UK
Civil Aviation
Authority

e-Licensing organisation guide

Updated May 2022

CAP 1526




CAP 1526 e-Licensing organisation guide

Contents
1. OVErvIEeW Of PIlOt'S POITaAL.........e i e e e e e e e e e e e e e e e e e e e e e e e e e e eeeens 3
A O Y= V1T o N @ N o o - 4
B T Yo (o [ 19T I (1] o [ PP PPPPRP 5
S (o 10 o] o L= EoI= T T I =T o= o) £ 6
5. Managing memberships With @pPliCANTS....... oo i e e e e e e e 6
6. What can you apply fOr in @-LICENSING? ...ttt e ettt e e e e e e e e e nban e e e e e e e e e e annes 8
A [0 Te [T aTe Jr= W o] 1o | PSSP TP P PP P PO TP PTRTTPRRPRPRTRRN: 9
. T N T =T o o PR 9
S B = 10T 1 18
10. Verify applicant's identifiCatioN ..............uuuuieiiiiiiiii e as 32
B PV o] o 7= I [ Yo U T 0 =T o - 34
B o Iy o= =T g o I =Yoo o [ 38
13. Changing personal details 0N @ lICENCE..........iii it e e e e e e e e e e e as 39
14. Applying for @ replacemMENt ICENCE ..........uuuiiiiiiiiiiiiiiiiii e e e 40
15, SAVING APPIICALIONS .....eeiiiiiiiiiiiiieiiie it e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaeas 40
LS4 = Y= T o) o] [{or=1 1 o] N o] o Yo | =] 3 40




CAP 1526 e-Licensing organisation guide

1. Overview of Pilot’s Portal

Log in to your portal by accessing: https://portal.caa.co.uk/

Click on ‘Your Services’ on the left and then click on ‘Flight Crew e-Exams and e-

Licensing’.
Sarvices Online - Your Services
You can use the fallowing servicas:
Parsonal Detalls

| F]Iﬁht Craw e-Exams and e-Licensing__»

ATO E-Licencing

This will take you to your own personal licensing information.

All of the navigation options are on the left-hand side.

My Profile: Overview of contact details

My Orders: Summary of applications/exam bookings. Can view
and print receipts.

My Bookings: Summary of exam bookings made

Home Bookings Handbooks My Messages  Candidate Information  Log Off

My Licences & Ratings

Good Afternoon,
Mr Vincent Dittmer

My Profile
Manage your personal details

My Orders
Order Summaries and Invoicing

My Bookings
E lions you have booked

My Licences & Ratings: Summary of licences & ratings held &
applied for. Can make applications here

My Licence Products: Apply for change of personal details,
English L Proficiency or repl, licence

My Documents: View or upload documents

My Experience: Your medical status, your ELP and experience
you have entered as part of an application (such as flying hours)

My Results: View exam results

My Memberships: View, request or cancel relationships with
ATOs

T ion History: y of pay sand available funds.

Canadd funds here and download statements.

My Licences & Ratings
Licences and ratings you have acquired

My Licence Products
Licence products you have acquired

My Documents
‘Your supporting documentation

My Experience

Experience you have obtained

My Results

Transcripts for exams sat

My Memberships
Your organisation refationships

Transaction History
Financial and event activity

Below Is a list of your licences. Click on the O nextto any licence for more details.

m If you have any enquiries related to your licence(s) then please contact us.

Number

GBR.FCL.ATASPEQ4047.A

49559

GBR.FCL. CP.ASPEQ4047 A

GBR FCL.PPASPEQ4047.A

GBR.FCLATASPEQ4047 H

49559

GBR FCL.CPASPEQ4047.H

GBR FCL PPASPEQ4047 H

Licence

ATPL (Aeroplane)

JARATPL (A)

CPL (Aeroplane)

PPL (Aeroplane)

ATPL (Helicopter)

JAR ATPL(H)

CPL (Helicopter)

PPL (Helicopter)

Applied

19 March 2019

19 March 2019

19 March 2019

19 March 2019

19 March 2019

19 March 2019

19 March 2019

19 March 2019

1= Apply For New Licence / Validate Licence * Convert Licence

Expires

Never

19 March 2024

Never

Never

Never

19 March 2024

Never

Never

Status

Active

Active

Active

Active

Active

Active

Active

Active

[}
)
»
g |

&t

e

e @ e e e e e e

This is the view your pilots will have when logging in to e-Licensing.
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2. Overview of ATO Portal

When you log into your portal, click on ‘Your Services’ on the left and then click on ‘ATO

. . y
E-Licensing’.
Sarvices Oriina | Your Services
ECE
You Gan use tha fallvwing senvices:
Porsonal Details |
| Fugnt Crew e-Exama and a-Licsnsing
& ATO E-Licencing —
|

You will be taken to a system called TASMAN. Please click on ‘Organisation’ at the top
and you will see the below page.

Unlike the pilot’s portal, where all of the navigation panes are on the left-hand side, your
navigation is in boxes on your home page.

Candidate Memberships:

Approwsyreject membership requests

Add & member

View member profile & submit applications on
thair behalf

addresses:
st of company addresses {billing, postal,
physical).

Contact Channels:
List of company contacts detzils

Contact Persans:
List of company contacts

Pigmsn chck e Sow AI Euticn Deice 1 view
ll i St A T S A

* Bhow AN

Prpasa cck tha Show AIF Bution beiw 1 virw
P o larnaan o P SApaS

® Bhow Al

Pimsnm ik s Show A bution beicw 10 vrw
B it firficeti i i ErgaamaieF

¥ Ehow All

Hama S
JelRCOm  Descriglon: g
Sl Acten
Sponder . FCL [Fight Craw Licance)
Orders:
£ ‘iew payments made
1 - — ‘iew B Print receipts
| Cardidate Membsrships i Ordars u Transactions ol
s
Plami S i Whowr A Buften Bakde b viiw EETOE: BTNAE FC - Paiia clch el "Shicr AT Bolian baiiv 42 viw
P P o e DR, * Show Al T PO PO mainﬂs:
® Show AH * Cresis New ® Bhow A Wiew payments made
Wiew & Print statements
Add credit to account
= _— - -
| =T Lo Organisation Staff:
PT— i sl i St = S ik oi List of staff with ATC log on

Organisation Staff Roles:
List of staff roles within elicensing

Al
Fgashar Demasn -
e M -
Mg EFarngion
Pt Esrar -
B Shaow A

Drganisation S1af Ralis ”.

Pipaas sk thy Show AN Gufion belgw o vars
5 P B roien. i I GrATIRStOn

¥ Show AN
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3. Adding funds

Approved Training Organisations (ATOs) can make a payment for an e-Licensing service
at the time of submitting individual applications. However, ATOs can also prefund their e-
Licensing account so that funds are available to allow the submission of applications
without having to input payment details each time.

3.1 Card payments at the time of submitting the application

You can make a card payment via WorldPay at the end of completing an application on
behalf of a pilot.

3.2 Adding funds to an account using a credit card

e-Licensing and e-Exams allows ATO users to fund the ATO account by making a card
payment using the process outlined below. Note the CAA cannot accept card payments
for more than £25,000.

Click on the ‘Organisation’ tab. Click on ‘Show Al in the ‘Transactions’ box. On the
‘Organisation Account Statement’ screen— click on the ‘Receipting’ button at the bottom
of the screen. Enter the amount you would like to prefund the account with and proceed
to the WorldPay payment screen and follow the payment instructions from there.

This will then allow you to draw from this pot of money when making exam bookings or
submitting licensing applications for your pilots.
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4.  Your orders and receipts

Clicking on ‘Show All’ under the ‘Orders’ box will Orders
show you a list of all the licence applications
your organisation has submitted and paid for.

