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What Does The Web Portal Do?

 New Badge Applications

* Badge Renewals

e Badge Changes

* Badge Replacements

e Check CHRC / STA status

* Reports

* Check cardholder Violation Status

I av . .
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Email Communication

 All System Generated Emails will come from:
noreply@phoenix.gov

New Web Portal Access

Type this into your web browser:
badging.skyharbor.com
CREATE A NEW BOOKMARK TO REPLACE THE OLD ONE.
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Welcome
() PHX Portal  About  contact PEEX s

Welcome to the IDMS Web Portal.

This website is for
permitted and ma

Using this portal you can: Need Access?

To request access, please contact the Security Badging Office.

@Create New Applications
Create an application for a new employee.

Ready to get started?

®@Check Existing Applications Log in in to get started.
Check the background status of employees with outstanding CHRCs and STAs.

®View Additional Information

Download , che (piring badges, lost/stolen badges, violations, or
complete company aud
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Get Started

(©) intellisoft IDMS ~ About  Contact Login

Welcome to the Intellisoft IDMS Web Portal.

current Authc

Using this portal you can: Need Access?

. : ntact the 1D office,
@Create Me ations

anenempiaee Ready to get started?
B in in 1o get started.

=5 with outstanding CHRCs and 5TAs,

dges, lost/stolen badges, violations, or
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Login

@ Intellisoft IDMS ~ About  Contact o i

Intellisoft IDMS

Username

Password

| L& \d
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Login

* Enter the email address you provided to the PHX Security Badge
Office

* If you are an authorized signer with an active badge, you will
receive an email with a link to create your authorized signatory
login account

(0) intelisoft DM~ About ~ contac Login

Create Account

To create an account, enter your email address to continue.

Email

| L& \d
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Login

* Your username will default to your
email address

() intelisoftiDMs ~ About  contact Login

* Once you submit your password,
you will be asked to login again
with the password you created
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Multi-Factor Authentication

* Install the Microsoft
Authenticator or
Google Authenticator
from the App Store
on your own personal
device. You will use
the Authenticator
every time you log

€ Search

Microsoft
Authenticator

Protects your online identity

Open u

intO the Authorized 454K RATINGS AGE CHART DE
Signer Portal. 4.8 A+ #4
ok Years Old Productivity  Micros
PIs X




Multi-Factor Authentication

* First time setup —
Open your Microsoft = Authenticator Q +
Authenticator and
select the scanner
icon to add the City
of Phoenix.
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Multi-Factor Authentication

* From the scanner inside the Authenticator Application — scan the
code from the website — Do not use the phone’s camera app.

Enable Two-Factor Authentication

You are required to enable two-factor authentication for your account.

Instructions

1. Install the Google Authenticator (Android 7 iO5) or Microsoft Authenticator (Android 7 i0S) app on your phone
2. Add the account to your authenticator app by scanning the QR code

3. Enter the six-digit code given to you by the authenticator app in the box below.

4. Click "Enable 2-Factor” to enable two-factor authentication for your account

5. Mext time you log in, type in the code from the authenticator app.

Manual entry code:

KWWY W] LOZXTOTRXO4ZHISTRISEQOZBYKFIT2PI

Enter code to verify Two Factor Authentication

« EMABLE 2-FACTOR
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Success

(©) intellisoft IDMS

TEST COMPANY

If this is your very first time logging in, please take a few minutes to look around!

B authorized Signer R

® Messages

& Visitors Great, we hav
g ation Form

it with your employee

D visit after com
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Authorized Signer Actions

(9) Intellisoft IDMs

TE" . COMPANY

If this is your very first time logging in, please take a few minutes to look around!
n oft: the web

8 Authorized Signer

& New Application

= Pending Applications
B Active Badges Il out Ba
£ Expiring Badges Review it w
@ Unaccounted Badges ) o
A violations

€ Background Checks
B Download Documents
f#] Additional Reports

4, Manage Keys

‘ol Audits

& Me_oec

¥ Vvisitors
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New Application

() intellisoft IDMS

TEST COMPANY vt ; . : . .
If this is your very first time logging in, please take a few minutes to look around!
0 dna s ! ¥ n effectively man,

