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1.0 Introduction 

 
This manual will serve as a guide for all users in the applicant role who has rights to access the 

flight permit system. The system will enable the institution to manage flight permits electronically. 

Each user will be uniquely identified in the system. Their registration is performed by a general 

administrator, who is responsible for the various system configurations. 
 

2.0. Applicant Registration 

 
To register in the system, user should enter his email and click continue button . 

 
 
 
 
 
 
 
 

 
 
 

 
After continue button is clicked, a page which will contain message “An email has been sent to 

your email with additional instructions. To continue with the registration, the link sent to the email 

must be clicked.” will be appeared. 
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To finish the registration process, link that is sent in the email should be clicked. When the link is 

clicked Profile Page will be opened, this page contains some sections: Profile Progress, Personal 

Data, Address, Emails, Phone Numbers, Security, and navigation panel. 

In navigation panel if one of panel’s title is clicked, it should be redirected to specific section page. 
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In Profile Progress section it is showed the percentage of data completion to complete the 

registration successfully. 
 

 

 
In the personal data section the following data must be filled, and then save button should be 

clicked to save completed information. 
 

mailto:contact@softsolution.al
http://trafficrights.acaa.gov.al/


Tel: +355 67 600 66 33 

 

ELECTRONIC FLIGHT AUTHORISATION SYSTEM 

Mail: support-trafficrights@acaa.gov.al, Website: http://trafficrights.acaa.gov.al/ 

 Tel: ++355 4 22 51 220 

 

 

 

In the address section you have to click the Add New button to add a new address which will be 

displayed in this section. 
 

 

 
Fields which have an * on the right such as. State, Country, Prefecture, etc. are mandatory areas. 

Once the fields are filled in, the Save button must be clicked. 
 

In the emails section Add New button should be clicked to add a new email which will be displayed 

in this section. 
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In the opened popup, email address should be entered and if this email is main one, the button on 

the right should be clicked, when this button is clicked it should turn into green color, this means 

that this email will be used for different notifications. 
 

 

 

 

In the phone numbers section, the Add New button should be clicked to add a new number which 

will be displayed in this section. The same logic is followed as above. 
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Once the data above are completed the Login page will be opened. 

 

 
3.0. Login 

 
To login in the system, fields like "Username" and "Password" should be filled with the data that 

were filled during registration and then the Login button must be clicked. 
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4.0. Creating applications 

 
Once logged in successfully the list of applications will be displayed, which is initially empty as 

no application has been made. 

To create a new application, Apply button need to be clicked located at the top right of the page. 
 

 
 

 

 
After Apply Now button is clicked page below is displayed where there need to be selected the 

application type and flight category. 
 

 

 

 

We have several types of applications and the way of creation of each application will be shown. 

For the Scheduled Flights application type we have the Scheduled Flights category. 

 

Once the Next button is clicked the Scheduled Flights application page will be opened. The 

required documents for scheduled flights must be uploaded on this page. For each type of 

document, it is necessary to upload one or more documents. Once all the documents are uploaded, 

the Send Application button should be clicked, and the application list page will open. 

mailto:contact@softsolution.al
http://trafficrights.acaa.gov.al/


Tel: +355 67 600 66 33 

 

ELECTRONIC FLIGHT AUTHORISATION SYSTEM 

Mail: support-trafficrights@acaa.gov.al, Website: http://trafficrights.acaa.gov.al/ 

 Tel: ++355 4 22 51 220 

 

 

 

 
 

 

For Overflights application type we have three flight categories: Civil Flights, Military Flights and 

Weapons Danger goods flights. 
 

 

 
For the Civil Flights category one or more model documents must be uploaded AM / AS and then 

Submit Application button should be clicked. 
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For Military Flights category one or more AM /AS model documents must be uploaded and then 

Submit Application button should be clicked. 
 

 
 

For Weapons Danger goods category all mandatory fields which have an * to the right of the name 

must be completed. Also for each type of document it is necessary to upload one or more 

documents. 
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Once all the fields have been filled and all the documents have been uploaded, the Send 

Application button must be clicked. 
 

 
 

 

 
Non-Scheduled flight type include categories such as: Private Single Commercial Flight, Serial 

Charter, Cargo, Aerial, Weapons Danger goods, Emergency and Flights within Albanian territory. 
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For Private Flights category as well as other categories that are in the Non-Scheduled Flights 

application type after selecting the flight category all the required fields which have an * to the 

right of the name must be filled and then the button Next to proceed with the relevant application. 
 

