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Preface

This manual is made available by the ITU in order to provide guidelines for submission of all filings
for space services by Administrations to the Bureau and by Operators and Intergovernmental
Satellite Organizations to the Administration via the e-Submission of Satellite Network Filings web

application.
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General procedure to submit filings

1. General procedure to submit filings

The e-Submission of Satellite Network Filings is a secure paperless online application for
Administrations, Operators and Intergovernmental Satellite Organizations (IGSO) to submit satellite
network filings and comments by using a web browser. The purpose of this system is to implement
Resolution 908 (Rev.WRC-15) focusing more specifically on the electronic submission of filings. All
filings under Articles 9 and 11, Appendices 30, 30A and 30B and Resolutions 49 (Rev.WRC-15), 552
(Rev.WRC-15) and 553 (Rev.WRC-15) in application of the procedures of the Radio Regulations, or
comments related to a BR IFIC, shall be submitted using e-Submission of Satellite Network Filings.
The online capture of comments and other practical tools will be developed in future releases.

This new system has all the advantages of a modern, user-friendly web application. It brings efficient
control of data prior to sending it to the Bureau (BR) and is available at

https://www.itu.int/itu-r/go/space-submission

The overall procedures of filing submissions by Operator managers or users to the Administration;
by Administration managers or users to the BR and the acceptances and publications of "As-
Received" by the BR are shown in Fig.1.
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Organization via telefax and emails and upload them on behalf of
(Create files) the Administrations for the moment.

Fig. 1 Abstract view of the system

The general procedures to submit filings are described below.

1. Submission from Administrations to the BR
1) Administration manager or user creates files.

2) Administration manager/user uploads files and submits them for validation.
3) Administration manager/user checks the validation report.

4) Administration manager/user submits files to the BR.

5) BR receives the submission and accepts or rejects it after checking the files.
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General procedure to submit filings

2. Submission from an Operator manager or user to the Administration, then submission from
an Administration manager or user to the BR
1. Operator manager or user creates files.
Operator manager/user uploads files and submits them for validation.
Operator manager/user checks the validation report.
Operator manager/user submits files to the Administration for approval.
Administration manager/user receives the submission from the Operator.
Administration manager/user checks the submission and has the following options:
e accept the submission;
e rejectit;
e delete the submission; or
e download the files submitted by the Operator, modify them, create a new filing and
run validation.
7. Administration manager/user submits files to the BR.
8. BRreceives the submission and accepts or rejects it after checking the files.

ok wWwnN

3. Submission from an Intergovernmental Satellite Organization (IGSO) user to the Administration,
then submission from an Administration manager or user to the BR

1. IGSO user creates files.

2. IGSO user uploads files and submits them for validation. The notifying Administration must
be specified in the mdb file, otherwise the validation process will block the submission.
IGSO user checks the validation report.

IGSO user submits files to the Administration for approval.
Administration manager/user receives the submission from the 1GSO.
Administration manager/user checks the submission and has the following options:

e accept the submission;

® rejectit;

e delete the submission; or

e download the files submitted by the IGNO, modify them, create a new filing and run

validation.
7. Administration manager/user submits files to the BR.
8. BRreceives the submission and accepts or rejects it after checking the files.

oA w

The submission process for Operator managers/users and Intergovernmental Satellite
Organization users is the same: both submit the filing to the notifying Administration for
approval.
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Applicable provisions

2. Applicable provisions

After users log in to the e-Submission of Satellite Network Filings web application with their user
name and password! they can submit the following types of space services-related notices:

Non-Planned Services

e Advance publication information (API) under No.9.1/IA;
e Requests for coordination under section Il of Article 9;
e Due diligence information under Resolution 49;

e [nformation under Resolution 552;

e Notification for recording under Article 11 (including Space stations, Earth stations and Radio
Astronomy stations).

Planned Services

e BSS: AP30/30A Part A;
AP30/30A Part B;
AP30/30A Resolution 49;
AP30/30A Notification.

e Space Operation Functions:
Article 2A of AP30/30A;
Article 2A Notification for Space Operation Functions supporting BSS.

e FSS: AP30B (A6A);
AP30B (A6B);
AP30B Resolution 49;
AP30B Notification.

SpaceCom Comments files
Online submission of SpaceCom Comments is available only for Administrations. Operator
managers/users and IGSO users are not given access to Comments files submission via the system.

For other types of submissions should be used “Other non-standard filings” (so-called “Others”).
Please see Section 9.2 for more details.

1 The following descriptions are common for Administration managers/users, Operator managers/users and Intergovernmental Satellite Organization
users. The screenshots were mainly captured from the Administration point of view. In case of differences for Operator managers/users and
Intergovernmental Satellite Organization users, they will be described respectively.

e-Submission of Satellite Network Filings ITU © 2018 4



How to upload and validate filings

3. How to upload and validate filings

This section explains the following steps of the submission procedure:

e Selection of a submission type and files upload;

e Validation;

e Submission to the Administration or to the BR;

e Fatal errors management (if available in the validation report).

3.1 Select a submission type and upload files

All users of the system need to upload files before submitting filings to the Administration or to the
BR. The steps for uploading files are the same for Administration managers/users (to submit to the
BR), for Operator managers/users and Intergovernmental Satellite Organization users (to submit to
the Administration for approval).

Login name

Contains text e

Submission of Satellite network filings captured in electronic format (mdb) and all relevant attachments.
Please click on the icon corresponding to your submission.

AP and Coordination Broadcasting Satellite Service (AP30/30A)

IIIIEII "

CRIC

Al
Notification

Notification

L, B Yol
< (@)
% %
Space Earth RA Resub-
Station Station Stations MiSSion

Due Diligence

%,

& & &
APIB API0E AP30E
AGB Resdd Notification

| e L]
| 9 Click on aniconto |

: select the type of filing :

Not available for Operators

Other non-standard filing

)

%

Others

This page is for the submission of the filings only. To capture the filing, kindly make use of BR space software available here.

Fig. 2 New submission page
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The procedure for uploading is as follows (Fig.2):
1. Navigate to the Submissions tab®.
2. Select New@.

Select a submission type and upload files

3. Click on the icon of the provision, for which a notice will be submitted (Fig.3). The relevant
page for uploading files will be displayed according to the choice (Fig.4).
Please note that the online submission of SpaceCom Comments files is allowed for
Administration managers and users only. The icon of SpaceCom Comments is not present in
the application for Operator managers/users, and for Intergovernmental Satellite

Organization users.
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&
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Fig. 3 Available types of provisions (Administration view)

4. Click "Browse" @ and select the mandatory SNS (MDB) file from the local file system on the
computer (Fig.4). This file should correspond to the selected provision. If it does not
correspond or its database schema is incorrect, an error message will be displayed asking
for uploading files with a correct database structure. Do the same if a GIMS (MDB) file has
to be selected.

5. To attach a single file in addition to the selected mdb files, click "Browse" ®.

6. Click on the icon ® to add other files (documents in pdf, Word, Excel, txt, JPEG, PNG,
ZIP, RAR, XML format).

7. If a mistake is made, use the "Clean" button ! to remove the corresponding file from the
selection for upload.

8. Click "Upload All" @ to upload all selected files at once (Fig.4). Files can be uploaded one by

one by using the corresponding "Upload" buttons.
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Select a submission type and upload files

= First, click on "Browse" and choose the files which you want to submit
= Then, click on "Upload”

- Finally, click on *Submit for Validation®
- Please don't forget uploading files before submitting for validation

GIMS mdb file is not required for API, but can be submitted as an option.

SNE(MDE) : MDB file with Motice Data

oy -

GIMS{MDE) : MDB with GIMS data.

==
o=

- Other than SNS and GIMS mdb files, if you wish to upload moare files. click on "+"

Upload Advance publication information for Validation

@ Add additional documents or drag files here

@ Submit for Validation

Fig. 4 Upload files page

9. Click "Submit for Validation" ® to start the validation process (Fig.5).

Submissions

All Filings Comments

Upload Advance publication information for Validation

+ First, click on "Browse” and choose the files which you want to submit

+ Then, click on "Upload”

+ Other than SNS and GIMS mdb files, if you wish to upload more files, click on ™+"
+ Finally, lick on "Submit for Validation™

+ Please don't forget uploading files before submitting for validation.

GIMS mdb file is not required for AP, but can be submitted as an option.
SNS(MDB) : MDB file with Notice Data

SNS-API.mdb

GIMS(MDB) : MDB with GIMS data.

