RADIO SPECTRUM
MANAGEMENT

| - TA——

Modify a spectrum licence

Approved persons (ARE) user guide

Version 1.00 | March 2023

Wt 2 MINISTRY OF BUSINESS,
24l INNOVATION & EMPLOYMENT
psa™  HIKINA WHAKATUTUKI




Contents

INEFOUCTION ... s s 3
[0 F= T aF= T o SRR 3
Document Steps, IMages @aNd LiNKS .......cueiiiiiiiiiiiiiiee ittt e e s ssree e e s sbee e e s sreeeessans 3
REGUITEIMENTS .ttt ettt e e e e e s st b et e e e e e e e s aabbeteeeeeeesaassseeaeeeeessanssreaaeaeennnn 3
TEChNICAI ASSISTANCE ....eeutiiiieiite ettt st et ettt e s b e she e satesabe st e e beesbeesmeesmeeenteeneens 3
ApProved RAdio ENGINEEIS .....oii ittt ettt e e e ete e e et e e e e bae e e esabaee e eenreeeeeennees 3
Licence AgENnCY CONSIAEIAtION . .iii i iiie ittt e e e e e s st e e e e s abee e s snbeeeesnabeeeesnarees 4
AMENAMENT NISTOIY et e e st b e e e e eabe e e e snbaeeesansaeeesansreeesanssenean 4
Modify @ SPECrUM LICENCE ..ccuuuiiiiuiiiiiiiiiiiiiiiiitiiieeienaietiesasiestessssestenssssstenssssssensssssssnsssssssasssssens 5
Create application to modify a Spectrum liCENCE ......cceeuirieeeiiiieecirre e renee e renene e s re e s e e enans 5
Open the MOodify HCENECE TASK.....iii i et e e e e e erae e e e bee e e e ares 8
(ol 1t 8 o Qg Lo T L1 AV o T [T 1ol DO 9
Certify and confirm spectrum licence modifications ........ccceeiieiiieeiireniiieiereciitenereeerereneereeerennnns 14
Certify spectrum licence mModifiCation ........oooccuiiii i et e e rre e e e 14
Confirm spectrum licence ModifiCation .........ccuiiiiiiiie et arae e 16
Confirm FOrm 8 — INitiating Party....c.ueeeieciiii i e e s e e eaes 18
Approve Form 8 — Authorising party (if applicable) ........cccueevieeeciiece e, 19
Certify or Confirm Multiple APPlICAtiONS ...cceiiviiiiiciiiee e sree e 20
Certify multiple SPeCtrUM [ICENCES.......oei i e e e e e ebee e e e nees 20
Confirm (Approve) Multiple SPectrum LICENCES ......cvveiieciiieeeeeee ettt et 21
Withdraw application to Modify ICENCE.......ccurieeiieeiiiiicrerc ettt rreereaeesensesenseerasesrensersnnenes 22
2 MODIFY A SPECTRUM LICENCE

RADIO SPECTRUM MANAGEMENT APPROVED PERSONS (ARE) USER GUIDE — VERSION 1.00



Introduction

This document details the process for approved radio engineers (AREs) to modify a spectrum licence (i.e. a
licence that resides in a Management Right) in the Register of Radio Frequencies (the RRF).

Note: During this modify process, RRF automatically creates the From 8 (Notice of modification of spectrum
licence) online with a task for the appropriate person(s) to electrically approve the modification.

Explanation

Document Steps, Images and Links
This document contains instructions (steps) to perform a process within the RRF.

e Some steps are followed by an image that demonstrates the onscreen result of that step.

e Some steps include links to other sections within the document or to other user guides; these are
designated using 'go to’ or ‘refer to’.

e Clicking the section name moves you directly to that section or user guide.
Requirements
e You must be an approved radio engineer to perform this process.

Technical Assistance

Comprehensive help is available to help AREs complete the various processes:

e Technical assistance can be found within the Public Information Brochures (PIBs); these are
located within the Resources for AREs and ARCs. The PIBs provide licensing, technical rules and
other general information on a range of common radio services such as CB Radio, Amateur Radio
and Maritime VHF Radio.

e Various user guides on the RSM Website describe the steps to take to complete each process.

e Some fields and sections in the Register of Radio Frequencies (the RRF) have help text.

o Click or hover over the i (Information icon) to view the help text with information about
what to enter in the field or information about a section of the screen.

e Please contact Radio Spectrum Management (RSM) if you require further assistance:

o Email rsmlicensing@mbie.govt.nz

o Phone the freephone number 0508 RSM INFO (0508 776463).

