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NOTAM Web Service User Guide

Change summary

Version Date Change description
1 03 June 2021 Initial issue
2 08 June 2021 e Inclusion of document number

e Additional note added to 2.5

3 09 September 2021 o Updates for NAIPS software release
e 1.2.6 NOTAM Briefing: Maximum Briefing Time increased to 14 days /
336 hours

e 1.2.6 NOTAM Briefing: “Authority” field no longer displayed

e 2.1.4 Item B): clarification that start period in the past is not possible

e 2.1.6 Item D): clarification that NOTAM cannot have estimated end time

e 2.2 NOTAMR auto published if only changes to B), C) or D) field are

required

4 09 September 2022 ¢ Deletion of ‘+’ character from Section 2.5 — Non-permitted characters
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Purpose

The purpose of this document is to provide a detailed overview for using the NOTAM
Web Service (NWS), available through the NAIPS Internet Service (NIS).

This document is split into two parts:

e Part One outlines the function of the NOTAM menu items
o Part Two provides instructions for submitting NOTAMN, NOTAMR and NOTAMC,
as well as the creation of templates.

This document should be used in conjunction with the relevant NOTAM Data Quality
Requirements, available on the NOTAM Originator Portal.

Part one — NOTAM Web Service overview

1.1 Logging on

From the Airservices Australia homepage, select ‘NAIPS Internet Service’ from the
‘Portals’ drop down menu on the right hand side.

Aboutus  Jobseekers Industry  Community  Newsroom

CONNECTING PEOPLE WITH THEIR WORLD SAFELY

We provide safe, secure, efficient and
environmentally responsible services to the

aviation industry and community

WHAT WE DO

Enter your User Name and password and select ‘Submit’.

dirservices . NAIPS Internet Service
= User Mot Logged in l—Ogin
Login All NAIPS Internet Services users require individual sccounts with unique usemames.

Register for a free account on the Register page.

Register
Enter your username and password to lagin.

Forgatten Password
For help with flight planning isswes please call the Airservices Briefing Office (24 hrs a day, 7 days = week) on 1800 305 150.

+ Documents and loads For help with MAIFS account issues please call the NAIPS Help Desk (24 hrs a day, 7 days s week) on 1800 801 960,

Wersion: 1.6.21781 User Mame: *
TESTER1
Password: *

assasEs [Case Sansitive)
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1.2

NOTAM menu

Once you are logged into NIS, select the ‘NOTAM’ tab from the left-hand side of the
Home page.

Note: If the NOTAM tab is not visible, your User Name has not been linked to a NIS
NOTAM Group that has NWS privileges. Contact the Group Manager of the
required NOTAM Group to arrange for your user name to be added to the
group. If the NIS NOTAM Group Manager is unknown, contact the NOTAM
Office on 02 6268 5063.

When selected, the ‘NOTAM’ menu will show the following options:

e New NOTAM

o Active NOTAM Directory

e Pending NOTAM Directory

o Template Directory

e Pending Template Directory

o NOTAM Briefing.

airﬁervh:ea' NAIPS Internet Service
Hipimas Lok
+ Briefing Homea
] 15Feb21 D43 UTE
o Al Laad uqpaiwiad 10 JAWLLARY 203 1040 UTE

+ Flaghtl Reslifecation

== A0 FEORALA TGN

WOTAR
~DETAILED INFORMATION FOM EACH STATE AND TERRITORY 2 AVALABLE
e ey Tai THRCHH AUSTRALLLE DEPARTIENT OF HEALTH WEBEITE AT
HTTRS 55l HEALTH G54 ALSE W HEAL TH AL ERTEMNOAVE L-CORDRly iR e o b
= C-HIEAL TH-ALER TAS OO R LS C 0 10 M E S TS TRO NS O I - LD
faistun PE FE Lty B E S TR TRAVEL-BE T RS RN S ANl B O TE-ARES AL SE 84
Promeiing 0T Al Drpciony w51 50 REFER T STATE AND TERRITORY GOVERMUENT WEBSTES FOR FURTHER
TRAVEL RESTRICTIONS

Templsds Deeciory
=ALE0 CONTACT THE DESTHHATIOHN AERODRCDLE SFERATOR FRICHE TO
DEFANTURE FOm AMT ADCESS LIITATHOMND, ARISING DUT OF STATEMERRITORY

DM DEN HES TMKCTRD

Peraehiny Tesmplate: Dweciany

ROT AR Bricing

= GPFLRAIN

(=

+ Diher Services

+ Dhoaoimeetits gl Dvemibcads

v Aepicaind basaspemend
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1.21 New NOTAM
Select ‘New NOTAM’ from the NOTAM menu to retrieve the NOTAM — New form.
Refer to 2.1 NOTAMN — New for more information.