]

#OOSTI: #222818: FC_...
#101195: #226466: FC_..
#103467: #231519: FC__.

P B

Double clicking on a line item will open that #107269: #240907: FC_... :
transaction. #108301: #243332- FC_._.

Mare...

# Show All

Clicking on ‘Print Order Summary’ will download
a VAT receipt.

5. Managing memberships with applicants

The portal enables the management of memberships between training organisations and
applicants. This allows you as the training organisation to make licence applications on
the applicants’ behalf and view the application progress.

Upon registration, the applicant is required to specify the Approved Training Organisation
they are affiliated to. The organisation will receive a notification to advise them of the
request. They will need to approve the request to confirm the membership.

Organisations are either requested to accept applicants' requests for membership with
their organisation or they may actively offer membership to that applicant. Memberships
can be cancelled at any time by either party.

5.1 Approving membership details

All new memberships will need to be approved by the training organisation (or
applicant) before they will come into effect.

Organisation Summary
Starfleet Academy
Starfest Academy

Search Gustomer Number Fast Name: Famiy Name. Show inactve Apply  Reset
Customer Number Title First Name Family Name
UK00000182

UK00000 140

o ololo

UK00000121

UK00000192

eec oo

ATO e-Licensing administrators will receive an email notification when there is a new
membership to approve.
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The ‘State’ will change from ‘Requested’ to ‘Approved’ when validated by the training
organisation.

Candidates cannot book into an exam session until their membership is validated by their
training organisation.
5.2 How to create a membership

+ Select the “Organisations” tab on the “Users” page.

+ In “Candidate Memberships” box, click ‘Create New’ or ‘Show All'. If you click
‘Show All', click ‘Create Membership’.

» Enter the pilot’s CAA reference number or name in the “Candidate” box.

» Pilot’s matching the search criteria will appear in a drop-down list. Select your
pilot.
* Click ‘Save’.

Note: The search will only find pilots who have already created an e-Licensing account.
Please also be aware that Membership may have been set up by the pilot during
registration. Organisations will have to “approve” membership requests from those pilots.

5.3 View memberships
» Select the ‘Organisations’ tab on the ‘Users’ page.
* In the ‘Candidate Memberships’ box, click Show All.
» This will bring up a list of all the organisation's active members.
* Untick the ‘Active Only’ box to view all memberships.

* You can search for members by entering their name or licence number in the
search boxes at the top

Note: Memberships only last for two years. Pilots will need to re-request membership
after this time.

5.4 Cancel/Approve organisation membership and permissions
+ Select the ‘Organisations’ tab on the ‘Users’ page.
* In the ‘Candidate Memberships’ box, click Show All.
» Untick the ‘Active Only’ box to view all members (past, present and pending).
* To access a record, double click or click @ on the applicable row.
* Click ‘Cancel Membership’ or ‘Approve Membership’.
» Click ‘Continue’ to reconfirm.

Note: You will receive an alert of any membership requests, membership modifications
or membership cancellations in your inbox.
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6. What can you apply for in e-Licensing?

Currently, e-Licensing can only be used for commercial pilot licencing applications.

We are only in our first phase of e-Licensing and therefore not all applications can be
made using the system.

The table below shows what applications can be made using e-Licensing.

Change of details Private licences
Replacement licences (lost/stolen/damaged) UK national licences
JAR > UK Part-FCL conversion Validations
Instrument ratings Verifications
Class ratings Exemptions
Type ratings Applications based on holding an ICAOQ licence
Instructor certificates (except FTls, SFls) Applications based on military experience
CPLs FTls
ATPLs SFls
Examiner privileges
MPLs
Bridging: Aeroplane to Helicopter or vice versa

Those applications that are not available on e-Licensing should be made using our paper
forms.

Note: Once a pilot makes an application and receives a new licence through e-Licensing,
they must use e-Licensing for all future applications. Paper applications will be cancelled
and the pilot asked to apply via e-Licensing.
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7.  Finding a pilot

Click on ‘Show all’ in the ‘Candidate Memberships’ box.

Enter the pilot’s licence number is the ‘customer number’ box and hit enter.
Click on the pilot’s name (blue hyperlink).

This will take you in to that pilot’s records.

8. Licences

You can view a pilot’s licence(s) by finding the pilot (see section 6) and then clicking
‘Show All & Apply’ in the ‘Licences & Ratings’ box.

This will list all licenses and licensing privileges the pilot holds with the UK CAA. You can
only amend the highest level of licence they hold, which will be highlighted in bold.

Number Licence Applied Expires Status
pe GBR.FCL.AT.ASPEQ4047.A ATPL (Aeroplane) 19 March 2019 Never Active 0 f‘_}
- 49559 JARATPL (A) 19 March 2019 19 March 2024 Active o
| GBR.FCL CPASPEQ4047 A CPL (Aeroplane) 19 March 2019 Never Active (1]
< GBR FCL PPASPEQ4047 A PPL (Aeroplane) 19 March 2019 Never Active (1]
- GBR.FCL.ATASPEQ4047.H ATPL (Helicopter) 19 March 2019 Never Active o
- 49559 JARATPL(H) 19 March 2019 19 March 2024 Active (7]
4 GBR FCL CPASPEQ4047 H CPL (Helicopter) 19 March 2019 Never Active (7]
b4 GBR.FCL.PP.ASPEQ4047 . H PPL (Helicopter) 19 March 2019 Never Active @

If the pilot holds both an EASA and a national licence, or an EASA and an expired JAR
licence, these will appear on separate lines. So the ATPL(A) - for example - would appear
twice. The EASA licence will be highlighted in bold.

Only EASA licences can be amended using e-Licensing. For national licences, you will
need to apply using our paper forms.

There are three options underneath the list of licences.

== Apply For New Licence <« Validate Licence Convert Licence

Apply fora new licence Verifications — not yet available JAR > EASA conversion
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8.1 Applying for a Licence
Before you make an application: the validity of any ratings that have been signed up in
the field must be updated manually (see section 9.1).

To apply for a new licence, select the applicant from your membership list. Click ‘Show
All & Apply’ in the ‘Licences & Ratings’ box.

Licences & Ratings il

Pleasa click the " Show All" bution below to view all the
licences information for the user

kB Show All & Apply

Click the ‘Apply For New Licence’ button at the bottom of the page. - or ew Heenes

In the Licence Application box, select the ‘Discipline’ (e.g. Flight Crew Licence) and
‘Licence’ you are applying for (e.g. ATPL(A)).

Licence Application

= | Application Type:  Acquire
|== | Discipline; — Select Discipling — v
B Licence: — Select License —

Depending on the type of licence being applied for, you will be asked to complete a
number of requirements specific to that licence.

For information on what documents need to be uploaded, please visit our e-Licensing
webpage at www.caa.co.uk/e-Licensing. Click on the ‘Pilots’ tab on the left-hand side.
Then under ‘Documentation’, click on the type of application you are trying to make.

Once you have confirmed, uploaded or updated all the information requested for the
licence application, click ‘Refresh’. The system will crosscheck all documentation
available to confirm eligibility.

Once confirmed (all requirements listed are in green and no other warning messages are
visible), the ‘Submit Application’ button will appear.

Once you have clicked submit, you will be asked to choose your chosen shipping method.
This will allow you to choose between second class post or tracked courier.

