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Web Ordering Overview

The VFS Web Ordering System:

Enables authorized users to order CADs and PADs and track status
via the Web.

Validates and creates customer orders using VFS Trace and the 
NAVAIR 11-100-1.1 technical manual. 

Automates the inventory management and requisitioning processes.

Enables load plan (emergency stock list) generation based on 
information provided by the Requisitioner. 

Interfaces with CAIMS, ROLMS, and off-the-shelf inventory 
management software.

AUDIO:   The Web Ordering Process has many features, such as the automatic 
generation of emergency stock lists (also referred to as load plans), supply 
requisitions, and online order status.  Data is validated using other VFS 
modules such as VFS Trace and the NAVAIR 11 100 1  point 1 technical 
manual.  
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Preferred Ordering Method

The VFS Web Ordering module is the preferred method for ordering
CAD/PAD items.

Requisitioners will have the capability to requisition parts and obtain order 
status 24 hours a day. 

If Internet access is unavailable, or the Internet is down for more than 1 
workday, orders may be placed via telephone using the 1-877 Phone 
Ordering Process.

AUDIO:   The VFS Web Ordering module is the preferred method for ordering 
CADs and PADs.  Requisitioners may place orders and check status 24 
hours a day. The 1-877 phone ordering process should be used only when 
Internet access is unavailable or the Internet is down for more than one 
workday. 
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Becoming an Authorized Requisitioner

• Only authorized personnel (those registered with VFS) 
may use the Web Ordering Process to order installed 
CADs and PADs.

• To become an authorized Requisitioner, complete a 
User Registration Request form and request access to 
the Web Ordering module.  For help with online VFS 
registration, review VFS registration training.

• Once your request is approved, you will receive a user 
ID and password.

• If Internet access is unavailable, user registration may 
be completed by fax to DSN 354-4696 or COM (301) 
744-4696.  Registration forms may be obtained by 
calling NSWC Indian Head Division at DSN 354-6155 
or 1-877-422-3723. 

AUDIO: Only registered VFS Requisitioners may use the Web ordering process 
to order CADs and PADs. The Unit Administrator for each activity shall 
authorize personnel to place orders. The process of user registration 
requires several levels of approval and must be completed  prior to placing 
an order. If you will be placing orders for CADs or PADs in the future, 
register now!
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VFS Home Page

•Access the VFS 
home page 
(https://cadpad.ih.    
navy.mil).

•Click the Log On 
button and log on 
to VFS.

•Click the Module 
Menu button.  

•Click the Web 
Ordering button.

Related Links:
VFS Registration 
Training

•AUDIO: To access Web ordering, open the VFS home page in Internet Explorer (version 5 or 
later). Log in using your VFS username and password.  Click the Module Menu button to 
display the menu of VFS modules.  Then click the Web Ordering button to access the Web 
Ordering module.
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VFS Log In Screen

•Type your VFS 
User ID and 
password and click 
the OK button.

•Ensure you log 
off when your 
session is done.

•Audio: When you type your name and password and successfully log on, your name 
will be on all orders placed in this session. Be sure to log off at the end of your 
session!
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Select Module Menu

•Click the Module 
Menu button.

•Audio: Click the Module Menu button to access VFS modules.
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Accessing the VFS Web Ordering Module

•Click the Web 
Ordering button 
on the VFS 
Application 
Module Menu.

AUDIO:  Click the Web Ordering button on the VFS Application Module Menu to access the 
Web Ordering module.
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SEATS/ICAPS Warning displays

•A warning 
displays 
explaining the 
relationship 
between 
SEATS/ICAPS 
data and the Web 
Ordering module.

•Click the OK
button to 
continue.

AUDIO:  A warning displays stating CADs and PADs are recommended for ordering 
scheduled replacement within Web ordering based on your SEATS ICAPS data.  Web 
ordering’s recommendations may not reflect your current installs.  Please verify the 
recommended items and ensure the order reflects the current needs.  Click the OK button to 
continue.
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Web Ordering Customer Info Verification

•NOTE: If you no longer belong to this activity, you MUST re-register through the VFS 
registration process.

•A customer 
verification form 
displays.
•Verify that the 
information is 
correct.
•If correct, click 
OK.
•If incorrect, log in 
using your own 
user ID. 
•If necessary, click 
the EDIT button to 
update your 
information.

AUDIO:  Verify your information.  If this is not your information, please exit Web ordering, 
log off the VFS system, and log back in using your username and password.  Choose OK to 
continue or EDIT to make corrections. If you have been re-assigned to another activity you 
must re-register through the VFS registration process.
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Edit Your Information

•Update your 
information.
•Activity and POC 
changes are 
controlled by VFS 
personnel since they 
affect the entire 
activity.
•If the activity or 
POC information is 
incorrect, please send 
an e-mail message to
WebOrderProblem
Group@ih.navy.mil.

AUDIO:  Update your information. This is your system. You know best what phone numbers 
and addresses should be in the system. The more accurate the information is, the smoother the 
process will run. Changes below the double green line affect the entire activity. 



11

Documentation    |    Implementation Message |  Lead-Time Table Becoming an
Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Save Editing Changes

•Click OK Save to 
save changes or 
Cancel to ignore 
changes.
•If information is 
changed, e-mail 
notifications are sent 
to VFS personnel.

AUDIO:  Click the OK Save button to save your changes or the Cancel button to ignore 
changes. If information is changed, e-mail notifications are sent to VFS personnel.
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CAD/PAD Web Ordering System Main Menu

•The CAD/PAD 
Web Ordering 
System Main 
Menu displays 
along with a 
summary of 
outstanding 
orders and those 
shipped for your 
activity.
•Click an order 
ID number to 
view status.

AUDIO: At the bottom of the CAD PAD Web Ordering System page, a summary of 
outstanding orders and current shipping activity displays.
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Placing an Order - When to Order Guidelines

1

CONUS Shore Activities shall order 14 days prior to need.

Ships at a CONUS Port shall order 21 days prior to requiring the 
material dockside for on-load. 

OCONUS Shore Activities and Ships at OCONUS Ports shall order 
in accordance with the Lead-Time Table. Lead times vary according to 
geographic location. 

Targets, Paralofts, AIMDs, Test Sites, and MALS shall order CADs 
14 days prior to RDD or in accordance with the Lead-Time Table. 
Activities shall determine the RDD as the date on which they will have 
a 30-day supply remaining. Orders shall be placed to meet the 
subsequent 90-day requirement.

AUDIO: In general, CONUS activities require a lead time of 14 days, ships at CONUS ports 
require a lead time of 21 days, and lead times for OCONUS activities and ships docked at 
OCONUS ports vary according to their geographic location.  For lead times, click the lead-
time table link.
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Placing an Order - Lead Times

1

Table 4-1 Lead Times

THEATER ACTIVITY LEAD-TIME

SHIPS REGIONAL LEAD TIME (BELOW) + 7 DAYS TIME + 7

CONUS ALL SHORE ACTIVITIES 14 DAYS

SOUTHCOM NAVSTA/AFWTF ROOSEVELT ROADS PR 21 DAYS

EASTPAC MCAS KANEOHE BAY HI 14 DAYS

WESTPAC NAF ATSUGI JA 30 DAYS

NAF MASAWA JA 30 DAYS

MCAS IWAKUNI JA 30 DAYS

CFA OKINAWA (MCAS FUTEMA) JA 30 DAYS

DIEGO GARCIA 45 DAYS

EUCOM NAVSTA ROTA SP 30 DAYS

NAS KEFLAVIK IC 30 DAYS

SEMBACH AIR BASE GE 30 DAYS

NAS SIGONELLA IT 30 DAYS

CENTCOM BAHRAIN 45 DAYS

INCIRLICK TURKEY 45 DAYS
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Placing an Order - Types of Orders

The Web Ordering module supports three types of orders: 

•Routine

•Emergency 

•Deployment/Restocking

NOTE: Warfighting CADs are not supported by Web Ordering. 

AUDIO:  When and how orders are placed depends on the type of CAD PAD requirement.  
The Web Ordering Module supports routine, emergency, and deployment and restocking 
CAD PAD orders. 
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Placing an Order - Routine Orders

Routine orders are used to order CADs and PADs for: 

•Scheduled maintenance

•Unscheduled maintenance

•Target CADs

•Survival/test CADs

•Depot maintenance

•Replenishment of emergency stock

1

AUDIO: Routine orders are used to order CADs and PADs for scheduled maintenance, 
unscheduled maintenance, target applications, survival equipment, testing, depot 
maintenance, and replenishment of emergency stock.
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Placing an Order - Emergency Orders

•Emergency orders are used to order CADs and 
PADs for replacement of items damaged, fired, or 
inadvertently actuated.

AUDIO: Emergency orders are for the replacement of damaged, fired, or discharged items.  If 
the emergency replacement is for a damaged or inadvertently discharged item, remember to  
submit the required deficiency reports.
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Placing an Order - Deployment/Restocking Orders

Deployment/restocking orders are used to order items for:

•Emergency stock

•Shipboard maintenance

1

AUDIO: Deployment restocking orders are used to order items for emergency stock and 
shipboard maintenance.
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Placing an Order - Warfighting CAD Orders

Warfighting CADs, as identified in the NAVAIR 11-100-1.1, are 
not included in the Web Ordering Process.  These items are 
procured for expenditure like USN/MC ordnance and 
ammunition and are to be managed with the related 
weapons/equipment in accordance with NAVSUP P724. 

AUDIO:  Warfighting CADs must be ordered like USN MC ordnance and ammunition and 
are to be managed with the related weapons equipment in accordance with NAVSUP P seven 
twenty-four. 
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Placing an Order  - Select Type of Order

Select the type of order for step-by-step training:

2. Emergency Orders 
(Damaged/Fired CADs 
and PADs)

3. Deployment Orders 

• Emergency Stock  

• Shipboard 
Scheduled 
Maintenance

• Shipboard 
Unscheduled 
Maintenance

1. Routine Orders 

• Scheduled 
Maintenance

• Unscheduled 
Maintenance

• Target CADs 

• Survival/Test 
CADs 

• Depot 
Maintenance

• Replenish 
Emergency Stock

AUDIO:  Select a button for step-by-step training.
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Placing an Order  - Scheduled Maintenance - How to 
Order – Step 1

• Provide the BUNO and planned maintenance date.

• The Order Processing System uses CAD/PAD tracking data to recommend 
DODICs to be ordered for replacement.

• Items due to expire prior to the next scheduled maintenance date (or 365-day 
period) will be recommended for order. 

• Any deviation from recommended items will require the Requisitioner to 
provide an explanation.

AUDIO: When placing the order, the Requisitioner provides the BUNO and planned date for 
maintenance.  The Order Processing System (whether accessed directly via VFS or used 
by the Order Processor during a phone, fax, or e-mail order) uses the CAD PAD tracking 
data for that BUNO to recommend DODICs to be ordered for replacement.  Items due to 
expire prior to the next scheduled maintenance date will be recommended for order.  Any 
deviation from this list will require an explanation.   
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Placing an Order  - Scheduled Maintenance SBS –
Pick Routine Orders – Step 2

• Click the Place 
Order button.

• Click the Routine 
Orders button to 
place routine 
orders.

AUDIO: Click the Place Order button, then click the Routine Orders button.
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Placing an Order  - Scheduled Maintenance SBS –
Pick Scheduled – Step 3

• Click the 
Scheduled button 
to place a 
scheduled routine 
maintenance order.

AUDIO: Click the Scheduled button.
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Placing an Order  - Scheduled Maintenance SBS –
Enter BUNO – Step 4

• Type the BUNO for 
the aircraft 
requiring 
maintenance and 
click the OK 
Continue button.

AUDIO: Type the BUNO number for the aircraft requiring CADs and or PADs.
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Placing an Order  - Scheduled Maintenance SBS –
Verify Aircraft Info – Step 5

• Information 
regarding the 
BUNO displays.

• Verify that this is 
the aircraft on 
which maintenance 
is to be performed.

• If the displayed 
information is 
incorrect, make 
corrections in VFS 
Trace or notify 
Indian Head 
Personnel.

Related Training:
Discrepant custody
Orders already exist 

for BUNO
BUNO not in Trace

AUDIO: BUNO information displays from the CAD PAD Trace database.  
Verify the information and make corrections to VFS Trace if necessary.  
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• Type the planned 
maintenance date in 
mm/dd/yy format 
or mm-dd-yyyy 
format and click 
the OK Continue
button.

Note: Use the Lead-
Time Table to 
determine the day 
items should be 
ordered.

Related Training:
Maintenance date not 

in trace
Planned maintenance 

date too early or 
too late

Placing an Order  - Scheduled Maintenance SBS –
Enter Planned Maintenance Date – Step 6

AUDIO: Type the planned maintenance date and click the OK Continue button.
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Placing an Order  - Scheduled Maintenance SBS –
Shipping-to, Deliver-to and Project Code 

Verification – Step 7

• Verify that  
Shipping To 
Location, Deliver 
To Activity, and 
Project Code
fields contain the 
correct information.

Related Training:
Change Shipping To 

Location
Change Deliver to 

Activity
Change Project Code

AUDIO: Verify the information in the Shipping To Location, Deliver To 
Activity, and Project Code fields.  
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Placing an Order  - Scheduled Maintenance SBS –
Continue Order – Step 8

• Click the OK 
Continue button 
to continue with 
the order. It may 
take a minute to 
build the BUNO’s
order 
configuration.

AUDIO: Click the OK Continue button to continue with the order. It may take a 
minute for the system to build the BUNO’s order configuration.
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Placing an Order  - Scheduled Maintenance SBS –
Recommended Items Display – Step 9

• A list of DODICs for 
the BUNO displays 
sorted by item 
expiration date.

• The Recommend / 
select Items check 
box is preselected for 
each item 
recommended for 
order.

• Select the check box 
in the Recommend / 
select Items column 
for each DODIC 
required for order.

Related Training:
Additional DODIC 

information
Items not in list

AUDIO: The Web Ordering System lists DODICs for the BUNO sorted by item 
expiration date. Items recommended for order are preselected according to current 
TRACE data. Any deviation from the recommended list must be justified before the 
order is completed. 
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Placing an Order  - Scheduled Maintenance SBS –
Ordering Set DODICs – Step 10

• Set DODICs are 
highlighted in red in 
the Lot Number
column.  Move the 
pointer over the 
words “SET 
DODIC” to list all 
members in the set.