NOTAM - New

Print || Back
* Denates mandatery fiskls.

Group: © I~ |
Contact
Hame:*
NOTAM
Summary: ©

Phomna Humber:*

ttem &)  Ja
Location:’ !
Item &)

Start Perind | A Owe

uTcy

ttem €

End Period | Z Operm CIEST  Time Zone Convester
uTcy
item D
Haurs Of
Activation
uTC)

O iPeridis) of Activation {OTG) [ Time(s) of Activation [ Other

Item E}

Subject* |

Stariues® |

ROTAM
Text

Item F)
-
Lovwesr Limit

ttem @}

Ugiper Limii ¢

Subimit NOTAM Store As Templaie Sulimiit Templaie To MOF far Approval
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1.2.2

Active NOTAM Directory

The Active NOTAM Directory is used to search for active/published NOTAM, assigned
to your NOTAM Group, in order to view, review or cancel them.

To retrieve all active/published NOTAM assigned to your NOTAM Group, select ‘Active
NOTAM Directory’ from the NOTAM menu.

Select your group name from the drop-down menu and insert the Y-Code for the
required location, then select ‘Retrieve Directory’.

Active NOTAM Directory

Active NOTAM Directory

Select a group name and a location (optional) then dick the 'Retfrieve Directory’ button to get a st of NOTAM submitted
by the MOF

Group: * MISGROUPNOTA>]

Location: NN x| Q Retrieve Directary

This will then provide a list of current NOTAM for the requested group and location.

Active NOTAM Directory

Active NOTAM Directory

Select a group name and a location (opfional) then click the ‘Retrieve Directory” button to get a list of NOTAM submitted
by the NOF

Note: Click 'Retrieve Directory' to ensure you have the most recent data.

Group: * NISGROUPNOTA[ V|

Location: YEOO Q Refrieve Directory

NOTAM Id Type B Field {(UTC) C Field {UTC} Summary e

DECLARED DIST AND GRADIENT
CHANGES AMD ERSA

) ¥SCOC21/21  NOTAMR 210310 2155 PERM

INCREASE IN WILDLIFE ACT DUE
LONG GRASS

O ¥SCOC3221  NOTAMMN 21 04 06 0051 PERM AD QPR CTC AMD

) ¥SCOC27/21 NOTAMR 2103 26 0526 21 06 25 0000

AERODROME AND APPROACH LGT
AMD

O ¥SCOC33/21 NOTAMN 21 04 06 0224 PERM

View NOTAM Review NOTAM Cancel NOTAM MNOTAM History

o To review a NOTAM, select the required NOTAM from the list, then select ‘Review

NOTAM'’. See 2.2 NOTAMR - Replacement for more information.

e To cancel a NOTAM, select the required NOTAM from the list, then select ‘Cancel

NOTAM'. See 2.3 NOTAMC — Cancel for more information.

e To view a NOTAM history, select ‘NOTAM History’. This will show a full history of

the NOTAM, from creation and any reviews or cancellations that have occurred.

6 of 25
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1.2.21  Active NOTAM Directory filtering options
Multiple filtering options are available in the Active NOTAM Directory to improve search
capabilities. Users can sort the following criteria (by clicking on the relevant heading) to
search for active NOTAM for their group issued on a specific location:
¢ NOTAM Id — ascending or descending
e Type — alphabetical
o B Field (UTC) — earliest to latest or latest to earliest
e CField (UTC) — earliest to latest or latest to earliest
e Summary — alphabetical
Users can also utilise a filter on the Summary which allows the user to search for
specific words or phrases.
Active NOTAM Directory
Active NOTAM Directory
Select a group name and a location (optional) then click the "Retrieve Directory” button to get a list of NOTAM submitted
by the NOF
Note: Click 'Retrieve Directory’ to ensure you have the most recent data.
Group: * NOTAM_OFFICE [v]
Location: YECO Retrieve Directory
NOTAM Id Type B Field {UTC) C Field (UTC) Summary a '
YSCOC32/21  NOTAMN 21 04 06 0051 PERM AD OPR r:| X Clear Filter |
O ¥SCOC33/21  NOTAMMN 21 04 06 0224 PERM i;EDDRD Contains [v]
. |
— DECLAREL ,
) ¥SCOC21/21  NOTAMR 210310 2155 PERM | o Filter |
CHAMGES
= INCREASE IN WILDLIFE ACT DUE
L YSC0 G221 NOTAMR 2103 26 0526 21 06 25 0000
LONG GRASS
View NOTAM Review NOTAM Cancel NOTAM MOTAM History
C-GUIDE0820 Version 4: Effective 09 September 2022 7 of 25
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1.2.3 Pending NOTAM Directory