You will then be prompted to proceed to the payment.



http://www.caa.co.uk/elicensing
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8.2 Example CPL Application

Licence Application

Discipline: | EASA Part- FCL (Flight Crew Licence)

L J Application Type: Acquire

Licence: | CPL(A)

& Refresh

CPL (A) Licence Type

The following sumr
Please ensure all the dst

Flease Select Licence Type and Examination Type

Licence Type:

Currently Loaded: CPL (A) Integrated with Instrument Rating - ATPL Examinations - Multi-Engine Instrument Rating

re » Click here to select the Licence Type

Click on the arrow to expand and make your selection
as to the course completed
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Multi-Crew Co-operation training

Has the applicant conducted Multi-Crew Co-operation training during the integrated course?

® Yes
O No

Class Rating

Aircraft Manufacturer:
Currently Loaded: SEP {Land)
¥ Click here to select the SEP/ MEF Land

SEF (Land) .~

Select the aircraft class the pilot conducted the skills test in

MEF (Land)

Examination Results

10AA: 010 Air Law
A passing grade of 75% or more is required, you have not attempted this exam

Z1AA: 021 Airframe/ Systems/Power Plant/Electrics
A passing grade of ¥5% or more is required, you have not attemptad this exam

22AA: 022 Aircraft General Knowledge - Instrumentation
A passing grade of 5% or more is required, you have not attempted this exam

J1AA: 031 Mass & Balance
A passing grade of 75% or more is required, you have not attempted this exam

J2AA: 032 Performance (Aeroplane)
A passing grade of 75% or more is required, you have not attempted this exam

J3AA: 033 Flight Planning and Monitoring
A passing grade of 75% or more is required, you have not attemptad this exam

40AA: 040 Human Performance and Limitations
A passing grade of 75% or more is required, you have not attempted this exam

S0AA: 050 Meteorology
A passing grade of 75% or more is required, you have not attempted this exam

61AA: 061 General Navigation
A passing grade of ¥5% or more is required, you have not attemptad this exam

G2AA: 062 Radio Navigation
A passing grade of 75% or more is required, you have not attempted this exam

A AR NN NN NN

Any of the following would also be accepted as a substitute to this reguirement:

If the pilot sat and
passed exams in the
UK, their results will
populate here in green.
You cannot submit the
application if they have
not passed all required
exams.

If they sat their
theoretical exams
abroad, they will need
to email confirmation of
their exam results (from
the competent
authority) to
FCLweb@caa.co.uk so
that we can update their
exam records.

62AA-PEN: 062 Radio Navigation including Performance Based Mavigation

=]
-

T1AA: 071 Operational Procedures
A passing grade of 75% or more is required, you have not attempted this exam

81AA: 081 Principles of Flight {A)
A passing grade of 75% or more is required, you have not attempted this exam

H1AA: 091 VFR Communications
A passing grade of 75% or more is required, you have not attemptad this exam

92AA: 092 IFR Communications
A passing grade of 75% or more is required, you have not attempted this exam

LA AN

' A passing grade of 75% or more is reguired, you have not attempted this exam


mailto:FCLweb@caa.co.uk
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Experience

English Language Proficiency
Mo evidence available.
Any of the following would also be accepted as a substitute to this reguirement:

¥ English Language Proficiency
or ~=| Mo evidence available.

CPL {A) Integrated with Instrument Rating Flying Experience
Mo evidence available.

Documents

If not already held, you will
need to upload
confirmation of the pilot’s
English Language
Proficiency testing.

You will also need to fill in
their flying hours.

¥ random (CPL (A) Skill Test)
1 Mot yet verified, never expires.

¥ Test (Instrument Rating (A) Skill Test - Multi-Engine)
Mot yet verified, never expires.

= ¥ CPL (A) Instrument Rating Integrated with ATPL Theoretical Knowledge Course Completion Certificate

Mo evidence available.

¥ Multi-Crew Co-operation Course Completion Certificate
| No evidence available.

¥ Flight Radiotelephony Operator's Licence
Mo evidence available.
Any of the following would also be accepted as a substitute to this reguirement:

Flight Radiotelephony Operator's Licence

You will need to upload
supporting documents. The

or Mo evidence available. o
relevant paperwork is listed
on the following page.

Submit Dec
Declaration:

re » Click here to select the Declaration

Click on the arrow to expand and make your selection as to
who is submitting the application (applicant = pilot).

Once the form has been fully completed and all requirements have been met, click ‘Refresh’.

€ Refresh

The ‘Submit application’ button will appear and allow you to make payment and submit the

application.
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8.3 Documentation for CPL Applications

CPL Integrated application:

NAME IN E-LICENSING DOCUMENT REQUIRED

Identification Document Certified copy of photo ID or photo of pilot
holding their ID up to their face

Examiner report form SRG2130(A) or

CPL Skills Test

SRG2197(H)
Instrument Rating Skill Test Examiner report form SRG2131
CPL Instrument Rating Integrated
with ATPL Theoretical Knowledge Form CAA5000

Course Completion Certificate
Certified copy of licence for update
rating(s)

Certified copy of licence

CPL Modular application:

NAME IN E-LICENSING DOCUMENT REQUIRED

Identification Document Certified copy of photo ID or photo of pilot
holding their ID up to their face

Examiner report form SRG2130(A) or

CPL Skills Test

SRG2197(H)
Instrument Rating Skill Test Examiner report form SRG2131
CPL Course Completion Certificate
Or

CPL Instrument Rating Course Form CAA5008

Completion Certificate
ATPL Theoretical Knowledge
Course
Certified copy of licence for update
rating(s)

Form CAA5004

Certified copy of licence

CPL with military credits:

NAME IN E-LICENSING DOCUMENT REQUIRED

Identification Document Certified copy of photo ID or photo of pilot
holding their ID up to their face

- Examiner report form SRG2130(A) or

CPL Skills Test SRG2197(H)

Instrument Rating Skill Test Examiner report form SRG2131

CPL Military Credits Course
Completion Certificate Form CAAS014
Military Accreditation Scheme MAS form SRG2133
Certified copy of licence for update
rating(s)

Certified copy of licence



https://publicapps.caa.co.uk/modalapplication.aspx?appid=11&mode=detail&id=5194
https://publicapps.caa.co.uk/modalapplication.aspx?appid=11&mode=detail&id=5190
https://publicapps.caa.co.uk/modalapplication.aspx?appid=11&mode=detail&id=5193
http://publicapps.caa.co.uk/modalapplication.aspx?catid=1&pagetype=65&appid=11&mode=detail&id=7954
https://publicapps.caa.co.uk/modalapplication.aspx?appid=11&mode=detail&id=5194
https://publicapps.caa.co.uk/modalapplication.aspx?appid=11&mode=detail&id=5190
https://publicapps.caa.co.uk/modalapplication.aspx?appid=11&mode=detail&id=5193
https://publicapps.caa.co.uk/modalapplication.aspx?catid=1&pagetype=65&appid=11&mode=detail&id=7962
https://publicapps.caa.co.uk/modalapplication.aspx?catid=1&pagetype=65&appid=11&mode=detail&id=7958
https://publicapps.caa.co.uk/modalapplication.aspx?appid=11&mode=detail&id=5194
https://publicapps.caa.co.uk/modalapplication.aspx?appid=11&mode=detail&id=5190
https://publicapps.caa.co.uk/modalapplication.aspx?appid=11&mode=detail&id=5193
https://publicapps.caa.co.uk/modalapplication.aspx?catid=1&pagetype=65&appid=11&mode=detail&id=8113
https://publicapps.caa.co.uk/modalapplication.aspx?appid=11&mode=detail&id=5133
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8.4 Example ATPL Application

Candidate Summary

Customer Number: MName:
Licence Application
- Application Type: Acgquire
‘f = ‘ Discipline: | EASA Part- FCL (Flight Crew Licence) v |
© Licence: [ATEL(A) v]
€ Refresh
ATPL (A) Licence Type

