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INSTRUCTIONS: All new FAITAS users, including Supervisors, need to register, set up an account and complete an Employee Profile. 
1. Navigate to https://faitas.army.mil/faitas or select the FAITAS link from the top navigation bar at http://www.fai.gov.  
2. Read the U.S. Government Information System warning and click the I Agree button. 
3. Click the Register Here button on the login screen.  
4. Enter a federal email address* and click the Register button. 
5. In the confirmation email from FAITAS@FAI.gov, click the referenced link. 
[bookmark: _GoBack]NOTE: If you do not receive the automated email within 15 minutes after clicking the Request Reset button, ask your IT Department to add @FAI.gov as a trusted domain and re-attempt the process. 
6. Complete the Registration Information and Security Questions fields. 
NOTE: If you are a Foreign National and do not have a Social Security Number, you can register in FAITAS with an Employer Identification Number (EIN).
7. Click the Continue Registration link. 
8. Complete the required Profile fields and click the Create Profile button. 
NOTE: Check a recent pay stub or contact Human Resources if you do not know your Pay Plan, Pay Grade, or Job Series information. If you are unsure about your Acquisition Workforce (AWF) status, contact your Agency Acquisition Career Manager. 
9. Read and respond to the Employee Statement. 
10. If you will be submitting requests/applications through this account, you MUST select a Supervisor. If your Supervisor is not found in the system, use the appropriate link to request that he/she creates a FAITAS account. 
11. FOR SUPERVISORS ONLY: Supervisor selection is NOT required if you do not intend to use FAITAS for anything other than managing your Employees’ requests. You MUST have an account in order for Employees to select you as a Supervisor. Once your account is created, notify your Employees so they may update the Supervisor field in their FAITAS profiles. This will grant you supervisory rights to process requests for training, certification, etc. 

*If your federal email address is not accepted, contact the FAI Help Desk to initiate an inquiry.

Please contact the FAI Help Desk for additional questions/concerns: www.fai.gov/help-desk.
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