Approved Radio Engineers
You should be familiar with the following PIBs:

e Table of Radio Spectrum Usage in New Zealand (PIB 21)

e Fixed service Bands in New Zealand (PIB 22)

e Mobile service Bands in New Zealand (PIB 23)

e Radio Licence Certification Rules (PIB 38)

e Spectrum Licence Certification Rules for Crown Management Rights (PIB 39)

e Audit Procedures for Engineering Certificates issued by Approved Persons (PIB 40)
e Radio Licence Policy Rules (PIB 58)

e Policy rules for Crown Spectrum Management Rights (PIB 59).
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http://www.rsm.govt.nz/licensing/list-of-engineers-examiners/rsm-approved-are-arc-available
http://www.rsm.govt.nz/the-register
http://www.rsm.govt.nz/the-register
http://www.rsm.govt.nz/licensing/info-for-are-arc-arx/resources-for-ares-and-arcs
http://rsm.govt.nz/online-services-resources/how-to-use-the-register/user-guides-approved-persons
mailto:rsmlicensing@mbie.govt.nz

Licence Agency Consideration

Depending on the spectrum licence type, the application to modify may be submitted to a Licence Agency
(LA) and if the LA gives approval, the licence status changes from Awaiting Licensing Agency
Recommendation to Licensing Agency Decision. You can then continue to modify the licence.

If the LA rejects an application, an email is sent to RSM’s Licensing Manager and to the client. You are not
notified of the rejection, nor does the application return to your work queue. The Licensing Manager has
the right to overturn an LA decision and may enforce further conditions when modifying the licence.

Amendment history

Version Date Details

0.01 November 2022 . .
0.02 December 2022 Draft RRF version for review
0.03 December 2022 Draft for Release 1

0.04 February 2023 Draft for Release 2

1.00 March 2023 Final Version
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Modify a Spectrum Licence

The current Rightholder (holder of the spectrum licence) or the Manager (manager of management right)
can request an Approved Radio Engineer (ARE) to modify a spectrum licence depending on the authority to
modify the licence. Authorities can be found under the licence conditions when searching the RRF.

Once an ARE creates an application to modify, they then engineer the technical modifications to the
spectrum licence and Certify to send to the Rightholder (or Manager) for confirmation. Once confirmed,
RRF generates a Form 8 which is actioned by the Authorising user and submitted to the Registrar for
approval and registration.

You will receive an email notification when the spectrum licence has been registered.

This user guide outlines how to create an application and modify details of all types of spectrum licence.
The steps include:

e Create application to modify a spectrum licence
e Craft to modify the licence

e Certify spectrum licence modification

e Confirm spectrum licence modification

e Confirm Form 8 — Initiating party

e Confirm Form 8 — Authorising party (if applicable)

All modified licences must be approved by the RSM Licensing Team and/or granted by the Registrar.

Note: A licence being modified will remain current and can still operate until the modified licence has been
approved or granted.

Create application to modify a spectrum licence

Before you can make modifications to the technical parameters of a spectrum licence such as the location,
output power, antenna horizontal radiation pattern, receive coverage locations or date amendment, you
must create an application to modify.

1. Login to the Register of Register of Radio Frequencies (RRF) using your RealMe login. The My
Dashboard screen displays.

2. Change your profile (in the top right of the screen) and select to the client who requested the
modification and for which you are a delegated user.

3. Select Maintain > Licence > Modify to display the Modify Licence screen.
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https://rrf.rsm.govt.nz/smart-web/smart/page/-smart/WelcomePage.wdk

Basmal

=
HE) ARE/TELECOM NEW TEALAND LD TIS563

Client details

Resutentual{Phyiscal addsess
Livel 1, Ehanes Building, 52 Gxford Terrace, CHRISTEHURCH, NI

s
smartclientmed govtnt

Licence to be modified +

(1]

Reason for modification *

4. Enter the licence ID in the Search field (if known). Your client may have advised the licence details.
Alternatively, select or enter information using other fields, (e.g. select Spatial in the Licence type
field) to locate the licence you require.

o Click Search. The search results display.

