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1. [bookmark: _Toc456869175]Overview
The Network Outage Reporting System (NORS) provides the capability to report telecommunications outages to the FCC.  This manual describes how to access NORS, report outages, modify outages, and access outage reports.  It also describes administrative procedures relevant to NORS users.  An abbreviated description of the key elements of NORS can be found in Network Outage Reporting System: Quick Start Guide, accessible from the Help Center section of the NORS Homepage.  
NORS conforms to the basic structure of Appian systems.  NORS consists of four interrelated databases: NORS Companies, NORS Groups, Outages, and Users.   In Appian terminology, these databases are referred to as Records.  The Outages records are the heart of NORS while the other records are for administrative purposes.  Five tabs appear above each page allowing you to interact with these databases: 
News has many features. Primarily, it provides a summary of recent records created/edited with a link which connects you directly to the record details. 
Tasks alerts you of any tasks assigned to you or sent by you or to a group of which you are a member. 
Records allows you access to a collection of relevant records (e.g. list of outages associated to your account). Depending on the record, there may be a related action to update that record.
Reports allows you to search for a collection of outages depending on search criteria you input. 
Actions allows you to create new outage notifications or conduct any action which may be relevant to your role. 
Each NORS user has a profile.  This profile may be viewed and updated via your name which appears above each page.  This link is also used to modify settings and sign out of NORS.
This manual is a reference providing details on these elements of NORS: 
Section 2 describes the user roles which define user limitations to access and update information in NORS.
Section 3 describes how to sign up for NORS as a new user, how to access NORS, and how to reset your password.
Section 4 identifies elements of the NORS interface common to all pages.
Section 5 describes the user profile and how to update it.
Sections 6 through 10 describe the, Actions, Records, Reports, Tasks and News pages accessible via the tabs above each page.  
Section 11 describes the NORS Homepage.  This page provides you with quick access to the most common NORS activities, summarizes your profile, and provides a summary grid of open outages you can access.  The NORS Homepage is the initial page viewed upon logging into NORS and may always be accessed by clicking on the FCC logo in the upper left of a page. 

2. [bookmark: _User_Roles_and][bookmark: _Toc456869176]User Roles and Privileges
NORS users can have one of three different roles: Inputter, Coordinator or DHS User. Each role has different privileges, outlined below. Differences in each role are underlined.
	Inputter

	News
	· View posts generated from Notifications they created
· View posts or messages they are participants of
· View Kudos they received or gave

	Records

	· Outages: view outage reports they submitted 
Related Actions: “Update Report”, “Withdraw Report”, or if applicable, “Reopen Report”
· Users: view their own profile
Related Actions: “Update Profile”

	Reports

	· Outages: search and view a collection of outage reports they submitted
· Overdue Reports: view a collection of outage reports they submitted which are overdue or due in five days for updating

	Actions

	· Assign Yourself to a Company
· Report Notifications



	Coordinator

	News
	· View posts generated from Notifications submitted by any member of the Coordinator’s company
· View posts or messages they are participants of
· View Kudos they received or gave

	Records

	· Outages: view outage reports submitted by any member of the Coordinator’s company
Related Actions: “Update Report”, “Withdraw Report”, or if applicable, “Reopen Report”
· Users: view profiles of any member of the Coordinator’s company
Related Actions: “Update Profile”
· NORS Companies: View details of any company for which the user is a Coordinator 
Related Actions: “Edit NORS Company” & “Manage NORS Company Members”

	Reports

	· Outages: search and view a collection of outage reports submitted by any member of the Coordinator’s company
· Overdue Reports: view a collection of outage reports which were submitted by any member of the Coordinator’s company which are overdue or due in five days for updating

	Actions

	· Assign Yourself to a Company
· Report Notifications




	DHS User

	News
	· View posts generated from all notifications
· View posts or messages they are participants of
· View Kudos they received or gave

	Records

	· Outages: view all outage reports 
· Users: view their own profile
Related Actions: “Update Profile”

