User’s Guide for Submitters — Version 1.6

eNOTAM |1 Version P3.1

October 1, 2016

U.S. DEPARTMENT OF TRANSPORTATION

FEDERAL AVIATION ADMINISTRATION



This page intentionally left blank.



Contents

Page

Chapter 1.  About the ENOTAM [ USEI’S GUITE........ccveieiierieeiesiee e eee e e 1
L1 PUIPOSE. .. ettt e et b e bbb r e br e 1
1.2 INTENAEA USEIS ...ttt ettt bbbttt n e 1
1.3 CONENT OVEIVIBW ...ttt bbbttt bbbttt n e 1
1.4 Navigating ThiS USEI'S GUITE .....cueceeiieeieiiesieeriesie e eiesee e sie e se e sae e sre e enes 1
1.5 LEMITALIONS .ttt bbbttt et bbbttt 2
Chapter 2. Introduction t0 ENOTAM Hl.......coieiiieiiee e 3
0 A 7. ot 0o ] T SR 3
2.2 USBE ACCOUNTS......eeiiiieiieitie ettt e e n e e et e s e e neen e e e n e nnn e e neennne s 3
PG T €1 (01U o PSSP P R PTPRPPPR 4
2.4 ACCESS IO ENOTAM ..o 5
2.4.1 NeW USer RegISIIAtION ......c.ccuiiieriiiiiiieiieeie et 5

S oo | RSP USTURPOR 6

A T o Tox (o 11| SO SRR 7

2.4.4 FOrgotten PASSWOIT ..........coiiiiiiiiiiiie ettt st 7

2.4.5 PaSSWOIT RESEL......cuiiiiiiieiiiie ettt sttt et s 7

2.5  Flight Service Station Points of CONACT...........cccoiiiiiiiiiiiiece s 7
2.6 ENOTAM I FEEUDACK ......c.eiiiiiiiiee e e s 8
2.7 eNOTAM Il Outages and Technical SUPPOIT........cccoiiiiiiieni e 9
Chapter 3. Overview 0f ENOTAM I FEALUIES .......ccueiiiiiiie e 11
T8 A |V -V I T =T o SRS R TR PRURPRS 11
3.2 AAMINISTrative TOOIDAN ........ccoviiiiiieiice s 12
3.3 ACHON TOOIDAI ... .ottt bbbt n e 13
34 FIIEIS PANE ... 14
3.5  NOTAM SUMMAIY PANE ....ooiiiiiiiieiiiie sttt srb e e nsneesnnee s 15
3.6 NOTAM SUMMArY TOOIDAI........cciiiieieiiece e nneas 16
3.7 NOTAM DELAIS ..ottt sttt e anas 17
3.7 L LINE ONB .ottt bbbt bbbt 17

3.7.2 LINE TWO ettt bbbttt bbbttt 18



I A T N1 [T I a1 (I 18

3.8 NOTAM EQITOr PANE ......ei ittt sttt sbe e nneas 19
3.9 SPECIAI FRALUIES ...ttt ettt e b neenneas 20
3,10 Email NOtFICAIION. ..ottt 20
Chapter 4.  Performing Tasks UsSiNg eNOTAM I.....c.ccccoiiiiiiiiiiieeee e 21
4.1 Account ManagemMeENt TASKS........ccueririeiieiieiereesieeeesree sttt sbeeee e sreeeesnes 21
4.1.1 Update Your Account INfOrmation ..........c.ccceeveeieeieeiesieseere e 21
4.1.2 Change PASSWOIT ..........ccveueiieieiieieesiesiesee e see e etessae e aesneesseessesseessaeneensens 22
4.1.3 Update Display Duration PreferenCes........ccccooveeeieeiesieseese e 23
4.2 TECHNICAI TASKS ....eiviiuieiieieiesie sttt 24
4.2.1 Create a New NOTAM Based on an Airport, Navaid, or ARTCC Identifier..... 24
4.2.2 Create a New ASR/ASN Obstruction NOTAM.......cccoovviiieninencie e, 35
4.2.3 Creating a New Runway Surface Condition NOTAM.........ccccoevveieiiinnneiiennnn, 42

When creating a new Runway Surface Condition NOTAM, populate the NOTAM
Editor pane following the process DelOW: ...........ccooveiveiiieii e 42
4.2.4 Use the NOTAM SUMMArY PaNE........ccceeieiieiiiiesieeiesiese e seeseeaeseesaneeesneas 45
4.2.5 EAItANOTAM ..ottt sttt anas 51
4.2.6 Delete @ NOTAM ..ottt ans 52
4.2.7 CanCel A NOTAM ..ottt 53
4.2.8 RePlace @ NOTAM. ...ttt esreeneenneas 54
4.2.9 CoPY @ NOTAM ...ttt be e saee s 55
4.2.10 Use the Change LOG VIBWET .........c.ciieiieiiiiieiesie et nneas 56
4.2.11RUN aN AFCNIVE REPOM ... .ottt 58



Figures

Page
Figure 1: User RegiStration Page..........cccueieeiiiieii e sieesie e seeste e e sae e ste e sneesseenaessaesseeneesnens 5
Figure 2: FEedbDaCK POP-UP ....cuiiiiiice ettt te e esneenaennes 8
Figure 3: Overview 0f the Main SCIEEN........cceciiiieii e 11
Figure 4: AdmIniStrative TOOIDAI ..........coii i e 12
FIgUIe 5: ACHION TOOIDAT .....cviiiiiieie ettt b re e e 13
Figure 6: Filters Pane and FUNCLIONS ..........cooiiiiiieii e e 14
Figure 7: NOTAM Summary Pane and OPLiONS ..........cocuereeierieneeie e 15
Figure 8: NOTAM Summary Toolbar and OPLiONS .........ccceveiieieeiecie e 16
Figure 9: NOTAM DELAIIS.......ccuiiieiiei ettt e e re e neenneens 17
Figure 10: NOTAM Editor Pane with Multiple NOTAM Editor Tabs........cccccevvevviiviiveiesiennen, 19
Figure 11: SPECIAl FEALUIES .......cceeiiieiicee ettt e st e st e re e e neenneens 20
Figure 12: MY Profile PAge ......cooieiieice sttt 21
FIgUure 13: PASSWOIA PAJE .....ccoviiiiiitiiiiiie sttt sttt bttt et be e neenne e 22
Figure 14: PreferenCes POP-UP .....ooioiiiiee ettt st 23
Figure 15: Groups Drop-DOWN LISt .........coiuiiiiiiiieiiiie ettt 24
Figure 16: All Other NOTAM(S) Radio BUITON........ccuiiiiiiiieriescee e 25
Figure 17: Facility/Identifier FIEl ..o 25
Figure 18: Facility/Identifier Search RESUILS...........cccviviiieiecccee e 25
FIgure 19: KEYWOIT IMEBNU .....couviiiieieeie ettt ettt taesteane e aaeaenneesteenaeaneenneans 26
Figure 20: Select DeSIgNator IMENU ..........coiveiueeieieeie e e et se e e reeaeanaenneens 26
Figure 21: Period of Validity Box for Non-obstruction NOTAMS.........ccccciininnenin e, 27
Figure 22: Start Date (UTC) Calendar POP-UP .......cocoiiiiiiiiiieiieccee e 28
Figure 23: End Date (UTC) Calendar POP-UP ..o 28
Figure 24: EST ENG DAt (UTC)....oiuiiiiiie ettt st 29
Figure 25: PERM ENd Date (UTC) ...cviiieiieie ettt 29
Figure 26: Local TIME POP-UP ..ocviiieiiiie sttt e e ta e anaenne e 30
Figure 27: Period of Validity Box With Time Schedule Box Enabled ............ccccocovveiveiciienenn, 31
Figure 28: CONAITION BOX ...oivveiiiiiiieii ettt ta et e e saeeae s e sreenaeaneenneens 32
FIgure 29: COMMENTS BOX .....coviiiiiiiiiiiiiie sttt sttt sttt ettt besne e sbeenaesneenne e 32
Figure 30: FINAl NOTAM TEXE BOX ...c.viiuiiiiieiesiieiiiesie ettt sttt snee st sne e 32
Figure 31: Save Button and Confirmation BOX..........ccccceieeiiiienienienie e 33
Figure 32: Submit Button and Confirmation BOX .........ccccceiiiiiiiiieiie e 34
Figure 33: ASR/ASN Obstructions Radio BULtON............cooueieriiiiiieiie e 35
Figure 34: SEarch DY ASRIASN ......ccvoiiie ettt e re e e neenneens 35
Figure 35: Search DY ASR RESUILS......c.iiiiiieiecie s re e nne e 36
Figure 36: SEarch DY Lat/LONQ.......cccveiiiieieeie ettt sre e nne e 37
Figure 37: Search by Lat/LONg RESUILS.........ccviiiieei e 37
Figure 38: Period of Validity Box for ASR/ASN Obstruction NOTAMS.........ccocvviiiieiieiienen 38



Figure 39: Start Date (UTC) Calendar POP-UpP .......cccooiiiieiiiieireie e 39
Figure 40: Local TIME POP-UP ..ocveiieiiiie ettt e e ste e naenneens 39
Figure 41: COMMENTS BOX ....vveiuiiieiiieieiieseestesiesteeste st e ste e ae e ssa e aesseestaestesneessaeaesneesraeneeaneenseans 40
Figure 42: FINAI NOTAM TEXE......eiiiiiiiie ettt sttt sttt et sneesbe e neenae e 40
Figure 43: Save Button and Confirmation BOX..........cccceiieiininnieiiiie e 41
Figure 44: Submit Button and Confirmation BOX.........ccccceiiriiiiiiiiin e 42
Figure 45: Runway Surface Condition Radio Button.. Y £ |
Figure 46: Surface Condition NOTAM DeS|gnat0r/Per|od of Valldlty ............................... 43
Figure 47: RUNWAY CONGITIONS. ... .. e et ettt e e e e et e e e e e e e e eaeeaeees 44

Figure 48: Runway Slippery When Wet Radio Button.. . e 7
Figure 49: Runway Slippery When Wet NOTAM DeS|gnat0r/Per|0d of Valldlty .................... 45
Figure 50: Runway Condition and Observation Time.............ccovov i iiiiiiiiiiiieene e a2 45
Figure 51: Groups Drop DOWN LiSt.......c.uieuie i e e e e e e e 40
Figure 52: Selected KEYWOIU. ... . ettt e e e e et e e e e e e e 47
Figure 53: Selected Status.. . Y Lo
Figure 54: Sort By in NOTAM Summary Toolbar ....................................................... 50
Figure 55: Edit Button and Selected NOTAM ........coiiiiiiee et aeeees 51
Figure 56: Delete Button and Confirmation BOX...........ccoeviviieiii i i iiiieiieiene e ene a0 D2
Figure 57: Cancel NOTAM Button and Confirmation BOX..........cc.vviiiiiieiieiie e e venenn, 53
Figure 58: Replace Button and Confirmation BOX...........c.ociiiiiiiiiii i e 54
Figure 59: Copy Button and Confirmation BOX............ccuieiiiiiiiiiiiie e 55
Figure 60: View Change Log Button and Change Log VIEWEr ..........ouviviiiiieiiiieiiiiniennen, 56

Figure 61: Comment Data Field and Confirmation POp-Up..........ccccoeviiiiviiiiiiiieceenen 07

Figure 62: Change Log Displaying NOTAM COMMENTS.......coiuuiuiiiiieieie e e e eeeaennenn 58

Figure 63: ArChIVE REPOIT. ... e e e e e e e e e e e e e e et e aanaenns 59
Figure 64: Archive Report FIIters. .. ..o e e e e e e e 59
Figure 65: Archive Report CSV Download.............cooiiiiiiiiiiiiiii i i e eeene200.00

Tables
Table 1: Flight Service Station Contact INfOrmation.............cccoeiieiinin e 8



Chapter 1.

