PA ATS 7460 Submission and Tracking System (BETA)
PA External User Instructions

If you are an existing user (and have previously accessed the site), proceed to the 7460
Submission and Tracking System, otherwise follow the directions below.

Instructions for First-Time External Users
1. Send an email to ensanabria@panynj.gov requesting access to the 7460 Submission and
Tracking System.
2. Once approved you will receive two separate emails with the following subject lines:
a) Microsoft Invitations: “You’re invited to The Port Authority of New York & New Jersey
Organization” — you will need this for Steps 3 through 13.
b) ATS Form 7460: “ATS FAA Form 7460 Submission and Tracking System External User
Instructions” — you will need this for Step 14.

3. Open the Microsoft Invitation email (#1 above) and click on Get Started.

This part of the process will set up the necessary security features, including multi-factor
authentication, to allow you to access the application as an external user.

Use Private/Incognito Mode: If you have an existing Office 365 account, you will need to use
a Private Browser window (Internet Explorer, Firefox, Safari) or Incognito Mode (Chrome) to
login for the first time.

From: Microsoft Invitations <invites@microsoft.com>
Date:
Subject: You're invited to the The Port Authority of New York & New Jersey organization

To: I

THE PORT AUTHORITY OF NY & NJ

You've been mnvited to access applications in the
The Port Authority of New York & New Jersey organization

Eeturn to the above link at any time for access.

This email has been sent on behalf of the The Port Authonty of New York & New Jersey organization.
Please act on this email only if you trust the The Port Authority of New York & New Jersey organization.
This email may have advertising content. You can unsubscribe from future invitations from the The Port
Authority of New York & New Jersey orgamzation at any time. See Microsoft orgamization privacy
statement to learn more about how Microsoft handles your data.

Facilitated by : Microsoft Corporation, One a Microsoft

Note: The ATS 7460 Submission and Tracking System is currently in beta testing. Please use the
feedback button within the application or email ensanabria@panynj.gov with suggestions or
concerns.



mailto:ensanabria@panynj.gov
https://paatsfaadev-devpanynj.msappproxy.net/ords/apexdev/f?p=ATS7460
https://paatsfaadev-devpanynj.msappproxy.net/ords/apexdev/f?p=ATS7460
mailto:ensanabria@panynj.gov?subject=External%207460%20Website%20Access%20Request

4. On the Create Account window, click on Next.

B Microsoft

Create account

Looks like you don't have an account with us, We'll
create one for you using

5. Create a password and click on Next.

B2 Microsoft
< I
Create a password

Enter the password you would like to use with your
account,

|Create password

Note: The ATS 7460 Submission and Tracking System is currently in beta testing. Please use the
feedback button within the application or email ensanabria@panynj.gov with suggestions or
concerns.



mailto:ensanabria@panynj.gov

6. An authentication will be sent to the email address you provided. Enter the code sent to your
email address and uncheck the “Send me promotional emails from Microsoft” box and click
on Next.

B8 Microsoft

< I

Verify email

Enter the code we sent to

If vou didn't get the email, check your junk folder or
try again.

}Enter code

| Send me promotional emails from Microsoft

Choasing Next means that you agree to the Microsoft Services
Agreement and privacy and cookies statement,

7. To verify you are a real person enter the characters on the image and click on Next.

B2 Microsoft
< I
Create account

Before proceeding, we need to make sure a real
person is creating this account.

O
WIDXS

Enter the characters you see

Note: The ATS 7460 Submission and Tracking System is currently in beta testing. Please use the
feedback button within the application or email ensanabria@panynj.gov with suggestions or
concerns.
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8. Review the permissions and click on Accept.

B Microsoft

Review permissions

T

The Port Authority of New York & New Jersey

The organization The Port Authority of New York &
New Jersey would like to:

v Signyou in
v Read your name, email, and perhaps photo

You should only accept if you trust The Part Authority of New
York & New Jersey. By accepting, you allow this organization to
access and process your data to create, contral, and administer
an account according to their policies. The Port Authority of
New York & New Jersey has not provided a link to their
privacy statement for you to review. The Port Autharity of
Mew York & New Jersey may log informatien about your access,
You can remove these permissions at
https://myapps.microseft.com/panynj.onmicresoft.com.

