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1 Getting Started 

1.1 Overview of the Application 

The National Nuclear Security Administration (NNSA) Offsite Transportation Authorizations and 
Certificates (OTAC) Internet Web site is part of the World Wide Web, and provides the general 
public with limited access to government information.  This information is derived from the 
OTAC Intranet, the official government site for authorized NNSA personnel.  Both Web sites 
function as repositories for Authorizations, Certificates, as well as Safety Guides, many of which 
may be downloaded for viewing. 

The OTAC Internet and Intranet Web sites work together to provide different levels of 
information.  Public users have read-only access to the OTAC Internet Web site, and unlike the 
Intranet, this site does not require logon credentials.  All information you see on the Internet is 
also available on the Intranet to authorized personnel. 

The main difference between the two Web sites is that the Intranet offers a greater level of 
detail, including sensitive OTAC information.  The OTAC Intranet also provides designated 
users with the ability to modify its contents and to determine what is appropriate for public 
consumption via the Internet.  The Internet Web site does not contain the same level of detail 
and does not provide sensitive information.  It does contain information—created on the Intranet 
by OTAC personnel—that has been deemed safe for public use. 

The OTAC Internet Web site is part of a federal computer system.  As such, it is monitored for 
security purposes to ensure the continued availability and protection of the information it 
contains.  By accessing the Web site the user expressly consents to these monitoring activities. 

The address for the NNSA Offsite Transportation Authorizations and Certificates Internet Web 
site is: http://otac.doeal.gov/. 

1.1.1 Navigation 

Both Web sites offer a similar, easy navigational model.  The main navigation is accomplished 
via tabs that appear horizontally, across the top of each OTAC screen.  These tabs change 
color when you place your cursor over them, to indicate they are active.  Click the tabs to go to 
the desired screen. 

The Internet site contains five tabs and associated screens: Home, OTC Status , OTA Status , 
Safety Guides , and User Guide .  The Home screen (homepage) provides the Security and 
Privacy Notices , which inform users that their visit will be monitored, among other information. 

Most screens are comprised of tables.  The user may filter and/or sort information within some 
tables, and also reset entries to their original values.  Some entries within a table may provide 
references or links to supplemental information. 

Users may also send comments by clicking the OTAC Administrator  link on the homepage.   
Doing so will open the Offsite Transportation Messaging System  screen.  Section 6.2 
contains complete emailing instructions for using the OTAC messaging system. 



User Guide  Offsite Transportation Authorizations and Certificates (OTAC) Internet 

 2 

Figure 1 shows the OTAC Home screen and many of the Web site’s common navigational 
features. 

 

Figure 1. OTAC Internet Home Screen 

1.2 Overview of the Internet User Guide 

Except for a discussion of general and comparison information between the Intranet and 
Internet sites, this user guide is confined to the use of the NNSA OTAC public Internet Web site.  
The guide is organized according to the navigational tabs found at the top of each screen, and 
is presented logically, from left tab to right.  Links to supporting information as well as function 
buttons are also discussed. 

This user guide does not attempt to explain OTAC-related business practices. 

For instructions regarding how to use the associated OTAC Intranet Web site, please reference 
the Offsite Transportation Authorizations and Certificates (OTAC) Intranet User Guide.  Note 
that you must have the appropriate government credentials to access the OTAC Intranet.  Both 
user guides may be accessed from their respective OTAC Web sites. 
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2 Home 

To access the NNSA Service Center’s Offsite Transportation Authorizations and Certificates 
Internet Web site, please use the following URL: http://otac.doeal.gov/.  Home (homepage) is 
the Web site’s default screen and will initially display (Figure 1). 

The homepage provides the Privacy and Security Notice , which inform users that their visit is 
monitored, along with additional information.  The screen also indicates when its contents were 
last updated and provides an email address for comments about the security information posted 
thereon. 

Click View the full notice  (Figure 1) to display and read the full notification before you use the 
OTAC Internet Web site.  Use the up/down scroll bar on the right to see the entire notice.  
Figure 2 provides an illustration of the full notification. 

