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Introduction

This document details the process for Approved Radio Engineers (AREs) to create a new spectrum licence in
the Register of Radio Frequencies (the RRF).

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.

e We strongly recommend that spectrum licences are created online using the RRF system, but, if
necessary, they can be created offline using a paper-based method.

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. 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 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)
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Radio Licence Certification Rules (PIB 38)

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

Audit Procedures for Engineering Certificates issued by Approved Persons (PIB 40)

Radio Licence Policy Rules (PIB 58)

Policy rules for Crown Spectrum Management Rights (PIB 59).

Licence Agency Consideration

Depending on the spectrum 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

Version Date Details

0.01 October 2022 . .
0.02 December 2022 Draft RRF version 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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Create a Spectrum Licence

An Approved Radio Engineer can create new spectrum licences for their clients. Before a new licence can
be added to the register, you must create a new licence application. The application generates the relevant

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 a spectrum (i.e. engineered) licence. For example, a spectrum licence in

a Crown-owned Management Right (MR) in the AM, FM and TV broadcasting frequencies.

Login to the RRF

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

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

to display the Register of Radio Frequencies (RRF).

{n} Register of Radio Frequencies #re

The Register of Radio Frequencies

The Register of Radio Frequencies (RRF) i3 a pubd)

ing the licence or spectrum rightholder details.

Search Certificates

Search Licences

Search Callsigns

search for licences on the register search for certificates on the

register

search for callsigns on the register

Search Licences to Supply
Radio Transmitters

Link your existing account in
the new RRF

R -

Search for licences to supply radio Link your old account details in
transmitters on the register new RAEF

Create an Account

B

Set up your RealMe Account to
access the RRF

TRY OF BUSINESS,
N & EMPLOYMENT

@

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

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

message displays.

IMPORTANT NOTE FOR ARE's AND ARC's

As an approved radio engineer (ARE) or certi fier (ARC), you are authorised to
search records that 2 u ewing under the
provisions of se ;uon 5 Act 1959, Your LOGON will

cation,
d e(or{‘s t'(cepl fo 1neo|rno o5 of

thheld '((-’)rﬁ

If you do not accept these conditions, the results will contain enly Public
records,
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Search AtoNs

search for AtoNs on the register

How to Apply for Licences

B
Find out how 1o apply for a licence

vhich the licence ar spectr
ence Uansfers and cancell
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Login 1 create [

ic online register of radio licences, spectrum licences and management rights isswed by Radio Spectrum Management (R5M)in New Zealand.
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Search Management Rights

Search for Management Rights on
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New Zealand Government

© 200 Radio Spectrum Management
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https://rrf.rsm.govt.nz/smart-web/smart/page/-smart/WelcomePage.wdk

3. Click I Agree. The My Dashboard screen displays.

Welcome to the Register of Radio Frequencies Shortcuts @

ERalth he

sued by

Apphy[Craxte « Licence
oty o

Search - Clieets

Tasks

Laie Description e date Actiona

4. Do one of the following:

e |f 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 Create a spectrum licence application.

e If you have delegation for a client, select that client in the top right of the screen, then go to Create
a spectrum licence application.

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.

AE) ARE/TELECOM NEW ZEALAND LTD 135563

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.

CREATE A SPECTRUM LICENCE
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m
IS ARETELECOM NEW ZEALAND LTD 115563

=u
Search client
Search
Bond 2 n
[ e JERSE
Search results
applied Blters: None @ resulss found | Shawing [F pee page v
Client numb Stz Hidden  Type Clipnt name Billing name Residentiall Pysical address
BOM BOND m
BOND AND BOND BOND A% D BOND m
BOND AN BOND LIMITED BOND AN BOMD LIMITED m
Band and Bard Bond and Bond n
Active Registered Company HAS BOND LOGGING LTD 445 BOND LOGEING 110 n
£W BOND MR £ W BOND m
KIWIBOND LIMITED TWIBOND LIMITE n
M BoKD T [ view | 1]

e Ifrequired, click View and review the client’s record to check you have the correct client.

o Copy the client number to the clipboard.

Create a spectrum licence application
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.

‘Systam Administrator "

® system administrator

=x X3
Client details

Cliemt*

Basic details

Licanca type *

Purpase of the service

Anniversary month *

Additional information

Note: If you selected the client (you have delegation for) in the top right of the screen, their name and
details will default in this screen.

2. If the screen is blank, 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.
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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.

Select the Licence Type field drop down list, (e.g. Spectrum Private). An additional mandatory field
displays below the licence type field.

e C(lick in the additional field and select from the list, (i.e. Other (Spectrum)). The Management
Right fields display.

