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11 Access to Agora

3



1.1 Sign into AGORA

4

2
Fill in the username 
and password.

3
Click ‘Log on’.

1
Open the URL:
https://agora.cellnextelecom.com/



12 Access Tool overview



6

This summary shows the number of 
your in progress access requests.

Clicking ‘Press for more info’ will take
you into the Access tool.

1

2
Clicking ‘Access’ will take you to the
Access tool.

2.1 Home page overview



7

This tab shows a list of all 
Site Access Requests 
(SARs).

1

Clicking ‘New SAR’ will open up the Site 
Access Request (SAR) creation window.

See section 5 for more information.

2

See section 4 for more information.

3
Clicking ‘SAF Info’ allows you to search for a
site and access Site Access Form information

2.2 Access Tool overview



8

Remove all filters and press ‘Search’ to 
show all Site Access Requests (SAR).

1 2 3

2.3 SAR queue search and filter

To manage requests please see section 7.



9

1
Clicking on the column header will show
a pop up where you can add filters and 
sort requests. This is available on all 
headers.

Clicking on ‘Clear all sorting’ will 
remove sorting.

Clicking ‘Clear all filters’ will remove 
filters.

2

2.3 SAR queue search and filter



10

1
Clicking ‘Site Occupation’ will bring up
the access calendar for all sites.

See section 3 for more details.

2
Clicking ‘Check SAF’ will bring up a site
search where you will be able to select
a site and download the SAF document.

2.4 Site occupation and Site Access Form (SAF)



13 Site Occupation Calendar



3.1 Site occupation calendar

12Access Workflow – User guide

1
Clicking ‘Site Occupation’ will bring up
the access calendar for all sites. This is 
also available inside the Site Access 
Request (SAR) creation window

This tool allows you to see when free and available for site access



3.1 Site occupation calendar

13Access Workflow – User guide

You can move between dates by clicking
the arrows or selecting a date.

1
You can change the period 
shown by toggling these 
buttons.

2

3
By default, the tool shows from 8 AM to 7 PM.
Clicking 'Full Day’ will allow you to see all hours.

Clicking on the magnifying
glass will bring up the site
search.

4



14 Site Access Form (SAF) Information



Clicking ‘SAF Info’ allows you to search for a site 
and access Site Access Form (SAF) information.

1

4.1 Site Access Form (SAF) information

Various fields 
can be used to 
search. Ensure 
only 1 is used 
at a time.

2

For example: UK-NH-001096

For example: 166480

For example: ROAD

Clicking ‘Search’ 
will bring up 
relevant sites.

3

4
Clicking the
‘International code’ will 
open the site SAF info.



4.1 Site Access Form (SAF) Information

5
'SAF
Information' 
This shows 
information 
about type 
and location 
of the site.

'Digital and 
Padlock Code' is 
to detail lock 
codes on site.

7
'Lock type' will
show the type of
lock used on site.

'Road
Route' Details
of how to get
to the site will
be in here

6
8



4.2 Access restriction (1)

Restriction' 
This shows 
information 
about any 
notice 
periods to 
access the 
site.

9 'Access

If Special 
Equipment
is on site, 
these fields 
will show
any 
additional 
conditions of 
access.

10

All access 
conditions 
for the site 
will be 
within these 
fields

11



4.3 Security, Country Fields

12

'Access 
Restriction' 
This shows 
information 
about any 
restrictions 
that maybe 
on the site.

13
'Country 
Fields' 
The fields 
in this 
section 
show the 
specific
information 
about the 
site.