When a NOTAM has been submitted via the NWS, it will appear in the ‘Pending
NOTAM Directory’ until the NOTAM Office begins processing the request.

To retrieve a NOTAM before it is published, select your group name from the drop-
down menu and select ‘Retrieve Directory’.

Pending NOTAM Directory

Pending MOTAM Directory

Select a group name then dlick the 'Retneve Directory’ button to get a list of NOTAM that are awsiting issue by the NOF

Group: * MNISGROU F'NDTAﬂ Retrieve Directory

This will present a list of all pending NOTAM for the selected group.

Pending NOTAM Directory

Pending NOTAM Directory
Select a group name then click the 'Retrieve Directory’ button to get a list of NOTAM that are awaiting issue by the NOF.

Note: Click "Retrieve Directory’ to ensure you have the most recent data.

Group: * NISGROUPNOTA Retrieve Directory
Location Type Previous NOTAM B Field (UTC) | C Field (UTC}) | Summary e
) YBBN MNOTAMM WIE 2209100200 TWY C CLOSED
View Withdraw

To view the details of the NOTAM, select the required NOTAM and then ‘View’. This
will show the details of the NOTAM.

1.2.3.1 Withdrawing NOTAM requests

To withdraw a NOTAM before it is published, select the appropriate NOTAM from the
list and then ‘Withdraw’.

8 of 25 Version 4: Effective 09 September 2022 C-GUIDE0820
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Pending NOTAM Directory

Pending NOTAM Directory

Sslect 3 group name then click the ‘Refrieve Dirsctory” butten to get a list of MOTAM that are awaiting issue by the NOF

Group: * NISGROUPNOTA ] Retrieve Directory
| Location | Type | Previous NOTAM | B Field {UTC) | C Field (UTC) | Summary
0 yBEN NOTAMM WIE 2102 170500 FAPI RWY 18R NOT AVEL

® ysCE NOTAMM 2102162100 21 02 170800 RWY 12/30 NOT AVBL

= =

C-GUIDE0820

Version 4: Effective 09 September 2022

9 of 25



NOTAM Web Service User Guide

This will open a Command Box, prompting the operator to confirm the withdrawal. If the
NOTAM is not to be published, select ‘OK’, otherwise select ‘Cancel’.

Pending NOTAM Directory

Pending NOTAM Directory

Select 3 group name then click the "Retrieve Dirsctory” button to get a list of MOTAM that are awaiting issue by the NOF

Group: * MISGROUPNOTA v | Retrieve Directony
Location | Type | Previous NOTAM | B Field (UTC) | C Field (UTC) = Summary
2 v MESSEQE from wehpage W PAT0500 PAPIRWY 18R NOT AMBL
v 17 0800 RWY 12730 NOT AVEL

i o Withdraw selected Pending MOTAMT

Cancel

If the withdrawal is successful, the following confirmation message will appear:

0 Pending NOTAM has been withdrawn successfully

A pending NOTAM can only be withdrawn before the NOTAM Office begins
processing the request. If the withdrawal is unsuccessful, the following error message

will appear.

0 Unable to process withdrawal, call MOTAM Office 02 6268 5063

Note: Ifthe NOTAM is not to be published contact the NOTAM Office immediately.

10 of 25 Version 4: Effective 09 September 2022 C-GUIDE0820
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1.2.3.2 Pending NOTAM Directory filtering options

Multiple filtering options are available in the Pending NOTAM Directory to improve
search capabilities. Users can sort the following criteria (by clicking on the relevant
heading) to search for pending NOTAM for their group:

e Location - alphabetical

o Type — alphabetical

o Previous NOTAM (if applicable) ascending or descending
e B Field (UTC) — earliest to latest or latest to earliest

e C Field (UTC) — earliest to latest or latest to earliest

e Summary — alphabetical

Users can also utilise a filter on the Summary which allows the user to search for
specific words or phrases.