Client *

Smart Business Limited (506682)

Residential/Physical address

42 Main Street, Wellington, 6011, NZ

Email

automation-mbie@fostermoore.com

Basic details

Licence type *

Spectrum Private “

Other (Spectrum) v

Management Right * @

Hide Search

Search

MR number, licence number, manager's client number, or manager's client name [ ]

I~ More Options

Search for the Management Right you require:
o Enter the Management Right number in the Search field and click Search.
o Alternatively, click More Options and specify the frequency you require and click Search.

e The results display, in the Search Results area.

Search
446 i ]
|- More Options
Search results
Applied filters: Status: Current, Registered 1 results found | Showing | 300 per page v
MR No. Commencement Expiry Status Manager Low Freq (MHz) T High Freq (MHz)
446 12-Mar-2020  28-Nov-2031 Current VODAFONE MOBILE NZ LIMITED 778.000000 793.000000

Click Select next to the management right you require in the search results area. Details of the
management right display in the Basic details section.
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TG

Commencement

12-Mar-2020

Engineer *

Another Engineer (EAT)

Purpose of the service

Fixed term

Yes

Commencement date

8-Jun-2022

Anniversary month *

October

Additional information

TUTTent

Expiry
28-Nov-2031

Expiry date
28-Nov-2031

VODAFONE MUBTLE W

Low freq (MHz)
778.000000

N

TIMTTED

High freq (MHz)
793.000000

o

e The Engineer defaults if you are a delegated user and ARE). Alternatively, select a name from the
list in this field.

e The commencement and expiry dates are automatically created.

e Ifrequired, enter the Purpose of the service, (e.g. New licence) or change the Anniversary month.

6. Click Submit. A message displays to advise the licence application has been submitted.

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.

Client details ~

Client number

506682

More

Application number

100622

Licence type

@ The Licence Application has been submitted

Application details ~

Spectrum Private/Other (Spectrum) (52)

Smart Business Limited

Application status

Awaiting Engineering Certification

Withdraw Application

Email address

automation-mbie@fostermoore.com

Application date

8-Jun-2022

7. Go to Craft a Spectrum Licence.

RADIO SPECTRUM MANAGEMENT
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Craft a Spectrum Licence

Once you submit the spectrum Licence Application the Craft screen displays with the application details.

The Basic licence details section details display and there are five (5) other sections you need to complete
to craft the licence. Before the licence can be certified, you must indicate that each section has been
completed (i.e. ‘Done’). When completed a green tick displays in front of each workflow section. You can
make edits to any completed section prior to 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.

Application details ~

Application number Application status Application date

100622 Awaiting Engineering Certification 8-Jun-2022

Licence type

Spectrum Private/Other (Spectrum) (52)

Copy Licence

O Basic licence details Done ~

Licence ID Licence number Licence status

300874 Incomplete

Licence reference

Licence type

Spectrum Private / Other (Spectrum) (52) Change Licence Type

System ID CSY code Description

2. Enter details in the required fields, (if known).

e Alternatively, if you know of an existing licence to use as a basis for this new licence, click Copy
Licence (above the Basic licence details section). The search fields display.

Copy Licence

Search

300866 ‘ [ ]

Licence type

Other (Spectrum} < ~

Management right number

e ©

o Enter your search criteria, (e.g. licence number) in the Search field and click Search. The
results display in the search results area.
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E3ETT
Search results

Appled Bivees: Licence type: Other (pectrum], Licence status: Carrent resutts foumd | Showing (30 per page v

Ucence ID  Licence no Licensee Channel Red freq (Miz) TH/RR  Location Grid refle_  Licents type

158 DASCNE MOBILE WE 5 % UMD BRIDGE (VEN Az o (g m

o Click Select next to the licence you require.

o A confirmation message displays to advise the selected licence will overwrite any existing
licence parameters you entered.

o Click Yes to confirm. The search results close and you return to the Basic licence details
showing details of copied licence you selected.

Application details
Application Pumber Application statu: Applitation cate
W Bmsiting Enginoering Cortdeatian el 2023
Licenze rype
Speclrum Private/Other (Spectrum) (SI)
O Basic licence details L Dane
U007 - Intueiete
Liconce reference
Spectrum Private | Other (Spectrum) (52) Charge Lgence Tape
System D ¥ (00
Management Right*
A b ! Manager
m Currest WVOOAFONE MOBILE N2 LMITED
. Exgury Low Freq (MHZ) High freq (M)
T-Mar-2017 I8-Mow-200 TT.000000 T38.000000
Scroll down (if required) to view the rest of the Basic licence details:
Commenrement Fupiry Lo free (MHz) High feeq (MHz)
17-Mar-201 I8-Nov-201 TI3000000 TIBO000M
Licence dassification *
10 Transmit and Mave No Interterence
Fnpeneer
Radic Engineer] (ARE3) m
Yes
Commencement date Expiry date
3 ane
QF @

e Ifrequired, select another option in the Licence classification field drop down list.