	Reports

	· Outages: search for and view any collection of outage reports



3. [bookmark: _Toc456869177]Accessing NORS
3.1 [bookmark: _Toc456869178]New User
New Inputters may sign up for Inputter accounts at https://www.fcc.gov/eform/submit/register-to-nors.  To become a Coordinator, Inputters must be promoted by an admin or a Coordinator member of the company they wish to join.  Department of Homeland security analysts must create an account using the form and coordinate with NORS administrators for the DHS User role.
[image: ]

3.2 [bookmark: _Toc456869179]Log In
There are two methods to access the Network Outage Reporting System (NORS) log-in interface:
1) Go to www.fcc.gov
Select “NORS” under the E-Filing menu, or
2) Go to fcc.appiancloud.com

Once the page loads, the following security banner will be displayed: 
[image: ]
In order to proceed to the site, you must agree to the conditions stated in the banner.  After you accept the terms, input your Username and password. 
[image: ]
3.3 [bookmark: _Toc456869180]Reset Your Password
While at this page, you may also reset your password.  If you click Request Password Reset, you will be redirected to a new page to enter your Username. 
[image: ]
If the Username exists, an email is sent to the email address associated with your Username after you Request Password Reset.  All account passwords are automatically reset every 90-days.  Follow the link in the email you received to reset your password. The link will expire after 15 minutes. 

4. [bookmark: _Toc456869181]Common Elements of the NORS Interface
The NORS interface is a collection of pages which allow you to interact with its databases.  When you first log in, you will see the NORS Homepage.  This page contains elements specific to the Homepage as well as elements common to all pages.  This section describes elements common to all pages.  Elements specific to each page are described in subsequent sections. 
Above the page are five tabs: News, Tasks, Records, Reports, and Actions.  Depending on your role, you will be able to access different objects within these five tabs (see User Roles and Privileges for details).
News has many features.  Primarily, it provides a summary of recent records created/edited with a link which connects you directly to the record details. 
Tasks alerts you of any tasks assigned to you or sent by you or to a group you are a member of.  The NORS homepage may be accessed via a link under this tab. 
Records allows you access to a collection of relevant records (e.g. list of outages associated to your account). Depending on the record, there may be a related action to update that record.
Reports allows you to search for a collection of outages depending on search criteria you input. 
Actions allows you to create new outage notifications or conduct any action which may be relevant to your role. 
Your name is displayed above the page on the right.  Clicking on your name provides access to three elements:
Profile allows you to view your profile and access the page to edit it,
Settings allows you to update settings such as language, time zone, and password, and
Sign Out allows you to sign out of NORS.
Another element common to NORS pages is the FCC logo.  Clicking on the logo will access the NORS Homepage.

5. [bookmark: _User_Roles_&][bookmark: _Update_Your_Profile][bookmark: _Profile][bookmark: _Toc456869182]Profile
To access your user profile, click on your name in the top right corner and select Profile.
[image: ]
Go to FCC User Information in the left pane.  To edit your profile, select Update Profile in the top right corner. 
[image: ]Select this button to update your profile.

Edit your information accordingly in the Update Profile form.  Then select Submit to save.
[image: ]
As you edit forms throughout this application, your contact information saved here will be used to auto-populate primary contact information in outages you report. 
The Summary, News, Related Actions, Group Membership, and FCC User Information views you see in the left pane will be explained in detail in Users Records.