B Authorized Signer

& New Application

Great, we h

= Pending Applications
[& Active Badges

B8 Expiring Badges

B Unaccounted Badges
A\ Violations

) Background Checks

B Download Dacuments eview it with you

dule 1D ¢

1 Additional Reports
&, Manage Keys

L Audits

® Messages

¥ Visitors
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Applicant Information

P X

PHOENIX SKY HARBOR

(9) ntellisoft IDMs
TEST COMPANY

B8 Authorized Signer
® Messages

& visitors

dge Application

Applicant Information

Last Name *

Other Names Used (Aliases)
+

Home Address *

City *

Daytime Phone Number

Height (ft) * Height (in) *

Social Security Number *

nship

Place of Birth - Country *

First Name *

Alias 1 Last Name Alias 1 First Name

State * Zip Code *

Alternate Phone Number

Weight * Gender *

Birth Date * Employer Company

m Tl

Place of Birth - State

Middle Name

Alias 1 Middle Name

Country

Email Address *

Suffix

Hair Color * Eye Color *

¢t Ha

Access Template *

Citizenship Country *

intellisoft



entifying Documents

P X

PHOENIX SKY HARBOR

Identifying Documents

ment #1
ID #1 Type *
10 #1 Country *
1D #1 State
1D #1 Number *
1D #1 Expiration

ID #1 Phota

Document #2

1D #2 Type #
ID #2 Country *
1D #2 State
ID #2 Number *
1D #2 Expiration

ID #2 Photo

(©) intellisoft



ldentifying Document Requirements

IDENTIFICATION REQUIREMENTS

| L& \d
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Requesting Access Privileges

Requested Access Privileges

Access Template * Requested Badge Type * Company Name Division

| GR D TR ORTATION v‘ GROUND TRANSPORTATION INTELLISOET INTELLISOET

Badge Designations

Driver

Escort

Fueler

| L& \d
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Save Application For Later

Additional Information

Notes for staff

Statement of Certification

The information ywided on thi cation is true, comple
fine or im nme oth. ( Title fth

L]
rbor International rt. We agree that upon
terminati t equest of Airport his badj ill be ediately returned. Failur ) ; in revo yur com i t un ; 'e further at our company will

reimburse the fi ) =nt for any g result
| AGREE, SUBMIT APPLICATION
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Finding A Saved Application

(©) intellisoft 1DMs

TEST COMPANY

B Authorized Signer

(©) intellisoft



Pending Applications

(©) ntellisoft DM
TEST COMPANY

B Authorized Signer
& New Application

B Pending Applications
@ Active Badges

£ Expiring Badges

| L5\
V L7
THOENIX S 3JOR
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Pending Application Actions

BUTTON
RESUME/SUBMIT

DELETE

RETRACT

RESEND EMAIL

PHOENIX SKY HARBOR

USE
Click this to recall an unfinished application form so that it can be completed and submitted.

Click this to delete an unfinished or retracted application form from the system.

Click this to “un-submit” an application. Once you do this, the EDIT/SUBMIT and DELETE
buttons will become available.

Note: This can only be done BEFORE the application is processed by the Pass & ID Office.

Click this to re-send the Application Submission email to the applicant. This email contains the
link to the required forms for new applicants (commonly, criminal history disclosure, cardholder
rules, and/or privacy statement). This link has a system-configured expiration date, so if the
applicant doesn’t complete the forms in time, this button can be used to send them a fresh link
OR they can fill these forms out during their Pass & ID office visit.

(©) intellisoft



Active Badges

B Authorized Signer

& New Application

= Pending Applications
B Active Badges

8 Expiring Badges

il Unaccounted Badges
A Violations

O Background Checks
Ei Download Documents
£h Additional Reports

| L& \d
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Active Badge Functions

Button Function

Show {#} Entries For longer lists, you can use this dropdown to specify
the number of records you would like listed per page.

Note: You can also sort the displayed list by clicking on
the column headings. Re-clicking a sorted heading
reverses the sort order.

'@ DEACTIVATE Use this icon to immediately deactivate a badge.