Pending NOTAM Directory

Pending MOTAM Directory
Select a group name then click the 'Retrieve Directory' button te get a list of NOTAM that are awaifing issue by the NOF.

Note: Click 'Retrieve Directory’ to ensure you have the most recent dafa.

Group: * NISGROUPNOTA ﬂ Reftrieve Directory
Location | Type Previous NOTAM | B Field (UTC] | C Field (UTC) | Summary s
) YMAVY  NOTAMM WIE 2106200800 | XClearFiter |
Contains 4
O ¥ssy MOTAMR YSSY CE9/21 WIE 2106 29 0000 RWY |
UAV (| -
) ¥BBM MOTAMR YEBEM C15/21 WIE 21 07 30 0000 M AL i Filter

Wiew Withdraw

1.2.4  Template Directory

To view NOTAM templates that have been stored, select the “‘Template Directory’ from
the NOTAM menu.

Select your group name from the drop-down menu and insert the Y-Code for your
location, then select ‘Retrieve Directory’.

NOTAM Template Directory

HOTAM Template Directory

Select a group name and optionally enter a location then click the "Retrieve Directory’ button to get your MOTAM
Template list

Group: * MISGROUPNOTA v |

Location: ¥SCB a Retrieve Directory

C-GUIDE0820 Version 4: Effective 09 September 2022 11 of 25
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This will open a list of all templates for the specified Group and location.

NOTAM Template Directory

NOTAM Template Directory

Select a group name and optionally enter a location then click the "Retrieve Directory” button to get vour NOTAM
Template list

Note: Click 'Retrieve Directory' to ensure you have the most recent data.

Group: * NISGROUPNOTA
Location: [h’SCB ] Q Retrieve Directory
Location Template Number | Summary r | Approved
YSCB g2 PAFPI RWY 30 WIS falze
YSCB 93 RWY 17135 CLOSED DUE LINE MARKING falze
TWY ABTN TWY F AND TWY D CLOSED DUE i
YSCB 94 falze
WIP
YSCB 93 RWY 17135 CLOSED false
View Retrieve Delete

Note: The Approved column on the right-hand side refers to NOTAM templates that
have been submitted to, and approved, by the NOTAM Office. At the time of
publication, and until further notice, no NOTAM templates will be approved and
consequently will be listed as ‘false’ (refer 1.2.5 Pending Template Directory).

e To view the template details, select the required NOTAM and then ‘View'.

o To submit a template as a NOTAM, select the required NOTAM and then
‘Retrieve’. This will open the template in the NOTAM — New form. See 2.4.2
Submission of NOTAM via Template for more information.

o To delete a template, select the required template and then ‘Delete’. This will open
a Command Box, prompting the operator to confirm the deletion. If the template is
to be deleted, select ‘OK’, otherwise, select ‘Cancel’.

When the template is successfully deleted, the following confirmation message will
appear, and the template will disappear from the directory.

0 Template 91 has been deleted successiully

12 of 25 Version 4: Effective 09 September 2022 C-GUIDE0820
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1.24.1 Template Directory filtering options

Multiple filtering options are available in the Template Directory to improve search
capabilities. Users can sort the following criteria (by clicking on the relevant heading) to
search for NOTAM templates for their group or on a specific location:

e Location - alphabetical

e Template Number — ascending or descending

e Summary — alphabetical

e Approved — alphabetical

Users can also utilise a filter on the Summary or Template Number which allows the

user to search for specific words or phrases (refer 1.2.2.1 Active NOTAM Directory
filtering options and 1.2.3.2 Pending NOTAM Directory filtering options)

NOTAM Template Directory

NOTAM Template Directory

Select a group name and optionally enter a location then click the 'Refrieve Directery' button to get your NOTAM
Template list

Note: Click 'Retrieve Directory’ to ensure you have the most recent data.