Browse..

Altachement.pdf
MEMO(AntennaGain) pdf

NOTE docx

Add additional documents or drag files here

o

Iﬂnﬂnﬂna [

Upload All

‘@ Submit for Validation

Fig. 5 Submit for validation

10. The upload of the mdb file(s) creates a filing structure. If this creation succeeds, the page
reloads and displays headers of the filing structure, the list of uploaded files and a
"Validation in progress" status until the validation process is complete. Please note that the
validation process might take several minutes depending on the complexities and the size
of the mdb files. It runs in the background and users may browse to another page to work
on other filings while the validation process is running. Note that when files are submitted
for validation, this does not submit a filing to the Administration (when launched by

e-Submission of Satellite Network Filings
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Select a submission type and upload files

Operator managers/users or IGSO users) or to the BR (when launched by Administration
managers/users).

Submissions

Station/Satellite Name: 1
Type of ission: Advance
Report name State Actions

Validation report

In progress

Add additional documents or drag files here

NTC ID Administration / Network Org. Act. Code
1 A ~
Type of Submission Provision Satellite Name
Advance publication information 9.11A
Long Nom. (150 E)
Document Type File Name File Size Actions
P
SNS(MDB) 0 SNS-APlL.mdb 2.04MB
Other 0 U Attachement pdf 133.74 KB Remove
Other 00 MEMO{AntennaGain).pdf 105.74 KB Remove
Other 00 NOTE docx 9599 KB Remove

& Download All

Validation of the nofice is in progress. The validation
report will be available for download when the
validation is complefed.

latus:
Validation in progress

Fig. 6 Validation in progress status.

11.

If an error occurs when users submit for validation, they should check the error message and

the uploaded files. If they need help, they can use the "Contact Help desk" button to send a
message to the Help desk via the e-Submission or can contact the Help desk by sending an
e-mail at spacehelp@itu.int.

12.

If the "Contact Help desk" button is clicked, the "Ask to review submission" popup window

opens giving the possibility to explain the faced difficulties. After entering the detailed
information, click the "Confirm" button to send it. The BR will receive this request and may
check the filing and the validation report for errors.

“ou are about to ask BR to pay attention fo current submissien. Fill the reasen and your email address, and confirm this action:

Enter your reason and your contact email address here.... .

+ Confirm

Please note that the reply or dealing with your issues might be delayed if your contact email address isn't described.
“ou can contact the helpdesk for your question or difficulty by email (spacehelp@itu.int).

e-Submission of Satellite Network Filings
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Select a submission type and upload files

Submissions are blocked in the following cases:

e No SNS mdb file uploaded. As an SNS mdb file is mandatory for a filing, choose the
"Other non-standard filing" submission type in step 3 above if the submission does not
include any.

e No mdb files uploaded in the boxes for SNS or GIMS files on the uploading page.

e The selected provision and the provision specified in the mdb file are not the same.

e The format of the uploaded mdb file is unknown.

e An SNS mdb file is uploaded as a GIMS file (or vise-versa).

e An Administration, an Operator or IGSO submits a notice of another Administration’s
network.

e The satellite network name and orbital position do not match in the uploaded SNS and
GIMS files.

e The SNS mdb file does not contain all required information.

e The registered action code in the SNS file does not correspond to any of the available
actions in the system.

A Home Submissions

All Filings Comments

Upload AP30/30A Part A for Validation

= First, click on "Browse" and choose the files which you want to submit

* Then, click on "Upload”

+ Other than SNS and GIMS mdb files, if you wish to upload more files, click on "+"
« Finally, click on "Submit for Validation"

* Please don't forget upleading files before submitting for validation.

SNS(MDE) : MDB file with Notice Data

SNS-APL.mdb

GIMS(MDB) - MDB with GIMS data

Browse..

B

D“EEEHED =l

Attachement.pdf
MEMO(AntennaGain) pdf

NOTE.docx
Add additional documents or drag files here

@ Submit for Validation

Error: You chose the notification reason of 'B' and uploaded SNS database file of 'A". Please select the correct type of submission for your files If you
still think that this is the correct type for your submission, you may submit your files from "Other non - standard filing” in the previous submissions page.

Fig. 7 Error messages during the validation process.

e More than one notice is included in the uploaded SNS and/or GIMS mdb file (only mdb
files containing a single notice are allowed). If more than one notice is included, please
use the export feature of SpaceCap to prepare an mdb containing only one notice.

e The structure of the uploaded mdb file is not in Version 8 format. If it is Version 7 or
older, users will be asked to convert to Version 8 using the tool from the provided
hyperlink in the error message.

Error: This file contains more than one notice, this systemn accept only one per submission.
Error: File you have been uploaded have obsolete structure version 7. Please convert itto version & and upload it again.

e-Submission of Satellite Network Filings ITU © 2018 9



Validation

3.2 Validation

Validation is a common phase for all filings except "Radio Astronomy Stations" and "Others".

1. After validation is complete, the status changes from “Validation in progress” to “Ready to
submit to BR” for Administration managers/users (Fig.8) or from “Validation in progress” to
“Submit for approval” for Operator managers/users and IGSO users.

e A popup notification is displayed, indicating that the validation has been finished.
e The validation results are available for download @ in the validation report. In case
of errors, it lists the erroneous fields and the corresponding validation rules.

e Click "DB Structure" @ to check the database structure report.

e Navigate to the Frequencies tab ® to check the list of unique frequency bands.
e Click the "Remove" link to remove an attached file if it is unnecessary.

e Click if additional documents have to be attached.

e Click "Delete" @ if for some reason this submission has to be cancelled.
e You may request a help using the "Contact Help desk" button by sending detailed
information about the faced difficulties via e-Submission.

# Home Submissions As-Received Users

All Filings Commeniz

Station/Satellite Name: |
Type of submission: Advance publication information ®
Report name State Actions
Validation report Done Download ®
® DB Structure
NTC ID Administration / Network Org. Act. Code
1 | A v
Type of Submission Praovision Satellite Name
Advance publication information 9.1A
Long Nom.
Document Type File Name File Size Actions
SNS(MDB) ? SNS-APL.mdb 2.04 MB
Other 2?0 Attachement pdf 133.74KB Remove
Other 70 MEMO{AntennaGain).pdf 105.74 KB Remove
Other 2?0 NOTE docx 9599 KB Remove
& Download All
n Add additional documents or drag files here @ @
@ Delete @ Submit to BR
Ready to submit to BR

Fig. 8 Ready to submit to BR status (Administration view).
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Validation

2. Click "Submit to BR" ® (Administration managers/users) to submit the filing to the Bureau
(Fig.8), or click "Submit for approval" (Operator managers/users and IGSO users) to submit
the filing to the Administration for approval.

3. If there are fatal errors in the validation report or in the database structure report, the
Validation message popup opens asking for additional explanatory information about these
fatal errors (Fig.9).

Fig. 9 Popup window displayed if there are fatal errors in the validation or DB structure reports.

4. After clicking on "Submit to BR"/"Submit for approval”, the application proceeds with the
submission of the filing to the BR/Administration. The page will refresh automatically and
display the following (Fig.10):

e A new popup notification confirms that the filing was successfully submitted to the
BR (Administration managers/users) or to the Administration for approval (Operator
managers/users and IGSO users).

e An acknowledgement message is made available for users on the Acknowledgement
tab @ about the successfully submitted filing. For Administration managers/users it
confirms that the filing is successfully submitted to the BR. At the same time the
system informs the BR that a new submission is received from the Administration. In
similar way the system makes available for Operator managers/users and IGSO users
an acknowledgement message about the successfully submitted filing to the
Administration for approval and informs the Administration about the reception of
the filing submitted by an Operator or IGSO. The acknowledgements include
information about the filing reference number, the satellite name and provision, the
date, the time and the timestamp of the submission. Automatic notification e-mails
with the same information are sent by the system to the concerned parties in
addition.

e A new status "Submitted to BR" for Administration managers/users or "Submitted
for approval" for Operator managers/users and IGSO users.

e The BR registry date (only for Administration managers/users).

e Usersare no longer able to modify the attached files (no Remove links and button
available).

e-Submission of Satellite Network Filings ITU © 2018 11



Managing fatal errors

e The Request for withdrawal button®. Please note that requests for withdrawal
received by the Bureau within 15 days of the BR registry date remove the obligation
to pay the fee; after 15 days they are payable for the cost recovery (Fig.10).

