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Introduction

This document details the process for Approved Radio Certifiers and Engineers (ARCs, AREs) to create a new
radio licence in the Register of Radio Frequencies (the RRF).

Explanation

This document outlines processes for creating common types of non-engineered and engineered radio
licences. You would follow the same steps to complete other radio licence types.

When requirements have been met and the fee paid, the licence will then become current and display on
the Register.

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 or Certifier to perform this process.

Technical Assistance

Comprehensive help is available to help you 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 on the RSM Website. 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 o (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 RSM if you require further assistance:
o Email rsmlicensing@mbie.govt.nz

o Phone the freephone number 0508 RSM INFO (0508 776463).
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Approved Radio Certifiers and 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).

Licence Agency Consideration

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

Amendment history

0.01 July 2022 Draft RRF for review
0.02 August 2022
0.03 December 2022
0.04 December 2022 Draft for Release 1
0.05 February 2023 Draft for Release 2
1.00 March 2023 Final version
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Create a Radio Licence

An Approved radio certifier and engineer can create new licences for their clients. Before a new licence can

be added, you must create a new licence application. The application generates the communications that

keep you informed of the changes.

This document describes how to login to the Radio Frequencies (the RRF) and search for a client. It then
outlines examples of how to create non-engineered and engineered licences.

Login to the RRF

Before creating a new licence application, you must login to the Register of Radio Frequencies (the RRF).

1.
to display the Register of Radio Frequencies (RRF).

From the Radio Spectrum Management (RSM) website, select Register of Radio Frequencies (RRF) link

{n} Register of Radio Frequencies #re

The Register of Radio Frequencies

The Regis!

of Radio Frequencies (RRF) i3 a public online register of radio licences, spectru

e 1l information of assigned frequency use, including the licence or spectrum rightholder details,
er er also enables online searching, licence applicat l& 18, spectrum licence forms, independent engineenng of licences, fee payments,

Search Licences Search Certificates Search Callsigns

search for licences on the register search for certificates on the

register

search for callsigns on the register

Search Licences to Supply Link your existing account in Create an Account

Radio Transmitters the new RRF
=
HE Set up your RealMe Account to
Search for licences to supply radio Link your old account details in access thie RRF
transmitters on the register new RAEF

MINISTRY OF BUSINESS,
NOVATI DN & EMPLOYMENT

PRIVACY DISCLAIMER COPYRIGHT TERMS OF USE HOW 10 GUIDES CONTACT US HSM WEBSITE

message displays.

IMPORTANT NOTE FOR ARE's AND ARC's

are authorised to
under the
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U accept that you

not downl r).!r."
ring certification
'\J pres m oo the secrecy

G(-’Jr{'S t‘(tt‘pl for the purposes of
udit requirements),
d records.

If you do not accept these conditions, the results will cantain only Public

records,

Click I Agree. The My Dashboard screen displays.

RADIO SPECTRUM MANAGEMENT

m licences and management rights wswed by Radio Spectrum Management (RS

. and the time period for which the licence or spec

search for AtoNs on the register

RADIO SPECTRUM
MmﬁEMENT

[
Login 1 create [ w

}in New Zealand.

has been aliocated, The

licence transfers and cancellations.
Search AtoNs Search Management Rights

Search for Management Rights on
the register

How to Apply for Licences

+
Find out how 1o apply for a licence

New Zealand Government

© 201 Radio Spectrum Managemant

Click Login and log in to the Register of Radio Frequencies (the RRF) using RealMe. An authorisation
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Welcome to the Register of Radio Frequencies Shortcuts @

Apply/Cruste - Licence

Search - Cliees

Search - Licences o

Tasks

Laie Description e date Actior

4. Do one of the following:

e If you don’t know the number for your client, go to Search for a client.

e If you know the number of your client, go to the next step.

5. Create your radio licence application by following the steps in the example that is relevant to the type of
licence you require:

e Non-engineered radio licence applications examples include:

o Create a Maritime licence

o Create an Aeronautical licence

o Create a Land Mobile — General Channel licence

e Engineered radio licence application example includes:

o Create a Microwave Fixed Point-to-Point Bi-directional Licence

Note: While creating a licence application you can do the following:

e If you find an error in a submitted licence application or you don’t want to continue with the
application, you can withdraw it. Refer to Withdraw a Licence Application.
Note: You can only withdraw an application before paying the fee.

e If you cannot complete payment for a submitted new licence application, click Back to return to
your My Dashboard screen. You can locate it later and pay the fee to make the licence current on
the Register. Refer to Pay a licence in the RSM Website.

e If the client will complete payment for the licence application, click Back to return to your My
Dashboard screen. Contact the client to advise them the licence application is ready for payment.
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Search for a client

If you don’t already have the number for your client, then you need to search for the client to obtain their
client number. You must login to RRF to search for clients.

1. Select Search > Clients to display the Search Client screen.

External RadioEngineeTARE

5 ARE/TELECOM NEW ZEALAND LTD 1

Search client

search

The Client Search screen functions as follows:

e You can search by client number, client name, NZBN number or billing name.
e Entering less information in the search criteria returns more results.

e There may be more than one client number for the same client. You must have the correct client
number when creating a licence.

2. Enter part of the Client name in the Search field for the client to which you want to issue the licence.
You can also use the billing name or NZBN number.
Note: Searching by client number is the recommended searching method.

3. Click Search. The search results display.

Dxtermal RadiolngineerARL "

m
iE) ARE/TELECOM NEW ZTALAND LTD 1

[ o |
Search client
.EJ--_l | L ]
Eas
Search results
Applied Biers: None & resulss found | Shawing [T8 pee page v
Client numb Sty Hidden  Type Client name | Billing name esidentialf Prysical address
BON: BOND n
BOND BOND BOND BOND L m
BOND AND BOND LIMITED BOND AND DOND LIMITED Level 2, 1 Nels eet, Auckland, NI m
Band and Band Bond and Boad n
HAS BOND LOGGING LTD HAS BOND LOGENG 110 n
£ W BOND AR £ W BOND m
KIWIBOND LIMITED ETWIBOND LIMITE n
E3 o |
e If required, click View and review the client’s record to check you have the correct client.
e Copy the client number to the clipboard.
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Create a Maritime Licence

Once you have identified the correct client, you can continue to create the application for a new licence.