Group: * NISGROUPNOTA ﬂ
Location: YEBEN Q Refrieve Directory
Location Template Number | Summary | Approved =
YBEBM 157 ¥ Clear Filter AVBL false

) YBBN 159 false
Is not equal to L
) YBBN 160 I less than EL MATING SEASON false
T vBBM 181 Iz less than or equal to false
- Iz greater than
) YEBM 162 Is greater than or equal to falze
) ¥BBM 163 OBST CAROUSEL ON APM false
) YBBM 166 RWY 09/27 NOT AVEL false
) ¥BBM 171 RWY 07/25 NOT AVEL DUE HALLOWEEN false
View Retrieve Delete

C-GUIDE0820 Version 4: Effective 09 September 2022 13 of 25
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1.2.5 Pending Template Directory
The Pending Template Directory displays all templates that have been submitted to the
NOTAM Office for approval. When a template is approved, any NOTAM submitted
using the approved template, without any changes to the content (Item E), the NOTAM
will be automatically published without interaction from the NOTAM Office.
At the time of publication, and until further notice, this feature is not to be used, and any
templates submitted to the NOTAM Office will be rejected.
1.2.51 Pending Template Directory filtering options
Multiple filtering options are available in the Pending Template Directory to improve
search capabilities. Users can sort the following criteria (by clicking on the relevant
heading) to search for NOTAM templates for their group or on a specific location:
e Submitted (UTC) — earliest to latest or latest to earliest
e Location — alphabetical
e Template Number — ascending or descending
e Summary — alphabetical
Users can also utilise a filter on the Summary or Template Number which allows the
user to search for specific words or phrases (refer 1.2.4.1 Template Directory filtering
options)
Note: As per 1.2.5 Pending Template Directory, templates submitted to the NOTAM
Office will not be approved until further notice.
1.2.6 NOTAM Briefing
To view all current NOTAM for a location, within a specified validity period, select
‘NOTAM Briefing’ from the NOTAM menu.
Note: NOTAM will only appear in a NOTAM Briefing 14 days in advance of the
commencement time. If searching for a NOTAM with a start time outside of
this, contact the NOTAM Office on 02 6268 5063.
The NOTAM Briefing provides two options for obtaining current NOTAM, via ‘Summary’
or ‘History'.
To view all current NOTAM for a particular location, select ‘Summary’, insert the
required location and validity period (maximum 336 hours) and then ‘Submit’.
NOTAM Briefing
Obin  NOTAM summary fo individusl Iocations or & NOTAM histoy for  specific NOTAM
Eriefing Period 24 hr
Type:* ® Summary ) History
Location:* YOWR Q
14 of 25 Version 4: Effective 09 September 2022 C-GUIDE0820
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This will show all current NOTAM within the specified validity period.

NOTAM Briefing Results

0237 UIC les02/21 LIRSERVICES AUSTEALIA
SPFECIAL NOTAM BRIEFING

FREFARED FOR:

C0039/20 NOTAMN

Q) ¥MMM/OMDCH/ IV/NBO/L/D00/999/3351514839E005
Z) Y¥CWR

B) 2009090201 C) PERM

E) DECLARED DIST AND GRADTENT CHANGES

RWY TODR

15 1706(4.13)

SUPPLEMENTARY TAKE OFF DISTANCES

RWY15- 1002 {2.2) 1231(2.5) 1643(3.3)

CD005/21 NOTAMN

Q) ¥MMM/QNBRS/IV/BO/LE/D00/999/3351514839E110
Z) Y¥CWR

B) 2102140912 C) 2103140600 EST

E) NDB 'CWR' 289 NOT AVEL

To search for a specific NOTAM, select ‘History’. This will populate additional fields to
search for a single NOTAM. Insert the NOTAM number by providing the Series ID (B

or C), the Series Number and the Year and select ‘Submit’.
NOTAM Briefing

Obtain & NOTAM surmmary for individusal locstions or & NOTAM history for a specific NOTAM

Eriefing Period 24 hr

Type:* Qo Summary ® History

Location:* YOWR Q
Series ID:* c

Series Mumber:* 38

Year:* 20| 4

Submit I Reset

This will provide the requested NOTAM.
NOTAM Briefing Results

8423 UTC 26/88/21 AIRSERVICES AUSTRALIA
NOTAM HISTORY BRIEFING

PREPARED FOR:
SYDNEY (YSSY)

Cea/21 NOTAMN SYDNEY
B} 2184836324 C) 2184299328 EST
SUMMARY: ILS DME "ISY' 189.9/36X RWY €7 NOT AVBL
ISSUED AT: 214898324
CROS5-REF: HIL

Ceasa,/21 NOTAMN

Q) YMMM/QIDAS/I/NBO/SA/288,/993/3357515111E885

A} YSEY

B} 2184830324 C) 2184838328 EST

E} ILS DME "ISY' 189.9/36X RWy &7 MNOT AVEL

ILS DME 'ISY" 1@9.9/36X RWY @7

NOT AVBL

DUE TEST. DO NOT USE, FALSE INDICATIONS POSSIELE

C-GUIDE0820
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Part two - submission of NOTAM via NWS

21 NOTAMN — New
To submit a new NOTAM via the NWS, open the NOTAM — New form as per 1.2.1 New
NOTAM.
Complete the request form using the appropriate NOTAM Data Quality Requirements
(available from the NOTAM Originator Portal) for assistance.