About the eNOTAM 11 User’s Guide

This user’s guide supports individuals using the eNOTAM Il System (ENII) to create and submit
Notices to Airmen (NOTAMSs). This chapter describes the purpose, the intended users, and the
contents of this document.

1.1 Purpose

This user’s guide serves as the primary resource for information regarding the use
of ENII. It also represents the primary source for ENII. In the event that you
have a question that is not addressed by this user’s guide, contact the Federal
NOTAM System (FNS) support team by using any of the methods listed in
Chapter 2.

1.2 Intended Users

This user’s guide is designed for individuals tasked with creating, editing,
tracking, and submitting NOTAMSs using ENII. These individuals are typically
airport authority personnel. There are four types of ENII user accounts, each of
which has unique privileges: Submitters, Specialists, Supervisors, and both FAA
and Flight Service Station (FSS) Administrators. This user’s guide is written for
Submitters. Submitters can create, edit, replace, and cancel NOTAMs, as well as
generate reports for specific facilities or locations depending on their group
permissions. These permissions are assigned by FSS Administrators located at
the Flight Service Hub locations.

1.3 Content Overview

This user’s guide provides information about ENII in a series of four chapters, as
follows:

Chapter 1 describes the purpose of this document, the intended users, and
provides an overview of the contents of subsequent chapters.

Chapter 2 provides background information on ENII, introduces the four types of
user accounts, describes the process of creating an ENII account, and discusses
the methods for obtaining technical support for ENII.

Chapter 3 provides an overview of the ENII user interface including its
components, and describes the purpose of each component.

Chapter 4 describes how to perform tasks using ENII.

1.4 Navigating This User’s Guide

This user’s guide is intended to be used in electronic format. The electronic
version allows you to search for words or strings of characters using the “Find”
function in Adobe Acrobat®. The electronic version also includes embedded
hyperlinks. Any time a chapter, section, or figure is referenced in the text, click
the name and you will be taken to that location in the document.



Accessing the ENII User’s Guide for Submitters Version 1.6 through the Help
link in ENII (as described in Section 3.2) ensures that you are using the most up-
to-date version of the user’s guide. Printing this user’s guide is not
recommended; hard copies will not be provided.

Notes are provided to call attention to important or additional information.
Notes—indicated by the word “NOTE” in upper case letters and enclosed in a
border—immediately follow the information to which they apply.

1.5 Limitations

This is Version 1.6 of this user’s guide. This user’s guide is written for and
supports ENII Version P3.1.

This user’s guide contains many figures to help illustrate ENII functions. They
were created using sample fictional data and serve only as examples. To make
the document easier to read, every effort was made to present the figures on the
same page that they are referenced.

This user’s guide should not be considered a training document. It does not
identify learning objectives, nor does it contain structured practice exercises to
assess learning or skill acquisition. However, it does represent a comprehensive
source of information about ENII and could be used to guide training for
NOTAM Submitters.



Chapter 2. Introduction to eNOTAM 11

This chapter provides a general overview of ENII, including background, user accounts, the
concept of groups, access to ENII, points of contact, and what to do in the event of a suspected
outage. See Chapter 3 for an overview of ENII features. See Chapter 4 for a more detailed
description of how to use the features in ENII to complete tasks.

2.1 Background

ENII was developed as a replacement for eNOTAM, which provided NOTAM
originators a way to submit NOTAMs electronically to the Flight Service Station
(FSS) to be entered into the United States Notices to Airmen System (USNS).
ENII also allows NOTAM Submitters to relay NOTAM information to the FSS
electronically. A Specialist at a FSS then reviews the NOTAM. If the
information provided does not meet all the necessary criteria,’ the Specialist may
reject the NOTAM with comments for correcting the NOTAM. The comments
are displayed for any ENII user who has the privilege to view the NOTAM and
the submitter will receive email notification of the rejection. Once the NOTAM
meets all required criteria, the Specialist approves and activates it in the USNS.
Like eNOTAM, ENII can be used to track and manage NOTAMs. However,
ENII can only track NOTAMSs that were created using ENII.

2.2 User Accounts

ENII supports four types of user accounts each with different privileges:
Submitter, Specialist, Supervisor, and Administrator. The following list provides
a description of each type of account:

e Submitter: Submitters can search, create, cancel, copy, and replace NOTAMs for
their assigned facilities or locations; view the lifecycle of a NOTAM using the
Change Log Viewer; and generate Archive Reports. Submitters are typically
airport authority personnel.

e Specialist: Specialists can approve NOTAMs for their assigned Service Area;
search, replace, cancel, and create NOTAMs for all Service Areas; and generate
Archive Reports. Specialists are employed at a FSS.

e Supervisor: Supervisors can approve NOTAMs for all Service Areas, control
access to NOTAMs created by another user, and generate Archive Reports.
Supervisors are employed at a FSS.

e Administrator: Administrators can be employed by a FSS (FSS Administrator) or
the FAA (FAA Administrator). FSS Administrators can update authorized
personnel, update coordination information, manage accounts (e.g., approve,
unlock, disable, and edit permissions), maintain user groups, control access to

! As stated in FAA J.0. 7930.2Q and associated notices



NOTAMs created by other users, and generate Archive Reports. The FAA
Administrator is your customer support representative.

2.3 Groups
NOTAM Submitters are assigned to groups by a FSS Administrator. Submitters
may be assigned to more than one group based on their job responsibilities. Your
assigned group(s) determines the types of NOTAM keywords that you can create,
cancel, and replace. Group permissions also determine the facilities for which
you can issue NOTAMs. Questions about group settings should be directed to
your FSS Administrator by using the contact methods listed in section 2.7.



2.4 Access to eNOTAM I

To reach ENII directly through your Web browser, use the following URL:
https://notams.aim.faa.gov/en2/. ENII is designed for use with Microsoft Internet
Explorer® v8.0 and higher, Mozilla Firefox®v3.0and higher or Safari® v4.0 and
higher.

24.1 New User Registration

Submitters must register for an ENII account and be approved by a FSS Administrator before
they can use the tool. To register for ENII, click the New User Registration link on the ENII
homepage (see Figure 1 below). Fill in as much information in the registration fields as you can.
Fields marked with a red asterisk (*) are required. You must, at a minimum, provide your first
and last names, organization, email address, phone number.

ENIl System
Federal Aviation
Administration ‘ Test System
o™ I : :a User Registration (Al fields marked * are required)
—
— Organization/
— N I I S Branch®
First Name™ Last Name™
ENIl System
Email
WARNING WARNING WARNING
Phone Number” Fax Radio MHz
Address Address (Cont'd)
City State -Choose State- v | Zip Code
e= A password must have:
x) 8 Characters or more
Password * %) Atleastone Upper Case and Lower Case Letter
Retype Password * x) Atleast one Number
%) Atleastone special character (e.g., (@#$%&")
x) Both passwords typed must match
Select User Role
FSS Users Only: Administrator "' Supervisor ' Specialist
Others: Submitter (Airport Users) NES Users: ./ BLM User '/ ARTCC User ResetRoles

Figure 1: User Registration Page


https://notams.aim.faa.gov/en2/

Next, enter the password you want to associate with your username. The password must meet
the following complexity requirements:

e At least eight characters

e At least one letter

e At least one number

e At least one special character (e.g., ! @#3$%"&*)

You must enter the password twice to confirm it: once in the Password field and again in the
Retype Password field. These requirements are displayed on the User Registration page. Each
requirement has an icon to the left. The icons change to indicate whether the password you
entered meets each of the four complexity requirements (outlined above). In addition, an icon
indicates whether the passwords entered in the Password and Retype Password fields match. If

the password does not meet a requirement, then the indicator will remain a red “X” ('@"). If the
password meets a requirement, then the indicator will change to a green check mark (i&)).

Finally, ensure the Submitter radio button next to Airport Users is checked, and click Submit.
Your FSS Administrator will approve your account and assign you to the appropriate group(s).
This will complete the New User Registration process.

Please note that passwords will expire every 90 days, according to FAA security policy. Also,
you cannot reuse the same password within ten change cycles.

NOTE: All non-Flight Service personnel should register as a “Submitter”. I

2.4.2 Login

Upon registration, your account will need to be verified against an Authorized User list
maintained at each airport or facility. Your local operations manager will need to fax an update
list to the FSS supervisor when a new user needs to be added. The fax and phone number of the
FSS supervisors can be found in section 2.7. Once your account has been established and
approved, you may log into ENII.

To log into ENII, enter your email and password in the fields provided on the ENII homepage.
Click the Sign In button. ENII will automatically time out if there is no activity in your ENII
session for 30 minutes. In addition, you will be logged out automatically if you close the ENII
window in your browser without logging out.

NOTE: The email address you provide on this form will serve as your username for logging into
‘ ENII. |




2.4.3 Lockout

For security reasons, your account will be locked after five attempts to log in with the wrong
password. You will be locked out of your account until a FSS Administrator unlocks it. To
unlock an account, please email the FSS Administrator at enii-registration.fc-afss@Imco.com.

244 Forgotten Password

If you forget your password, reset it using the Forgot My Password link. Click the Forgot My
Password link on the ENIlI homepage. This opens a dialogue box that contains two new data
entry fields for entering your email address and last name. You must complete both fields.
Enter your email address and last name and click Submit.

You will receive an email with a link to reset your password. Your new password must meet the
same complexity requirements as the password you created during registration.

NOTE: The Forgot My Password link will not allow you to reset your password if your account
has been locked.

If your account is locked, it must be unlocked by a FSS Administrator, by emailing: enii-
registration.fc-afss@Imco.com.

245 Password Reset

For security reasons, your password will need to be reset every 90 days. If your password
expires, you will be prompted to change your password the next time you attempt to login.

2.5 Flight Service Station Points of Contact

Your Flight Service Station can provide help in issuing or cancelling a NOTAM if
you are unable to log into ENII, unlock your account, and update your airport’s
Authorized User lists. A table of contact numbers for each issue is located below.


mailto:enii-registration.fc-afss@lmco.com
mailto:enii-registration.fc-afss@lmco.com

Table 1: Flight Service Station Contact Information

Western Central Eastern Miami
Service Service Service Service
Area Area Area Area
Issue Hours PRC Hub FTW Hub DCA Hub MIA Hub
Phone Help Issuing or
Cancelling a NOTAM 2417 1-877-487-6867 (1-877-4-US-NTMYS)
Unlock Account 2417 Email: enii-registration.fc-afss@Imco.com
Fax to Update: M-F 1 928-772-4390 | 817-490-6681 | 571-223-1597 | 305-253-7640
Authorized User list Business
Phone to Update: M-F 817-541-3461 233-261°2611
: . _ _ - - _ _ Request Plans &
Authorized User list Business 928-583-6111 817-541-3462 703-723-4588 Procedures
Specialist (PPS)

2.6 eNOTAM Il Feedback

You can submit comments intended for the development team through the
Feedback link on the ENII main screen. Click the Feedback link in the
Administrative toolbar located at the top right corner of the main screen to open
the Feedback pop-up (see Section 3.2 for a description of the Administrative
toolbar). Enter your comments in the Feedback field, and click Submit to send
your comments (see Figure 2 below).

Feedback

All fields marked (*) are required.