15 Create a Site Access Request (SAR)



1
Clicking ‘Access’ will take you to the
Site Access Request (SAR) tool.

5.1 Open the Access Tool



2
Ensure you are on the
‘Request’ tab.

3
Clicking ‘New SAR’ will open up the Site
Access Request (SAR) creation window.

5.2 Create a Site Access Request (SAR)



4
Click on the magnifying glass
to search for a site.

5.3 Request Characterization



5
Various fields can be used to search.
Ensure only 1 is used at a time.

5.3 Request Characterization: Site Search

For example: UK-NH-001096

For example: 166480

For example: ROTHERHAM

6
Clicking ‘Search’ will 
bring up relevant sites.

7
Select site using arrow.



5.3 Request Characterization

8
Once a site is selected these fields will be automatically populated.

Follow these steps to raise a Site Access Request (SAR)



5.3 Request Characterization

9
The next step is to select the start and end date. Clicking ‘Site
Occupation’ will bring up the access calendar for this site.

See section 3 for more information.



5.4 Request Characterization Intervention

10
Intervention Type and Intervention Category
These 2 fields are linked. See the table below 
for which options to select for both.

Air Report
If you are 
installing,
decommissioning 
or swapping a
dish, please
check the Air 
report to make 
sure you provide 
details for the 
correct dish.

Intervention type Intervention Category

Options to select Reasons to select Option to select

Survey Carry out a survey Audit

Maintenance Pre planned maintenance Preventative

Reactive/fault work Corrective/fault

Upgrade Installation Deployment 
Equipment relocation 
Generator

Decommission Equipment removal 
Generator removal

1
Operator Like for Like Swaps
This is the company that the work is being carried out on behalf of.

If there is more than one option select the one with (A) on the end.

1



5.4 Request Characterization Intervention

Maintainer
This is the company carrying out the 
work.

12

Intervention place
• Heights: Select if working at height including rooftop:

• If rooftop level: complete 0 in ‘Maximum Climb 
Height’ (see next slide).

• If climbing rooftop structure: add correct climb 
height in ‘Maximum Climb Height’ (see next 
slide).

• Compound: Select if working on the ground
• Whole site: do not use
• Shelter: do not use

If you need to access heights and compound, please 
raise a height SAR only.

13
Technician(s)
Here you must select the technicians that will 
be attending site. Note, only those with valid 
accreditations will show here (including site 
induction).

See next slide for MOD supervision.*

Please see section 6 for more details.

14



5.4 Request Characterization Intervention

15
Site Supervision SAF
Site supervision requirements will 
be automatically populated

16
Site Supervision SAR
If site supervision is not required, 
there will be an option here for you 
to select it if needed

*For an MOD site you must select 
yes here for your non accredited 
technicians to appear



5.4 Request Characterization Intervention

If supervision is required, please 
enter the purchase order here. Or 
alternately if this is Cellnex project 
related works please add the "COM-
XXX" Project number.

17
Structure Name
If climbing, select the structure 
(including rooftop).

18 PO ID

PoID Cost
This will automatically populate if
required.

19

20
Maximum Climb Height
Enter the height at which works are 
taking place. (If rooftop, enter 0)

Note: If you have selected 
height at ‘Intervention place’ 
you must add these 2
otherwise your request will be 
cancelled.

Note: If a PO is required a
copy of the PO document will 
be required to submit
the request. The process of 
how to add a copy of the PO is 
on slide 33



5.4 Request Characterization Intervention

Notice period
This will automatically populate if
required, please adhere to notice
periods.

21

22
Access restriction
This will automatically populate if
applicable.

Band
This will automatically populate.
Band A: No notification required to Site Provider (auto approve) 
Band B: Notification required to Site Provider
Band C: Approval required from Site Provider 
Band D: Further approvals required

23



5.4 Request Characterization Intervention

24
Restriction Type Description
This will automatically populate if applicable.

If there is a total restriction, the Site Access Request will be automatically refused.



5.5 Request characterization special equipment (including outage)

Need for special equipment
If special equipment is required (i.e. 
cranes, cherry pickers etc) please 
select yes.

25
Special Equipment
Select the special equipment 
required. If not listed, please select 
‘other’ and detail in the SAR
description in the ‘Request 
Characterization Info Creation’ 
section.