# Home Submissions As-Received

All Filings Comments

Station/Satellite Name:
Type of submission: Advance publication information

Report name State Actions

Validation report Done Download

NTC ID Administration / Network Org. Act. Code

1 A i
Type of Submission Provigion Satellite Name

Advance publication information 91NA

Long Nom. BR registry date Date of Receipt
18.07.2018

Document Type File Name File Size Actions

SHS(MDB}) ? SNS-APLmdb 2.04 MB
Other 2?0 Attachement.pdf 133.74 KB
Other 7 0 MEMO{AntennaGain).pdf 105.74 KB
Other 20 NOTE docx 9599 KB

4 Download All

® @ Request for withdrawal

Status®

Submitted to BR

Fig. 10 Submitted to BR status.

3.3 Managing fatal errors

This section explains what to do if fatal validation errors cannot be fixed and the filing is submitted
for approval 'as-is' to the Administration by Operator managers/users and IGSO users or submitted
to the BR by Administration managers/users. The Validation message popup will be displayed after
users click on the Submit button. In general, users have to correct all identified fatal errors, including
cross-validation if a GIMS file exists. The fatal errors may result in the notice becoming not
receivable by the Bureau. Nevertheless, there might be cases when the data is correct and the filing
has to be submitted despite of the encountered errors.

To examine the fatal errors and warnings (Fig.11):
e Check displayed numbers of fatal errors and warnings®.
e Click "Download" @ to open the validation report in which are listed the erroneous fields
and are indicated the corresponding validation rules.

e-Submission of Satellite Network Filings ITU © 2018 12



Managing fatal errors

e Enter explanatory information ® if fatal errors cannot be fixed and the filing will be
submitted 'as-is'. Provide details in the attached files to clarify the errors.

e Check errors related to database structure report @ and explain them (if any).

e Click "Cancel" ® to cancel the submission. The page of the previous step (Fig.8) will be
displayed and users can delete the submission. If the fatal errors can be corrected in the
mdb file(s), a new filing can be created by selecting Submissions>New and uploading the

corrected files.

Click "Cancel" ® to modify the set of attached files (pdf, word, txt, etc.). The page of the
previous step (Fig.8) will be displayed and users can remove an attached document, modify
it and attach it again to the filing. They can upload additional documents if necessary. After
that, click "Submit to BR" (Administration managers/users) or "Submit for approval”
(Operator managers/users and IGSO users) to submit the filing.

Validation message

Your uploaded nofice contains |3 fatal errors and 40 wamnings|after validation as follows. The presence of fatal errors may result in your nofice not being receivable by the

Bureau ®

Please check the detailed errors and wamings by downloading the validation report|(Download).| ®

1 If you wish to attach additional explanatory files and/or modify the uploaded MDB files for this nofice: (1) click on “*Cancel", (2) delete the submission files uploaded in the

previous page and (3) upload new notice files having no fatal errors.

2 If you wish fo continue the submission process with the same uploaded notice files, please input addiional sxplanatory information about the fatal errors in the text box

below before you click on “Submit fo BR”. (this message will be converted fo a text file and aftached to the submission.)

Message
® or DB structure fatal errors here

Structure validation results:

Fatal Errors 0 @

Warnings 0

o

Fig. 11 Validation message window.

Enter additional explanatory information about the fatal validation errors

OR click "Submit to BR" ® (Administration managers/users)/"Submit for approval"
(Operator managers/users and IGSO users) to continue the submission process. The entered
explanatory information in the Message text field is converted to a text file named
Explanation Fatal Errors Administration.txt for Administration managers/users or
Explanation Fatal Errors Operator.txt for Operator managers/users and IGSO users. This

text file is automatically added to the list of files.

& Download Al

Document Type File Name File Size Actions
SHNS(MDE) ? SNS-APLmdb 2.04 MB
Other 2?0 Attachement.pdf 133.74 KB
Other 20 MEMO({AntennaGain).pdf 10574 KB
Other 2?0 NOTE.docx 95.99 KB
Other 70 Explanation_Fatal_Erors_Admi... 25 Byles

Fig. 12 The explanation about fatal errors text file automatically added to the list of files.

e-Submission of Satellite Network Filings ITU © 2018
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How Administrations receive submissions and submit to the BR

4. How Administrations receive submissions and submit to the BR

This section describes how Administrations receive submissions from Operator managers/users and
IGSO users, accept them and submit them further to the Bureau.

4.1 Where to find submissions from Operators and IGSO

There are several alerts sent to Administration managers/users when filings have been submitted
for approval by Operator managers/users and IGSO users (Fig.13). These alerts are displayed in

different ways on the screen.

e A popup notification @ informs Administration managers/users that a new submission has
been received from an Operator or IGSO.
e The same information is available in the list of popup notifications @ with the date and time
of reception, the unique reference number of the filing, and the Operator or IGSO name.
The text of the notification is displayed as a hyperlink by the system for an easy access. Click
on it to open the Details page of the corresponding submission.

Actions

&

- B i
You received a ne
07852) from

w Submissi

Clear all

x
on (N 2018-

Actions

pload

Fig. 13 Notification alerts about a filing submitted for approval.

e After being submitted for approval, the filing is registered in the list of All Filings ® (Fig.14).
It has a status "Submitted for approval"®.

o Click Submissions=>All Filings to navigate to the list of all submissions.

o Select Submitted for approval @ from the submission statuses list to display the list

of all Operator and IGSO filings waiting for the Administration approval.

Contains text

Network  Station/Satellite Long.

Reference NTCID Adm. org. Name Nom.

BR
Registry
Date

Type of submission Reg Submitted for Approval ®

2018-10450 1

2018-10448 5 E

2018-10442 1

2018-10440

118580009 'E

2018-10437 0

2018-10436 1 w

31.10.2018

31.10.2018

30.10.2018

31.10.2018

Advance
publication
information

Coordination Request

Advance
publication
information

AP30/30A - Res49

Others

Coordination Request

Validation in progress

Ready to Submit

Submitted to BR
Published As-Received
Rejected by BR

Deleted

A Submitfed

for
Approval

A Accepted by
BR

Submitted
for
Approval

A Submitted to
BR

OP.

OF

OF

ADM.

Fig. 14 List of All Filings
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Where to find submissions from Operators and IGSO

e Click on the relevant row of the filing having the status "Submitted for approval" ® to open
the submission Details page. Review the filing and click "Reject" if a problem was found or
"Accept" if everything is fine.

)T
@ e-Submission of Satellite Network Filings
NS

New All Filings Comments

Submissions As-Received

Station/Satellite Name:
Type of submission: Notification of Earth Station

Report name State Actions

Validation report Done Download

DB Siructure

NTCID Administration / Network Org. Act. Code
A
Type of Submission Provision Satellite Name
Notification of Earth Station 1.2

Station Name

Document Type File Name File Size Actions
-
SMS(MDB) -1)] y.mdb 1.86 MB
Other (-21) 5. pdf 38.18 KB Remove
Other &0 . -..ilpdf 57.13KB Remove
Other L-41] Lpdf 23459 KB Remove

& Download All

Add additional documents or drag files here
@ Reject @ Accept

Status

Submitted for Approval

Fig. 15 Details page of a submitted for approval filing to the Administration.

e Administration managers/users receive an acknowledgement message. It is available on the
Acknowledgements tab®. Emails with the same information are sent to all registered
Administration managers/users. For more details on acknowledgements and timestamps
please refer to Section 6.

@ e-Submission of Satellite Network Filings

4 Home Submissions

Station/Satellite Name:
Type of submission: Advance publication information

From: e-Submission of Satellite (1) You received a new Submission (No. 018-09592) from 24.09.2018
Network Filings (automatic 21:13:43
notice)

To:

Fig. 16 Acknowledgement summary of received for approval filing.
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Where to find submissions from Operators and IGSO

Click on the acknowledgement summary to see its content.

Acknowledgments

View message

Subject: | You received a new Submission (Ng 2018-08211) from 0 18/07/2018 17:29
E From: e-Submission of Satellite Network Filings (automatic notice)
E Recipient(s): | [Administration]
Network(s): |
a Messagw tags: |
Dear User,

This is inform you that you received a new submission (No.
on 18/07/2018 17:29:01.

Further details may be found under Submission No.