211 Originator Details
Select the appropriate group from the drop-down menu and supply the contact name
and phone number of the originating NOTAM authorised person.
The phone number must be a full 10-digit mobile number or landline, complete with the
area code e.g., 0412345678 or 0262685063.

21.2 Summary Line
Insert a concise summary of the NOTAM subject and status (maximum 50 characters).
The summary line can be copy and pasted directly from the Subject and Status fields
or created from the additional NOTAM text (see 2.1.7.1 Subject and Status and 2.1.7.2
Additional NOTAM Text).

213 Item A) — Location
Insert the required location code.
NOTAM can be issued on the following locations:
e Aerodromes (Y***)
e FIR (YMMM or YBBB)
e Restricted/Danger Area or Airspace Group (R625, AMX).
Refer to the appropriate NOTAM Data Quality Requirements (available from the
NOTAM Originator Portal) for assistance.

214 Item B) — Start Period (UTC)
Manually insert the start period as a 10-digit DTG (YYMMDDHHMM) or use the
calendar to select the appropriate DTG. Alternatively, for NOTAM that are required
immediately, select the ‘WIE’ box.
Note: The calendar will default to 0000z on the selected date and will require the

originator to manually amend 0000 to the appropriate time in UTC.
Note: Selecting a start period in the past is not possible.
Note: UTC is the only time convention available in the NWS. To convert Local time to
UTC, use the Time Zone Converter, available next to the ‘EST’ tick box.
16 of 25 Version 4: Effective 09 September 2022 C-GUIDE0820
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21.5 Item C) — End Period (UTC)

Manually insert the end period of the NOTAM as a 10-digit DTG (YYMMDDHHMM) or
use the calendar to select the appropriate DTG. If the end period is an estimated figure
only, ensure the ‘EST box is ticked. If the NOTAM is to permanently amend the
Integrated Aeronautical Information Package (IAIP), leave Item C) blank and ensure
that the ‘PERM’ box is ticked.

Note: The calendar will default to 0000z on the selected date and will require the
originator to manually amend 0000 to the appropriate time in UTC.

Note: UTC is the only time convention available in the NWS. To convert Local time to
UTC, use the Time Zone Converter, available next to the ‘EST’ tick box.

2.1.6 Item D) — Hours of Activation

If a NOTAM has specific times where it will be active between the start and end
periods, individual periods of activity can be added into Item D).

There are three different formats for which Hours of Activation can be formatted.

For activities that have specific periods of activities, select the ‘Period(s) of Activation
(DTG)’ box.

The first period of activity must match the time specified in Item B) and the last period
must have a finish time that matches Item C).

Note: The maximum time period between two consecutive activity periods is 7 days.
If a NOTAM has a period of more than 7 days between two activity periods, a
second NOTAM is required.

Item A
Al . YSCB a
Locafion:
ltem B)
Start Pesicd 2102 18 2100 # Owe
(UTC)"
Item C) -
End Period 21 02 20 0600 B Orerm CDesT  Time Zone Converter

(UTC)*
Item D)
Hours Of
Activation
(UTC):

Period(s) of Activation (DTG) [ Time(s) of Activation (] Other

Period(s) of Activation (DTG):

2102 16 2100 TO 210217 0600

210219 2100 To 2102 20 0600
TO
TO
TO

TC

TO

B H H E B e B
B E b B e B e s

TO
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If a NOTAM will be active between the same hours every day, between the start and
finish times, Times of Activation can be added into Item D) by selecting the ‘Time(s) of
Activation’ box.

These daily periods must match the time specified in Item B) and Item C).

Note: When daily times are provided, the word ‘DAILY’ will automatically populate
when the NOTAM is published.