• Select the check box 
to the left of “SET 
DODIC” to order the 
entire set.

Related Training:
Ordering Partial Sets

AUDIO: Red wording is used to indicate a set DODIC.  Select the check box to 
the left of “Set DODIC” to order the entire set.  
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Placing an Order  - Scheduled Maintenance SBS –
Process Order – Step 11

• Click the Process 
Ord button to 
process the order.

• Click the Cancel
button to abort the 
order.

AUDIO: Click the Process Order button to process the order.
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Placing an Order  - Scheduled Maintenance SBS –
Verify DODICs Ordered – Step 12

• An order verification 
screen displays.

• Verify the DODICs 
to be ordered.

• If the list is correct, 
click the OK/ 
Continue button to 
continue.

• Otherwise, click the 
Need To Edit button 
to correct the order.

AUDIO: A list of DODICs to be ordered displays.  Verify the list for accuracy 
and either click OK Continue or Need To Edit to correct. 
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Placing an Order  - Scheduled Maintenance SBS –
Provide Justification – Step 13

• Deviations from the 
recommended order 
list must be justified.

• Items ordered that 
were not in the Trace 
configuration must 
be justified.

• Type necessary 
justifications and 
click the Continue
button.

AUDIO: Provide justification for order deviations from the recommended list 
and click the Continue button.
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Placing an Order  - Scheduled Maintenance SBS –
Add Comments ? – Step 14

• A message displays 
asking if additional 
comments should be 
added to the order.

• To add comments, 
click Yes.  
Otherwise, click No.

AUDIO: If necessary, click yes to add comments to the order when prompted.



35

Documentation    |    Implementation Message |  Lead-Time Table Becoming an
Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Placing an Order  - Scheduled Maintenance SBS –
Add Comments Form – Step 15

• The Enter Additional 
Order Comments 
screen displays.  
Type a subject and 
your comments.  

• Click the Save & 
Exit button to save 
your changes.

• Click the Cancel & 
Exit button to abort 
your changes.

AUDIO: Type additional comments.  Click the Save and Exit button to save your 
comments. You can permanently document unusual facts associated with 
the order on this screen.
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Placing an Order  - Scheduled Maintenance  SBS –
Order Processing – Step 16

• The system will now 
process the order.

• You will receive an 
e-mail message with 
an attachment 
containing the order 
ID number and 
confirmation page.

AUDIO: After the system processes the order, you will receive the confirmation 
report and order ID number attached to an e-mail message.
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Placing an Order  - Scheduled Maintenance SBS –
Review Confirmation Report – Step 17

• An order 
confirmation report 
displays.

• A copy of the order 
confirmation will be 
sent in e-mail to you.

• Additional order 
status e-mail 
messages will be 
sent as the order is 
processed.

• Click the Print 
Confirmation Page
button for a printed 
record of this order.

• Click the Another 
Order button to 
process another 
order.

• Otherwise, click the 
Finished Ordering
button.

AUDIO: A confirmation report displays.  The report can be reviewed on the 
screen or printed.  Click Another Order to process another order or 
Finished Ordering to end the ordering.
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Placing an Order  - Unscheduled Maintenance - How to 
Order – Step 1

• Provide the BUNO and planned maintenance date.

• The Web Ordering System uses CAD/PAD Trace tracking data for that BUNO 
to recommend DODICs to be ordered for replacement.

AUDIO: When placing the order, the Requisitioner provides the BUNO and planned date for 
maintenance.  
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Placing an Order  - Unscheduled Maintenance SBS 
– Pick Routine Orders – Step 2

• Click the Place 
Order button.

• Click the Routine 
Orders button to 
place routine 
orders.

AUDIO: Click the Place Order button, then click the Routine Orders button.
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Placing an Order  - Unscheduled Maintenance SBS 
– Pick Unscheduled – Step 3

• Click the 
UnScheduled
button to place an 
unscheduled 
routine 
maintenance order.

AUDIO: Click the Unscheduled button to place an unscheduled routine 
maintenance order.
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Placing an Order  - Unscheduled Maintenance SBS 
– Enter BUNO – Step 4

• Type the BUNO for 
the aircraft 
requiring 
maintenance and 
click the OK 
Continue button.

AUDIO: Type the BUNO number for the aircraft requiring CADs and or PADs.
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Placing an Order  - Unscheduled Maintenance SBS 
– Verify Aircraft Info – Step 5

• Information 
regarding the 
BUNO displays.

• Verify that this is 
the aircraft on 
which maintenance 
is to be performed.

• If the displayed 
information is 
incorrect, make 
corrections in VFS 
Trace or notify 
Indian Head 
Personnel.

Related Training:
Discrepant custody
Orders already exist 

for BUNO
BUNO not in Trace

AUDIO: BUNO information displays from the CAD PAD Trace database.  
Verify the information and make corrections to VFS Trace if necessary.  
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• Type the planned 
maintenance date in 
mm/dd/yy format 
or mm-dd-yyyy 
format and click 
the OK Continue
button.

Note: Use the Lead-
Time Table to 
determine the day 
items should be 
ordered.

Related Training:
Maintenance date not 

in trace
Planned maintenance 

date too early or 
too late

Placing an Order  - Unscheduled Maintenance SBS 
–Enter Planned Maintenance Date – Step 6

AUDIO: Type the planned maintenance date and click the OK Continue button.
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Placing an Order  - Unscheduled Maintenance SBS 
– Shipping-to, Deliver-to and Project Code 

Verification – Step 7

• Verify that  
Shipping To 
Location, Deliver 
To Activity, and 
Project Code
fields contain the 
correct information.

Related Training:
Change Shipping To 

Location
Change Deliver to 

Activity
Change Project Code

AUDIO: Verify the information in the Shipping To Location, Deliver To 
Activity, and Project Code fields.  
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Placing an Order  - Unscheduled Maintenance SBS 
– Continue Order – Step 8

• Click the OK 
Continue button 
to continue with 
the order. It may 
take a minute to 
build the BUNO’s
order 
configuration.

AUDIO: Click the OK Continue button to continue with the order. It may take a 
minute for the system to build the BUNO’s order configuration.
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Placing an Order  - Unscheduled Maintenance SBS 
–DODICs Display – Step 9

• A list of DODICs for 
the BUNO displays 
sorted by item 
expiration date.

• Select the check box 
in the select Items
column for each 
DODIC required for 
order.

Related Training:
Additional DODIC 

information
Items not in list

AUDIO: The Web Ordering System lists DODICs for the BUNO sorted by item 
expiration date.  Select the check box in the Select Items column for each 
DODIC required for order.
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Placing an Order  - Unscheduled Maintenance SBS 
– Ordering Set DODICs – Step 10

• Set DODICs are 
highlighted in red in 
the Lot Number
column.  Move the 
pointer over the 
words “SET 
DODIC” to list all 
members in the set.

• Select the check box 
to the left of “SET 
DODIC” to order the 
entire set.

Related Training:
Ordering Partial Sets

AUDIO: Red wording is used to indicate a set DODIC.  Select the check box to 
the left of “Set DODIC” to order the entire set.  
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Placing an Order  - Unscheduled Maintenance SBS 
–Process Order – Step 11

• Click the Process 
Ord button to 
process the order.

• Click the Cancel
button to abort the 
order.

AUDIO: Click the Process Order button to process the order.
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Placing an Order  - Unscheduled Maintenance SBS 
–Verify DODICs Ordered – Step 12

• An order verification 
screen displays.

• Verify the DODICs 
to be ordered.

• If the list is correct, 
click the OK/ 
Continue button to 
continue.

• Otherwise, click the 
Need To Edit button 
to correct the order.

AUDIO: A list of DODICs to be ordered displays.  Verify the list for accuracy 
and either click OK Continue or Need To Edit to correct. 
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Placing an Order  - Unscheduled Maintenance SBS 
–Provide Justification – Step 13

• Justify the 
unscheduled 
maintenance.

• Items ordered that 
were not in the Trace 
configuration must 
be justified.

• Type the necessary 
justifications and 
click the Continue
button.

AUDIO: Provide justification for the unscheduled maintenance and click the 
Continue button.
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Placing an Order  - Unscheduled Maintenance SBS 
–Add Comments ? – Step 14

• A message displays 
asking if additional 
comments should be 
added to the order.

• To add comments, 
click Yes.  
Otherwise, click No.

AUDIO: If necessary, click yes to add comments to the order when prompted.
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Placing an Order  - Unscheduled Maintenance SBS 
–Add Comments Form – Step 15

• The Enter Additional 
Order Comments 
screen displays.  
Type a subject and 
your comments.  

• Click the Save & 
Exit button to save 
your changes.

• Click the Cancel & 
Exit button to abort 
your changes.

AUDIO: Type additional comments.  Click the Save and Exit button to save your 
comments. You can permanently document unusual facts associated with 
the order on this screen.
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Placing an Order  - Unscheduled Maintenance  SBS 
– Order Processing – Step 16

• The system will now 
process the order.

• You will receive an 
e-mail message with 
an attachment 
containing the order 
ID number and 
confirmation page.

AUDIO: After the system processes the order, you will receive the confirmation 
report and order ID number attached to an e-mail message.
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Placing an Order  - Unscheduled Maintenance SBS 
–Review Confirmation Report – Step 17

• An order 
confirmation report 
displays.

• A copy of the order 
confirmation will be 
sent in e-mail to you.

• Additional order 
status e-mail 
messages will be 
sent as the order is 
processed.

• Click the Print 
Confirmation Page
button for a printed 
record of this order.

• Click the Another 
Order button to 
process another 
order.

• Otherwise, click the 
Finished Ordering
button.

AUDIO: A confirmation report displays.  The report can be reviewed on the 
screen or printed.  Click Another Order to process another order or 
Finished Ordering to end the ordering.
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Placing an Order  - Targets - How to Order – Step 1

• Target CADs shall be ordered when down to a 30-day supply.  The orders 
should be placed to meet the subsequent 90-day requirement.

• Provide the RDD, the number of assets on hand as of the RDD, and the 90-day 
requirement.

• Order CAD/PADs for full-scale targets, such as the QF-4N, in accordance with 
the procedures for Routine Scheduled Maintenance.

AUDIO: When placing the order, the Requisitioner provides the RDD, the number of assets on 
hand as of the RDD, and the 90-day requirement. CAD and or PADs for full-scale 
targets, such as the QF-4N, shall be ordered in accordance with the procedures for 
Routine Scheduled Maintenance.
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Placing an Order  - Targets SBS – Pick Routine 
Orders – Step 2

• Click the Place 
Order button.

• Click the Routine 
Orders button to 
place routine 
orders.

AUDIO: Click the Place Order button, then click the Routine Orders button.
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Placing an Order  - Targets SBS – Pick Target –
Step 3

• Click the 
Target button 
to place a target 
CAD order.

AUDIO: Click the Target button.
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Placing an Order  - Targets SBS – Enter the Need 
by Date – Step 4

• Enter the Need By 
Date in mm/dd/yy 
or mm-dd-yyyy 
format.

• Click the OK 
Continue button to 
continue with the 
order.

AUDIO: Enter the need by date and press the OK Continue button.
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Placing an Order  - Targets SBS – Shipping-to, 
Deliver-to and Project Code Verification – Step 5

• Verify that  
Shipping To 
Location, Deliver 
To Activity, and 
Project Code
fields contain the 
correct information.

Related Training:
Change Shipping To 

Location
Change Deliver to 

Activity
Change Project Code

AUDIO: Verify the information in the Shipping To Location, Deliver To 
Activity, and Project Code fields.  
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Placing an Order  - Targets SBS – Continue Order 
– Step 6

• Click the OK 
Continue button 
to continue with 
the order. It may 
take a minute to 
build the BUNO’s
order 
configuration.

AUDIO: Click the OK Continue button to continue with the order. It may take a 
minute for the system to build the BUNO’s order configuration.
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Placing an Order  - Targets SBS – List of Target 
Items displays – Step 7

• A list of target 
CAD/PADs displays.

AUDIO: A list of Target CADs and PADs displays.
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Placing an Order  - Targets SBS – Enter 90 Day 
Order Requirements – Step 8

• Enter the Quantity 
On Hand and the 
90 Day 
Requirement
quantities.

• The system will 
calculate the 
quantity of items to 
order.

Related Training:
Items not in list

AUDIO: Enter the quantity on hand and the quantity needed to meet the 
subsequent 90-day requirements.
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Placing an Order  - Targets SBS –Process Order –
Step 9

• Click the Process 
Ord button to 
process the order.

• Click the Cancel
button to abort the 
order.

AUDIO: Click the Process Order button to process the order.
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Placing an Order  - Targets SBS –Verify DODICs 
Ordered – Step 10

• An order verification 
screen displays.

• Verify the DODICs 
to be ordered.

• If the list is correct, 
click the OK/ 
Continue button to 
continue.

• Otherwise, click the 
Need To Edit button 
to correct the order.

AUDIO: A list of DODICs to be ordered displays.  Verify the list for accuracy 
and either click OK Continue or Need To Edit to correct. 
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Placing an Order  - Targets SBS –Provide 
Justification – Step 11

• Items ordered that 
were not in the Trace 
configuration must 
be justified.

• Type necessary 
justifications and 
click the Continue
button.

AUDIO: Provide justification for items ordered that are not in the Trace 
configuration.
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Placing an Order  - Targets SBS –Add Comments 
? – Step 12

• A message displays 
asking if additional 
comments should be 
added to the order.

• To add comments, 
click Yes.  
Otherwise, click No.

AUDIO: If necessary, click yes to add comments to the order when prompted.
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Placing an Order  - Targets SBS –Add Comments 
Form – Step 13

• The Enter Additional 
Order Comments 
screen displays.  
Type a subject and 
your comments.  

• Click the Save & 
Exit button to save 
your changes.

• Click the Cancel & 
Exit button to abort 
your changes.

AUDIO: Type additional comments.  Click the Save and Exit button to save your 
comments. You can permanently document unusual facts associated with 
the order on this screen.
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Placing an Order  - Targets SBS – Order 
Processing – Step 14

• The system will now 
process the order.

• You will receive an 
e-mail message with 
an attachment 
containing the order 
ID number and 
confirmation page.

AUDIO: After the system processes the order, you will receive the confirmation 
report and order ID number attached to an e-mail message.
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Placing an Order  - Targets SBS –Review 
Confirmation Report – Step 15

• An order 
confirmation report 
displays.