Feedback”

Close

Submit

Figure 2: Feedback Pop-Up

NOTE: The comments you provide help improve ENII. The Feedback pop-up is not
intended to be used to report issues with the USNS or any NOTAM in particular.



mailto:enii-registration.fc-afss@lmco.com

2.7 eNOTAM |1 Outages and Technical Support

Possible signs of an ENII outage include unresponsive buttons, a change in the
Connection Status indicator from green to red (see Section 3.9 for a description of
the Connection Status indicator), or the presentation of connection-related error
messages. If you believe you are experiencing an outage of ENII due to problems
with either your facility’s systems or ENII, first log out of ENII and then log back
in. If this does not work, close your Web browser, reopen it, and try to re-access
ENII. Finally, if neither of the previous solutions works, contact your local IT
Help Desk.

If you are still experiencing problems, contact the FAA’s NAS Aeronautical
Information Management Enterprise System (NAIMES) customer support desk,
at 1-866-466-1336 or (540) 422-4168/69.

During an ENII outage, you should use your backup standard operating
procedures (SOP) or contact you Flight Service Station to issue or cancel
NOTAMs at 1-877-4-US-NTMS (1-877-487-6867).






Chapter 3.  Overview of eNOTAM |1 Features

This chapter briefly describes the features of ENII. More specifically, this chapter includes
descriptions of the main screen, panes, toolbars, action buttons, and other special features. See
Chapter 4 for a detailed description of how to use these features to complete tasks in ENII.

3.1 Main Screen

In this section, you will find a brief description of the panes and toolbars found on
the ENII main screen. The main screen is displayed after you have logged into
your account. Figure 3 below shows the different panes and toolbars within the
main screen. These panes and toolbars are described in more detail on the
following pages.

Agthren Anpont | My il | Proterencos
HT ¥

Foocback | Vealp | NOTAM Sampley | Locaton Lookup | Logout !

ENIl System
Brooke Bewts | SEP 22 2016 THU 13432 UTC

M g Summary 5 Hefrosh T Sl by Beference 0 v Show Edior Rows:| 30 ‘Pepes i o Page 1 of 1
oL
AMecied Locatan: DCA Sabe: Acive  Maywond TWY 13w Time: 09023016 1921 Retsvence DC181T#7T0
Tegerieng Lipb -
A WINDEFINED 017 DCA TWY A WIP COSST 1809231200- 1608242000
e AMacied Localon: 04 Seates; Mgt 0T 0SR20 0103 Faferencs I 101 70511
Asroditee = 3 '
Ainipace 2 - <
agran Afecisd Locaton: DCA  Subs: Acsvaton Pending  Heywond OBST  Sebmit Time: 08222018 1937 Reforsacs 0014188350
Comyrumeason IDCA 00000 DCA OBST CRAME LGT (AS3 2000-AEA-108-NRA) BE50DEN0T 02 16W (0.0%M N DAY 4TFT {LEFT AGL) QUT OF SERVICE 1E0G261000-181202 1900
i AMacied Locaton: DCA Shb: Actve  Heyword: WY Isiom Time: 09222016 1930 Relerance 10514186300
Dt ton
[p WARDERKED 06145 DCARWY 0110 CLED EXC CROSSING 180024010 1- 1608080600
e AMscied Locaton DCA Swlus! Active  Raywold: TWY  lass Tane: 00023016 1927 Réteiencs (14186407
Tantamy ID:CA DGM40 DCA TWY B BTH TWY AT AND WY 02 CLED 180622 1532- 1808272200
* Favonles Commmses o en an:o wo MNOTAM
& Sakn .
m AMscind Locaton DOA SHbe ACIE  KIyWola: RWY. i Time: C022016 1933 Reterancs I0:14 166400 SII.I'I'II'I'I‘HYI Pane
Az D 10CA DOMS0 DCARWY 0472 FICON 3043 SLIPPERY WHEN WET OBSERVED AT 160834633, 1600321033-160523 1933
::' Pandeg Afecied Locaton: DCA  Siabes: Actvation Pending  Keyword APRON  Sebmil Time: 087222016 1841 Sefermoce ID: 1418640848
ot
Orat IDCA X000 DCA APRON COMIMERG AL RAMP WP LLANT 5800021 041-06000 T2
Errge Adtvabng
Errer Cangsiieg
Eagered
Regecien

Figure 3: Overview of the Main Screen
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3.2 Administrative Toolbar

The Administrative toolbar is located in the top right corner of the main screen
(see Figure 4 below). The options on this toolbar provide access to administrative
information and preferences.

ENII System | Archive Report | My Profile | Preferences | Feedback | Help | NOTAM Samples | Location Lookup | Logout |
. ENIl System
Administrative
Toolbar Brooke Beets | SEP 22 2016 THU 2010 UTC

Figure 4: Administrative Toolbar
The Administrative toolbar contains the following seven options:

e ENII System provides access to the main screen.

e Archive Report allows you to run reports about NOTAMs.

e My Profile allows you to view and update your account information.

e Preferences allows you to change your display preferences.

e Feedback allows you to submit comments about ENII.

e Help provides access to a PDF version of this user’s guide.

e NOTAM Samples provides a PDF of sample NOTAM formats by keyword.

e Location Lookup provides detailed information regarding the entered location.

e Logout logs you out of ENII.

12



3.3 Action Toolbar

The Action toolbar is located along the top of the NOTAM Summary pane (see
Figure 5 below).

Action
ENI...lRIlthII-:IMINﬂTMI-IL... Leokup | Logout
Toolbar
ENIl System
"J Brooks Badts | SEP 23 2016 FRI 1610 U

Bz Semmary £ Ratresh 'V Son by Reterencs i) Shirar Eitor Bowa:| 5o | Pages) 1 Gu Pagh 1 of

Figure 5: Action Toolbar
The Action toolbar contains the following 11 functions:

New allows you to create a new NOTAM.
Cancel allows you to cancel an Active NOTAM.

Replace allows you to replace an Active NOTAM with a new one while
cancelling the original NOTAM in one step.

Copy allows you to copy a Cancelled or Expired NOTAM.

Favorite allows you to generate a new NOTAM with the exact information from a
current NOTAM.

Delete allows you to delete a Draft, Activation Pending, or Rejected NOTAM or a
NOTAM with an error status.

View Change Log displays the Change Log Viewer that shows the history of the
NOTAM.

Edit allows you to change the details of a Draft, Activation Pending, Error
Activating, or Rejected NOTAM.

Save allows you to save a NOTAM as a draft.
Submit allows you to submit a NOTAM for activation.
Location Lookup provides detailed information regarding the entered location.

Search allows you to search for key words and strings of characters in the
NOTAM Summary.

Print allows you to print the NOTAM information.
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3.4 Filters Pane

The Filters pane is located on the left side of the main screen (see Figure 6
below). The filtering functions can be managed in this pane.

Y Filters
Groups

[+]

o Keyword-All (6, 1

Aerodrome (0, 0 )
Airspace (0, 0 )
Apron (0, 0 )
Communication (0, 0 )
Navaid (0, 0)
QObstruction (0, 0 )
Other (0,0 )
Runway (6, 1)
Senvice (0, 0) Expand/Collapse
Taxiway (0, 0 )

O SEwe v
All (19)
Active (6)
Activation Pending (8) 1 Status
Cancelled (2)
Draft (1)
Error Activating (0)
Error Cancelling (0)
Expired (2)
Rejected (0)

Keyword

Figure 6: Filters Pane and Functions
The Filters pane contains the following four functions:
e Groups allows you to filter based on your available groups.
o Keyword-All allows you to filter NOTAMs based on keyword.
e Status allows you to filter NOTAMs based on status.

e Expand/Collapse allows you to expand or collapse the Filters pane.
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3.5 NOTAM Summary Pane

The NOTAM Summary pane is located to the right of the Filters pane in the center
of the main screen (see Figure 7 below).

=] & Summary <% Refresh Sort by Endl Date v Show Editor Rows: |10 Page: |l Go Page1 of 2 3_-1&'

—
~AMected Location: |55 Status: b0 e W UBOZZ015 2307 Relerence IES589T2Y I |

Comments:Rurmvay will be closed for a weeak

Affected Location: CGS  Status: Cancellad  Keyword: AD - Cancel Time:; 08092013 1558 Reference ID:0622415

ICGS Derag2 ¢G5 AD WIND TEE NOT AVBL 1308091554-1308091605EST

Affected Location: DCA  Status: Active  Keyword: RWY  Issue Time: 08092013 1901 Reference ID:0622432

NOTAM Details —
ﬁ IDCA DB/BE8 DCA RWY 119 5 200FT CLSD EXC TAX 1308091647-1308091900EST

Affected Location: HEF  Status: Cancelied  Keyword: TWY  Cancel Time: 08092013 1949 Reference 0622466

LA IHEF 021398 HEF TWY B WORK IN PROGRESS MOWING ADJ EAST SIDE 1308091938-1308092200

Comiments:zpalled oul WIP per policy il

Affected Location: DCA  Status: Active  Keyword: TWY  Issue Time: 08092013 1555 Reference Ie9622414

1 1DCA 087981 DCA TWY B WORK IN PROGRESS MOWING ADJ E EDGE 1308091551-1308101300

Affected Location: HEF_Stalis: Active _ Keyword: TWY _Issue Tine: 08:09:2013 1631 Referenice 10:062242

Connection Status ' Page Number

Active filters Indicator Indicator

P :
Connecled ® il Rows: |10 alje:|1 Goll Page 1 of 3 == Last
Kevwnir-All = Kevwinrd-All AL Rar'w:l e

Pagination Preference Page Buttons I

Figure 7: NOTAM Summary Pane and Options
The NOTAM Summary pane contains the following six options:

e NOTAM Summary toolbar provides the sort functions and access to the NOTAM
Editor.

o NOTAM Details displays the administrative details about the NOTAM, the full
NOTAM text, and any comments, which are all displayed in alternately shaded
rows.

e Active filters identifies which filters are active for the NOTAMSs shown in the
NOTAM Summary.

e Connection Status indicator displays your connectivity with the ENII server.

e Pagination Preference setting allows you to change the number of NOTAM rows
that are displayed.

e Page Number indicator displays the current page number and the total number of
pages of NOTAMSs in the NOTAM Summary.
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e Page buttons allow you to navigate between pages of NOTAMs in the NOTAM
Summary or jump to the First/Last page.

3.6 NOTAM Summary Toolbar

The NOTAM Summary toolbar is located along the top of the NOTAM Summary
pane (see Figure 8 below).

Refresh Show/Hide Editor Page Number Indicator
X I
E. Slmnnnni “% Refresh H?Son by Reference ID a Show Editor tows: (10 WPage: |1 GofPage 1 of 2 *_>I1_«r||

| Minimize/Maximize “ Sort By | Pagination Preference Page Buttons

Figure 8: NOTAM Summary Toolbar and Options

The NOTAM Summary toolbar contains four options above the NOTAM Text
column header:

e Minimize/Maximize hides the Filters page and enlarges the NOTAM Summary
screen.

e Refresh reloads the NOTAM Summary.

e Sort by allows you to sort NOTAMSs in the NOTAM Summary by several different
data points. By default, NOTAMs are sorted by Reference ID.

e Show/Hide Editor allows you to switch between the NOTAM Editor and NOTAM
Summary.

e Pagination Preference setting allows you to change the number of NOTAM rows
that are displayed.

e Page Number indicator displays the current page number and the total number of
pages of NOTAMs in the NOTAM Summary.

e Page buttons allow you to navigate between pages of NOTAMs in the NOTAM
Summary or jump to the First/Last page.
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3.7 NOTAM Details

The NOTAM Details are located in the NOTAM Summary pane (see Figure 9
below).

