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1 Introduction 

1.1 Purpose 

The purpose of this work instruction is to provide instruction on how to use Network Alteration 

Notices (NAN) and Configuration Change Lists (CCL) for configuration change management. 

Configuration change management is a process for implementing updates / changes to ARTCôs 

systems and documentation as a result of a change to the ARTC Network which alters the 

operational capability, network / asset configuration, asset type or operational system. 

A Network change may also potentially be any software component, release, tool, documentation 

or hardware unit required for the purpose of creating or supporting ARTCôs Network deliverables. 

 

1.2 Scope 

IN SCOPE 

¶ Instructions on how to use Network Alteration Notices (NAN) for configuration change 

management. 

¶ Instructions on how to use Configuration Change Lists (CCL) for identifying the systems 

required to be updated resulting from changes to the ARTC Network. 

 

1.3 Risks Controlled 

All Network alterations undertaken by ARTC, Alliance Partners or Contractors are required to 

conform to procedure EGP-03-01 Rail Network Configuration Management. 

This work instruction is a control for the change management risks associated with altering the 

rail network configuration and ensuring the associated systems, documents, data, etc, are 

updated as a result of the alteration and the relevant stakeholders and system owners are 

notified. 

 

1.4 Responsibilities 

Role Responsibility 

General Manager 

Asset Maintenance 

Implementation of configuration change management within their area of 

responsibility in accordance with procedure EGP-03-01 Rail Network 

Configuration Management. 

Change Initiator The person responsible for initiating the change and for completing the 

Network Alteration Notice outlined in this work instruction. 

ARTC Contractors Responsible for working in accordance with the Network Alteration Notice 

process and supplying documents / drawings / data / software, etc. for 

updating ARTC systems / documents. 
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ARTC Alliance 

Partners 

Responsible for working in accordance with the Network Alteration Notice 

process and supplying documents / drawings / data / software, etc. for 

updating ARTC systems / documents. 

System Owners Person(s) responsible for managing a particular system or documentation 

set within ARTC.  Once advised of a configuration change, the owners of 

the systems / documents requiring updating are to promptly perform the 

changes to their relevant systems / documents and provide written 

verification back to the change initiator that the change has been 

implemented or is pending. 

Configuration 

Manager 

Responsible for the development of the Configuration Management 

system and the provision of training in configuration management. 

 

1.5 Parent Procedure 

EGP-03-01 Rail Network Configuration Management. - This is the parent procedure and must be 

read and used in conjunction with this Work Instruction. 

EGN-03-01 Configuration Management Manual ï This manual provides a very high level general 

overview of all aspects of configuration management. 

 

1.6 Reference Documents 

The following documents support this work instruction: 

¶ AS / NZ 10007 ï 2003 Guidelines for Configuration Management 

¶ EGN-03-01  Configuration Management Manual 

¶ EGP-03-01  Rail Network Configuration Management 

¶ EGP-20-01  ARTC Project Management Framework 

¶ EGH-20-01 Project Management Data Deliverable Descriptions 

¶ RSK-PR-001 Risk Management Procedure  

¶ OPE-PR-001  Preparation & Distribution of Operational Notices 

¶ EGP-03-02  Equipment Register Updating and Maintenance 

¶ EGP-21-01  New Equipment and System Approvals 

¶ EGP-10-01  Asset Management System 

 

1.7 Definitions 

The following terms and acronyms are used within this document: 

 

Term or acronym Description 

ARTC Australian Rail Track Corporation Ltd 
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Configurable Item A non-specific term used to denote any product, including systems, materials, 
parts, software, subassemblies, sets, accessories, etc. 

Configuration The Functional and Physical characteristics of an existing or planned product, or 
a combination of products.  One of a series of sequentially created variations of 
a product.  

Configuration Change 

List (CCL) 

A listing of all the systems, databases, documents, data, etc that may be 

required to be updated as a result of a configuration management change. 

Configuration 

Management 

Technical and organisational activities comprising of configuration identification, 

configuration control, configuration status accounting and configuration auditing. 

It provides the necessary management controls that enable: 

Á The orderly establishment, recording, and maintenance of a productôs 

performance, functional and physical characteristics. 

Á Orderly management and control of changes to the productôs 

characteristics. 

Equipment Register 

(Ellipse) 

A register in the asset management system of all items of equipment within the 

ARTC Network. Refer to procedure EGP-03-02 Equipment Register Updating & 

Maintenance on how to update the Equipment Register. 

Network Information 

Books (NIBs) and 

Diagrams 

Network Information Books (NIBs) and associated NIB / Line diagrams provide 

infrastructure and operational information for ARTCôs network controllers, asset 

management staff, contractors, and operator customers. Competent rail safety 

workers use the NIBs to develop worksite protection plans for safeworking. NIBs 

may be found on the ARTC website at 

https://www.artc.com.au/customers/operations/nib/ 

Network Any defined infrastructure, operational system or wayside equipment thatôs 

required for the purpose of creating or supporting ARTC deliverables. 

