/Application link stay available for applicant and badge holders to use to complete the Security Acknowledgments?
ALL links are active for 72 hours. After that the Authorized Signatory will need to have the system send a new link to the applicant/renewing employee by going into the record in the AS portal to resend a new link.  

How would I resend an application to an applicant who says they didn’t receive it in their email? The Authorized Signatory would go into their “not yet submitted applications” in the portal and resend the application. If the employee advises they didn’t receive the email, the Authorized Signatory should check to make sure the employees email address is correct in the application. If it needs to be changed, the Authorized Signatory will go into their “not yet submitted applications” and click on “Resume/Submit” and update the email and resend the application to the employee. 

Why doesn’t Intellisoft keep the social security number and identifying documents in the application?
Intellisoft was designed with cybersecurity in mind and the protection of personally identifying information.














Is the process different for submission of a new application and for a renewal?

No, the process is no different for new applicants and renewals. See the table below:

	NEW APPLICANT APPLICATION PROCESS

	Option 1
	
	AS completes the application/submits
	Applicant receives email with a link to complete application and sign the Security Acknowledgement form and submits
	Applicant ready for fingerprinting. Need to schedule appointment

	Option 2
	AS sends application to applicant
	Applicant completes application and Security Acknowledgement and submits
	AS selects access and any privileges and submits
	Applicant ready for fingerprinting

	RENEWAL APPLICATION PROCESS

	Option 1
	
	AS completes the renewal application/submits
	Badge holder signs the Security Acknowledgement form and submits
	Badge holder ready for online training

	Option 2
	AS sends application to badge holder
	Badge holder completes application/Security Acknowledgement and submits
	AS verifies access and privileges and submits
	Badge holder ready for online training




[bookmark: _Toc226707331]Badge Renewal
How will I know if an employee’s badge is going to expire? 
Badges expiring in the next 60 days can be found on the “Expiring Badges” tab. Reports can be exported. Employees should also be encouraged to use the reminders or calendar on their mobile device for their next renewal.

The Authorized Signatory may submit a renewal for an expiring badge 60 days prior to the badge expiration. 

[bookmark: _Toc2117224635]Lost/Stolen/Damaged Badge 
The Authorized Signatory logs into their portal and goes to the Active Badges tab and clicks “Replace” which will generate a new application on the Pending Badges tab under the Submitted link. If you click on “Deactivate” and choose Lost/Stolen you will need to complete a new application in order to replace the badge.
If your company is "payment on account" and/or "billed", and you want your employee to pay instead of using company funds for the lost/stolen/damaged badge, a letter on company letterhead must be provided authorizing the employee to pay.
[bookmark: _Toc497924246]Access Changes
How can I change the access template/badge type?
On the Active Badges tab, click on Edit, make the change and Submit. Upon any necessary approvals, send the badge holder to the Credentialing Office to obtain the updated badge.

How can I change a badge holders name?
On the Active Badges tab, click on Edit, make the change and Submit. Send the badge holder with the new identify documents to the Credentialing Office to obtain the updated badge.

How can I change a badge privilege?
On the Active Badges tab, click on Edit, make the change and Submit. Upon any necessary approvals, send the badge holder to the Credentialing Office to obtain the updated badge.

[bookmark: _Toc1902114825]Badge Deactivation
After hours, do I need to suspend a badge through the AS Portal?
Authorized Signatories should Suspend badges 24/7 through the Authorized Signatory Portal. You must add a note into the system explaining why the badge is being Suspended (i.e. employee was terminated, employee on leave, employee didn’t show up to work for two weeks, etc.) 

Suspended badges that are not Lost or Stolen must be returned within 48 hours or 1 business day. 

Will I receive a receipt when I return badges to the Credentialing Office?
Badge return receipts will be automated from Intellisoft via email when the badge is returned. Companies must turn badges in as they are received upon termination. Do not stockpile badges and return them once a month. They must be turned into the Credentialing Office immediately upon termination.

[bookmark: _Toc654760893]Companies with Divisions
If an employee in one Division is moving to another Division a new application must be submitted in the Authorized Signatory portal. 
[bookmark: _Toc620238608]Log-in/Timeout
· When logged into Intellisoft, the system will log you out after 15 minutes of inactivity
· If you have 5 failed login attempts, the system locks you out completely for 5 minutes before you can attempt to login again

[bookmark: _Toc1752652831]Appointment Scheduling
The Appointment Wizard will not change, access link to Online Appointments here to continue booking the appropriate appointment. 

[bookmark: _Toc1133605790]US Customs Seal Request
Is the application for a Customs Seal part of Intellisoft?
Yes, the CBP application process is now digital. If a seal is request, you must upload the CBP 3078 form as part of the digital application process.

