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eBadge  
User Information 
for Authorized Signatories 

 
 
The eBadge System will bring several technologies together to support badge application processing, 
including allowing badge applications to be initiated, completed and routed over the web.  The system 
will use work flow technology to route the application eForm for sponsor approval and electronic 
signature technology to capture the applicant’s signature.   
 
This first phase of eBadge is for renewal applications ONLY.   
 

Process Overview 
 

1. Upon 30 days prior to card expiration, eBadge creates the applicant’s renewal application 
completed with data that already exists in the HAS system of record. 

2. The application eForm is routed to the Authorized Signatories based on the Employer on file. 

 If the employer has been delegated signature authority, the application will be routed to 
the employer.  Otherwise, the application is routed to the Authorized Signatories of the 
sponsoring company.   

3. Authorized Signatory review 

 Edit applicant data if changes are known (optional) 

 Approve or reject the application 

 Notify the applicant to visit the badging office for processing.  This is the responsibility 
of the Authorized Signatory. 

 NOTE:  If FIS Access is required, the applicant must still complete a hard copy 3078 and 
get CBP approval prior to the IAH badging office visit.  This process is currently under 
review and modifications to improve this process are expected in the near future. 

4. Applicant visit to the Badging Office 

 Present identification  

 Review/update the application eForm.  Applicant review’s the application on a monitor 
to confirm accuracy. 

 Obtain applicant’s signature via electronic signature pad 

 Obtain new picture 

 Issue badge 
5. Upon Approval 

 Process is complete.  Application is routed to the Processing History queue. 
6. Upon Denial 

 The application is routed to the Signatory and an e-mail is sent to advise of the 
temporary denial.   

 Authorized Signatory acknowledges the denial 

 Airport Security Coordinator reviews and approves or denies 

 Upon ASC approval, the eForm is routed back to the Authorized Signatory for approval. 
 Upon ASC permanent denial, the Authorized Signatories are notified via e-mail and the 

eForm is sent to the Processing History queue.  
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Step-by-Step Instructions 
 

1. Access OnBase via web using an external link in the email notification. 
 

An email will be sent to all Authorized Signatories for a company sponsoring a badge application 
that is up for renewal.  Click on the link to review and approve/deny the application.   
 
https://hasapps.houstonairportsystem.net/hasapps 

 

2. Application review 

 

The Application eForm pertaining to the email will automatically open in the Work Folder.  Review 

the application prior to approval. 

 

Other applications may also be waiting in the Work Folder for that queue. 

 
 
 
  

https://hasapps.houstonairportsystem.net/hasapps
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3. EDIT the Application  
 
Authorized Signatories have the option to edit applicant data if changes are known or requested.  
Not all fields can be changed.   
 
Any changed data will be changed to a yellow color to alert the badging office of the change.  These 
changes will be reviewed and confirmed with the applicant upon his or her visit to the badging 
office. 
 
Click EDIT FORM, make changes to the pertinent fields and click SAVE. 
 

 

 

4. Approve or Deny the Application 

 

Click Approve Application or Deny Application.  Click Return to Badge Office if for any reason this 

eForm is for someone that does not belong to your company. 
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The application is removed from the queue and electronically routed to the badging office for use 

upon the applicant’s visit.  

 

5. Contact the Applicant   

 

It is the responsibility of the Authorized Signatory to advise the applicant to visit the badging office 

before his or her badge expires.   

 

Note:  The applicant needs to bring proper identification to the badging office.  A paper copy of the 

application is not required for the visit.  However, if FIS Access is requested, a paper 3078 

completed/signed application and CBP approval are still required. 

 

 

6. Track Applicant Progress 

Click on the Life Cycle View tab to navigate to the four queues available to the Authorized 

Signatories.  See page 6, Queue Overview, for a thorough explanation of these queues. 

 

 
 

 

The application eForm will remain in the Pending Applicant Visit queue until either approved or 

denied by the badging office upon the applicant’s visit.  

Upon approval or denial, a NOTE is 

affixed to the document with a 

date/time stamp and user ID of the 

Authorized Signatory. 
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7. Denied by the Badging Office 

An e-mail notification will be sent to the Authorized Signatories.   

Use the e-mail link to access the application.  Review the application in the Pending Further Badging 

Office Review Queue.   

Click ACKNOWLEDGE DENIAL  

 

 

The application will remain in this queue until the Airport Security Coordinator reviews and either 

permanently denies or approves the application.   

ASC Denial (permanent denial) 

E-mail is sent to notify the Authorized Signatories of the permanent denial.   

The application is placed in the Processing History queue for 6 months. 

ASC Approval 

E-mail is sent to notify the Authorized Signatories of the approval. 

The application is re-routed to the Authorized Signatories for approval confirmation.  
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Queue Summary 

Click on Life Cycle View to see all five queues.

 

 

 

Applications Awaiting Approval 

eForm applications awaiting your approval.   

Task options are EDIT, APPROVE, DENY or SEND 

BACK badge application.   

All edited fields will change to red in color to alert the 

badging office of the change.   

A note with your user ID and name along with 

time/date stamp will be affixed to the eForm upon 

your approval or denial of the application.   

Upon approval, it is your responsibility to advise the 

applicant that they are ready to visit the badging 

office. 

 

Pending Applicant Visit 

Applications you have approved will be in this queue 

until approved or denied by the badging office.  There 

are no tasks in this queue.  This is for your 

information only. 

Application will be valid for 30 days after signed by 

Signatory.  If applicant does not visit badging office 

within 30 days, the signature is removed and the 

application is re-routed for signature. 

Application eForm is deleted 30 days after card 

expiration and new badge process with fingerprinting 

will need to be pursued by the applicant. 

Pending Further Badging Office Review 

Applications in this queue are those that were 

temporarily denied by the Badging office 

Task is to ACKNOWLEDGE DENIAL.  This will stamp 

the application with your acknowledgement that this 

application is under review. 

Applications will be removed from this queue upon 

ASC approval or denial. 

Processing History 

6-month history of all approved, permanently denied 

or applications rejected by the Authorized Signatory. 

There are no task options in this queue.  This is for 

your information only. 

Awaiting Other Approval 

If the badge requires Movement Area Access (driving 

on the airfield), the application will remain in this 

queue while awaiting approval from HAS Operations.  

An email will be sent when application is ready and 

the Applicant can proceed to the badging office. 

 