Affected Location: CGS Status: Active Keyword: RWY Issue Time: 08/02/2013 2307 Reference 10:9589124

ICGS 08/821 CGS RWY 15/33 CLSD 1308022306-1308091500 Domestic NOTAM

Comments:Runway will be closed for a week.

NOTAM Details

Figure 9: NOTAM Details

The NOTAM Details displays information in the following three lines:

3.7.1

Line One

o Affected Location displays the location affected by the NOTAM.

e Status displays the current state of the NOTAM and its relationship to the
USNS. The status entries display information about an individual NOTAM
through formatting, as follows:

o

(0]

(0]

(0]

o

Green (green) text indicates an Active NOTAM.

Red (red) text indicates an Activation Pending, Error
Activating, Error Cancelling, or Rejected NOTAM.

Blue (blue) text indicates a Draft NOTAM.
Orange ( ) text indicates a Cancelled NOTAM.
Gray ( ) text indicates an Expired NOTAM.

e Keyword displays the keyword? associated with the NOTAM.

e Submit/Issue/Last Update/Cancel Time displays in blue text the time the
NOTAM was submitted, issued, last updated, or cancelled.

e Reference ID displays in red text the unique identification number assigned to
the NOTAM by ENII.

2 NOTAM keywords are defined in FAA J.0. 7930.2Q.
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3.7.2 Line Two
e Domestic NOTAM displays the NOTAM in domestic format. This line displays
information about an individual NOTAM through formatting, as follows:
o Bold (bold) font indicates NOTAMs with a Draft
status.

o0 Normal line weight (normal) indicates a NOTAM with
an Active , In Queue or Error Activating status.

o Dark gray (dark gray) text indicates a Cancelled
NOTAM.

o Light gray ( ) text indicates an Expired
NOTAM.

e Anicon = will display when a NOTAM has been edited after submitted.

e Anicon (0) will display when a NOTAM is approaching the estimated
expiration time.

e Anicon ( @ ) will display and the NOTAM text will turn red when a NOTAM
is active after the estimated expiration time has passed.

e Anicon ( @ ) will display and the NOTAM text will turn red when a NOTAM
with an expiration time of PERM has been active for more than two chart cycles,
or 112 days.

3.7.3 Line Three

e Comments displays any internal instruction or information provided regarding the
NOTAM, if applicable. This information is transmitted to the Flight Service
Specialist as additional information but is not included in the NOTAM.
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3.8 NOTAM Editor Pane

The NOTAM Editor pane is displayed only if it is brought up by clicking the New
button or Show Editor button (see Figure 10 below).

™ 5 Summary Hide Editor [T Preview
Multiple NOTAM Editor Tabs
E Editor3 @ Editor4 @  Egilor5© | Edlors ©
= AN Oiher NOTAM{s) ASRIASN Obstructions ' FOWY Surface Condition ' RWY Slippery When Wet
Facilityfdentifier: DCA
fieyacot: Select Keyword Period of Validity
AD
AFFROH Start Date (UTC) End Date [UTC)
OBST
AT <
WY
Miiddlyryy || hhme i MMEId Ay hitimim EST Resel Check Local Time
¥ 3 Spe
Condition:
Commans:

Figure 10: NOTAM Editor Pane with Multiple NOTAM Editor Tabs

The NOTAM Editor pane is displayed in the same location as the NOTAM
Summary pane. You can switch between the NOTAM Editor pane and the
NOTAM Summary pane without losing the content of either pane. With the
appropriate user group keyword and location permission, you can create other
types of NOTAMs based on airport, navigational aid (Navaid), or Air Route
Traffic Control Center (ARTCC) identifiers using the NOTAM Editor pane. You
can also create an obstruction NOTAM by entering an Antenna Structure
Registration (ASR) number or a radius around latitude and longitude coordinates.
Multiple NOTAM Editor tabs can be open at the same time. When multiple
NOTAM Editor tabs are open simultaneously, each Draft NOTAM will be
displayed on a different NOTAM Editor tab; each will be numbered sequentially
from left to right. A maximum of 20 tabs is allowed.
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3.9 Special Features

3.10

ENII has four special features that are accessed from the top right corner under
the Administrative toolbar (see Figure 11 below).

Link to AIM News

User Name JohnDoe || AUG 9 2013 FRI 1658 UTC

—-\

Figure 11: Special Features
They are the following:

ENII links to the FAA AIM News & Updates website.

System displays a pop-up containing the ENII version number and the date of the
last update.

User Name displays your first and last names.

Coordinated Universal Time displays the current date and time in Coordinated
Universal Time (UTC).

Email Notification

ENII will send the NOTAM submitter an email when your NOTAM is published,
cancelled or rejected by a Flight Service Specialist. You may then forward the
activation or cancellation email to a third-party or set up an automatic email
distribution list through your email client.
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Chapter 4. Performing Tasks Using eNOTAM II

This chapter provides a detailed description of how to use ENII to complete tasks. This chapter
includes instructions for performing three account management (i.e., administrative) tasks and

ten common technical tasks using ENII. See Chapter 3 for detailed descriptions of ENII
features, including screenshots of whole panes and windows.

4.1 Account Management Tasks

You can perform the following three account management tasks in ENII: update

your account information, change your password, and update your display

preferences. All three of these tasks are initiated from the Administrative toolbar.
Your account and password information are managed using the My Profile page,

and display preferences are located in the Preferences pop-up.

4.1.1 Update Your Account Information

Click the My Profile link on the Administrative toolbar to bring up the My Profile page (see

Figure 12 below). Fields marked with a red asterisk (*) are required. At a minimum, the

Organization, First Name, Last Name, Email, State and Phone Number fields must be populated.
You can edit all the information on this page, except for your email address. Click Save to save

your changes and return to the main screen. Click Close to close the page and return to the main
screen. Clicking Close before clicking Save will close the page without saving and return you to

the main screen.

-
(" Update Account

All fields marked () are required.

Name:
Username:

IP Address:

John Doe
john.doe@email faa

172.27.122.124

8 Change Password

Job Title JAirport Operations Manage ~ Organization®|DCA

FirstName®  [John Last Name® [Doe

Email* |

Phone Number[2055555655 Fax | Rado [ mMHz
Street 1 [ Street2 |

City [ State [DISTRICT OF COLUMLY| ZipCode [

Save

Close

Figure 12: My Profile Page
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4.1.2 Change Password

Click the My Profile link on the Administrative toolbar. Then click the Change Password link to
bring up the Password page (see Figure 13 below).

Name: Brooke Beets
Username: bnbi111@yahoo.com

IP Address: 172.26.22.194

!@ Update Account e'= Change Password

E‘= A password must have:

Old Password * x) 8Characters or more
At least one Upper case and Lower case Letter
New Password * <) At least one Number

Atleast one special character (e.g., (@#5%"&")
Both passwords typed must match
Old Password must match

Retype New Password *

Submit Cancel

Figure 13: Password Page

Enter a new password in the New Password field. The password must meet the following
complexity requirements:

e At least eight characters

e At least one letter

e At least one number

e At least one special character (e.g., ! @#$%"&*)

You must enter the new password twice: once in the New Password field and again in the Retype
New Password field to confirm it. These requirements are displayed on the Password page.
Each requirement has an icon to the left. The icons change to indicate whether the password you
entered meets each of the four complexity requirements. In addition, an icon indicates whether
the passwords entered in the New Password and Retype New Password fields match. If the new
password does not meet a requirement, then the indicator will remain a red “X” (i@). If the new
password meets a requirement, then the indicator will change to a green check mark (i&).

Click Submit to save your new password. Click Cancel to close the page and return to the main
screen. Clicking Cancel before clicking Submit will close the page without saving. Click ENII
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System in the Administrative toolbar to return to the main screen. You will be required to change
your password every 90 days, according to FAA password security policy.

4.1.3 Update Display Duration Preferences

Use the Preferences pop-up to change the duration for which NOTAMs are displayed in the
NOTAM Summary, after they have been cancelled or expired and to display an alert for
NOTAMs scheduled to expire. Click the Preferences link on the Administrative toolbar to bring
up the Preferences pop-up (see Figure 14 below). Enter the number of days for which you want
to see cancelled and expired NOTAM s in the Display NOTAMs Cancelled or Expired within past

_ days field, up to 30 days. Enter the duration for which you want an icon (' o ) to appear in the
NOTAM Details. Click Save to save your preferences. Click Close to close the pop-up.

NOTE: Clicking Close in the Preferences pop-up will also save your changes but for your
current ENII session only. To return to your previous preferences, return to the Preferences pop-

up or log out and log back into ENII.

Preferences

Display NOTAMs Cancelled or Expired within the past | 2 days.

Display the Alert icon when the NOTAM expires within | 48 hours.

Close

i
w
1]

Figure 14: Preferences Pop-Up
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4.2 Technical Tasks

This section of the user’s guide explains how to perform 10 common technical
tasks using ENII. The tasks are as follows:

e Create a New NOTAM based on an Airport, Navaid, or ARTCC Identifier.
e Create a New ASR/ASN Obstruction NOTAM.

e Utilize the NOTAM Summary pane.

e EditaNOTAM.

e Delete a NOTAM.

e Cancel a NOTAM.

e Replace a NOTAM.

e CopyaNOTAM.

e Use the Change Log Viewer.

e Run an Archive Report.

These technical tasks are explained below in the order they are most likely to be
performed on the job.

421 Create a New NOTAM Based on an Airport, Navaid, or ARTCC Identifier

When creating a new NOTAM based on an airport, Navaid, or ARTCC identifier, populate the
NOTAM Editor pane following the process below.

Select a group from the Groups drop-down list located in the Filters pane (see Figure 15 below).
Depending upon the privileges of the group you select, some airports, Navaids, or ARTCCs may not be
available while creating a new NOTAM.

Y Filters

Groups
§ DC Area Airports |

DC Area Airports

Sl Keyword-All (0, 0 ) =
Aerodrome (0, 0 )
Airgpace (0,0 )

Figure 15: Groups Drop-Down List

Click New on the Action toolbar to begin creating a new NOTAM. This brings up the NOTAM Editor
pane.

To create a NOTAM based on an airport, Navaid, or ARTCC identifier, click the All Other NOTAM(s)
radio button (see Figure 16 below) on the NOTAM Editor pane.
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Editor 1

@ All Other NOTAM(s)

Figure 16: All Other NOTAM(s) Radio Button

Enter the three-character Facility or Airport Identifier associated with this NOTAM in the

Facility/Identifier field (see Figure 17 below).

ASR/ASN Obstructions

Facility/ldentifier;

Figure 17: Facility/Identifier Field

As you begin to enter information in the Facility/Identifier field, ENII will begin
searching Facilities and Feature Identifiers that contain the text you have typed.
The system will display the results in a drop-down list below the field (see Figure
18 below). Only some facilities and features will be provided in the search results
as options depending upon the privileges of the group you selected in the Filters
pane. Select an option from the drop-down list.

@ All Other HOTAM(s) C:‘ASRfASH Obstructions

Keyword:

Facilityddentifier: | DCA

DCA-RONALD REAGAN WASHINGTON NATIONAL
DCA-DCA-VOR/DME

T L DaE (VI

[ start Now

Figure 18: Facility/Identifier Search Results
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Select a Keyword from the Keyword menu (see Figure 19 below). Depending upon the privileges of
the group you selected in the Filters pane, some Keywords may be restricted.

Keyword: Select Keyword

(0)

AD
AIRSPACE
APRON
COM

NAV
OBST
RWY
SVC
TWY

Figure 19: Keyword Menu

NOTE: All Keywords are listed in the Keyword menu and are enabled (i.e., can be
selected). However, due to restrictions associated with the privileges of the group
you selected in the Filters pane, you may receive an error message when you try
to submit the newly created NOTAM. Contact your FSS Administrator if you
receive an error message about restrictions.