6. [bookmark: _User_Roles_&_1][bookmark: _Toc446267561][bookmark: _Toc446267604][bookmark: _Toc448325905][bookmark: _Toc448331366][bookmark: _Toc448331409][bookmark: _Toc448397143][bookmark: _Toc448397180][bookmark: _Toc448401537][bookmark: _Toc448407910][bookmark: _Toc448407955][bookmark: _Toc448484064][bookmark: _Toc448484115][bookmark: _Toc449010868][bookmark: _Toc449010918][bookmark: _Toc446267563][bookmark: _Toc446267606][bookmark: _Toc448325907][bookmark: _Toc448331368][bookmark: _Toc448331411][bookmark: _Toc448397145][bookmark: _Toc448397182][bookmark: _Toc448401539][bookmark: _Toc448407912][bookmark: _Toc448407957][bookmark: _Toc448484066][bookmark: _Toc448484117][bookmark: _Toc449010870][bookmark: _Toc449010920][bookmark: _Toc456869183]Actions
Actions will allow a user to create a new record, such as a new company or outage Notification. 
Related Actions are actions that you can take on an existing record—such as editing a company or updating a Notification to submit an Initial or Final report.
[image: ]

There are links in the left pane of the window. 
· The Starred link will show a short-list of actions that you “star.”  You may “star” by clicking the white star next to the action name.  Once you click it, it will change to an orange star.
· If you are a member of multiple applications, you will see the application names listed under Applications. 
· User John Doe is a member of two applications: “NORS” and “Feedback”. 
· The “(3)” you see next to “NORS”, indicates that John Doe has access to three Actions within NORS. 
When you select an option in the left pane menu, the selected option will be made bold and a small triangle or “x” will appear next to that selection. 
6.1 [bookmark: _Register_as_NORS_1][bookmark: _Toc456869184]Assign Yourself to a Company
A new user must first register as an Inputter to access any other Action, Record, or Report.
Large companies with many Inputters may elect to have one or more of the Inputters converted to Coordinators.  Coordinators have the ability to view and update any outage report from their company.  Only NORS administrators can convert an Inputter to a Coordinator.  If you would like one or more of your Inputters converted to Coordinators, send an e-mail to FCCOutage@fcc.gov.  You will then be called and your request processed.
To register as an Inputter, select the Assign Yourself to a Company action.
If you are registering with a company already registered with NORS, select the Yes, choose from a list radio button under Register with an Existing Company?  Type in your company name under the Company field.  A list of existing companies will appear as you type.  Select the company name.  If a company is not already registered, it will not appear in the company name list and you will be unable to select companies to populate the Company field.  After you select your company, you must correctly input the Company ID associated with this company.  You should retrieve this ID from a NORS Coordinator at your company.
[image: ]

If you are registering for a company not registered with NORS, select the No, create a new company radio button under Register with an Existing Company?  Enter the name of the company in the New Name field.  The company is given a default Company ID of 11111111.  
[image: ]
If you accidentally enter a company that is already registered, you will trigger a validation indicating that the company already exists.  The validation message has a link to FCC Help Center.  Clicking this link will open a window to compose an email to NORS administrators via your default email client.
If there are no errors on the Assign Yourself to a Company form, you will see a confirmation message after you submit.  This confirmation message appears after you submit in all forms.  An Action completed successfully banner will flash across your screen when you successfully register as an Inputter.
6.2 [bookmark: _Toc456869185]Report Notification
Now that you are registered as an Inputter, you have access to the Report Notification action. This action will allow any user to report a new outage. 
[image: ]
There are three steps to report an outage:
1) Report a Notification within 2 hours of determining that the incident is reportable,
2) Submit the Initial report within 3 days of the Notification,
3) Submit the Final report within 30 days of the Initial report
The Report Notification action allows you to start this process.  When you select this action, you are directed to the following form:
[image: ]
The Primary Contact fields at the bottom of the form are auto-populated with information you entered when you first registered your NORS profile.  You may edit this information at your profile settings, outlined in the Profile section.  You may change the Primary Contact information manually or by choosing a registered NORS user via the Select User field which appears when Select User to Prepopulate their Contact Information is expanded by clicking the “+” sign.
Descriptions of the fields can be found in Network Outage Reporting System: Glossary of Fields in NORS Reports, accessible from the Help Center section of the NORS Homepage.  Once again, a confirmation message will appear after you submit.  Select Yes to continue.