1. Select Apply/Create > Licence to display the Apply for a New Licence screen.

S Sretom Administrator

@ system administrator

=3 =3
Client details

client*

Basic details

Licanca type *

Purposs of the sarvica

2. Enter the client number or name of the client into the Client field and select their name from the list
that displays. The client details display below.

e If required, search for the client, copy their client number to the clipboard then paste it into the
Client field (above). Refer to Search for a client.

3. Select Maritime in the Licence Type field drop down list. An additional mandatory field displays below
the licence type field.

e Click in the additional field and select from the list, (e.g. Ship). Another mandatory blank field
displays.

e Click in the second additional field and select from the list, (e.g. Ship — Voluntary).

4. The Commencement date for the licence defaults to today’s date, you can change this to a future date,
if required.

e If this is for a fixed term, tick the Fixed term check box and select the Expiry date. Otherwise leave
the check box blank.

5. Leave the Anniversary month for the licence as the default month that displays for your client, or select
a different month, if required.
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42 ARE/TELECOM NEW ZEALAND LT 13553

Client details

Residential/ Physical address

15T FLOOR ADMINISTRATION BUILDING, PORT TARANAKL MOTUROA, NEW PLYMOUTH, NZ

£mall
chris zawodny@med govi.ne

Basic details

Licence type *

6. Complete the Ship callsign details:
e Select the Equipment type option, (e.g. MF/HF & VHF).

e If required, tick each check box next the additional option(s) that display. You can leave these
unticked (as above).

e Enter the Vessel Name.

e Enter the callsign you want to use in the Callsign field (if you have one). You can leave this blank,
and you will be automatically assigned a callsign and MMSI.

Ship callsign details

Equipment type *

7. Upload the Maritime Vessel Safety Form document to the record.
e C(Click Upload.
e Locate the file and either:
o drag and drop it to the Maritime Vessel Safety Form area, or
o select the file and click Open.

e RRF checks the file before uploading it to RRF. A message displays to advice whether the file has
uploaded successfully.

e The name of the successfully uploaded file displays in the Upload area.
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December

Ship callsign details

Equipment type *

Vestsl Name *

Callsign @

Maritime Vessel Safety Form @

Drag and drop hles here to upload them ar click the upload button to chaose 3 file

RRF Maritime Vessel Safety Formpd(
MMS! for craft associated to parent ship @)
Rl Faent ship craf Mas)

8. Click Submit.

e If there are any errors, a message displays at the top of the Apply for a New Licence screen to advise
and it will not submit. Correct the error (it will be identified) and click Submit.

e If successful, the Licence Summary screen displays with a message at the top to advise the licence
application has been submitted. A second message then displays requesting you to pay.

Jeremy Logan

Licence Summary v Apply/Create \/  Maintain \/  PayFees \ Reference Data »~  Investigations n
© Licensing manager

© The Licence Application has been submitted

= N N
This is a planned licence on the Register. Select [Pay Now] to pay the required fees to complete the registration process. Alternatively, select [Create Invoice] to create an invoice.

Client details ~

client number Client name Email address

1526 PORT TARANAKI LIMITED chriszawodny@med. govt.nz

Application details ~

Application number Application status Application date

100032 Planned 16-Mar 2022

Basic licence details ~

Licence ID Licence number Licence status Licence reference
300032 Planned
Licence type

Maritime/Ship/Ship - Voluntary (W3)

Equipment type INMARSAT Satellite C communications equipment fitted? Selective Call Number (SCN) required?

Note: If the client’s default method of payment was direct debit, the Invoice Reference field and Create
Invoice button will not display.

9. Review details of the submitted application to check they are correct. It has the status of Planned.

e If there are any errors that need correcting, you can withdraw the application and start again. Refer
to Withdraw a Licence Application.

e If you are authorised to pay the licence fee on behalf of your client and can pay it now, refer to Pay
a licence in the RSM Website

10 CREATE RADIO LICENCE
RADIO SPECTRUM MANAGEMENT APPROVED PERSONS (ARC, ARE) USER GUIDE — VERSION 1.00


https://www.rsm.govt.nz/licensing/how-do-i/pay-a-licence/
https://www.rsm.govt.nz/licensing/how-do-i/pay-a-licence/

e If you are authorised by your client but cannot complete payment for the submitted new licence
application, click Back to return to your My Dashboard screen. You can locate it later and pay the
fee to make the licence current on the Register. Refer to Pay a licence in the RSM Website

e If yourclient is to complete payment for the licence application, click Back to return to your My
Dashboard screen. Contact the client to advise the licence application is ready for payment.

The process ends.
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Create an Aeronautical Licence

Once you have identified the correct client, you can continue to create the application for a new licence.

1. Select Apply/Create > Licence to display the Apply for a New Licence screen.

2. Enter the client number or name of the client into the Client field and select their name from the list
that displays. The client details display below.

e If required, search for the client, copy their client number to the clipboard then paste it into the
Client field (above). Refer to Search for a client.

@ ARE[TELECOM NEW JEALAND LTD 135563
Client details
Client *
Residential | Physical address
6 Somi Strest, Another Suburh, Major City, 112, K7
activate@rem govt ng
Basic details
Licencs tvos *

3. Select Aeronautical in the Licence Type field drop down list. An additional mandatory field displays
below the licence type field.

e Click in the blank mandatory field below Licence type and select from the list, (e.g. Aircraft).

e Click in the next blank mandatory field and select from the list, (e.g. Aircraft). Another mandatory
blank field displays.

e Click in the second additional field and select from the list, (e.g. Aircraft).

External RadiongineerARE -

WS ARE[TELECOM NEW ZEALAND LTD 135563

Client details

Résidl Laddress
26 Some Street, Another Suburb, Major City, 8112, NZ

activategrsm gove az

Basic details

Leence type *

4. The Commencement date for the licence defaults to today’s date, you can change this to a future date,
if required.

e If this is for a fixed term, tick the Fixed term check box and select the Expiry date. Otherwise leave
the check box blank.
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5. Leave the Anniversary month for the licence as the default month that displays for your client, or select
a different month, if required.