Network Alteration 

Notice (NAN) 

A process used to coordinate the authorisation, notification, updating, and close-

out of the configuration management change process within ARTC.  

Product Something thatôs used or produced to satisfy a need or is as a result of a 

process (e.g. documents, facilities, firmware, hardware, materials, processes, 

services, software, systems). 

NAN Register A SharePoint register which contains the information and status tracking for 

each of the Network Alteration Notices (NAN) and Configuration Change Lists 

(CCL) for a configuration management change. It may be found at  

NAN Register - SharePoint 

T-Minus The time (T) remaining before (or after) a specified event occurs (e.g. 

commissioning of works) to assist in managing and scheduling when a task is 

required to be performed.  

Note: negative time = before the event;  positive time = after the event 

Type Approved 

Alternative Item 

An item thatôs been approved and permitted for use in the ARTC Network in 

accordance with procedure EGP-21-01 New Equipment and System Approvals.  

It an alternative that fulfils the function of the original item that it replaces. 

 

https://www.artc.com.au/customers/operations/nib/
https://apps.powerapps.com/play/e/default-3dd255f0-47a3-4662-a6cd-9c8e007c2fbc/a/bcc59adb-4a54-4fc9-81d0-04725b738090?tenantId=3dd255f0-47a3-4662-a6cd-9c8e007c2fbc


Using Network Alteration Notices (NANs) for Configuration Change Management 

EGW-03-01 

Overview 

This document is uncontrolled when printed. Version Number: 3.0 Date Reviewed: 30 Jan 24 Page 8 of 51 

 

2 Overview 

2.1 What is a NAN ? 

A Network Alteration Notice (NAN) is the method used for implementing changes to ARTCôs 

systems and documentation as a result of a change to the ARTC Network which alters the 

operational capability, network / asset configuration, asset type or operational system. 

ARTC has many systems, databases, registers, drawings, documents, etc which may require 

updating as a result of a change to the ARTC Network.  Itôs important this information remains 

current and accurate to ensure ARTC continues to safely operate and maintain the network for 

itôs customers, general public and employees.   

 

2.2 What is a CCL ? 

A Configuration Change List (CCL) is a detailed listing of all the systems, documents, data, etc. 

that will be required to be updated as a result of the changes proposed in the NAN.   

The CCL provides: 

o A listing of all the systems / documents together with the owners of those systems 

required to be updated as a result of the proposed changes to the ARTC Network. 

o Timing to assist scheduling when each system owner requires notification and the 

relevant data either pre or post the commissioning of the project. 

o Date Tracking so the Project Manager may maintain tracking of the dates they notified 

each system owner, and when each system owner responded that their system had 

been updated or is pending. 

2.3 What comprises a NAN ? 

An overall NAN comprises two parts : 

1. NAN (Network Alteration Notice) ï The NAN outlines the project information, proposed 

change details, NAN status and approvals (ie. what, where, when).  Itôs stored in a NAN 

Register on SharePoint.  It contains information such as : 

¶ Project information 

¶ Description of proposed change 

¶ Location of proposed change 

¶ Forecast timing of the proposed change 

¶ Configuration Change List (CCL)  

¶ NAN Approvals 

¶ Person initiating the NAN 

¶ Status of the NAN as it progresses (i.e. Awaiting Approval, Approved, Closed Out, 

etc) 

¶ Close Out information 
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2. CCL (Configuration Change List) ï The CCL is created within the NAN in the SharePoint 

NAN Register and provides a detailed listing of all the systems, documents, data, etc. that will be 

required to be updated as a result of the changes proposed in the NAN.  

 

It also provides an ability to use the CCL as a scheduling and tracking tool for advising each of 

the system owners of the changes and the timeframe theyôre required (i.e.. T-Minus).   

 

2.4 When is a NAN Required ? 

A NAN (and associated CCL) is required as a result of a proposed change to the ARTC Network 

which alters the : 

¶ Network / Asset Configuration ï  

o New or disposed assets - e.g. sidings, loops, tracks, signals, turnouts, 

crossovers, level crossings, bridges, wayside devices, points machines, etc 

 (Note - ñnewò in this context means that the asset was not there previously, not 

that it was a new existing asset that is replacing a worn out item). 

o Moved assets ï i.e. change in km location - e.g. signals, turnouts, level 

crossings, slewed track, etc 

o Upgraded assets - e.g. passive to active level crossing, upgraded turnout type, 

etc 

o Upgraded Designs ï e.g. bridges, structures, etc 

¶ Asset Type Change ï e.g. underbridge to culvert; timber to concrete turnout, timber to 

concrete sleepers, etc 

¶ Operational Capability ï e.g. speed board locations, yard limits, axle loads, speeds, route 

access, interface agreements, etc 

¶ Operational Systems ï e.g. train control systems, safeworking systems, communications, 

network control boundaries 

 

Note : This is not an exhaustive list, just examples of the types of changes that may require a 

NAN.  There are many other Network changes that will require a NAN. 