Item A
=mA) YSCE a
Location

ltem B} =
Start Pariod 2102 16 2100 = Owie
(UTC)=

Item C)

End Period 2102 20 0500 B Orerm OEST  Time Zone Converter

(UTCy=

Item D)

Hours Cf
civation

(UTCk

Feriod(s) of Activation (DTG) [¥] Time(s) of Activation [] Cther
Time(s) of Activation:
2100 To oa0d

TO

TO

There can be more than one period as long as the start of one period matches ltem B)
and the end of another period match the time specified in Iltem C). If a NOTAM has
different timings for each day, or is active for different days of the week, free text can
be added into the ‘Other’ tab in Item D).

Example: 0800-1800 MON-SAT, 0000-0500 MON, WED, FRI

Note: For both Period(s) of Activation and Time(s) of Activation, Iltem C) cannot be an
estimated (EST) end time.

The ‘Other’ tab can also be selected in addition to periods of activation or daily times of
activation for information using standard abbreviations such as daylight hours (HJ),

hours of night (HN).
Item A
A) ] YSCB Q
Location:*
Item B) ;
Start Period 2103 012100 H| Owe
(UTC):*
Item C) —
End Period 2103 13'”“” * |4 ODeeam Clest Time Zone Converter
(uTC)*
Item D)
HDL.IrS .Of Period(s) of Activation (DTG) Time(s) of Activation Other
Activation

(UTC):

Time(s) of Activation

2100 TO 0600
TO
TO

Other Text:

MOM - SAT
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21.7 Item E) —- NOTAM content
21.71  Subject and Status
These fields are compulsory and should reflect the subject (what facility/service etc. is
the NOTAM about) and the status of that subject (NOT AVBL, closed, work in progress,
subject to interruption etc.).
Item E)
Subject* RIY 12130
4
Status*  (CLOSED) |
21.7.2 Additional NOTAM Text
Enter any additional text that is required in the NOTAM Text field.
Refer to the formatting examples in the appropriate NOTAM Data Quality
Requirements (available from the NOTAM Originator Portal).
Item E)
Subject:* AERODROME AND APPROACH LGT
Status® AMD
WY 11729 MIRL(1) PAL 125.0
RWY 11/29 PAPI{1) PAL 128.0
(1) REQUIRES 3 ONE SECOND PULSES TO ACTIVATE
AMD ENR SUP AUSTRALIA (ERSA)
NOTAM
Text
Note: Airservices and CASA use only: Asterisks can be used in ltem E) to alert the
NOTAM Office to any actions that may be required to be undertaken by the
NOTAM Office e.g., **INCLUDE AREAS 7410 AND 7400**
21.8 Item F) — Lower Limit
Insert the lower limit of the airspace or activity. Heights can be expressed as SFC,
AGL, AMSL or FL.
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21.9 Item G) — Upper Limit

Insert the upper limit of the airspace or activity. Heights can be expressed as AGL,
AMSL, FL or UNL.

2.1.10 Submitting NOTAM — New
Submit the completed request to the NOTAM Office by selecting ‘Submit NOTAM’.

Group: * HISGROUPHOT, w*

Contact

fe— 5 Phons Mumbser:: | 0262655063

HOTAM
Summary: *

Item &) S =
Item B} ;

Start Pesiod 2202 09 1000 = wiE
uTeL

Itgm C)
uTC
Itsm D)
Hours Of
TS

Item E}

HOTAM

Itsm F)

ltem &}

Upon successful transmission to the NOTAM Office, the following confirmation
message will appear:

Successful NOTAM Submission

Print Back

HOTEM proposal recsived and gueunsd for proces=ing by the HOTAM Office.

Honitor progress in Pending and Actiwve NOTEM Directory pages

To store the completed NOTAM as a template, refer to 2.4.1 Template creation.
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2.2 NOTAMR - Replacement

To replace (also referred to as ‘review’) a NOTAM, select the NOTAM from the Active

NOTAM Directory (refer 1.2.2 Active NOTAM Directory).

Once the required amendments have been made, select ‘Submit Review’.

Note: If the only amendments are to Item B), Item C) and/or Item D, the NOTAM will
be published automatically and immediately without parsing through the
NOTAM Office due to pre-established NOTAM business rules. As such, the
responsibility sits with the data originator to ensure correctness of information,
including cross checking of data to avoid duplication prior to publishing.