 

Figure 2. Homepage: Security/Privacy Notices 

Please do not use the Offsite Transportation Authorizations and Certificates Internet Web site if 
you disagree with anything contained in the notices.  To navigate away from the Privacy and 
Security/Notice screen, click any of the tabs displayed at the top of this screen (not shown in 
Figure 2).  Or you may use your browser’s Back  button to return to the Home screen.  To close 
OTAC, click the X on the to-right corner of any screen. 
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3 OTC Status 

The OTC Status  screen allows you to view information related to Offsite Transportation 
Certificates (OTCs).  Figure 3 illustrates this screen.  OTC information is displayed in the main 
OTC Status  table, and may be filtered and sorted. 

Supporting information may be found via links, which appear in the Container  column, and in 
the Notes  table (not present in the illustration), which is keyed by number to the OTC Status  
table.  Please see Section 3.2 for more information. 

 

Figure 3. OTC Status 
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3.1 OTC Status Table 

To access, view, and manipulate information on the OTC Status  screen, follow the instructions 
below. 

1. From anywhere on the OTAC Internet Web site, navigate to the OTC Status  screen 
by clicking the OTC Status  tab located on the top of the screen. 

2. The main table displays the following information:  

a. OTC Number : This is the number assigned to the certificate. 

b. Revision Number : This is the number of the revision to the certificate.  
Revision 0 means it’s the original certificate. 

c. Issue Date : This is the date the certificate was issued. 

d. Expiration Date : This is the date the certificate expires. 

e. SARP: The application for a Type B package must include a Safety Analysis 
Report for Packaging, or SARP.  This entry comprises the SARP number, 
revision, and issue date. 

f. Authorized User Site(s) : The NNSA sites listed here comprise those sites 
authorized to use the OTC. 

g. Container : This is the model number of the certified container.  This entry 
may include links to supporting information (see Section 3.2.1). 

h. Status : This is the current status of the certificate. 

3. The screen also indicates the current filter and sort configuration for the OTC Status  
table’s entries, as well as when screen information was last modified. 

Any of the table’s entries may be numerically keyed to the Notes  table, which is located below 
the main OTC Status  table (see Section 3.2.2).  Figure 3 does not contain any notes at this 
time. 

3.1.1 Filter/Sort OTC Records 

OTC Status  table records may be filtered or sorted by using the Filter/Sort  function button 
shown in Figure 3.  Records may be filtered to limit the display to those entries you wish to view.  
Or they may be sorted to show an order, classification, or chronology.  Filtering may exclude 
some records; whereas, sorting will retain all records and change their order. 

OTC records may also be filtered and sorted simultaneously, to further refine or isolate your 
results.  The current configuration of OTC records is shown to the left of the Filter/Sort  function 
button.  The default display is: Filter:  Active Records; Sort:  OTC Number  then Revision 
Number . 

Figure 4 illustrates the many choices available when using the Filter/Sort  feature.  The example 
in the illustration would filter and display all certificate numbers that are less than 200602.  No 
sort parameters have been selected. 
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Figure 4. Filter/Sort OTCs 

3.1.1.1 Filter Records 

Follow the instructions below to filter OTC Status  table records. 

1. From the OTC Status  screen, click the Filter/Sort  function button.  A separate 
Filter/Sort  window will be launched (Figure 4). 

2. In the Filter  portion of the Filter/Sort  window, select the desired entries by which to 
filter and display the records.  The filtering options work together as explained below. 

3. Select the element to filter from the first pull-down menu. 

4. From the second pull-down menu, select the comparison operator by which to 
compare and filter the records.  Selections include less than , greater than , 
between , or equals . 

a. For the between  operator, the window will refresh, and then show two fields 
connected by AND, as Figure 5 demonstrates. 
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Figure 5. Filter OTCs: Between 

b. Enter the two outside values between which you wish to display the results.  
The example in the illustration shows two OTC Number  values, which 
comprise six numerical digits. 

c. When applied, all certificates with numbers between 200599 and 200603 will 
display. 

5. Enter the value into the third text box (and fourth text box, if using the between  
operator).  Type in the exact number.  Enter all dates manually, in the 
month/day/year format, as illustrated in Figure 6 and outlined below. 