# EDIT Use this button to submit a quick change.

T E:jg’c:i:ei;gr;;zqzrejin the process for requesting a
SEARCH Enter search criteria here to find a specific record.
Previous/Next Use these buttons to cycle through different pages of

your list.

| L4 \d
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Active Badge Functions @ oeacvare

MODIFY BADGE #8676387 - MICHAEL CARTER

Select a Badge Status
Badge Status *

Motes *

TERMIMATED BADGE IN HAMND

TERMINATED NOT RETURNED

CONFIRM CHANGE

| L& \d
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Badge Edi

(©) intellisoft IDMS

B Authorized Signer

s New Application

= Pending Applications
B Active Badges

i Expiring Badges

[l Unaccounted Badges
4 Violations

& Background Checks
Bi Download Documents
£5 Additional Reports

| L& \d
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Badge Edit

* Change
* Name
* Gender
* Badge Designations

On the “Active Badges” report, select the “Edit” button. Submit
these requests without completing a new application.

| 145" \d
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Badge Edit

Edit Badge Application

Applicant Information

Last Name * First Name * Gender

Select Gen w|

Requested Access Privileges

Badge Designations cart NO

Driver NON-MOVEMENT

Escort

Fueler

Tow

Customs Designation

Additional Information

Motes for staff

SAVE APPLICATION FOR LATERN I AGREE, SUEMIT APPLICATION
=

Vax (©) intellisoft
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Expiring Badges

DATE RANGE

() mtellisoft IDMS

B Authorized Signer

&+ New Application

= Pending Applications
& Active Badges

&8 Expiring Badges
Unaccounted Badges

Vax (©) intellisoft
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Renewals Are So Much Easier!

* The renewal form is already populated with
everything except:
* SSN
* |ID Documents

e Update anything that has changed since the last
submission and click:

* “| Agree, Submit Application.”

I av
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Renew A Badge

Go to “Expiring Badges” under Authorized Signer. You will see a list of all
expiring badges. If you do not, you can perform this from the “Active
Badges” screen.

Steps:

1.) Click on the |ElEEEEE button for the record you want to renew.
2.) Enter the SSN and ID Documents

3.) Add/Remove Designations if needed

4.) Save to complete later or Submit Application

I av
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Unaccounted Badges

(D) inteliisoft IDMS

B Authorized Signer

&+ New Application

B Pending Applications
B Active Badges

i Bxpiring Badges

[ Unaccounted Badges
A Vilations

| L& \d
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Violations

(©) intellisoft IDMs Violations
TEST COMPANY
B Authorized Signer
& New Application
= Pending applications
B Active Badges
B3 Expiring Badges
B Unaccounted Badges
A Vviolations

Vax (©) intellisoft
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Background Checks

@ Intellisoft IDMS Background Investigations

TEST COMPANY SHOW | 10 ENTRIES EXCEL
B Authorized Signer
&+ New Appiication
B Pending Applications DIXON, TRAVIS 8576393
Active Badges

B Expiring Badges

[ Unaccounted Badges

4 Violatlons
0 Background Checks 4D
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Download Documents

@ Intellisoft IDMS Cownload Documents
TEST COMPANY Available Documents
B Authorized Signer
& New Application
= Pending Applications

Active Badges
Expiring Badges

B ®

Unaccounted Badges
Violations

Background Checks

nd International Airport

Download Documents

e DO p E

Additional Reports

2

Manage Keys
Audits

® Messages

& Visitors

| L& \d
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Additional Reports

() ntelisoft DM Report List
TEST COMPANY SHOW | 10 v EMTRIES
B Authorized Signer

& New Application

= Pending Applications
@ Active Badges

# Expiring Badges

& Unaccounted Badges
A Violations

6 Background Checks
E Download Documents
f# Additional Repaorts LN
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Manage Keys