• A copy of the order 
confirmation will be 
sent in e-mail to you.

• Additional order 
status e-mail 
messages will be 
sent as the order is 
processed.

• Click the Print 
Confirmation Page
button for a printed 
record of this order.

• Click the Another 
Order button to 
process another 
order.

• Otherwise, click the 
Finished Ordering
button.

AUDIO: A confirmation report displays.  The report can be reviewed on the 
screen or printed.  Click Another Order to process another order or 
Finished Ordering to end the ordering.
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Placing an Order  - Survival/Test CADs - How to 
Order – Step 1

• Survival/Test CADs shall be ordered when down to a 30-day supply.  The orders 
should be placed to meet the subsequent 90-day requirement.

• Provide the RDD, the number of assets on hand as of the RDD, and the 90-day 
requirement.

AUDIO: When placing the order, the Requisitioner provides the RDD, the number of assets on 
hand as of the RDD, and the 90-day requirement.   
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Placing an Order  - Survival/Test CADs SBS – Pick 
Routine Orders – Step 2

• Click the Place 
Order button.

• Click the Routine 
Orders button to 
place routine 
orders.

AUDIO: Click the Place Order button, then click the routine orders button.



72

Documentation    |    Implementation Message |  Lead-Time Table Becoming an
Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Placing an Order  - Survival/Test CADs SBS – Pick 
Survival/Test – Step 3

• Click the 
Survival/Test 
button to place 
a survival CAD 
or test item 
order.

AUDIO: Click the Survival Test button to order survival CADs or test items.
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Placing an Order  - Survival/Test CADs SBS –
Enter the Need by Date – Step 4

• Enter the Need By 
Date in mm/dd/yy 
or mm-dd-yyyy 
format.

• Click the OK 
Continue button to 
continue with the 
order.

AUDIO: Enter the need by date and press the OK Continue button.
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Placing an Order  - Survival/Test CADs SBS –
Shipping-to, Deliver-to and Project Code 

Verification – Step 5

• Verify that  
Shipping To 
Location, Deliver 
To Activity, and 
Project Code
fields contain the 
correct information.

Related Training:
Change Shipping To 

Location
Change Deliver to 

Activity
Change Project Code

AUDIO: Verify the information in the Shipping To Location, Deliver To 
Activity, and Project Code fields.  
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Placing an Order  - Survival/Test CADs SBS –
Continue Order – Step 6

• Click the OK 
Continue button 
to continue with 
the order. It may 
take a minute to 
build the BUNO’s
order 
configuration.

AUDIO: Click the OK Continue button to continue with the order. It may take a 
minute for the system to build the BUNO’s order configuration.
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Placing an Order  - Survival/Test CADs SBS – List 
of Survival Items displays – Step 7

• A list of survival 
CADs displays.

• Test items are not 
included on the list 
and must be added 
using the Items Not 
In List button.

AUDIO: A list of survival CADs displays.  Test items do not display and must 
be added.
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Placing an Order  - Survival/Test CADs SBS –
Enter 90 Day Order Requirements – Step 8

• Enter the Quantity 
On Hand and the 
90 Day 
Requirement
quantities.

• The system will 
calculate the 
quantity of items to 
order.

Related Training:
Items not in list

AUDIO: Enter the quantity on hand and the quantity needed to meet the 
subsequent 90-day requirements.
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Placing an Order  - Survival/Test CADs SBS –
Process Order – Step 9

• Click the Process 
Ord button to 
process the order.

• Click the Cancel
button to abort the 
order.

AUDIO: Click the Process Order button to process the order.
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Placing an Order  - Survival/Test CADs SBS –
Verify DODICs Ordered – Step 10

• An order verification 
screen displays.

• Verify the DODICs 
to be ordered.

• If the list is correct, 
click the OK/ 
Continue button to 
continue.

• Otherwise, click the 
Need To Edit button 
to correct the order.

AUDIO: A list of DODICs to be ordered displays.  Verify the list for accuracy 
and either click OK Continue or Need To Edit to correct. 
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Placing an Order  - Survival/Test CADs SBS –
Provide Justification – Step 11

• Items ordered that 
were not in the Trace 
configuration must 
be justified.

• Type necessary 
justifications and 
click the Continue
button.

AUDIO: Provide justification for items ordered that are not in the Trace 
configuration.
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Placing an Order  - Survival/Test CADs SBS –Add 
Comments ? – Step 12

• A message displays 
asking if additional 
comments should be 
added to the order.

• To add comments, 
click Yes.  
Otherwise, click No.

AUDIO: If necessary, click yes to add comments to the order when prompted.
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Placing an Order  - Survival/Test CADs SBS –Add 
Comments Form – Step 13

• The Enter Additional 
Order Comments 
screen displays.  
Type a subject and 
your comments.  

• Click the Save & 
Exit button to save 
your changes.

• Click the Cancel & 
Exit button to abort 
your changes.

AUDIO: Type additional comments.  Click the Save and Exit button to save your 
comments. You can permanently document unusual facts associated with 
the order on this screen.



83

Documentation    |    Implementation Message |  Lead-Time Table Becoming an
Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Placing an Order  - Survival/Test CADs  SBS –
Order Processing – Step 14

• The system will now 
process the order.

• You will receive an 
e-mail message with 
an attachment 
containing the order 
ID number and 
confirmation page.

AUDIO: After the system processes the order, you will receive the confirmation 
report and order ID number attached to an e-mail message.
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Placing an Order  - Survival/Test CADs SBS –
Review Confirmation Report – Step 15

• An order 
confirmation report 
displays.

• A copy of the order 
confirmation will be 
sent in e-mail to you.

• Additional order 
status e-mail 
messages will be 
sent as the order is 
processed.

• Click the Print 
Confirmation Page
button for a printed 
record of this order.

• Click the Another 
Order button to 
process another 
order.

• Otherwise, click the 
Finished Ordering
button.

AUDIO: A confirmation report displays.  The report can be reviewed on the 
screen or printed.  Click Another Order to process another order or 
Finished Ordering to end the ordering.
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Placing an Order  - Depot Maintenance - How to Order 
– Step 1

• Provide the BUNO and planned maintenance date. 

• The Web Ordering System uses CAD/PAD Trace tracking data for the BUNO to 
provide a DODIC list.

• Items may be selected for order from the list.

• If the BUNO is not found in the CAD/PAD Trace database, the order will have 
to be done manually with the Requisitioner providing the DODIC information.

AUDIO: When placing the order, the Requisitioner provides the BUNO and planned date for 
maintenance.  The Web Ordering System (whether accessed directly via VFS or used by 
the Order Processor during a phone, fax, or e-mail order) uses the CAD PAD tracking 
data for the BUNO to list installed DODICs. 
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Placing an Order  - Depot Maintenance SBS – Pick 
Routine Orders – Step 2

• Click the Place 
Order button.

• Click the Routine 
Orders button to 
place routine 
orders.

AUDIO: Click the Place Order button, then click the Routine Orders button.
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Placing an Order  - Depot Maintenance SBS – Pick 
Depot Maint – Step 3

• Click the Depot 
Maint button to 
order for depot 
maintenance.

AUDIO: Click the Depot Maint button.
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Placing an Order  - Depot Maintenance SBS –
Enter BUNO – Step 4

• Type the BUNO for 
the aircraft 
requiring 
maintenance and 
click the OK 
Continue button.

AUDIO: Type the BUNO number for the aircraft requiring CADs and or PADs.
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Placing an Order  - Depot Maintenance SBS –
Verify Aircraft Info – Step 5

• Information 
regarding the 
BUNO displays.

• Verify that this is 
the aircraft on 
which maintenance 
is to be performed.

• If the displayed 
information is 
incorrect, make 
corrections in VFS 
Trace or notify 
Indian Head 
Personnel.

Related Training:
Discrepant custody
Orders already exist 

for BUNO
BUNO not in Trace

AUDIO: BUNO information displays from the CAD PAD Trace database.  
Verify the information and make corrections to VFS Trace if necessary.  
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• Type the planned 
maintenance date in 
mm/dd/yy format 
or mm-dd-yyyy 
format and click 
the OK Continue
button.

Note: Use the Lead-
Time Table to 
determine the day 
items should be 
ordered.

Related Training:
Maintenance date not 

in trace
Planned maintenance 

date too early or 
too late

Placing an Order  - Depot Maintenance SBS –
Enter Planned Maintenance Date – Step 6

AUDIO: Type the planned maintenance date and click the OK Continue button.
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Placing an Order  - Depot Maintenance SBS –
Shipping-to, Deliver-to and Project Code 

Verification – Step 7

• Verify that  
Shipping To 
Location, Deliver 
To Activity, and 
Project Code
fields contain the 
correct information.

Related Training:
Change Shipping To 

Location
Change Deliver to 

Activity
Change Project Code

AUDIO: Verify the information in the Shipping To Location, Deliver To 
Activity, and Project Code fields.  
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Placing an Order  - Depot Maintenance SBS –
Continue Order – Step 8

• Click the OK 
Continue button 
to continue with 
the order. It may 
take a minute to 
build the BUNO’s
order 
configuration.

AUDIO: Click the OK Continue button to continue with the order. It may take a 
minute for the system to build the BUNO’s order configuration.
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Placing an Order  - Depot Maintenance SBS –
DODICs Display – Step 9

• A list of DODICs for 
the BUNO displays 
sorted alphabetically.

• Select the check box 
in the select Items
column for each 
DODIC required for 
order.

Related Training:
Additional DODIC 

information
Items not in list

AUDIO: The Web Ordering System lists DODICs for the BUNO sorted 
alphabetically.  Select the check box in the select Items column for each 
DODIC required for order.
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Placing an Order  - Depot Maintenance SBS –
Ordering Set DODICs – Step 10

• Set DODICs are 
highlighted in red in 
the Lot Number
column.  Move the 
pointer over the 
words “SET 
DODIC” to list all 
members in the set.

• Select the check box 
to the left of “SET 
DODIC” to order the 
entire set.

Related Training:
Ordering Partial Sets

AUDIO: Red wording is used to indicate a set DODIC.  Select the check box to 
the left of “Set DODIC” to order the entire set.  
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Placing an Order  - Depot Maintenance SBS –
Process Order – Step 11

• Click the Process 
Ord button to 
process the order.

• Click the Cancel
button to abort the 
order.

AUDIO: Click the Process Order button to process the order.
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Placing an Order  - Depot Maintenance SBS –
Verify DODICs Ordered – Step 12

• An order verification 
screen displays.

• Verify the DODICs 
to be ordered.

• If the list is correct, 
click the OK/ 
Continue button to 
continue.

• Otherwise, click the 
Need To Edit button 
to correct the order.

AUDIO: A list of DODICs to be ordered displays.  Verify the list for accuracy 
and either click OK Continue or Need To Edit to correct. 
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Placing an Order  - Depot Maintenance SBS –
Provide Justification – Step 13

• Items ordered that were not 
in the Trace configuration 
must be justified.

• Type necessary justifications 
and click the Continue 
button.

AUDIO: Provide necessary justifications, then click the Continue button.
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Placing an Order  - Depot Maintenance SBS –Add 
Comments ? – Step 14

• A message displays 
asking if additional 
comments should be 
added to the order.

• To add comments, 
click Yes.  
Otherwise, click No.

AUDIO: If necessary, click yes to add comments to the order when prompted.
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Placing an Order  - Depot Maintenance SBS –Add 
Comments Form – Step 15

• The Enter Additional 
Order Comments 
screen displays.  
Type a subject and 
your comments.  

• Click the Save & 
Exit button to save 
your changes.

• Click the Cancel & 
Exit button to abort 
your changes.

AUDIO: Type additional comments.  Click the Save and Exit button to save your 
comments. You can permanently document unusual facts associated with 
the order on this screen.
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Placing an Order  - Depot Maintenance  SBS –
Order Processing – Step 16

• The system will now 
process the order.

• You will receive an 
e-mail message with 
an attachment 
containing the order 
ID number and 
confirmation page.

AUDIO: After the system processes the order, you will receive the confirmation 
report and order ID number attached to an e-mail message.
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Placing an Order  - Depot Maintenance SBS –
Review Confirmation Report – Step 17

• An order 
confirmation report 
displays.

• A copy of the order 
confirmation will be 
sent in e-mail to you.

• Additional order 
status e-mail 
messages will be 
sent as the order is 
processed.

• Click the Print 
Confirmation Page
button for a printed 
record of this order.

• Click the Another 
Order button to 
process another 
order.

• Otherwise, click the 
Finished Ordering
button.

AUDIO: A confirmation report displays.  The report can be reviewed on the 
screen or printed.  Click Another Order to process another order or 
Finished Ordering to end the ordering.



102

Documentation    |    Implementation Message |  Lead-Time Table Becoming an
Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Placing an Order  - Emergency Order - How to Order –
Step 1

• Provide the BUNO.

• The Requisitioner must provide justification for placing an emergency order.

• The availability of items must be verified with the local Ordnance/Weapons 
Department.

AUDIO: When placing the order, the Requisitioner provides the BUNO and justification for 
the emergency order.



103

Documentation    |    Implementation Message |  Lead-Time Table Becoming an
Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Placing an Order  - Emergency Order SBS – Pick 
EM Orders – Step 2

• Click the EM 
Orders button to 
place emergency 
orders.

AUDIO: Click the EM Orders button.
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Placing an Order  - Emergency Order SBS –
Check with Ordnance/Weapons Dept. – Step 3

• A message displays 
prompting the 
Requisitioner to 
confirm the items 
are in stock with 
the 
Ordnance/Weapons 
Department.

• Click the Yes 
button if the 
Requisitioner has 
checked with the 
Ordnance/Weapons 
Department.

• Click the No button 
if the Requisitioner 
has not checked 
with the 
Ordnance/Weapons 
Department.  This 
will cancel the 
order.

AUDIO: The Requisitioner must ensure replacement items are in stock with the 
local Ordnance Weapons Department.  Click the Yes button if this has been 
done.  Clicking the No button will cancel the order.
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Placing an Order  - Emergency Order SBS – Item 
Availability from Ordnance/Weapons Dept. – Step 

4
• A message displays 

asking if the items 
are available from 
the 
Ordnance/Weapons 
Department.

• Click the Yes
button if the items 
are available.

• Click the No button 
if the items are not 
available.

