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What is a Facility Access Administrator 
(FAA)?

The Facility Access Administrator (FAA) is the individual authorized to 
manage access in FCDS IDEA to their facility’s reporting data.

• Every facility must designate one individual as FAA. 

• FAA must be an employee of the facility.

• Contractors are not eligible to serve as FAA.

• FAA access remains until the facility notifies FCDS of a change.



Why This Matters

1. Ensures the right people have the right access 

2. Reduces risk of PHI mismanagement

3. Creates clear responsibility

4. Ensures HIPAA compliance

Bottom Line: A clear FAA process means fewer issues and stronger data.



What’s New in the 
FAA Process
Updated form fields

 Digital submission (no faxing, no printing)

 Clearer confirmation steps in IDEA



Overview: FAA Process in IDEA



Step 1: Creating an IDEA User Account

• Visit the IDEA website and launch the application

• Click 'Create New User/Register'

• Identify your user type:

- Administrators → General User (non-abstracting)

- Abstractors → Abstractor

• Complete all required fields in the registration form

• Submit the form and activate your account via email



Step 2: Adding the FAA Role

• Sign into IDEA with your new account

• Go to the User Menu → Select 'Add Additional Role'

• Choose 'Facility Access Administrator' → Click 'Add Role'

• Go to File Menu → Select 'Close All'

• The FAA Authorization Application will launch



Step 3: Submitting the FAA Application

• Double-click magnifying glass to search your facility

• Enter your facility name, number, or zip code

• Enter your 4-digit FCDS facility number(s)

• Provide information for the Authorizing Medical Facility Individual

- Must be your superior

- Cannot be yourself or a contractor

• Click the 'Process' button to submit



Step 4: Signatures & Verification

• FAA application enters the verification phase

• User and Approver each receive an email

• Both must sign electronically via the link provided

• FCDS reviews the submitted documentation

• Once verified, FAA access is granted



Step 5: Managing FAA Role Assignments, 
No Changes

• In IDEA, go to 'FAA User Role Assignments'

• Use 'Renew/Revoke Facility' tab to:

- Renew access for current users (6 months)

- Revoke access from former users

• Use 'Assign New User' tab to:

- Grant access by entering User ID and Email

- Select the correct facility and click 'Assign'





Questions?

Need Help? Contact FCDS: 

Melissa Williams – 305-243-2641 

 melissa_williams@miami.edu 
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1) Create an FCDS IDEA User Account – (skip to step 10 if you already have one.) 
        

2) Install IDEA application (download at https://fcds.med.miami.edu/inc/tutorials.shtml) 

 

3) Open IDEA - You can click the FCDS IDEA icon on your desktop.  

 

4) Click Create New User/Register  

 

5) User Type Identification screen appears 
6) Select role 

• Administrators → General User (non-abstracting)   
• Abstractors → Abstractor role (abstracting) 

 or   

7) Click Continue 

https://fcds.med.miami.edu/inc/tutorials.shtml?utm_source=chatgpt.com
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8) Complete Create User Account form (all required fields)  

     
   

9) Verify entries → Submit 
• Email sent with User ID + activation info 
• Respond to activate account 

  

10) Sign into IDEA  
11) Go to IDEA User menu 
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12) Select Add Additional Role 
13) Select Facility Access Administrator 
14) Click Add Role → confirm 

 

15) Go to File menu 
16) Click Close All 
17) The Facility Access Administrator Auth Application will appear 

              

18) Double-click magnifying glass 
a) The Search box appears. You may use this box to verify your facility information by entering your facility 

name, FCDS facility number, or zip code.  
(1) Facility information will be displayed (facility #, name, city, state).  
(2) No information will be displayed if the facility does not exist. 

b) If the facility entered or selected is not available, an Unable to process the request error appears. 
(Contact FCDS IDEA Support) 

 

19)   Enter the 4-digit FCDS facility number(s) you will be responsible for in the table below. 
a) Select the TAB key (the table will populate with facility’s information) 
b) Do this for each facility (if they share the same administration) 
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20) Provide the Authoring Medical Facility Individual Information: 
a) This person cannot be the user (applicant) 
b) This individual is your superior and cannot be anyone who reports to you 
c)  CANNOT BE A CONTRACTOR 
d)  This information refers to the person approving your designation as the facility’s FAA. 
e)  Your information cannot substitute for authorizing individual's credentials. 
f) Click the process button 

 
21) The submitted application now goes through verification.  

            

22)  Once the verification process is completed. 
a) Both the user and the attester will receive separate FAA email notification (per facility) 
b) Both the user and the attester must sign the Approval documentation, with separate electronic 

signatures.  
c) By selecting the Approval Signature link in the email  
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d) Both the user and the attester will be required to sign the Approval documentation 
 

 
 
 

23) Upon receipt of signed documentation from both parties, FCDS IDEA processes the submission 
a) The signatures for the facility are reviewed and verified   
b) The FAA process is complete. 
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MANAGEMENT OF FAA USER ROLE ASSIGNMENTS 

Management of User Role Assignments 

 

  

 

 

 

Select the Renew/Revoke Facility Tab 

 

Clicking on the down arrow, select the facility. 

Log-in to FCDS IDEA 

 

Go to the IDEA User menu 

Select FAA User Role Assignments menu. 
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To Assign NEW Users 

 

Personnel access status to the facility's data, including yourself, will 
be displayed. 

• Select Renew button to renew facility access for each abstractor 
listed. 

• Select Revoke button to remove users no longer associated with 
the facility. 

• Select the Update button, and the process is completed. 
• The user’s access has been reset for 6 months. 
• Review the Renew/Revoke Facility Tab to confirm 

 
          * To confirm the updated status, click the down arrow and select the facility. 

 

Select the Assign New User Tab 

Provide the following in the indicated fields: 

• User ID (lowercase) 

• Email Address (on the user account) 

• Clicking on the down arrow, select the facility 

• Select the Assign button for the access you want to assign to the 
user. 
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