2018-08211 [Satellite name] / 11.2) from [Operator company]
2018-08211 on e-Submissions for satellite network filings.
Best Regards,

e-Submission of Satellite Network Filings

Radiocommunications Bureau — ITU

Fig. 17 Acknowledgement about the reception of the submitted filing

# Home

Submissions

Reference:  2018-08211
Station/Satellite Name:

Tvpe of submission: Notification of Earth Station

Report name State Actions

Download @

Validation report Done

® DB Structure Contact Help desk

@) Add additional documents or drag files here

Submitted for Approval

NTCID Administration | Network Org. Act. Code
A ~
Type of Submission Provision Satellite Name
Notification of Earth Station 11.2
Station Name
Document Type File Name File Size Actions
-
SNS(MDB) G0 mdb 1.86 MB

Other © U Contours.pdf 38.18 KB Remove

Other &0 -..._lpdf 57.13 KB Remove

Other &0 ___ __ __pdf 23459 KB Remove ®

@

Fig. 18 Submitted for approval page (Administration view)
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How to review a filing

4.2 How to review a filing

Administration managers/users can review a filing submitted for approval as follows (Fig.18):

1. Download @ the validation report and check it for fatal errors.

2. Check the DB structure report® of submitted mdb files.

3. Click Frequencies @ to view the unique frequency bands included in the filing.

4. The Acknowledgement page @ provides information about the submission date and
timestamp, what an Operator or IGSO submitted it.

5. Click "Remove" ® to remove an attached document if it is not necessary and should not be
in the filing.

6. All mdb and attached files can be downloaded on a local computer via "Download All”®, if
necessary.

7. Click the icon if additional documents have to be attached and upload them@.

8. Click "Accept" ® if no problem is found with the submitted filing. Its status will change from
"Submitted to Approval" to "Ready to submit to BR". See Section 4.3 for the next steps.

9. If necessary, the Administration can add documents to the filing or remove unnecessary
ones before submitting the filing to the Bureau. See Section 6 about how to modify
attachment files.

10. Click "Reject" @ if there is a problem with the filing submitted by the Operator or IGSO. The
reason behind the rejection might be:

e If mdb files need to be modified

o Ask the Operator or IGSO to withdraw and delete the filing; to fix errors in
mdb files and to create a new submission using the correct files.

o Or "Download All"®, fix errors in mdb and create a new submission by
uploading the corrected files. Submit for validation and check the validation
report and DB structure report before processing further.

e [f additional documents have to be added, ask the Operator or IGSO to withdraw the
filing, to upload missing or to replace attached files, and to submit the filing for
approval again.

e If some of the attached files are not necessary, ask the Operator or IGSO to withdraw
the filing, to remove unnecessary files and to submit the filing for approval again.

Operators and IGSO cannot withdraw the filing after the Administration has accepted it.

4.3 How to submit to the BR

This section describes how the Administration submits accepted filings to the Bureau.

After the Administration managers/users accept the submission (point 8 above), the page is
refreshed (Fig.19). The submission status is "Ready to submit to BR" and there are two action
buttons: "Reject" and "Submit to BR".
1. Administration managers/users can add/remove attachments using to upload
additional documents and "Remove" @ to remove already attached ones.
2. Click "Reject" @ if for some reason this filing is not ready to be sent and additional
modifications of mdb files or attached documents are required.
3. Click "Submit to BR" ® if no problem is found after the filing was checked and accepted.

e-Submission of Satellite Network Filings ITU © 2018 17



e-Submission of Satellite Network Filings

Reference:  2018-08211 glails ] Frequencies | Acknowledgements | Communications | History
Station/Satellite Name:
Tvoe of submission: Notification of Earth Station
Report name State Actions.
WValidation report Done Download
DB Structure
NTCID Administration / Network Org Act. Code
A
Type of Submission Provision Satellite Name
Notification of Earth Station 1.2
Station Name
Document Type File Name File Size Actions
-
SNS(MDB) -1 1] madb 186 MB

Other © U Contours.pdf 3818 KB Remove

Other 6vU pof 5713KB Remove ®

Other -1 .pdf 23459KB Remove

& Download All
Add additional documents or drag files here
@ Reject @ Submit to BR
eady to submit to BR

Fig. 19 Ready to submit to BR page

How to submit to the BR

After submitting to the Bureau, an acknowledgement message is made available on the
Acknowledgement tab and an automatic email is sent to all users at the Administration
notifying them when the filing was submitted to the Bureau. Both include a timestamp

with the date and hour of the submission to the BR.

Please refer to Section 7 for more details on acknowledgements and timestamps.

@ e-Submission of Satellite Network Filings
-, -

# Home

s

Submissions As-Received

All Filings Comments

Reference:
Station/Satellite Mame:
Tvoe of submission” Notification of Earth Station

2018-08211

m Frequencies

From: e-Submission of Satellite
MNetwork Filings (automatic
notice)

(1) Submission 2018-08211 was successfully submitted to the Bureau 24/07/2018 16:03

To:

From: e-Submission of Satellite
MNetwork Filings (automatic
notice)

(1) You received a new Submission (No. 2018-08211) from 18/07/2018 17:29

To:

Fig. 20 Acknowledgement page after submission to the Bureau (Administration view).
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How to submit to the BR

5. After submitting to the Bureau, the status changes to "Submitted to BR" (Fig.21).

6. The BR registry date @ is displayed in the header of the filing. Please note that the
requests for withdrawal received by the Bureau within 15 days of this date remove the
obligation to pay the fee but after 15 days they are payable for the cost recovery.

7. ltis no longer possible to remove attached files or to add additional documents.

8. The only permitted action is to withdraw the submission via the "Request for
withdrawal" button®.

Ty

@ e-Submission of Satellite Network Filings
NS J

Submissions

All Filings

Reference:'  2018-08211
Station/Satellite Name:

Tvoe of submission: Motification of Earth Station

Report name State Actions
Validation report Done Download
NTC 1D Administration /| Network Org. Act. Code
A
Type of Submission Provision Satellite Name
Notification of Earth Station 1.2

Station Name

BR registry date

Date of Receipt

24072018 Q)
Document Type File Name File Size Actions
SNS(MDB) -1/] 1.86 MB
Other -1 ] 38.18 KB
Other -1} 57.13KB
Other -471) 23459 KB
& Download All
®
Stallr
Submitted to BR
Fig. 21 Details page with status Submitted to BR.
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After submission

5. After submission

This section describes what happens after a filing is submitted by an Administration to the BR and
by an Operator or Intergovernmental Satellite Organization to an Administration.

5.1 What happens after Administrations submit to the BR

The process is the same regardless of whether the submission was initiated by an Operator, IGSO
or Administration. It includes the following steps:
1) The BR receives a filing from an Administration.
2) The BR examines the submitted filing and accepts or rejects it. In the meantime,
Administrations may withdraw and resubmit a filing with additional attached files.
3) The BR publishes as "As-Received" the following provisions:
Non-Planned Services
o Advance publication information (API) under No.9.1/IA;
o Requests for coordination under section Il of Article 9;
o Notification for recording under Article 11 (including Space stations, Earth stations
and Radio Astronomy stations).
Planned Services
o BSS: AP30/30A Part A, AP30/30A Part B, AP30/30A Notification;
o Space Operation Functions: Article 2A of AP30/30A, Article 2A Notification for
Space Operation Functions supporting BSS.
o FSS: AP30B (A6A), AP30B (A6B), AP30B Notification.
4) Afteritis published as "As-Received" the filing is:
e Uploaded on the ITU website (SNL Part-C) and becomes public.
e Listed under the “As-Received” tab (Fig.22).

e-Submission of Satellite Network Filings

Published

As-Received

Information "As Received”

List of satellite notices received (but not yet published) by the Bureau in accordance with Res 55 (Rev. WRC-15).

. Space stafion coordination requests, including those request for coordination received between 01.07.2016 and 31.12.2016 for which there are no comesponding APIs.
Mofification of space station

. ‘Submissions received under § 4.1.3 or § 4.2.6 of Article 4 of Appendices 30 and 30A.

