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Website
• Link to IACRA

• Log in using your username 
and password

• You may need to retrieve 
your username using either
o FTN

o Certificate Number

o Email

• If you have never logged in 
you need to select 
“Register”
o It may prompt you that a username 

already exists in which you need to 
use the recovery method above

• Call the Service Desk if issues 
continue
o 877-287-6731
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Register
• Select “Applicant”

• Enter applicable 

informatio
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Register (Cont’d)
• Fill out all the applicable 

fields

• Use your Pilot’s License to fill 
out the Certificate 
Information

• Create a username and 
password

• Select Register

• If it states that there is 
already an account with 
your certificate number go 
back to the homepage and 
select the “Forgot Username 
or Password”

• Write down your username, 
password, and FTN for future 
use
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Role Selection
• Select “Accept TOS as 

APPLICANT”
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Applicant Console
• Past applications (8710s) 

will appear hear

• If this is the first time 
starting your application 
select “Start New 
Application”

• This is where you will see 
your application if you 
get timed out
o Select “Continue” in the drop 

down and “Go”

o If you create multiple 
applications on the same day 
the most recent will have the 
highest application number (left 
side)
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Start Application
• Select Start New 

Application

• Application Type

• Pilot Certifications
o Commercial or Private

• Standard

• CFR 61 (Completion of 

Required Test)

• Added Category/Class

• Click “Start 

Application” at bottom 

of page
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Personal Information
• Ensure that all you personal information is correct

• Any field with an * must be filled out 

• Verify your address and select the box if your mailing 

address is different from residential
o This is where your plastic card will be mailed so it needs to be accurate

• A completed section will have a green check mark in 

the tab at the top of the page
o Any section with a green check should be saved if it times out
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Certificate Sought
• Make sure all information is 

correct in lines 1-4
o This information is based on your 

initial input on the Start Application 
Page

• Click Required Test 
Information
o Select Aircraft 1

o Click here to select first aircraft to 
be used

• By ID Type is selected by 
default

• Search for “PA-23”

• Select “PA-23-250”

o Leave the Total and PIC hours blank 
until after training

o Note: You will log 0 PIC time unless 
you already have a Multi Engine 
Rating prior to training

• Click to Select 
Category/Class Rating
o Select Airplane Multiengine Land
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Certificate Held
• Make sure that “Yes” is 

selected for #1 

(Medical Question)

• Make sure all your 

CURRENT pilot 

certificate is correct
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Aeronautical Experience
• Because this is an add-

on class, you do not 

have to meet the 

requirements found in 

14 CFR 109 / 129

• As a result, you can put 

as much or as little 

information in the 

matrix as you want
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Review and Submit
SUBMIT AFTER TRAINING

• Ensure that you do not 
have a validation error at 
the top of the page

• Submit your application 
after your last training 
flight 

• Application must be 
submitted to allow 
instructor to endorse it 
and examiner to access it
o Click View Privacy Act 

o Click Review

o Click Submit
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