 

Figure 6. Filter by Date 
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a. There is no need to enter leading zeroes; the year can be either 2 or 4 digits, 
and a single-digit month or day may be entered as either 9/9/2009 or 
09/09/2009. 

b. The following formats are acceptable: 09/09/2009, 9/9/09, 09/9/2009, 
9/09/2009, 9/9/2009, 09/9/09, 9/09/09, and 09/09/09.  

c. The following illustrative dates are not acceptable: 02/29/2009 and 
03/33/2009. 

d. If the format is not correct or you enter an invalid date, you will receive an 
error message. 

6. Click the Apply  function button to filter, or select table columns to sort by, as you 
filter (Section 3.1.1.2). 

7. The Filter/Sort  window will close, and the OTC Status  screen will refresh.  The 
records will be filtered according to the parameters you defined. 

a. The Filter/Sort  configuration you selected will display above the OTC Status  
table.  Figure 7 displays the results for the action taken in Figure 6. 

 

Figure 7. OTC Filter Results 

8. To discontinue the operation and close the Filter/Sort  window, click the Cancel  
function button. 
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9. To return the table records to their default order before filtering, click the Clear  
function button. 

3.1.1.2 Sort Records 

The OTC Status  sort feature works similarly to the sort function in Excel, in that you select the 
table columns from pull-down menus by which to sort.  You may sort the records within up to 
three OTC Status  table column headings. 

Note: If you choose not to sort but to filter only, the default sort order is OTC Number  and then 
Revision Number .  If you choose to sort and not to filter, all records will be included in the 
results. 

Follow the instructions below to sort OTC Status  table records according to the column 
information. 

1. From the OTC Status  screen, click the Filter/Sort  function button.  A separate 
Filter/Sort  screen will be launched (Figure 4). 

2. If you wish to filter the records, follow instructions 1 and 2 in Section 3.1.1.1. 

3. In the Sort  portion of the Filter/Sort  window, select the desired column headings by 
which to sort and display the records.  See Figure 4 for selections. 

a. To use the sort feature, you must select an entry from at least the first pull-
down menu, (1) Sort: First by ). 

b. The second (2) Sort: Then by ) and third (3) Sort: Then by ) menus may also 
be populated to further refine the results. 

4. Click the Apply  function button to sort. 

5. The Filter/Sort  window will close, and the OTC Status  screen will refresh.  The 
records will be sorted according to the parameters you defined. 

6. Figure 8 shows the process and sorts certificates first by Issue Date  and then by 
Expire Date . 



User Guide  Offsite Transportation Authorizations and Certificates (OTAC) Internet 

 10 

 

Figure 8. OTC Sort Results 

7. To discontinue the operation and close the Filter/Sort  window, click the Cancel  
function button. 

8. To return the table records to their default order before sorting, click the Clear  
function button. 

3.2 OTC Supporting Information 

Supplemental information for certificates is located on or accessible from the OTC Status  
screen.  This information is detailed in the following subsections. 

3.2.1 Container Links 

Within the OTC Status  table, the Container  column for each record may contain links to 
supplementary information about the container associated with the certificate.  The Container 
Information  window may also contain a link to a Container Image , which provides an 
illustration. 
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3.2.1.1 Container Information 

Within the Container  column, the container model number is provided in the form of a link, 
which opens the Container Information  window.  The Container Information  window is 
shown in Figure 9. 

This screen provides physical information about the container and pertinent site information, as 
well as a link to a graphical illustration of the container, if supplied. 

 

Figure 9. Container Information 

Follow the instructions below to access supporting information about the certified container, 
including the Container Information  window and a graphical illustration. 

1. From the Container  column on the OTC Status  screen, click the container model 
number.  The Container Information  screen will be launched (Figure 9). 

2. To view a graphical illustration of the container, click the Container Image  link, as 
shown in Figure 11.  Note: You must have Adobe Acrobat installed to view the 
graphical illustration, which is in PDF format. 
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a. Clicking the Container Image  link launches Adobe Acrobat.  You will then 
see a version of the PDF File Download  window shown in Figure 10. 

b. You may choose to Open the graphic or Save it to your computer. 