2
3
4. Submissions received under Article 2A of Appendices 30 and 30A.
5

Submissions received under § 6.1 and § 7.2 of Appendix 30B.
In addition, the information “as-received” for AP1 and Notification of Earth Stations are also made available in this list

The “as received” information has no regulatory stafus and therefore Is not recommended for examination purposes.
Publications list

Contains text n Select administration - Select submission type... -

Bl -

Station/ Satellite ¥ BR Registry Type of
NTC ID Adm. Network Org. Name Long. Nom. Date submission Reg Act. Code
Notification of
F E 24102018 Space Station A
F [ W 24.10.2018 Coordination A
Request

Fig. 22 As-received page.
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What happens after Administrations submit to the BR

1
| Legend: |
1
: - Actions by Operator - Filing status 1
1 - Actions by Administration Acknowledgement messageto !
1 Administration |
. | ActionbyBR ADM 1
| I:l ) - Acknowledgement messageto |
| Action by the system Ope*ator Operator 1

Ready for (Validation has been

submit completed at this stage) Reatc)ly f:)r
submi

M Operator

Submitted Submitted to Administration
for approval

Operator can manage a filing

Ready to ADM  Operator
submit to BR Rejected by
Administration

DM Oéerator

Submitted Submitted to BR
to BR

(Administration can request
withdrawal for published
As-Received filings)

Administration can manage a filing

> ,&%ator
ol Opbrator - M Requested
QCCBe'Eted withdrawal to BR
y
BR iublishes ____________
Published

As-Received

Submitted
to BR

BR can manage a filing

(ITU website (SNL Pa rt-C)) Fig. 23 Submissions by Operator and their status transitions
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What happens after Administrations submit to the BR

Fig.23 presents the detailed workflow and submission status transitions when a filing is created by
Operator managers/users or IGSO users. It shows when automatic acknowledgements messages
and emails are sent in the process.

: Legend :
: [[7] Actions by Administration B Status of a filing I
i [ Action by BR Acknowledgement message To :
I Administration

. | Action by the system ADM _!

Ready to
submit to BR

Submitted
to BR

Requested
withdrawal to BR

Administration can manage a filing

Accepted Rejected
bv BR by Bureau

Published
As-Received

(Administration can withdraw
even published As-Received filings)

o0
=
E
©
@
g
©
c
@
(S
c
(4]
O
o
=)

(ITU website (SNL Part-C))

Fig. 24 Submissions by Administration and their status transitions
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What happens after a filing is submitted to the Administration

Fig.24 presents the detailed workflow and submission status transitions when a filing is created by
Administration managers/users. It also indicates when automatic acknowledgements messages and
emails are sent in the process.

Through the processes described above, the following features are available for Administrations
managers/users:

1) Administration managers/users can track the status of a submitted filing via the All Filings
page (Fig.25).

2) Automatic acknowledgement messages are delivered to Administration managers/users via
the system when the status of the filing changes (for example, from "Submitted to BR" to
"Accepted by BR", to "Rejected by BR", "Published As-Received", "Withdrawn", etc.).
Administration managers/users also receive acknowledgement messages when a filing was
submitted or withdrawn by an Operator or IGSO. Please refer Section 7 for more detailed
information about acknowledgements.

3) Administration managers/users can withdraw submissions already submitted to the BR.

S ; |
7 & .
_ II.
] - A =
- e —— - .
¥
.J-..
1
g
*,
%
-H\\ P
™,
A v e _\\ n. areees v g o
%,
R o \ =
N,
| *,
"\ Ready to submit to BR

Fig. 25 All Filings page (left image) and the filing Details page (right image).

5.2 What happens after a filing is submitted to the Administration

After Operators or IGSO users submit a filing for approval to the Administration, the following steps
take place:

1) The Administration receives a filing submitted for approval by an Operator or IGSO. The
Administration is alerted about its reception.

2) The Administration examines the filing and accepts or, in some circumstances, rejects it.
The Operator or IGSO may be asked to withdraw the filing and submit it again with additional
attached documents before the Administration agrees to accept it. Please refer to Section 4
for more details.

3) The Administration submits the filing to the BR.

4) The BR receives the filing from the Administration. The Administration may be asked to
withdraw the filing by sending a request for withdrawal to the BR. The BR accepts it and
the Administration has to submit the filing again starting from the beginning.

5) The BR examines the filing and accepts or, in some cases, might reject it.

6) The BR publishes the filing as "As-Received".
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What happens after a filing is submitted to the Administration

This step applies for all types of provisions except “SpaceCom Comments”, "Due Diligence"
filings and “Other non-standard filing” (so-called "Others").

7) Once published as “As-Received”, the filing is uploaded on the ITU website (SNL Part-C) and
becomes public. Users have access to the list of filings published as "As-Received" (Fig.22)
and can filter it using different criteria (satellite name, Administration, type of submission).

Through the processes described above, the following features are available for Operators and
IGSO:

1) Operator managers/users and IGSO users can track the status after the filing was submitted
to the Administration for approval using the All Filings page (Fig.25). The filing statuses
available in the system are listed below:

e Validation in Progress — validation has started for the uploaded files.

e Ready to Submit — validation is complete and the filing can be processed further.

e Ready to Submit [Validation failed] — the cause of the validation failure cannot be found
and the filing can be processed further.

e Submitted for Approval —the filing was submitted for approval by the Operator or IGSO
to the Administration.

e Ready to submit to BR — the filing was received from an Operator or IGSO and was
accepted by the Administration OR the validation of a filing uploaded by the
Administration is complete.

e Rejected by Administration — the filing was rejected by the Administration.

e Deleted — the filing is deleted. It could be deleted by the Operator, by the IGSO, by the
Administration or by the BR.

e Submitted to BR — the filing is submitted to the BR by the Administration.

e Accepted by BR — the filing is accepted by the BR.

e Published As-Received — the filing is published as "As-Received" by the BR.

e Rejected by BR — the filing is rejected by the BR.

e Requested for withdrawal to BR — the Administration has requested the withdrawal of
the submitted to the BR filing.

e Requested for withdrawal to BR from published — the Administration has requested the
withdrawal of the submitted to the BR filing that was published "As-Received".

e Withdrawn — the BR has accepted the requested withdrawal of the filing by the
Administration.

e Archived —the BR has archived the filing for some reasons.

2) Automatic acknowledgement messages and emails are delivered to Operator
managers/users and IGSO users via the system when the status of the filing changes (i.e.
accepted by the Administration, submitted to the BR, accepted by the BR, rejected by the
BR, published as "As-Received", etc.).

Please refer to Section 7 for more detailed information about the acknowledgements.

3) Operator managers/users and IGSO users can withdraw the submission before the
Administration accepts it. After the acceptance, the withdrawal of the filing by Operator
managers/users and IGSO users is no longer possible.
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How to add, modify or remove attached documents after validation

6. How to add, modify or remove attached documents after validation

This section describes how to add documents to a filing, how to modify an already uploaded
document and how to remove an unnecessary attached document.

These steps might be necessary in the following cases:

e The validation report contains fatal errors and additional documents have to be added
to explain them. Please refer to Section 3.3 about how to manage fatal errors.

e When the Administration needs to add additional documents or modify some of the
attached files after receiving and examining a filing submitted by an Operator or IGSO.
Please refer to Section 4.3 about the filing submission to the Bureau.

e When Operator managers/users and IGSO users discover that information is missing
from the filing and want to add additional documents before submitting it to the
Administration for approval.

e When Administration managers/users discover that information is missing from the
filing and want to add additional documents before submitting it to the BR.

e When users discover unnecessary attached documents in the filing and want to remove
them before submitting it to the Administration or to the BR.

Note that mdb files cannot be modified after validation. If users want to modify them, they have to
cancel the created filing, create a new one by uploading the correct mdb files and submit them for
validation again.

6.1 How to add complementary documents to a filing

Anytime when the button is available for use in the application, users are allowed to add
documents to the filing (for example, before submitting a filing to the Administration, or to the BR).

submissions
New

Al Filings Comments

Reference: 2018-08131

Station/Satellite Name:

Type of submission: Advance publication information

Report name State Actions

Validation report Done Download

NTCID Administration / Network Org. Act. Code

1 A

Type of Submission
Advance publication information

Long Nom.

Document Type

9.11A

File Name

File Size

Satellite Name

SNS(MDB)

Other

Other

Other

2 SNS-APLmdb

70 Attachement pdf

20 MEMO(AntennaGain).pdf

210 NOTE docx

2.04 MB

133.74 KB

10574 KB

95.99 KB

& Download All

n Add additional documents or drag files here

Ready to submit to BR

Fig. 26 Ready to submit to BR filing.
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How to add complementary documents to a filing

Click under the list of uploaded files to add new ones.

Select additional file(s) via the displayed "File Upload" window.

The selected files are available for upload (Fig.27).

Click "Browse" @ if the file Attachement2.pdf was chosen by mistake. The newly selected
file will replace its name in the field®@.

click B ® to remove the displayed file name from the field @ and to prevent uploading it.

Click "Upload" @ to upload the file whose name is displayed in the field@.