AUDIO: Click the Yes button if the items are available from the Ordnance 
Weapons Department.  If items are not available, click the No button.
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Placing an Order  - Emergency Order SBS – Enter 
BUNO – Step 5

• Type the BUNO for 
the aircraft 
requiring 
maintenance and 
click the OK 
Continue button.

AUDIO: Type the BUNO number for the aircraft requiring CADs and or PADs.
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Placing an Order  - Emergency Order SBS –
Verify Aircraft Info – Step 6

• Information 
regarding the 
BUNO displays.

• Verify that this is 
the aircraft on 
which maintenance 
is to be performed.

• If the displayed 
information is 
incorrect, make 
corrections in VFS 
Trace or notify 
Indian Head 
Personnel.

Related Training:
Discrepant custody
Orders already exist 

for BUNO
BUNO not in Trace

AUDIO: BUNO information displays from the CAD PAD Trace database.  
Verify the information and make corrections to VFS Trace if necessary.  
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Placing an Order  - Emergency Order SBS –
Shipping and Delivery Information – Item 

Available at Ordnance/Weapons Dept. – Step 7

• If the asset is 
available, delivery 
will be coordinated 
with the 
Ordnance/Weapons 
Department.

• Click the Change 
Received Asset 
From Activity
button, to change the 
Received Asset 
From: field.

AUDIO: Verify the information in the Received Asset From field. If the asset 
was received from another location, click the Change Received Asset From 
Activity button.  When the asset is received from the local Ordnance 
Weapons Department, the replenishment stock will be sent directly there as 
a routine order.
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Placing an Order  - Emergency Order SBS –
Shipping-to, Deliver-to and Project Code 

Verification – Step 8

• Verify that  
Shipping To 
Location, Deliver 
To Activity, and 
Project Code
fields contain the 
correct information.

Related Training:
Change Shipping To 

Location
Change Deliver to 

Activity
Change Project Code

AUDIO: Verify the information in the Shipping To Location, Deliver To 
Activity, and Project Code fields.  
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Placing an Order  - Emergency Order SBS –
Continue Order – Step 9

• Click the OK 
Continue button 
to continue with 
the order. It may 
take a minute to 
build the BUNO’s
order 
configuration.

AUDIO: Click the OK Continue button to continue with the order. It may take a 
minute for the system to build the BUNO’s order configuration.
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Placing an Order  - Emergency Order SBS –
DODICs Display – Step 10

• A list of DODICs 
displays sorted 
alphabetically.

• Select the check box 
in the select Items
column for each 
DODIC required for 
order. 

Related Training:
Additional DODIC 

information
Items not in list

AUDIO: The Web Ordering System lists DODICs for the BUNO sorted 
alphabetically.  Select the check box in the select Items column for each 
DODIC required for order.
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Placing an Order  - Emergency Order SBS –
Ordering Set DODICs – Step 11

• Set DODICs are 
highlighted in red in 
the Lot Number
column.  Move the 
pointer over the 
words “SET 
DODIC” to list all 
members in the set.

• Select the check box 
to the left of “SET 
DODIC” to order the 
entire set.

Related Training:
Ordering Partial Sets

AUDIO: Red wording is used to indicate a set DODIC.  Select the check box to 
the left of “Set DODIC” to order the entire set.  
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Placing an Order  - Emergency Order SBS –
Process Order – Step 12

• Click the Process 
Ord button to 
process the order.

• Click the Cancel
button to abort the 
order.

AUDIO: Click the Process Order button to process the order.
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Placing an Order  - Emergency Order SBS –Verify 
DODICs Ordered – Step 13

• An order verification 
screen displays.

• Verify the DODICs 
to be ordered.

• If the list is correct, 
click the OK/ 
Continue button to 
continue.

• Otherwise, click the 
Need To Edit button 
to correct the order.

AUDIO: A list of DODICs to be ordered displays.  Verify the list for accuracy 
and either click OK Continue or Need To Edit to correct. 
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Placing an Order  - Emergency Order SBS –
Provide Justification – Step 14

• Justify the 
emergency order.

• Items ordered that 
were not in the Trace 
configuration must 
be justified.

• Type necessary 
justifications and 
click the Continue
button.

NOTE:  A CODR 
MUST be submitted 
to Indian Head when 
an Emergency Order 
is made. 

AUDIO: Provide justification for the emergency order then click the Continue 
button.  A CODR must be submitted to Indian Head.
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Placing an Order  - Emergency Order SBS –Add 
Comments ? – Step 15

• A message displays 
asking if additional 
comments should be 
added to the order.

• To add comments, 
click Yes.  
Otherwise, click No.

AUDIO: If necessary, click yes to add comments to the order when prompted.
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Placing an Order  - Emergency Order SBS –Add 
Comments Form – Step 16

• The Enter Additional 
Order Comments 
screen displays.  
Type a subject and 
your comments.  

• Click the Save & 
Exit button to save 
your changes.

• Click the Cancel & 
Exit button to abort 
your changes.

AUDIO: Type additional comments.  Click the Save and Exit button to save your 
comments. You can permanently document unusual facts associated with 
the order on this screen.
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Placing an Order  - Emergency Order  SBS –
Order Processing – Step 17

• The system will now 
process the order.

• You will receive an 
e-mail message with 
an attachment 
containing the order 
ID number and 
confirmation page.

AUDIO: After the system processes the order, you will receive the confirmation 
report and order ID number attached to an e-mail message.
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Placing an Order  - Emergency Order SBS –
Review Confirmation Report – Step 18

• An order 
confirmation report 
displays.

• A copy of the order 
confirmation will be 
sent in e-mail to you.

• Additional order 
status e-mail 
messages will be 
sent as the order is 
processed.

• Click the Print 
Confirmation Page
button for a printed 
record of this order.

• Click the Another 
Order button to 
process another 
order.

• Otherwise, click the 
Finished Ordering
button.

AUDIO: A confirmation report displays.  The report can be reviewed on the 
screen or printed.  Click Another Order to process another order or 
Finished Ordering to end the ordering.
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Placing an Order  - Emergency Stock - How to Order –
Step 1

• Provide the following:

•Activity (ship or air station).

•Squadron(s)/aircraft type(s) for the activity.

•RDD.

•Number of assets on hand as of the RDD.

AUDIO: The Requisitioner provides squadrons air craft types for the activity when creating 
and ordering an emergency stock list.  The Requisitioner must also provide the RDD and 
the number of assets on hand as of the RDD. 
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Placing an Order  - Emergency Stock SBS – Pick 
Deployment – Step 2

• Click the 
Deployment button 
to place 
deployment orders.

AUDIO: Click the Deployment button to order CADs and PADs for emergency 
stock.
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Placing an Order – Emergency Stock SBS – Pick 
Emergency Stock List – Step 3

• Click the Emerg
Stk List button to 
place an order.

AUDIO: Click the Emergency Stock List button.
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Placing an Order  - Emergency Stock SBS –
Building or Modifying an Emergency Stock List –

Step 4
• To create or modify 

an Emergency 
Stock List, select 
an activity from the 
drop-down menu in 
the Build/Modify 
An Emergency 
Stock List section. 

• If your activity is 
not in the list, 
contact the 
CAD/PAD 
Department for 
access.

• Click the Build 
Continue button to 
display the 
emergency stock 
list.

AUDIO: Select an emergency stock list to build or modify from the drop-down 
menu under the Build Modify An Emergency Stock List category. Click 
the Build Continue button to continue with the order.
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• When adding a 
squadron/aircraft 
type, each one must 
be added 
individually using 
the following two 
steps.

1. Select the 
squadron/aircraft 
type to be added 
from the drop-
down menu.

2. Click the Add 
This Squadron
button.

Related Training:
Adding 

squadron/aircraft 
type not in list

Removing a 
squadron/aircraft 
type

Placing an Order  - Emergency Stock SBS –
Adding Squadron/Aircraft Type – Step 5

AUDIO: If a squadron aircraft type is not listed, add it by selecting the squadron 
aircraft type from the drop-down menu and clicking the Add This Squadron 
button.  Each squadron aircraft type is added individually.
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Placing an Order  - Emergency Stock SBS –
Building a Tailored Emergency Stock List – Step 6

• Click the Build 
Tailored Emerg
Stk List button.

Related Training:
Removing DODICs 

from the 
emergency stock 
list

AUDIO: Click the Build Tailored Emergency Stock List button.
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Placing an Order  - Emergency Stock SBS –
Saving a Tailored Emergency Stock List – Step 7

• After modifications to 
a load plan are 
complete, click the 
Save Tailored 
Emerg Stk List
button.

• A message displays 
requesting 
verification.

• Click the Yes button 
to save the modified 
emergency stock list.

• Click the No button to 
cancel the save.

AUDIO: Click the Save Tailored Emergency Stock List button after all modifications are 
completed.  A message displays requesting verification.  Click the Yes button to 
continue saving the new tailored emergency stock list.  Click the No button to 
cancel the save.
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Placing an Order  - Emergency Stock SBS –
Display Emergency Stock List/Place an Order –

Step 8

• Select an activity 
under the Display 
Emergency Stock 
List/Place An 
Order category.

• Click the Order 
Continue button to 
continue with the 
order.

AUDIO: Use the drop-down menu in the Display Emergency Stock List Place 
An Order category to select an emergency stock list to order.  Click the 
Order Continue button to continue with the order.
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Placing an Order  - Emergency Stock SBS – Enter 
the Need by Date – Step 9

• Enter the Need By 
Date in mm/dd/yy 
or mm-dd-yyyy 
format.

• Click the OK 
Continue button to 
continue with the 
order.

AUDIO: Enter the need by date and press the OK Continue button.
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Placing an Order  - Emergency Stock SBS –
Shipping-to, Deliver-to and Project Code 

Verification – Step 10

• Verify that  
Shipping To 
Location, Deliver 
To Activity, and 
Project Code
fields contain the 
correct information.

Related Training:
Change Shipping To 

Location
Change Deliver to 

Activity
Change Project Code

AUDIO: Verify the information in the Shipping To Location, Deliver To 
Activity, and Project Code fields.  
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Placing an Order  - Emergency Stock SBS –
Continue Order – Step 11

• Click the OK 
Continue button 
to continue with 
the order. It may 
take a minute to 
build the BUNO’s
order 
configuration.

AUDIO: Click the OK Continue button to continue with the order. It may take a 
minute for the system to build the BUNO’s order configuration.
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• A list of 
squadron/aircraft 
types used in creating 
the emergency stock 
list displays.

• Next on the page, the 
existing tailored 
emergency stock list 
for the activity 
displays.

• By default, the On 
Hand Quantity
column contains 
amounts that match 
the emergency stock 
quantity.

Placing an Order  - Emergency Stock SBS –
Existing Tailored Emergency Stock List Displayed 

– Step 12

AUDIO:  The system displays a list of squadron aircraft types used to create the 
emergency stock list.
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Placing an Order  - Emergency Stock SBS –
Changing On Hand Quantity – Step 13

• Modify the On 
Hand Quantity
column with the 
amount of each 
DODIC currently on 
hand by replacing 
the current quantities 
listed.

• To set all numbers in 
the On Hand 
Quantity column to 
0, click the Set OH
Qty To 0s button.

Related Training:
Items not in list

AUDIO: Click the Set OH Qty To Zeros button to reset the numbers in the on 
hand quantity column to zero. Update the On Hand Quantity fields to show 
the current quantities on hand.

WODepResLP-Step25.gif
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Placing an Order  - Emergency Stock SBS – Order 
Quantity – Step 14

• The system will 
automatically 
generate the order 
quantity based on 
emergency stock list 
requirements and the 
amount entered in 
the On Hand 
Quantity column.

AUDIO: The system will generate the quantities to be ordered based on the 
emergency stock list requirements and the quantities on hand.
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Placing an Order  - Emergency Stock –Process 
Order – Step 15

• Click the Process 
Ord button to 
process the order.

• Click the Cancel
button to abort the 
order.

AUDIO: Click the Process Order button to process the order.
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Placing an Order  - Emergency Stock SBS –Verify 
DODICs Ordered – Step 16

• An order verification 
screen displays.

• Verify the DODICs 
to be ordered.

• If the list is correct, 
click the OK/ 
Continue button to 
continue.

• Otherwise, click the 
Need To Edit button 
to correct the order.

AUDIO: A list of DODICs to be ordered displays.  Verify the list for accuracy 
and either click OK Continue or Need To Edit to correct. 
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Placing an Order  - Emergency Stock SBS –
Provide Justification – Step 17

• Items ordered that 
were not in the Trace 
configuration must 
be justified.

• Type necessary 
justifications and 
click the Continue
button.

AUDIO: Provide justification for items ordered that are not in the Trace 
configuration.
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Placing an Order  - Emergency Stock SBS –Add 
Comments ? – Step 18

• A message displays 
asking if additional 
comments should be 
added to the order.

• To add comments, 
click Yes.  
Otherwise, click No.

AUDIO: If necessary, click yes to add comments to the order when prompted.
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Placing an Order  - Emergency Stock SBS –Add 
Comments Form – Step 19

• The Enter Additional 
Order Comments 
screen displays.  
Type a subject and 
your comments.  

• Click the Save & 
Exit button to save 
your changes.

• Click the Cancel & 
Exit button to abort 
your changes.

AUDIO: Type additional comments.  Click the Save and Exit button to save your 
comments. You can permanently document unusual facts associated with 
the order on this screen.
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Placing an Order  - Emergency Stock  SBS – Order 
Processing – Step 20

• The system will now 
process the order.

• You will receive an 
e-mail message with 
an attachment 
containing the order 
ID number and 
confirmation page.

AUDIO: After the system processes the order, you will receive the confirmation 
report and order ID number attached to an e-mail message.



140

Documentation    |    Implementation Message |  Lead-Time Table Becoming an
Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Placing an Order  - Emergency Stock SBS –Review 
Confirmation Report – Step 21

• An order 
confirmation report 
displays.

• A copy of the order 
confirmation will be 
sent in e-mail to you.

• Additional order 
status e-mail 
messages will be 
sent as the order is 
processed.

• Click the Print 
Confirmation Page
button for a printed 
record of this order.

• Click the Place 
Order button to 
process a different 
order.

AUDIO: A confirmation report displays.  The report can be reviewed on the 
screen or printed.
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Placing an Order  - Scheduled Ship Board Maint. -
How to Order – Step 1

• Provide the BUNO and planned maintenance date.

• The Order Processing System uses CAD/PAD tracking data for that BUNO to 
recommend DODICs to be ordered for replacement.