Licence to be modified -

Search
Licence type

Ucance caegory
Spectrum

Management right numbses

Moy authariey

Search results

Anplied Riters: Licencs staties: Cunment, LICHaos Categony: Spectium 37wt fousnid | Showareg [30 par page w |
1y

LicenceID  Licenceno. Licensse Chansel Ret freq. (M) TR/RR  Location Geid refa_  Liconce type Categosy  Modify athority

5. Click Select next to the licence you require. Details of the selected licence display in the Licence to be
modified section.
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RadiognginesrARE

[: 3
12 ARE/TELECOM NEW ZEALAND LTD 135563

Builing, 3 Oiuford Tesrace, CHRISTEHLIRCH, NI

Imar slient@med gt nr

Licence to be modified -

00030 2000 Current unETY

210 MASN BOAD, TAWA, WELLINGTON_[TANARNLG-047-000-C)

e Your name defaults in the Engineer field. If required, click the field and select a different name
from the list.

e Enter the Reason for modification.
6. Click Submit. A message displays.

e If the licence requires only one authority to modify it, (e.g. Manager), the message advises an
application to modify the selected licence will be submitted. Click Yes to continue.

e |f the licence can be modified by either a Rightholder or a Manager, the message displays
requesting you to indicate who initiated the change:

Please select who the modification of licence number 221331 is being initiated on behalf of

-:i_. Rightholder: Smart Business Limited (S506682)

O Manager: The Crown acting by and through the Chief Executive of the MBIE (134513)

o Select the appropriate option and click OK.
A message displays at the top of the Modify Licence screen to advise ‘Application for
modification has been submitted’. RRF creates a task for the ARE to modify the licence and
sends it to their My Dashboard screen.

Note: If your application to modify a spectrum licence requires LA approval, it will be automatically
sent to the LA. Once approved (or declined) you will receive advice of the outcome by email and in
your My Dashboard screen.

7. Determine your next step:

e If you are a designated ARE for this client, the spectrum licence is now ready to begin
modifications. Go to Craft to modify the licence.

e If you are not the nominated engineer, return to your My Dashboard screen then go to Open the
modify licence task and claim the task.
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Open the modify licence task

1. Go to the Tasks area of My Dashboard screen.

Errmrmal Rndisf nginserady .

=
@) ARS/TFLFCOM NPW TRALAND LTE 19561

Welcome to the Register of Radio Frequencies shartcuts
R Aphy/Creste - Licence

Search - Clients

Search - Licenoes

o o o o

Betarence Data - [quipmaest

' Date Description Due Sate

Bctions
Apply for radio of spectium boeace count: 10
Moty & radic of spectram licente > otz
1k 2021 0855 Mty liconce | fhent 10 GOMZA | App. ID: 10556 | Licrate 1T 1001 1 M r 1
? Lo 2 [ e

2. Locate the Modify Licence task and click Open (or click Claim then Open). The Modify Licence screen
displays.

DOl RadicEngneenaRE -
[

@) ADE/Sman Business Limited 506682

Client details -

Client mumber Client name Fmail address

sossn? Smart Business Limited seman infembie govt

Application details -

WTBE Awaiting Fegimering Contifcation T-Now-3021 n1In

Licénts type

Spectrum Private, Other (Spectrum) (2}

) Basic licence details | oose

Licence 1D Licence pumber

08z - Incomplate

ce type

Spectrum Private | Olher {Spectium) (32) kit e

Managemant Right*

MR Kumber Sl Manager o_

Note: You can withdraw this application to modify a spectrum licence at any time during engineering
until you certify the licence for modification. Refer to Withdraw application to modify licence.

MODIFY A SPECTRUM LICENCE
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Craft to modify the licence

An ARE can change details of a spectrum licence, subject to any restrictions for that licence type, in the
craft sections on the Modify Licence screen. For example, add or remove spectrum record, add or remove
location, make changes to the specific conditions, and change the authorities of the spectrum licence.

1. Scroll to the Basic licence details section.

Licence type

Spectium Private/ Other (Spectrum} {51

) Basic licence detaits =N

Licence 10 Licence numbse Licence status
W8 - Incamplete

Licence refarence

Lecence lype

Spactrum Private | Ciher (Spectrum) (57)

Management Right*
MR Number Seatus sanager
kit Curment Tha Crown acting by and through the Chiaf Bxicutive of the MBIE
Cammencement Fxpiry e ey {MH7) High freq (MH?)
3-Decam N-Deca028 7575000000 2520000000
Licene assification *
Lience to Transmit and Have No Interference

Fngineer

External RadioEnginesrARE (ARESONZ] m

Fixed term

Yo

arsme

Exgiry date

0-Mary- 2000 0-Mar-20 2%

ElEm ©

e Mange any edits required:

o Enter a Licence Reference, (optional).
Change the licence type, if required, (i.e. click Change licence type and select the option(s)
you require).
o Select a different Licence classification, if required.
e If required, click Re-assign and reassign the licence task to another engineer.

e Click Save. A message displays at the top of the screen advising the Basic details have been
updated.

e C(lick Done. The button changes to Continue crafting.