6. Enter the Callsign you require.

Annbersary manth *

Aircraft details

Callsign *

IKAAG

Additional Equipment Fitted

7. Click Submit.

e [If there are any errors, a message displays at the top of the Apply for a New Licence screen to advise
and it will not submit. For example, if the callsign you entered has already been used you are
requested to enter a different one and lists available callsigns:

Aircraft details

Callsign *
FEAAN
This (full.l'.ign has been used, please enler

different one. Available callsigns are:
ZHAAG, ZKAAH, ZEAM

o Enter one of the callsigns listed and click Submit.

e If successful, the Licence Summary screen displays with a message at the top to advise the licence
application has been submitted. A second message then displays requesting you to pay.

Jeremy Logan
© Licensing manager

Licence Summary v Apply/Create ~  Maintain v ReferenceData s Investigations

(&) The Licence Application has been submitted ®

= oo i

This is a planned licence on the Register. Select [Pay Now] to pay the required fees ta complete the registration process. Alternatively, select [Create Invaice] to create an invoice.

Client details ~

Client number client name Email address

507223 Benjamin Smart benjaminsmart@someisp.co.nz
Application details -

Application number Application status Application date

100031 Planned 16 Mar-2022

Licence type

Aeronautical Jaircraft faircraft (A1)

Basic licence details -

Licence D Licence number Licence status Licence reference

300031 Manned
Licence type Calisign
‘Aeronautical/Aircratt /Aitcraft (A1) KAG

Fixed term

No

Commencement date Expiry date Cancellation date Granted date

16-Mar-2022 - 0

Note: If the client’s default method of payment was direct debit, the Invoice Reference field and Create
Invoice button will not display.

8. Review details of the submitted application to check they are correct. It has the status of Planned.
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e If there are any errors that need correcting, you can withdraw the application and start again. Refer
to Withdraw a Licence Application.

e If you are authorised to pay the licence fee on behalf of your client and can pay it now, refer to Pay
a licence in the RSM Website.

e If you are authorised by your client but cannot complete payment for the submitted new licence
application, click Back to return to your My Dashboard screen. You can locate it later and pay the
fee to make the licence current on the Register. Refer to Pay a licence in the RSM Website.

e If yourclient is to complete payment for the licence application, click Back to return to your My
Dashboard screen. Contact the client to advise the licence application is ready for payment.

The process ends.
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Create a Land Mobile - General Channel Licence

You can create an application for a Land Mobile licence for up to 10 general simplex channels without having
to engage an Approved Radio Certifier (ARC) or an Approved Radio Engineer (ARC).

1. Select Apply/Create > Licence to display the Apply for a New Licence screen.

2. Enter the client number or name of the client into the Client field and select their name from the list
that displays. The client details display below.

e If required, search for the client, copy their client number to the clipboard then paste it into the
Client field (above). Refer to Search for a client.

3. Select Land Mobile in the Licence Type field drop down list. An additional mandatory field displays
below the licence type field.

e Click in the additional field and select from the list, (e.g. Simplex). Another mandatory blank field
displays.

e Click in the second additional field and select from the list, (e.g. Land Simplex — General Channels).

Client details

smartclient@mbiegovtn:

Basic details

Licence type *

simples

Preferred band(s) *

4. Click in the Preferred band(s) field and select the band from the list, (e.g. Land Mobile “C” Band). Only
bands applicable to the licence type are listed. This is a multi-selection field, so you can select more than
one band, (e.g. Land Mobile “C” Band, Land Mobile “D” Band).

Note: If you selected a band that requires LA approval, (e.g. HF AM (Radio), Amateur Repeater), your
licence application will be automatically sent to the LA when submitted. You will receive advice of the
outcome by email and in your My Dashboard screen.

5. Click in the Channels field and select the channel you require for each Band from the list. Only general
channels relative to the selected type of licence will display. Some channels indicate the channel
loading, (e.g. FNX125 (15 Existing Licences), to advise the number of existing licences using that channel.
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Basic details

Licence type *

Lasnd Mabite

Preferred band(s) *

407 - 450 Meiz [ Land Mabile “C* Band ) [ ]

Channals *

N3

ASEINTS - A5B.54 MHz | Land Mobile "D" Band ) [+]
Channels* @

Purpase of the service

[ rined term
Commencemant date:
12022
AnstversAry manth *

May

Acditional information

Note: When you select more than one band (in the Preferred band(s) field), a separate Channel field
displays for to each band and you will need to select the channel(s) for each.

6. The Commencement date for the licence defaults to today’s date, you can change this to a future date,
if required.

e If thisis for a fixed term, tick the Fixed term check box and select the Expiry date. Otherwise leave
the check box blank.

7. Leave the Anniversary month for the licence as the default month that displays for your client, or select
a different month, if required.

8. Complete the Land Simplex details:
e Enter the Number of Sets required, (e.g. 5).

e Select the Location from the list, (e.g. All New Zealand).

Breferred bandis) *

440,75 - 450 MHz | Larsd Mobile °C" Da. SB35 - 458.5% Mz | Land Mabile
&44.75 - 450 MHz [ Land Mobdle °C* Band ) 0
Channets*

H58.3375 - 458,54 Mz { Land Mobile D" Band ) (]

Channels*

Purpese of the service

Commencement date:
1-Jum 2002

Anniversary mosth *

May

Additional Information

Land simplex details

Number of sets *

Site details - transmit location

Lecatian *

Al New Zealand

[ ma | E3 o
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9. Click Submit.

e If there are any errors, a message displays at the top of the Apply for a New Licence screen to advise
and it will not submit. Correct the error (it will be identified) and click Submit.

e If successful, the Licence Summary screen displays with a message at the top to advise the licence
application has been submitted. A second message then displays requesting you to pay.

(55 The Lo Applicafice Ras boen abesstied

|| KD EITE
This is a planned licence an the Aegister. Select [Pay Now] 1o pay the required fees to compiete the registration process. Alternativedy, select [Create Involce] 1o create an invaice,
e i e [ ]
Client details
Client Aumber Client name Eniail address
= ELECTRICITY ASHBURTON LIMITED smart.clientgpmbie govt.ne

Application details ~

Application nember Apgiication status Aaplicition date
100044 Flanned +Hun-2021
Ugence typt

Land Mobil plex [{T5)

Basic licence details ~

Usence 61 Usence number Ugence status Ucence reference

30005 - Planned

Liganes typs Numbar of 513

Land i - General Channels (LG) 5

Engineer

RSM Engimeeting

Note: If the client’s default method of payment was direct debit, the Invoice Reference field and Create
Invoice button will not display.