 

Figure 10. File Download 

3. Clicking Open will display the Container Image  color graphic (Figure 11).  The 
image provides a cutaway diagram of the container, showing its composition as well 
as important dimensions and safety features. 
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Figure 11. Container Image 

4. To return to the Container Information  screen, minimize or close the PDF file. 

5. To close the Container Information  screen and return to the OTC Status  screen, 
click Return (Figure 9). 

3.2.2 OTC Notes Table 

The Notes  table for certifications provides supplemental information that is cross referenced 
numerically to entries in the OTC Status  table.  Notes may exist for any of the OTC Status  
entries.  To use the notes, cross-reference the OTC Status  table’s numbers in parenthesis to 
the numbers in the Notes  table, as shown in Figure 12. 

Note that if none of the OTC Status  entries contains a note, the Notes  table will be absent from 
the OTC Status  screen.  In this case, a message will appear below the OTC Status  table 
stating, “No notes found.” 
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Figure 12. OTC Notes 



User Guide  Offsite Transportation Authorizations and Certificates (OTAC) Internet 

 15 

4 OTA Status 

The OTA Status  screen allows you to view information related to Offsite Transportation 
Authorizations (OTAs).  Figure 13 illustrates this screen.  OTA information is displayed in the 
main OTA Status  table, and may be filtered and sorted just as you did for entries within the 
OTC Status  table. 

Supporting information may be found in the Notes  table, which is keyed by number to the OTA 
Status  table.  Please see Section 4.2 for more information. 

 

Figure 13. OTA Status Screen 
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4.1 OTA Status Table 

To access, view, and manipulate information on the OTA Status  screen, follow the instructions 
below. 

1. From anywhere on the OTAC Internet Web site, navigate to the OTA Status  screen 
by clicking the OTA Status  tab located on the top of the screen. 

2. The main table displays the following information: 

a. OTA Number : This is the number assigned to the authorization. 

b. Revision Number : This is the number of the revision to the authorization.  
Revision 0 means it’s the original authorization. 

c. Issue Date : This is the date the authorization was issued. 

d. Expire Date : This is the date the authorization expires. 

e. Status : This is the current status of the authorization. 

3. The screen also indicates the current filter and sort configuration for the OTA Status  
table’s entries, as well as when screen information was last modified. 

Any of the table’s entries may be numerically keyed to the Notes  table, which is located below 
the main OTA Status  table (see Section 4.2.1).  Figure 13 contains one note. 

4.1.1 Filter/Sort OTA Records 

OTA Status  table records may be filtered or sorted by using the Filter/Sort  function button 
shown in Figure 13.  Records may be filtered to limit the display to those entries you wish to 
view.  Or they may be sorted to show an order, classification, or chronology.  Filtering may 
exclude some records; whereas, sorting will retain all records and change their order. 

OTA records may also be filtered and sorted simultaneously, to further refine or isolate your 
results.  The current configuration of OTA records is explained to the left of the Filter/Sort  
function button.  The default display is: Filter:  Active Records; Sort:  OTA Number  then 
Revision Number . 

Figure 14 illustrates the many choices available when using the Filter/Sort  feature.  The 
example in the illustration would filter and display all OTA records with issue dates that are less 
than 05/19/2008. 
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Figure 14. Filter/Sort OTAs 

4.1.1.1 Filter Records 

Follow the instructions below to filter OTA Status  table records. 

1. From the OTA Status  screen, click the Filter/Sort  function button.  A separate 
Filter/Sort  screen will be launched (Figure 14). 

2. In the Filter  portion of the Filter/Sort  window, select the desired entries by which to 
filter and display the records.  The filtering menus work together as explained below. 

3. Select the element to filter from the first pull-down menu. 

4. From the second pull-down menu, select the comparison operator by which to 
compare and filter the records.  Selections include less than , greater than , 
between , or equals . 

a. For the between  operator, the window will refresh, and then show two fields 
connected by AND, as Figure 15 demonstrates. 
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Figure 15. Filter OTAs: Between 

b. Enter the two outside values between which you wish to display the results.  
The example shows two OTC Number  values, which comprise six numerical 
digits. 

c. When applied, all authorizations with numbers between 200700 and 200800 
will display. 