If Keyword RWY is selected in the Keyword menu, the Select Designator menu will open (see Figure 20
below). Click the affected runway(s).

Keyword:

Select Keyword
(Q)

AD

AIRSPACE
APRON

COM

MNAV

OBST

SVC
T™WY

Select Designator
1

22

4j22

33

15

15/33

19

119

4

Figure 20: Select Designator Menu
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Specify the Period of Validity (i.e., date and time range) using the Start Date (UTC) and End Date (UTC)
fields as described below (see Figure 21 below). The EST checkbox indicates that the expiration date
and time is estimated. The PERM checkbox indicates that the NOTAM information is of a permanent

nature and should be published. You are required to enter the Start Date (UTC) and either the End
Date (UTC) or select PERM to submit a NOTAM. The EST checkbox is optional.

Period of Validity
Start Date (UTC) End Date (UTC)
[~ Start Now I PERM

|MM;’ ddAnny | hhmm |M MddAnney | hhmm I” EST Reset Check Local Time

I Check here if the NOTAM is relevant only during specified times within the overall effective period

Figure 21: Period of Validity Box for Non-obstruction NOTAMs

If desired, click the Start Now check box to start the NOTAM immediately. This will auto-populate the
Start Date (UTC) fields with the current UTC date and time. If a different start date or time is needed,
select the date and enter the time desired in the Start Date (UTC) fields. Dates cannot be entered
manually. You must use the calendar pop-up provided (see Figure 22). Click the Start Date (UTC) field
labeled “MM/dd/yyyy” to bring up the calendar pop-up. Use the arrows at the top of the calendar
pop-up to scroll through the months and then click the desired start date. Enter the UTC time in the
Start Date (UTC) field labeled “hhmm”.

NOTE: If the NOTAM has a start time that is more than 72 hours in the future,
then the NOTAM will be held in the Activation Pending queue and automatically
submitted to a Specialist at a FSS for approval 72 hours before activation.
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Period of Validity
Start Date (UTC) End Date (UTC)

[ Start Now I PERM

[MM/ddAnyy fhhmm  |MMddAsay [hhmm I~ EST Reset Check Local Time

& Aug 2013 » |- : - : s : :
S M TWTEF 8 is relevant only during specified times within the overall effective period

28 29 3 1 213
— 4 5 6 7 BEW
11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 N

Figure 22: Start Date (UTC) Calendar Pop-Up

Select the end date and enter the time desired in the End Date (UTC) fields, or select PERM. Dates
cannot be entered manually. You must use the calendar pop-up provided. Click the End Date (UTC)
field labeled “MM/dd/yyyy” to bring up the calendar pop-up (see Figure 23 below). Use the arrows at
the top of the calendar pop-up to scroll through the months and then click the desired end date.
Enter the UTC time in the End Date (UTC) field labeled “hhmm”.

Period of Validity

Start Date (UTC) End Date (UTC)

I Start Now ™ PERM

IMMfddMyy [hhmm IMMfdi:i,’Wyy |hhmm I” EST Reset Check Local Time

Aug 2013
) | CheckhereifiheNOTAME M T W T F ;ﬁedtimesmthinthe overall effective period

28293031 1 2 3
4 5 6 7 sE]m
11 12 13 14 15 16 17
18 18 20 21 22 23 24
25 26 27 28 29 30 31

Figure 23: End Date (UTC) Calendar Pop-Up

If the NOTAM duration is uncertain, specify the approximate expiration time and select the EST
(estimate) box (see Figure 24 below). EST NOTAMs should be cancelled or replaced before the
expiration time specified, as the NOTAM will not auto-expire.
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Period of Validity

Start Date (UTC) End Date (UTC})
[v: Start Now I~ PERM
[08/14/2013  [2203 |08/15/2013  |2200 [V EST Reset Check Local Time

[T Checkhere ifthe NOTAM is relevant only during specified times within the overall effective period

Figure 24: EST End Date (UTC)

If creating a NOTAM to advertise a permanent condition that will be published in a publication, chart,
or database, select the PERM box (see Figure 25 below). When this is selected, the End Date will
become unavailable and —PERM will be inserted as the expiration date in lieu of the 10-digit date-
time group.

Period of Validity

Start Date (UTC) End Date (UTC)

[V Start Row IV PERM

|if!15-'-"- 472013 2210 | | [T EsT Reset Check Local Time

[T Check here ifthe NOTAM is relevant only during specified times within the overall effective period

Figure 25: PERM End Date (UTC)

Click the Reset link to clear all data entered in the Period of Validity box.
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Click the Check Local Time link to see a chart that displays conversions from UTC to local time for some

U.S. time zones (see Figure 26 below). The converted times are based on the information you entered

in the Start Date and End Date fields. The calculated times will be displayed in the Local Time pop-up.

The pop-up is organized by Time Zone, Start Time, and End Time. Click Close or click outside the Local
Time pop-up to return to the NOTAM Editor pane.

Time Zone Start Time End Time
8/14/13 216 PM  8/30/13 2:00 PM
8/14/135:16 PM  8/30/13 5:00 PM

8/14/13 12216 PM  8/30/13 12:00 PM
8/14113 416 PM  8/30/13 4:00 PM
8/14/133:16 PM  8/30/13 3:00 PM

Arizona 81413316 PM  8/30/13 3:00 PM
Close

Figure 26: Local Time Pop-Up
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Click the check box labeled Check here if the NOTAM is relevant only during specified times within the
overall effective period to bring up the Time Schedule box (see Figure 27 below). Click the Day drop-
down list to select when the NOTAM recurs during the period of validity. The Start Time and End Time
of the schedule must correspond to the Start Time and End Time of the NOTAM, of you may select
sunrise SR or sunset SS. Click Add to add the recurring day to the NOTAM. Repeat until all the
recurring days are included in the list.

Click the trash can icon () in the Delete column to remove a day from the time
schedule. Click Reset to delete all the days from the time schedule that have been
added to the NOTAM.

Period of Validity

Start Date (UTC) End Date (UTC)
[ Start Now I™ pERM
08102013 [1200 [08/16/2013  [2200 I™ EST Reset CheckLocal Time

[¥ Check here ifthe NOTAM is relevant only during specified times within the overall effective period

Time Schedule
Period of Validity: { 6 dayis) & 10.0 hour{s) } 08102013 Saturday 1200 to 08162013 Friday 2200

Day Start Time End Time
[Daily >l izo0 B2 Heoo  BA[TAdd 1] Reset
Diay Start Time End Time Dielete
Daily 1200 2200

Figure 27: Period of Validity Box With Time Schedule Box Enabled
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ENII will auto-populate the Condition box, which is below the Keyword box, with items selected in the
Keyword menu and the Select Designator menu. Enter additional NOTAM information into the
Condition box using free text (see Figure 28 below).

Condition:

Figure 28: Condition Box

Enter any internal instruction or information regarding the NOTAM in the Comments box (see Figure
29 below), which is below the Condition box. Comments will be transmitted to the Specialist at a FSS
for review during the NOTAM approval process, but not published in the NOTAM.

Comments:

Figure 29: Comments Box

ENII will format the text you entered to create the final NOTAM that will ultimately be submitted to
the USNS. The resulting NOTAM is displayed in the box labeled Final NOTAM Text to be Submitted to
NOTAM System (see Figure 30 below), which is below the Comments box.

Final NOTAM Text to be Submitted to NOTAM System

IHEF XAt HEF TWY B2 CLSD 1308101200-1308110800EST

Figure 30: Final NOTAM Text Box

NOTE: Before submitting, verify the final text to be submitted for review in the box “Final
NOTAM Text to be Submitted to NOTAM System”.
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If the NOTAM is not ready for submission, click Save on the Action toolbar to save the NOTAM as a
draft (see Figure 31 below). This will bring up a confirmation box. Click Yes to save the NOTAM as a
draft. Click No to return to the NOTAM Editor. A Draft NOTAM can be edited or submitted later.

Federal Aviation
Administration

W Fiters
Groups
I OC Area Alrpons "l

Agrodrome (0, 0)
Mirspace (0,0)

Demo System

= Summary

Hidke Editor

Editor 1

% Al Gther HOTANS) © ASRUASH Obstiuctions

EMIl Systern | Archive Repod | My Profile | Preferences | Feedback | Help | NOTAM Bamples | Logout

ENIl System
JohnDoe AUG 9 2013 FRI 1732 UTC

| Save Button ” ]

Facility Wentie:s: [CGS

Apron (1,0 ) Confirmation
Gommunication (0, 0 ) peyn SelactKaywort
Mavaid (0, 0 ) )] | Da you want to Save as Draft? ]
Obstruction {0, 0 ) :JEFI-\E;P.&CE | e e
Crthar (0, 0 ) APROM Yes ] I
Rumway (0, 0 ) COM
Senice (0,0) g';‘:‘f,l_ e T [OEEEeTT et |OEjEEnT [E‘z‘nl:l W EST Reset Chisck Local Time
5
Taxdway (2,0
o e ™ Cheek here ifthe NOTAM is relevant onby during Specified imes wilhin the overall effective perod
Al v = =
Active (3) Condition: RWY 15/33 CL3D
Actvation Pending (4)
Cancelled (1) -
Dran ) T Coanmment s: I | _’l—
Errar Activating (0) Connected @ |
Error Cancelling (2} = keewnrd-All = Kevanni AL Naw (11 Becors]

Figure 31: Save Button and Confirmation Box

33



Once you have populated all applicable fields for the NOTAM, click on the word Submit (see Figure 32
below). This will bring up a confirmation box that allows you to review the NOTAM and your contact
information. At this point, you can also review and enter any additional comments in the Comments
(optional) field. Click Yes in the confirmation box to submit the NOTAM for review and activation by a
Specialist at a FSS. Click No in the confirmation box to return to the NOTAM Editor.

EHNIl System | Archive Report | My Profile | Preferences | Feedback | Help | NOTAM Samplas | Logoud

Fedoral Aviation

Administration Demo System ENIl System

John Doe | AUG 9 2013 FRI 1854 UTC

V Fiers = 2 Summary Hide Editor
Groups =
B Ares Arpors - Egtel | Submit Button
Alespaca (0, 0) = & Al Other NOTAR=) © ASRASH Obstructions
AponiL.0 ) Confirmation

Communication (0, 0 ) 3 ; o
Navald (0,0 ) Facuty ientines: ICGS Do you want 1o Activate the NOTAM?

Obstruction (0, 0 ) Wb b
Other (0,0 )
Rurway (0, 0 )
Service (0,0 )
Taxiway (2,0 )

B SBtalus
All(11)

Acthes (3)
AralionRending (0 Comments (aptional)
Cancelled (1) Condion: RUY

Diraft (1)

Error Activating (0) ot = )

Error Cancelling (0) 1] | _tr

Expired (2) Connetied & |

e Nao I

HCGS XOCHXNXK CGS RWY 1533 CLSD 1308091900. 1302092 100EST

Accnmtabuldy: 056G

Eclited by Joe Doe

Job Title: Alrport Ops

L 567890 (Phone
Coifact: 1234567890 (Phone} T Besel CheckLocal Time

e within the gverall effective period

Figure 32: Submit Button and Confirmation Box

Your submitted NOTAM will now appear in the folder “Activation Pending”.
Once a Flight Service Specialist approves the NOTAM, refresh the screen with
the Refresh function and the ENII system will update the NOTAM details with a
NOTAM number and the status will change from Activation Pending to Active.
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4.2.2 Create a New ASR/ASN Obstruction NOTAM

When creating a new ASR/ASN Obstruction NOTAM, populate the NOTAM Editor pane
following the process below.