 

2.5 When is a NAN not Required ? 

A NAN is not required when : 

¶ Exactly the same manufacturer and part number item is replaced during maintenance 

or projects.   Generally, this is an asset management change and itôs the Asset 

Management Systems (e.g. Ellipse) that may be required to be updated.  This is not 

considered a configuration change and hence is not required to follow this NAN process.  

Refer to procedures EGP-10-01 Asset Management System and EGP-03-02 Equipment 

Register Updating and Maintenance for updating the Asset Management System. 
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¶ Type Approved Alternative items used as replacements during maintenance or 

projects, as per EGP-21-01 New Equipment and System Approvals, do not need to follow 

this NAN process PROVIDED they donôt result in any change in asset type, network 

configuration, operational capability or operational systems of the ARTC Network (as 

defined in Section 2.4 When is a NAN Required ?.   

o If there arenôt changes to asset type, network configuration, operational capability 

or operational systems, then these are considered asset management changes 

and itôs the Asset Management System (e.g. Ellipse) that may be required to be 

updated. This is not considered a configuration change and hence does not need 

to adhere to this NAN process. Refer to EGP-10-01 Asset Management System 

and EGP-03-02 Equipment Register Updating and Maintenance for updating the 

Asset Management System. 

o If the Type Approved Alternative does change asset type, network 

configuration, operational capability, or operational systems, then the NAN 

process will be required to be followed as per this Work Instruction. 

 

2.6 Do Incidents Require a NAN ? 

NANôs are only required for items that will incur a permanent change.  For incidents, a NAN shall 

be retrospectively issued and approved if permanent changes to the infrastructure results from 

any restoration works. 

 

2.7 At what Stage of a Project should a NAN be Created ? 

Depending on the size and complexity of the project, and the proposed change itself, the time 

when the NAN is created and approved may differ : 

¶ Complex Projects ï For large complex projects the NAN is generally created in the 

Project Assessment Phase, however depending upon the complexity and scale of the 

project it may be created at a later point in time when the scope of the potential change is 

further understood during the design process.  It should be created and approved prior to 

the start of Phase 5 ï Implementation of the ARTC Project Management Framework.   

¶ Simple Projects - For simple projects the NAN is generally created in the Project 

Assessment Phase and should form part of the project approval prior to starting 

implementation.  

¶ AWP Projects / Maintenance - For AWP projects and maintenance the NAN is written at 

the commencement of the project, or when maintenance actions leads to a necessary 

configuration change. 

 

2.8 Sub-NANs  

For large complex projects which may be delivered in stages, or a program of work which may 

contain multiple projects, a Master NAN and Sub NAN structure may be appropriate.  This is at 

the discretion of the project and should be documented in the Projectôs Configuration 

Management Plan if this is to be adopted. 
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The Master NAN would provide generic information on the entire project / program, and the Sub 

NAN would provide detailed configuration change management for that particular stage / 

deliverable / project. 

¶ All Sub NANs will be required to be closed-out prior to being able to close-out the Master 

NAN. 

¶ Master NANs do not require a Configuration Change List (CCL) or Approval.   

¶ All Sub NANs do require CCLs and Approval. 

 

The NAN Number for the Sub NAN will be the Master NAN Number appended with ñ-1òand the 

following ones ñ-2ò, ñ-3ò etc. 

Example : 

¶ Master NAN Number  =    2200 e.g.  Rail Duplication Project 

o Sub NAN #1  =    2200-1 e.g.  Project 1 - Location X - Track Slewing 

o Sub NAN #2  =    2200-2 e.g.  Project 2 - Location Y ï Signalling 

o Sub NAN #3  =    2200-3 e.g.  Project 3 - Location Z ï LX Upgrade 

 

2.9 Approval of the NAN and CCL 

The NAN must be Approved prior to any physical changes being implemented in the ARTC 

Network.   

The NAN Approval is considered to be a review and approval that all the systems / 

documents / data / etc identified for updating in the CCL are correct and complete based 

on the scope of the changes proposed in the NAN. 

The Approval of the NAN is not considered to be approving a project / change proceeds as this 

should have already occurred as per the procedure EGP-20-01 ARTC Project Management 

Framework.  

The NAN and CCL must be reviewed by representatives from both Assets and Operations.  

The roles below are the recommended positions to review and approve, however these roles may 

delegate the task to others if desired : 

¶ Assets - Manager Maintenance 

¶ Operations ï Operations Interface (Interstate), Network Operations Specialist (Hunter 

Valley) 

Note : Master NANs do not require Approval, however their Sub NANs do require Approval. 

2.10 Notification of the NAN to System Owners 

System Owners are notified twice in the NAN process : 

1. Upon NAN Approval - Upon approval of the NAN from both Assets and Operations, initial 

system owner notification is automatically sent via email to ALL System Owners relevant for 

the Corridor selected in the NAN.  This provides the System Owners an initial ñheads-upò that 

these works / changes are pending and they therefore have the ability to review the NAN / 
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CCL if they desire. The Area Manager for the selected Provisioning Centre in the NAN will 

also be ccôed into the email. 