5. Enter the value into the third text box (and fourth text box, if using the between  
operator).  Type in the exact number.  You must enter all dates manually, in the 
month/day/year format, as illustrated in Figure 6 (Section 3.1.1.1) and outlined 
below. 

a. There is no need to enter leading zeroes; the year can be either 2 or 4 digits, 
and a single-digit month or day may be entered as either 9/9/2009 or 
09/09/2009. 

b. The following formats are acceptable: 09/09/2009, 9/9/09, 09/9/2009, 
9/09/2009, 9/9/2009, 09/9/09, 9/09/09, and 09/09/09. 

c. The following illustrative dates are not acceptable: 02/29/2009 and 
03/33/2009. 

d. If the format is not correct or you enter an invalid date, you will receive an 
error message. 

6. Click the Apply  function button to filter, or select table columns to sort by, as you 
filter (Section 4.1.1.2). 

7. The Filter/Sort  window will close, and the OTA Status  screen will refresh.  The 
records will be filtered according to the parameters you defined. 

a. The Filter/Sort  configuration you selected will display above the OTA Status  
table.  Figure 16 displays the results for the action taken in Figure 15. 
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Figure 16. OTA Filter Results 

8. To discontinue the operation and close the Filter/Sort  window, click the Cancel  
function button. 

9. To return the table records to their default order before filtering, click the Clear  
function button. 

4.1.1.2 Sort Records 

The OTA Status  sort feature works similarly to the sort function in Excel, in that you select the 
table columns from pull-down menus by which to sort.  You may sort the records within up to 
three OTA Status  table column headings. 

Note: If you choose not to sort but to filter only, the default sort order is OTA Number  and then 
Revision Number .  If you choose to sort and not to filter, all records will be included in the 
results. 

Follow the instructions below to sort OTA Status  table records according to the column 
information. 

1. From the OTA Status  screen, click the Filter/Sort  function button.  A separate 
Filter/Sort  screen will be launched (Figure 14). 

2. If you wish to filter the records, follow instructions 1 and 2 in Section 4.1.1.1. 

3. In the Sort  portion of the Filter/Sort  window, select the desired column headings by 
which to sort and display the records.  See Figure 14 for selections. 

a. To use the sort feature, you must select an entry from at least the first pull-
down menu (1) Sort: First by ). 

b. The second (2) Sort: Then by ) and third (3) Sort: Then by ) menus may also 
be populated to further refine the results. 

4. Click the Apply function button to sort. 

5. The Filter/Sort  window will close, and the OTC Status  screen will refresh.  The 
records will be sorted according to the parameters you defined.   
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6. Figure 17 shows the process and sorts authorizations first by Expire Date  and then 
by Issue Date . 

 

Figure 17. OTA Sort Results 

7. To discontinue the operation and close the Filter/Sort  window, click the Cancel  
function button. 

8. To return the table records to their default order before sorting, click the Clear  
function button. 

4.2 OTA Supporting Information 

Supplemental information for the OTA records is located on the OTA Status  screen.  This 
information is detailed in the following subsection. 

4.2.1 OTA Notes Table 

The Notes  table for authorizations provides supplemental information that is cross referenced 
numerically to entries in the OTA Status  table.  Notes may exist for any of the OTA Status  
entries.  To use the notes, cross-reference the OTA Status  table’s numbers in parenthesis to 
the numbers in the Notes  table, as shown in Figure 18. 
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Note that if none of the OTA Status  entries contains a note, the Notes  table will be absent from 
the OTA Status  screen.  In this case, a message will appear below the OTA Status  table 
stating, “No notes found.” 

 

Figure 18. OTA Notes 
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5 Safety Guides 

The Safety Guides screen allows you to download, view, save, and print documentation related 
to authorizations and certificates.  These documents are typically safety guides, which may be 
in either Word or PDF format.  They may be viewed and then closed, saved to your computer 
for future use, or printed. 

Figure 19 illustrates this screen. 

 

Figure 19. Safety Guides Screen 

5.1 Safety Guides Table 

To view and access information on the Safety Guides  screen, follow the instructions below. 