© 2018 Microsoft  Terms of use  Privacy & cookies

9. To setup Multi-Factor Authentication click on Next.

THE PORT AUTHORITY OF NY& N.J

More information required

Your organization needs more information to keep
your account secure

Use a different account

Learn more

Welcome to The Port Authority of New York and
New Jersey

©2019 Microsoft  Terms of use  Privacy & cookies

Note: The ATS 7460 Submission and Tracking System is currently in beta testing. Please use the

feedback button within the application or email ensanabria@panynj.gov with suggestions or
concerns.
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10. Specify one of the three available methods to contact you for the MFA, e.g. Authentication
phone, and provide the additional information, e.g. phone number. The possible optionsare:

e The use of a mobile app (online and one-time password [OTP]) as a second

authentication factor.

The use of a phone call as a second authentication factor.

The use of a Short Message Service (SMS) message as a second authenticationfactor

B Microsoft

Additional security verification

Secure your account by adding phone verification to your password. View video to know how to secure your account

Step 1: How should we contact you?

Authentication phone j
United States (+1) j
Methed

i*

Send me a code by text message

' Call me

Your phone numbers will only be used for account security. Standard telephone and SMS charges will apply.

©2019 Microsoft  Legal | Privacy

11. When ready, press Next.

B Microsoft

Additional security verification

Secure your account by adding phone verification to your password. View video to know how to secure your account

Step 1: How should we contact you?

Authentication phone j
United States (+1) ﬂ
Method

&

Send me a code by text message

' Call me

Your phone numbers will only be used for account security. Standard telephone and SMS charges will apply. |

Note: The ATS 7460 Submission and Tracking System is currently in beta testing. Please use the

feedback button within the application or email ensanabria@panynj.gov with suggestions or
concerns.
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12. Follow the instructions based on the selected method, e.g. enter the verification code sent via
text message, and click on Verify.

B® Microsoft

Additional security verification

Secure your account by adding phone verification to your passwerd, View video to know how to secure your account

Step 2: We've sent a text message to your phone at +1 [ IIIN

When you receive the verification code, enter it here

22019 Microsoft  Legal | Privagy

Note: The ATS 7460 Submission and Tracking System is currently in beta testing. Please use the
feedback button within the application or email ensanabria@panynj.gov with suggestions or
concerns.
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13. Once the security verification has been successful, click onDone.

B Microsoft

Additional security verification

Secure your account by adding phone verification to your password. View video to know how te secure your account

Step 2: We've sent a text message to your phone at +1 _

Verification successfull

©2019 Microsoft  Legal | Privagy

14. You will be forwarded to the application’s login screen. Enter your email address and the
temporary password included in the initial email from ATS Form 7460 Submission and
Tracking System (provided in Step 2).

THE PORT AUTHORITY OF NY & NJ

2]
ATS FAA Form 7460 Submission and
Tracking System (Beta)

‘ L Username / Email Address ‘

&y Ppassword

Reset Password Unlack Account

Access to the Port Authority Systems is restricted to authorized staff,
Use should be consistent with all Port Authority policies, guidelines,
rules and procedures.

Appropriate action will be taken for any unautherized use of the
system, Information security is everyone's responsibility.

Note: The ATS 7460 Submission and Tracking System is currently in beta testing. Please use the
feedback button within the application or email ensanabria@panynj.gov with suggestions or
concerns.
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15. You will be prompted to update the temporary password (provided in Step 2). Specify a new
password and clickon Update Password.

Your Password Has Expired and Must Be Changed

6

Please Enter New Password

@ New Password

€ Confirm Mew Password

16. You will now be redirected to the home page.

Enter the credentials you have selected and you will now be able to access the 7460
Submission and Tracking System.

Note: You will not be able to access the site using this link until all previous steps are
completed.

= ATS FAA Form 7460 Submission and Tracking System (Beta) @ Contactinfo (P Help  §2 Feedback  [5> Log Out

Home

Home

=

Submit a new 7460 Questionnaire

Use this form to determine if you need to file FAA Form 7460, an ALP change or a NEPA document

Note: The ATS 7460 Submission and Tracking System is currently in beta testing. Please use the

feedback button within the application or email ensanabria@panynj.gov with suggestions or
concerns.
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