
STEP 1 
 
 

Highlight Item in Inbox 
Click “Actions” 
Choose “Enter Action Closeout 
Details 



STEP 2 
 
 

Click “Edit” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



STEP 3 
 
 

Input “Details of Action Closure” 
Pick “Type of Action Performed” 
Check “Resolved” 
Enter  “Resolved Date” 
Click “Done” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



STEP 4 
 
 

This screen appears and shows that 
action was resolved 
Click “Inbox” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



STEP 5 
 

Item will be highlighted. 
Click “Submit” 
Takes you to the next screen 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



STEP 6 
 

Click “Done” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



STEP 7 
 
 

When you click Submit, a pop-up box 
will appear to select inbox item. Click 
OK, then highlight the NCP and 
highlight it 
 
Then click “Submit” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



STEP 8 
 

Notice when you find the item, the 
status will be “Collection” 
 
Click “Submit” and you go to the 
following screen 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



STEP 9 
 

Click “Done” 
 
It takes you back to the Inbox 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



STEP 10 
 

When you go back to the inbox and 
click “Submit”, you will be asked to 
select the item 
 
Click OK 
 
Then find the item and click on it to 
highlight 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



STEP 11 
 

After highlighting, you will notice 
status has changed to “CCD 
Closeout” 
 
Click “Submit” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



STEP 12 
 

You will be taken to the following 
screen 
 
 

Click “Done” 
 
You will be taken back to the “Inbox” 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
STEP 13 
 
The item is no longer in the inbox   
 
The System Message shows that this 
was not the last action for the CCD 
 
If this was the last action for the CCD, 
the message would read “Closed” 
 
Remember, the CCD cannot be 
closed until all actions are closed 
 
 
 
 
 
 



NAS Documentation & Configuration Identification Data Sheet 
FAA Form 1800-60 Instructions 

 
 

This form is used to submit information/documentation and collect metadata related to 
Configuration Control Decisions (CCDs). 
 
General Instructions: 
 

• Many of the blocks on this form are no longer applicable.  Complete the blocks 
listed below. 

• Use page 2 of the form if submitting information for more than one document.   
• If not forwarding document(s), provide the URL link to the document(s) along with 

the completed form. 
 
Enter:  Project Lead:  The CCB CM Lead, Telephone, Form Completed By, and Telephone 
 
Document Identification Information 
 
     1. Document No.:  Self-explanatory 
     2. Version:  Usually a revision 
     3. Volume:  Usually for TI books 
     7a. Title:  Self-explanatory 
     8. Version:  Submittal to the DCC should be the final signed (if applicable) version 
     9. Sensitivity:  If anything other than unrestricted, do not send the document(s), 

give document location 
     10. Author, Publisher, Issuing Agency:  Enter Organization for Author and Publisher 

and DOT/FAA for Issuing Agency 
      11. OPR:  Office of Primary Interest (OPI) 
      12. Responsible CCB:  Self-explanatory 
      13. Baselined? Yes or No.  Document should be baseline 
      14. Applicable Baseline:  Choose type of baseline 
      15. CCD No:  Enter the CCD number relating to the submittal 
      16. CCD approval Date:  Self-explanatory 
      17. Document Type:  Select the type of document submittal 
      19.  Publication Date:  Date of document 
      20. Release Date:  Date of final release of document 
      21. Documentation Status:  Usually Active.  If a CCD cancels document(s), check the 

appropriate box 
      22. Supersedes:  Enter superseded document number(s).  If more than one 

document, use page 2 of the form to indicate new document number and 
superseded document number 

 
 
Configuration Identification Information 
 

2.   CI Nomenclature:  Enter the applicable Configuration Item (CI) 
8.   CI Status:  Check applicable status of CI 



Worksheet for FAA Form 1800-60 (5/96)  Local Reproduction Authorized 

NAS Documentation & Configuration Identification Data Sheet 
Project Lead:  
 

Telephone:  
 

Form Completed By:   
 

 Date:   
 

Document Identification Information 
1.  Document No.: 
 

2.  Version: 
 

3.  Volumes:   
 

4.  Document Change Type:  (Amendment, Contract Mod, SCN, DCN, Modification Handbook, etc.) 
 

5.  Change No.: 
 

6.  Chapter No. 
 

7a.  Title: 
 
7b.  Change/Chapter Title: 
 
8.  Version:  (preliminary, Draft, Final)   
 

9.  Sensitivity:  (Unrestricted, Proprietary, Other) 
    

10a.  Author:  (Corporation or Organization) 
 

10b.  Publisher:   
 

10c.  Issuing Agency:   
 

11.  OPR:   
 

12.  Responsible CCB:   
 

13.Baselined? 
YES  

NO 

14.  Applicable Baseline: 
RQMT  FUNC PROD   OPER 

15.  CCD No.: 
 

16.  CCD Approval Date: 
 

17.  Document Type:  Specification    Instruction Manual 
         IRD     Standard     Order     Other  FDRW     

18.  CIP Project No.: 
 

19.  Publication Date: 
 

20.  Release Date: 
 

21.  Documentation  Status:  Inactive  Canceled  
Active  Obsolete  Superseded 

21a.  Superseded By: 
 