Click New on the Action toolbar to begin creating a new ASR/ASN Obstruction NOTAM. This brings up
the NOTAM Editor pane.

Click the ASR/ASN Obstructions radio button (see Figure 33 below) on the NOTAM Editor pane.

Editor 1

All Other NOTAM(s)! @ ASR/ASN Obstructions

Figure 33: ASR/ASN Obstructions Radio Button

Click the by ASR/ASN radio button to search for an obstruction by the ASR number (see Figure 34).
Enter the ASR number in the ASR field and click Search to search for an obstruction by that ASR. Click
Reset to clear the search parameters.

ASR/ASN Obstructions

@ by ASRSASH by LatlLong
ASR:
ASN:

Search ‘ Reset |

Figure 34: Search by ASR/ASN

The results will be displayed below the ASR and ASN fields (see Figure 35
below). If your search finds a match, a drop-down list with a single entry and
details of the obstruction will be displayed. If your search does not find a match,
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then an error message will be displayed that says, “No records found for the
search.”

ASR/ASN Obstructions
@ by ASR/ASN by LatLong

ASR: 1200660

ASN:
Search Reset
Select a Feature
1200660 v
ASN:

ASR: 1200660

AMSL: 100 feet

AGL: 50 feet

Latitude: 38° 49" 50" N
Longitude: 77° 2' 48" W
Distance: 1.4 NM

(1 of 1 Record)

Figure 35: Search by ASR Results

Click the by Lat/Long radio button to search for an obstruction by a radius around latitude and
longitude coordinates (see Figure 36 below). Enter the degrees, minutes, and seconds of the
obstruction in the Latitude and Longitude fields. Then select the appropriate cardinal direction (i.e.,
N, S, E, or W) from the drop-down list. If you do not know the specific latitude and longitude of a
point, you can enter the three-character Facility or Airport Identifier in the Near: field. Enter a radius
around the point in nautical miles (NM), up to 10 NM, to search for obstructions near the point.

NOTE: The Tower Type drop-down list provides a search capability for a specific
type of obstruction (e.g., antenna tower, building, water tank). However, the
“All” category is the only drop-down list category that is functional due to the
current limitations of the raw data available for obstructions.
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ASRIASN Obstructions

by ASRIASN @ by LatLong
Near:
Laitude: 000 ° 00 * o00 " N~
Longitude: 000 ° 0o ! 00 " W -
Radius: 2 MWW (max. of 10 M)
Tower Type:  All -~  Search | Reset ‘

Select a Feature

Figure 36: Search by Lat/Long

Click Search to search for an obstruction. The results will be displayed below the
Latitude and Longitude fields (see Figure 37 below). If your search finds a match,
a list of results will be displayed in a drop-down list labeled Select a Feature.
Click on one of the results to display an obstruction. If your search yields
multiple results, click the drop-down list to select the desired obstruction. If your
search does not find a match, then an error message will be displayed that says,
“No records found for the search.” The Reset button is not functional.

ASR/ASN Obstructions

by ASR/ASN @ by LatlLong
Near:
Latitude: 33 c 56 KNN3 EEEN ~
Longitude: 118 ° 24 ! 25 " W~
Radius: 2 NM (max. of 10 NM)
Tower Type: Al - Search Reset

Select a Feature
1277799 v

ASN

ASR: 1277799

AMSL: 170 feet

AGL: 62 feet

Latitude: 33° 56" 38" N
Longitude: 118° 24' 27" W
Distance: 0.1 NM

(1 of 26 Records)

Figure 37: Search by Lat/Long Results
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By default, the Start Now and End in 15 day(s) check boxes located under Start Date (UTC) and End
Date (UTC) are checked. The Start Date (UTC) and End Date (UTC) fields are populated automatically
based on the current time (UTC) shown in the top right corner of ENII.? If a different end date is
needed, select the start or end date and enter the time desired in the End Date (UTC) fields. Dates
cannot be entered manually. You must use the calendar pop-up provided. Click the End Date (UTC)
field labeled “MM/dd/yyyy” to bring up the calendar pop-up (see Figure 39 below). Use the arrows at
the top of the calendar pop-up to scroll through the months and then click the desired end date.
Enter the UTC in the End Date (UTC) field labeled “hhmm”.

Parlod of Validity
Start Date (UTC) End Date {UTC)
Start Nowr End in 15 day{s}[_| pErm
[1esT Check Local Time

[ check here if the HOTAM is relevant only during specified times within the overall effective period

Figure 38: Period of Validity Box for ASR/ASN Obstruction NOTAMs

NOTE: If the NOTAM has a start time that is more than 72 hours in the future,
then the NOTAM will be held in the Activation Pending queue and automatically
submitted to a Specialist at a FSS for approval 72 hours before activation.

® Automatic 15-day expiration of obstruction light outage NOTAMS is in accordance with FAA J.0. 7930.2Q.
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Period of Validity
Start Date (UTC})

[] start Now

End Date (UTC)

[]End in 15 day(s) (] perm

MMddfyyyy | hhmm

| MM/ddiyyyy | |hhmm

| [JesST Reset Check Local Time

Sep 2013
W T F
7 28 29 30
2 3 4 5 6
9 11 12 13
19 20
26 27

W oA
=
_'

B

S5

is relevant only during specified times within the overall effective period

31

.
14
21
28

Figure 39: Start Date (UTC) Calendar Pop-Up

Click the Reset link to clear all data entered in the Period of Validity box.

Click the Check Local Time link to see a chart that displays conversions from UTC to local time for some
U.S. time zones (see Figure 40 below). The times are based on the Start Date and End Date fields. The
calculated times will be displayed in the Local Time pop-up. The pop-up is organized by Time Zone,
Start Time, and End Time. Click Close or click outside the Local Time pop-up to return to the NOTAM

Editor pane.

Time Zone
Alaska
Central

Hawaii
Mountain
Pacific

Arizona

Start Time End Time

9i23M3 200 PM 10/8M3 2:00 PM

92313500 PM  10/8M3 5:00 PM

92313 12:00 P 10/8/13 12:00 PM

Q2313 4:00 PM  10/2/13 4:00 PM
9i23M13 3:00 PM  10/8/13 3:00 PM

9/23M13 300 PM  10/3/13 3:00 PM

Close

Figure 40: Local Time Pop-Up
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The Check here if the NOTAM is relevant only during specified times within the overall effective period
check box and the associated functionality is for use with non-obstruction NOTAMs only. Information
entered in fields associated with this check box will not be included in the obstruction NOTAMs.

Enter any instruction or information regarding the NOTAM that may assist others in the Comments
box (see Figure 41 below). Comments will be transmitted to the Specialist at a FSS for review during
the NOTAM approval process, but they will not be included in the NOTAM.

Comments:

Figure 41: Comments Box

ENII will format the text you entered to create the final NOTAM that will be submitted to the USNS.
The resulting NOTAM is displayed in the box labeled Final NOTAM Text to be Submitted to NOTAM
System (see Figure 42 below).

Final NOTAM Text to be Submitted to NOTAM Systemn

IDCA X0 DCA OBST TOWER LGT (ASR 1200660) 384950.30M0770248.90W (1.4NM S3W DCA) 100FT (S0FT AGL) OUT OF SERVICE 1308092137-1308242137

Figure 42: Final NOTAM Text

NOTE: Before submitting, verify the final text to be submitted for review in the box “Final
NOTAM Text to be Submitted to NOTAM System”.
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If you are not ready to submit the NOTAM, click Save on the Action toolbar to save the NOTAM as a
draft (see Figure 43 below). This will bring up a confirmation box. Click Yes to save the NOTAM as a
draft. Click No to return to the NOTAM Editor. A Draft NOTAM can be edited or submitted later.

Fedaoral Aviation
Administration

W Fiters

Graups

iDCA{uuhrpuns “I

Auszpace (0,0)

Apron (1,0 )
Communication (0,0 )
MNavaid (0, 0 )
Obstruction (0, 0 )
Other {0, 0 )

Rurway (0,0 )
Serdce (0,0}

ENIl Systemn | Archive Report | My Proflie | Preferences | Feedback | Help | NOTAM Samples | Logout

Demo System

=5 Summary Hide Editor
Edilor | Save Button |
&) Al Cahier NOTAMMS) @ ASRASN Obstiuctions :

ENIl System
John Dos | AUG 9 2013 FRI 1858 UTC

Confirmation
ASFASH Obstrctions
by ASRIASH @

o Do you wanl 1o Save as Draft?
Near:[OCA |
Latnue: [38 ¢ [ o

T

1=

—IY“ —INB (sl [ pERM

Tadway (2,0) Lonitude: I” e Iz—'— . IF— = rw'—B [ogmarema | [18s | ETE [2r0n ¥ Es1 Besel Check Local T
2 Status Radhis: !2— NN G0 E ™ Check here if the NOTAM is refevant only during specified times within the overall effective period
LUTERD)
Active (3) TowerTyoe: [l ] Sesrch | Reset || comumns:
Activation Pending {4)
Canceliad (1) Select a Featwre
Ora (@) [1248642 |
Error Activating () el -
Error Cancelling (3) 1 | R
Expired (7) Connected @ |
Faisrted (1} o1 e All = Kenawni Al New 111 Recansl

Figure 43: Save Button and Confirmation Box
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Once you have populated all applicable fields for the NOTAM, click Submit (see Figure 44 below). This
will bring up a confirmation box that allows you to review the NOTAM and your contact information.
At this point, you can also review and enter any additional comments in the Comments (optional)
field. Click Yes in the confirmation box to submit the NOTAM for activation. Click No in the
confirmation box to return to the NOTAM Editor without submitting the NOTAM.

Enlll System | Archive Repont | My Profile | Prefarences | Faedback | Help | NOTAM Sampies | Logou
Federal Aviation
Adminktration | D¥Me System ENIl System

John Dog | JAN 312013 THU 0330 UTC

¥ Fllters £ NOTAM Summary Hide Editor Page 1 of 3 =

Graups I NOTAR Editor 4
DC Area Airports - i
Submit Button
BN Foenid Al 1) Edilor | Confimation

Agrodrome (0, 0)

: RN
Airspace (0, 1) Do you want to Activate the NOTAM?

Ol Other NOTAM

Apron (0,0} IDCA XXAMNN DCA OBST TOWER 136 (83 AGL) 0.4 W LGTS OTS (ASR 1207290) TIL

Communication {0, 0 ) 1302150327

Havaid (0,0 ) ASRIASH Obsty Accountabality: DCA

Obstruction (0, 0) ) by ASRIASH Edited I e m.f‘ =

Ofher (0,0 ) -loh Title: Research ASSo0als

Runway (0,0 Moy Contact: 4272024035 (Phone)

Serice (0,0 ) Latitude: | 38 0

Taxteray (1,0 ) sel - Check Local Time
& Status Longitede; | 77 Comments (optional)

= 1 times wilhin the overall effective period

A1) i Radius: |2

Active (1) e

Activation Pending () Tapiar Typa, AN

Cancelled {2)

Draft {1} 1207290

Error Activating (00 ‘

Eror Cantelling (0) ASH Yo suitlo

Expired () ASR! 1207290

AMSL 136 feet
Rejected (1) AGL 83 feet

Lalitude: 38° 51'8" N
Longitude: 777 2° 477 W
Distance: 0.4 N
i1.0f 9 Records)

Figure 44: Submit Button and Confirmation Box

Your submitted NOTAM will now appear in the folder “Activation Pending”.
Once a Flight Service Specialist approves the NOTAM, the ENII system will
update the NOTAM details with a USNS NOTAM number and the status will
change from Activation Pending to Active.