10. Review details of the submitted application to check they are correct and that you are happy with the
channel(s) selected. It has the status of Planned.

BEM Engineering

e term
Mo

Commencement date Expiry date Camellation date Granted date

Hun2022

Related licences -

Spectrum details -

Channel Low (MHz) High (Miz) e froq. (Mz} Power diwieirp]  Emission Pularisation

CNX18

| vaew |
| FransS
Transmit location details ~
Location name Grid reference Artenna Equipment
AN View
Receive location details -
UNKHG View
Conditions ~
Specific conditions
A coded squelch system and flor Analogue CTCSS tone shall be wied on all radio appasatus covered by this licence. Simplex is ice; ey g must be talirted.

o

e If there are any errors that need correcting, you can withdraw the application and start again. Refer
to Withdraw a Licence Application.
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e If you are authorised to pay the licence fee on behalf of your client and can pay it now, refer to Pay
a licence in the RSM Website.

e If you are authorised by your client but cannot complete payment for the submitted new licence
application, click Back to return to your My Dashboard screen. You can locate it later and pay the
fee to make the licence current on the Register. Refer to Pay a licence in the RSM Website.

e If yourclient is to complete payment for the licence application, click Back to return to your My
Dashboard screen. Contact the client to advise the licence application is ready for payment.

The process ends.
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Create a Microwave Fixed Point-to-Point Bi-directional Licence

This type of licence requires the ARE or ARC to craft the licence for their client.

1. Select Apply/Create > Licence to display the Apply for a New Licence screen.

2. Enter the client number in the Client field and select their name from the list. Their client details display
in the fields below.

e If required, search for the client, copy their client number to the clipboard then paste it into the
Client field (above). Refer to Search for a client.

External RadioEngineerARE -~
© ARE[TELECOM NEW ZEALAND LTD 135561
Client details
Client®
) MILE REALTY LIMITED (600078)
Residential /Prysical address
180 Bank Street, Regent, Whangarei, 0112, NI
Email
tastarSE@InstRrmonra.cam
Basic details
Licence type *

3. Select Fixed in the Licence Type field drop down list. An additional mandatory field displays below the
licence type field.

e Click in the additional field and select from the list, (i.e. Point-point). Another mandatory blank field
displays.

e Click in the second additional field and select from the list, (e.g. Fixed >=1 GHz (Bi-directional)).

4. Click in the Preferred band(s) field and select the band from the list, (e.g. 10700 — 11700 MHz (Fixed
“11G” Band)). Only bands applicable to the selected licence type are listed. This is a multi-selection field
so you can select more than one band, if required.

Basic details

Licence type *
Fixed

Point-ta-paint

10700 - 11700 MHz ( Fixed 116" Band ) [ ]
Engineer *
External RadioEngineerARE

Purpose of the service

New bicence

[] Fixed term

Commencement date

7-un-2022

Anniversary menth *

February

Additional information

3 El o

5. Enter the Purpose of the service, (e.g. New licence), if required.
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6. The Commencement date for the licence defaults to today’s date, you can change this to a future date,
if required.

e If thisis for a fixed term, tick the Fixed term check box and select the Expiry date. Otherwise leave
the check box blank.

7. Leave the Anniversary month for the licence as the default month that displays for your client, or select
a different month, if required.

8. Click Submit.

e If there are any errors, a message displays at the top of the Apply for a New Licence screen to advise
and it will not submit. Correct the error (it will be identified) and click Submit.

e If successful, the Craft screen displays with a message at the top to advise the licence application
has been submitted. Go to Craft the Point-to-point Bi-directional Licence.

B ARE[TELECOM NEW ZEALAND LTD 135563

%) The Licence application has been submitted

Client details ~

Client number Clignt name
600079 S0 MILE REALTY LIMITED

Application details -

Application number Application status Application date

W0oER Awaiting Engineering Certification Tlun-2022

Note: If you selected a band that requires LA approval, (e.g. HF AM (Radio), Amateur Repeater), you
remain in the Apply for a new licence screen. A message displays at the top of the screen to advice the
licence application has been submitted and the application status is now Awaiting Licencing Agency
Recommendation.

o Once the LA has reviewed your application you will receive an email advice and the application
will display in your My Dashboard screen for action.

o If the LA Declined, you remain in the Apply for a new licence’ screen. Change the details on the
application and submit again.

o If the LA Approved, the Craft screen displays. Go to Craft the Point-to-point Bi-directional
Licence.
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Craft the Point-to-point Bi-directional Licence

Once you submit your licence application or after the LA has approved the band(s) you selected, the Craft
screen displays and takes you to the Basic licence details section to complete.

Before licence can be certified you must complete all five (5) crafting sections. As you indicate each section is
complete, (i.e. Done), a ticked green icon displays next to the section heading. You can make edits to the
data in any completed section before making payment.

Note: You can withdraw the licence at any time until the licence has been certified. Refer to Withdraw a
Licence Application.

Craft the basic licence details
1. Scroll down the Craft screen to view the Basic licence details. The only mandatory field is Licence

Application details ~
Application numbe Application status Application date
100609 Awaiting Engineering Certification Tlun-2022
Licence type
Fixed /Point-to-point/ Fixed =1 GHz (Bi-girectional) (F))
O Basic licence details Done
Licence 1D Licence number Licence status
300857 - incomplete
Licence reference
Licence type
Fixed / Poi point | Fixed >=1 ) (E1) SRR
System ID €SV code Description
Licence classification *
Transmit with Receive Protectios
Engineer
External RadioEngineerARE (AREB00Z)
[ Fixed term
Commencement date
7-Jun-2022
Anniversary month * Annual licence fees
February | $150.00

e If required, update or add any information and click Save.

2. Click Done. The screen refreshes and displays a ticked green icon next to Basic licence indicating it has
been completed and you are taken to the next section, (i.e. Spectrum details).

