How to file NOTAMSs in Autodialer Pro

What is a NOTAM?

A NOTAM (Notice to Airmen) is a written notification issued to pilots, advising them of
circumstances related to the state of flying. When a tower lighting system is not
working properly a NOTAM must be issued for that site (tower) within 30 minutes. For
more information on FAA regulations on light outage reporting (NOTAMs) see the
“Light Outage Reporting” page in the INOCC Information & Instruction binder.

Two Methods of Filing NOTAMs

eNOTAMs

An eNOTAM is a NOTAM that is filed electronically in Autodialer Pro. Autodialer Pro
connects with the FAA's website and files the NOTAM with no further human
interaction. To file an eNOTAM in ADP the site must have an ASR (Antenna Structure
Registration) number and there must be no other NOTAM currently filed on the site. It

is always best to file an eNOTAM before a Manual NOTAM if the site has an ASR
number.

Manual NOTAMs
A manual NOTAM requires calling the FAA (1-877-487-6867) and giving a Flight Data
Specialist the required information to file the NOTAM. A manual NOTAM should only

be filed if it is not possible to file an eNOTAM. Manual NOTAMs can be filed on
sites that do not have ASRs.



Two different methods for filing eNOTAMs

Filing eNOTAMSs from the Alarm Tab

1. Double click on the alarm drop to connect to the site.
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2. Click the “Reset Alarms” button to reset the current alarm.
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3.

4.

After resetting the alarm(s) wait 10 seconds then hit the “Manual Refresh”
button. If the alarm is still present then continue to step 4. If the alarm has
cleared and the timestamp is no longer present then the alarm can be

acknowledged and a NOTAM is not required.

If the alarm does not clear then right click on the alarm that has dropped in the
top section of the Alarms Tab in Autodialer Pro. The alarm will appear red and

will require a NOTAM to be filed on it.
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5. Choose “File eNOTAM” on the drop down menu.




6. Verify that the “Filing Response” columns says “Java Success” for the site that an
eNOTAM was just filed on in the bottom section of the NOTAMs Tab.

7. Verify that the alarm that dropped to the top section of the Alarms Tab moved to the
bottom section of the Alarms Tab and that it is no longer red.

Filing an eNOTAM from the Site Directory
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1. Right click on the site that you wish to file an eNOTAM on in the Site Directory Tab.

08234201008 09514 AM

2. Type in the reason you are filing a NOTAM on the site (Example: I1: White Strobe
Alarm) in the “Reason for filing NOTAM” box. Be mindful of spelling and
punctuation, the customers will see this entry in their daily INOCC Email Report.
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3. Verify that the “Filing Response” columns says “Java Success” for the site that an
eNOTAM was just filed on in the bottom section of the NOTAMs Tab.

4. Two different methods for filing Manual NOTAMs

Filing Manual NOTAMs from the Alarm Tab

1. Double click on the alarm drop to connect to the site.
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2. Click the “Reset Alarms” button to reset the current alarm.
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3. After resetting the alarm(s) wait 10 seconds then hit the “Manual Refresh” button. If
the alarm is still present then continue to step 4. If the alarm has cleared and is
no longer present then the alarm can be acknowledged and a NOTAM is not
required.

4. If the alarm does not clear then right click on the alarm that has dropped in the top
section of the Alarms Tab in Autodialer Pro. The alarm will appear red and will
require a NOTAM to be filed on it.
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5. If the “File eNOTAM?” option is grayed out or the eNOTAM function is not working
then click “File Manual NOTAM” in the drop down menu.
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6. The screen pictured below will pop up and you will need to call the FAA at 1-877-
487-6867.
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7. When calling the FAA you will be prompted to say the State that the site is located
in. You can determine what state the site is located in based off of the Site ID. The

first two letters of the site ID is the State abbreviation for State that the site is
located in.

8. Once you have informed them of the State that the site is located in you will be
transferred to a Flight Data Specialist.

9. When they answer the phone state the following: “Hello. | would like to file a
NOTAM on a tower please.”

10. At this point they will ask you for an ASR (Antenna Structure Registration) number.
You can find this number in the “FCC ASR” field in the “File New NOTAM” box.

11. If the site has a “-1” in the “FCC ASR” field in the “File New NOTAM” box then the
site does not have an ASR and you will need to provide Flight Data Specialist with
the following information.

1. Latitude (Found in the “File New NOTAM” box)
2. Longitude (Found in the “File New NOTAM” box)
3. AGL Height (Found in the “File New NOTAM” box)
4. AMSL Height (Found in the “File New NOTAM” box)
5. Distance and direction from the nearest Airport. To find this:
a. Right click on the site and click on “Edit” in the drop down menu.



b. While in the “Edit” box click on the “Notes” tab.
c. The distance and direction from the nearest airport will be listed in the
“Notes” tab of the “Edit” box (example: 10.6 nm (Nautical Miles) SE

(Southeast) of DUA (Airport Identifier))
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12. After you have supplied them with either the ASR number or the information
required on the site if it does not have an ASR number then they will ask you how
long you want the NOTAM to be filed. By default, we file NOTAMs for 30 days.
Provide them with the date located in the “Return to Service” field in the “File New
NOTAM?” box. If they ask for the time in which you want it to expire on that date tell

them “The end of the day.”

13. After you have established how long the NOTAM is to be issued you need to ask to
get the NOTAM number and the Flight Data Specialist’s initials from the Flight
Data Specialist and record them in the appropriate field in the “File New

NOTAM” box.



14. The flight data specialist will typically ask for your initials also. They will expect this
to be given to them phonetically (alpha, bravo, charlie, etc.).

15. Verify that the site that you filed a Manual NOTAM on is now in the top section of
the “NOTAMS” tab.

Filing Manual NOTAMs from the Site Directory

1. Right click on the site that you wish to file a Manual NOTAM on in the Site Directory

Tab.
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2. Type in the reason you are filing a NOTAM on the site (Example: 11: White Strobe
Alarm) in the “Reason for filing NOTAM” box. Be mindful of spelling and
punctuation, the customers will see this entry in their daily iINOCC Email Report.
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3. Follow steps 6 to 15 in the “Filing Manual NOTAMs from the Alarm Tab” Section.