Licence Type:

Currently Loaded: ATPL (A) - PIC Letter for PIC/US hours confirmation
¥ Click here to =elect the Licence Type

Y ATPL (A) Select the basis for the application

Identification Check

Identification Check:

Currently Loaded: | will submit a certified document to verify my identification
¥ Click here to select the type of 1D Check

| will have my ID checked by CAA ora CAA Certified ATO

Select the second option to say you will upload a certified copy of ID
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Examination Results

(AR AR R R RN RN ENN

10AA: 010 Air Law
A passing grade of 75% or moare is required, you have not atiempted this exam

21AA: 021 Airframe/Systems/Power Plant/Electrics
A passing grade of 75% or more is required, you have not attempted this exam

22AA: 022 Aircraft General Knowledge - Instrumentation
A passing grade of 75% or more ig required. you have not attempted this exam

31AA: 031 Mass & Balance
A passing grade of 75% or more ig required, you have not stiempted this exam

32AA: 032 Performance |Aeroplane)
A passing grade of 75% or more ig required, you have not attempted this sxam

33AA: 033 Flight Planning and Monitoring
A passing grade of 75% or moare is required, you have not atiempted this exam

40AA: 040 Human Performance and Limitations
A passing grade of 75% or more is required, you have not sttempied this exam

L0AA: D50 Meteorology
A passing grade of 75% or more is required, you have not atiempied this exam

B1AA: 061 General Navigation
A passing grade of 75% or more ig required, you have not attempted this exam

G2AA: 062 Radio Navigation
A passing grade of 75% or more ig required, you have not attempted this sxam

T1AA: 074 Operational Procedures
A passing grade of 75% or more ig required, you have not attempted this exam

81AA: 081 Principles of Flight {A)
A passing grade of 75% or more ig required, you have not sttempted this exam

91AA: 091 VFR Communications
A passing grade of 75% or more ig required, you have not attempted this exam

92AA: 092 IFR Communications
A passing grade of 75% or more ig required, you have not attempted this exam

Enter pilot’s flying hours

If the pilot sat and
passed exams in the
UK, their results will
populate here in green.
You cannot submit the
application if they have
not passed all required
exams.

If they sat their
theoretical exams
abroad, they will need
to email confirmation of
their exam results (from
the competent
authority) to
FCLweb@caa.co.uk so
that we can update their
exam records.

Experience
ATPL {A) Flying Experience
w Not yet verified, never expires.

%

Flight Radiotelephony Operator's Licence
Last verified on 16 January 2013, 10:58:56 (UTC), never expires.

English Language Proficiency
Last verified on 16 January 2018, 10:59:56 (UTC), never expires.

Documents

7
4
7
4

ATPL (A) Skill Test SRG2199
Mo evidence available.

ATPL (A) Flying Experience with PIC/US Letter
Mo evidence available.

Certified copy of licence for update rating(=s) ATPL (A)
Mz evidence available.

ATPL (A) - Flying Hours Confirmation CAAS013
Mo evidence available.

Skill Test = SRG2199 (+PBN declaration if applicable)

Flying Experience with PIC/US Letter
= PICUS letter from operator
+ MPL restriction removal letter if applicable

c:: A certified copy of licence

C:.' ATPL Flying Hours Confirmation = form CAA5013
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¢ ATPL (A) - ATO Declaration
;' No evidence available.

Select Application submitted
by the ATO.
Submit Dec Complete ATO declaration
form, print and sign. Upload
’ under ATO Declaration under
Dectaration: Documents in the application
Currently Loaded: Application submitted by the ATO
¥ Click here to select the Declaration
Application submited by the Applicant
Application submitted by the ATO
Ermmor messages will
appear in Orange if
. N ) : something is incomrect
o "J‘ 'e or more requirement for this licence have not been met. See application evidence for mor

or incomplete. An
application cannot he

submitted if error
messages are present.

A : Evidence meeting the licence requirements was found.
V : Evidence has been verifiad by our staff as pan of a previous application.

Once all requirements listed are in green and no other warning messages are visible the

‘Submit Application’ button will appear. If this button does not appear, please click
‘Refresh’.

Once you have clicked submit, you will be asked to choose your chosen shipping method.
This will allow you to choose between second class post or tracked courier.

@ - v

1. Summary 2. Details

3. Payment 4. Complete

— Order Details

() Customer: ASPEQ4047

Username: ASPEQ4047
Full Name: Mr Vincent Dittmer

— Shipping

Shipping Option:
UK Courier - £15.00 GBP

Please choose your chosen method from the drop-down menu under ‘Shipping Option’.

You will then have two items in your cart, the licence application and the postage option.

Finally, you will be required to make payment.
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8.5 Documentation for ATPL Applications

NAME IN E-LICENSING DOCUMENT REQUIRED
Identification Document Certified copy of photo ID or photo of pilot
holding their ID up to their face
. Examiner report form SRG2199 (aeroplane) /
ATPL Skills Test SRG2199 SRG2138 (helicopter)
Flying Experience with PIC/US PICUS letter from airline
Letter +MPL restriction removal letter if applicable

Form CAA5013

ATPL Flying Hours Confirmation Orform CAA5014 for military credits

Certified copy of licence for update

rating(s) Certified copy of licence

9. Ratings

You can view a pilot’s ratings by finding the pilot (see section 6) and then clicking ‘Show
All & Apply’ in the ‘Licences & Ratings’ box.

Click on the ®¥ next to the relevant licence to view the ratings on that licence. This will
bring up a list of all of the current and expired ratings for that licence.

Licence Number: GBR.FCL.ATASPEQ4047.A

:. License: ATPL (Aeroplane)
T T Applied: 19 March 2019
Expires: Never
Licence Status:  Active
Remarks: None
1+ Apply For Rating
Ratings(s)

Below are the ratings associated to this licence. You can drill down and obtain more information about a specific rating by clicking on the
information icon next to the rating.

Rating Applied Expires Status
~ Night 19 March 2019 Active (7]
~ Flight Crew Licence Type Rating (SuperGuppy) 09 May 2019 31 May 2020 Active o¢
~ FI 10 May 2019 31 May 2022 Active (7] e
~ Flight Crew Licence Type Rating (Piaggio180) 21 February 2020 22 February 2021 Active o¢
~ IR(Restricted) 21 February 2020 22 February 2021 Active (1] e

The ‘Applied’ column lists the date the pilot’'s account was created in e-Licensing and

then the date new ratings were issued going forwards.


http://www.caa.co.uk/SRG2199
http://www.caa.co.uk/SRG2138
http://publicapps.caa.co.uk/modalapplication.aspx?catid=1&pagetype=65&appid=11&mode=list&type=search&search=caa5
http://publicapps.caa.co.uk/modalapplication.aspx?catid=1&pagetype=65&appid=11&mode=list&type=search&search=caa5
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The ‘Expires’ date shows the expiry date of each rating (see section 9.1 Revalidate a
Rating).

The ‘Status’ column shows whether the rating is on the front or the back of the pilot’s
licence.

Ratings listed as ‘Active’ are both current and expired ratings on the front of the licence
— as these can be endorsed by an examiner on the licence.

Ratings listed as ‘Expired’ are ratings on the back of the licence.

Active

— Ratings(s)

Expired

Below are the ratings associated to this licence. You can drill down and obtain more information about a specific rating by clic.
information icon next to the rating.