Craft the Spectrum details
You now craft the spectrum details for the licence.
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Application details -
Application number Application status Application date
W0 Awalting Engineering Cortification Tejun-2037
Licence type
° Basic licence details Continue crafting |
@ Spectrum details Doas |
| @
Channed Low (MHz) igh (Miz) Rod froq. (MHz)  Powsr dBw(sip)  Emission Polarisation
O Transmit location details comcBl
O Receive location details Done
© Conditions Dose |
file note and attachment -

3. Inthe Spectrum details section, begin entering the channel you require in the Search for a spectrum
record field, (e.g. 11g2). Select the channel you require from the list. It displays under Spectrum details.

@ Spectrum details

Low (MHz)

High {Miz)

WS,

Ref. froq. (Mz)  Power dEWlsirp)  Emission

Remove

4. Click View and complete the mandatory fields to update the spectrum information. For example:

e Select the frequency in the Polarisation field list, (e.g. Vertical).

e Update the Power dBW (eirp) field, (e.g. 30).

e Change the frequency in the Emissions field, (e.g. 40m0d7wwx).

© Basic licence details

@ Spectrum details

Channel

Spectrum details
Spectrum type
Channel

Start date
Telune2azd

Remarks

Low (Miz)

High (Miz)

Spectrum status

Pending

End date

Rof froq. (MHz)  Power diwieirp)  Emission

Service type

Fixed

Reference frequencies
Red, Freq, (MHz) =
| 10755.000000

Emissions *

*OmodTwwx

Frequency type *

Carrier Frequency

NEDL

Pawer dBW (eirp) * Power type *

Mean Power

| continue crafting |

Done

Polarisation *

Vertical

Tolerance

. I 75 pam |

RADIO SPECTRUM MANAGEMENT
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e C(Click Save.

5. Click Done in the Spectrum details section. A ticked green icon displays for the Spectrum details
indicating it has been completed and you are taken to the next section, (i.e. Transmit location details).

Craft Transmit Location details
You now craft the transmit location for the licence.

@ Basic licence

Continut crafting ]

@ Spectrum details Continue crafting |

O Transmit location details | Dome _!

Search transmix location

O Receive location details Done |

O conditions pone |

File note and attachment -

1. Type the location in the Search transmit location field, (e.g. Kaukau). This can be a location name,
location ID or location description.

e |If required, click More Options to select a Location Type and/or Georeference details.

2. Click Search. A list of matching locations displays.
Note: If you entered a location ID only one record displays.

@ Basic liconce details | continue erafting |
@ Spectrum details
© Transmit location detalls .
Search transmit location
Kaukau | [ ]
Search results
Applied fiters: Location type: Point, Location visibility: Visible 1 results found | Showing (20 pee page |
[ Amude  Map Lasting Morthing Déstrict
Select |
KALEAL select |
WALICAL ;J“l
v RAUEAY 5 Bt po—— N - __u_~|:n“|
RA MCALICAL 33 ey |
7 MALIKAL Vodafone G5M cellula a3 BoM 48873 B | Q@
e Click Select next to the location you require.
23 CREATE RADIO LICENCE
RADIO SPECTRUM MANAGEMENT

APPROVED PERSONS (ARC, ARE) USER GUIDE — VERSION 1.00



@ Spectrum details ! Cant

O Transmit location details Done

3. Click View. The transmit location details display to enter the antenna information.
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.

Transmit location

Location name Location type
T4 KALIKAL POINT

Map Easting Northing
B 9079 AT

Antenna

Search antenna

Make Model

1 ANDREW WVHLPNZ.5-15
Ty Remarks
PARABOLIC 11G BAND ¥pol 30 dB.
Specifications for Z band (30.7-11.7 GHz) frequency range
only.
Azimuth (wrt True North) Elevation (wrt Horizontal) Height (AGL mitres) *
Equipment
Search equipment *
Version Make Model
1 AIAT 00U 600

Propagation

Configuration loss (dB)

e Begin typing the antenna type in the Search antenna field, (e.g. 11g) and select the one you require
from the list. Details of the selected antenna display below.
Note: If required, you can click the antenna identifier link to view the antenna record.

e Enter the height of the antenna in the Height (AGL metres) field, (e.g. 25). The Azimuth and
Elevation fields are optional.

e Begin typing the equipment identifier, make or model in the Search equipment field, (e.g. Aviat)
and select the relevant option from the list. Details of the selected equipment display below this
field.

Note: If required, you can click the equipment identifier link to view the equipment record.

e Click Save. The transmit location record displays.

O Transmit location details Done

View Remave

4. Click Done in the Transmit location details section. A ticked green icon displays for the Transmit location
details indicating it has been completed and you are taken to the next section, (i.e. Receive location
details)
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Craft Receive Location details
You now craft the receive location for the licence.

@ Basic licence detalls mmﬁj
@ Spectrum details [ continee erafting |
@ Transmit location detalls Continue crafiing |
0 Receive location details Done

Saarch receive location

| search | @
Location name Grid reference Antenna Couipment
O Conditions [ oane |
File note and attachment - + Add

1. Type the receive location in the Search receive location field, (e.g. Towai). This can be a location name,
location ID or location description.

e If required, click More Options to select a Location Type and/or Georeference details.

O Receive location details [~ boas |

Seanch receive location

| Search | (]

Location Type

| point

Georeference details

Georeference type

2. Click Search. A list of matching locations displays.
Note: If you entered a location ID only one record displays.

0 Receive location details bone |

Search receive location

T | o

ERETS
Search results

Applied filters: Location type: Point, Location visibility: Visible 17 results found | Showing (20 per page |

0 Location name Location description | Aliiuade Map Easting Morthing Disarhct
7 W1 TOWA 48 A0 Select
5 PAPATOWAI o
5 PAPATOWAI 500 [ 3138 19098 ar M
5 PAPATOWAIVAFF FIRE  Popatowal Voluntary Ausal Fire Py
STATION Farce
1580 TOWAI 204 ey =
5835 TOWAI s Salect
R M)
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e Click Select next to the location you require. The selected receive location displays in the Receive
location details area.

0 Receive lacation details

Location na o B referens Beremna Tquipmen

3. Click View. The receive location details display ready for you to enter the antenna information.
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.

