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CHAPTER 9 
 

FSG PORTAL DATABASE 

 
1.0 INTRODUCTION 

OVERVIEW OF THE SOFTWARE 
FSG PORTAL database is designed to meet the industryôs required standards, the Federal 
Government of Nigeria service delivery principle and the requirements that a safety oversight 
organization needs to reach its programmed potential. It tracks Safety Inspectorôs records and has 
special features that make it unique in its flexibility and user interactivity. The aim is to collect and 
track information about specific functions. This software is based on the Nigerian Civil Aviation 
Authorityôs prescribed standards used for work  and document tracking. 

 
Resolution of Safety Issues is listed in the ICAO Safety Oversight Manual as the eighth critical 
element of safety oversight. Both ICAO and NCAA are looking at the methods of resolution and the 
results (records) of the resolution process. During an audit, the records of identified safety issues and 
their resolution are always required to be show-cased as a proof of effective safety oversight by the 
respective State. Those records are very important to the credibility and effectiveness of the Stateôs 
safety oversight program. 

 

In essence the bottom line is Recordkeeping, with adequate and available records of inspectorsô 
activities, evaluations, analysis, inspections and resolution of safety issues, the NCAA Director 
General can be confident of the quality and effectiveness of the safety oversight program. 

 
The FSG PORTAL database is basically similar to those developed for the advanced  safety  
oversight organizations and has the capabilities incorporated in most of the solutions developed for 
similar functions in other parts of the world. The database software program can also be easily 
modified to seamlessly link and interface with existing databases and new databases or software. 

 
This database provides a user-friendly method for inspectors to report their activities and make 
evaluations in a professional, standardized and timely manner. It is configured to make the required 
entries through interactive entries, based on assumptions previously experienced by the inspectors in 
safety oversight projects. 

 
Finding a way to work together to determine where synergy exists has been the vision of the Director 
General of the Nigerian Civil Aviation Authority. Modernization may seem like a nebulous word in IT 
circles, where constant innovation is the rule rather than the exception. But at a time when 
organizations responsible for data center become as important as improving technological  
capabilities and cutting costs. This database has influenced broader online data integration and 
collaboration. FSG Portal has clearly taken full advantage of deriving optimum returns on IT 
investment and users are positioned to take full implementation of offloading FSG critical data 
transactions with the industry from paper to soft copies in a strategic business transformation model  
in all the future enhancement/releases. 

 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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MODULES INCORPORATED IN THE FSG PORTAL 
 

(1.) Document Tracking System 
(2.) Certificate Information Database 
(3.) Aircraft Database Register 
(4.) Inspectorôs Work Database 
(5.) Incident and Accident Reporting 
(6.) Report 
(7.) Legal Documents 
(8.) Alert System 

 
 

INITIAL TRAINING REQUIREMENTS 
 

DOCUMENT CONVENTIONS 
This document assumes familiarity with basic functions like opening up a browser, enter URL on the 
address bar, click, right-click and double-click, and acquaintance with the basics of the operating 
system you are using. It also assumes a certain degree of expertise using FsgPortal and buttons like 
OK, Send, Edit or Cancel. 

 

In addition, this Training (end user, management and Systems Administrator) is also available to 
ensure that all participants understand the methods of entry, viewing, editing, reporting and moving 
around in the system. The training can be provided on-site or at a remote site, depending on the 
location. The software assumes that the inspector does not like to make data entries and is not 
proficient in the use of computer record keeping. Therefore this software makes these entries easy 
as: 

 
1. The user inspector will be able to make many records with just 5 mouse clicks. 

 
2. It also employs drop-down menu selections that are accurately named to provide inspectors 

hints on its usage and as a result, most entries in these fields are just 2 mouse clicks. 
 

3. It is user-friendly to inspectors and it gets the maximum number of records from these 
Inspectors in minutes. 

 

In addition, some of the screen representations have been captured and a small image frame has 
been painted around the control (the name that screen items have in the user interface) that is 
referenced in the near surrounding text. The control has been magnified, as in the example below, to 
increase reading. 

