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Your name was submitted to receive a digital signature certificate for use in WebOPSS 
and/or eForm 337. The certificate is valid for one year from the date of issuance.  
Please maintain this certificate in a safe place as it is necessary to sign documents 
within WebOPSS and/or eForm 337. 

 
 
 
Follow the below instructions to retrieve your certificate: 

 
 
 
1)  You will receive an email from <afs-webopss@faa.gov> with the subject line: 

Digital Certificate – DO NOT DELETE 
 
2)  You will receive a second email from <DigitalCertificate@globalsign.com> with 

the subject line: Your digital certificate is ready for pickup 
 
3)  The second email will provide you with a link to GlobalSign where you will retrieve 

your certificate.  Click the link provided in the second email. 
 
4)  From the GlobalSign page, enter your temporary certificate pick-up password 

provided in the first email from afs-webopss@faa.gov 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
5)  Click Next 
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6) Enter/choose a 12-character password that you will remember. 
 

PLEASE NOTE: The password must contain at least one letter and one number, 
with a minimum of 12 characters.   
DO NOT use any special characters and/or symbols  -\~/!@#$*) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
7) Review the Subscriber Agreement, and then click the ‘I Agree’ box. 

 
8) Click Next 

 
 If the Next button is greyed out: 

 
• If your first password selection did not meet the requirements, you will need 

to uncheck the ‘I Agree’ checkbox, and then re-check it in order for the Next 
button to become available. 
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9) On the ‘Install your Digital Certificate’ screen, click Download My Certificate 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
9) At the ‘File Download’ dialog box, click SAVE.  DO NOT CLICK OPEN.   

 
• If you inadvertently click OPEN, please click the Download My Certificate button 

again to SAVE a copy locally on your machine. 
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11) At the ‘Save As’ dialog box, click Desktop (or choose another location on your local 

machine such as Documents) 
 
12) Enter a name for your .pfx file (i.e. JohnDoe.pfx) and click Save. 

The default will be MPSxxxxx.pfx, but you can name the file anything you would like. 
 

NOTE:  You MUST leave the .pfx extension on the end of the file name. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
13) Navigate to the location you saved your digital signature and verify the file is available. 

 
14) If you locate the file, proceed to Step 15. 

 
a.  If you are unable to locate the file in the location you selected (i.e. Desktop or 

Documents), repeat Steps 9 thru 13. 
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15) Close the ‘GlobalSign Certificate’ window/tab in Internet Explorer. 

 
 

NOTE:   DO NOT contact GlobalSign directly for assistance.  
DO NOT click on the ‘Go to products page’ link on the GlobalSign site. 

 

The information on the GlobalSign site is irrelevant to the use of the digital certificate 
within WebOPSS and/or eForm 337. 

 
 

**Your digital certificate is now ready for use in WEBOPSS** 
 
 
**If you are an EFORM 337 user, please proceed to the second set of instructions 
provided via email titled “EFORM 337 INSTALLING YOUR DIGITAL CERTIFICATE”** 

 

 
 

Please notify us with any questions or concerns.  
WebOPSS Digital Certificate Support is available via email at AFS-WebOPSS@faa.gov 
eForm 337 Digital Certificate Support is available by contacting the National Service Desk by 
email at 9-NATL-AVS-IT-ServiceDesk@faa.gov or by phone at 1-877-287-6731 