Receive location
TOWAI POINT
asting Northing
b 8478 33388
Antenna
Search antenna *
ntenna identifier Yersion Make Model
2964 1 ANDREW VHLPIZL5-15
Type Remarks
PARABOLIC 11G BAND Npol 30 dB.
specifications for Z band [10.7-11.7 GHz) frequency rnge
onky,

Azimuth (wrt Troe North) Elevation (wrt Horizontal) Height (AGL metres) *

Equipment

Search equipment *

Equipment dentifier Wersion Make Magel
2008 1 AT 00U 600

Propagation

Confguration loss (d8) Protection radio (dB) Bearing (Degrees) Fath loss (d&)

Wanted signal Measured signal MRS

= °

e Begin typing the antenna type in the Search antenna field, (e.g. 11g) and select the one you require
from the list. Details of the selected antenna display below.
Note: If required, you can click the antenna identifier link to view the antenna record.

e Enter the height of the antenna in the Height (AGL metres) field, (e.g. 30). The Azimuth and
Elevation fields are optional.

e Begin typing the equipment identifier, make or model in the Search equipment field, (e.g. Aviat)
and select the relevant option from the list. Details of the selected equipment display below the
field.

Note: If required, you can click the equipment identifier link to view the equipment record.

e Click Save. The receive location record displays.

) Receive location details Bone

Location name Grid reference

4. Click Done in the Receive location details section. A ticked green icon displays for the Receive location
details indicating it has been completed and you are taken to the next section, (i.e. Conditions).
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Craft Condition details
You now add any conditions to the licence, if applicable.

O Conditions

Specific canditions

File note and attachment -

o
Continue crafting

Comtinue crafting |
[ continee r.'.\‘.h.r.s

Done
1

o

1. Enter any details of the condition of the licence in the Special conditions field, if appropriate and click

Save.

Note: If there are no conditions, leave the field blank and go to the next step.

2. Click Done in the Conditions section. A ticked green icon displays for Conditions indicating it has been

completed.

e If additional edits are required to already crafted items, click Continue crafting for the section, make

the edit then click Done.

e |If all crafting details are complete, (i.e. all sections display a ticked green icon), the Craft screen
refreshes and displays a message to advise the associated record has not yet been created.

e Go to Create an Associated Licence Record.

Reference file no

[y ————

Client details -

Clignt numbsr

HO0OTY

Application details

Apglication number

w0609

cence bype

T) select [Certity] o certify a4l Ticences including assaciated licences below as per the condizions of the Engineers Certificate.

Engineer's notes

ated yet, Please creats the assoclates Brance

Client ame
90 MILE REALTY LIMITED

Agplication status

Awaiting Engineering Certification

Gz (R

Application date

Tun-2022

(D) ARE[TELECOM NEW ZEALAND LTD 135563

Continue crafting

RADIO SPECTRUM MANAGEMENT
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Create an Associated Licence Record

When all sections of the original licence are complete a ticked green icon displays in front of each section
and the Craft screen displays new fields and options at the top of the screen. There is also a message to
advise the associated record has not yet been created. In this example, it states that you need to create an
associated record because this is a bi-directional licence.

Extarmsl RadicEngineeriRs -
12 ARE/TELECOM NEW ZEALAND |

2 Sedect [Centify] o centify all livences including associated licences below as per the tanditions of the Engineer's Certificate,
Reference fle no. Engineer's notes
W Aasociated licence not created yet. Please creste the assodated licence.

Client details

Clisnt number Cilant name

BO00TS 90 MILE REALTY LIMITED

1. Click Create Associated Record. RRF creates the associated licence record (based on the primary licence
you created) and refreshes the screen. The Associated record number displays as a hyperlink under the
Associations section with the Retain check box ticked.

-3
{2 ARE/SMART BUSINESS LIMITED 506882

T} Primary Borace: Assotived with Licence ID{sk: 30008

23 Sebect [Ceitify] to certity al livences including associated liceices below a5 pes the conditions of the Enginesr's Ceiticate,
Reference file no. Engineer's notes
Q Asocieted e

Client details

Ciient name

SMART BUSINESS LIMITED

Application details -

Application number Application statr

107500 Awaitineg Engingering Cortification 15-Feb-2003

eace ype

it Foueed < YGHE BW

Tagw Liennee
& Basic licence details Camtinue crafting
Associations
Rwtain
B soae o

2. Open the associate record to review and craft:

e Scroll down the screen to Associations section and click the associated licence ID hyperlink to
display the associated licence record. The primary licence ID hyperlink now displays in the
Associations section.
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B
@ ARF/SMART BUSINFSS LIMITIT) SORSAZ

Client details

ror name Fma andress

06682 SMART BUSINESS LIMITED SMART.INFOEMBIE GINT.NI

Application details

Application Sace

15l 2073

tued o Vakz BW

@ Basic licence details | tcontinue crating
Associations -

O Speary

@ T 0

& " o

[
® Condition Cantine crating

Note: The same sections display for the associated licence record, as for the Primary licence, (i.e.
Spectrum details, Transmit location details, Receive location details and Conditions). A ticked green
icon in front of each section indicates they are complete.

3. Click each section to view details and check the information is correct. The transmit and receive details
will be reversed in the associated licence record.

e If you need to edit or add any information for the associated licence:

o Click Continue crafting for the relative section. The icon changes to a red exclamation mark (!)
and allows you to edit details. The following example is for editing Spectrum details:

Associations -~
) Spectrum details | one
Chancel Low (i) High (msez) Reffreq. (MR Power dewieirp)  Emission Folarisation
9o : At ki ===

o Click View, make the edits you require, (e.g. change the Power dBW (eirp) field to 25) and click
Save.

o Click Done. The ticked green icon displays for the Spectrum details section.
4. Return to the Primary Licence record. To do this, either:
e Click the licence ID hyperlink (below Associations), or

e Click the back arrow of your browser.
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Eatremal Bacinlginrerdlf -
@ ARE/SMARY BUSINESS LIMITED 506682

Client details

Aumber

o SALART BUSINESS LISITED

Application details

Application member Appoation ssans

w00 taiting Emginerring Cortibeation

Fidl| Point-Ao-guodet. Faied < 1GHE BW 5081z (Bi-Girectional) (F6)

Associations

Rewsin

SMART INFO@MBIE GOVT AT

1-Feb-200

Contims crafting

Comtis cating | 1]

If you decide the associated licence needs to be recrafted or recreated click the Retain check box (to

remove the tick) next to the associated record to deactivate the Certify button. You can either:

o recraft the associated licence (or primary licence) or click Recreate Associated Licence to reset

the parameters to be the same as the primary licence.

o Return to the step above to open the Associated licence and craft it again.