[bookmark: _Toc2004137296]Quirky Things to Remember
When a Birth Certificate is used as an Identifying Document, insert N/A for the ID Document number
If a document is issued from Puerto Rico or other US Territories, select the territory under “Country” and leave the state blank

[bookmark: _Toc1685330740]Training
Will training be the same?
YES, all training requirements remain the same.

Training Credentials 
WEBSITE: https://atl.iet-ls.com/ 
LOGIN: First Name, Last Name, Global ID (provided in training notification to applicant)

[bookmark: _Toc1810934086]Authorizations previously requested via paper forms
The following badge privileges will now be requested digitally in the “Requested Access Privileges” section of the application.  
· Customs Designation
· Driving
· Escort
· Emergency Response


Fingerprinting and Badging
Should the expiration date be left blank when using a SSN card as a form of identification on the security application? 
Yes. SSN expiration should be left blank. 

Can the employee fill out the security application? 
Yes, employees can fill out certain parts the security application. You can use the Send to Applicant feature to have the employee complete his or her parts. Authorized Signatories are responsible for completing the AS section(s) of the application.  

What is the IDMS portal for? 
The portal will provide ability to submit new applications, renewal applications, and badge edit requests. 

Since the documents aren't being uploaded just typed in? Do they still have to bring in the documents for appointments? 
Yes. We require individuals to bring the two acceptable IDs listed on the security application.  

Will the applicants’ ID documents need to match the chosen types listed on the security application? 
Yes.  

Should there be some sort of error or typo while filling out the application, can the error be corrected before the application is submitted? 
Yes. Corrections can be made before submitting the application.   

Can an error be corrected once the application has been submitted? 
Yes. You will need to retract the submitted application, correct the error, and then resubmit the application.  

Signature is very important for ATL. Will they accept if not the one on file for them? 
No. We will only accept signatures for individuals designated as an Authorized Signatory in our system.  

Is a wet signature still required? 
No, a wet signature is no longer required. All signatures will be electronic for the Authorized Signatory and the employee.  

If an applicant claims they provided the wrong email or they say they have not received the email, is there a way to resend it? 
Yes 

Is IDMS going to take away the fingerprint requirements? 
No. All new applicants require fingerprints.  

Once we submit application for a new applicant, we will receive an email to schedule fingerprint appointment?  
Yes. A notification will be sent notifying the individual to schedule a fingerprint appointment.  

Once the new application is submitted and the user completes the security questions portion, the Authorized Signatory can go ahead and schedule a fingerprinting appointment? 
Yes. Appointments should be scheduled by the employee.  

Does completing a security application automatically enroll an employee for fingerprinting?  
No. Submitting an application does not automatically enroll employees for clearance checks. Employees are still required to be fingerprinted to begin the clearance checks.  

After everything is complete what is the process for actually retrieving the new or renewed badge? 
Once you verify all requirements (clearances, training, endorsement approvals) have been met in IDMS, the employee will schedule a badge appointment.  
Can we manage our own badges, Renewals, etc? 
Yes.  

Who fills out the two forms of identification section of the security application? 
The Authorized Signatory or the employee can complete that section.  

If you have an account with the security office does the applicant still need a letter stating the replacement, damage or lost badge can be deducted from our account? 
Yes.  

What if their name is not exactly the same as their ID and Social? For example  
An employee has Maria Hernandez Lopez on her Id but on her social she only has Maria Hernandez? 
First and last name MUST match. 

Customs Seals: 
Can the CBP form be signed digitally or does it require a wet signature after printing it out? 
CBP will accept digital signatures or a scan of a wet signature. 

What about additional information required for Customs application? How is it submitted? 
All supporting documentation should be uploaded into the system with the application. 
 
If you are not requesting customs can you not do the CBP? The CBP is for customs applications only correct? 
That's correct. The CBP is for customs applications only. 

If an employee has a Custom's seal on their badge will it still take up to 30 days for the CBP application to come back? 
The estimated time frame for completion of applications is dependent upon how many applications are in queue. An estimated time frame is given upon assessment of workload. Applicants can submit applications up to 60 days out but should submit no later than 30 days as outlined in the directive. 
 
We can't submit the CBP application until we receive the fingerprints from DOA stating it was cleared. How is that going to work with submitting the application through IDMS? 
CBP is the last portion the application. Applications will not be processed until IDMS notifies all DOA requirements are complete. 
 
CBP currently requires six pieces in there seal packet application process, will this process be changing? The packet currently includes the 3078, affidavit, picture of applicant, birth certificate/passport, CHRC, and Zone Letter.  
That information is still required and should be included in the attachments. 