Rating Applied Expires Status
~ Night 19 March 2019 Active (1]
~ Flight Crew Licence Type Rating (SuperGuppy) 09 May 2019 31 May 2020 Active (7]
~ FI 10 May 2019 31 May 2022 Active (1] e
~ Flight Crew Licence Type Rating (Piaggio180) 21 February 2020 22 February 2021 Active (1] e
~ IR(Restricted) 21 February 2020 22 February 2021 Expired 0 e

To apply for a brand new rating the pilot has not held on their UK licence before, click on
the ‘Apply for Rating’ button at the top.

To amend an existing rating, click on the &9 next to the relevant rating.

This will take you to a page about that specific rating.

Licence Rating Summary

@ Licence Rating: Flight Crew Licence Type Rating (SuperGuppy)

o Parent Licence: ATPL (Aeroplane)
= Applied: 09 May 2019
Expires: 31 May 2020
Rating Status:  Active
Remarks: None

™ Revalidate this rating Apply To Amend Rating

— Application(s)

Below are the applications associated to this licence rating. You can drill down and obtain more information about a specific application by
clicking on the information icon next to the application.

Type Description Applied Status

#10104: Flight Crew Licence Type Rating 09 May 2019

e ) Finalised

= Acquire
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If the rating is on the front of the pilot’s licence, you will have the option to ‘Revalidate this
rating’. This is where you can amend the expiry date of the rating after the pilot has done
a proficiency check and had the rating endorsed. No licence will be issued, as this is
simply keeping their records up to date.

You can also ‘Apply to Amend Rating’. This may be to remove a restriction or extend the
privileges of a rating.

If the rating has expired and is on the back of the licence, the only option you will have is
to ‘Reinstate Rating”. This is how you can apply to renew the rating and get it moved to
the front of the licence.

Licence Rating Summary

@ Licence Rating: Flight Crew Licence Type Rating (Piaggio180)
Parent Licence: ATPL (Aeroplane)

= - Applied: 21 February 2020
Expires: 22 February 2020
Rating Status:  Expired
Remarks: None

“ Apply To Reinstate Rating

Application(s)

Below are the applications associated to this licence rating. You can drill down and obtain more information about a specific application by
clicking on the information icon next fo the application.

No applications have been submitted yet.

9.1 Revalidate a Rating

When a rating has been signed up in the field (both for revalidation and renewal of a rating
on the front of the licence), the expiry date must be updated in e-Licensing to reflect this.
To do this, click on ‘Show All & Apply’ in the ‘Licences & Ratings’ box. Then click on the
&¥ next to the relevant licence. This will bring up a list of the ratings on that licence. Click
on the & next to the relevant rating.

If the rating is on the front of the licence, you will have the option to ‘Revalidate this rating’.
This will allow you to enter the details from the proficiency check.

You cannot amend the expiry date for any ratings on the back of the licence. If you think
you should be able to amend the rating as it is on the front of the licence but you don’t
have the option to ‘Revalidate this rating’, please call our support team on 0330 022 1972.

When you have selected ‘Revalidate this rating’, you will need to enter details from the
proficiency check such as the date of test and Examiner number (all listed on the
Certificate of Revalidation page of the licence).
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Type Rating Aeroplane Revalidation/ Renawal

Update of Endorsement of Validity on Licence:
Currentty Loaded: Aircraft Type Rating test included Instrument Rating Renewal Revalidation *
¥ Type Rating

surceaft Type Ratng test included Instrument Rating f

Mo instrument Rating Renewsl or Revalidation

Revalidate /Renew Rating

Date of Test:

Expiry Date of Rating:

Examiners Name:

| b ¢
Examiner Authorisatron Mumber:

[ iy ¢

[ Examiner suthorised in the UK by the CAS

i pes, choose Linged Kingdom in the list below, size please choose their State of Regisiration

State of Registration

- United Kingdom - (UK}

The following summarises the renewal or revalidation of this Flight Crew Lictnoe Rating where this records the e
the licence showing the updated validity, it will be necessary 1o submit 4 Rating Renewal Apphcation.

| | I confirm that this records the rating validity eniry record on the licence

False Representation Statement

S S R il CERTIFICATE OF REVALIDATION ( &
variation of any certiicat) b
R e e o Wlo Tate of Mating Tast [OwieoliR Taost|  Vad Unil %’.‘:."'...:.;' e;m
e—— et i— !H L
TRISKTB 0511172013 WA 3010912017 _'mw“ 7t
Lh ivit Aviatioh Auterity
—|[AWisemIR 18/03/2015 | 18/03/2015 | 30/0472016 - o 7
A E e -
st | B | B P
TR AW189 | 231002015 WA 3032018 |——x A
Sty
@ Refresh e rem
= — ' :
~ " . 1234568 John
Mot mjiel3 -o% <13 ool 3o,y 13) T L GR

e

\b.03.3 flb.o3. G
A igi[mefig| Vo033 [1bi03.}|30.08. 8 &

Once saved, the expiry date of the rating will automatically update.

This information will then be verified by the UK CAA the next time the pilot makes a
licencing application.

Please be aware that this will not trigger a new licence to be issued — it is simply keeping
the pilot’s licensing records up to date.

Note: You can only update the validity of a rating that is listed as “Active”. Ratings listed
as “Expired” are ratings on the back of the licence and cannot be updated in this manner
(instead you will need to ‘Apply to Reinstate Rating’).

Note: You cannot update the validity of an instrument rating on its own. The IR should be
attached to another rating and therefore should be updated with that type/class rating.

For example, if the pilot revalidated their IR with their MEP, you should select MEP from
the drop-down menu. On the following page you'll get the option to select it with
Instrument Rating.
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Important: The first time the pilot signs up for an e-Licensing account, the validity of the
ratings listed in e-Licensing may not match their licence. You will need to go through and
update the validity of any rating that has been signed up in the field so that it matches the
licence.

Going forwards, you must ensure all ratings are kept up to date in e-Licensing by following
the ‘Revalidate a Rating’ process every time the pilot has a rating signed up in the field.

9.2 Apply for a New Rating

This option should be used to apply for brand new ratings. Before you can apply for a
rating, the pilot must have made a licence application or have been issued with a UK
licence, but this does not need to have been issued by e-Licensing as their previous
licence history will be available in the system.

Before you make an application: the validity of any ratings that have been signed up in
the field must be updated manually (see section .1).

To apply for a new licence rating, click on ‘Show All & Apply’ in the ‘Licences & Ratings’
box.

Click on the & next to the relevant licence to view the ratings on that licence.

Click on the ‘Apply for rating’ button.

The application will now open. Select the ‘Licence’ (e.g. CPL (A)) and type of ‘Rating’
(e.g. Class Rating) from the drop-down menus. Click Next.

Licence Rating

Application Type:
I | Licence:

Rating:

Acquire
EASA CPLIA); Aeroplane
Class Rating

Depending on the type of licence you are applying for, you will be asked to fulfil a number
of requirements specific to that rating.

To fulfil application requirements, you may need to upload experience (see section 12
Add Experience Records) or documentation (see section 11 Upload Documents).

Please note that you can only upload one file per request, so if your document has
multiple pages you will need to scan this as one PDF.

For information on what documents need to be uploaded, please visit our e-Licensing
webpage at www.caa.co.uk/e-Licensing. Click on the ‘Pilots’ tab on the left-hand side.
Then under ‘Documentation’, click on the type of application you are trying to make.



http://www.caa.co.uk/elicensing
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Once you have confirmed, uploaded or updated all the information requested for the
licence application, click ‘Refresh’. The system will crosscheck all documentation
available to confirm eligibility.

Once confirmed (all requirements listed are in green and no other warning messages are
visible), the ‘Submit Application’ button will appear.

Please see section 9.5 Example Type Rating Application for more guidance.

9.3 Apply to Amend Rating

This option should be used if you wish to make an amendment to a rating your pilot
already holds, such as removing a restriction or extending privileges.