Throughout the form, red asterisks indicate fields that are required for completion.  If the fields are not completed, you will remain on the same page even after you Submit and select Yes; required fields not correctly filled in will be highlighted with red text.  The red validation messages will clear and you may submit the Notification once required fields are correctly completed. 
[image: ]
You may Cancel from this action any time.  If you do not cancel but instead click on a different tab, this action will be tracked in your Tasks queue until it times out, 60 minutes after you first clicked the Report Notification action.
When the new Notification is successfully created, you will see a confirmation page with a link to the newly created record (see Outages Records).  When this record is created, you will be notified via email along with the Coordinator of your company and NORS administrators. 
6.3 [bookmark: _Toc456869186]Upload Outage Reports Via XML
Selecting the Upload Outage Reports Via XML action brings you to the Upload Outage XML page.  Uploading requires specification of the file to be uploaded (via Browse under Upload XML).  A blank XML template for such a file can be downloaded via the Blank XML Template link.  Before the file can be uploaded, a valid Company ID must be entered in the Company ID field.  Select the Submit button to upload the XML file.
7. [bookmark: _Toc456869187]Records
7.1 [bookmark: _Toc446267575][bookmark: _Toc446267618][bookmark: _Toc448325919][bookmark: _Toc456869188]Overview
As described by Appian[footnoteRef:1], the Records tab brings together all data within your application so you may easily view and take action on specific records.  [1:  https://forum.appian.com/suite/help/7.11/Records.html] 

[image: ]
7.2 [bookmark: _Outages_Records][bookmark: _Toc456869189]Outages Records
Outages records are available to all users.  However, users’ access is limited to the security settings described in User Roles and Privileges.
7.2.1 [bookmark: _Toc456869190]List View
The List view allows users to see a list of records indicating Company Name, State, and Reason Reportable.
[image: ]
The left panel allows you to search for specific outages by Outage Number, Report Type, or Company Name in the Search Outages box.  Alternatively, you may use the Type, Company Name, Created At, and Updated At filters to refine the list.
To view the details of a particular outage, click on the blue Outage Number in the List view.
7.2.2 [bookmark: _Toc456869191]Outage Details
When you select a specific outage to view, you are automatically redirected to the Summary view. Notice how Summary is bold in the left pane. 
The News view is a summary of news posts related to this record. 
The Related Actions view is a list of related actions you may take on this record. These actions are also shown in the top right corner of the Summary view. 
[image: ]Different views
Related Actions available for this record


7.2.2.1 Summary View
If you are particularly interested in updates made to a particular outage, you may Follow it.  By following an outage, you are guaranteed to see any news posts relevant to this outage in the News tab if you are not already subscribed to the NORS Events news feed. 
[image: ]
If you are already following a particular outage, a white Unfollow button replaces the green Follow button.
[image: ]Milestone bar
Report Status

Related Actions for this outage are available in the top right corner of the Summary view.  These actions are also available in the Related Actions view in the left panel. If a Final report was already submitted but needs to be reopened, a Reopen Report related action is available (see Related Actions).
A Milestone Bar summarizes when the last updates and submissions were made.  The current status of the outage is also in the title.  This outage is currently a Final report. Other possible statuses are “Initial” and “Withdrawn.”
7.2.2.2 News View
This view displays all the news feeds and comments related to this outage.  A news feed is generated when a new outage Notification is submitted.  It is updated with a comment when the Final report is submitted.  At any point, any user may add additional comments to this news feed.  Anyone who subscribes to the NORS Events news feed or who follows this particular outage will see the updated comments in their News tab. 
7.2.3 [bookmark: _Related_Actions][bookmark: _Toc456869192]Related Actions
Related Actions are actions that users can take on existing records, unlike Actions, which are used to create new records.  Related Actions can be found on records in the Records tab, while Actions are available only through the Actions tab. 
7.2.3.1 Update Report
The Update Report related action is available to the Inputter who submitted the report and the Inputter’s company Coordinators. 
[image: ]
Through the Update Report related action, users may submit an Initial report or the Final report. 
[image: ]
When you update an outage, you are taken to the following form:
[image: ]
Descriptions of the fields can be found in Network Outage Reporting System: Glossary of Fields in NORS Reports, accessible from the Help Center section of the NORS Homepage.  Please note that no fields including the ones that are marked with red asterisk are required to be completed for submitting an Initial Report.  However, the fields are required to be completed for Final report submissions.
The Primary Contact information is auto-populated with information from your profile. 
[image: ]
If you are not ready to submit the Initial or Final report, you may save a Draft.  When you return to this form through Update Report at a later date, an Active Draft link is available to take you to your previous draft. 
When you select Submit Final Report, you will be presented with this message: 
[image: ]Check here to acknowledge the terms and enable the Submit button