Outages
This will automatically populate. If 
yes, the Site Access Team will 
arrange.

If you require outages that aren’t
detailed below. Select:
• ‘Need for special equipment’:

Yes
• ‘Special equipment’: other
• ‘SAR description’: detail outages

required

26 27



5.6 Request characterization Info Creation

SAR Description
• Detail the works that are going 

ahead
• Supervision, an outage or special 

equipment that hasn’t already 
been listed

• If Cellnex Project works please add 
the details of the work and the 
name of the PM

28 Clicking this green document will allow you to add 
RAMS and additional documents.

Under RAMS add your RAMS, certs and any
mechanical lifting documents.

PO
If a PO is required add in a copy of the PO 
document into the additional documents along 
with other supporting documentation.

29
RAMS

Documents
Any documents required for the site 
will be listed here. Note that if you 
upload RAMS they won’t appear here.

30

will submit the request.
31 Scroll down. Clicking ‘Submit’



for a PMA (Arqiva broadcast) site
16 Create a Site Access Request (SAR)



1
Clicking ‘Access’ will take you to the
Site Access Request (SAR) tool.

6.1 Open the Access Tool



2
Ensure you are on the
‘Request’ tab.

3
Clicking ‘New SAR’ will open up the Site
Access Request (SAR) creation window.

6.2 Create a Site Access Request (SAR)



4
Click on the magnifying glass
to search for a site.

6.3 Request Characterization



5
Various fields can be used to search.
Ensure only 1 is used at a time.

6.3 Request Characterization: Site Search

For example: UK-BT-005975

For example: 15211

For example: ROSNEATH

6
Clicking ‘Search’ will 
bring up relevant sites.

7
Select site using arrow.



6.3 Request Characterization

Once a site is selected these fields will be automatically populated.
PMA: will be ‘Yes’

8

Follow these steps to raise a Site Access Request (SAR)



6.3 Request Characterization

9
The next step is to select the start and end date. Clicking ‘Site
Occupation’ will bring up the access calendar for this site.

See section 3 for more information.



6.4 Request Characterization Intervention

10
Intervention Type and Intervention Category
These 2 fields are linked. See the table below 
for which options to select for both.

Air Report
If you require the 
AIR report,
please request 
this from the 
Access Team.

Intervention type Intervention Category

Options to select Reasons to select Option to select

Survey Carry out a survey Audit

Maintenance Pre planned maintenance Preventative

Reactive/fault work Corrective/fault

Upgrade Installation Deployment 
Equipment relocation 
Generator

Decommission Equipment removal 
Generator removal

1
Operator Like for Like Swaps
This is the company that the work is being carried out on behalf of.

If there is more than one option select the one with (A) on the end.

1



6.4 Request Characterization Intervention

Maintainer
This is the company carrying out the 
work.

12

Intervention place
• Heights: Select if working at height including rooftop:

• If rooftop level: complete 0 in ‘Maximum Climb 
Height’ (see next slide).

• If climbing rooftop structure: add correct climb 
height in ‘Maximum Climb Height’ (see next 
slide).

• Compound: Select if working on the ground
• Whole site: do not use
• Shelter: do not use

If you need to access heights and compound, please 
raise a height SAR only.

13
Technician(s)
Here you must select the technicians that will 
be attending site. Note, only those with valid 
accreditations will show here (including site 
induction).

See next slide for MOD supervision.*

Please see section 6 for more details.

14



6.4 Request Characterization Intervention

15
Site Supervision SAF
Site supervision requirements will 
be automatically populated

16
Site Supervision SAR
If site supervision is not required, 
there will be an option here for you 
to select it if needed

*For an MOD site you must select 
yes here for your non accredited 
technicians to appear



6.4 Request Characterization Intervention

PoID Cost
This will automatically populate if 
required.