• Items due to expire prior to the next scheduled maintenance date (or 365-day 
period) will be recommended for order. 

• Deviation from recommended items will require the Requisitioner to provide an 
explanation.

AUDIO: When placing the order, the Requisitioner provides the BUNO and planned date for 
maintenance.  The Order Processing System (whether accessed directly via VFS or used 
by the Order Processor during a phone, fax or e-mail order) uses the CAD PAD tracking 
data for that BUNO to recommend DODICs to be ordered for replacement.  Items due to 
expire prior to the next scheduled maintenance date will be recommended for order.  Any 
deviation from this list will require an explanation.   



142

Documentation    |    Implementation Message |  Lead-Time Table Becoming an
Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Placing an Order  - Scheduled Ship Board Maint. 
SBS – Pick  Deployment – Step 2

• Click the 
Deployment button 
to place  
deployment orders.

AUDIO: Click the deployment button to order CADs and PADs.
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Placing an Order – Scheduled Ship Board Maint. 
SBS – Pick Scheduled Ship Board Maint – Step 3

• Click the Ship 
Board Maint
button to place a 
shipboard 
maintenance order.

• Click the 
Scheduled button 
to place a 
scheduled 
shipboard 
maintenance order.

AUDIO: Click the Ship Board Maintenance button, then click the scheduled 
button.
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Placing an Order  - Scheduled Ship Board Maint. 
SBS – Enter BUNO – Step 4

• Type the BUNO for 
the aircraft 
requiring 
maintenance and 
click the OK 
Continue button.

AUDIO: Type the BUNO number for the aircraft requiring CADs and or PADs.
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Placing an Order  - Scheduled Ship Board Maint. 
SBS – Verify Aircraft Info – Step 5

• Information 
regarding the 
BUNO displays.

• Verify that this is 
the aircraft on 
which maintenance 
is to be performed.

• If the displayed 
information is 
incorrect, make 
corrections in VFS 
Trace or notify 
Indian Head 
Personnel.

Related Training:
Discrepant custody
Orders already exist 

for BUNO
BUNO not in Trace

AUDIO: BUNO information displays from the CAD PAD Trace database.  
Verify the information and make corrections to VFS Trace if necessary.  



146

Documentation    |    Implementation Message |  Lead-Time Table Becoming an
Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

• Type the planned 
maintenance date in 
mm/dd/yy format 
or mm-dd-yyyy 
format and click 
the OK Continue
button.

Note: Use the Lead-
Time Table to 
determine the day 
items should be 
ordered.

Related Training:
Maintenance date not 

in trace
Planned maintenance 

date too early or 
too late

Placing an Order  - Scheduled Ship Board Maint. 
SBS –Enter Planned Maintenance Date – Step 6

AUDIO: Type the planned maintenance date and click the OK Continue button.
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Placing an Order  - Scheduled Ship Board Maint. 
SBS – Shipping-to, Deliver-to and Project Code 

Verification – Step 7

• Verify that  
Shipping To 
Location, Deliver 
To Activity, and 
Project Code
fields contain the 
correct information.

Related Training:
Change Shipping To 

Location
Change Deliver to 

Activity
Change Project Code

AUDIO: Verify the information in the Shipping To Location, Deliver To 
Activity, and Project Code fields.  
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Placing an Order  - Scheduled Ship Board Maint. 
SBS – Continue Order – Step 8

• Click the OK 
Continue button 
to continue with 
the order. It may 
take a minute to 
build the BUNO’s
order 
configuration.

AUDIO: Click the OK Continue button to continue with the order. It may take a 
minute for the system to build the BUNO’s order configuration.
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Placing an Order  - Scheduled Ship Board Maint. 
SBS – Recommended Items Display – Step 9

• A list of DODICs for 
the BUNO displays 
sorted by item 
expiration date.

• The Recommend / 
select Items check 
box is preselected for 
each item 
recommended for 
order.

• Select the check box 
in the Recommend / 
select Items column 
for each DODIC 
required for order.

Related Training:
Additional DODIC 

information
Items not in list

AUDIO: The Web Ordering System lists DODICs for the BUNO sorted by item 
expiration date. Items recommended for order are preselected according to current 
TRACE data. Any deviation from the recommended list must be justified before the 
order is completed. 
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Placing an Order  - Scheduled Ship Board Maint. 
SBS – Ordering Set DODICs – Step 10

• Set DODICs are 
highlighted in red in 
the Lot Number
column.  Move the 
pointer over the 
words “SET 
DODIC” to list all 
members in the set.

• Select the check box 
to the left of “SET 
DODIC” to order the 
entire set.

Related Training:
Ordering Partial Sets

AUDIO: Red wording is used to indicate a set DODIC.  Select the check box to 
the left of “Set DODIC” to order the entire set.  
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Placing an Order  - Scheduled Ship Board Maint. 
SBS –Process Order – Step 11

• Click the Process 
Ord button to 
process the order.

• Click the Cancel
button to abort the 
order.

AUDIO: Click the Process Order button to process the order.
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Placing an Order  - Scheduled Ship Board Maint. 
SBS –Verify DODICs Ordered – Step 12

• An order verification 
screen displays.

• Verify the DODICs 
to be ordered.

• If the list is correct, 
click the OK/ 
Continue button to 
continue.

• Otherwise, click the 
Need To Edit button 
to correct the order.

AUDIO: A list of DODICs to be ordered displays.  Verify the list for accuracy 
and either click OK Continue or Need To Edit to correct. 
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Placing an Order  - Scheduled Ship Board Maint. 
SBS –Provide Justification – Step 13

• Deviations from the 
recommended order 
list must be justified.

• Items ordered that 
were not in the Trace 
configuration must 
be justified.

• Type necessary 
justifications and 
click the Continue
button.

AUDIO: Provide justification for order deviations from the recommended list 
and click the Continue button.
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Placing an Order  - Scheduled Ship Board Maint. 
SBS –Add Comments ? – Step 14

• A message displays 
asking if additional 
comments should be 
added to the order.

• To add comments, 
click Yes.  
Otherwise, click No.

AUDIO: If necessary, click yes to add comments to the order when prompted.
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Placing an Order  - Scheduled Ship Board Maint. 
SBS –Add Comments Form – Step 15

• The Enter Additional 
Order Comments 
screen displays.  
Type a subject and 
your comments.  

• Click the Save & 
Exit button to save 
your changes.

• Click the Cancel & 
Exit button to abort 
your changes.

AUDIO: Type additional comments.  Click the Save and Exit button to save your 
comments. You can permanently document unusual facts associated with 
the order on this screen.
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Placing an Order  - Scheduled Ship Board Maint.  
SBS – Order Processing – Step 16

• The system will now 
process the order.

• You will receive an 
e-mail message with 
an attachment 
containing the order 
ID number and 
confirmation page.

AUDIO: After the system processes the order, you will receive the confirmation 
report and order ID number attached to an e-mail message.



157

Documentation    |    Implementation Message |  Lead-Time Table Becoming an
Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Placing an Order  - Scheduled Ship Board 
Maintenance SBS –Review Confirmation Report –

Step 17• An order 
confirmation report 
displays.

• A copy of the order 
confirmation will be 
sent in e-mail to you.

• Additional order 
status e-mail 
messages will be 
sent as the order is 
processed.

• Click the Print 
Confirmation Page
button for a printed 
record of this order.

• Click the Another 
Order button to 
process another 
order.

• Otherwise, click the 
Finished Ordering
button.

AUDIO: A confirmation report displays.  The report can be reviewed on the 
screen or printed.  Click Another Order to process another order or 
Finished Ordering to end the ordering.
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Placing an Order  - Unscheduled Ship Board Maint. –
How to Order – Step 1

• Provide the BUNO and planned maintenance date.

• The Web Ordering System uses CAD/PAD tracking data for that BUNO to 
recommend DODICs to be ordered for replacement.

AUDIO: When placing the order, the Requisitioner provides the BUNO and planned date for 
maintenance.  
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Placing an Order  - Unscheduled Ship Board 
Maint. SBS – Pick Deployment – Step 2

• Click the 
Deployment button 
to place 
deployment orders.

AUDIO: Click the deployment button to order CADs and PADs.
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Placing an Order – Unscheduled Ship Board 
Maint. SBS – Pick Unscheduled Ship Board Maint 

– Step 3

• Click the Ship 
Board Maint
button to place a 
shipboard 
maintenance order.

• Click the
UnScheduled
button to place an 
unscheduled 
shipboard 
maintenance order.

AUDIO: Click the Ship Board Maintenance button, then click the Unscheduled 
button.
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Placing an Order  - Unscheduled Ship Board 
Maint. SBS – Enter BUNO – Step 4

• Type the BUNO for 
the aircraft 
requiring 
maintenance and 
click the OK 
Continue button.

AUDIO: Type the BUNO number for the aircraft requiring CADs and or PADs.
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Placing an Order  - Unscheduled Ship Board 
Maint. SBS – Verify Aircraft Info – Step 5
• Information 

regarding the 
BUNO displays.

• Verify that this is 
the aircraft on 
which maintenance 
is to be performed.

• If the displayed 
information is 
incorrect, make 
corrections in VFS 
Trace or notify 
Indian Head 
Personnel.

Related Training:
Discrepant custody
Orders already exist 

for BUNO
BUNO not in Trace

AUDIO: BUNO information displays from the CAD PAD Trace database.  
Verify the information and make corrections to VFS Trace if necessary.  
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• Type the planned 
maintenance date in 
mm/dd/yy format 
or mm-dd-yyyy 
format and click 
the OK Continue
button.

Note: Use the Lead-
Time Table to 
determine the day 
items should be 
ordered.

Related Training:
Maintenance date not 

in trace
Planned maintenance 

date too early or 
too late

Placing an Order  - Unscheduled Ship Board 
Maint. SBS –Enter Planned Maintenance Date –

Step 6

AUDIO: Type the planned maintenance date and click the OK Continue button.
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Placing an Order  - Unscheduled Ship Board 
Maint. SBS – Shipping-to, Deliver-to and Project 

Code Verification – Step 7

• Verify that  
Shipping To 
Location, Deliver 
To Activity, and 
Project Code
fields contain the 
correct information.

Related Training:
Change Shipping To 

Location
Change Deliver to 

Activity
Change Project Code

AUDIO: Verify the information in the Shipping To Location, Deliver To 
Activity, and Project Code fields.  
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Placing an Order  - Unscheduled Ship Board 
Maint. SBS – Continue Order – Step 8

• Click the OK 
Continue button 
to continue with 
the order. It may 
take a minute to 
build the BUNO’s
order 
configuration.

AUDIO: Click the OK Continue button to continue with the order. It may take a 
minute for the system to build the BUNO’s order configuration.
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Placing an Order  - Unscheduled Ship Board 
Maint. SBS –DODICs Display – Step 9

• A list of DODICs for 
the BUNO displays 
sorted by item 
expiration date.

• Select the check box 
in the select Items
column for each 
DODIC required for 
order.

Related Training:
Additional DODIC 

information
Items not in list

AUDIO: The Web Ordering System lists DODICs for the BUNO sorted by item 
expiration date.  Select the check box in the Select Items column for each 
DODIC required for order.
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Placing an Order  - Unscheduled Ship Board 
Maint. SBS – Ordering Set DODICs – Step 10

• Set DODICs are 
highlighted in red in 
the Lot Number
column.  Move the 
pointer over the 
words “SET 
DODIC” to list all 
members in the set.

• Select the check box 
to the left of “SET 
DODIC” to order the 
entire set.

Related Training:
Ordering Partial Sets

AUDIO: Red wording is used to indicate a set DODIC.  Select the check box to 
the left of “Set DODIC” to order the entire set.  
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Placing an Order  - Unscheduled Ship Board 
Maint. SBS –Process Order – Step 11

• Click the Process 
Ord button to 
process the order.

• Click the Cancel
button to abort the 
order.

AUDIO: Click the Process Order button to process the order.
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Placing an Order  - Unscheduled Ship Board 
Maint. SBS –Verify DODICs Ordered – Step 12

• An order verification 
screen displays.

• Verify the DODICs 
to be ordered.

• If the list is correct, 
click the OK/ 
Continue button to 
continue.

• Otherwise, click the 
Need To Edit button 
to correct the order.

AUDIO: A list of DODICs to be ordered displays.  Verify the list for accuracy 
and either click OK Continue or Need To Edit to correct. 
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Placing an Order  - Unscheduled Ship Board 
Maint. SBS –Provide Justification – Step 13

• Justify the 
unscheduled 
maintenance.

• Items ordered that 
were not in the Trace 
configuration must 
be justified.

• Type the necessary 
justifications and 
click the Continue
button.

AUDIO: Provide justification for the unscheduled maintenance and click the 
Continue button.
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Placing an Order  - Unscheduled Ship Board 
Maint. SBS –Add Comments ? – Step 14

• A message displays 
asking if additional 
comments should be 
added to the order.

• To add comments, 
click Yes.  
Otherwise, click No.

AUDIO: If necessary, click yes to add comments to the order when prompted.
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Placing an Order  - Unscheduled Ship Board 
Maint. SBS –Add Comments Form – Step 15

• The Enter Additional 
Order Comments 
screen displays.  
Type a subject and 
your comments.  

• Click the Save & 
Exit button to save 
your changes.

• Click the Cancel & 
Exit button to abort 
your changes.

AUDIO: Type additional comments.  Click the Save and Exit button to save your 
comments. You can permanently document unusual facts associated with 
the order on this screen.
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Placing an Order  - Unscheduled Ship Board 
Maint.  SBS – Order Processing – Step 16

• The system will now 
process the order.

• You will receive an 
e-mail message with 
an attachment 
containing the order 
ID number and 
confirmation page.

AUDIO: After the system processes the order, you will receive the confirmation 
report and order ID number attached to an e-mail message.
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Placing an Order  - Unscheduled Ship Board 
Maint. SBS –Review Confirmation Report – Step 

17• An order 
confirmation report 
displays.

• A copy of the order 
confirmation will be 
sent in e-mail to you.

• Additional order 
status e-mail 
messages will be 
sent as the order is 
processed.

• Click the Print 
Confirmation Page
button for a printed 
record of this order.

• Click the Another 
Order button to 
process another 
order.

• Otherwise, click the 
Finished Ordering
button.