 
 
 
 
 
 
 
 

 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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First page of the portal 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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User Friendly Capabilities 
The above is the first page that will be fired on your browser when a request is made to the 
FSG Portal web application. This is designed to make entries to the portal simple but highly 
secured to achieve high level database integrity with the highest possible means. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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Username and Password 
The FSG PORTAL database user login page has a two textboxes where user id and the password of 
all FSG Safety Inspectors will be required. 

 
To login 

 
1. Type in your inspector ID 

2. Enter your Password (default password is @Inspector) 

3. Click on Login button 

4. Inspector  can Change his or her password after login from the ñchange passwordò button 
 
 
 
 
 
 
 
 
 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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Home page 
 

 
DOCUMENT TRACKING 
Tracking an inspectorôs activities and entries into the database is a critical priority for Flight Standards 
Group (FSG). 
This database is designed to collect records for each day that an inspector is on-duty, off-site or on- 
site. 
Inspector Pending Activity Page displays on the left hand side, number of document(s) the inspector 
is involved in, and on the right side has the pending task and assignments on his desk. 

 

Management of documents that comes into the NCAA is essential to its safety oversight activities.  
The database is designed to track the movement of these documents within the FSG and from desk 
to desk taking into consideration the date received and the suspense time. 
The software allows Document Tracking Office to enter new document that comes into the NCAA and 
monitor the movement within FSG as well as the final action. 

 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 



 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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To post a new document to FSGPortal database; 

 
1. Navigate through Document Tracking menu item, 

 

2. Move your cursor over Document Management item 

 
 
 
 
 



 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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3. Select  Post New Document and you will see the page as shown below: 

 

4. The Document Review/Project ID textbox is a read-only textbox which automatically 

generates a unique identifier for the new posted document. Please note that this  

would not show until the department the document will go to is selected from the 

Directorate dropdown list-box. 

 
5. Enter the title of the document into the Document/Project Title textbox. This is 

usually the Subject matter of the memo mail from the operators/clients. 

 

6. Type in a brief description of the document into the Description textbox. 
 
 
 
 
 
 
 
 
 
 

 



 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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7. Select the Date Received from the date selector image or type in the date directly to the 

textbox 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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8. Select the Operator/Client Name from the operators/client name dropdown list. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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9. Select the recipient Directorate the document will be sent to 

 

 

 



 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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10. Select Employees in the Directorate that will work on the project. 

 

 
11. Use the single right-faced arrow to move Inspectors to project/document and click the Save 

button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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12. If any text box(es) has not been entered, an alert will be raised to inform you which  

information is expected to be entered. 
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Edit an Existing Document 
Sometimes, users may wish to edit documents entered by them so as to update the documents 
registered earlier. 

 

 
1. Click on Edit Existing Document from Document Tracking Menu under Document 

Management child item. 

 

 
2. Select the Project ID 

 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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3. Enter project title and description. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 



 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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4. Change Operator by selecting operator/client from the dropdown list 

 

 
5. Click Update to effect the changes made on the document 

 
 
 
 

 



 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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 Asign Inspector to Document/Project 
 

1. Click on Document Tracking menu and navigate document management and click on assign 
Inspector to Document 

 

 
The screen below appears 

 

 



 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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2. Select the project title from the drop down menu list 
 

 
3. On the screen as seen on the image below, select the Document/Project you want to asign 

to an Inspector(s). 
 
 
 
 
 
 
 

 



 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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4. Select the Inspector you wish to add to the project/document, use the single arrow point right 
to move the Inspector(s) to the project. 

 
 
 
 

 

5. Click Save botton to save it to the database. 
Please note that inspector that is not added to a project cannot edit or work on the document 
and the document cannot be forwarded to him/her. 

