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

-1t 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 ZUP application
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Step 1 / Registration with the USP
(before accessing the AlS)

Registration in the USP, entering employee data in the
ZUP application

~This step is performed in the ZUP 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
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Step 2.1
Getting Started with AlS/Company

Verification

Company Verification

verification process.

1. Enter the
company's ID
number from the

ZUP app Contract: *

Company ID: =

Please enter the company |D from the eZ P portal for the company Testfirma to begin the

Airport ID Center - Malerarbeiten (Number: 2163) | Validity: Jan 1, 2026 - Mar 3, 2036

3. Select “Submit”

After logging in for the first
time, the company
verification screen appears.

2. Select “Contract”
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Step 2.2

Company Verification

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

Company Verification X

The project manager has been informed about the verification of your eZJP company ID for
company Testfirma. Applications can only be made after verification. You can now close the window.

Close

»-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

= [3lp) AlS - Airport ID System

A Welcome

Persons

Overview

. Select , External User”

= External User -~

sl§ Dashboard

2. Select ,,Persons”

T day/month.. 3 Y

“ L 10 v items per page

| © 2020-2025Vienna Airport | Sitemap | Impressum | Privacy Policy | Contract Terms | Civil Airport Conditions of use |

Expiring 1D-Cards
P Valid Until

day/month.. B T

Training Valid Until

day/month...

No active TAN sessionl English

3: 040

ID-Card Valid Until ezUP Applied At Training Reserved For Access Details
B Y day/month.. B2 T day/month.. B T dayimonth.. B T v b
No records available.
1-0of 0 items

4. Select ,,Import New Person”

Import New Person | [d]
_
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Step 3.2

Add a new person

Import Person from eZUP Portal

Person to import®

AlS MITARBEITER - Oct 11,1992 - AIS - Mitarbeiter 1 Select a pe rson to

Birthday
= import
Birthplace

Austria, Flughafen Wien AG

2 . Se I ect Airport-Function

O AlS - Mitarbeiter
,2Accounting
Accounting Contract™®
o"
CO n t ra Ct Airport ID Center - Malerarbeiten (000000000002163)

Contracts (Optional)
Airport ID Center - Malerarbeiten (000000000002163) €

escription Receipt (Optional)

Your Order number (Info on first page, per number - one invoice) 4 : Se I e ct o I m p O rt Pe rso n o

Comment Receipt (Optional)

3. Select ,,Contracts”

Your Invoice note (Info in invoice enclosure to the respective position)

x Cancel + Import Person
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Step4.1 _
Launch e-ZUP

1. Select , External User”

\IS - Airport ID System No active TAN session

3. Select the checkbox

Expiring e2ZUPs @ Expiring Trainings Expiring ID-Cards
Firstname Lastname Expiration 1 Renew [ Firstname Lastname Expiration 1 Renew [J Firstname Lastname Expiration T Renew

AIS MITARBEITER - S + O as MITARBEITER - S + O as MITARBEITER - =

= External User

ll Dashboard = ‘v # “« 4 1 L 1- 1items — G Y “« 4 1 > M 1-10of1items — G| T M4 1 r M 1-10of 1items
ol Das

2. Select ,,Dashboard”
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Step 4.2
Launch e-ZUP

Aviation Security Application ><

Person Al5 MITARBEITER
eZUP Portal Data Validation + Datais correct

Expiration Date -

@ The eZUP data check verifies the completeness of the data specified by the ministry. Please note that no data-content check is performed.

TERMS & CONDITIONS Click here to expand ~

1. Select the checkbox

DOCUMENTS (1)

1 have read and agree to the terms and conditions.*

Cancel Send

2. Select ,Send”
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Step 4.3
Enter SMS TAN The TAN will be sent via text

message to the mobile number on
file.

SMS-TAN verification

1. Enter SMS-TAN

Please enter TAN within next 5 minutes !

Close Resend TAN

2. Select ,,Submit“
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Step 5.1

Booking a training session

No active TAN sessionl English v ; ﬁ "‘ E—)

Dashboard 3. Select the checkbox

Xte rnal USE r” Expiring Trainings

[] Firstname Lastname Expiration Firstname Lastname Expiration - Renew [  Firstname Lastname Expiration - Renew

Expiring ID-Cards

+ [0 as MITARBE.. - = + AlS MITARBE.. - = + [0 as MITARBE.. - =

2 External User ~
— ST 4 T 1 - 1-10f1items = a7 2]

M o« 1 > M 1-1of1items
ol pashboard

2. Select ,,Dashboard”

© 2020-2025 Vienna Airport Impressum i i Contract Terms Civil Airport Conditions of use
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Step 5.2 Attention!

You may not book the training

BOOking d training session course until you have successfully

passed the background check!