AUDIO: A confirmation report displays.  The report can be reviewed on the 
screen or printed.  Click Another Order to process another order or 
Finished Ordering to end the ordering.
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Order Status

• The Order Status section of the Web Ordering System provides the Requisitioner the 
ability to view an order status by order ID number, document number, BUNO, 
ordering activity, ship-to location, or deliver-to activity. Click a button below for 
step-by-step training.

Order Status by ID Number Order Status by Ordering Activity

Order Status by Document # Order Status by Shipping To Location

Order Status by BUNO Order Status by Delivering To Location

AUDIO:  A Requisitioner may look up an order’s status using the order ID 
number, BUNO, or activity.  Click a button for step-by-step training.
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Order Status – ID # SBS – Click Order Status –
Step 1

• Click the Order 
Status button to 
view an order’s 
status.

AUDIO: Click the Order Status button.
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Order Status – ID # SBS – Enter Order ID Number 
– Step 2

• Select the Order 
ID option from the 
Locate an order 
by… box to view 
an order’s status by 
its ID number.

• Type an order ID in 
the Order ID: field 
and click the 
Continue button.

AUDIO: Select Order ID from the Locate an order by box then type an order ID 
in the Order ID field.  Click the Continue button.
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Order Status – ID # SBS – Order ID Displays –
Step 3

• The order ID, order 
date, status, and 
order type display 
below the search 
box.

AUDIO: The order ID, order date, status, and order type display.
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Order Status – ID # SBS – View Order Details –
Step 4

• Click the O button 
to view an order’s 
details.

AUDIO: Click the O button.
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Order Status – ID # SBS – View Order Notes – Step 
5

• Click the N button to 
view an order’s 
notes.

Note: Notes may not 
be added to an order 
on this screen.  
Notes must be added 
by going back to the 
Main Menu and 
clicking the 
Notes/Comments
button.

AUDIO: Click the N button.
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Order Status – ID # SBS – View Email History –
Step 6

• Click the E button 
to view an order’s 
e-mail history.

• This option lists the 
date, type of e-mail 
sent, and the e-mail 
address for all sent 
e-mail messages.

• Click an e-mail 
address to send 
another message.

AUDIO: Click the E button.  The listed information includes the date, type of e-
mail, and the e-mail address.
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Order Status – ID # SBS – View Transaction 
History – Step 7

• Click the T button 
to view an order’s 
transaction history.

• This option 
indicates if an order 
is processing, has 
been shipped, or 
has been canceled.

AUDIO: Click the T button.
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Order Status – Document # SBS – Click Order 
Status – Step 1

• Click the Order 
Status button to 
view an order’s 
status.

AUDIO: Click the Order Status button.
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Order Status – Document # SBS – Enter Document 
Number – Step 2

• Select the 
Document # option 
from the Locate an 
order by… box to 
view an order’s 
status by its 
document number.

• Type a document 
number in the 
Document #: field 
and click the 
Continue button.

AUDIO: Select Document Number from the Locate an order by box then type a 
document number in the Document number field.  Click the Continue 
button.
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Order Status – Document # SBS – The Document 
Number Order Displays – Step 3

• The order ID, order 
date, status, and 
order type display 
below the search 
box.

AUDIO: The order ID, order date, status, and order type display.
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Order Status – Document # SBS – View Order 
Details – Step 4

• Click the O button 
to view an order’s 
details.

AUDIO: Click the O button.
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Order Status – Document # SBS – View Order 
Notes – Step 5

• Click the N button to 
view an order’s 
notes.

Note: Notes may not 
be added to an order 
on this screen.  
Notes must be added 
by going back to the 
Main Menu and 
clicking the 
Notes/Comments
button.

AUDIO: Click the N button.
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Order Status – Document # SBS – View Email 
History – Step 6

• Click the E button 
to view an order’s 
e-mail history.

• This option lists the 
date, type of e-mail 
sent, and the e-mail 
address for all sent 
e-mail messages.

• Click an e-mail 
address to send 
another message.

AUDIO: Click the E button.  The listed information includes the date, type of e-
mail, and the e-mail address.
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Order Status – Document # SBS – View 
Transaction History – Step 7

• Click the T button 
to view an order’s 
transaction history.

• This option 
indicates if an order 
is processing, has 
been shipped, or 
has been canceled.

AUDIO: Click the T button.
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Order Status – BUNO SBS – Click Order Status –
Step 1

• Click the Order 
Status button to 
view an order’s 
status.

AUDIO: Click the Order Status button.
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Order Status – BUNO SBS – Select BUNO Option 
– Step 2

• Select the BUNO 
option from the 
Locate an order 
by… box to view 
an order’s status by 
BUNO.

AUDIO: Select the BUNO option from the Locate an order by box.
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Order Status – BUNO SBS – Set Date Limitations –
Step 3

• Type a start date 
and an end date in 
the appropriate 
fields to limit the 
number of orders 
displayed.

AUDIO: To limit the number of orders displayed, type a start date and an end 
date.
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Order Status – BUNO SBS – Set Order Status 
Limitations – Step 4

• Select the All 
Orders option to 
display all 
associated orders.

• Select the Shipped 
Orders option to 
display orders that 
have been shipped.

• Select the Orders 
Not Shipped 
option to display 
orders that haven’t 
been shipped (i.e., 
canceled and 
processing orders).

AUDIO: By default the All Orders option is selected in the Limit the orders 
displayed by the following screen.  The number of orders displayed may be 
limited by selecting the Shipped Orders option or the Orders Not Shipped 
option.
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Documentation    |    Implementation Message |  Lead-Time Table Becoming an
Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – BUNO SBS – Enter BUNO – Step 5

• Type a BUNO in 
the BUNO: field 
and click the 
Continue button.

AUDIO: Type a BUNO in the BUNO field and click the Continue button.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – BUNO SBS – Orders Display – Step 
6

• Orders that meet 
the entered criteria 
display.

AUDIO: A list of orders displays.
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Documentation    |    Implementation Message |  Lead-Time Table Becoming an
Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – BUNO SBS – View Order Details –
Step 7

• Click the O button 
to view an order’s 
details.

AUDIO: Click the O button.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – BUNO SBS – View Order Notes –
Step 8

• Click the N button to 
view an order’s 
notes.

Note: Notes may not 
be added to an order 
on this screen.  
Notes must be added 
by going back to the 
Main Menu and 
clicking the 
Notes/Comments
button.

AUDIO: Click the N button.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – BUNO SBS – View Email History –
Step 9

• Click the E button 
to view an order’s 
e-mail history.

• This option lists the 
date, type of e-mail 
sent, and the e-mail 
address for all sent 
e-mail messages.

• Click an e-mail 
address to send 
another message.

AUDIO: Click the E button.  The listed information includes the date, type of e-
mail, and the e-mail address.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – BUNO SBS – View Transaction 
History – Step 10

• Click the T button 
to view an order’s 
transaction history.

• This option 
indicates if an order 
is processing, has 
been shipped, or 
has been canceled.

AUDIO: Click the T button.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – Ordering Activity SBS – Click 
Order Status – Step 1

• Click the Order 
Status button to 
view an order’s 
status.

AUDIO: Click the Order Status button.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – Ordering Activity SBS – Select 
Ordering Activity Option – Step 2

• Select the 
Ordering Activity 
option from the 
Locate an order 
by… box to view 
an order’s status by 
ordering activity.

AUDIO: Select the Ordering Activity option from the Locate an order by box.
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Documentation    |    Implementation Message |  Lead-Time Table Becoming an
Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – Ordering Activity SBS – Set Date 
Limitations – Step 3

• Type a start date 
and an end date in 
the appropriate 
fields to limit the 
number of orders 
displayed.

AUDIO: To limit the number of orders displayed, type a start date and an end 
date.
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Documentation    |    Implementation Message |  Lead-Time Table Becoming an
Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – Ordering Activity SBS – Set Order 
Status Limitations – Step 4

• Select the All 
Orders option to 
display all 
associated orders.

• Select the Shipped 
Orders option to 
display orders that 
have been shipped.

• Select the Orders 
Not Shipped 
option to display 
orders that haven’t 
been shipped (i.e., 
canceled and 
processing orders).

AUDIO: By default the All Orders option is selected in the Limit the orders 
displayed by the following screen.  The number of orders displayed may be 
limited by selecting the Shipped Orders option or the Orders Not Shipped 
option.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – Ordering Activity SBS – Select an 
Ordering Activity – Step 5

• Select an ordering 
activity from the 
Ordering Activity: 
drop-down menu 
and click the 
Continue button.

AUDIO: Select an ordering activity from the Ordering Activity drop-down menu 
and click the Continue button.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – Ordering Activity SBS – Orders 
Display – Step 6

• Orders that meet 
the entered criteria 
display.

AUDIO: A list of orders displays.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – Ordering Activity SBS – View 
Order Details – Step 7

• Click the O button 
to view an order’s 
details.

AUDIO: Click the O button.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – Ordering Activity SBS – View 
Order Notes – Step 8

• Click the N button to 
view an order’s 
notes.

Note: Notes may not 
be added to an order 
on this screen.  
Notes must be added 
by going back to the 
Main Menu and 
clicking the 
Notes/Comments
button.

AUDIO: Click the N button.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – Ordering Activity SBS – View 
Email History – Step 9

• Click the E button 
to view an order’s 
e-mail history.

• This option lists the 
date, type of e-mail 
sent, and the e-mail 
address for all sent 
e-mail messages.

• Click an e-mail 
address to send 
another message.

AUDIO: Click the E button.  The listed information includes the date, type of e-
mail, and the e-mail address.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – Ordering Activity SBS – View 
Transaction History – Step 10

• Click the T button 
to view an order’s 
transaction history.

• This option 
indicates if an order 
is processing, has 
been shipped, or 
has been canceled.

AUDIO: Click the T button.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – Shipping To Location SBS – Click 
Order Status – Step 1

• Click the Order 
Status button to 
view an order’s 
status.

AUDIO: Click the Order Status button.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – Shipping To Location SBS – Select 
Ordering Activity Option – Step 2

• Select the Shipping 
To Location option 
from the Locate an 
order by… box to 
view an order’s 
status by ordering 
activity.

AUDIO: Select the Shipping To Location option from the Locate an order by 
box.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – Shipping To Location SBS – Set 
Date Limitations – Step 3

• Type a start date 
and an end date in 
the appropriate 
fields to limit the 
number of orders 
displayed.

AUDIO: To limit the number of orders displayed, type a start date and an end 
date.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – Shipping To Location SBS – Set 
Order Status Limitations – Step 4

• Select the All 
Orders option to 
display all 
associated orders.

• Select the Shipped 
Orders option to 
display orders that 
have been shipped.

• Select the Orders 
Not Shipped 
option to display 
orders that haven’t 
been shipped (i.e., 
canceled and 
processing orders).

AUDIO: By default the All Orders option is selected in the Limit the orders 
displayed by the following screen.  The number of orders displayed may be 
limited by selecting the Shipped Orders option or the Orders Not Shipped 
option.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – Shipping To Location SBS – Select 
a Shipping To Location – Step 5

• Select an activity 
from the Shipping 
To Location: drop-
down menu and 
click the Continue
button.

AUDIO: Select an activity from the Shipping To Location drop-down menu and 
click the Continue button.



215

Documentation    |    Implementation Message |  Lead-Time Table Becoming an
Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – Shipping To Location SBS – Orders 
Display – Step 6

• Orders that meet 
the entered criteria 
display.

AUDIO: A list of orders displays.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – Shipping To Location SBS – View 
Order Details – Step 7

• Click the O button 
to view an order’s 
details.

AUDIO: Click the O button.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – Shipping To Location SBS – View 
Order Notes – Step 8

• Click the N button to 
view an order’s 
notes.

Note: Notes may not 
be added to an order 
on this screen.  
Notes must be added 
by going back to the 
Main Menu and 
clicking the 
Notes/Comments
button.

AUDIO: Click the N button.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – Shipping To Location SBS – View 
Email History – Step 9

• Click the E button 
to view an order’s 
e-mail history.

• This option lists the 
date, type of e-mail 
sent, and the e-mail 
address for all sent 
e-mail messages.

• Click an e-mail 
address to send 
another message.

AUDIO: Click the E button.  The listed information includes the date, type of e-
mail, and the e-mail address.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – Shipping To Location SBS – View 
Transaction History – Step 10

• Click the T button 
to view an order’s 
transaction history.

• This option 
indicates if an order 
is processing, has 
been shipped, or 
has been canceled.

AUDIO: Click the T button.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – Deliver To Activity SBS – Click 
Order Status – Step 1

• Click the Order 
Status button to 
view an order’s 
status.

AUDIO: Click the Order Status button.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – Deliver To Activity SBS – Select 
Delivering To Activity Option – Step 2

• Select the 
Delivering To 
Activity option 
from the Locate an 
order by… box to 
view an order’s 
status by ordering 
activity.

AUDIO: Select the Delivering To Activity option from the Locate an order by 
box.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – Deliver To Activity SBS – Set Date 
Limitations – Step 3

• Type a start date 
and an end date in 
the appropriate 
fields to limit the 
number of orders 
displayed.

AUDIO: To limit the number of orders displayed, type a start date and an end 
date.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – Deliver To Activity SBS – Set Order 
Status Limitations – Step 4

• Select the All 
Orders option to 
display all 
associated orders.

• Select the Shipped 
Orders option to 
display orders that 
have been shipped.

• Select the Orders 
Not Shipped 
option to display 
orders that haven’t 
been shipped (i.e., 
canceled and 
processing orders).

AUDIO: By default the All Orders option is selected in the Limit the orders 
displayed by the following screen.  The number of orders displayed may be 
limited by selecting the Shipped Orders option or the Orders Not Shipped 
option.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – Deliver To Activity SBS – Select a 
Deliver To Activity – Step 5

• Select an activity 
from the 
Delivering To 
Activity: drop-
down menu and 
click the Continue
button.

AUDIO: Select an activity from the Deliver To Activity drop-down menu and 
click the Continue button.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – Deliver To Activity SBS – Orders 
Display – Step 6

• Orders that meet 
the entered criteria 
display.

AUDIO: A list of orders displays.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – Deliver To Activity SBS – View 
Order Details – Step 7

• Click the O button 
to view an order’s 
details.

AUDIO: Click the O button.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – Deliver To Activity SBS – View 
Order Notes – Step 8

• Click the N button to 
view an order’s 
notes.

Note: Notes may not 
be added to an order 
on this screen.  
Notes must be added 
by going back to the 
Main Menu and 
clicking the 
Notes/Comments
button.