4.2.3 Creating a New Runway Surface Condition NOTAM

When creating a new Runway Surface Condition NOTAM, populate the NOTAM
Editor pane following the process below:

Click New on the Action toolbar to begin creating a new Runway Surface Condition NOTAM. This
brings up the NOTAM Editor pane.
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Click the RWY Surface Condition radio button (see figure 45 below) on the NOTAM Editor pane.

Editor 3 ©

* All Other NOTAM(s) ASR/A SN Obstructions RWY Surface Condition

Figure 45: RWY Surface Condition Radio Button

Enter the Facility/Identifier and select the directional runway (i.e. 01 or 19). All surface condition
NOTAMs default to a 24 hour period of validity. The NOTAM will expire 24 hrs from submission. To
lessen the valid time uncheck the End Time box and enter an alternate time (see figures 23 and 24).

The End time is not to exceed 24 hours.

Facilityldentifier:  DCA

Enter period of
Keyword:

Selact Keyword Select Designator Period of Validity validity. Not to
Lo L. = exceed 24 hrs.
18 Start Date (UTC) End Date (UTC)
04 o St Ml Sernt (o End in 1 davis
Select a directional 22 S ks "
RWY :‘ 08262016 1425 09272016 1425 EST Resat Check Local Time

Check here if the NOTAM is relevant only during specified times within the overall effective period

Figure 46: Surface Condition NOTAM Designator/Period of Validity
Enter the Runway Conditions: Coverage, Depth and Contaminant (See Figure 47)

Two contaminants can be entered for each third; however the percentage cannot exceed
100%. The “Copy to MP” button can be used if the TD percentage and contaminate are the

same as the MP entries. While the “Copy to RO” button can be used if the RO percentage and
contaminate are the same as the MP and/or TD entries.
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Caondition: W Hide Conditions Field
Contaminants®

% Coverage | 80% v |Depth| 14in v | Contaminant| WetSnow v
c’idmdd
En'lﬂ Y *
Coverage (TD) Depth Depth (TD) Contaminant (TD)
B0% 174 in Wet Snow i
% Coverage | SelectValue w |Depth| SelectValue v | Contaminant| SelectValue v
Coverage (MD) Depth (MD} Contaminant (MD}
Y 80% 1/4 in ‘Wet Snow [}
% Coverage | SelectValue « Depth| SelectValue « | Contaminant SelectValue v
=+ Add Contaminant
Coverage (RO Depth (RO) Contaminant (RO
80% 14 in Wet Snow

fhmmyﬁmdiﬁon Cﬁdem
will aut Calculate RCC

Figure 47: Runway Conditions

Creating a New Slippery When Wet NOTAM

When creating a new Slippery When Wet NOTAM, populate the NOTAM Editor
pane following the process below:

Click New on the Action toolbar to begin creating a new Slippery When Wet NOTAM. This brings up

the NOTAM Editor pane.

Click the RWY Slippery When Wet radio button (see figure 48 below) on the NOTAM Editor pane.

Editor1 @

AllOther HOTAM(s) . ASRIASH Obstructions - RWY Surface Conditicr ® RWY Shppery When Wet

Figure 48: Runway Slippery When Wet Radio Button

Enter the Facility/Identifier and select the full length runway (i.e. 01/19). All Slippery When Wet
NOTAMs default to a 24 hour period of validity. The NOTAM will expire 24 hrs from submission. To
lessen the valid time uncheck the End Time box and enter an alternate time (see figures 23 and 24).

The End time is not to exceed 24 hours.
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FaciltyMdentilier: 0 Enter period of

K yword:

Salerl Keywors Salect Designaber Period of Validity _J validity, Mot to
RWY fil]
04122 Start Dt (UTC] Ersd Date (UTC)  — exceed 24 hrs.
1533 | Srart How PERN ) End in 1 dayis ;
Select a full length
RWY 02272016 1400 i T i G 1400 EST Reset Check Local Teme

ervant ondy during specibed Bmas within the gverall efecive penod

Figure 49: Runway Slippery When Wet NOTAM Designator/Period of Validity

A Runway Condition Code (RCC) will automatically populate. Then an observation time needs
to be entered. (See Figure 50)

Condition: W Hide Runway Slippery Condition Field
RCC for Runway Slippery Condiiton®
TD/MP | RO i
Lo o
Contaminant: Slippery When Wet Click in the box for
: 1 the current date
Runway Condition Code & - L and time or !
{RCC) will automatically " manually enter the
Observation Details | populate | f,.a-'"" ___ date and time
Observation {:‘yﬁ.-.:_____ - ..O = . =
Time (UTC MK dAryyy hhmm Cument Date and Time

Figure 50: Runway Condition and Observation Time

424 Use the NOTAM Summary Pane
ENII provides five distinct ways to manipulate the NOTAMSs in the NOTAM Summary using the

Filters, Sort by, Search, and Refresh functions. Each of these features is explained in more detail
on the following pages.

Use the Filters pane to limit the NOTAMs displayed in the NOTAM Summary. There are three options
for filtering NOTAMs in the Filters pane: Groups, Keyword, and Status. The group that is currently
active is displayed at the top of the Filters pane and is labeled Groups (see Figure below). If you are
assigned to more than one group, switch between them by clicking the Groups drop-down list and
selecting another group.
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‘F‘ New 1" Cancel f: =, Selected DC Area

e
¥ Filters HPOESEOtT

Groups

B Keyword-All (13, 0

Aerodrome (0, 0 )

Figure 51: Groups Drop-Down List

The Keyword and Status options can also be used to filter NOTAMs. These options are expanded by
default to show all available keywords and statuses. To decrease detail on the Filters pane (i.e., hide
the specific keywords or statuses), click on the minus sign (=) next to the word Keyword or Status. To
show detail again, click the plus sign (¥) next to the word Keyword or Status.
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There are 10 options to filter by Keyword, based on the keywords defined in the FAA’s NOTAM
Manual (FAA Order 7930.2N). They are: Aerodrome, Airspace, Apron, Communication, Navaid,
Obstruction, Other, Runway, Service, and Taxiway. Click on a keyword to display only NOTAMs of that
type (see Figure below). To display NOTAMs for all keywords, click the Keyword-All label. Each
keyword is followed by two numbers separated by a “,” (comma). The number to the left of the “,” is
the number of active NOTAMs for that keyword. The number in bold type (i.e., bold) to the right of

the “,” is the number of Draft NOTAMs for that keyword.

Y Filters
Groups

DC Area Airports i

= Keyword-2l(4, 1)
Aerodrome (0, 0 )| Selected Apron
Airspace (0,1 ) Keyword
Apron (2, 0) |
Communication (0, 0 )
Navaid (0,0 )
Obstruction (0, 0 )
Other (0,0 )
Runway (1,0)
Service (0,0 )
Taxivway (1,0 )

Figure 52: Selected Keyword
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When filtering by Status, you can select from nine options. Each of these options

is listed below.

All displays all NOTAMs of any status.

Active displays only NOTAMs that have been submitted to the
Specialist at a FSS and have been approved and published in
the USNS.

Activation Pending displays only NOTAMs that have been
submitted to the Specialist at a FSS but have not yet been
approved. In addition, this status applies to NOTAMs that
have a scheduled activation time that is more than 72 hours in
the future. These NOTAMSs can be edited or deleted if a
Specialist is not currently working on approval.

Cancelled displays only NOTAMs that have been manually
cancelled in ENII.

Draft displays only NOTAMs that have been created and saved
for possible future editing and submission.

Error Activating displays only NOTAMs with errors that were
generated by the USNS when the NOTAM was submitted.
These NOTAMs can be edited and re-submitted, or deleted.

Error Cancelling displays only NOTAMs with errors that were
generated by the USNS when the NOTAM was cancelled.

Expired displays only NOTAMs that are past their effective
end date.

Rejected displays only NOTAMs that have been submitted to
the Specialist at a FSS and denied activation. These NOTAMSs
can be edited and re-submitted, or deleted.
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Click on a Status label to display only NOTAMs of that status (see Figure below).
Each Status label is followed by a number in parentheses. The number indicates
the number of NOTAMs of that status for the currently selected keyword.

NOTE: Depending on your pagination preferences, the numbers displayed by the
Status filters may not match the number of NOTAMs displayed in the NOTAM
Summary.The numbers to the right of each status will count total NOTAMSs, while
the count at the bottom of the NOTAM Summary indicates the number of
NOTAMs displayed on the current page. Additionally, the numbers to the right
of Cancelled and Expired will only include NOTAMSs with these statuses that
meet the default display preference, which is 2 days.

© Status Selected Active
All (19) Status
 Active (/) |

Activation Pending (3)
Cancelled (2)

Draft (4)

Error Activating (0)
Error Cancelling (0)
Expired (0)

Rejected (3)

Figure53: Selected Status
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The NOTAM Summary can be sorted using nine types of data. They are: NOTAM Text, Status, Start
Date, End Date, Keyword, Affected Location, NOTAM Number, Reference ID, and Accountable Location
(see Figure below). Click Sort by [data point], and then click the data point by which to sort. Click
Ascending (e.g., 1, 2,3, ...; a, b, c, ...) or Descending (e.g., ... 3, 2, 1; ... ¢, b, a) to control the direction of
the sort.

h Sort by Keyword
NOTAM Text
Status
Start Date
End Date

P v/ Keyword

Affected Location

{ ShowE

e B Sort by Keyword

Sort in Ascending

Order ~anck

NOTAM Number
Reference ID

Cance

Accountable Location
—
1/ Ascending
Descending

e

Figure 54: Sort By in NOTAM Summary Toolbar

The Search function allows you to limit the NOTAM Summary to display only those NOTAMs
containing specific words, contractions, or characters in the NOTAM Details. Enter the words,
contractions, or characters of interest in the Search field, which is located on the Action toolbar. Click
the magnifying glass icon (E!) to execute the search. The NOTAM Summary will then display the
search results. The number of results will be displayed at the bottom of the NOTAM summary, but the
numbers in the filters section will not change. You can click back on any filter to clear the search
results.

The NOTAM Summary automatically updates when you select a new Filter or after you submit or
cancel a NOTAM. To update the contents of the NOTAM Summary manually, click Refresh on the
Action toolbar.

NOTE: Refresh retains any information you entered in the Search field. To reload
the NOTAM Summary without search criteria enabled, you must clear the Search
field and then click Refresh.
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4.2.5 Edita NOTAM

The only NOTAM s that can be edited are Draft, Activation Pending, Error Activating, and
Rejected NOTAMs. Click a Draft, Activation Pending, Error Activating, or Rejected NOTAM
in the NOTAM Summary. The NOTAM Details will be highlighted in yellow once the NOTAM
is selected (see Figure 5545 below). Click Edit on the Action toolbar to bring up the NOTAM
Editor pane. See Section 4.2.1 for a more detailed description of how to use the NOTAM Editor
pane. If a NOTAM with a status of Activation Pending is locked by a Specialist at a FSS, you
will not be able to edit it.