Acknowledge the terms by checking the checkbox then click Submit Final Report.  If you do not check the checkbox, the Submit button will remain disabled.
After the Final report is submitted, users may only Reopen Report.  The record title is updated to “Final” and the Milestone Bar shows that the Final report has been submitted.
[image: ]
7.2.3.2 Withdraw Report
The Withdraw Report related action is available to Inputters and Coordinators.  When you select this related action, you are redirected to the Withdraw Outage form.  When the report is withdrawn, the title is updated from the former status to “Withdrawn.”  At this point, the only related action available is Reopen Report.  NORS administrators, analysts, Coordinators and the withdrawer will receive an email notification when the report is withdrawn. 
7.2.3.3 [bookmark: _Reopen_Report]Reopen Report
To edit a Withdrawn or Final report, it must be reopened.  Select Reopen Report.  Users may reopen reports only if they are able to correctly input their Company ID.  Once the correct Company ID is entered with a comment explaining why the report should be reopened, you will be re-directed to a screen indicating Request Submitted.  An outage analyst or administrator may approve this request.  When the request is approved, the record is reset to Initial and the Update Report and Withdraw Report related actions are available again. 
7.3 [bookmark: _Users_Record][bookmark: _Toc456869193]NORS Companies Records
NORS Companies provides details on company Inputters, Coordinators, and the outages submitted by users of that company.  As described in User Roles and Privileges, Coordinators may only view company information of the companies for which they are a Coordinator. 
7.3.1 [bookmark: _Toc456869194]List View
[image: ]Overview of the number of Inputters and Coordinators in this company and when it was last updated

In this List view, John Doe is a Coordinator for only one company-- Jay Company.  If there are many companies, the search box and filters in the left pane facilitate finding a specific company record.  A summary of the number of Inputters and Coordinators and when the company record was last updated is provided.
7.3.2 [bookmark: _Toc456869195]Company Details
The views available in the left pane are Summary, News, and Related Actions. 
In the Summary view, the specific members of this company and the outages filed are listed.  Click on the member name or the outage number to view details for that record.
The News view is empty because no news feeds are generated or updated when a company is added to the database. 
In the Related Actions view, we see the two related actions which were in the top right corner of the Summary view: Edit NORS Company, and Manage NORS Company Members.
7.3.3 [bookmark: _Toc456869196]Related Actions
NORS Companies related actions are used to edit the Company Name or ID, or to downgrade/remove Inputters and Coordinators. 
7.3.3.1 Edit NORS Company
The form to edit a NORS company is similar to the form used to Assign Yourself to a Company. 
[image: ]
Using this related action, the user can either update the Company Name or change the Company ID if you are able to input the correct current Company ID.
[image: ]
When you successfully submit the Change Company Details form, you are redirected back to the Related Actions view. 
7.3.3.2 Manage NORS Company Members 
Use the Manage NORS Company Members related action to Remove or Downgrade existing Inputters and Coordinators.  Select the group you wish to modify.
[image: ]
A Coordinator may remove any Inputter.  Once an Inputter is removed, (s)he may re-register as a NORS Inputter or an administrator may add the Inputter back. 
Coordinators may also Remove or Downgrade other Coordinators.  When a Coordinator is Downgraded, (s)he is added as a member of the Inputter group for this company. 
7.4 [bookmark: _Users_Records][bookmark: _Toc456869197]Users Records
User Records allows users to view and update their own profiles, or the profiles of other users they are allowed to view.  Review User Roles and Privileges to view user limitations to access user profiles. 
7.4.1 [bookmark: _Toc456869198]List View
The List view summarizes user details in a grid.  Select the Username to view details of that user.
7.4.2 [bookmark: _Toc456869199]User Details
7.4.2.1 Summary View
The Summary view allows users to personalize their accounts by adding a profile picture, a cover picture, or a blurb.  To make any of these changes, simply hover over the image/section you wish to change.
[image: ]
7.4.2.2 FCC User Information View
The FCC User Information view allows users to view and update the contact information they have saved.  The contact information saved here will be used to auto-populate Primary Contact details of Notifications the user submits. 
[image: ]
7.4.3 [bookmark: _Toc456869200]Related Actions
7.4.3.1 [bookmark: _Update_Profile]Update Profile
Outlined earlier in Profile, this related action allows users to set their contact information. Coordinators may view or update the profiles of Inputters and other Coordinators of their company.  This related action is available in the top right corner of the FCC User Information view or on the Related Actions view.