() intetisoft IDMS

TEST COMPANY

B Authorized Signer

& New Application 112233 THOMPKINS
B Pending Applications
& Active Badges

2 Bxpiring Badges

& Unaccounted Badges

CHAPMAN, CHRISTINE

A Violations

B Background Checks
B Download Documents
7] Additional Reports
4, Manage Keys

L.
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(D) ntellisoft IDms Audit List
TEST COMPANY

B Authorized Signer

Sy e TEST COMPANY
£ Pending Applications
B Active Badges

8 Expiring Badges

i Unaccounted Badges
A Violatlons

) Background Checks
B Download Documents
{3 Additional Reports
&, Manage Keys

ld Audits
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() inteliisoft IDMS

TEST COMPANY

B Authorized Signer

& New Application

m

Pending Applications
Active Badges
Expiring Badges
Unaccounted Badges

Violations

=
=]
O
A
2]

Background Checks

Download Documents

Additional Reports

=

&, Manage Keys
ki Audits

= Messages

& Visitors

PHOENIX SKY HARBOR

Audit Details

Audit Information

Company TEST COMPANY
Division TEST COMPANY
Audit Type Active Badge Audit
Start Date 10/5 1:35.51 PM
Completion Date
Expiration Date

Badges:
1] w EMNTRIES
CARDHOLDER NAME
BENSOM, JAY 22734 1334655
BUCO, ARTHUR
CARTER, MICHAEL
CHAPMAN, CHRISTIME
LEE, BRANDON
ROBBING, TIM

THOMPEINS, PAUL 521 8676390

Status at Time of Audit Open
Locked Mo
Selected Badge Count 7
Unexpired Badge Count 7
Fine Assessed Mo
Fine Paid No

AUTH 51G

LEILAMI GUEVARRA AGCBAYAMN]
TiM ROBBINS

TINM ROBEING

TiM ROBBINS

TIM ROBBINS

ntellisoft Ryan User

TiM ROBBINS

BADGE TYPE

ALL AREAS

ALL AREAS

ALL AREAS

ALL AREAS

ALL AREAS

ALL AREAS

ALL AREAS

Active

Active

Active

Active

Active

04/1142025

10/04/2025

10/13/2023

10/04/2025

10/15/2023

10/04/2025

1001772023

intellisoft




Audits

farcy 0 :
(2] Intellisoft IDMS Audit Details
: PROCESS AUDIT
Audit Information
Cardholder: CARTER, MICHAE 5518 Badge #: 255
Company TEST COMPANY Status: Active Expires;
Division TEST COMPANY
Audit Type Active Badge Audit
Start Date  10/5/2023 1:35:51 PM
Completion Date
Expiration Date 11/4/2023 1:35:51 PM

Badges:

SHOW 19 w | ENTRIES EXCEL PDFE PRINT LIST PRINT REPORT | SEARCH:

CARDHOLDER NAME t EMPLOYEE # BADGE KO AUTH SIG BADGE TYPE BADGE 5TATUS EXPIRATION ¥ALID YERIFIED
BENSOMN, JAY 1334655 LEILAMI GUEVARRA AGBAYAMNI ALL AREAS Active 04417172025 & NiA

h‘ BUCO, ARTHUR BETE3IET Tikd ROBBINS ALL AREAS Active 10/04/2025 MA MAA
CARTER, MICHAEL 5 BETE3ET TIM ROBBINS ALL AREAS Active 104132023 WA
CHAPMAN, CHRISTINE 8676386 TiM ROBBINS ALL AREAS Active 10/04/2025
LEE. BRANDON 522 8676391 TiM ROBEING ALL AREAS Active 10/15£2023 i hiA
ROBBINSG. TIM BGTR3E5 inteliisoft Ryan User ALL AREAS Active 10/042025 LA

THOMPHKINS, PALIL B6T6390 TiM ROBBINS ALL AREAS Actve 10N 72023 P4

Previous - MNext

| 145" \d
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Automatic Log-out

n will timeout in 2 minutes.

KEEP ME LOGGED IN @ Intellisoft IDMS ~ About  Contact Login

Intellisoft IDMS

Username

Not Registered? Create Authorized Signer Account

| L& \d
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Forgot Password

* NOTE

* You must use the email address
associated with your account.

Intellisoft IDMS

Username

Password

Forgot Password

To receive password reset instructions, enter your email address to continue.

Email

| L& \d
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Questions

[ ("
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