2. Click the Spectrum licence details section.
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@ Basic licence details

O Spectrum details

Channel Low (MHz)

2580000000

Hide radiation patterns

High (MHz)

2590.000000

Horizontal radiation pattern (HRP)* @

Bearing (From) Bearing (To) *

Ref. freq. (MHz)

2585.000000

Baaring value (dBW eirp) *

Power dBW(eirp)  Emission

350 9MOODTW

Continue crafting

Polarisation

Mixed

| 45.0 ‘ ‘ 250

0o
| 35.0 ‘ ‘ 0.0

45.0
| 1800 ‘ ‘ 250

135.0
| 360.0 ‘ ‘ 350

180.0

Vertical radiation pattern (VRP) @@

O Transmit location details

View Remove

>

-

+ Add

+ Add

Note: The Spectrum details list displays and the Horizontal Radiation Pattern automatically expands.

e Click View to open the spectrum details record. Scroll to view all information.

Add or remove HRP records, as required. (Click Hide Radiation patterns to hide these details.

O Spectrum details

Done

Graph point eirp (dBW) * Frequency (MHz) *
‘ 100 ‘ ‘ 2560.000000

A
‘ 0.0 ‘ ‘ 2570.000000

B
‘ 10.0 ‘ ‘ 2580.000000

@

Channel Low (MHz) High (MHz) Ref. freq. (MHz)  Power dBW(sirp) Emission Polarisation
2580.000000 2590.000000 2585.000000 350 9MO0DTW Mixed —
Spectrum details
Spectrum type Spectrum status Senice type Polarisation *
Mixed v
Frequency Pending Spectrum Private e
Start date End date
10-May-2020 10-Mar-2026.
Remarks
4
Reference frequencies t Add
Ref. Freq. (MHz) * Frequency type * Power dBW (eirp) * Power type * Tolerance
| 2585.000000 ‘ ‘ Registered Frequency v ‘ | 350 ‘ ‘ Mean Power v ‘ | ‘
Emissions *
Unwanted emission limits (UEL) + Add
Search for a spectrum mask record
Start typing to search for & spectrum mask record ‘ [ ]

o

Note: To view the unwanted emissions data, click the UEL/UEL Points and Graph buttons, and click the
Graph button to view the radiation pattern(s).

e Make any edits required and click Save.

e Alternatively, remove the existing record and add a new spectrum record.

RADIO SPECTRUM MANAGEMENT
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3.

e C(lick Done. The button changes to Continue crafting.

Click the Transmit licence details section.

@ Basic licence details
O Transmit location details
Location name Grid reference Antenna Equipment

89 SUGARLOAF BX24 717.00 720.91 UNKNOWN

~

~

e Click View to open the Transmit licence details record.
Note: If the location, antenna or equipment you require doesn’t display in the drop down list, you

can add it. Refer to Add Reference Data in the Create a Spectrum Licence user guide.

O Transmit location details

Location name Grid reference Antenna Equipment

89 SUGARLOAF BX24 717.00 72051 UNKNOWN

| View H Remove |‘ ow on | .

Transmit location

Location identifier Lacation name Location type

24951 89 SUGARLOAF POINT

Map Easting Northing

+ Show all Geo ref type
B4 n7.00 72091 Shows all Geo ref types
Antenna

Search antenna

Antenna identifier, make, model, or type

Antenna identifier

30

Type
UNKNOWN

Azimuth (wrt True North)

Version

1

Remarks

Elevation (wrt Horizontal)

Make

UNKNOWN

Height (AGL metres) *

Model

| [=

RADIO SPECTRUM MANAGEMENT

Equipment

Search equipment

Equipment identifier, make or model

Equipment identifier Version Make Model

Propagation

Configuration loss (dB)

e Click View all Geo ref types to view more information, then click Hide all Geo ref types, if

required.

e Make any edits you require, (e.g. to the Height, etc) and click Save.
e Alternatively, remove the existing record and/or add a new transmit record.
e Click Done. The button changes to Continue crafting.