8. [bookmark: _Toc446267578][bookmark: _Toc446267621][bookmark: _Toc448325922][bookmark: _Toc448331381][bookmark: _Toc448331424][bookmark: _Toc448397158][bookmark: _Toc448397195][bookmark: _Toc448401552][bookmark: _Toc448407927][bookmark: _Toc448407972][bookmark: _Toc448484087][bookmark: _Toc448484138][bookmark: _Toc449010891][bookmark: _Toc449010941][bookmark: _Toc446267579][bookmark: _Toc446267622][bookmark: _Toc448325923][bookmark: _Toc448331382][bookmark: _Toc448331425][bookmark: _Toc448397159][bookmark: _Toc448397196][bookmark: _Toc448401553][bookmark: _Toc448407928][bookmark: _Toc448407973][bookmark: _Toc448484088][bookmark: _Toc448484139][bookmark: _Toc449010892][bookmark: _Toc449010942][bookmark: _Toc456172388][bookmark: _Toc456188565][bookmark: _Toc456188863][bookmark: _Toc456869201]Reports
8.1 [bookmark: _Toc456869202]Overview
NORS Reports are useful to quickly survey a group of outages.  
[image: ]
Outages allows you to search for specific records or a set of records.  Inputters, Coordinators and DHS users may view this report. 
Overdue Reports highlights Initial and Final reports which are overdue, as well as Final reports which will be due within 5 days.  Inputters and Coordinator should use this report to keep track of their report deadlines. 
8.2 [bookmark: _Outages_Report][bookmark: _Toc456869203]Outages Report
The Outages report allows the user to filter for outages using the following fields: Created Date, Updated Date, Incident Date, Company Name, Outage Number, Reason Reportable, Root Cause, State, and/or Report Type.  The Report Type defaults are set to “Notification,” “Initial,” “Final,” and “Withdrawn” reports.  “Initial (Final)” and “Initial (Withdrawn)” reports are those reports finalized or withdrawn respectively after being re-opened.  The user may access a specific outage report by specifying its Outage Number or a set of outage reports by specifying their Outage Numbers separated by commas.
[image: ]
If your search successfully returns a set of outage reports in the grid below the filters, the Email Data in Excel button will be enabled.  If you click this button, you will receive two emails and a task.  This may take a few minutes. 
· Tasks: Your Tasks will increment by one.  You may view this task to download the Excel export directly from the web browser.  This task reminder will expire after 5 minutes after which you will no longer see it in your task queue. 