17
Structure Name
If climbing, select the structure 
(including rooftop).

18
PO ID
If supervision is required, please 
enter the purchase order here.

19

Maximum Climb Height
Enter the height at which works are 
taking place. (If rooftop, enter 0)

20
Note: If you have selected 
height at ‘Intervention place’ 
you must add these 2
otherwise your request will be 
cancelled.



6.4 Request Characterization Intervention

Notice period
This will automatically populate if
required, please adhere to notice
periods.

21

22
Access restriction
This will automatically populate if
applicable.

Band
This will automatically populate.
Band A: No notification required to Site Provider (auto approve) 
Band B: Notification required to Site Provider
Band C: Approval required from Site Provider 
Band D: Further approvals required

23



6.4 Request Characterization Intervention

24
Restriction Type Description
This will automatically populate if applicable.

If there is a total restriction, the Site Access Request will be automatically refused.



6.5 Request characterization special equipment (including outage)
25

Need for special equipment
If special equipment is required (i.e. 
cranes, cherry pickers etc) please 
select yes.

26
Lift Type
You will then be asked to select a lift 
type.

If you are using a NEWP then select it
here rather than in ‘Access Type 
Equipment’



6.5 Request characterization special equipment (including outage)

Are you using height access equipment?
If height access equipment is required 
(i.e. scaffolding) please select yes.

27
Access Type Equipment
You will then be asked to select an 
access equipment type.

If you are using a NEWP then select it
in ‘Lift Type’ rather than here

28

Outages
This will automatically populate. If yes, the Site Access 
Team will arrange.

If you require outages that aren’t detailed below. Select:
• ‘Need for special equipment’: Yes
• ‘Special equipment’: other (will appear)
• ‘SAR description’: detail outages required

29



6.5 Request characterization special equipment (including outage)

30
Owner Equipment
This will be automatically populated
showing what operator outages are
required.



6.6 Request characterization Info Creation

SAR Description
• Detail the works that are going 

ahead
• Supervision, an outage or special 

equipment that hasn’t already 
been listed

• Project details if project work

31

RAMS
Clicking this green box will allow you 
to add RAMS.

32

Documents
Documents required for the site will 
not appear here, you will be sent them 
when your SAR is approved.

33



6.6 Request characterization Info Creation

34
These fields will become mandatory
depending on the details you select. 
Please ensure that any field with a * is 
populated before you submit.

Note that if heights has been selected at 
‘Intervention Place’, ‘What height are 
you climbing to’ must be completed.

35
Scroll down. Clicking ‘Submit’
will submit the request.



17 Technicians



53Access Workflow – User guide

7.1 Technicians

Site Type Working where Intervention 
Place Accreditation Needed Portfolio specific

Rooftop Working on a rooftop Heights
Rooftop
RF Awareness
Site Access Induction

In addition portfolio specific 
accreditations also applicable (e.g 
National Grid, BT, MOD, EDF, etc)

Rooftop 
Structure

Working on a rooftop 
structure Heights

Rooftop
RF Awareness
Site Access Induction 
Tower climbing 
Tower rescue

Rooftop Working on a cabinet / cabin 
at ground level Compound Site access induction

Tower Working on structure Heights

RF Awareness
Site Access Induction 
Tower climbing 
Tower rescue

Tower Working on cabinet / cabins Compound Site access induction

Each site is categorized in a site type. This determines the accreditation needed at heights. If you cannot see any/all 
of your technicians it is because they do not have the right accreditations.

To query accreditations please contact the accreditation team: 
https://towerco.atlassian.net/servicedesk/customer/portals and choose - UK Service Desk – Accreditation

https://towerco.atlassian.net/servicedesk/customer/portals


18 Manage a Site Access Request (SAR)



Clicking on the column header will show 
pop up where you can add filters and 
sort requests. This is available on all 
headers.

1

8.1 SAR queue search and filter

You will only see your company 
requests. Clicking on the row will open 
the Site Access Request (SAR).

3

Clicking on ‘Clear all sorting’ will 
remove sorting.