Note: When you copy a licence it also copies over data into the Spectrum details, Transmit location

details, Receive location details, Authorities and Conditions. You still need to view each section and (if

applicable), make any changes required and confirm.
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Craft the Spectrum details

If you copied a licence record, the spectrum details of that record will also be copied, and you can edit the

details if required. If you decided not to copy a record, you can search for and select a spectrum record to
add.

1. Click the Spectrum details section to display the record and check the details are correct.

e If you didn’t copy a licence, search for the spectrum record you require and select it.
Commencement date vall'h cate
Anniversary month * "
[ s150.00

[ oot | o |
Spectrum details Doss
Channal Lo (Mbr) High (M) Ref froq. (MHz]  Power dbwlelrp)  Emission Pilartsatian
Horizontal radiation pattern (HRF)* @
Bearing (Fram)  Beariog (To) * Roaring uslue (AN sirp) *
on | 300 450
vertical radiation pattern (vie) @
=X En o
2.

Click View to open the Spectrum details record and view the frequencies copied from the other
record.

@ Spectrum details

crannal Lo (MHz) HIgh (MHr) Ref. freq (Mir)  Prwer SEWleep)  Emission Prlarisation

view || fomewe |

Spectrum details

Spectrum type Spectrum status

SErace type Polarisation *
Frequency Pendieg

** Private MR Holder

Mz
Slart date

ok 2022

End date
8-Now- 2051

Remaris

Reference frequencies

Rat. Freq. (MHz) ~
P SO0

Froquancy type ™ Power dEW {eirp) * Power typd ™

| [eonpomer |

| | mesisseres requenc

Emissions *

=3
Unwanted amission limits (UEL) 0
3. Scroll down to view Unwanted emission Limits (UEL) and edit any of the single points, if required.
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Unwanted emission limits {UEL) f Add

Search for a spectram mask record

Start Lypmg o search for & specium mesk record | [ ]

— p— C- T
A | e | E51.000000 i m

B | = | TLODO00T | m

¢ [ e | TOLO0O00E | m

] | #90 | [a00000 | m

€ [0 | [[maosoce | m

" [= | [Feeasssee [l = |

G |-1ﬁ.:| | 62000000 | m

" ED | [ 000000 | m

i ED == | m

' | 100 | 78000000 | m (+]

4. To view the way the UELs will display as required by legislation, click UEL.

Unwanted emission limits (UEL)
(SR— | v |
W (wirp) at Frequency (M) ™o W (oirp) at Frequancy (MHZ)
640 650000000 20 L0000
50 201.000000 -tal 000000
640 000000 990 LR 000000
50 000000 60 TR800000
180 745000000 na 768000000
an 8000000 68 0000000
1.0 HA000000 e TTALO00000
0 772000000 w0 7000000
450 TRO60000 100 TIH000000
Alncne UFher BoURLTY
B elrp] 2 Frequency Mz} ™© W (wirp) ot Frequancy (Mkz)
s T1.000000 “ 000000
450 T93.000000 are TRBODNDY
Vi 8000000 %o £00,000000
.0 $01.000000 e A0V
v 803000000 160 507000000
WO BAT.000000 20 BOTDND
62 B67.000000 €20 HI000000
=N En
o

5. Toview a graph of the emissions, click Graph and move your mouse along the graph to view different
emissions, etc.

Unwanted emission limits (UEL)

[ | e |

s o 530 m 7o 0 % 0 200 3 a
Frequency (i)
Layers @ Lower UEL e UpperUEL

selectalabel above to show | hide the refated dta points on the graph

R

6. When the Spectrum details are correct, click Save. You return to the Spectrum details record list.
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Spectrum details Done |

Channel Low (MHz) High {MHz} Ref. freg. (MHz) Power dBWigirgl  Emission Polerisation

View Resmanve

Horizontal radiation pattern (HRP)* @

Bearing (From)  Bearing (To)* Bearing value (dBW eirp) * m

oo | 3600

Vertical radiation pattern (VRP) @

Note: If there is an error when you save, the message will display in red at the top of the Craft screen.
You need to correct this before you can continue.

7. View the Horizontal radiation pattern (HRP) at the bottom of the Spectrum record and if required:
e Add or remove HRP bearings, or
e Add Vertical radiation pattern (VRP) bearings.
e Click Save.