· Emails:
· One email alerts you of the new task in your Tasks tab
· The second email contains an Excel attachment identical to the Excel export available from the Tasks tab. 
8.3 [bookmark: _Toc446267584][bookmark: _Toc446267627][bookmark: _Toc448325928][bookmark: _Toc448331387][bookmark: _Toc448331430][bookmark: _Toc448397162][bookmark: _Toc448397199][bookmark: _Toc448401556][bookmark: _Toc448407932][bookmark: _Toc448407977][bookmark: _Toc448484092][bookmark: _Toc448484143][bookmark: _Toc449010896][bookmark: _Toc449010946][bookmark: _Toc456172392][bookmark: _Toc456188569][bookmark: _Toc456188867][bookmark: _Toc446267585][bookmark: _Toc446267628][bookmark: _Toc448325929][bookmark: _Toc448331388][bookmark: _Toc448331431][bookmark: _Toc448397163][bookmark: _Toc448397200][bookmark: _Toc448401557][bookmark: _Toc448407933][bookmark: _Toc448407978][bookmark: _Toc448484093][bookmark: _Toc448484144][bookmark: _Toc449010897][bookmark: _Toc449010947][bookmark: _Toc456172393][bookmark: _Toc456188570][bookmark: _Toc456188868][bookmark: _Toc446267586][bookmark: _Toc446267629][bookmark: _Toc448325930][bookmark: _Toc448331389][bookmark: _Toc448331432][bookmark: _Toc448397164][bookmark: _Toc448397201][bookmark: _Toc448401558][bookmark: _Toc448407934][bookmark: _Toc448407979][bookmark: _Toc448484094][bookmark: _Toc448484145][bookmark: _Toc449010898][bookmark: _Toc449010948][bookmark: _Toc456172394][bookmark: _Toc456188571][bookmark: _Toc456188869][bookmark: _Toc446267587][bookmark: _Toc446267630][bookmark: _Toc448325931][bookmark: _Toc448331390][bookmark: _Toc448331433][bookmark: _Toc448397165][bookmark: _Toc448397202][bookmark: _Toc448401559][bookmark: _Toc448407935][bookmark: _Toc448407980][bookmark: _Toc448484095][bookmark: _Toc448484146][bookmark: _Toc449010899][bookmark: _Toc449010949][bookmark: _Toc456172395][bookmark: _Toc456188572][bookmark: _Toc456188870][bookmark: _Toc456869204]Overdue Reports
[image: ]
Overdue Reports allows users to quickly view reports which need to be submitted. 
· Overdue Initial Reports: Notifications are listed if their Initial reports have not been submitted within the three-day window. 
· Overdue Final Reports: Initial reports are listed if their Final reports have not been submitted within thirty days. 
· Final Reports Due in 5 Days: Initial reports are listed if their Final reports are due in five days.