2. During the Project - Based on the T-Minus timing indicated in the CCL, each individual 

system owner will be required to be notified as the changes progress and provided the 

information they individually require for updating their systems either pre / post the 

commissioning of the works.   

 

The dates the system owners are notified and the subsequent dates the system owners reply 

that their systems have been updated or are pending, are to be captured in the CCL as 

evidence the updates have occurred prior to closing-out the NAN. 

 

2.11 Operational Readiness 

Itôs recognised that many of the Business Units have Operational Readiness teams and they 

potentially have their own tracking registers for the systems, data, drawings, documents, etc 

thatôs required to be delivered prior to operation of the Network. 

The operational readiness tracking sheets are often more detailed than the Configuration Change 

Lists (CCL) in the NAN. 

These operational readiness tracking sheets may be uploaded and attached to the NAN in place 

of the CCL provided they have similar functionality. As a minimum, they are to have  : 

¶ Detailed listing of systems, data, documents, drawings, etc for updating. 

¶ T-Minus timing for when systems are to be updated pre / post commissioning. 

¶ Date tracking for when system owners are notified. 

¶ Date tracking for when system owner acknowledgement is received. 

The completed operational readiness tracking register (i.e. with finalised tracking dates) must be 

uploaded and attached to the NAN prior to the close-out of the NAN. 

The remaining same overall NAN process must be followed for configuration change 

management, itôs only the replacement of the CCL with the operational readiness tracking 

sheets thatôs different. 

 

2.12 Legacy NAN System 

For existing NANs which were created using the old legacy NAN system (i.e. uses the excel 

spreadsheet NAN Register on the S:\ network drive together with NAN form EGP0301F-01), they 

are to be continued to be completed and closed-out using the legacy system process. 

Any new NANs created are to use this new NAN process. 

 

2.13 Auditing 

The relevant Business Unit General Manager shall ensure the audit of the progress and 

completion of NAN's and CCL's as per this procedure. Emphasis shall also be given to auditing 

that NANôs are approved prior to the commencement of any physical configuration changes.  



Using Network Alteration Notices (NANs) for Configuration Change Management 

EGW-03-01 

Overview 

This document is uncontrolled when printed. Version Number: 3.0 Date Reviewed: 30 Jan 24 Page 13 of 51 

 

2.14 Flowchart of the NAN Process 

 

Network Alteration Notices (NAN)

Create the new NAN with new unique ID 
number and enter the project and change 

details

Create a new  Configuration Change List (CCL)

In the CCL, identify the Systems / Documents to 
be updated as a result of the change

Conduct an Independent Review

Approved by Approval 
Authority ?

NO

YES

Notify Stakeholders and System / Document 
owners of approved NAN

Implement the change as part of the 
project

Update all Systems / Documents by notifying 
system owners based on T-Minus timing

Close Out NAN

END
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3 NANs ï Creating and Managing 

All Network alterations undertaken by ARTC, Alliance Partners, or Contractors are required to 

conform to EGP-03-01 Rail Network Configuration Management. 

 

3.1 Opening the NAN Register 

The NAN Register is located within the ARTC Project Management SharePoint site. 

Itôs accessed via one of the following methods : 

¶ Via the link : NAN Register 

¶ From the ARTC Project Management SharePoint site : 

1. Select Network Alteration Notices (NAN) 

 

 

https://apps.powerapps.com/play/e/default-3dd255f0-47a3-4662-a6cd-9c8e007c2fbc/a/6f77a9f7-bbe8-4ce9-9e69-ef993af6927d?tenantId=3dd255f0-47a3-4662-a6cd-9c8e007c2fbc&hint=7f4a36ba-9ef3-4a42-b9c6-a11f98840479&sourcetime=1699229352750
https://artcau.sharepoint.com/sites/ARTCProjectManagement
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2. Select NAN REGISTER from the Network Alteration Notice page. 

 

 

 

3.2 Searching for NANs 

To search for NANs that may already be existing, from the Main NAN Register screen : 

¶ Scroll down the list to find the NAN youôre looking for, or  

¶ Use the search tool to filter on keywords / information. 

The search tool will filter on any of the fields that are shown on the NAN Register opening screen 

(eg. NAN Number, Project Title, Business Unit, Line Segment, Location, Corridor, Initiator, etc). 

Type in the search information youôre looking for and the NAN Register will automatically filter for 

only those NANs containing that information from any of the fields shown on the Main screen. 
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3.3 Creating a new NAN 

1 Once in the NAN Register, click on the ñNew NANò button (top right of the screen) to create a 

new NAN.  