You can also choose this option when the rating being renewed or revalidated is shown
as a current rating on page 4 of the licence but you require the CAA to produce a re-
printed licence.

Before you make an application: the validity of any ratings that have been signed up in
the field must be updated manually (see section 9.1).

To make the application, click on ‘Show All & Apply’ in the ‘Licences & Ratings’ box.
Click on the & next to the relevant licence to view the ratings on that licence.

Click on the & next to the relevant rating. Then click ‘Apply to Amend Rating’. This will
take you to the application where you will need to make selections and upload supporting
documents.

Once you have confirmed, uploaded or updated all the information requested for the
rating application, click ‘Refresh’. The ‘Submit Application’ button will appear.

Once you have clicked submit, you will be asked to choose your chosen shipping method.
This will allow you to choose between second class post or tracked courier.

Finally, you will be required to make payment.

9.4 Apply to Reinstate Rating

This option should be used to renew an expired rating on the back of the licence.

Before you make an application: the validity of any ratings that have been signed up in
the field must be updated manually (see section 9.1).

Click on ‘Show All & Apply’ in the ‘Licences & Ratings’ box.

Click on the & next to the relevant licence to view the ratings on that licence.
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Click on the & next to the relevant rating. Then click “Apply to Reinstate Rating”. This
will take you to the application where you will need to make selections and upload
supporting documents.

Once you have confirmed, uploaded or updated all the information requested for the
rating application, click ‘Refresh’. The system will crosscheck all documentation available
to confirm eligibility.

Once confirmed (all requirements listed are in green and no other warning messages are
visible), the ‘Submit Application’ button will appear.

Once you have clicked submit, you will be asked to choose your chosen shipping method.
This will allow you to choose between second class post or tracked courier.

Finally, you will be required to make payment via a card payment.
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9.5 Example Type Rating Application

= @ Application Type: Acquirs
Licence: | EASA ATPLIA) ATPL (&) s |
Rating: | Flight Crew Licence Type Rating v|

e Refresh

Type Rating Application

Type of Type Rating Application:
Currently Loaded: Type Rating with Instrument Rating (Existing IR Validity holders only)
¥ Type Rating Application

Type Rating without Instrument Rating

Type Rating with Instrument Rating (Existing IR “alidity holders only)

Aircraft Manufacturers
Aircraft Manufacturer:

Currently Loaded: C510
#» Click hers to select the Aircraft Type

Identification Check

Identification Check:
Currently Loaded: | will submit a certified document to verify my identification
¥ Click here to zelect the type of ID Check

| will have my ID checked by CAA or a CAA Certified ATO

| will =ubmit a cerified document to verify my identific ation

Experience

English Language Proficiency
Last verfied on 03 January 2018, 14:53:01 (UTC), never expires.
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Documents

j.l' [entification Document)

et e Identification Document = certified colour copy of photo ID or
Mot yal vernified, axpires on 22 July 2019

photo of pilot holding their ID up to their face

Mo evidence available that meets the minimum requirements. Certified copy of licence for update ratings = a certified

copy of licence

* "This application is for the type rating” must be 'C510°

# Type Rating ATO Course Certificate Type Rating ATO Course Certificate = Course Completion

# :
i Certified copy of licence for update rating{z) Type Rating (A) :

iy Mo evidence available that meets the minimum requirements. Certificate
* "Manufacturers’ must be 'C510° |
i Type Rating Skill Test SRG2199 Type Rating Skill Test = examiner report form SRG2199
% Mo evidence available that meets the minimum requirements. +Examiner’s licence, medical & examiner certificate if non-UK

+Sim approval if non-UK simulator used in skills test
+ATO approval if non-UK ATO
+PBN declaration if applicable

* "Pleaze select Aircraft Type used” must be 'C510°

Aeroplane Type Rating Application

Please ensure you have chosen all extensions you wish to include, then click Refresh at the bottom of the page to ensure all document requirements show.
I confirm | currently hold a valid MP Rating

O Yes
O No

Pilot Role

) Single-Pilot

) Muti-Pilot

() Both{Single-PilotMulti-Filot)
L] Low Visibility (Cat 1)
L] Cruise Relisf Pilot
[ co-Filot Only

Total Flight Time on Asroplanes as PIC:
[0 ] hours)

Total Flying Experience:

[0 | hours)

|d & valid MP Rating or not and click refresh to ensure all requirements show|

rmiation has not been enter. Please check that all spplication sections are filled out correctly and try soain

Error messages will

appear in Orange if
Once the form is complete, click Refresh and you will be able something iz incorrect or
e Refresh to “Submit Application” incomplete. An
application cannct be
submitted if error

Mmessages are present.
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Once you have clicked submit, you will be asked to choose your chosen shipping method.
This will allow you to choose between second class post or tracked courier.

@
1. Summary 2. Details

ﬁ

3. Payment

v

4. Complete

— Order Details

= Customer: ASPEQ4047
Username: ASPEQ4047
Full Name: Mr Vincent Dittmer

— Shipping

Shipping Option:
UK Courier - £15.00 GBP

Please choose your chosen method from the drop-down menu under ‘Shipping Option’.

You will then have two items in your cart, your licence application and your postage

option.

Finally, you will be required to make payment.
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8.5 Example MEP Rating Application

Licence Rating

Application Type: Acguire
E- ~ | Licence: | EASA PRL(A) PPL(A) v
~ Rating: | FCL Class Rating v
€ Refresh

Class Rating Application

Clazs Rating Application:

¥ Class Rating Applicafion
r9 » Class Rating with Instrument Rating (Existing IR validity holders only)
Click on the » Class Rating without Instrument Rating
arrow to
expand and

make your
selection ~ Class Rating

Select aircrafticlass from the list of manufacturersi/classes:
ré » Click here to select the Mulli-Engine Aircraft or General Piston Class

Click on the Identification Check

arrow to

expand and e sification Check:

Sf'eCt tfhe ¥ Click here to select the type of ID Check

;i?:; fot Jou I will have my ID checked by CAA or a CAA Certified ATO

are applying 1 will submit a certified document to verify my identification e\
for

Select the second option to say you will upload a certified copy of ID
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Experience

English Language Proficiency
Last verified on 15 January 2020, 16:49:33 (UTC), never expires.

Documents

The ELP validity
will automatically pull
through from our records.

¥ Certified Passport (Identification Document (must be certified))
/ Mot yet verified, expires on 09 June 2021.

Class Rating Multi-Engine Course Completion Certificate
Mo evidence available that meets the minimum requiremenis.

+ "Please select Aircraft'Class' must be "MER (Land)'
Mo evidence available that meets the minimum requiremeants.
* ‘Flaase select Alrcraf/Class’ must be "WMER (Land)

Multi-Engine Class Rating - Update Rating{s)

/
/ Class Rating Multi-Engine Skill Test
¥
/ Mo evidence available that meets the minimum requiremenis.

= "This application is for the class of must be "MEP (Land)

Class Rating Application

Upload a certified colour copy of photo ID or photo of pilot
holding their ID up to their face

Upload a copy of the Course Completion
Certificate

Upload a copy of the Examiner Report form
+ non-UK examiner docs

Upload a certified copy of the licence

FPlease ensure you have chosen all extensions you wish to include, then click Refresh at the bottom of the page to ensure all document requirements show.