9. [bookmark: _Toc456869205]Tasks
The Tasks tab provides users with a simple interface to keep track of their existing tasks.  The number in parentheses to the right of Tasks indicates how many tasks are remaining.  When a new task is assigned to a user or a group, the user or group will be notified via an email as in the case of Email Data in Excel.
[image: ]There are two unfinished tasks.


10. [bookmark: _Toc446267589][bookmark: _Toc446267632][bookmark: _Toc448325933][bookmark: _Toc448331392][bookmark: _Toc448331435][bookmark: _Toc448397167][bookmark: _Toc448397204][bookmark: _Toc448401561][bookmark: _Toc448407940][bookmark: _Toc448407985][bookmark: _Toc448484100][bookmark: _Toc448484151][bookmark: _Toc449010903][bookmark: _Toc449010953][bookmark: _Toc456172399][bookmark: _Toc456188576][bookmark: _Toc456188874][bookmark: _Toc448325934][bookmark: _Toc448331393][bookmark: _Toc448331436][bookmark: _Toc448397168][bookmark: _Toc448397205][bookmark: _Toc448401562][bookmark: _Toc448407941][bookmark: _Toc448407986][bookmark: _Toc448484101][bookmark: _Toc448484152][bookmark: _Toc449010904][bookmark: _Toc449010954][bookmark: _Toc456172400][bookmark: _Toc456188577][bookmark: _Toc456188875][bookmark: _Toc448325935][bookmark: _Toc448331394][bookmark: _Toc448331437][bookmark: _Toc448397169][bookmark: _Toc448397206][bookmark: _Toc448401563][bookmark: _Toc448407942][bookmark: _Toc448407987][bookmark: _Toc448484102][bookmark: _Toc448484153][bookmark: _Toc449010905][bookmark: _Toc449010955][bookmark: _Toc456172401][bookmark: _Toc456188578][bookmark: _Toc456188876][bookmark: _Toc448325936][bookmark: _Toc448331395][bookmark: _Toc448331438][bookmark: _Toc448397170][bookmark: _Toc448397207][bookmark: _Toc448401564][bookmark: _Toc448407943][bookmark: _Toc448407988][bookmark: _Toc448484103][bookmark: _Toc448484154][bookmark: _Toc449010906][bookmark: _Toc449010956][bookmark: _Toc456172402][bookmark: _Toc456188579][bookmark: _Toc456188877][bookmark: _Toc448325937][bookmark: _Toc448331396][bookmark: _Toc448331439][bookmark: _Toc448397171][bookmark: _Toc448397208][bookmark: _Toc448401565][bookmark: _Toc448407944][bookmark: _Toc448407989][bookmark: _Toc448484104][bookmark: _Toc448484155][bookmark: _Toc449010907][bookmark: _Toc449010957][bookmark: _Toc456172403][bookmark: _Toc456188580][bookmark: _Toc456188878][bookmark: _News][bookmark: _Toc456869206]News
[bookmark: _Overview]As described by Appian, the News tab displays an ongoing list of newsfeeds created by fellow users, system administrators, and internal business processes.[footnoteRef:2]  Users may: [2:  https://forum.appian.com/suite/help/7.11/News.html] 

· View newly created or updated records
· Participate in group chats or post messages to news feed groups
· These posts may be deleted by the original author if there are no comments.
· Send Kudos  to other users
· Star specific newsfeeds to view more easily later
· Comment on any news feed
· Comments allow users to interact with each other on specific records. 
You are automatically subscribed to the “NORS Events” news feed.  You may unsubscribe by hovering to the top right corner of the news feed and selecting the orange “x.” 
Alternatively, you may also edit your subscription to the NORS Events news feed through your profile settings. 
Select the News view in the left pane.  Select All if you are not already subscribed.  If you are subscribed and wish to unsubscribe, select Unsubscribe to stop receiving NORS Events newsfeeds.

11. [bookmark: _Toc456869207]The NORS Homepage
The NORS Homepage is viewed when you log into NORS.  It can be accessed from all pages by clicking on the FCC logo in the upper left of the page.  It is also presented as an option in the left panel of several pages.  The purpose of the NORS Homepage is to provide easy and quick access to key information (profile summary and outages) and the most commonly used editing and reporting procedures
[image: ]
The Help Center section provides links to NORS documentation, NORS frequently asked questions, and CSRIC best practices.
The Actions, Records, and Reports sections provide links to the most commonly used elements of those tabs.
The Current Open Outages section provides a list of Notification and Initial outage reports to which the user has access.
The bottom of the page contains a summary of the user profile.
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NORS Homepage > WARNING: This is a U.S Federal Communications Commission government computer system that is "FOR OFFICIAL USE ONLY".
This system is subject to monitoring. Therefore, no expectation of privacy is to be assumed. Individuals found performing unauthorized
activities are subject to disciplinary action including criminal prosecution

Help Center

To view the NORS Best Practice Page:
Click here.

To view the NORS FAQ:
Click here.

To view the NORS Quick Start Guide:
Click here.

To view the NORS user manual:
Click here.

To view the NORS Glossary:
Click here.