22.  Supersedes: 
 

23.  Stocking    Logistics Cntr     OPR/Routing 
Symbol 
            Point     NAS Library            ANI-850  

24.  Contract No.: 
 

25.  CDRL No.: 
 

26.  Suggested Keywords or Subject References: 
      

27.  Originating Baselined CI/Document: 
      

      27a.  Revision: 
      

      27b.  Volume: 
      

Configuration Identification Information 
1.  Configuration Item Designator:  (Fill In Applicable Blank) 
a.  Facility Master File Acronym: 
 

b.  FA or CA Type (Hardware) No.: 
 

c:  Software Acronym: 
 

d.  Project Acronym: 
 

2.  CI Nomenclature: 
 
3.  NAS Element:  (Check NAS Program Element to Which CI Belongs) 
a.  Air Traffic Control:   

   
b.  Ground-to-Air:    

 
c.  Interfacility Communication:  

 
d.  Maintenance & Operations Support

 
4.  NAS Subelement and/or Subsystem:  (List Subelement and/or Subsystem to Which CI Belongs) 
 
5.  CIP Project No.: 
 

6.  Responsible CCB: 
 

7.  OPR: 
 

8.  CI Status:  (Check as Applicable)     Fielded     Level 1 Design 
      Transitional     Operational Decommissioned 

9.  Baselining CCD: 
 

10.  CCD Approval Date: 
 

11.  Suggested Keywords or Subject References:  (Three to Seven Words) 
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Date Drawings Were Received by:        
New Document Number Rev Superseded Document Number Rev 
         
    
                   
                   
                   
                   
                        
                   
                   
                   
                   
                   
                   
                   
                        
                        
                        
                        
                        
                        
                        

 
 
Screen Name Date Initials 

PEDOMT   

PESUBJ   

PEINLO   

PEDODO   

PECCD   

SECCD   

SEACTION   

PECIMT   

PEDOCI   

PECICI   
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Project Lead:  
 

Telephone:  
 

Form Completed By:   
 

 Date:   
 

Document Identification Information 
1.  Document No.: 
 

2.  Version: 
 

3.  Volumes:   
 

4.  Document Change Type:  (Amendment, Contract Mod, SCN, DCN, Modification Handbook, etc.) 
 

5.  Change No.: 
 

6.  Chapter No. 
 

7a.  Title: 
 
7b.  Change/Chapter Title: 
 
8.  Version:  (preliminary, Draft, Final)   
    Final 

9.  Sensitivity:  (Unrestricted, Proprietary, Other) 
    

10a.  Author:  (Corporation or Organization) 
 

10b.  Publisher:   
 

10c.  Issuing Agency:   
 

11.  OPR:   
 

12.  Responsible CCB:   
 

13.Baselined? 
YES  

NO 

14.  Applicable Baseline: 
RQMT  FUNC PROD   OPER 

15.  CCD No.: 
 

16.  CCD Approval Date: 
 

17.  Document Type:  Specification    Instruction Manual 
         IRD     Standard     Order     Other  FDRW     

18.  CIP Project No.: 
 

19.  Publication Date: 
 

20.  Release Date: 
 

21.  Documentation  Status:  Inactive  Canceled  
Active  Obsolete  Superseded 

21a.  Superseded By: 
 

22.  Supersedes: 
 

23.  Stocking    Logistics Cntr     OPR/Routing 
Symbol 
            Point     NAS Library            ANI-850  

24.  Contract No.: 
 

25.  CDRL No.: 
 

26.  Suggested Keywords or Subject References: 
      

27.  Originating Baselined CI/Document: 
      

      27a.  Revision: 
      

      27b.  Volume: 
      

Configuration Identification Information 
1.  Configuration Item Designator:  (Fill In Applicable Blank) 
a.  Facility Master File Acronym: 
 

b.  FA or CA Type (Hardware) No.: 
 

c:  Software Acronym: 
 

d.  Project Acronym: 
 

2.  CI Nomenclature: 
 
3.  NAS Element:  (Check NAS Program Element to Which CI Belongs) 
a.  Air Traffic Control:   

   
b.  Ground-to-Air:    

 
c.  Interfacility Communication:  

 
d.  Maintenance & Operations Support

 
4.  NAS Subelement and/or Subsystem:  (List Subelement and/or Subsystem to Which CI Belongs) 
 
5.  CIP Project No.: 
 

6.  Responsible CCB: 
 

7.  OPR: 
 

8.  CI Status:  (Check as Applicable)     Fielded     Level 1 Design 
      Transitional     Operational Decommissioned 

9.  Baselining CCD: 
 

10.  CCD Approval Date: 
 

11.  Suggested Keywords or Subject References:  (Three to Seven Words) 
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