Pilot Role
) Single-Filat
) Multi-Bilot Fill in the requestgd fields.
Once complete, click ‘Refresh’.
~ Both(Single-Filot/Multi-Filot) The ‘Submit application’ button will appear and allow

Total Flight Time on Aercplanes as PIC:
T
Total Flying Experience:

o | hourts)

I confirm | currently hold a valid MP Rating
) Yes

' Mo

you to make payment and submit the application.
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8.6 Example CBIR Rating Application
Select ‘Instrument

rating’ from the drop-

Application Type:  Acguire down menu
B—~ Licence: |EASA PPL(A) PPL(A) v | '

Rating: ' Instrument Rating (4) v

Instrument Rating Type

Please select rating type and click Refresh

Expand the _

drop-down Ins’lm.ment Rating Type: -

menu and 91’ Click here to select the Rating Type

select » Instrument Rating (A) - Modular

‘Instrument -9 » Instrument Rating (A) Competency Based with Course

rating » Instrument Rating (&) Competency Based I[CAQ without Course
Competency » Instrument Rating (4) ICAC with Course

Based with » Instrument Rating (A) with Military Credits

course

|dentification Check

Identification Check:
¥ Click here to select the type of ID Check
| will have my ID checked by CAA or 2 CAA Certified ATO
| will submit a certified document to verify my identification 6\

Select the second option to say you will upload a certified copy of ID

Basis of Credit Against Course hours

Basis of Credit Against Course hours:
Expand the One of the Below Must be selected

drop-down é ¥ Click here and select Basis of Credit Against Course hours
menu and . .
] Frior Experience PIC under IFR
select the basis _ _ »
for the Previous Course Hours Conducted by IRI(A) or FIA) with IRI(A) privileges
competency- Other Previous Course Hours

Aircraft class used for IR Skill Test

Select aircrafticlass from the list of manufacturersiclasses: Expand the drOp'down menu

» Click here o select the Single-Engine Aircraft or General Pision Class 6 tahndt fﬁlecli';[lhet au;craft class
a e SKIlIs test was

conducted in




CAP 1526 e-Licensing organisation guide

Examination Results

If the pilot sat 10IR: 010 Air Law

and passed ‘.’ A passing grade of 75% or more is reguired, you have not attempted this exam
exams in the 22IR: 022 Aircraft General Knowledge - Instrumentation

UK, their results " A passing grade of 75% or more is reguired, you have not attempted this exam
will populate 33IR: 033 Flight Planning and Monitoring

here in green. A passing grade of T5% or more is reguired, you have not attempted this exam

You cannot 40IR: 040 Human Performance
submit the ' A passing grade of 75% or more is reguired, you have not attempted this exam
Any of the following would also be accepted as a substitute to this requirement:

application if
thpp h t 40AC: 040 Human Performance
€y have no or & passing grade of 75% or more is reguired, you have not attempted this exam
passed all
required 50IR: 050 Meteorology
exams. " A passing grade of 75% or mare is reguired, you have not attempted this exam

Any of the following would also be accepted as a substitute to this requirement:

; S0AC: 050 Meteorology
l;theyt‘?’atlthelr or ' A passing grade of 75% or maore is reguired, you have not attempied this exam
eoretica

exams abroad,

. 62IR: 062 Radio Navigation
they will need - g

A passing grade of 75% or maore is reguired, you have not attempied this exam

to er.na” . 921R: 092 IFR Communications
confirmation of * A passing grade of 75% or more is reguired, you have not attempied this exam
their exam

results (from

the competent
authorityp) to You will need to enter the

FCLweb@caa.c pilot’s hours.
0.uk so that we x Instrument Rating (A) CB Single-Engine Experience - Prior Experience PIC under IFR

Experience

Mo evidence avallable.

can update
their exam x Flight Radiotelephony Operator's Licence
Last verified on 05 January 2020, 15:58:39 (UTC), never expires.
records. ; ( ) 2 The FRTOL and

English Language Proficiency i i
x Last verified on 05 January 2020, 15:58:39 (UTC), never expires. ELP will automatically pull
through from our records.

Documents
Passport Scan-Verified (ldentification Document (must be certified}] Upload a certified colour copy of photo
Last verified on 13 January 2020, 068:35:5% (UTC), never expires. ID %r phfoto of pilot holding their ID up
to their face
Competency Based Instrument Rating Course Certificate Upload form CAA5011

Mo evidence available.

Instrument Rating Theoretical Knowledge Course - (CB) Upload form CAA5004
Mo evidence available.

Certified copy of licence for update rating(s) Instrument Rating (A} upload a certified copy of licence
No evidence available.

Upload examiner report form
SRG2131 + non-UK examiner
docs + PBN

Instrument Rating (A) Skill Test - Single-Engine
Mo evidence available that meets the minimum requirements.

SRR

« "Ajrcraft Type' must be 'Aircraft Class”



mailto:FCLweb@caa.co.uk
mailto:FCLweb@caa.co.uk
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10. Verify applicant's identification

An applicant's identity must be verified before an application is considered complete. As
part of the application process, the applicant must choose between two options for an
Identification Check.

Identification Check

Identification Check:
Currently Loaded: | will submit a certified document to verify my identification
¥ Click here to select the type of ID Check

| will have my ID checked by CAA or a CAA Certified ATO

Lwill submit a cedified document to verify my. identification

The ID check can be done by a CAA certified training organisation (ATO), or an applicant
can upload a certified copy of their ID.

10.1 “I will have my ID checked by CAA or CAA Certified ATO”

If the applicant chooses the first option quoted above, they must have entered their ID
details (such as passport number) as part of the portal registration process. These

details can be viewed by selecting “Show All” in the “Identities” box, then @ next to the
applicable row.

The applicant must present their original ID document in person to an appropriately
qualified person at their ATO. If the document matches the details entered in e-
Licensing, the ATO can validate that ID.

To validate/invalidate identity for a member:
+ Select the ‘Details’ tab on the ‘Organisation’ page.
+ In the ‘Candidate Memberships’ box, click Show All.

+ To access a specific candidate profile, double click or click @ on the
applicable row. This will take you to the user Viewing Summary page.

In the ‘Identities’ box, click Show All.

To access a record, double click or click @ on the applicable row.

Click Validate or Invalidate Identity.

Enter ‘Reason’ if applicable.

+ o+ + o+ o+

Click ‘Continue’.
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Passport

L e Number: 5358324111
""" !l Given Names: Piers Jeffrey Drew
Family Name: Dudley
Nationality: British
Country of Issue: United Kingdom (GBR)
Date of Issue: 27 September 2016

Expiry Date: 27 September 2026

A Edit |* Validate Identity

Note: Member's original identity records must be viewed by an ATO in person before
the identity can be validated. You will see an alert at the top of the candidate's page if
the identity has not been validated.

10.2 “1 will submit a certified document to verify my identification”

Alternatively, you can upload a certified copy of your ID, or a photo of you holding your
ID up to your face. You can find out more in our webpage ‘How to get copies of your
documents certified’.



https://www.caa.co.uk/commercial-industry/pilot-licences/applications/documentation/how-to-get-copies-of-your-documents-certified/
https://www.caa.co.uk/commercial-industry/pilot-licences/applications/documentation/how-to-get-copies-of-your-documents-certified/
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11. Upload documents

11.1 Viewing Documents

You can view the documents that have been uploaded as part of an application in the
‘Documents” section of a pilot's account. Click on ‘Show All' under ‘Documents’, then

click the @ button next to the document in question, then click on ‘View Document’.