 

 

 

2 Select between a ñSingle NANò (used for a single project / change), or if itôs a larger more 

complex project, or a project with stages, then a Master and Sub NAN structure may be 

preferred, so select ñMaster / Sub NANò  

 

 

3 SINGLE NAN  - A new NAN Number will be automatically created for the new single NAN 

(based on incrementing from the previous NAN created). 
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4 MASTER NAN ï If a new Master NAN is required, do not tick the check box ñIs this a Sub-NAN 

linked to a Master NAN ?ò 

 

 

5 SUB NAN - If this is a Sub-NAN, as described in Section 2.8 Sub-NANs, then : 

A. ñIs this NAN linked to a Master NAN ?ò - Click on the check box  

B. Select Master NAN ï From the drop-down list, select the relevant NAN thatôs the Master 

NAN from which this Sub-NAN will be generated. 

C. NAN Number ï The NAN Number will now be automatically generated based on the 

original Master NAN number and will append a hyphenated Sub-NAN number to it (e.g.  

Master NAN 3700 will create a Sub-NAN with number 3700-1). 
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Note : If there are already previous Sub-NANs, then it will generate an extension with 

the next sequential number ( e.g. 3700-1, 3700-2, 3700-3, etc) 
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5. Complete all the fields in the NAN form.  The fields denoted with an asterix * are compulsory 

fields and the NAN wonôt be able to be created until at least these fields are entered. 

 

Note :  

 a.    KM From must be less than KM To 

 b.    Forecast Commissioning Works Date must be a date later than 

Forecast Commencement Works Date 

 c.    When selecting dates, you must select the date and then press 

ñOKò in the selection box 

 

 

 

 

 

6. Once all fields are entered in the NAN form, click on the Create NAN button and the new NAN will 

be saved (Note : This will not be able to be selected unless all compulsory fields denoted with an 

asterix * on the form are entered). 

7. You will then be returned to the main NAN Register display with the new NAN at the top of the list 

(i.e. the list is sorted in descending order).  Note : Sub-NANs will automatically be sorted such that 

they are directly above the Master NAN in the main NAN Register display. 
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3.4 Editing a NAN 

When first opening a NAN using the ñView NANò button from the Main screen, the NAN is in view / read 

only mode and the fields canôt be edited.  If a NAN is required to be edited once itôs been created, then : 

1 Select the NAN from the NAN Register. 

2 Click on the check box ñEdit Modeò. 

 

3 The NAN fields may now be edited (or the NAN itself deleted if required) 

4 Once editing is complete, click on the button ñSave NANò, and the changes will be saved and 

you will be returned to the NAN Register. Note : You must click on the ñSave NANò button or 

your changes will not be saved. 
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3.5 Creating the Configuration Change List (CCL) 

A key component of the NAN is the Configuration Change List (CCL) which lists all the systems 

requiring updating as a result of the changes described in the scope of the NAN. 

Refer to Section 4 CCLs ï Creating and Managing for details on how to create the CCL. 

 

3.6 Attaching files to the NAN 

Any relevant files that may assist the Approver review the NAN or provide system owners 

valuable information on the change may also be attached to the NAN (e.g. emails, drawings, 

project management plans, schematics, risk assessments, etc). 

Best practice use of attaching files would also be to save emails and attach them as evidence of 

contacting and acknowledgement from the system owners. 

Note : Itôs not intended that all the data / documents / drawings / etc that are to be provided to the 

system owners are stored in the NAN in SharePoint.  They may be stored in separate project 

directories and be provided to system owners as required. 

 

1. Select the NAN from the NAN Register. 

2. Click the button ñUpload Documentsò. 
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3. Select the file(s) you wish to upload by clicking on the text ñSelect your file(s) or drag and 

dropò 

 

 

4. Either drag and drop the files to the screen, or select the file/s you wish to upload, then click 

ñOpenò.  Note : You may select multiple files and any type of file. 

 

 

5. Once all the files have been selected, click the button ñUploadò. 
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6. Click the back arrow at the top left of the screen to return to the NAN form. 

7. The NAN will now display a list of the uploaded files in the ñDocuments Attachedò box at the 

bottom right of the screen.  

Note : If multiple files were uploaded, sometimes it may take a while for all the files to be 

shown in the Documents Attached box.  If this is the case, select the button ñDocument List 

Refreshò and the screen will be refreshed to show the complete list of documents. 
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3.7 Approval of the NAN and CCL 

3.7.1 NAN Initiator to Send Approval Request  

The NAN must be approved prior to any physical changes being implemented in the ARTC 

Network.   

The NAN approval is a review and approval that all the systems / documents / data / etc 

identified for updating in the CCL are correct and complete based on the scope of the 

changes proposed in the NAN.  

Itôs not about approving that the change proceeds or not ï thatôs covered in the Project 

Management Framework EGP-20-01,Annual Works Plan approvals, or BIC approval. 

The NAN and CCL must be reviewed by representatives from both Assets and Operations. The 

roles below are the recommended positions to review and approve (Note : these roles may 

delegate the task to others if required) : 

¶ Assets - Manager Maintenance 

¶ Operations ï Operations Interface (Interstate), or Network Operations Specialist (Hunter 

Valley) 

The names of the Asset and Operation approvers will automatically be recommended on the 

Approvals screen based on the Business Unit Asset Owner, Corridor, and Network Control 

Centre selected in the NAN. 