Any changes to Iltem E) will result in the NOTAM proposal requiring NOTAM
Office inspection before publication.
NOTAM - Review
Type: NOTAMR Motam ld: ¥BBEN CB82/2021
vl E— U E—
.S‘n?;.:'lh;ry: . RWY 01L110R NOT AVBL
uem_ A) B —
!;t!;_ E;r od WIE
I::::‘I"F.‘C:'ic-j 2108 15 0000 __:| Operm OesT Time Zone Converter
Er‘_‘::;éq [ Per od{s) of Activation (DTG) O Time(s) of Activation [ other
Subject* RWY D1LM8R p
e
“EIT.I F} -
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2.3 NOTAMC - Cancel
To cancel a NOTAM, select the NOTAM from the Active NOTAM Directory (refer 1.2.2
Active NOTAM Directory). The selected NOTAM will then appear in the ‘NOTAM —
Cancel’ form.
Amend the originators contact name and phone number, replace Item E) with the text
“CANCEL NOTAM”, then select ‘Submit Cancellation’.
NOTAM - Cancel
Type: MNOTAMC Hotsm 1a: YBBES C52021
Group: NISGROUWPNOTAMT
ey
ttem A) YEBN
ttam B)
tam C] Tine Zone Conyerbar
ttam )
ttem E}
Lo &
Vorer L ol
Note: A NOTAM can only be cancelled with immediate effect. If a NOTAM is to
remain in effect until a different time specified in Iltem C), then a NOTAMR is
required to amend the finish time.
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2.4

241

2.4.2

Templates

Template creation

To make the submission of NOTAM via the NWS easier, templates can be created for
NOTAM that will be submitted on a regular basis.

To create a new template, open a new NOTAM form and complete as per 2.1
NOTAMN — New.

Once the NOTAM is completed, select ‘Store As Template’.

Note: If a saved template is opened, the required fields completed and ‘Store as
Template’ selected, the new details will overwrite the existing template.

Templates can only be allocated to one single NOTAM Group. If the same NOTAM is
required for multiple groups, it will need to be created separately for each group.

If the template is saved successfully, the following confirmation message will appear.

“Successful NOTAM Submission. The NOTAM Template (number) for (location) has
been saved successfully”.

Note: Do not submit templates to the NOTAM Office for approval. Refer to 1.2.4
Template Directory and 1.2.5 Pending Template Directory for more
information.

Submission of NOTAM via template

To submit a NOTAM to the NOTAM Office using a stored template, select the required
template from the Template Directory (see 1.2.4 Template Directory).

The template will open in the NOTAM — New form with the saved information
prepopulated.

Complete the required fields as per 2.1 NOTAMN - New and then select ‘Submit
NOTAM'.

Upon successful transmission to the NOTAM Office, the following confirmation
message will appear:

Successful NOTAM Submission

Prrini Back

HOTEM proposal recsived and gueansd for process=ing by the HOTAM Office.

Honitor progre=ss in Pending and Active NOTEM Directory pages

C-GUIDE0820
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2.5

NOTAM and Template limitations

As per ICAO Annex 10, all NOTAM are transmitted over the Aeronautical Fixed
Telecommunications Network (AFTN) which is configured to accept certain
typographical characters and symbols. These limitations affect what can be transmitted
over the AFTN, including stored templates.

Please use the following tables when creating NOTAM requests or templates to ensure
that the data is correctly transmitted and saved.

Permitted characters

Letters ABCDEFGHIJKLMNOPQRSTUVWXYZ
Numbers 0123456789
Punctuation ?2-:().,"'=1+

Non-permitted characters

Punctuation l“#$ % &*; <>@ [{}]\"_
Letters A) B) C) D) E) F) G) should not be used in the NOTAM E) field text.

Note: Issues can occur when copying/pasting from Microsoft Word into the NOTAM
form, especially in regard to smart quotes. Instead, it is advised to copy text
from a text editor (Notepad etc.) that doesn’t change single quotes (' ') to smart
quotes (*’).
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3

Definitions

Within this document, the following abbreviations will be used:

Term
AGL
AMSL
DTG
EST

FL

HJ

HN

IAIP
NAIPS
NIS
NOTAM
NOTAMC
NOTAMN
NOTAMR
NWS
PERM
SFC
uTC
WIE

Definition

Above Ground Level

Above Mean Sea Level

Date-Time Group

Estimated

Flight Level

Sunrise to Sunset/Hours of Day

Sunset to Sunrise/Hours of Night

Integrated Aeronautical Information Package
National Aeronautical Information Processing System
NAIPS Internet Service

Notice to Airmen

NOTAM Cancellation

NOTAM New

NOTAM Replacement

NOTAM Web Service

Permanent

Surface

Universal Coordinated Time

With Immediate Effect

C-GUIDE0820
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