8. Click Done to confirm the Spectrum details are correct. A green tick displays indicating it has been

completed.
@ Spectrum details Continue crafting v
() Transmit location details = Done | ~
J
) Receive location details [ pone | w
O Authorities Done | ~
() Conditions | pone_| ~

Craft the Transmit location details

If you copied a licence record, the Transmit location details of that record will also be copied. You can edit
the details if required.

1. Click the Transmit location details section.

e If you didn’t copy a licence, search for the Transmit location and select it.

O Transmit location details Done ~
Location name Grid reference Antenna Equipment
o i view || Remove
O Receive location details Done
O Authorities Bione
O Conditions Bane

2. Click View to display the record and scroll to view the details of location antenna, equipment, etc. Edit
details, if required.
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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.

O Transmit location details Dane
Location name rid reference Antenna Equipment
UMKNOWN view || Remewe |

Transmit location

Location name Location type

PUHOI BRIDGE (VFMI) POINT

Map Easting Northing

A soen 55481

Antenna

Search antenna

Antenna identifier Version Make Model

30 1 UNKNOWN

Type Remarks

UNENOWN

Azimuth (wrt True North) Elevation {wrt Horizental) Height (AGL metres)

Equipmant G

e If you make any changes, scroll to the bottom and click Save.
e If no changes required, click Cancel.

3. Click Done to confirm the Transmit location details are correct. A green tick displays indicating it has
been completed.

Craft the Receive location details

If you copied a licence record, the Receive location details of that record will also be copied. You can edit
the details if required.

1. Click the Transaction location details section.

© Transmit location details Continse crafting

O Recelve location details Dane

Search receive location

Leeatian name Geid rafarnnce Ansenna Equipment

2. Click View to display the record and scroll to view the details of location antenna, equipment, etc. Edit
details, if required.
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.

o If you make any changes, scroll to the bottom and click Save.

e If no changes required, click Cancel.
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3. Click Done to confirm the Receive location details are correct. A green tick displays indicating it has
been completed.

Craft the Authorities details

If you copied a licence record, the Authorities details of that record will also be copied. You can edit the
details, if required.

1. Click the Authorities section to view and change the details of any authority, if required.

@ Spectrum details Continue crafting | v
@ Transmit location details Continue crafting v
@ Receive location details Continue crafting | v
O Authorities Dafe A
Transfer licence *
Rightholder Only v
Cancel licence *
Rightholder and Manager v
Modify licence *
Rightholder and Manager v

e If you make any changes, scroll to the bottom and click Save.
e If no changes required, click Cancel.

2. Click Done to confirm the Authorities are correct. A green tick displays indicating it has been
completed.

Craft Conditions details
If you copied a licence record, the Conditions of that record will also be copied. You can edit the details if
required.

1. Click the Conditions section to view and change details, if required.

CREATE A SPECTRUM LICENCE
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@ Spectrum details Continue crafting v

© Transmit location details Continue crafting | v
© Receive location details Continue crafting ; v
© Authorities Continue crafting | v
O conditions Done A

Specific conditions

The conditions applying to the exercise of the rightholder's rights under this Licence are:

(a) The rightholder shall not transfer the rightholder's interest in this licence, to any foreign government, or to any party on behalf of any foreign government, without first obtaining the
written approval of the chief executive of the Ministry of Business, Innovation and Employment;

(b) the rightholder shall use the frequency on which transmissions are permitted under this licence at all times in accordance with the terms and conditions of management rights
specified on the record of management right number 446;

(c) the rightholder shall comply at all times with the applicable laws and regulations in New Zealand which relate in any way to the use of the frequency on which transmissions are
permitted under this licence including, but not limited to, the Radiocommunications Act 1989;

(d) the rightholder shall promptly pay all fees required to be paid in connection with the issue, registration or continuation of this licence including, without limitation, any fees from time
to time prescribed by regulations made under section 135 of the Act notwithstanding the persons prescribed as liable for those fees in such regulations.

(e) for maximum permitted interfering signal the reference bandwidth is 5 MHz. P

|- Show general conditions o

o |f you make any changes, scroll to the bottom and click Save.
e If no changes required, click Cancel.

2. Click Done to confirm the Conditions are correct. A green tick displays indicating it has been
completed.

Complete crafting the licence
1. Return to the Basic licence details section.