If crafting completed and the Certify button is not active, click the Retain check box (to add a tick)

for each associated record.

External RadioEngineesARE

=
© ARE/SMART BUSINESS LIMITED 506682

T setect [Certay] to certify all icences Including sszociated hotnces belo

Reference e no.

Client details
cot mamber Cliest name
06682 SMART BUSINESS LIMITED

Application details

Application number application szatus

07900 Amating Engineering Certifcation

cence type

Flund /Poine to point /Faxed < 3GH; BN >S50k (8- disoctional) (FG)

Associations

Retain

€ondItions of the Enginters Certacay

£l
Fmat address
SMART.INFO@MBIE GOVT.NE
15-Fed2083
tinve crading

RADIO SPECTRUM MANAGEMENT

Go to Certify and Confirm Radio Licence.
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Certify and Confirm Radio Licence

After creating the associated record for the licence you return to the primary licence record for the radio
licence you are crafting.

You now need to certify the radio licence to create the certificate then confirm the details to register the
radio licence in Register of Radio Frequencies (the RRF).

The radio licence can be confirmed by the client or by an ARE or ARC if they have authority from the client.

If you have more than one licence to certify or confirm, you can certify or confirm them at once rather than
individually. Refer to Certify or Confirm Multiple Applications.

Certify the radio licence

Only an ARE or ARC can certify a licence. You can only certify a licence after any associated licences have
been completed.

[xmernal madid ngiseeraid .

"
ARE [ SMART BUSINESS LIMITED SC6681

Emgineer's notes

Client details

1. Enter any relevant details in the Reference file no. field and include any other reference information in
the Engineer’s notes field, if appropriate.

e If required, click Engineer’s Certificate to view what you (as the engineer) are certifying to.

e If you find the associated licence needs to be re-crafted, untick the Retain check box and click
Recreate Associated Licence to reset the parameters to be the same as the primary licence. Open
the Associated licence and craft it again.

2. Click Certify. The Licence Summary screen displays with a message to advise the radio engineer’s
certificate has been successfully created and each licence has a status of Planned.
Note: Only an ARE or ARC can certify a licence.
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m Extemal
1B ARE/SMART BUSINESS LIMITED 506680

Client details

Application details

Fisoed Paint-bor-pesint Fove-d < Wbz, BW ~50kiz (B-directionadl (FG)

Basic licence details

Note: The Return to engineer button allows the client to return the application to the engineer for more
crafting work if errors are found after certification.

Click View Certificate to review details to ensure they are correct.
e [f all details are correct:
o Return to the Licence Summary screen.

o Go to Confirm the radio licence.

Note: If the client returns the application to you for rework you will receive a task in your My Dashboard
screen. You will open the task and if you intend to make changes to the application, click Delete
Certificate to remove the existing certificate.

Confirm the radio licence

The radio licence can be confirmed by the client or by an ARE if they have been given the authority by the
client.

1.

If appropriate, contact your client to advise them the licence is ready for them to confirm. If they are to
complete this process, they will review the licence details and:

e If all correct, they will click Confirm. The licence and it will go to the licensing Team who will check it
against the RSM licensing policy for granting and advise the client the outcome and if granted,
request payment.

e If the client finds errors, they will click Return to Engineer, enter a Rejection reason and click OK to
return it to the engineer (ARE) for re-work. The Engineer will receive a task in their My Dashboard
screen for action.

If you, (i.e. ARE or ARC) have authority from your client to confirm the licence in the Licence Summary
screen:
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External

2 .
1B AHE[SMART BUSINESS LIMITED

nrer's certificate fie each lieenie bas been Sarerafully eorated Tack lieence i o Plannedt

T Primary icence: Associsted wth Licence ID{sk 300061
E=A = I e )
Select [Cunfirm] to verify the detaiis of the lvemoelsh betow meet your requirements, I set, then select [Retur to Engi 1w notify the engineer what changes are reqaired.
=n
Client details
Femail adde
sosesz SMART BUSINESS LIMITED SMARLINFO@MESLGOVINE

Application details -

Application number Application statis

W asngd -Feb-20a)

Livence Lype

Fisoed Paint-bo-peaint Fovesd < Wbz, BW >B0kiz (Bi-dinectionad) (FG)

Basic licence details

Licence I Licence numbe Licence stats Licence selerence

32060 - Panned

Licence type PR e
GHT, BW *S04kHT

Lisence classification

Trarmmit with Receive Protection

Base calisignis) Mabite catsignis]

e Click View Certificate to review details (if required).
3. If all details are correct, click Confirm.

e A message displays to advise the licence has been confirmed and assigned to the Licensing Team.
The Licensing Team will check it against the RSM licensing policy for granting and advise.

e Close the Licence Summary screen.

4. When you receive advice from the licensing team, go to Receive Outcome from Licensing Team.
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Certify or Confirm Multiple Applications

When you have more than one application to certify or to confirm, you can certify or confirm them at once
rather than individually.

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

g Exemal RadioEngineerARE

2 ARE/Kordia Limsted 134499

Welcome to the Register of Radio Frequencies Shortcuts @
Apply[Create - Licence o
Search - Clients o
Search - Licences o
The following activities for the related client above require attention: Bafipncs Daes - Enupimane 9
/b, There are curment licences thet have enewsd bees due Py Fos (Renewal)
Tasks () Ercable Mt Sotect
Date Description Dus date Actions
Apply far mdin or spectnem licence ) coung: &
Conirm lcence | Chient 10; 600000 | Agp ID: %7339 | Licence ID; 301258 20-Decanal | "
Mare Open
M T Lt M AGM Mar223 o || open |
Ml Morn | nen |
More || Open
2. Click Enable Multi Select. A radio button displays in front of each task.
Tasks () Disable Multi Select
~  Date Description Due date Actions
Apply for radio or spectrum licence > Mo tasks selected (@ count: ¢
@) 22-Nov-2022 15:07 Confirm licence 20-Dec-2022
10-Jan-2023 15:09 Craft licence 10-Feb-2023
1-Feb-2023 10:34 Craft licence 1-Mar-2023
O 2-Feb-2023 15:05 Certify licence 2-Mar-2023
O 2-Feb-2023 15:40 Certify licence 2-Mar-2023
L3

3. Click the Select check box in front of the first application to confirm. Only those applications with the
‘certify’ call to action task will be listed to select.