 
 
 



 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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A notification appears in green colour indicating ñInspector(s) addedò . 
This confirms that you have successfully added inspector(s) a job task. 

 
Starting a Job/Task/Assignment 
There must be a document/project already posted that needs to be assigned to an inspector to work 
on. Before you click on this, you must be involved on a project/document before you can deligate it to 
anyone else. So, having met the requirements and you wish to assign someone else to work on a 
project, do the following: 

 

1.   Click on Document Tracking menu, 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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1. Move your mouse over to Job, from the child menu, navigate to Start a Job, and click on it. 
The screen below appears. 

 

 
2. Job/Task ID will be provided automatically, 

 
 
 
 
 
 
 
 



 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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3. Enter the Job/Task Name 

 

 
4. Enter the Job/Task Description 

 
5. select the Document/Project you want to asign to an Inspector or Inspectors from the drop 

down list. 
 
 
 
 
 
 

 



 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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6. Select the Inspector you wish to assign the job task to the project/document from the user 
dropdown list. 

 

 
7. Select the Start Date 

 
 
 
 
 
 



 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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8. Select the Estimated End Date, and 

 

 
9. Click Create Task botton save it to the database and the assigned Inspector(s) will find the 

assigned job whenever they login. 
 
 

 



 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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Edit a Job/Task/Assignment 
 

1. Click on Document Tracking menu, 
 

2. Move your mouse over to Job, from the child menu, navigate to Edit Existing Job and click 
on it, see screen shot below 

 

 
If you are not assigned any Job/Assignment(s) the system will give you a message as shown 
below: 

 
 



 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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3. Select the Job/Task ID of the job you wish to select, 

 

 
4. Job/Task Name will be provided automatically 

 
5. When all fields are completed click on update to effect changes made 

See screen shot below 

 

 
6. Job/Task Description will be provided automatically 

 



 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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7. The  Document/Project an Inspector have been assigned to will be provided automatically 

 

 
8. The Inspector Name will be provided automatically 

 
 
 
 

 



 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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9. The Start Date will be provided automatically 

 

 
10. The Estimated End Date will be provided automatically 

 
 
 
 
 
 
 



 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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11. Click Update botton  save it to the database. 
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HOW TO ADD, EDIT AND REMOVE INSPECTOR/USER FROM THE PORTAL 
Add Inspector/User from the portal 
Please note that this menu option is available to administrators only. 

 

 
1. From the Document Tracking menu, navigate through to Safety Inspector and select Add 

Inspector from the right menu 

 

 
 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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2. Inspector ID will be provided automatically 

 
3. Enter the Inspectorôs Name 

 
4. Enter the Inspectorôs Address 

 
5. Enter the Inspectorôs Phone number 

 
6. Enter the Inspectorôs Email Address 

 
7. Select the Inspectorôs Date of Birth 

 
8. Select the Inspectorôs Date Employed 

 
9. Enter the Inspectorôs Position 

 
10. Enter the Inspectorôs Grade level 

 
11. Enter the Inspectorôs Age 

 
12. Enter the Inspectorôs Directorate 

 
13. Enter the Inspectorôs Office 

 
14. Enter the Inspectorôs Sex 

 
 
 

Edit Inspector/User from the portal 
 

Please note that this menu option is available to administrators only. 
 

1. From the Document Tracking menu, navigate through to Safety Inspector and select Add 

Inspector from the right menu 

 
 
 
 
 
 
 
 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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2. Select the Inspectorôs ID you wish to edit from the dropdown list of registered Inspectors 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 



 

9-33 Revision 03: 10th April 2023 

 

AVIATION SAFETY GENERAL 
INSPECTOR GUIDE 

  

 

 
 

See screen shown below  
 

 