AUDIO: Click the N button.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – Deliver To Activity SBS – View 
Email History – Step 9

• Click the E button 
to view an order’s 
e-mail history.

• This option lists the 
date, type of e-mail 
sent, and the e-mail 
address for all sent 
e-mail messages.

• Click an e-mail 
address to send 
another message.

AUDIO: Click the E button.  The listed information includes the date, type of e-
mail, and the e-mail address.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Order Status – Deliver To Activity SBS – View 
Transaction History – Step 10

• Click the T button 
to view an order’s 
transaction history.

• This option 
indicates if an order 
is processing, has 
been shipped, or 
has been canceled.

AUDIO: Click the T button.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Cancel An Order

• The Cancel an Order button allows the Requisitioner to cancel an order after it has 
been processed.  Click the button below for step-by-step training.

Cancel An Order

AUDIO:  A Requisitioner may cancel an order already in process. Click the 
Cancel An Order button for step-by-step training.
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Documentation    |    Implementation Message |  Lead-Time Table Becoming an
Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Cancel Order SBS – Selecting Place Order – Step 1

• Click the Place 
Order button.

AUDIO: Click the Place Order button.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Cancel Order SBS – Selecting Cancel Order – Step 
2

• Click the Cancel 
Order button to 
cancel an order that 
has not yet been 
shipped.

AUDIO: Click the Cancel Order button.
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Documentation    |    Implementation Message |  Lead-Time Table Becoming an
Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Cancel Order SBS – Selecting an Order to Cancel –
Step 3

• Select an order to 
cancel from the 
drop-down menu.

AUDIO: Select an order to cancel from the drop-down menu.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Cancel Order SBS – Displaying Order – Step 4

• Click the Display 
Order button to 
view its 
information.

AUDIO: Click the Display Order button.
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Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Cancel Order SBS – Justification and Processing –
Step 5

• You must enter a 
justification at the 
bottom of the 
screen for 
canceling the order.

• Select the check 
box under Please 
check this box and 
enter a 
justification below 
to cancel this 
order. The check 
box must be 
selected to cancel 
the order.

• Click the Process
button to process 
the order 
cancellation.

AUDIO: Type a justification in the field at the bottom of the screen. Click the 
box below Please check this box and enter a justification below to cancel 
this order, then click the Process button.
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Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Cancel Order SBS – Cancel Order Prompt – Step 6

• The Requisitioner 
is prompted 
whether or not to 
continue with the 
cancellation.

• If Yes is selected, 
the order is 
permanently 
canceled.  Once 
processed, this 
cancellation cannot 
be undone.

• Select No to abort 
the order 
cancellation.

AUDIO: When prompted, select Yes to continue the order cancellation or select 
no to abort the cancellation.
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Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Notes/Comments

• The Notes/Comments section of the Web Ordering System provides access to 
notes/comments attached to a particular order.  

• Once a note has been entered and saved, it cannot be changed or deleted.

• Click the button below for step-by-step training on the Notes/Comments section:

Notes/Comments Training

AUDIO: The Web Ordering System provides access to notes or comments 
attached to an order. Click the button below for step-by-step training on 
viewing the notes.
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Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Notes/Comments SBS – View/Add Order Notes 
Screen – Step 1

• Click the 
Notes/Comments
button to access the 
Order Notes and 
Comments screen.

AUDIO: Click the Notes Comments button.
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Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Notes/Comments SBS – Entering Order Number –
Step 2

• Type an order 
number in the 
Enter the Order 
Number: field.

• Click the Get 
Notes button to 
display the list of 
associated notes.

AUDIO: Type an order number and click the Get Notes button.  The list of 
associated notes displays on the bottom half of the screen.
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Notes/Comments SBS – Adding a Note – Step 3

• Click the Add A 
New Note button to 
attach a note to the 
order.

• A screen displays 
to enter the note.

AUDIO: To add a note, click the Add a New Note button.  
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Notes/Comments SBS – Add a Note Screen – Step 4

• Type the topic of 
the note in the 
Subject: field.

• Type the note in the 
Enter Your Note 
or Comment field.

• Click the Save & 
Exit button to save 
the note.

• Click the Cancel & 
Exit button to abort 
the note.

AUDIO: Type the appropriate information in the fields when the screen displays.  
Click the Save and Exit button to save the note. Click the Cancel and exit 
button to abort.
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Notes/Comments SBS – Viewing a Note – Step 5

• Click the D button 
to view a note’s 
content.

AUDIO: To view a note’s content, click the D button.
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Notes/Comments SBS – Adding a Follow On 
Comment – Step 6

• To add a follow-on 
comment to a note, 
click the Add A 
Follow On 
Comment button.

• A screen displays 
to enter the 
comment.

AUDIO: To add a follow-on comment, click the Add a Follow On Comment 
button.



244

Documentation    |    Implementation Message |  Lead-Time Table Becoming an
Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Notes/Comments SBS – Add a Follow On Comment 
Screen – Step 7

• Type the topic of 
the comment in the 
Subject: field.

• Type the note in the 
Note field.

• Click the Save/Exit 
button to save the 
comment.

• Click the 
Cancel/Exit button 
to abort the 
comment.

AUDIO: Type the appropriate information in the fields when the screen displays.  
Click the Save Exit button to save the comment. Click the Cancel Exit 
button to abort.
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Notes/Comments SBS – Viewing a Follow On 
Comment – Step 8

• Click the V button 
to view a follow-on 
comment in the 
Additional Follow 
On Comments
section of a note.

AUDIO: To view a note’s content, click the D button.
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Receipting an Order

Delivery to the Weapons Department/Station 
Ordnance or MALS

• CAD/PADs are shipped directly to the Weapons 
Department at Naval Air Stations or to the Station 
Ordnance/MALS at Marine Corps Air Stations. 

• The Weapons Department/Station Ordnance/MALS 
reports the receipt in ROLMS.

• Undamaged items will be delivered to the activity 
within 1 workday.

• If the activity is unable to receive the order, the 
Weapons Department or MALS holds the package in 
the station magazine until delivery can be made.

AUDIO:  CADs and PADs are shipped directly to the Weapons Department at 
Naval Air Stations, or to the Station Ordnance or MALS at Marine Corps 
Air Stations. The activities  report the receipt in ROLMS for upload to 
CAIMS using information included on the D D thirteen forty-eight  
attached to the outside of the package.  The Weapons Department or 
MALS shall contact the activity in the Deliver To segment of the invoice 
and deliver undamaged shipments within one workday. If the activity is 
unable to receive the order, it holds the package in the station magazine 
until delivery can be made.
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Receipting an Order

Weapons Department/Stations Ordnance/MALS 
Handling of Damaged Shipments

• If the package shows visual evidence of damage, the 
Weapons Department/MALS will open it and inspect 
the contents for damage.

• All CAD inner containers and all PADs that do not 
show visible evidence of packaging damage shall be 
deemed acceptable for use.  No further action required.

• Weapons Department/MALS will notify the 
Requisitioner or ordering unit of damaged goods that 
will not be delivered. 

• A Report of Discrepancy (ROD) must be submitted for 
damaged goods under NAVSUPINST 4440 or a Supply 
Discrepancy Report (SDR) SF-364 in accordance with 
NAVSUP P724. 

AUDIO:  If the external package is visibly damaged, the Weapons Department 
or MALS shall inspect the shipment in accordance with T-W-O ten dash A-
A dash O-R-D dash  oh ten.  No damaged items will be delivered to the 
activity.  The Weapons Department or MALS will notify the Requisitioner 
or  ordering unit if any of the items are damaged.  It is then the activity’s 
responsibility to reorder the items using the emergency order process. A 
Report of Discrepancy must be submitted for damaged goods under 
NAVSUPINST forty-four forty or a Supply Discrepancy Report SF-three 
sixty-four in accordance with NAVSUP P seven twenty-four. 
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Receipting an Order

Delivery to the Maintenance Activity 

• Maintenance activities shall open and inspect all items 
received. All CADs and PADs showing no visible 
evidence of damage shall be deemed acceptable for use. 

• If the maintenance activity finds an item damaged, it 
must notify the supporting Weapons 
Department/MALS, identifying the damaged item by 
DODIC, NSN, requisition number, and quantity.

• To replace damaged material, the maintenance activity 
must submit an emergency order.

• The damaged item must be returned to the Weapons 
Department/MALS. 

AUDIO:  If the shipment of an individual item is damaged, notify the Weapons 
Department or MALS identifying the damaged item by DODIC, NSN, 
requisition number, and quantity. The maintenance activity must submit a 
deficiency report under OPNAV Instruction Forty-Seven Ninety. To 
replace damaged material, the ordering activity shall submit an emergency 
order as specified in the procedure for items damaged, fired, or
inadvertently actuated.
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Next page starts 
Manual Order process 

(not in Trace)
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Placing an Order  – Manual Order – BUNO Not in 
Trace – Step 1 (Title: Proceed with Manual Order)

• To proceed with a 
manual order, enter 
the planned 
maintenance date in 
mm/dd/yy format 
or mm-dd-yyyy 
format and press 
the OK Continue
button.

• Placing a manual 
order requires that 
information be 
provided on each 
installed DODIC to 
be ordered.

Note: Notifications will be sent to various Indian Head asset Managers and command 
personnel for investigation and review.

AUDIO: Since the BUNO information is not in CAD/PAD Trace, manual orders 
require that data be entered manually for each DODIC to be ordered.  
Notifications will be sent to various Indian Head asset managers and 
command personnel for investigation and review. To proceed with a 
manual order, enter the planned maintenance date and click the OK 
Continue button.
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Placing an Order  - Depot Maintenance SBS –
BUNO Not in Trace – Manual Order – Shipping-to, 

Deliver-to and Project Code Verification – Step 2

• Verify that  
Shipping To 
Location, Deliver 
To Activity, and 
Project Code
fields contain the 
correct information.

Related Training:
Change Shipping To 

Location
Change Deliver to 

Activity
Change Project Code

AUDIO: Verify the information in the Shipping To Location, Deliver To 
Activity, and Project Code fields.  
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Placing an Order  - Depot Maintenance SBS –
BUNO Not in Trace – Manual Order – Continue 

Order – Step 3

• Click the OK 
Continue button 
to continue with 
the order. It may 
take a minute to 
build the BUNO’s
order 
configuration.

AUDIO: Click the OK Continue button to continue with the order. It may take a 
minute for the system to build the BUNO’s order configuration.
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Placing an Order  - Depot Maintenance SBS –BUNO 
Not in Trace – Manual Order – BUNO Entry – Step 4

• The 
Manual 
Entry 
screen 
displays.

AUDIO: The manual entry screen displays.
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Placing an Order  - Depot Maintenance SBS –BUNO 
Not in Trace – Manual Order – Select AC Type – Step 

5
• Select an aircraft 

from the AC 
Type drop-down 
menu.

Related Training:
AC type not in list

AUDIO: Select an aircraft from the AC Type drop-down menu.
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Placing an Order  - Depot Maintenance SBS –BUNO 
Not in Trace – Manual Order – Select Squadron –

Step 6

• Select your 
squadron from the 
Squadron drop-
down menu.

Related Training:
Squadron not in list

AUDIO: Select your squadron from the squadron drop-down menu.
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Placing an Order  - Depot Maintenance SBS –BUNO 
Not in Trace – Manual Order – Add A Dodic Btn –

Step 7

• Click the Add a 
DODIC To The 
List button to add 
DODICs required 
for order.

AUDIO: Click the Add a DODIC To The List button to add DODICs required 
for order.
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Placing an Order  - Depot Maintenance SBS –BUNO 
Not in Trace – Manual Order – DODICs Window –

Step 8

• The DODICS for 
BUNO screen 
displays.

AUDIO: The DODICs for BUNO screen displays.
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Placing an Order  - Depot Maintenance SBS –BUNO 
Not in Trace – Manual Order – Select DODIC – Step 

9

• Select the DODIC 
to be ordered from 
the drop-down 
menu.

Related Training:
DODIC not in list

AUDIO: Select the DODIC to be ordered from the drop-down menu.
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Placing an Order  - Depot Maintenance SBS –BUNO 
Not in Trace – Manual Order – Qty Req – Step 10

• Type the quantity 
required. 

• Click the Add 
DODIC to List 
button.

AUDIO: Type the quantity required for order and click the Add DODIC to List 
button.
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Placing an Order  - Depot Maintenance SBS –BUNO 
Not in Trace – Manual Order – Provide Additional 

Dodic info – Step 11
• Additional 

information for the 
DODIC must be 
provided.

• Type the lot 
number, serial 
number, open date, 
and expiration date.

• Click the Save and 
Continue button to 
continue.

• Otherwise, click the 
Cancel and Exit
button to stop the 
order process.

AUDIO: Provide additional DODIC information, including the lot number, serial 
number, open date, and expiration date.  Click the Save and Continue 
button to continue with the order.
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Placing an Order  - Depot Maintenance SBS –BUNO 
Not in Trace – Manual Order – Order List – Step 12

• The Place A Depot 
Maintenance 
CAD/PAD Order
screen displays.

• Verify the list of 
DODICs to be 
ordered.

• The check box for 
ordered items will 
be selected.

• Deselect the check 
box to remove an 
item from the order 
list.

AUDIO:  DODICs display on the Place a Depot Maintenance CAD/PAD Order 
screen for your final verification of the order.  
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Placing an Order  - Depot Maintenance SBS –
BUNO Not in Trace – Manual Order – Process 

Order– Step 13
• Click the Process 

Ord button to 
process the order.

• Click the Cancel
button to abort the 
order.

AUDIO: Click the Process Order button to process the order.
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Placing an Order  - Depot Maintenance SBS –
BUNO Not in Trace – Manual Order – Process 

Order–Verify DODICs Ordered – Step 14
• An order verification 

screen displays.

• Verify the DODICs 
to be ordered.

• If the list is correct, 
click the OK/ 
Continue button to 
continue.

• Otherwise, click the 
Need To Edit button 
to correct the order.

AUDIO: A list of DODICs to be ordered displays.  Verify the list for accuracy 
and either click OK Continue or Need To Edit to correct. 



264

Documentation    |    Implementation Message |  Lead-Time Table Becoming an
Authorized 

Requisitioner
_________

Placing an
Order

________

Canceling
an Order

_________

Order Status
_________

Notes and
Comments
_________

Receipting
an Order
________

Exit

Developer Notes

Placing an Order  - Depot Maintenance SBS –
BUNO Not in Trace – Manual Order – Process 

Order–Provide Justification – Step 15

• Deviations from the 
recommended order 
list must be justified.