Reserve a Training

Training Type*® EU Security Full Training (with Airfield)
Training Date* May 26, 2026 - 8:30 1. Select ,,Training Date”
AIS MITARBEITER
2. Select the checkbox

TERMS & CONDITION Click here to expand ~

1 have read and agree to the terms and conditions.*

3. Select ,,Send”
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Establishment of a
subsidiary
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Step 6.1

Create a subcontractor

i AIS - Airport ID System

A Welcome A

1. Select ,,External User”

@ Notifighions

2 External User ~
ol) Dashboard

2 Persons

i Orders
:. Managers
E Companies

Zay Visit@ Registration

Companies

Testfirma

O||\Y |B|=B||RB

2. Select ,,Companie

18

>

10

Company Number

Testfirma (00123456)

¥ items per page

v

Verification-Status

All

Verified

No active TAN sessionl English

FEXE

Internal Actions
v (Al A b
x
1-10f1items

4. Select ,,Create Sub-Company”

| © 2020-2025Vienna Airport | Sitemap | Impressum | Privacy Policy | Contract Terms | Civil Airport Conditions of use |

Create Sub-Company ||+
\ " 4

’v , E Vienna
Airport



Step 6.2

Fill in the subcontractor's
information

Add Sub-Company

1. Enter the
subcontractor's

Company Name*

Testfirma Maler GmbH
company name from

the ZUP portal

Description (Optional)

Malerarbeiten im Airport ID Center

2. Enter the ID
number from the
subcontractor's ZUP

Company BMIMI Number®

1

Contract™
portal
Airport ID Center - Malerarbeiten (Contract-number: 000000000002163)
Contacts™
Firstname Lastname Mobile Phone Email
No records available.
- M« oM 10 ¥ items per page

4. Select to add

the contact
19 information

3. Select a contract
v for verification by
the client

Actions

0 - 0 of 0 items
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Step 6.3

Important! Be sure to enter

Create d ContaCt person the correct contact person for

the subcontractor.

Contact-Person Creation

Firstname *
Max
Lastname*
Mustermann
Email *

max.mustermann@test.at

Submit

1. Select ,,Submit”

20 ’v, E Vienna
Airport



Step 6.4

Complete the installation

21

Important! Please check that
the information is correct
before submitting.

Add Sub-Company

Company Name*
Testfirma Maler GmbH
Description (Optional)
Malerarbeiten im Airport ID Center
Company BMIMI Number*
1
Contract”

Airport ID Center - Malerarbeiten (Contract-number: 000000000002163)

Contacts*®
Firstname Lastname Mabile Phone
Max Mustermann
+ M4 1 > 10 v items per page

Cancel

X
b4
4
v
Email Actions
max.musterman...
1-10f1items

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.

Company Verification X

The project manager has been informed about the verification of your eZUP company 1D
for company Testfirma Maler GmbH. Applications can only be made after verification. You
can now close the window.

Close

»-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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7.1 Step

Add a new person (Subcontractor)

= :I;E AIS - Airport ID System Company verification pendingINoactiveTAN sessionl English - ; ﬂ ! E—)

A Welcome

Expiring Trainings Expiring ID-Cards
D Inbox o Firstname Lastname Birthday ez 0P Valid Until Training Valid Until ID-Card Valid Until eZUP Applied At Training Reserved Foi Access Details
Q nNotifica
A 4 h 4 daymo.. B T day/mo.. BH YT daymo.. H Y dayimo.. B T day/mo.. BH T day/mo.. BF YT v ¥
2 External User ~

AlS MITARBEITER Oct 11,1992 Apr 24, 2026 Not granted o
ol) Dashboard
2 Ppersons O T8 | B M <« 1 » » 10 v itemsperpage 1-10f1items

2. Select , Persons”

4. Select ,,Import New Person”

mport New Person || by
_ -

| ©2020-2025 Vienna Airport | Sitemap | Impressum | PrivacyPolicy | ContractTerms | Civil Airport Conditions of use
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7.2 Step

Add a new person (Subcontractor)

Import Person from eZUP Portal

Company to import from*
Testfirma Maler GmbH
Person to import™®
MAXIME MUSTERFRAU - Oct 31, 1996 - Malerarbeiten AIC
Birthday
3110/1996
Birthplace
Austria, Flughafen Wien AG
Airport-Function

. lerarbei
3. Select "Accountlng Malerarbeiten AIC

Accounting Contract®
Contract”

Airport ID Center - Malerarbeiten (000000000002163)

Contracts (Optional)
Airport ID Center - Malerarbeiten (000000000002163) €

Description Receipt (Optional)

4. Select ,Contracts”

Your Order number (Info on first page, per number - one invoice)

Comment Receipt (Optional)

Your Invoice note (Info in invoice enclosure to the respective position)

* Cancel

25

5. Select ,,Import Person”

+ Import Person

1. Select a
subcontractor from
the list

2. Select “Person to
import” and click on
the desired person
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Step 7.3 _
Subcontractors - Launch e-ZUP

»-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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Support Airport ID Center

. 01-7007-23666
ais-support@viennaairport.com
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