e Click the Receive licence details section.
Note: If the location, antenna or equipment doesn’t display in the drop down list to select, you can

add it. Refer to Add Reference Data in the Create a Spectrum Licence user guide.
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https://www.rsm.govt.nz/assets/Uploads/documents/help-files/create-a-spectrum-licence-online-form-7-user-guide.pdf
https://www.rsm.govt.nz/assets/Uploads/documents/help-files/create-a-spectrum-licence-online-form-7-user-guide.pdf

@ Basic licence details

@ Spectrum details

@ Transmit location details

(O Receive location details

Search receive location

Search

+ More Options

Location name Grid reference

89 SUGARLOAF P AREA 1715 220.75

Antenna

Equipment

-

Continue crafting

Continue crafting

Continue crafting

e To add a new receive location:

o Enter the location in the Search receive location field.

o If required, click More Options and select a Location type and/or Georeference type.

o Click Search and select the location you require.

e Click View to open the Receive licence details record.

Receive location

Location identifier

Location name

o

Lacation type

24996 59 SUGARLOAF P AREA MULTIPLE POINTS
Point map easting Northing

+ show all Geo reftypes
1 Bwz s o

+ show all Geo reftypes
+ show all Geo ref types

+ showall Geo ref types
" Bz m o
Antenna
Search antenna
Antenna identifier, make, model, or type
Antennz identifier version Make Model
Type Remarks
Azimuth (wrt True North) Elevation (wrt Horizontal) Height (AGL metres)
Equipment
Search equipment
Equipment identifier, make or madel
Equipment identifier version make Model
Propagation
Configuration loss (¢8) Protection ratio (d8) Bearing (Degrees) Path Loss (dB)
Wanted signal Measured signal MpIS *

0] I [= i ]

o Make the edits you require and click Save.

o C(Click Done. The button changes to Continue crafting.

4. Click the Authorities section.

RADIO SPECTRUM MANAGEMENT
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Manager only )

Modify licence *

Rightholder and Manager

e Make changes to the authority to Transfer Licence and/or Modify Licence fields, if appropriate,
and click Save.

e Click Done. The button changes to Continue crafting. A message displays at the top of the screen
advising Associations have been successfully updated.

5. Click the Conditions section.

O Conditions ~

Specific conditions

e |If required, expand Show general conditions and Show schedule conditions to view these
conditions.

e Enter and conditions in the Specific conditions field, if appropriate and click Save.

e Click Done. The button changes to Continue crafting. A message displays at the top of the screen
advising Conditions have been successfully saved.

6. If you have clicked Done for all sections, the Modify Licence screen refreshes and displays the Certify
‘call to action’. Go to Certify spectrum licence modification.

e If you have yet to indicate all sections have been completed, either:
o click Done, or

o complete the edits, click Save, then click Done.

Note: If you already indicated the section was complete, but need to make further edits, click
Continue crafting for the required section and repeat the steps above for that section.

MODIFY A SPECTRUM LICENCE
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Certify and confirm spectrum licence modifications

You now need to certify the spectrum licence modification to create the certificate then either you or the
client will confirm the details before the Registrar can grant the licence.

If you have more than one licence to confirm or to certify, you can perform the action for all licences at one
time. Refer to Certify or Confirm Multiple Applications.

Certify spectrum licence modification

When you (as an ARE) have completed the modifications to the spectrum licence engineering (i.e. clicked
Done for each section you crafted), the Modify Licence screen refreshes and displays the Certify ‘call to
action’.

1. Enter details in the Reference file no. and Engineers notes fields for your reference (if required).

o Dseral indiotngisserait
@ ARE/Smant Business Limited S06682

Reterence tie no Engineers ntes
Client details
Smant Business Limeted IMartinfo@mbee govi s

Application details

one Amatag (ngesenng Cemacaren »Now2022

Note: Should you longer want to proceed with this application to modify the spectrum licence, you can
withdraw it. Refer to Withdraw application to modify licence.

2. Click Certify. The Licence Summary screen displays with a message at the top advising the engineers
certificate has been successfully created and the licence is now ‘Planned’.