Clicking ‘Clear all filters’ will remove 
filters.

2



8.2 Manage request

1
Clicking on ‘Manage request’ will allow you to
review the status of the Site Access Request (SAR).

2
The Comments section
will detail steps taken 
manually by a member of 
the Site Access Team.

Note: Only a
member of the Site 
Access Team can 
interact with a
pending request.



8.3 Notifications

Options to select Email
notification

Agora
updated

Site Access Request 
(SAR) raised Requester

Approved
Requester 

Technicians

Refused Requester

Cancelled

Engineer change
New 

engineers

This table details who will receive notifications. Check the SAR for updates



58Access Workflow – User guide

8.4 Edit technicians, add a PO
It is now possible to edit the technicians on a Site Access Request (SAR)

1
Clicking on ‘Edit Field’ will allow you to edit the
Technician and PO fields.



59Access Workflow – User guide

8.4 Edit technicians, add a PO

1
Add or remove technicians. This 
warning will pop up. RAMS are only 
required if you have previously 
attached them.

Note: notifications will be sent to 
new engineers on requests. Deleted 
ones will not receive a notification.

3
Clicking on ‘Save’ will save changes.

2
Add a PO number.



60Access Workflow – User guide

8.4 Edit technicians, add a PO

In the queue you will now see 
the ‘Last Modification’
column updated

Technicians: ‘technical’ 
PO: ‘poid’

2
The Site Access Request (SAR) will be
processed depending on the banding.

If not automatically approved, the
status will now change to ‘In progress’.

1



61Access Workflow – User guide

8.4 Edit technicians, add a PO

1
Clicking on ‘Log’ will allow you to view all changes
made. It logs old and new values.



including pylons
19 Cancel a Site Access Request (SAR)



Clicking on the column header will show 
pop up where you can add filters and 
sort requests. This is available on all 
headers.

1

Clicking on ‘Clear all sortings’ will
remove sorting.

Clicking ‘Clear all filters will remove
filters.

2

9.1 SAR queue search and filter

You will only see your company 
requests. Clicking on the row will open 
the Site Access Request (SAR).

3



9.2 Cancel a Site Access Request (SAR)

1
Clicking on ‘Cancel request’
will allow you to cancel the 
Site Access Request (SAR).

A pop up will 
appear. Clicking on 
‘Yes’ will cancel the 
Site Access Request 
(SAR).

2

For cancelling pylon access requests

1
Ensure the cancellation is 24 hours in 
advance.

2
Notify the site access team via email 
access@cellnextelecom.co.uk

mailto:access@cellnextelecom.co.uk


9.3 Cancel a Site Access Request (SAR) for pylons

1
Ensure the cancellation is 24 hours in 
advance.

2
Notify the site access team via email 
access@cellnextelecom.co.uk

mailto:access@cellnextelecom.co.uk


110 Post Work Reports



10.1 Post Work Reports
To report an issue on site, visit the UK Service Desk 
Cellnex - Jira Service Management (atlassian.net)

1
Clicking on ‘UK Service
Desk’ will open up the tool.



10.1 Post Work Reports

1
Clicking on the relevant
option to report an issue.



10.2 Site Access

1
Site Location Issues
• Cannot find the site with directions 

given
• Change of access routes

Site Access Issue
• Issues getting into site

2

3
Facilities Issue
• Issues with buildings or fencing
• Overgrown Sites
• Replacement locks



10.3 SHE – Safety Health and Environment

Event Report
• Near misses on site
• Accidents/Major Incidents

1

Report of Nesting Birds Issue
• Nesting Birds on site

2

3
Asbestos Enquiry Form
• Suspected Asbestos materials on site

or access track



10.4 FR Safety

1
RF Safety
• High levels of RF or Narda 

alarms sounding



111 FAQs

A full set of FAQs can be found here

https://www.cellnextelecom.co.uk/wp-content/uploads/2021/09/Agora-Access-FAQs_external.pdf
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