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Objec&ve 
Learn how to perform document collection on an application at STA-only locations. This 
guide provides a step-by-step demonstration covering navigation to the application, 
starting the collection process, reviewing and editing applicant information, managing 
endorsements, and uploading or scanning required documents. Handling document errors 
and finalizing the collection with a sign-oD are also addressed. 

Process Overview 
Log into AirTera IDMS Platform 

1. Navigate to app.services.airtera.com 

Document Collec>on 
2. Navigate to the Applications table 
3. Select application filter ‘collection needed’ 
4. Select the action menu 
5. Select ‘Start Collection’ 

 

6. Review applications information 
a. If anything needs updated, click edit on this page 

7. Click ‘Next’  
8. Review Badge details 

a. For those with correct permissions click edit to update endorsements 
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9. Click ‘Next’ 
10. Review application PDF 
11. Click ‘Next’ 
12. Upload OR Scan applicant’s required documentation  

 

13. Select document type from drop down 
14. Enter document number 
15. Select the expiration date 
16. Add any applicable comments 
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17. Click ‘Next’ 
18. Sign-oD 

a. Type full legal name 
b. Click ‘Sign’  

19. Person is now in Processing status 