Application details ~

Application number Application status Application date

100622 Awaiting Engineering Certification 8-Jun-2022

Licence type

Spectrum Private/Other (Spectrum) (5Z)

Copy Licence

O Basic licence details Done A
Licence ID & Licence number Licence status
300874 Incomplete

Licence reference

Licence type

Spectrum Private / Other (Spectrum) (S2) Change Licence Type

System ID CSY code Description

2. Review details and amend, if required.
3. If all details are correct, click Done. A green tick displays indicating it has been completed.
e [f any section has not been confirmed, you need to confirm it before you can continue.

o [f all sections have been confirmed (i.e. Done), and the background validation passes, the Craft
screen displays the Certify ‘call to action’ at the top of the screen.
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Another Engineer (EAT) \/

Search v Batch Processing Vv Apply/Create v/ Maintain v Pay Fees Vv Reference Data v/ AE
© ARE/Smart Business Limited 506682

Withdraw Application

@ Select [Certify] to certify all licences including associated licences below as per the conditions of the Engineer's Certificate.

Reference file no. Engineer's notes

Y
Engineer's Certificate m
Client details ~
Client number Client name Email address
506682 Smart Business Limited automation-mbie@fostermoore.com

+ More

o Ifyou find an error in the crafted licence application or you don’t want to continue, you can
withdraw it. Refer to Withdraw a Licence Application.

4. Go to Certify and confirm the spectrum licence.
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Certify and confirm the spectrum Licence

When crafting the spectrum licence has been completed and all sections of the licence application have
been confirmed, (i.e. you have clicked Done), the Craft screen displays a ‘call to action’ at the top.

You now need to certify the spectrum licence 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 certify or confirm them all at the same
time rather than individually. Refer to Certify or Confirm Multiple Applications.

Certify the spectrum licence

Only an ARE or ARC can certify a spectrum licence.

Another Engineer (EAT) \/

Search v/ Batch Processing Apply/Create \/ Maintain Vv Pay Fees v Reference Data v/ AE
© ARE/Smart Business Limited 506682

Withdraw Application

@ Select [Certify] to certify all licences including associated licences below as per the conditions of the Engineer's Certificate.

Reference file no. Engineer's notes

4

Engineer's Certificate m

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.

Note: There are no associated licences for a spectrum licence.

2. Click Certify. The Licence Summary screen displays with a message to advise the radio engineer’s
certificate has been successfully created and the licence has a status of Planned.

Another Engineer (EAT) \/
© ARE/Smart Business Limited 506682

Licence Summary Search v Batch Processing \/ Apply/Create \/ Maintain Vv Pay Fees v Reference Data v/

@ The radio engineer's certificate for each licence has been successfully created. Each licence is now 'Planned". X

(D Select [Confirm] to verify the details of the licence(s) below meet your requirements. If not, then select [Return to Engineer] to notify the engineer what changes are required.

. = N
Client details ~

Client number Client name Email address

506682 Smart Business Limited automation-mbie@fostermoore.com

Application details ~

Application number Application status Application date

100622 Planned 8-Jun-2022

3. If required, view details of the certified licence before confirming:

o C(lick View Certificate to view the details and close to return to the Licence Summary’ screen.
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e C(Click Show on Map to view the spectrum licence on the map in the Search Licences screen. Click
Back to return to the Licence Summary screen.

If all details are correct, go to Confirm the spectrum 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 spectrum licence

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

1.

3.

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 The client will review and confirm which creates the Form 7 (Spectrum Licence application) and
creates a task for the Client Manager to approve. They will receive an email advice. Refer to
Approve a Spectrum Licence.

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 for re-work. The Engineer will receive a task in their My Dashboard screen
for action.

If you, (as an ARE or ARC) have authority from your client, you can confirm the licence in the Licence
Summary screen:

AE , Another Engineer (EAT) v

Licence Summary Search Vv Batch Processing VvV Apply/Create v Maintain Vv Pay Fees v/ Reference Data v/
© ARE/Smart Business Limited 506682

m View Certificate Delete certificate

) Select [Confirm] to verify the details of the licence(s) below meet your requirements. If not, then select [Return to Engineer] to notify the engineer what changes are required.
Return to engineer Conf {ﬁ) !
Client details ~

Client number Client name Email address

506682 Smart Business Limited automation-mbie@fostermoore.com

Application details ~

Application number Application status Application date

100622 Planned 8-Jun-2022

Click Confirm. A message displays to advise Form 7 has been created and assigned to the manager for
granting.
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Another Engineer (EAT) v/

Licence Summary Search Batch Processing Apply/Create \/ Maintain Pay Fees \/ Reference Data \/ AE
© ARE/Smart Business Limited 506682

@ Application has been confirmed now and Form 7 assigned to the manager for granting X

Client details ~

Client number Client name Email address

506682 Smart Business Limited automation-mbie@fostermoore.com

Application details ~

Application number Application status Application date

100622 Planned 8-Jun-2022

Licence type

Spectrum Private/Other (Spectrum) (52)

Note: The Client Manager will receive a task in their My Dashboard screen and action the Form 7 task
for the Management Right and approve the licence. The Client manager will complete the Approve a
Spectrum Licence process.