 

1. Select the relevant NAN from the NAN Register, ensure a CCL has been created, and then click 

on the button ñ2. Approvalsò.  

Note : A CCL must be created before the ñ2. Approvalò button is enabled for selection. 

 

  

2. Assets Approver ï The recommended name of the Asset Approver for that Business Unit Asset 

Owner and Corridor selected in the NAN will be highlighted in blue.  Select the name of the Asset 
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Approver from the drop-down box by starting to type the personôs name.  A list from the ARTC global 

email address book will appear in the drop-down box as you type.  

 

Select the person and click the button ñSubmit Approval Requestò.  An email will now automatically be 

sent to the selected approver.  The date the approval request email was sent will be recorded, 

together with the current status.  

  

 

Example email sent to Approver : 
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3. Operations Approver -  The recommended name of the Operations Approver for the Network Control 

Centre selected in the NAN will be highlighted in blue. Select the name of the Operations Approver 

from the drop-down box by starting to type the personôs name.  A suggested list from the ARTC global 

email address book will appear in the drop-down box as you type.  

 

Select the person and click the button ñSubmit Approval Request.ò  An email will now be automatically 

sent to the selected approver.  The date the approval request email was sent will be recorded, 

together with the current status.  
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4. Select the back arrow at the top left of the screen to return to the NAN. 

 

5. The NAN Status will automatically change from ñDraftò to ñAwaiting Approvalò 

6. The NAN Initiator will receive an email advising that both Approval Request emails have been 

sent to each of the Assets and Operations Approvers. 
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3.7.2 Review and Approval of the NAN and CCL 

The Assets and Operations Approvers are to review the details in the NAN and importantly ensure the 

Configuration Change List (CCL) identifies all the systems required to be updated as a result of the 

change prior to approving the NAN.  

REMINDER emails will be automatically sent regularly to the Approvers if they have not approved the 

NAN within a set number of calendar days (eg. every 7 days).  The NAN Initiator will also be sent an 

email to advise them that a reminder email has been sent to the approver.  The system also maintains a 

count and advises of how many reminder emails have been sent to that approver. 

1. The reviewer will receive an email outlining the NAN to be reviewed.  The email contains a link to the 

NAN for the Approver to review.  
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2. Click the link to review the NAN and the CCL. 

3. If there are issues / questions regarding the NAN or CCL, the Approver is to contact the NAN Initiator 

directly to discuss and resolve.  

4. If the NAN and CCL has identified all the relevant systems for updating based upon the scope of the 

change, the Approver may click the ñApprovedò button at the bottom of the email.  The NAN will be 

automatically approved in SharePoint. 

Note : The Approver will receive an acknowledgement that their approval has been registered 

successfully. 
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5. The NAN Initiator will be automatically sent an email advising that the Assets / Operations approver 

has approved the NAN. 
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6. The status of the approvals may be seen by returning to the NAN and viewing the panel at the 

bottom of the screen which shows : 

 a. Approver Name 

 b. Approval Status 

 c. Approval Request Email Sent Date 

 d. Approval Date 

 e. Reminder Email Count 

 f. Last Reminder Email Sent Date 

 

 

 

7. When both Approvers (Assets and Operations) have approved the NAN, then the NAN Status will 

be automatically changed to ñApprovedò 
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3.8 Initial System Owner Notification 

Once the NAN is ñApprovedò, an initial notification to system owners is required so that theyôre aware 

that the changes proposed in the NAN will be pending sometime in the future.   

a. System Owners ï A pre-configured distribution list has been created for ALL system 

owners for the relevant Business Unit Asset Owner and Corridor selected in the NAN.  It 

contains all systems owners, not only those that are on the final CCL.  It allows those 

system owners that are not included on the CCL to also review whether their system 

should have been included or not. 

b. Stakeholders ï Itôs reliant upon the NAN initiator to review the scope of the proposed 

changes and ascertain any appropriate key ARTC stakeholders that should also be 

notified of the NAN (e.g. Maintenance Managers, Delivery Support Managers, Projects, 

etc). NOTE : Based on the Provisioning Centre selected in the NAN, the relevant Area 

Manager will also be automatically ccôed into the Initial System Owner Notification. 

 

1. When both Approvers (Assets and Operations) have approved the NAN, the NAN Status will 

automatically change to ñApprovedò, and an automated Initial System Owner Notification email 

will be compiled and sent out to all System Owners for the Business Unit Asset Owner and 

Corridor selected in the NAN. 

 

Note : 

 a. The list of System Owners is pre-configured and not required to be compiled by the NAN 

Initiator.   

 b. The email is automatically compiled and sent. 

 c. The Area Manager for the Provisioning Centre selected in the NAN will be ccôed into the 

email. 

 d. The NAN Initiator will also be ccôed into the email. 
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2. ADDITIONAL STAKEHOLDERS ï if thereôs a desire to also advise additional stakeholders (e.g. 