Moeiete B view Change Lo B e B submit
= 4 Summary “Z Refresh Sort by End Date ¥ Show Editor A . Rows: [S0  Page: |1 Go Page1 of 1
LUMBIEIND.C UDISIEU 1N AR allZauy SAISLID 101 1781 ¥ LIuDule X |
Affected Location: CGS  Status: Activation Pending  Keyword: R Edlt Bul‘ton 2020 Reference 10:9622482

ICGS XXX CGS RWY 15 THR DISPLACED 200FT 1308101200-1308161600

Affected Location: HEF Status: Active  Keyword: TWY Issue Time: 08/09/2013 2015 Reference 1D:9622478

IHEF 08/999 HEF TwWY B2 CLSD 1308120800-1308161300

Comments:TWY B2 will be closed for a week

Affected Location: BWI Status: Active  Keyword: AD  Issue Time: 08/09:2013 1901 Reference I0:96224350

1BVl 08/930 BWI AD CUSTOMS NOT AVBL DAILY 1900-2100 1308121800-1308162100
Affected Location: CGS  Status: Active  Keyword: APRON  Issue Time: 08/092013 1603 Reference 10:9622420

ICGS 08/983 CGS APRON PARKING RAMP WORK IN PROGRESS SFC PAINTING E END 1308091603-1308172100EST
Affected Location: BWI Status: Active  Keyword: TWY  Issue Time: 08/0972013 1901 Reference I0:9622431

1BV 08/988 BWI TWY C WORK IN PROGRESS RESURFACING 1308101200-1308172100EST

Affected Location: DCA Status: Active  Keyword: OBST  Issue Time: 081092013 1933 Reference ID:9622458

Figure 55: Edit Button and Selected NOTAM
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4.2.6 Delete a NOTAM

The only NOTAMSs that can be deleted are Draft, Activation Pending, and Rejected NOTAMSs.
Click a Draft, Activation Pending, or Rejected NOTAM in the NOTAM Summary. The NOTAM
Details will be highlighted in yellow once the NOTAM is selected. Click Delete on the Action
toolbar. This will bring up a confirmation box, which will ask you to confirm that you want to
delete the NOTAM (see Figure below). Click Delete to delete the NOTAM. Click Cancel to
keep the NOTAM, close the confirmation box, and return to the main screen. Depending upon
the privileges of the group you select, you may be restricted from deleting some NOTAMs.

m Mosiete 1= view Change Log. B cot B§ save B Gubrat

[E] ) Summary <% Refresh Y Sort by Referen: /D » Show Editor Rows: |5l3 Page: h Go Paged of 1

Affected Location: CGS ate Time: 087092013 2142 Reference ID:9622494
wcos oo coswy. - Delete Button

Confirmation

Do you want to Delete the draft ?
e Delete | Cancel

Figure 56: Delete Button and Confirmation Box
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4.2.7 Cancel a NOTAM

The only NOTAM s that can be cancelled are Active NOTAMs. Click an Active NOTAM in the
NOTAM Summary. The NOTAM Details will be highlighted in yellow once the NOTAM is
selected. Click Cancel NOTAM on the Action toolbar. This will bring up a confirmation box,
which will ask you to confirm that you want to cancel the NOTAM (see Figure below). You
must enter a cancellation reason in the Reason for cancellation text box. You also can select a
reason by clicking Published (published in the NTAP - NOTAM Publication) or Charted
(included in the Airport/Facility Directory or an aeronautical chart) radio buttons. This will
auto-populate the Reasons for cancellation text box with your selection. Click Cancel NOTAM
to cancel the NOTAM. Click Close to retain the NOTAM, close the confirmation box, and
return to the main screen.

Confirmation

Do you want to CANCEL the NOTAM with Reference ID: 9622432 7
Domestic: IDCA 08/988 DCA RWY 1/19 S 200FT CLSD EXC TAXI
1308091647-1308091900EST

Created by Jocelyn Cox, (Tel: 2025807491; Fax:: Radio: }

e Reason for cancellation

| € published
€ charted

Cancel NOTAM | Close |

Figure 57: Cancel NOTAM Button and Confirmation Box
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4.2.8 Replace a NOTAM

The only NOTAMs that can be replaced are Active NOTAMs. Click an Active NOTAM in the
NOTAM Summary. The NOTAM Details will be highlighted in yellow once the NOTAM is
selected. Click Replace on the Action toolbar to cancel an Active NOTAM and replace it with a
revised NOTAM in one step. This will bring up a confirmation box, which will ask you to
confirm that you want to replace the NOTAM (see Figure below). Click Proceed with
REPLACE to replace the NOTAM. See Section 4.2.1 for a more detailed description of how to
use the NOTAM Editor pane. Click Close to retain the existing active NOTAM, close the
confirmation box, and return to the main screen.

Note that the original NOTAM will not be cancelled until the moment the replacement NOTAM
is approved and activated. If the new NOTAM has an effective time of more than 72 hours in
the future, the original NOTAM will not be cancelled until that 72 hour mark, when the new
NOTAM is approved. Therefore, if the intention is to cancel the original NOTAM immediately,
then use the Cancel function and then click Copy to enter the new NOTAM details.

= Confirmation

a D you want ta REFLACE the NOTAM ?

‘Procead with REFLACE | Ciose |

Figure 58: Replace Button and Confirmation Box
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4.2.9 Copy a NOTAM

The only NOTAMSs that can be copied are Cancelled or Expired NOTAMs that are not
ASR/ASN Obstruction NOTAMs. Click a Cancelled or Expired NOTAM in the NOTAM
Summary. The NOTAM Details will be highlighted in yellow once the NOTAM is selected (see
Figure 46 below). Click Copy on the Action toolbar. This will bring up the NOTAM Editor
pane, which will be initially populated with same data as the old NOTAM. The NOTAM can be
edited except for the Facility/Identifier field. See Section 4.2.1 for a more detailed description of
how to use the NOTAM Editor pane.

Copy M Delote @ View Change Log [ Eait % Save % Submit
== Semetesh Sort by End Date v | 7 Show Editor Rows: |50  Page: |1 Go Page1 of 1
Copy Button

] Comments:Corrected spelling

Affected Location: G5 Status: Keyword: RWY 081022013 2307 Reference ID:9589124

| R

Comments:Runway will be closed for a week

Affected Location: CGS Status: Cancelled  Keyword: AD  Cancel Time: 08/09:2013 1558 Reference ID:9622415

ICGS 08/982 CGS AD WIND TEE NOT AVBL 1308091554-1308091 BOSEST

Affected Location: DCA Status: Active  Keyword: RWY  Issue Time: 08/09:2013 1901 Reference ID:9622432

@ DCA 081988 DCA RWY 1618 § 200FT CLSD EXC TAX 1308091 647-1308091 900EST

Affected Location: HEF Status: Cancallad  Keyword: TWY Cancel Time: 08092013 1949 Reference ID:9622466

L' IHEF 081995 HEF TWY 8 WORK IN PROGRESS MOWING ADJ EAST SIDE 1308091938-1308092200

Comments:spelled out WIP per policy

Figure 449: Copy Button and Confirmation Box
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4.2.10 Use the Change Log Viewer

The Change Log Viewer displays information about the lifecycle of a NOTAM, including the
date each activity (e.g., initiated, submitted for review) was performed, the name of the person
who performed the activity, the nature of the activity, and any comments associated with the
NOTAM at that time (see Figure below). Your Phone Number will appear next to your name.
This also appears on the Flight Service Specialist Change Log, so the Specialist may call you if
there is a question about a NOTAM. If your NOTAM is edited after a Flight Service Specialist
has approved it, the original text will appear in the Comments field. You can also use the Change
Log Viewer to add additional comments to the Change Log.

Shargelog Migwer e PE——
Reteronce ID: 9622466 View Change Log Bnttonml
oo o

|
| DateTime | Acty

Enls

|08M970131948  Cancelled Jahn Doe completed early
080920131938 Activated Sarah Specialist

080972013 1938 Edited Sareh Specialist spelled out WIF per policy
080920131938 Subimitted forreview ok Doe (1234567890)
|08MA0131938  Inifiated John Doe

Figure 60: View Change Log Button and Change Log Viewer
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Click a NOTAM in the NOTAM Summary. The NOTAM Details will be highlighted in yellow
once the NOTAM is selected. Click View Change Log on the Action toolbar to bring up the
Change Log Viewer. Click Close to close the Change Log Viewer and return to the main screen.

Enter any comments you wish to add to the Change Log Viewer in the Comment data field,
which is to the left of Reset. Click Reset to delete the contents of the Comment data field. Click
Submit to bring up a confirmation pop-up (see Figure below). Click Yes to add the comment to
the Change Log. Click No to close the confirmation pop-up and return to the Change Log
Viewer.

Do you want to save this comment?

Figure 61: Comment Data Field and Confirmation Pop-up

You can use the View Change Log feature to view comments left by Specialists
on your NOTAM. The Change Log Viewer will display the comments left by a
specialist, if applicable, when a NOTAM is edited, coordinated with Air Traffic
Control, and cancelled. If a Specialist replaces a NOTAM, the comments will
indicate “NOTAM replaced with MM/XXX”. You can then find the new
NOTAM in your summary and view the comments, if applicable, associated with
the replacement.

Additionally, if changes are made to your NOTAM after a Specialist has
approved the NOTAM, the published text will be displayed in your NOTAM
Summary and the original text will appear in the Comments field of the change
log next to the action Edited by USNS, such as in Figure 56.
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Change Log Viewer

Reference ID: 9622466

Date Time Activity By Comments

08/09/2013 1948 Cancelled John Doe completed early

08/09/2013 1938 Activated Sarah Specialist

08/09/2013 1938 Edited Sarah Specialist spelled outWIP per policy

08/09/2013 1938 Submitted for review John Doe (1234567890)

08/09/2013 1938 Initiated lohn Doe

Reset | Submit | Close

WILVCAUGI0E UCARWT IS JUUF T CLSU EAL TARI T SUDUETOR =T 30003T30ueESt

Affected Location: HEF Status: Cancellad  Keyword: TWY Cancel Time: 08/09:2013 1949 Reference ID:9622466

A IHEF 08/996 HEF TWY B WORK IN PROGRESS MOWING ADJ EAST SIDE 1308091938-130¢

Figure 62: Change Log Displaying NOTAM Comments

4211 Run an Archive Report

Click the Archive Report link in the Administrative toolbar to access the Archive Report page
(see Error! Reference source not found. below). ENII will provide reports of archived
NOTAMs based on the following criteria:

e Group (required field)

e Current NOTAM Status (required field)
e Start Date (UTC) Range

e End Date (UTC) Range

e Keyword

Blue text indicates the filter is optional and red text indicates the filter is required.
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Figure 63: Archive Report
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At a minimum, select the desired search parameters regarding Group and NOTAM Status. Click
in the column called Filter Value next to the Filter Name column. To view the filter options,
click on the calendar or the drop down icons to select the appropriate values for the filter, shown

in Figure 58.

Fiter Name

Date Range (Start)

Date Range (End)

Status
Group

Kevword

Fiter Value

] Active
|:| Cancelled
|:| Expired

Figure 64: Archive Report Filters

If you elect to search for Cancelled or Expired NOTAMs, you must specify Start Date (UTC)
and End Date (UTC). These fields are optional when only Active NOTAM Status is selected.
The Active NOTAM search will provide all currently active NOTAMs, filtered by the additional
criteria selected. Selecting Cancelled or Expired NOTAMs indicates that the resulting NOTAMs
are currently cancelled or expired and had a start date that falls between the Date Range (Start)
and Date Range (End) selected.
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You can also filter your search by checking Keywords. By not selecting a subset of keywords,
the report will return all keywords. Click Run to generate the Archive Report. Archive reports
are generated in csv format. You will have the option to open the file and save it to a specified
location on your local computer, see Figure 59.

H += Tofl =+ H

Keyword Created By | Cancelled ... Comments

| Download CSW |

Figure 65: Archive Report CSV Download

The resulting report will provide a list of NOTAMs matching the search criteria, as well as the
Reference ID, NOTAM Number, Start Date UTC, End Date UTC, Cancel Date UTC, Status,
NOTAM Text, Keyword, Created By, Cancelled By, Comments and Group for each NOTAM.
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