14 MODIFY A SPECTRUM LICENCE
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el Rk ARE

L= !
© AAL/Sman Business Li

=3 i3 s | Ve ol e ki ||

Client details
e Tl achdress
506582 Smart Business Limeted smart infodmbee govt Az
Application details
e Plansed T-Naov20a2 man

Sprciram Private) Other (Spectrum} {52}

Basic licence details

Lieener & Licenee mumber Licener mans Licence eedeeence
29081 - Blamed Tt for Jank

Lience type MR Nusbar

Spectnem Private Ot (Spectrum (1) " Tho Erraem actinng bry 3wl thegugh the Chind Exeuthve of the MBS
Licmnte claveification

Licence b Transmat and Have Ho Interfeence

Esgines:

External Radnofrofine-+ARE (ARESS02)

W-May-2020 W-Mar-ne

e RRF creates a Confirm spectrum modification task:

o If the licence requires LA Approval, the task will be sent to them. You will wait for
confirmation from the LA Office before continuing and sending to the initiator.

e The task goes to the initiator (e.g. Rightholder) for confirmation. This task displays in their My
Dashboard screen. They will complete the process, Confirm spectrum licence modification.

Ermmmal RadioEngineerhlE

WS ARE/TELECOM NEW ZEALAND L

3) The racio engineer's certifieats for each licence has been sucressfully reated. Each licence it nom Planned’

=3 ERrmarrTIa T

Client details -
Qe number Clien name Email address
556 TELECOM NEW ZEALAND LTD smartclient@med govenz

Application details -

Agplication number Agpiication status Agsication date
06 Panned s-ocaun
Licence type

Spectrum Crown/ Broadcasting TVIUWF TV (58]

Basic licence details -

cence stats Licente reterence
00625 = Panned test
Licence bype MR Humber Marager
Spectrum Crown./ Broadcasting TY/UMF TV (581 15 Kordia Umied
Uicenar cassiscation
Licence 1o Transmit and Have Wo imerference
Fegpineer

Extmrnal RaciefngineerARE (AREBOCT)

Conmencement dite Expiry date Cancellation oste Granted date

&-Ocvbinl F-Oct2002

Note: If you clicked Certify in error and need to return to perform further crafting on the licence, click
Delete Certificate and return to crafting the licence.
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Confirm spectrum licence modification

When a modified licence has been certified by the ARE, RRF creates a confirm modifications task which is
sent to the initiating party (e.g. Rightholder). This task displays in the Tasks list on their My Dashboard
screen.

Once the modification has been confirmed, RRF generates a Form 8 task to complete.

The initiating party always approves the modifications made by the ARE first, then the other parties (if
applicable) will confirm.

For example:

e If the Rightholder initiated the licence modification, once certified a new task will be sent to them
to confirm the modifications.

e If the authorised persons are Rightholder and Manager, the initiator (usually the Rightholder)
confirms first them the other authorising person (e.g. Manager) also confirms.

e If the authorised person is a Rightholder only or Manager only, then they can certify and confirm
the licence.

1. Locate and open the Modify licence - Confirm licence task in your My Dashboard screen. The Licence
Summary screen displays with the ‘call to action’ to confirm at the top.

TER0X Tewt

1B Righthoider|Sman Rusiness |imaed 50568

== ) ) =l
Seiect [Confirm] 1o werify the details of the Boences) below meet your requirements. I aot, then s ENpineer] B0 noURy the engreer what Changes are requined,

Client details

so8ee ‘Smart Buniness Limited smarLintogpmie goving
Application details

W Puannes ] zm

Spcnnem Private/Ovsar (pacenum) (S0

Basic licence details

m The Crewn acting by and theough the Chief Exrctive of the MEIE

2. Scroll through the record to check that all modifications meet your requirements.

e Click the View button in each section (e.g. Spectrum details, Transmit location details, etc) to view
all details of the updates made.

e If required:
o Click View Certificate to view details of the certificate and/or

o Click Licence Extract to view the extract from the Register.
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Note: The information for these options display in a new tab in your browser. Either close the
browser tab or click the Licence Summary tab to return to the Licence Summary screen.

e If you find any errors, click Return to Engineer. A message screen displays:

o Enter the reason for rejection in the Rejection reason field and include any details of the
changes required.

o Click OK. RRF creates a task and sends it to the Engineer’s My Dashboard screen for them to
action. Once certified again, you will receive a confirmation task.

3. If the modifications to the spectrum licence meet requirements, click Confirm. A message screen
displays:

e Select the Effective date for the planned modifications and click OK. A message advising Form 8
application (Modify Spectrum Licence) has been assigned to the Rightholder to review.