4. Select the other radio licences in the list you want to certify.

R

@ - Date Description Due date Actions.

Apply for radio or spectrum licence > Tasks selected (2) count: 2

o 2-Feb-2023 15:05 Certify licence 2-Mar-2023
o 2-Feb-2023 15:40 Certify licence 2-Mar-2023
»

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.
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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.

Optional
Engineer's Notes

Optional

Note: This example is for the Certify call to action.

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.

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

Confirm multiple radio licences

Follow these steps to confirm multiple radio licences. Refer to the screen shots for Certify multiple radio
licences above.

1.
2.

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 Select check box in front the first application to confirm. Only those applications with the
‘confirm’ call to action task will be listed to select.

Select the other radio 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.

Click Action Selected. The Confirm call to action displays.

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

= I
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e If you decide 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 for each application in their My Dashboard screen for action.

6. Click Confirm Licence. The selected applications are now confirmed.

e A message displays to advise the licence(s) are confirmed and assigned to the Licensing Team. The
Licensing Team will check it against the RSM licensing policy for granting and advise.

7. When you receive advice from the licencing team go to Receive Outcome from Licensing Team.
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Receive Outcome from Licensing Team

When the Licensing Team has examined the licence application and completed their licensing checks, you
and/or your client will receive an email to advise whether it has been granted.

Should the licence application require rework, it will be sent back to you and display in your My Dashboard

screen.

1. If the Licensing Team Examiner referred the licence application back to you for rework, it will display
under in your My Dashboard screen.

Go to the Tasks section and locate the licence application.
Click Open to display the record,
Complete the rework required and click Certify

Either get the client to confirm the licence details or if you have authority for the client, click
Confirm.

Wait for advice from the licensing Team and repeat this process.

2. If the Licensing Team Examiner grants the licence, it is now ready for the Licence fee to be paid.

If you are paying on behalf of your client, you will receive an email requesting payment. Refer to Pay
a licence in the RSM Website.

If the client needs to pay the licence fee, they will receive an email and action the payment to
complete.

Once the licence fee has been paid, the radio licence will have a status of Current and display on the
Register.

The process ends.

Withdraw a Licence Application

You have the option to withdraw a licence application if you find an error in the submitted application. For
example, a wrong callsign, wrong ship name, you have the right client, but the wrong entity for that client,

etc.

Note: You can only withdraw a licence application before certifying or when the client declines the
application after certification and returns it to the engineer.

1. Inthe Licence Summary screen, click Withdraw Application.

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

My Dashboard

3) Application has been withdrawn.

alert
Shortcuts @ ~

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

The process ends.
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Add Reference Data

An ARE and ARC can add the following reference data if it does not exist in the RRF. The reference data you
can add is:

e Add Equipment
e Add Antenna
e Add Location

Once added, the reference data will display in the drop down list for selection a transmit or receive location
for your licence.

Add Equipment
Follow these steps to add new equipment to the reference data for RRF.

2. Display the My Dashboard screen.

3. Select Reference Data > Equipment. The Search Equipment screen displays.

Extwrnal RadiolghorerdRE
5 ARYSMART BISINESS LIMITT 506687

Search equipment

Search®

Search results

4. Perform a search for the equipment.
e Enter the make, model or type of equipment to search for and click Search.
e Check the search results to ensure the equipment doesn’t already exist.

5. Click Add a New Equipment to display the Create Equipment screen.

fxternal Racdiof ngineerdBf
8 ARE/SMWART BUSIMESS LIMITED 50660
E
e
Madel
[
Remaris
=1

6. Enter details of the equipment in the fields. Ensure you complete the mandatory fields and add any
information in the Remarks field (if required).

7. Click Save. This new equipment will now display for you to select from the drop down list when adding
equipment to a transmit or receive location while crafting a licence.
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Add Antenna

Follow these steps to add a new antenna to the reference data for RRF.

1. Display the My Dashboard screen.
2. Select Reference Data > Antenna. The Search Antenna screen displays.

[ L,

@ AL TELECOM NEW ZEALAND LTD 113563

search antenna

Sparcn

3. Perform a search for the antenna.
e Enter the make, model or type of antenna to search for and click Search.
e Check the search results to ensure the antenna doesn’t already exist.

4. Click Add a New Antenna to display the Create Antenna screen.

External RadioEnginesrAls -
B ARETELECOM MEW ZEALAND LTD 135563

Mk * Mossl

Tyee*

Frequency

Low (MH2) * High (MHa) *

Gain @ -

Lo (861) i o) High {280

Other details

Beamwidth () * Diamater (m) Front-Back atic (d8)* Tpol (g8}

Remarks

5. Enter details of the antenna in the fields. Ensure you complete the mandatory fields and add any
information in the Remarks field (if required).

6. Click Save. This new antenna will now display for you to select from the drop down list when adding an
antenna to a transmit or receive location while crafting a licence.
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Add Location

Follow these steps to add a new location to the reference data for RRF.

1. Display the My Dashboard screen.

2. Select Reference Data > Locations. The Search Locations screen displays.

Extarnal RadioEnginesrhRE -

& ARLITELECOM NEW ZCALAND LTD 135563

Search location

) Piaas apocity your quer
Saarch

Tatman Seb

3. Perform a search for the location. Hide the map, if required.
e Enter the keyword for the location or its description to search for and click Search.
e Check the search results to ensure the antenna doesn’t already exist.

4. Click Add a Location to display the Create Location screen.

Dol RadioErginearafE -

8 ARE/TELECOM NEW ZEALAKD LTD 135563

it

Locatien name District(s)

Lncatien deseription Sk owner dotalts

antituce * unit

[] veritec

Soure

Georeference details

Georefarence type =

TOPOSY

Map*® Easting * Worthing *

5. Enter details of the location in the fields. Ensure you complete the mandatory fields and add
information in the Location description and Site owner details fields (if required).

6. Click Save. This new location will now display for you to select from the drop down list when adding a
location of a transmit or receive location while crafting a licence.
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