4. If required, you can view the Form 7 before registration:

e Click Active Form. The Form 7 Spectrum Licence screen displays.

Anstbet Ingineer (L) -

Foaes ¥ Spectrum Licence PaAnh BRrich Procecuing Appty [Creats v Wederends Mt

] T
Form 7 Spectrum Licence

Soctiam A, Sadiod ormmene alord AT TR

Basic Details
L odalomey T Marager, Baang e managey for the range of Freguensses Bpesifed i cood of managomens righis mumier 4k, e ootion that | ivsend Smar Suuness Limied, 47 Bain
$rort, Wellisguan, $371, B e Ffl 1o lrasdmil fada mirets on [he seguendirs Spocified i cliane 3 of Lhe S0b0duler, a5d The gl IS hirer 0o hatmfl irberfonosce Dom co chasnel

erniustm on thouw frequencicn. b the protetion etation(ill o anos tpocificd in chiune T of the Rohedule [Type & Boorerl

Clarre namg Clgnt aaddnewn Chant raimbare
Sanan Betineds Limioed & ain Srreen, Wellingros, &1, Wi Sllai
Liconcr 1D e~
JoAn Ak
Aol gticn nevier bk sl o aters

e Scroll to view more information.
e If required, click Form 7 Schedule to view the technical schedule attached to the Form 7.
e Click Back to return to the Licence Summary screen.

5. If all details are correct (in the Licence Summary screen), click Confirm.

e A message displays to advise the application has been confirmed now and Form 7 (spectrum
licence application) has been assigned to the manager for approving.

o C(Close the Licence Summary screen.

6. The Client Manager will action the Form 7 task for the Management Right and approve the licence.
Refer to Approve a Spectrum Licence.
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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 all in
one action rather than individually.

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

2.

&®
@) ARE/TELECOM NEW ZEALAND LTD 135563

Welcome to the Register of Radic Frequencies Shorcuts

hpphylCreate - Licence

Saareh - Chants

Saares - Licaners

Thee following activities for the related client above require attention:

o Dase Daseripeion Due date actions
Apply for rriin nr specirum leence T counteé
T-Kew 032 v Comfom licence | Cliens il 00000 | App. 10 W73 | Linence I0x 00258 o-Dee2zr | . |
1T 3001 % Eraft Boenee | Client 10 TISSET | App (D ST7T6 | Licemce 10 07914 T-Mar- 202 _a-T T|
2-Feb- 13 15060 Certity licence | Clientil; 505682 | App. I0; 307793 icence IC: 301946 -Mar-hidd | Mo i apen |
cence | SMART BUSINESS LIMITED (506642} | Apa. 10: Y0700 | Licknce B0; 202060 Voetar 02 [ wom [ caim |
u 55 LIMITED (508587} | Apgs 1 30713 | Liceace (Cx 30001 " | Mo | open |
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 (@ count: ¢

23-Nov-2022 1507 Confirm licence | Client ID: 600000 | App. ID: 107339 | Licence 10: 301258 20-Dec-2022
1-Feb-2023 10:34 Craft licence | Client I0: 135563 | App. 1D: 107776 | Licence 1D: 301974 1-Mar-2023
2-Feb-2023 15:40 Certify licence | Client ID: 506682 | App. 1D: 107793 | Licence ID: 301946 2-Mar2023
15-Feb-2023 1656 Certify licence | Client ID: 506682 | App. 1D: 107790 | Licence ID: 301942 15-Mar-2023
15-Feb-2023 16:37 Confirm licence | SMART BUSINESS LIMITED (506682) | App. 10: 107900 | Licence ID: 302060 15-Mar2023
20-Feb-2023 11:42 Certify licence | SMART BUSINESS LIMITED (506682) | App. 1D: 107139 | Licence 1D: 301014 20-Mar-2023

Click the radio button next to the first application to certify. Only those applications with the ‘certify’
call to action task will be listed to select.

Select the other spectrum licences in the list you want to certify.

Tasks () Disable Multi Select
O ~ opae Description Due date Actions.

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

[ 2-Feb-2023 15:40 Certify licence | Client ID: 506682 | App. 1D: 107793 | Licence ID: 301946 2-Mar2023
(-] 15-Feb-2023 14:56 Certify licence | Client ID: 506682 | App. 1D; 107790 | Licence ID: 301942 15-Mar-2023
20-Feb-2023 11:62 Certify licence | SMART BUSINESS LIMITED (506682) | App. 1D: 107139 | Licence 1D: 301014 20-Mar-2023

e [f 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.