 
 

 

 
Once the button is clicked the application page for private flights will be opened. The required 

documents for scheduled flights must be uploaded on this page. For each type of document, it is 

necessary to upload one or more documents. Once all the documents are uploaded, the Send 

Application button should be clicked, and the application list page will be opened. 
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For Serial charter flights category for each type of document it is necessary to upload one or more 

documents. Also, after all the documents have been uploaded, all the required fields must be filled 

in and the Send application button must be clicked to complete the application. Once we click the 

button the Applications List page will appear. 
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For Cargo flights category for each type of document it is necessary to upload one or more 

documents. Once all the documents have been uploaded, the Send Application button must be 

clicked to complete the application. Once we click the button the Applications List page will 

appear. 
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For Aerial flights category for each type of document it is necessary to upload one or more 

documents. Also, after all the documents have been uploaded, all the required fields must be 

filled, and the Send application button must be clicked to complete the application. Once we 

click the button the Applications List page will appear. 
 

mailto:contact@softsolution.al
http://trafficrights.acaa.gov.al/


Tel: +355 67 600 66 33 

 

ELECTRONIC FLIGHT AUTHORISATION SYSTEM 

Mail: support-trafficrights@acaa.gov.al, Website: http://trafficrights.acaa.gov.al/ 

 Tel: ++355 4 22 51 220 

 

 

 

 
 

 
 

For Weapons Dangerous goods category all the required fields which have an * to the right of 

the name must be filled. For each type of document, it is necessary to upload one or more 

documents. Once all the fields have been filled in and all the documents have been uploaded, the 

Sent Application button should be clicked. Once we click the button the Applications List page 

will appear. 
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For Emergency flight category for each type of document it is necessary to upload one or more 

documents. Once the required documents have been uploaded, the Sent Application button must 

be clicked. Once we click the button the Applications List page will appear. 
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For Flights within Albanian territory category for each type of document it is necessary to upload 

one or more documents. Once the required documents have been uploaded, the Sent Application 

button must be clicked. Once we click the button the Applications List page will appear. 
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Diplomatic Flight type of application has two flight categories: Civil Flights and Military 

Flights. 
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For Civil Flight category for each type of document it is necessary to upload one or more 

documents and then Sent Application button should be clicked. Once we click the button the 

Applications List page will appear. 
 

 
 

 
 
For Military Flight category for each type of document it is necessary to upload one or more 

documents and then Submit Application button should be clicked. Once we click the button the 

Applications List page will appear. 
 

 

 
In the side menu bar there is Applications option, which if we click three other options are 

appeared: For evaluation, In process, Completed. 

Above the list of applications there are placed three tables with which you can filter applications 

by airport type, if you click "All" all applications for both types of airports will be displayed, if 

you click "LATI" only applications for LATI airport will be displayed, and if you click "LAKU" 

only the applications made for LAKU airport will be displayed. 
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For evaluation Applications will show all those applications which have been returned to the 

applicant by the specialist to complete the documentation. The applicant must click on the details 

icon to view the application details. To view incomplete documents, user should click on the 

"Complement Documents" tab and a list of documents that need to be uploaded will be displayed. 
 

 
 

After user has uploaded the documents Send button should be clicked. The application then goes 

to the specialist for approval. 

In the process applications will display all those applications that the applicant has in the process 

and is waiting for an answer to them. 

Completed applications will show all applications that have been approved or rejected for the 

logged applicant. To view the details of an application you need to click on the details  icon 

in the specific application. 
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For approved applications the modify button  will also be displayed in addition to the details 

one, if this button is clicked the application made by the applicant will be opened and the applicant 

should have the possibility to modify this application, after changing the specific data of the 

application "Modify" button should be click. The application will be forwarded to the specialist 

again for approval after this step. 
 

 
 

 

 

 

Depending on the type of application, the applicant will be able to modify the application data. For 

the type of "Non-Scheduled Flights" flights, Clearance data can be modified in the "Clearance" 

tab, for flights which have fields filled in for travel details, application information or Inclusive 

tour charters, these data can also be modified by clicking on the respective tabs "Travel Details", 

"Information" and "Inclusive tour charters". Meanwhile, documents for all types of flights can be 

added by clicking on the tab "Documents". After these steps, the "Modify application" button will 

be clicked. 
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Clicking the blue filter button at the top right makes it possible to filter applications by application 

number, applicant name, clearance number (PPR), permit type, status of application and by of 

application date. 
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