1. Edit the Inspectorôs Name textbox if there are changes to be made 

 
2. Enter the Inspectorôs Address 

 
3. Enter the Inspectorôs Phone number 

 
4. Enter the Inspectorôs Email Address 

 
5. Select the Inspectorôs Date of Birth 

 
6. Select the Inspectorôs Date Employed 

 
7. Enter the Inspectorôs Position 

 
8. Enter the Inspectorôs Grade level 

 
9. Enter the Inspectorôs Age 

 
10. Enter the Inspectorôs Directorate 

 
11. Enter the Inspectorôs Office 

 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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12. Enter the Inspectorô Sex 

 
13. Click the Update button to effect changes made. 

 
If a box is empty a message appears in Red colour indicating which box is omitted after 
Update box is clicked. 
See screen shown below. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 



 

9-35 Revision 03: 10th April 2023 

 

AVIATION SAFETY GENERAL 
INSPECTOR GUIDE 

  

 

 
 
 

To remove an Inspector from a document project 
 

1. From Document Tracking navigate to safety Inspector 
 

2. Click on Remove Inspector form Document 

The screen below appears. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

To remove an Inspector from a document project: 
1. Select the project title, 

 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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2. Click on the drop down menu to select the employee or Inspector to be removed, 
 

3. Click on Remove Employee. 
 

4. The employee is removed from the document project. 
 

 

Select the project or document title. 

 

 
Click on the drop down menu to select the employee or Inspector to be removed 

 
 

 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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Click on Remove Employee and it will indicate ñInspector is removedò in green colour 

 
 
 

To Add New User: 
1. Click on Document tracking, 

 

2. From the drop down menu point to add new user and click on it 
 

3. From the employee ID select Inspector to be added 
 

 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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4. Type in the Password  and retype, 
 

5. Select the user type, ether Inspector, Administrator or Normal 
 

 
From the drop down menu point to add new user and click on it 

 

From the employee ID select Inspector to be added 
Type in the Password and retype 
Select the user type, ether Inspector, Administrator or Normal. 

 
 
 
 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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Editing Existing User 
 

1. Point to User Management, 
 

2. Click on edit existing user 
 

3. From the drop down menu select the name of Inspector to edit 
 

4. Select the user type to change 
 

5. Click change type to effect changes made. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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From the drop down menu select the name of inspector to edit 
 

 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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Select the user type to change and Click change type to effect changes made. 
To Register New Operator 

 

From the Document tracking drop down menu point to Registered Operator and click Register New 
Operator 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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Fill in the required information in the boxes and click save to save all the information in the database. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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To edit  an existing Operator. 
 

1. From the document tracking drop down menu point to Registered Operator and click on Edit 

Existing Operator, 

2. Select Operatorôs ID from the drop down menu and fill in the required information to change. 
 

3. Click on Update to save new information 
 
 
 
 
 
 
 
 
 
 

 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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Click on the drop down menu to Select Operatorôs ID 
 
 
 
 

 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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Select Operatorôs ID from the drop down menu and make the change (s) required, 
Click on Update to save new information. 

 
To view all document Records 

 

1. Click on Document Tracking, 
 

2. From the drop down menu point to Document Report, 
 

3. Click on All posted Documents 
 
 
 
 
 
 
 
 
 
 
 
 

 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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2.0 Certificate Information 
 

This page is use to update the certificate information about operator(s) AMO, ATO and AOC. 
V Click on certificate Information from the node next to Document tracking, then the screen 

below appears: 
 

 

 
 

V Select the Certificate type 
V Select the Operations Inspector Assigned to the Certificate holder 
V Select the Airworthiness Inspector Assigned to the Certificate holder 
V Select the Licensing Inspector Assigned to the Certificate holder 
V Select the Certificate ID 
V Enter the Certificate details and; 
V The contact details  and click next 

 
 
 
 
 
 
 

 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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V Enter the mailing, physical address and the telephone number of the Certificate holder 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 
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V Select all the aircraft types on the fleet of a Certificate holder and type in the number of the 

aircraft on that type on their fleet. 

V Click next to continue 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

NOTE: Please note that all the screenshots on this chapter may change from time to time as new features are added to improve the software. 