L
Optional
Engineer's Notes

Optional

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 be listed to select.

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

o 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.

Canfirm planned licence

Setect the CONFIRM LICENCE option to progress these selected licence applications or
RETURN T 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 7 has been created for each licence and
assigned to the manager for granting.

Note: The Client Manager will receive a task in their My Dashboard screen and action the Form 7 task
for the Management Right and approve the licence. The Client manager will complete the Approve a
Spectrum Licence process.
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Approve a spectrum licence

After the client (or ARE) confirms the licence application, the RRF generates a Form 7 task and sends it to
the Client Band Manager to be approved for granting.

The number of Managers that are notified depends on how many people have the right to action the Form
7 for the related Management Right.

The Manager will perform the following steps to grant the licence.

1. Logon to the RRF using RealMe. The My Dashboard screen displays.

DRDIA LIMITED B1447

Welcome to the Register of Radio Frequencies shormeuts @

ApplyiCreate - Licence o

Saareh - Clients.

Seprch - Licenoes

Tasks 1
Date Deseription Due date Actions
Form 7 new spectrum licence 3 count: 1
1-Feb-2023 10:34 Grant application | Client |0 600228 | App, 0= 196554 | Licence 10 300225 1-Mgi-7003
More Claim

L]

2. Scroll to your Tasks, (i.e. Form 7 new spectrum licence).
e Click Claim to claim the task, then click Open. The Form 7 Spectrum Licence screen displays.

Note: Once you claim a task, no other user (with the same rights as you) can claim this application.

Form 7 Spectrum Licence Search v/ Apply/Create \/ Maintain \/ Pay Fees \/ RN YocaTone G Manager
® Private band manager/VODAFONE MOBILE NZ ...

(D) Select Approve to grant this Form 7 Application (Spectrum Licence) or Decline this application.
Select the Approve option to proceed.

o |

Form 7 Spectrum Licence

Sections 48, Radiocommunications Act 1989.

Basic Details ) ~

J

1, Vodafone 134695 Manager, being the manager for the range of frequencies specified in record of management rights number 446, give notice that | intend Smart Business Limited, 42 Main
Street, Wellington, 6011, NZ the right to transmit radic waves on the frequencies specified in clause 3 of the Schedule, and the right to have no harmful interference from co-channel

on those ies in the ion(s) or area specified in clause 7 of the Schedule (Type A licence).
Client name Client address Client number
Smart i Limited 42 Main Streot i 6011 N7 SNGERD

3. Scroll down to view all details on the screen including frequencies, emission limits, transmitter
location, antenna details, etc.

CREATE A SPECTRUM LICENCE
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Signed by:

YODAFONE MOBILE NZ LIMITED f4

1) The commencemant date of this liconce is 7] The expiry date of this liconce is

B-Jun-2022 28-Nov-203

The frequencies that apply to this licence are as follows: -~

3a) the characterstic frequency is

785.500000
3b) the frequency band is

Loveer Beitndary (MHz) o Upper Baundary {MHz)
778.000000 793.000000

Unwanted Emission Limits ~

i

4} Unwanted emission limits applying 1o ions from the i P as the e.i.rp lin JBW) of those emissionsk

Note: When approved the licence will show ‘signed by’ details of the Band Manager on the screen.

e If you find errors with the licence, click Decline. Enter details or reason and click OK. The spectrum
licence application is returned to the engineer for action and will display in their Task section of
their My dashboard’ screen.

4. If all details of the licence are correct, click Approve. A confirmation message displays:

Do you wish to continue?
You are about to APPROVE and grant this Form 7 (Spectrum Licence) application for a new

spectrum licence to the Registrar to the Register of Radio Fiequencies, please select 'OK' to
continue or 'Cancel' to go back to the application form.

5. Click OK. You return to the My Dashboard screen. A message displays to advice ‘This Form 7
(Spectrum Licence) application has been submitted to the Registrar to review’.