1. From anywhere on the OTAC Internet Web site, navigate to the Safety Guides  
screen by clicking the Safety Guides  tab located on the top of the screen. 

2. The Safety Guides  table displays the following information:  

a. Short Title : This is an abbreviated title for the guide or document.  The 
acronym, SG, stands for safety guide. 

b. Document : This is the filename link that downloads the document.  The 
filename includes the document type (i.e., Word or PDF) and the document 
size (e.g., 96 kb). 
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c. Long Title : This functions as a brief summary of the document’s contents or 
purpose and may be the name of the guide. 

3. Brief online instructions, regarding how to use the information contained on this 
screen, are included beneath the screen name (Figure 19). 

4. The screen also indicates when the contents were last updated. 

5.1.1 Download Safety Guides 

The safety guides and other documentation found in the table may be accessed just as you 
would access linked documents on any other Web site. 

Follow the instructions below to download the safety guides. 

1. From the Safety Guides screen, click the link of the safety guide or document you 
want to view.  The link is located in the Document  column of the Safety Guides 
table (Figure 19). 

2. Clicking the link will launch the File Download  window, for either Word or PDF 
documents as shown in Figure 20. 

 

Figure 20. File Download 

3. To open the safety guide or document for viewing, Click Open. 
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4. The appropriate program will open, Word or PDF, and a copy of the guide will 
display, as Figure 21 illustrates. 

 

Figure 21. Safety Guide 

5. To save the safety guide for future viewing: 

a. Select File  �  Save as to save a copy of the document to your computer. 

b. On the File Download  window, click Save.  The Save As  window will open, 
as shown in Figure 22. 

c. Save the document as you would any other document. 

6. Select File  �  Print  to print a copy of the guide. 
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Figure 22. Save File 

7. To discontinue the operation, click the Cancel  button on the File Download window 
(Figure 20) or Save As  window (Figure 22). 

8. To return to the Safety Guides  screen from a Word or PDF file, minimize or close 
the open document. 
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6 OTAC Help 

6.1 OTAC User Guide 

The current version of the Offsite Transportation Authorizations and Certificates (OTAC) Internet 
User Guide is available for viewing and downloading from the Offsite Transportation 
Authorizations and Certificates Web site.  From any OTAC screen, click the User Guide  
navigation tab as shown in Figure 23.  A new screen will open in your browser, which contains 
the guide in PDF format. 

Make use of the guide as you would any other PDF file.  You may also save a copy of the user 
guide to your computer for future reference. 

 

Figure 23. User Guide 

This user guide is subject to updates as needed. 

6.2 Questions 

If you have any questions about the information contained on the OTAC homepage (Home), 
click the linked name at the bottom of the Home screen.  The Offsite Transportation 
Messaging System  will display, as shown in Figure 24. 

The Offsite Transportation Messaging System  provides the functionality for OTAC email 
messaging. 



User Guide  Offsite Transportation Authorizations and Certificates (OTAC) Internet 

 27 

 

Figure 24. Offsite Transportation Messaging System 

To send an email from OTAC, perform the following. 

1. Click the OTAC Administrator  link on the Home screen to launch the Offsite 
Transportation Messaging System  (Figure 24). 

a. From : Enter your complete email address so that the recipient may reply to 
your query. 

b. Subject : Enter a short but descriptive subject for your query. 

c. Message : Type the contents of your message.  Include any further contact 
information as desired, such as your telephone number. 

2. When you have completed and are satisfied with the contents of all the text fields, 
click the Send Email  function button. 

3. A pop-up message will indicate that the email was sent successfully, as shown in 
Figure 25.  Click OK to close this window. 

 

Figure 25. Email Success Message 
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4. You will be returned to the Offsite Transportation Messaging System  screen.  
Your message information will still appear in the text fields. 

5. Your email will be sent to the OTAC Administrator through your default email 
program and any responses will be sent to your Inbox. 

6. You may click the Cancel  function button at any time before sending the message, 
and you will be returned to the previous page without sending the message. 

7. Use the tabs on the top of the screen to navigate to the OTAC Web site area of your 
choice.  Or click the X on the to-right corner of the screen to close the Offsite 
Transportation Authorizations and Certificates Internet Web site. 