You can see the date a pilot submitted a document by looking at the ‘Uploaded’ column.
You can also see the status of the document in the ‘Status’ column. ‘Verified’ means we
have accepted the document, ‘Unverified’ means it is awaiting assessment, ‘rejected’
means we have rejected the document and requested that the pilot take some corrective
action.
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Uploaded S

AY/
17 January 2018 Verified

Unverified

17 Januarv 2018

Kame Size Uploaded Verified Expires Status
Type Reafing [A) Updste Rating(s) [Cerfiled ieence oniginal submission 2312/17) 11,7517 KB 17 January 2018 17 January 2018 Vesied 1]
Type Reafing (A) Updste Rating(s) [SRG11194 exzl card detal a5 uploaded 171217 - Replaced) 45752 ¥B 17 January 2013 Unwerified 0/%
ATPL (&} Update Rafingis] {Replsced by TR Updshe rafing uplosd) TA3.10KE 23 December 2017 Unvesiied U I
Ideniication Document (Rickard Milkand-Semith) 266.14 KB 13 Dezember 2017 17 January 2018 1 April 2018 Vestied 1]
Type Reafing Skl Test (Form 3RG 1158 & 2159) 557534 KB 12 Desember 2017 12 Degember 247 - Vesited (1]
Type Rafing ATO Course Carifieale (Richand Millard-Smi) il i 11 Dezember 2017 12 Degember 207 - Vesiied (1]

11.2 Uploading documents as part of an application

To add documents to support the licencing application, click ‘Update’ next to the
document on the ‘Submit Licence Application’ page to upload your document.

Documents AV

# Course Completion Certificate

# Mo evidence available.

¥ Skill Test (CPL Skill Test)
Mot yet verified, never expires.

/ Flight Radiotelephony Operator's Licence
Mo evidence available.

# IR Course (IR (A) Skill Test)

# Mot yet verified, never expires.

We can accept JPEG or PDF files up to 20MG in size.
You must ensure that all files are clear and legible otherwise they will not be accepted.

Please note that you can only upload one file per request, so if your document has
multiple pages you will need to scan this as one PDF.

For information on what documents need to be uploaded, please visit our e-Licensing
webpage at www.caa.co.uk/e-Licensing. Click on the ‘Pilots’ tab on the left-hand side.
Then under ‘Documentation’, click on the type of application you are trying to make.

Forms beginning with a CAA reference (such as form CAA5013) are forms that have been
designed specifically for e-Licensing. These forms can be downloaded from our website
www.caa.co.uk/e-Licensing. Click on the ‘e-Licensing course certificates’ link and
‘download course certificates’.



http://www.caa.co.uk/elicensing
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@ e-Licensing course certificates

Course completion certificates, together with other supporting documentation,
must be used when making applications on e-Licensing.

Please see the professional pilot licence section of our website for application
guidance and details of exceptions.

You can download course certificates from our website. Certificates specific to e-

Licensing are shown below.

CAAS000

CAAS003

CAAS004

CAAS005

CAAS008

CAAS009

CAAS010

CAA5011

CAASD12

CAAS013

CAAS014

CAAS018

Course Completion Certificate - Integrated Course for issue of Commercial
Pilot's Licence

Evidence of UK Examination and Test for Grant of Flight Radio Telephony
Operator's Licence

Confirmation of Theoretical Knowledge Course Completion Certificate
MPL Course Completion Certificate

Course Completion Certificate - Modular Course

Course completion certificate for en route instrument rating (EIR)

Certificate of Training or Experience for Grant of Flight Radio Telephony
Operator’s Licence

IR Course Completion Certificate - Aeroplane/Helicopter/Airship Instrument
Rating in a Part-FCL Pilot's Licence

Certificate of English Language Assessment
Hours Confirmation for the issue of an ATPL
Breakdown of Military Hours to be used for the issue of a Flight Crew Licence

& or rating.

Instructor Training Course Completion Certificate
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11.3 Replacing incorrect documents

You can view the documents you have uploaded as part of an application in the
“‘Documents” section of a pilot’s account.

If you realise that you have uploaded the wrong document, or we will not accept the
document, you can amend uploaded documents.

To find the document in question, you can view each document by clicking the @ putton.

Clicking the “Edit this document’ button will allow you to amend your text
entries and replace the uploaded /% document.

Name Size Uploaded Verified Expires Status
Type Rafing (H) Reinsiate Update Reting{s) (CPL(H)) 38270K8 12 February 2018 . 12 March 2018 Unverified 0/x

If an application has been pended and you have been asked to change a document, you
must then notify us by email to FCLWeb@caa.co.uk to say the change has been made.

Please note that you cannot amend submissions once they have been “verified” or
‘rejected” by us (see “status”).



mailto:FCLWeb@caa.co.uk
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11.4 Uploading additional documents

You can also upload additional supporting documents: click ‘Upload New’ in the
applicant’s ‘Documents’ box.

==
Documents ‘ /

Piease click the "Show AIl' button below to view all the
documents information for the user,

# Show All »jUpload New

You will need to select the correct type of document from the drop-down list — please be
aware that if you do not select the correct type the document you upload will not link to
the application and we will not be able to view it.

We suggest you find the documents you have already provided as part of an application
and upload the new document under the same name.
Alternatively, you can load a new application and check the requested documents.

The document type is listed first and the name you have given the document appears in
brackets.

For example, Type Rating (A) Update Ratings (copy of licence).

“Type Rating (A) Update Ratings” is the type of document and “copy of licence” is the file
name you gave it.

Please note that we do not get a notification when you have uploaded new documents in
this way. Therefore, if you use this method to upload documents that are needed for an
application, you will need to email us at FCLweb@caa.co.uk to notify us.

12. Add experience records

Some fields in the application process request that you fill in records of

Experience. Click ‘Update’ next to an experience entry on the ‘Submit Licence
Application’ page and fill in the requested fields.



mailto:FCLweb@caa.co.uk
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Experience AV

x Class 1 Medical ® %
Mo evidence available.

x English Language Proficiency (FRTOL/Flight Examiner) ® X
Mo evidence available.
Any of the following would also be accepted as a substitute to this requirement;

or ’f',r' Englls_h Langu-ag_e Proficiency "8 [ Updaie |

Mo evidence available.
x CPL (A) Flying Experience Integrated with IR @ R

Mot yet verified, never expires.

Any data entered in an Experience field in e-Licensing is saved in the ‘Experience’ box.

13. Changing personal details on a licence

Pilots can change their name, address and personal details themselves in their portal
account.

S Olke When they log in to their portal, they should click on ‘Personal

S Details’ on the left-hand side.
S They can now edit their personal information.
Once they have updated their information in their portal, they will need to log in to e-

Licensing so that the changes pull through. To do this, they should click on “Your Services’
on the left-hand side and select ‘Flight Crew e-Exams and e-Licensing’ from the list.

Services Online Your Services

You can use the following sarvicas:
Parsonal Dataits

Il::'lf-li_{:l!"-l Crew 8-Exams and e-Licansing —

2

This will log them in to e-Licensing. Their personal information should now update.
If they do not do this step, CAA staff will not be able to see the changes they have made.

If they need their licence reprinting with the new information (and they do not already
have an application in progress), they will need to make an application.

To make an application on their behalf, click on ‘Licence Products’ and ‘Apply for New
Licence product’. Select ‘Change of Details’ from the drop-down menu.
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You will need to upload a certified copy of their licence and ID as part of the application.

14. Applying for a replacement licence

To request a replacement licence, click on ‘Licence Products’ and ‘Apply for New Licence
product’.

Select ‘Lost or Stolen Licence’ from the drop-down menu.

15. Saving applications

There is no central place in e-Licensing for saved applications. However, if you reload the
same application type, the selections you last made and the documents you uploaded
will be saved there until you submit the application

16. View application progress

To view application progress, select the candidate from your membership list. Click
‘Show All & Apply’ in the ‘Licences & Ratings’ box.

If the licence or rating shows as “unacquired” it means an application has been submitted.
If the licence or rating does not appear in the list no application has been submitted.
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