External PrivateBandManagerPBM

EP
@ Client/KORDIA LIMITED 81442

(© sticcess ; This Form 7 (Spectrum Licence) application has been submitted to the Registrar to review. X

Welcome to the Register of Radio Frequencies Shortcuts @

Welcome Externalto the Register of Radio Frequencies (RRF), it is the public online register of radio licences, spectrum licences and management rights issued by

Radio Spectrum Management (RSM) in New Zealand. Apply/Create - Licence

The Register holds all information of assigned frequency use, including the licence or spectrum rightholder details, and the time period for which the licence or e - Gies
spectrum right has been allocated,

Search - Licences

Tasks ()

~  Date Description Due date Actions

e If this has a future commencement date well in advance of 3 months, there will be no fee charged
and it will go straight to the Registrar. You will receive an email advice from the Registrar to advise
when the spectrum licence has been registered.

e If the client needs to pay a fee before it can be registered, the Band Manager and an Engineer
(with delegated authority) will both have a link to pay for the application in the Alerts section of
their My Dashboard screen. Once paid you will receive an email advice from the Registrar to
advise when the spectrum licence has been registered.

o Goto, View and Pay an Approved Spectrum Licence.
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View and Pay an Approved Spectrum Licence

An ARE can pay the licence fee for a spectrum licence if they have delegation from the client. To pay the
licence fee, you need to find and display the approved licence in the Licence Summary screen.

Note: If you are an ARE with delegated authority for the client, you can change roles and make the licence
fee payment on their behalf.

1. Logon to the RRF using RealMe and select the client you have delegation for. The My Dashboard
screen displays. An Alerts section displays with links to pay fees.

External RadioEnginesraRE -

{®) AREJTTLECOM NEW ZEALAND ET0 135563

Welcome to the Register of Radio Frequencies snarteuts @

Appityitreats - Licence

The following activities for the related client abaove require attention: Reference Data - Equipment

o 0 o ©

M s, the liente applica et by A A i e

Note: The Alerts section only displays when there is an activity that requires attention.
2. Click Pay fees (Applications) The Pay annual licence fees (Applications) screen displays.

e To pay only one application, click the Select check box in front of the application then click Pay
fees. Go to Step 3.

o Alternatively, click View to display the Licence Summary screen and action payment from
there.

e To pay more than one application, click the Select check box in front of the applications to pay.
o Click Pay fees to display the Fees ‘call to action’.
o Goto Step 3.
3. Paythe licence fee. Refer to Pay a Licence on the RSM website.

4. When payment has been completed, the application will be sent back to the Registrar’s queue
awaiting registration and a ‘Successfully paid’ message displays.

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

5.

6.

Another Engineer (EAT) v/
“® ARE/Smart Business Limited 506682

Licence Summary Search v Batch Processing \/ Apply/Create \/ Maintain Vv Pay Fees v/ Reference Data v

@ Successfully paid . X
[ | e rom | srovonmey | e
Client details ~

Client number Client name Email address

506682 Smart Business Limited automation-mbie@fostermoore.com

Application details ~

Application number Application status Application date
100622 Planned 8-Jun-2022

Licence type

Spectrum Private/Other (Spectrum) (52)

If required, you can view details of this licence before registration:
e Click View Certificate, to view the certificate.
e Click Active Form, to view the Form 7 and its schedule.

You (or your client) will receive an email advice when the spectrum licence has been registered.

The process ends.

Withdraw a Licence Application

You have the option to withdraw a licence application if you find an error in the application.

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

1.

In the Licence Summary screen, click Withdraw Application.

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

Jeremy Logan

My Dashboard . Apply/Create - Maintain Pay Fees Reference Data > Correspandence “ n
© Licensing manager

@) Application has been withdrawn,

alert
Shortcuts @ ~

e 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.

1. Display the My Dashboard screen.

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

 Dxternal Raioligioeertht

5 ARF[SMART BUSINESS LIMITTD 505683

Search equipment

Search®

Search results

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

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

8 ARE/SMWART BUSIMESS LIMITED 50660
]
M
Madel
fand
Remaris
[ |

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

6. 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.

External Radiof ngineerARE

@ AL TELECOM NEW JEALAND LTD 115563

search antenna

searen

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.

B ARE[TELECOM NEW ZEALAND LTD 135563
Mk * Mossl
L
Frequency
Lorw (M) * High (M) *
Gain @ -
Low {d8i) il (i) High {280
Other details
Boamwidth (=) = Diamater (m) Front-Back ratic (48] * Mol (o8}
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 -

=
& AREITILEOOM NEW ZEALAND LTD 135563

Search location
@ Piaise sperity your quer
Saarch

Tatman Seb

3. Perform a search for the location. Hide the map, if required.
o 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.

External RadicErgineariRE -

8 ARE/TELECOM NEW TEALAND LTD 135563

it

Locatien name District(s)

Lncatien deseription Sk oweer dotalts

antituce * unit

[] verinee

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.

30 CREATE A SPECTRUM LICENCE
RADIO SPECTRUM MANAGEMENT APPROVED PERSONS (ARE) USER GUIDE — VERSION 1.00



	Structure Bookmarks
	Create a spectrum licence 