Click "Upload All" ® to upload all selected files at once.

The button ® will remove the corresponding interface section if for some reason there is no
need for uploading additional documents.

PwnNPE

o N

Document Type File Name File Size Actions
a
SNS(MDB) ? SNS-APLmdb 2.04 MB
Other 20 Attachement pdf 13374 KB Remove
Other 2?0 MEMO{AntennaGain).pdf 105.74 KB Remove
Other 20 NOTE.doex 95.99 KB Remove

@ ® @ B®

Attachement2 pdf E Upload

Browse... NOTE - Additional Explanation.docx B Upload
n Add additional documents or drag files here @ Upload All

@ Delete @ Submit to BR

Ready to submit to

Fig. 27 Interface for adding documents to a filing.

Document Type File Name File Size Actions
-
SNS(MDEB) ? SNS-APLmdb 2.04 MB
Other 2?0 Attachement pdf 13374 KB Remave
Other 70 MEMO{AntennaGain).pdf 105.74 KB Remave
Other 2?0 NOTE docx 9599 KB Remaove
Other © U NOTE - Additional Explanation.d... 10574 KB Remave
Other 00 Attachement2.pdf 95.99 KB Remave

& Download Al

n Add additional documents or drag files here

@ Delete @ Submit to BR

Ready to submit to

Fig. 28 Additional documents attached to the filing.
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How to remove attached documents

6.2 How to remove attached documents

When the removal of an attached document is allowed by the system, the action “Remove” is listed
in the Actions column of the filing.

Document Type File Name File Size Actions

SNS(MDEB) ? SNS-APL.mdb 2.04 MB
Other 70 Attachement pdf 133.74 KB
Other 70 MEMOQ(AntennaGain).pdf 105.74 KB Remove
Other 20 NOTE.docx 95.99 KB Remaove

& Download All

n Add additional documents or drag files here
@ Submit to BR

Ready to submit to

Fig. 29 Document removal from a filing.

1) Click on the "Remove" link for the file whose name is displayed on the same row under the
File Name column (for example Attachement .pdf).
2) Confirm the removal by clicking the button "Delete" in the displayed confirmation popup.

Confirm remove

Are you sure want to remove file "Attachement. pd 7

3) Click "Cancel" to abandon the removal of Attachement . pdf.

As mentioned before, the mdb files such as SNS(MDB) and possibly GIMS(MDB) cannot be removed
from a filing. If for some reason they have to be modified or replaced with new ones, the filing has
to be deleted. A new filing needs to be created and submitted for validation.

6.3 How to modify attached files
If a document attached to a filing has to be modified, follow these steps:

1) Prepare the document that has to replace the already attached file.

2) Remove the file from the filing, which needs to be replaced.

3) Use to add the modified document (it can have the same name as the removed file).
4) Upload the modified file to the filing.
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Acknowledgements and timestamp

7. Acknowledgements and timestamp

Acknowledgement messages are implemented in e-Submission of Satellite Network Filings to
deliver targeted notifications for important changes that affect filings. They are created upon the
submission of filings and respond to user actions completed within the application.

Users can track the acknowledgement messages of important filing events by opening the Details
page of the filing and navigating to the Acknowledgements tab.

@ e-Submission of Satellite Network Filings
N F

New All Filings Comments

Submissions As-Received

Station/Satellite Name:

Type of submission: Advance publication information

From: e-Submission of Satellite (1) Submission No. 201807828 was successfully submitted to the Bureau. 10/07/2018 12:14
Hetwork Filings (automatic

notice)

To:

From: e-Submission of Satellite (1) Submission No. 2018-07828 was accepted by your administration 10/07/2018 12:14
Hetwork Filings (automatic

notice)

To:

From: e-Submission of Satellite (1) New Submission  2018-07828 was successfully submitted to your Admin... 10/07/2018 11:33

Network Filings (automatic
notice)

To:

® [TU Space Services Submissions - BR Internal 2018 All Rights Reserved

Fig. 30 Acknowledgements page (Operators view)

The application keeps acknowledgement information available and provides a simple web-based
access for users respecting the hierarchical structure. This feature aims to reduce e-mail flow. All
users of the system can track the acknowledgements of important filing events.

Automatic generation of emails is also implemented in the system. Notification emails are sent as
an alternative delivery mechanism to the registered TIES accounts of all concerned users who need
to be alerted for specific filing events (submissions of new filings, acceptance or withdrawal of
already submitted ones, etc.).

The acknowledgement messages and notification e-mails include a timestamp and users are able to
check the exact time of the filing event.

In addition, popup notifications are displayed on the upper-right corner of the screen to inform
users in real-time.

Information
’ ou received a new Submission

(No.lss 2013- 07352) from e
pm—
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How to view acknowledgement messages

7.1 How to view acknowledgement messages

The application keeps acknowledgement information available on the Acknowledgements tab.
Users can track the acknowledgement messages by opening the Details page of a filing and
navigating to the Acknowledgements tab.
1) Select a filing and navigate to its Details page.
2) Click on the Acknowledgements tab to see registered acknowledgements about the filing.
3) Click on one of them to see the detailed acknowledgement message and to whom it was
sent.

e-Submission of Satellite Network Filings
‘ i View message
o . As Receved Users |

staon
- . ivance ucaton omaon Blvecoens: |
From: & submission of Satemns (1) Submission No. 2018.07828 was successfully submined to the Bureau. 10072018 12:44 uwtmwlﬂsl |
ebeork Fings fostomatc
ol

) |« r—
To
Froms o Sebmission of Sesle (1) Submission Mo, SS0018.07828 was accoplod by your adminisration Towraon 1214
Network Filings (aulomatic Whanr Ligar,
v

This is to inform you that your submissien Ne. 2018-07828 (. 1 3.1/1A) was successfully submitted to your

Administration on 10/07/2018 11:33:53.

{1) New Submission 201807828 was successfully submitied to your Admin... 10072018 11:33

Fig. 31 Acknowledgement page (Operator view) — list of acknowledgements (left image) and one detailed view (right image).

Note that the Acknowledgement tab is different for Operator managers/users and IGSO users, and
Administration managers/users.

‘e-Submission of Satellite Network Filings
View message
At Figa e Subject: " © 100712018 161
y — — Hron

Reference: 12018-07910 Detais | Frequencies Communications

Stat n
Bl reciens)

rom: 6. Submission of Satote (1) Submission No. | 118.07910 was accepted by the Bureau 10072018 16:21 | » [

Netwwork Fiings {automatic

s I messagw tags:

To

rom: e.Submission of Satelite (1) Submission | 018.07910 was successfully submitied 10 the Bureau 10072018 16:17

Metwork Filings {automatic Dear User,

notice)

o This is to inform you that your Submission No.  2018-07910 ( / RS49) was succassfully submitted to the Bureau on
10/07/2018 16:17:31.

From: e Submussion of Satelte (1) You received a new Submission (Ho. 018.07910) from 0072018 16:44

Network Filings {automatic

notice)
Best Regards,

To: e-Submissi Filings
Radiocommuni u-iTU

Fig. 32 Acknowledgement page (Administration view) — list of acknowledgements (left image) and one detailed view (right image).
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What events create acknowledgements

7.2 What events create acknowledgements

7.2.1 Acknowledgements available for Operators and IGSO

Acknowledgement messages of important filing events available for Operator managers/users and
IGSO users are listed below:

1)
2)
3)
4)
5)
6)
7)

Operator or IGSO submits a filing to the Administration for approval.
The filing was accepted by the Administration.

The filing was rejected by the Administration.

The filing was submitted further from the Administration to the BR.
The filing was accepted by the BR.

The filing was published as "As-Received" by the BR.

The filing was rejected by the BR.

7.2.2 Acknowledgements available for Administrations

Acknowledgement messages of important filing events available for Administration managers/users
are the following:

1)

2)
3)
4)
5)
6)

7)

Administration received a new filing from an Operator or IGSO.

2 Reply ([ Reply All (£} Forward

Fri 27-Jul-18 3:06 PM

You received a new Submission (N 2018-08640) from

To
Cc  BR e-submissions help, ITU ~

Dear User,

This is inform you that you received a new submission (No.  2018-08640, / 9.6) from on 27/07/2018 15:06:21.
Further details may be found under Submission No. 2018-08640 on e-Submissions for satellite network filings.

Best Regards,

e-Submission of Satellite Network Filings
Radiscommunications Bureau — ITU

Fig. 33 Example of an email sent to the Administration after a filing submission by an Operator.