Maintenance Managers, Delivery Support Managers, Projects, etc) then the NAN Initiator may 

manually forward the initial stakeholder notification email received in Microsoft Outlook. 

3. The date the Initial System Owner Notification email was sent may be seen at the bottom left of 

the NAN. 
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4. RE-NOTIFICATION ï If thereôs a requirement to resend another notification to System Owners 

(eg. as a result of a change in scope), then this may be manually sent by selecting the button ñ3. 

System Owner Notificationò button at the bottom right of the NAN.  Then from the Notifications 

screen, click the button ñNotify System Ownersò. 

 

 

 

 

 

NOTE : For future reference, you may return to this System Owners Notification screen at any time 

and a record of the date the email was sent and to whom the email was sent may be seen. 
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3.9 Managing Changes in Scope 

There may be minor or major changes to the scope of the NAN or CCL during the Detailed Design or 

Project Implementation:  

¶ Minor Changes - In the case of minor changes to the NAN that donôt alter the overall project 

objectives or the timing significantly and the project proceeds as planned, the NAN may be 

edited and saved with the minor changes in the NAN or CCL.   Thereôs no requirement to have it 

re-approved or re-notified to system owners. 

¶ Major Changes - In the case of major changes that significantly impact on project objectives / 

network changes, the NAN should be cancelled (i.e. change NAN Status to Cancelled) and a 

completely new NAN started again for approval and initial system owner notification. 

 

3.10 Closing-Out the NAN 

Once all the systems identified in the CCL have been updated with acknowledgement received from 

the System Owners (as per Section 4.2 Updating the Systems as per the T-Minus Timing in the 

CCL) the NAN may be closed-out and the NAN Status changed to ñClosed Outò. 

1. Select the NAN from the NAN Register. 

2. Ensure all systems in the CCL have been updated and confirmation received from each of the 

System Owners. 

3. Ensure the tracking dates in the CCL for notification and acknowledgement from all System 

Owners are updated and complete. 

4. Enter Edit mode as per Section 3.4 Editing a NAN. 

5. Click on the close-out check box to confirm that the NAN closer acknowledges - ñAll Systems on 

CCL have been updated and the completed CCL is attached as evidence of system owner 

confirmation.ò 

6. Select the person thatôs closing out the NAN in the field ñClosed Out Byò. 

7. Enter the ñClose Out Dateò. 

8. Change the NAN Status to ñClosed Outò. 

9. Click on the ñSave NANò button. 

10. Return to the NAN Register by clicking the ñBackò arrow at the top left of the screen. 
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4 CCLs ï Creating and Managing 

4.1 Create a new Configuration Change List (CCL) 

The Configuration Change List (CCL) is an integral and very important component of the 

NAN. 

The aim of the CCL is to provide a detailed listing of all the systems, documents, data, etc. that 

will be required to be updated as a result of the Network changes proposed in the NAN.   

There is a CCL Tool within the NAN that assists in the creation of the CCL and in editing and 

updating an existing CCL as the project progresses.  

The CCL Tool provides a pre-populated list of suggested systems / documents that may require 

consideration for updating based on the type of project being undertaken.   

The NAN Initiator reviews the pre-populated list of systems and removes those which arenôt 

applicable for the Network changes proposed.  This leaves a final listing of only the relevant 

systems to be updated. 

The system owners name and position title will be automatically provided based on the selected 

Business Unit and Corridor where the Network changes will occur. 

The following steps guide the Project Manager through the process required to create the CCL : 

a. Open the CCL Tool. 

b. Pre-populate the CCL with a list of potential Systems to update. 

c. Review the Systems list and remove those which arenôt relevant to the scope of change 

as described in the NAN. 

d. Save the CCL. 

 

4.1.1 Open CCL Tool  

The CCL Tool is contained within SharePoint and is accessed from the created NAN.  The CCL 

Tool will assist in generating the new CCL and in editing and updating an existing CCL as the 

project progresses. 

1. In the NAN, click ñNew CCLò button 
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4.1.2 Pre-Populate the CCL  

There is 2 methods which may be used to pre-populate the CCL with a list of potential systems 

which may be required to be updated: 

1. Via Work Discipline - If the project is generic with many different disciplines 

involved, then this option may be used to pre-populate the CCL with a list of systems 

appropriate for the discipline/s of work selected.  For each of the relevant disciplines 

click on the check box to include. 

2. Via AWP Code ï Use this option if the project is part of the Annual Works Plan 

(AWP).  Ensure the appropriate AWP code is selected in the NAN as it will use this 

code to pre-populate the list of systems that may be appropriate for that type of work 

activity. 

 

From the ñSELECT SYSTEM POPULATIONò screen, determine which method will be used to 

pre-populate the list of potential systems -  either Via Work Discipline or Via AWP Code. 

Enter the required data for the chosen method : 

a. Via Work Discipline ï tick the check boxes for the type of work discipline/s 

being undertaken. 

b. Via AWP ï Ensure the AWP Code displayed is correct.  If not, then return to 

the NAN and enter the correct AWP Code. 

