
Guide for the Request for External Contractors

Background Check & Identity Card
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1. Login

Welcome to the DFS request app for background checks and identity 
cards for external contractors.

To login you have to fill in the order number and the respective access 
code, which you have been provided with in your contract or purchase 
order.
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Order Number

Access Code



1.1 Change Access Code / Password

After your first login you will be asked to change your access code / 
password.
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Old Access Code

New Access Code

New Access Code

The new access code 
must contain at least 8 

letters.

Save



1.2 Registration Contact Details

Then you will be asked to enter your contact details.
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First Name
Last Name
Phone Number

Email

Contact details

Please enter your contact details.



2. Menu (1/2)
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Info & Contact 
Details

Requests

Submitted 
Requests

The Menu is seperated into 4 sections.

Subcontractors



2. Menu (2/2)
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The logout button „Abmelden“ is on the top right.



2.1 Info & Contact Details

This section shows your contract or purchase order details as well as
your contact details.
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The contact details can be changed via the pencil button 

Purchase Order: Order number Order date Delivery date Brief outline

Contact: First name Last name Telephonnr. email

Contractor: Company Street Postal code, city/town Country



2.2 Subcontractor

This section lists your subcontractors.
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Subcontractor
Order number Company Street Postal code, 

city/town Country Access Code

Subcontractors can be added via                                       “new subcont.”

And changed or deleted by

Company Name

Street Adress

City/Town

ZIP Code

Country

Access code for 
Subcontractor

New Subcontractor

New subcontractor created. 
Please provide your respective 
subcontractor with the purchase 
order number and the assigned 
access code (for the respective 
subcontractor).



2.3 Requests (1/2)

This section lists your drafted requests.
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The requests are saved as draft until you officially submit the request.

To submit one or more requests

1. select the respective request

2. select “An DFS übertragen” (submit to DFS)

3. click the ok button

Request Drafts
Last amended Type of request Name

02.02.2017
Request without

background check
XXX

Select all
Submit to DFS

/
Delete

ok

1

2
3



2.3 Requests (2/2)

Request drafts can be added via                     “new request”

And changed or deleted by

11

There are two kind of requests:

2.3.1 - External Contractor Identity Card (Fremdfirmenausweis)

2.3.2 - External Contractor Identity Card + Background Check

The kind of request (access to this tool) is determined by DFS



2.3.1 Requests – External Contractor Identity 
Card (Fremdfirmenausweis) (1/2)

To draft a new request, click on                       „new request“
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New Request
Please answer the following questions:

Do you already have a valid background check for security clearance (ZÜP)? Yes / No

Has a background check for security clearance (ZÜP) already been made for the 
Frankfurt airport operator Fraport?

Yes / No

Do you have a valid extended security clearance (Ü2) or extended security clearance including 
security investigations (Ü3)? 

Yes / No

Continue

Appears only, if first question
is answered with yes



2.3.1 Requests – External Contractor Identity 
Card (Fremdfirmenausweis) (2/2)

13Save Cancel

Title

Last Name

First Name

Gender  Male / Female

Birthdate

Birthplace

Country of Birth

Nationality

Street Adress

ZIP-Code and City/Town

Country

Phone (business)

A scan of the background check / security certification has to be sent to geheimschutz@dfs.de and the original to:
DFS Deutsche Flugsicherung GmbH / Geheimschutz ZM/S / Am DFS-Campus 10 / 63225 Langen / Germany

Your entries have to match the exact
details of your identity card / passport

The yellow box will only appear, if you have an existing background check/security certification

Request saved
Request is only saved and has
to be submitted to DFS 

ok



2.3.2 Requests – External Contractor Identity 
Card + Background Check (1/3)

To draft a new request, click on                      „new request“
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New Request
Please answer the following questions:

Do you already have a valid background check for security clearance (ZÜP)? Yes / No

Has a background check for security clearance (ZÜP) already been made for the 
Frankfurt airport operator Fraport?

Yes / No

Do you have a valid extended security clearance (Ü2) or extended security clearance including 
security investigations (Ü3)? 

Yes / No

Continue

Appears only, if first question
is answered with yes



2.3.2 Requests – External Contractor Identity 
Card + Background Check (2/3)

15Save Cancel

Title

Last Name

First Name

Gender  Male / Female

Birthdate

Birthplace

Country of Birth

Nationality

Street Adress

ZIP-Code and City/Town

Country

Phone (business)

A scan of the background check / security certification has to be sent to geheimschutz@dfs.de and the original to:
DFS Deutsche Flugsicherung GmbH / Geheimschutz ZM/S / Am DFS-Campus 10 / 63225 Langen / Germany

Your entries have to match the exact
details of your identity card / passport

This screen / form will only appear, if you have an existing security certification! 

Request saved
Request is only saved and has
to be submitted to DFS 

ok



2.3.2 Requests – External Contractor Identity 
Card + Background Check (3/3)

If you have no existing security certification, the following screen / form 
will appear.

Please use the courtesy translation on our website to fill out the form.
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With this button, you can upload a copy of your identity card / passport
(colour / *both sides) 

Save Cancel



2.4 Submitted Requests

This section lists your submitted requests.

It is very important, that the submitted requests have to be printed, 
signed and send to

DFS Deutsche Flugsicherung GmbH
Geheimschutz ZM/S
Am DFS-Campus 10
63225 Langen
Germany

17

Submitted Requests

Submission Date Request Type Name



If you need further assistance, please do not 
hesitate to contact us!