Administration rejected the filing.

Administration submitted the filing further to the BR. (*)

The filing was accepted by the BR. (*)

The filing was rejected by the BR. (*)

The Administration has requested the withdrawal of an already submitted to the BR filing.
The acknowledgement messages are different when the withdrawal is within 15 days of the
BR registry date (with no obligation to pay the fee) or after 15 days (the withdrawal is
payable for the cost recovery).

The filing was published as "As-Received" by the BR. (*)

The acknowledgement messages marked with (*) are made available for submissions of filings
created by Operators, by IGSO and by Administrations.
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Timestamp

7.3 Timestamp

The acknowledgement messages about important filing events include timestamps, i.e. the exact
date and time of the event. Please note that the time shown in the application (notification popup
messages, acknowledgement messages, the history of events) is in Geneva time (UTC + 01:00).

Acknowledgments

View message

Subject: | New Submission 2018-07910 was successfully submitted to your Administration E‘ID:’D?A’20181B:14

EFrom:

E Recipient(s):

e-Submission of Satellite Network Filings (automatic notice)

Network(s):

alﬂessagwtags:

Dear User,

This is to inform you that your submission No. 2018-07910 ( / RS552) was successfully submitted to your
Administration on 10/07/2018 16:14:28.

Best Regards,
e-Submission of Satellite Network Filings

Radiocommunication Bureau — ITU

Fig. 34 Acknowledgement message with timestamp.

Click on the ¥ icon beside the date and time in the upper right corner of the acknowledgement
message to display the timestamp information.

Timestamp information

Timestamp is: valid

Time: 10/07/2018 14:14:29

Hash algorithm: MD5

Message Imprint: 9F-77-8A-15-61-9C-A3-95-7D-68-66-53-EF-9D-17-CA

TSA Issuer Ch=timestamping.ituint, O=International Telecommunication Union 0U=Radiocommunication Bureau, C=CH

Fig. 35 Timestamp detailed view.

There is a difference of two hours between the hour displayed in the timestamp information (Fig.35)
and the hour on the acknowledgement message (Fig.34). This is because the hour on the Timestamp
information is in UTC (Coordinated Universal Time), the hour on the acknowledgement message is
Geneva time (UTC + 01:00). Both register the same hour but with a one-hour difference in winter
and a two-hour difference in summer, when daylight saving time applies.
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8. Withdrawal

Withdrawal

A withdrawal of a submitted filing is allowed in the systems for Operator managers/users and IGSO
users. Administration managers/users have to request a withdrawal of the filing once it has been
submitted to the BR or published 'As-Received'.

8.1 Withdrawal by Administration

Administrations can request a withdrawal of the filing submitted to the BR. The requests received
by the Bureau within 15 days of the BR registry date of the filing remove the obligation to pay the
fee but after 15 days they are payable for the cost recovery.

8.1.1 Withdrawal within 15 days of the BR registry date

To withdraw the filing follow the st

1) Navigate to the Details page of the filing and click the "Request for withdrawal" button.

# Home

Submissions

All Filings

eps:

NTCID

1

Type of Submission

Advance publication information

Long Nom.

Document Type

Station/Satellite Name: ]
Type of ion: Advance ®
Report name State Actions
Validafion report Done Download

Administration / Network Org.

Provision

9.111A

BR registry date
18.07.2018

File Name

Act. Code

A W

Satellite Name

Date of Receipt

File Size Actions

SNS(MDB) ?
Other 20
Other 20
Other 20

2.04 MB
133.7T4KB
105.7T4 KB

95.99 KB

& Download All

@ (=] Request for withdrawal

Status™
Submitted to BR

Fig. 36 Withdrawal within 15 days of the submission date to the BR.

2) Confirm the withdrawal by clicking "Request for withdrawal" on the confirmation popup.

Withdraw submission

Are you sure you want to withdraw this notice? Your notice will be withdrawn afiter the BR accepts your request. There will be no cost recovery fee.

Request for Withdrawal

e-Submission of Satellite Network Filings

ITU © 2018
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Withdrawal after 15 days of the BR registry date

3) A popup notification is displayed about the requested withdrawal; the filing status changes

to "Requested for withdrawal to BR".

4) An acknowledgement message about the withdrawal request with no cost recovery fee is

sent to the Administration.

Acknowledgments

View message

Subject: | Requested the withdrawal of the notice 12019-19963 within 15 days

B From:

e-Submission of Sateliite Network Filings (automatic notice)
B Recipient(s):

u Message tags:

EY networkis): |

Dear user,

This is to inform you that you requested the withdrawal of the notice ' 2019-19963 (
of receipt.

Best Regards,

e-Submission of Satellite Network Filings

Radiocommunication Bureau = ITU

withdrawn after the BR accepts your request. There will be no cost recovery fee because the request is within 15 days from the date

008.05.2019 15:54:56

1 A30-30A). This notice will be

Fig. 37 Acknowledgement message about a request for withdrawal within 15 days from the date of receipt.

8.1.2 Withdrawal after 15 days of the BR registry date

If the withdrawal is after 15 days of the BR registry date, a "Recovery fee warning" is displayed by
the system to alert users about the obligation of payment. To withdraw the filing follow the steps:
1. Navigate to the Details page of the filing and click "Request for withdrawal".

Document Type File Name File Size Actions
-
SNS(MDB) 1) 1.86 MB
Other -1 38.18 KB
Other 11} 57.13KB
Other -21) 23459 KB
& Download All

@ Q Request for withdrawal

Stallr
Submitted to BR

Fig. 38 Withdrawal with fee (Administration view).

2. Confirm the withdrawal on the confirmation popup "Recovery fee warning".

Recovery fee warning

Are you sure you want to withdraw this notice? Your notice will be withdrawn after the BR accepis your request. There will be cost recovery fee since the withdrawal is

requested after 15 days of the date of receipt (see decides 10 of Decision 482).

Request for Withdrawal

e-Submission of Satellite Network Filings ITU © 2018
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Withdrawal by an Operator or IGSO

3. A popup notification is displayed about the withdrawal with cost recovery fee; the filing
status changes to "Ready to submit to BR".

4. An acknowledgement message of the withdrawal with cost recovery fee is sent to the
Administration. The filing is withdrawn and its status changes to "Requested for withdrawal
to BR". Please note that Administrations can withdraw filings even after they are published
as "As-Received". In this case the status changes to "Requested for withdrawal to BR from
published".

Acknowledgments

View message

Subject: | Requested the withdrawal of the notice (2018-10567 with a cost recovery fee 008.052019 16:23:19

B From:

e-Submission of Satellite Network Filings (automatic notice)
E Recipient(s):

u Message tags:

EY neworkis): |

Dear User,

This is to inform you that you has requested the notice withdrawal of = 2018-10567 ( / 9.1/1A). This notice will be
withdrawn after the BR accepts your request. There will be a cost recovery fee due to the withdrawal being requested later than 15
days from the date of receipt.

Best Regards,

e-Submission of Satellite Network Filings

Radiocommunication Bureau — ITU

8.2 Withdrawal by an Operator or IGSO

Operators and IGSO can withdraw a filing submitted to the Administration for approval before it
has been approved. After the approval, the "Withdraw" button is not available anymore.

The status of a withdrawn filing by Operator managers/users or IGSO users changes from
"Submitted for Approval” to "Ready for submit".
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Other main functions

9. Other main functions

This section describes some additional features in e-Submission of Satellite Network Filings.

9.1 Filing deletion
Users of the system can delete a filing in the following situations:

1) Administration managers/users — before submitting to the BR when the filing status is
"Ready to submit to BR".

2) Operator managers/users and IGSO users — before submitting to the Administration for
approval when the filing status is "Ready to submit".

After the deletion the filing status changes to "Deleted" and the system navigates users to the
All Filings page where the filing is displayed as Deleted.

9.2 Other non-standard filings

The notices, which are not applicable for any of the specific provisions, included on Submissions-
New page, can be submitted by selecting the "Other non-standard filing" (so-called "Others").

Select "Others" if:
1. A notice does not include an mdb file in the SNS format.

Please note the requirements for electronic filings specified in Resolution 55 and the Rules
of Procedure on receivability.

2. An error message blocks the validation process but the files are correct according to the
user.

3. There are large files with the size exceeding 100 MB (e.g. XML file for EIRP/PFD masks
required for EPFD examinations).