 Click the ñNEXTò button associated with the chosen method to compile the pre-populated CCL. 
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4.1.3 Review the Systems in the CCL  

The screen ñSELECT CCL SYSTEMSò will now display a list of potential systems that may be 

required to be updated based on the type of work / project being undertaken.   

This is only a potential list and itôs up to the NAN Initiator to now scroll down the list and 

remove those systems which arenôt relevant for the Network changes proposed.   

After this step, the final CCL will be created. 

1. Click on a System and on the right hand side panel will be displayed some help 

information.  It contains : 

 a.   System Owner Name and Position Title  - this is based on the Business Unit 

Asset Owner and Corridor selected in the NAN. 

 b.   T-Minus Timing - for when the system is required to be updated pre / post 

commissioning. 

 c.   WHEN ï describes the type of changes to the Network that may trigger the 

system to require updating. 

 d.   WHY ï why itôs important that the system is accurately and promptly updated. 

 e.   WHAT ï what the system actually does in ARTC. 

 f.   HOW ï how to get the system updated. 
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2. Determine if the system is relevant and required to be updated.   

 a.   RELEVANT - If itôs relevant then leave the tick in the ñInclude in CCLò box for 

that system (the background will remain green).   

 b.   NOT RELEVANT - If itôs not relevant then untick the ñInclude in CCLò box for that 

system (the background will turn white).   

Note : If you only wish to see the systems that are relevant and will remain in the CCL, then 

you may tick the ñShow Only Selected Systemsò box on the top right of the screen and it will 

hide all those that arenôt selected (ie. not relevant - backgound white) 

 

3. Once all the systems have been reviewed, and only those systems that are relevant 

remain with ticks in the ñInclude in CCLò box, then enter a CCL Name for which to save 

the CCL. Multiple CCLs may be created if desired so enter a name which is relevant to 

the CCL being created. 

 

4. Click the ñNEXTò button and the CCL will be saved and will be displayed with the final list 

of systems. 

 

  

 

5. Click the back arrow to return to the NAN. 
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6. The CCL is now displayed in the NAN with the CCL Name entered. 

 

 
 

 

4.1.4 Independent Review of the CCL  

Whilst this is not compulsory, itôs highly recommended for best practice. 

After the CCL is complete and prior to it being sent to the Approvers for review and approval, itôs 

recommended that an independent review be performed from within the Business Unit (e.g. 

Subject Matter Expert, Assurance, Asset Owner, etc) to ensure the completeness and accuracy 

of the CCL.  
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4.2 Updating the Systems as per the T-Minus Timing in the CCL 

As per the T-Minus timing in the CCL, the system owners are required to be notified and provided 

the information / data they require at the appropriate time either pre or post commissioning to 

update their systems : 

¶ When the timing falls due as per the T-Minus timing for each system, the system owner is 

to be notified and the change information / data they require forwarded. 

¶ For each system in the CCL, record the Person who Notified the System Owner and the 

Date that notification (e.g. email) was provided to the system owner. 

¶ At the completion of the system update, the system owner must provide 

verification (eg email) that the change has been made or is pending.  

When acknowledgement is received from the system owner that the system has been 

updated or is pending, record in the CCL the Person who Confirmed the System Updated 

and the Date that notification (e.g. email) was provided.  

 

Best Practice - A copy of this advice should be stored with the project records for audit 

purposes.  A ñsave-asò copy of the email could be saved and attached to the NAN as 

evidence of the communication.  This is optional but would be considered best practice. 

 

NOTE :  

Itôs acknowledged that some changes may take some time to implement, hence itôs at the 

discretion of the system owner as to whether to provide verification of the change prior to 

it being fully implemented in the system and acknowledge itôs pending (i.e. the system 

owner provides verification that the change is pending and will occur subsequently). 

 

If this verification is provided, the notifier may accept that the change is considered as 

being completed (i.e. pending) for the purposes of the NAN and itôs then the responsibility 

of the system owner to ensure the updates occur. 

 

3. In the NAN, select the required CCL and then click the button ñView / Edit CCLò 

 



Using Network Alteration Notices (NANs) for Configuration Change Management 

EGW-03-01 

CCLs ï Creating and Managing 

This document is uncontrolled when printed. Version Number: 3.0 Date Reviewed: 30 Jan 24 Page 43 of 51 

 

 

 

4. Click on the system required to update, and then enter the Notification and Confirmation 

information (ie. names & dates) to be updated.  Status Comments may also be entered to 

provide assistance in tracking progress or making any notes. 

 

Note : The WHEN, WHY, WHAT and HOW help information is still available at the bottom of 

the screen. 

 

 

 

5. Click the ñSAVEò button. 
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6. If both the Notification Dates and Confirmation Dates are entered, then that system update is 

considered to be complete and when SAVED, or clicked off to another system to edit, the 

background colour of that system will turn BLUE indicating itôs complete. 

 

 
 