With the CBP application, is the addendum still required?  
Yes, all addendum questions are still required. 

So will we still need to submit the forms to CBP or will that automatically be done if requested? 
It should be uploaded to IDMS as opposed to paper applications. 

If an employee is being issued a badge that requires a seal, will they need to wait until they receive CBP clearance before the badge can be issued or can the badge be issued and then upgraded with the seal once CBP clearance has been obtained? 
A badge can be issued without a CBP approval as long as all other requirements have been met.  

Are signatories required to complete CBP training before requesting customs designation for company employees? 
Signatories should complete CBP training within 30 days of assuming the role. 

Will Customs continue to accept paper applications?  
Effective November 2, Customs will no longer accept paper applications. All Custom Seal requests must be submitted and processed through IDMS. When submitting a request, the Authorized Signatory must upload the employee’s completed Customs application packet in IDMS. The Customs application packet must include the completed Form 3078, the applicant’s job description on company letterhead, and the addendum letter.
 
Escorting
Will an Authorized Signatory need to email Access Control to request escort access for a badge holder? 
No. 

How is the first request for escort access submitted for approval before badging/renewal? 
Escort requests will be made through the IDMS portal when completing a security application.  
 
Miscellaneous  
What is the contingency if the system goes offline? 
This is a redundant system, that has two backups in an availability group. Unless there is a system-wide internet outage, the site should be accessible over 99% of the time. 

Is there a way to message the office with questions since the "messaging" feature doesn't go both ways? 
https://www.atl.com/business-information/air-security-services/. Select Security Inquiry.  

Will the process be the same when changing an Authorized Signatory? 
Yes. Email all required documents using the Security Inquiry at https://www.atl.com/business-information/air-security-services.
Can you request visitor access electronically? 
No.  

How to select either Fingerprinting or Badging? 
There is no option for that. You simply start a new application.  


Where do we fill out the application for fingerprinting?  
The option for fingerprinting or badging no longer exists. All applications will be a New Application.  

Will Airport IDs be made available in the new system?  
Yes. They will be called a Global ID.  

Training
Will the on line training  remain the same?  
Yes.  Your current Learning Management System (LMS) will remain the same. 

How can we tell whether a user has completed their training?   
This is visible in IDMS. 

When the Employee receives the application and appointment link, do they also receive the training link? 
A notification will be sent to the applicant when training is available for them complete. 
 
Vehicle Permits
Will IDMS be used for vehicle permit requests? 
Permits and vehicles are out of scope for IDMS for now.  

Where do I send updated company documents and insurance for vehicle permits? 
To the RFID portal.
 
Appointment Process 
How will the appointment process work? 
There is no change to the appointment process. Employees are still required to schedule necessary appointments.  

Can an Authorized Signatory schedule appointments?
No. We require employees to schedule necessary appointments to ensure the confirmation email is responded to.  

Company Documents
Can company documents be sent to the IDMS portal? 
No. You are still required to submit company documents via email using   
 
Payment Types, Account Balances, and Billed Companies
Can money be added to my account using IDMS? 
No.  

How do I change my company’s payment type? 
Contact the Credentialing Office by submitting a Security Inquiry to https://www.atl.com/business-information/air-security-services.

Does the cost of a replacement badge automatically get charged to my company’s account? 
No. A letter on company letterhead stating it is acceptable to use company funds must be provided during processing.  
 
Authorized Signatory Access to IDMS Portal
Can non-authorized signatories access the IDMS portal? 
No. Users must be an approved Authorized Signer.  

Will two factor work with DUO push? 
A: Yes. You can use any 2-factor authentication app. 

If you are a signatory for more than one company will the companies be on the same platform or are multiple accounts required? 
You will be on the same platform with one account.  You'll have the ability to toggle between the company/division that you need to work on. 

If our company has more than one signatory, will we both be able to view all pending applications for the company? 
Signatories will have visibility to the Company/division that they are assigned to.   

Will the new system allow you to see your remaining account balance? 
No 

How are payment options changed? 
For assistance regarding payment options and/or to request changes to current payment options please contact our office using the Security Inquiry option at https://www.atl.com/business-information/air-security-services.

To add funds to your account, is this only done in person?  
Yes.  

I have more questions about these changes. Who do I contact?
For additional questions or assistance, please contact the Credentialing Office by submitting a Security Inquiry to https://www.atl.com/business-information/air-security-services.


10/27/26	Page 2 of 5

image1.jpg
=/Z Hartsfield-Jackson

Atlanta International Airporte