The steps for "Other non-standard filing" submission are the following:
1. Click the "Other non-standard filing" icon on the Submissions>New page.
2. Enter the satellite name on the "Upload Others for Validation" page.

3. Click "Browse", select a file, and then click "Upload".

4. If several files have to be submitted, click ™, select the files and upload them.
5. Click "Submit for validation" (Fig.39).

6. Process further the filing (Fig.40).
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# Home Submissions

Upload Others for Validation

= First, click on "Browse" and choose the files which you want to submit

* Then, click on "Upload™

= Other than SNS and GIMS mdb files, if you wish to upload more files, click on "+"
= Finally, click on "Submit for Validation”

* Please don't forget ling files before itting for validati

Satellite Name
NAME-OF-SATELLITE

Other - Other relevant documents

SNS-APl.mdb

Other : Other relevant documents

Attachement.pdf

Other : Other relevant documents

Attachement2. pdf

Other - Other relevant documents

NOTE docx

a

[ x|

]

[ x|

1]

1

a

[ x|

n Add additional documents or drag flles here

| @ suomior vadaion |

Fig. 39 Upload via the "Others" page.

#t Home Submissions

Reference: 2018-10437 Acknowledgements

Station/Satellite Name: NAME-OF-SATELLITE
Type of submission: Others

Type of Submission Satellite Name

Others NAME-OF-SATELLITE
Document Type File Name File Size Actions

-
Other w0 SNS-APLmdb 2.04 MB Remove
Other « 0 Attachement pdf 13374 KB Remove
Other « 0 Attachement2 pdf 133.74KB Remove
Other 20 NOTE.docx 95.99 KB Remove

& Download All

n Add additional documents or drag files here

Status:

Ready to submit to BR

Fig. 40 Ready to submit to the BR of "Others" (non-standard filing).
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Virus Scan

9.3 Virus Scan

All uploaded files are scanned for viruses with up-to-date anti-virus software (Fig.41).

The result of virus scan can be seen by clicking on the “¥ ” icon on the left side of the file name.

Document Type File Name File Size .
- - Result of virus scan
Scanning file =
B \A@ I s

File: NOTE CRC docx
GIMS(MDB) EIMS YYY.mdb
Status: Sean finished. information embedded

Other TotalPositives: 6110

View onling

Other

Timestamp

Fig. 41 Scan for viruses.

9.4 Communications

This function will facilitate the correspondence between Administrations and the BR. Current
functionality is only to show the list of official communications of submissions through e-
Submission and copies of correspondences which was sent through telefaxes from the Bureau.
Another functionalities are under development for a future release.

@ e-Submission of Satellite Network Filings

i Home Submissions

Station/Satellite Name: NAME-OF-SATELLITE
Type of submission: Others

From: e-Submission of Satellite (1) Others-| ‘NAME-OF-SATELLITE 30.10.2018

Metwork Filings (automatic 16:08:11

notice)

To: Documentum No. : 1-2018-001253 @
*Please note that any icati listed in “Ci icatit tab of each ission are for and i ion only for your ini: ion. They are not visible to
other ini i These icati (other than the original submission of filings and comments) have been sent officially by fax, email or post to your administration,
and a copy Is included here just for information, and does not replace the official communication. Although some filings received by the Bureau before 01. 08. 2018 are visible in
the submissien list in “All" tab, please note that they have been uploaded by the BR to the system for the purpose of i in ived” only. No icati

information related to those filings will be included in the system.

& I1TU Space Services Submissions - BR Internal 2018 All Rights Reserved
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10. Users Support

10.1 User guide page

Users Support

User manuals, FAQ (Frequently asked questions) and other useful materials and links to webpages
are available at https://www.itu.int/itu-r/go/space-submission page. Users of the system are

navigated to that page via the link available on Help->User Guide (Fig.42). The uploaded materials
describe and correspond to the provided functionality of e-Submission of Satellite Network Filings

Release 1.

e-Submission of Satellite Network Filings

User Guide

User Guide and useful information

Faoruser guides, FAQ, the introduction ofthis systern and other useful materials forvour help, please o to hi
Help Desk

difficulties using the systern. BR also welcomes any sugagestions far improvements to the system.

@ ITU Space Services Submissions - BR Internal 2018 All Rights Reserved

ot
mmm R

Please contactthe helpdesk (spacehelp@ituint) ar the hotline (telephone +41 22 730 G777, from 09:00 to 17:00 hours, Geneva time) ifyou have questions or any

- ¥yhen sending email, please write the name of your organisation, your email address and the detailed events (in case of difficulties).

s M itw.intitu-rigodspace-submission .

Fig. 42 User Guide page.

Committed to connecting the world

What would you like to search for? Q

Radiocommunication

ITU Telecom Member: e Join ITU

e-Services Fublications Space Terrestrial Study Groups Regional Presence Jain ITU-R

YOU ARE HERE HOME > ITU-R > SPACE SERVICES > E-SUBMISSION

e-Submission of Satellite Network Filings

Access to e-Submission of Satellite Network Filings:
https:/iwww.itu.int/ TU-R/spacel/e-submission

@ System was updated on 07.04.2019!
Mew lists for archived filings and comments, the search function by typing a reference number

Please see System Update Information for new functionalities.

What is e- ission of Satellite K Filings?

The e-Submission of Satellite Network Filings is a secure paperless elecironic approach fo
Adminisirations and Operators o submit all satellite network filings and comments with any
altachment files.

This system has been developed under Resolufion 908 (Rev.WRC-15): Electronic submission
publication of satellite network filings

Reject by BR or
Upload & —— . / withdrawal by
submit for validation Ty - - - {’ Administration

—submit to BR

aeject by

Admirisiratonor ¢
withdiawal by F

operstorf !
" iy
Satelite Cryszatian,
) Upload & Submi
Y for Validation

{Create files)

e-Submission of Satellite Network Filings - ITU

and "Contact Help desk” button to ask e-Submission suppert team for a help etc. were introduced.

SHARE o e @ O

r

LOG 'N-T.

What's New / NEWS

@ All notices subject to as-
received (res55) is linked (07.05.2018)

& System was updated }{07.04.2012)

System was updated !{12.01.2012)

r Any submissions of filings or SpaceCom

comments are not accepted by email after 15
January 2019 (20.12.2018)

System was updsted | (22.10.2018)
and

MNew Motes were added! (03.00.2018)

Implementation of Resclution 908 (Rev. WRC-15)
(CR/434) was  published! (01.08.2018)

Rules of Procadure was revised and
submissions via e-Submission is now mandstory!
(CR/433) (01.08. 2018)

Production site opened! (01.08.2018)

Helpdesk FAQ

i Quick Stert Guide (22.10.2018)

i3 General Information (01.08.2018)

& How to log infout (01.08.2018)

8 How to sdd user sccounts (01.08.2018)

i) User Manual for submitting filings (28.11.2018)

Fig. 43 e-Submission portal and help information page.
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https://www.itu.int/itu-r/go/space-submission

Helpdesk and Hotline

10.2 Helpdesk and Hotline

The Help desk and the hotline for the system are provided for users. During the submission they
may click on the "Connect Help desk" button on Details page and send a request to the BR to review
the filing explaining the faced difficulties. Please note that the system allows one request per 24
hours for the same filing.

The helpdesk (spacehelp@itu.int) or the hotline (telephone +41 22 730 6777, between 9 am and 5
pm CET, Geneva time) can be contacted if there are questions or difficulties using the system. The
Bureau also welcomes any suggestions for improvements of the system.

When sending e-mail, please include the name the organization, the email address and detailed
information about the faced difficulties.

Please refer to FAQ and User Manuals before sending questions to the helpdesk.

BSK FARL

i@ Quick Start Guide (01.08.2018) Please contact helpdesk

(email: spacehelp@itu int) or the hotline
{telephone +41 22 730 6777, from 09:00 to 17:00
wy Howto log infout (01.08.2018) hours, Geneva fime) if you have questions or any
ity How to add user accounts (01.08.2018) difficulties on the system.

o General Information (01.08.2018)

If a defect is encountered in e-Submission of Satellite Network Filings, please send an e-mail to the
support team at ITU with the information listed below. Make sure to include a very brief summary
of the problem in the e-mail Subject line. Whenever possible, attach screen shots illustrating the
case.

Your name:
Your e-mail:

Your phone:

Defect description

Summary:

Steps to reproduce
1.

2.

3.

Expected results:

Actual results:

Browser in use: (Microsoft Edge, Internet

Explorer, Google Chrome, Mozilla Firefox, etc.)
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