Note: RRF creates a Form 8 Task which displays in the initiating party’s My Dashboard screen.

4. Go to Confirm Form 8 - Initiating party.
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Confirm Form 8 — Initiating party

Once the Modify Spectrum licence application has been confirmed by the Initiating party (e.g. Rightholder)
they will receive a Form 8 task to review and submit.

When the initiating party submits the Form 8 (Modify spectrum licence) it will go to the Register of Radio
Frequencies for granting unless it first requires confirmation from another authorising party, (e.g.
Manager).

1. From your My Dashboard screen, select and open the Form 8 — Draft application task. The Form 8
Notice of modification of spectrum licence screen displays with the Submit ‘call to action’ at the top.

{n} Form 8 Notice of modification of spectrum licence | losog

@ Rightholder/SMART BUSINESS LIMITED 50666...

Form 8 Notice of modification of spectrum licence

A, STH, and SPC Radsocomenicasions Act 198

Basic Details

8404 o B-Mar 3008

Note: If there is a Caveat or Mortgage on the Management Right you are advised in a message in the
Submit ‘call to action’.

2. Review details on the Form 8.
o If required:
o Click View Certificate to view details of the certificate in a new browser tab.

o Click Extract Form 8 to view the extract from the Register in a new browser tab. From this tab
you can print the Form 8 or download it to a location on your computer.

Note: To return to the Form 8 Notice of modification of spectrum licence screen, click that tab in
your browser.

e If you decide to decline the Form 8, click Decline. A confirmation message screen displays:

o Enter the reason for declining and click OK. The modify spectrum licence application will be
returned to the engineer who drafted it. This procedure ends.

3. Click Submit. A confirmation message displays:

e Click OK. You return to the My Dashboard screen and a message at the top of the screen displays
advising the next action.
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o If the initiating party (e.g. Rightholder) has sole authorisation, the message advises your Form
8 application (Modify spectrum licence) has been submitted to the Registrar for approval.

o If the transfer requires confirmation from another authorising party (e.g. Manager), the
message advises your Form 8 application (Modify spectrum licence) has been assigned to the
Manager for review. Go to Approve Form 8 — Authorising party.

Approve Form 8 — Authorising party (if applicable)

When a Form 8 for a spectrum licence modification requires another authorising party to confirm, the Form
8 task will be sent to each party to review, confirm and approve.

The Authorising user (e.g. Manger) receives a Form 9 application task in their My Dashboard screen.
1. Select the Form 9 application task in the Tasks section of your My Dashboard screen.

e Click Open (or click Claim then Open) to display the Form 8 Notice of modification of spectrum
licence screen.

(R} Form 8 Notice of modification of spectrum licence Search - Apply/Creste ~v  Bsintain - BER P meymchds cum

@ Crown band manager] The Crown acting by &

Peer Rearser (0peinnal ciect
u m

Form 8 Notice of modification of spectrum licence

Basic Details.

Jow Boges 10088 Deaft
Tisase ot B-Mar-2023

Signed by:

Unchanged

2. Review the details.
e If you do not agree with this modification, click Decline.

o Enter the reason for declining and click OK. The modify application is returned to the initiating
party, (e.g. Rightholder) who will receive an email to advise the Form 8 has been declined by a
Manager.

3. To authorise the modification, click Approve. You return to your My Dashboard screen and displays a
message advising the next action for the Form 8, (e.g. your Form 8 application (Modify spectrum
licence) has been submitted to the Registrar to review) unless it requires another confirmation.

e If the Form 8 requires confirmation from another Manager, they will receive a task in their My
Dashboard and repeat the steps above.
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Note: If there is a Caveat on a licence being modified and after all parties have confirmed, RRF sends
the Form 8 Modify application task to the relevant caveator for consent before it is sent to the
Registrar for approval.

e Once approved by the Registrar, RRF will action the modification on the specified date and send a
notification email to the parties.

The process ends

Certify or Confirm Multiple Applications

When you have more than one application to certify or to confirm, you can complete the certify or confirm
action for all in one action rather than individually.

Certify multiple spectrum licences
1. Display your ‘My Dashboard’ screen and go to the Tasks area.

