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Step-by-Step Guide to the Airport ID System (AIS)
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Preparation

It is necessary to have an active business relationship with 
Flughafen Wien AG.
You will receive the login credentials for the Airport ID System (AIS) 

from your contact person at Vienna International Airport.

Registration of the company with the USP.
Activation of the ZÜP application
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Step 1 / Registration with the USP 
(before accessing the AIS)

Registration in the USP, entering employee data in the 
ZÜP application
This step is performed in the ZÜP application on the 

Business Service Portal at www.usp.gv.at.
For more detailed instructions, please refer to the BMIMI 

help PDF. 
At least one person must be entered and approved. If your 

company is already registered and the person’s 
information has been entered, this step is not required. 
However, you must always ensure that the information is 
up to date and that the person has been approved!
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Getting Started with AIS
&

Company Verification
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1. Enter the 
company's ID 

number from the 
ZÜP app

2. Select “Contract”

3. Select “Submit”

Step 2.1
Getting Started with AIS/Company 
Verification After logging in for the first 

time, the company 
verification screen appears.
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Step 2.2 
Company Verification

The client will now verify the company on behalf of Flughafen Wien AG.

Once the verification process is completed, you will be notified about the 
result.
Only after successful verification the next steps can be taken.
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Add a new person
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Step 3.1
Add a new person

1. Select „External User“

2. Select „Persons“

3. Select the “+” button

4. Select „Import New Person“
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Step 3.2
Add a new person

1. Select a person to 
import

2. Select 
„Accounting 

Contract“

4. Select „Import Person“ 
3. Select „Contracts“
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Launch e-ZÜP
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Step 4.1
Launch e-ZÜP

1. Select „External User“

2. Select „Dashboard“

3. Select the checkbox

4. Select 
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Step 4.2
Launch e-ZÜP

1. Select the checkbox

2. Select „Send“
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Step 4.3
Enter SMS TAN

1. Enter SMS-TAN

2. Select „Submit“

The TAN will be sent via text 
message to the mobile number on 

file.
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Training Registration
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Step 5.1
Booking a training session

1. Select „External User“

2. Select „Dashboard“

3. Select the checkbox

4. Select
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Step 5.2
Booking a training session

1. Select „Training Date“

2. Select the checkbox

3. Select „Send“

Attention!
You may not book the training 

course until you have successfully 
passed the background check!
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Establishment of a 
subsidiary
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Step 6.1
Create a subcontractor

1. Select „External User“

2. Select „Companies“

3. Select „+“

4. Select „Create Sub-Company“
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Step 6.2
Fill in the subcontractor's 
information

1. Enter the 
subcontractor's 

company name from 
the ZÜP portal

2. Enter the ID 
number from the 

subcontractor's ZÜP 
portal 3. Select a contract 

for verification by 
the client

4. Select         to add 
the contact 
information
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Step 6.3
Create a contact person Important! Be sure to enter 

the correct contact person for 
the subcontractor.

1. Select „Submit“
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Step 6.4
Complete the installation

Important! Please check that 
the information is correct 

before submitting.

1. Select „Submit“
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Step 6.4
Company verification of the 
subcontractor

The client will now verify the company on behalf of Flughafen Wien AG.

Once the verification process is completed, you will be notified about the 
result.
Only after successful verification the next steps can be taken.
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Subcontractor 
Add a new person 
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7.1 Step
Add a new person (Subcontractor)

1. Select „External User“

2. Select „Persons“

3. Select „+“

4. Select „Import New Person“
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7.2 Step
Add a new person (Subcontractor)

2. Select “Person to 
import” and click on 
the desired person

3. Select „Accounting 
Contract“

4. Select „Contracts“ 

5. Select „Import Person“

1. Select a 
subcontractor from 

the list
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Step 7.3
Subcontractors - Launch e-ZÜP

The application for an extended background check for the subcontractor’s 
employee is submitted in the same manner as described in section 4.1

The registration process for the EU safety training for the subcontractor’s 
employee is the same as described in section 5.1.
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Contact Us
Please feel free to contact us if you have any questions!

Support Airport ID Center

01-7007-23666
ais-support@viennaairport.com
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Thank you very much for your attention!
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