B®
@) ARE/TELECOM NEW ZEALAND LTD 135563

shorteuts

hpphylCreate - Licence

Saareh - Chants

Saares - Licaners

Thee following activities for the related client above require attention:

sl [Bsedn s
Apply for mdin ne specarum lieence T eounté
2h Contres licener | Cliens o-Dee2zr | ‘Mo ap
[ o u_ o :
| [ || o i
[ ][ o |
e ™ m |
P | " Ope
2. Click Enable Multi Select. A radio button displays in front of each task.
Tasks () Disable Multi Select
v Date Description Due date Actions
Apply for radio or spectrum licence > Mo tasks selected (D) count: €

22-Nov-2072 15:07 Confirm licence | Client ID; 600000 | App. ID: 107339 | Licence 1D; 301258 20-Dec-2022
1-Feb-202310:34 Craft licence | Client 1D: 135563 | App. 1D: 107776 | Licence ID: 3019% 1-Mar-2023
2-Feb-2022 15:40 Certify licence | Client 1D: 506682 | App. 1D: 107793 | Licence ID: 301946 2-Mar2023
15-Feb-2023 14:56 Certify licence | Client 1D: 506682 | App. ID: 107790 | Licence ID: 301942 15-Mar-202%
15-Feb-2023 16:37 Confirm licence | SMART BUSINESS LIMITED (506682) | App. 10: 107900 | Licence ID: 302060 15-Mar-2023
20-F 20-Mar-2023

2023 11:42 Certify licence | SMART BUSINESS LIMITED (506682) | App. 1D: 107139 | Licence ID:

3. Click the radio button next to the first application to certify. Only those applications with the ‘certify’
call to action task will display to be selected.
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4. Select the other spectrum licences in the list you want to certify.

e 0
O ~ Dae Description Due date Actions
Apply for radio or spectrum licence > Tasks selected (2) count:
) 2-Feb-2023 15:40 Cenify licence | Client ID: 506682 | App. ID: 107793 | Licence 1D: 301946 2-Mar2023
® 15-Feb-2023 14:56 Certify licence | Client ID: 506682 | App. ID: 107790 | Licence ID: 301842 15-Mar-2023
O 20-Feb-2023 1162 Certify licence | SMART BUSINESS LIMITED (506682) | App. ID: 107139 | Licence D: 301014 20-Mar-2023
1 »

e If you decide not to continue to process multiple applications, click Disable Multi Select. You
return to the full list of tasks with no applications selected.

5. Click Action Selected. The Certify call to action displays.

Certify licence

Select the CERTIFY option to certify all the selected licence applications (including
associated licences if applicable) as per the conditions of the Engineers Certificate.

Reference File No.

Il
Optional
Engineer's Notes

Optional

BT

6. Enter any relevant details in the Reference file no. field and include any other reference information in

the Engineer’s notes field, if appropriate. Details entered in these fields will display on all selected
applications.

7. Click Certify. A message displays advising the selected applications are now certified.

Confirm (Approve) Multiple Spectrum Licences
Refer to the screen shots for Certify multiple spectrum licences above.

Display your ‘My Dashboard’ screen and go to the Tasks area.
Click Enable Multi Select. A radio button displays in front of each task.

Click the radio button next to the first application to confirm. Only those applications with the ‘confirm’
call to action task will display to be selected.

e Select the other spectrum licences in the list you want to confirm.

e If you decide not to continue to process multiple applications, click Disable Multi Select. You
return to the full list of tasks with no applications selected.

4. Click Action Selected. The Confirm call to action displays.

MODIFY A SPECTRUM LICENCE
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Confirm planned licence

Select the CONFIRM LICENCE option to progress these selected licence applications or
RETURN TO ENGINEER for these selected licence applications.

Reason application returned to engineer

= s

o |[f the selected applications need to be returned to the engineer for re-work, enter details in the
Reason application returned to engineer field, click Return to Engineer then click OK. The
Engineer will receive a task in their My Dashboard screen for action.

5. Click Confirm Licence. A message displays to advise Form 8 has been confirmed for each licence and
the next action.

Withdraw application to modify licence

You withdraw an application to modify a spectrum licence at any time prior to it being certified. This can be
due to an error, or you no longer want to proceed.

1. Inthe Modify Spectrum Licence screen, click Withdraw Application.

e You return to your My Dashboard screen. A message displays at the top of the screen to advise
Application has been withdrawn.

My Dashboard Search Apply/Create ++  Maintain - ees v  Reference Data Investigations Correspondence v B ==y Logn

D Licensing manager

@ Application has been withdrawn,

alert

Shortcuts @ ~

o The application has been completely removed from the RRF. You will need to create your new
modify licence application again, if required.

The process ends.
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