• Items ordered that 
were not in the Trace 
configuration must 
be justified.

• Type necessary 
justifications and 
click the Continue
button.

AUDIO: Provide justification for order deviations from the recommended list 
and click the Continue button.
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Placing an Order  - Depot Maintenance SBS –
BUNO Not in Trace – Manual Order – Process 

Order–Add Comments ? – Step 16

• A message displays 
asking if additional 
comments should be 
added to the order.

• To add comments, 
click Yes.  
Otherwise, click No.

AUDIO: If necessary, click yes to add comments to the order when prompted.
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• The Enter Additional 
Order Comments 
screen displays.  
Type a subject and 
your comments.  

• Click the Save & 
Exit button to save 
your changes.

• Click the Cancel & 
Exit button to abort 
your changes.

Placing an Order  - Depot Maintenance SBS –
BUNO Not in Trace – Manual Order – Process 

Order–Add Comments Form – Step 17

AUDIO: Type additional comments.  Click the Save and Exit button to save your 
comments. You can permanently document unusual facts associated with 
the order on this screen.
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Placing an Order  - Depot Maintenance SBS –
BUNO Not in Trace – Manual Order – Process 

Order– Order Processing – Step 18

• The system will now 
process the order.

• You will receive an 
e-mail message with 
an attachment 
containing the order 
ID number and 
confirmation page.

AUDIO: After the system processes the order, you will receive the confirmation 
report and order ID number attached to an e-mail message.
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Placing an Order  - Depot Maintenance SBS –
BUNO Not in Trace – Manual Order – Process 
Order–Review Confirmation Report – Step 19• An order 

confirmation report 
displays.

• A copy of the order 
confirmation will be 
sent in e-mail to you.

• Additional order 
status e-mail 
messages will be 
sent as the order is 
processed.

• Click the Print 
Confirmation Page
button for a printed 
record of this order.

• Click the Another 
Order button to 
process another 
order.

• Otherwise, click the 
Finished Ordering
button.

AUDIO: A confirmation report displays.  The report can be reviewed on the 
screen or printed.  Click Another Order to process another order or 
Finished Ordering to end the ordering.
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POP-UP – Discrepant Custody

• If your activity/ 
squadron is not an 
authorized ordering 
activity for the 
entered BUNO, a 
notice displays.

• The order may still be 
placed, but various IH 
asset managers and 
command personnel 
will be notified for 
investigation and 
review.

• If the BUNO is 
currently assigned to 
your squadron, update 
Trace information. 

AUDIO: The Web Ordering System verifies that your activity or squadron is an 
authorized ordering activity for the entered BUNO. If it is not, a notice 
displays.  If your activity or squadron is an authorized ordering activity for 
the entered BUNO and the system displays a notice stating otherwise, the 
BUNO custody must be updated in the CAD PAD Trace system.
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POP-UP – Orders already exist for BUNO

• If scheduled 
maintenance orders 
for the BUNO 
already exist within 
the maintenance 
cycle, notification 
will be sent to the 
Inventory Manager 
alerting of a 
possible ordering 
conflict.

AUDIO: The Web Ordering System displays all orders for a BUNO that have 
been processed within the last two years.  
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POP-UP – Maintenance Date Not In Trace

• If the next 
maintenance/ 
inspection date is not 
in Trace, a notice 
displays.  

• All calculations for 
recommended 
replacement DODICs 
are based on the 
planned maintenance 
date + maintenance 
cycle.  If a 
maintenance cycle 
cannot be determined, 
a default value of 365 
days will be used.

AUDIO: The Trace next maintenance inspection date is important for proper 
order processing. Ensure the BUNO data is correct in Trace.
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POP-UP – Planned Maint. Date Too Early or Too 
Late

• If the planned 
maintenance date is 
before or after the 
lead time for your 
activity (e.g., 14 days 
for a CONUS land 
base), a message 
displays and 
justification is 
required.

AUDIO: Requisitioners must use the lead-time table to determine the appropriate date 
to order.  This ensures items will be received by the planned maintenance date.
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POP-UP – Additional DODIC information

• Items shaded pink are 
recommended for 
order and are due to 
expire before the 
maintenance date.

• Items with a blue dot 
and shaded blue will 
expire before the next 
maintenance date and 
are recommended for 
order.

• Items with a red dot 
are back ordered.

• Items with a green dot 
may be replaced with 
a substitute DODIC.

AUDIO:  The Web Ordering System uses row shading and dots to display additional 
information.  Items shaded pink or blue are preselected and recommended for 
order.
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POP-UP – Select Items Not in List Button – Screen 
1

• To order an item 
not listed, click 
the Item Not In 
List button 
located on the left 
side of the screen.

AUDIO: Click the Item Not In List button to order items that are not listed.
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POP-UP – Add Items Not in List Screen – Screen 2

• The Add 
Additional Items 
Not In List screen 
displays.

• Type the DODIC 
you wish to order 
and the quantity 
needed.

• Click the 
OK/Continue
button to proceed 
or the Cancel
button to cancel.

Note:  
Stores/release 
items can not be 
ordered through 
the Web Ordering 
System.

AUDIO: Type the DODIC to be ordered and the quantity needed and then click 
the OK Continue button.
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Exit
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POP-UP – Additional Items Added to List – Screen 
3

• Additional items are 
added at the bottom 
of the list.

• If the item was 
added in error and 
does not need to be 
ordered, deselect the 
check box in the 
Order column to 
remove it from the 
list.

• If the quantity 
needed is incorrect, 
modify the Qnty 
Needed field.

AUDIO: Additional DODICs display at the bottom of the list.  Items added in 
error can be removed by deselecting the check box in the Order column.  
The added DODIC’s quantity may be changed in the Quantity Needed 
field.
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________

Exit
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POP-UP – Scheduled Maintenance SBS –Ordering 
Partial Set Items – Screen 1

• Click the button to 
the left of “SET 
DODIC” to view the 
set members.

• Select the check box 
in the left column to 
order a specific 
member.

• If any members are 
checked, the full set 
will not be ordered.

• Click the OK button 
to continue.

AUDIO: Click the button to the left of “Set DODIC” to view the set members.  
To order only specific set members, select the check box to the left of that 
specific item.
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Exit
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POP-UP – Scheduled Maintenance SBS – Ordering 
Partial Set Items (Cont.) – Screen 2

• If specific set 
members were 
selected for order, 
the set parent 
DODIC will be 
flagged “*** Partial 
Set ***” instead of 
“SET DODIC,” 
signifying that the 
entire set is not 
being ordered.

AUDIO: The “Set DODIC” will now be flagged as a partial set for order.
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Exit
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POP-UP – Additional DODIC Information 

• Items shaded pink 
are due to expire 
before the 
maintenance date.

• Items with a red dot 
are back ordered.

• Items with a green 
dot may be replaced 
with a substitute 
DODIC.

AUDIO: The Web Ordering System uses row shading and dots to display 
additional information.  Items shaded pink are due to expire before the 
maintenance date.
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Exit

Developer Notes

POP-UP – Additional DODIC Information 

• Items with a red dot 
are backordered.

• Items with a green dot 
may be replaced with 
a substitute DODIC.

AUDIO: The Web Ordering System uses row shading and dots to display 
additional information. Items shaded green are stores release items and 
may not be ordered using the Web Ordering System.
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Receipting
an Order
________
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POP-UP – Additional DODIC Information

• Items with a red dot 
are back ordered.

• Items with a green dot 
may be replaced with 
a substitute DODIC.

AUDIO: The Web Ordering System uses dots to display additional information.  
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POP-UP – Adding Squadron/Aircraft Type Not In 
List

• To add a 
squadron/aircraft 
type not in the list, 
select 
Squadron/Aircraft 
NOT LISTED
from the drop-
down menu.

• When the Choose 
Aircraft Type 
window displays, 
select an aircraft 
type to add from 
the drop-down 
menu and click the 
Continue button.

Note: Only the 
aircraft type is 
added to the list.  
Squadron is listed 
as unknown.

AUDIO: When a squadron aircraft type is missing from the list, select Squadron 
Aircraft NOT LISTED from the drop-down menu.  The Choose Aircraft 
Type window displays.  Select an aircraft type to add from the drop-down 
menu and click the Continue button.
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POP-UP – Removing a Squadron/Aircraft Type

• Click the D button 
from the Delete
column to remove a 
squadron/aircraft 
type.

• A message displays 
prompting you to 
confirm the 
squadron/aircraft type 
deletion.

• Click the Yes button 
to continue with the 
removal.

• Click the No button to 
leave the 
squadron/aircraft type 
on the list.

AUDIO: To remove a squadron aircraft type from the emergency stock list, click 
the D button in the same row.  A message displays asking for verification.  
Click the Yes button to complete removal.  Click the No button to cancel 
the removal.
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POP-UP – Removing DODICs from the Emergency 
Stock List 

• Scroll the document 
to view DODICs 
listed on the current 
emergency stock list.

• To remove a DODIC, 
deselect the check 
box in the Include
column.

AUDIO: The system displays the new emergency stock list at the bottom of the 
page.  Scroll the document to view included DODICs.  To remove a
DODIC from the list, deselect the check box.
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POP-UP –AC Type not in List

• If the 
aircraft is 
not listed 
in the 
drop-
down 
menu, 
click Not 
In List.

AUDIO: If the aircraft type is not in the drop-down menu, select Not in List.
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POP-UP –Enter AC in Other

• Type the 
aircraft 
type in 
the Other
field.

AUDIO: Enter the aircraft type in the Other field.
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POP-UP – Squadron not in List

• If your 
squadron  
is not 
listed in 
the drop-
down 
menu, 
select 
Not In 
List.

AUDIO: If the squadron is not in the drop-down menu, select Not in List.
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POP-UP – Enter Squadron in Other

• Type the 
squadron 
in the 
Other
field.

AUDIO: Enter the squadron in the Other field.
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POP-UP – Dodic Not in List

• If the DODIC is not 
listed in the drop-
down menu, select 
Not in List.

• Enter the DODIC 
in the Other 
DODIC field.

• Click the Add 
DODIC to List
button.

AUDIO: If the DODIC to be ordered is not in the drop-down menu, select Not in 
List and enter the DODIC in the Other DODIC field.
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General Pop-up Sections

General 
Pop-up 
Sections
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POP-UP – Accept or Change Shipping Location

• Review the 
Shipping To 
Location
information.

• If you wish to ship 
to a different 
location, click the 
Change Shipping 
Location button.

AUDIO: Verify the information in the Shipping To Location field. If shipping to 
another location, click the Change Shipping Location button.
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POP-UP – Shipping To Location screen

• The shipping to 
location screen 
displays.

AUDIO: The Shipping To Location screen displays.
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POP-UP – Ship to Alternate Location

• Select a shipping 
location from the 
authorized shipping 
location list.

• To ship to a location not 
in the list, click the Add 
address button.

AUDIO: Select a shipping location from the list. Or, if the location required is 
not in the drop-down menu, click the Add address button to display a new 
screen.
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POP-UP – Alternate Shipping Location Form 
Displays

• The Alternate 
Shipping Location 
screen displays.

• Type the 
appropriate 
information and 
click the OK
button.

AUDIO: Type the alternate shipping location information and click the OK 
button.
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POP-UP – Confirm Alternate Shipping Location

• You are prompted 
to confirm the 
temporary change 
for the ship-to 
location for this 
order.

• Click Yes to 
confirm the ship-
to location. 

• Justification will 
be required.

• Click No to 
cancel.

AUDIO: Click the Yes button to change the shipping to location for this order.  
This change affects this order only.  Click the No button to cancel.
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POP-UP – Change in Shipping Location Noted

• Upon confirming 
the change in 
shipping to 
location, the word 
“Temporary” 
displays in red in 
front of the 
Shipping To 
Location field to 
indicate the 
change.

AUDIO: The alternate shipping location is highlighted as temporary.
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POP-UP – Accept or Change Receiving Activity

• If the receiving 
activity will be 
other than what is 
displayed, click the 
Change Receiving 
Activity button.

AUDIO: Verify the Deliver to Activity information.  If  the receiving activity is 
other than what is displayed, click the Change Receiving Activity button.
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POP-UP – Receiving Activity Form

• The receiving 
activity screen 
displays.

AUDIO: The receiving activity screen displays.
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POP-UP – Receiving Activity

• Select a receiving 
activity from the list.

• If the receiving activity 
is not in the list, e-mail 
or call the VFS Systems 
Administrator.

AUDIO: Select a receiving activity from the list. If the receiving activity is not 
in the list, contact the VFS Systems Administrator for assistance.
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POP-UP – Confirm Alternate Receiving Activity

• You are prompted 
to confirm the 
temporary change 
for the receiving 
activity for this 
order.

• Click Yes to 
confirm the 
receiving activity. 

• Justification will 
be required.

• Click No to 
cancel.

AUDIO: Confirm the receiving activity for this order.
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POP-UP – Change in Receiving Activity Noted

• Upon confirming 
the change for the 
receiving activity, 
“Alt” displays in 
red in front of the 
Deliver To 
Activity field to 
indicate the 
change.

AUDIO: The alternate receiving activity will be highlighted as alternate.
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POP-UP –– Select New Project Code

• To change the 
project code, 
select a new code 
from the project 
code list.

AUDIO: To change the project code, select a new code from the project code 
list.
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POP-UP – BUNO Not in Trace

• If the BUNO does not 
exist in CAD/PAD 
Trace, a message 
displays advising you 
to review the BUNO 
number and re-enter.

• If the BUNO is correct 
but not in TRACE, you 
can either cancel the 
order and update 
TRACE with the 
correct information or 
continue the order by 
placing a manual order.

• Click the Manual 
Order Training
Button to go to the 
manual order training 
section.

Manual Order Training Button
AUDIO: If the Web Ordering System does not find the BUNO in the CAD/PAD 

Trace database, a warning displays.  If the number was entered incorrectly, 
re-enter the correct BUNO.  If the BUNO was entered correctly but is not 
in TRACE, either delay the order until Trace is updated or proceed with a 
manual order for that BUNO. Click the Manual Order Training button for 
information on placing a manual order.


	Web Ordering Overview
	Preferred Ordering Method
	Becoming an Authorized Requisitioner
	VFS Home Page
	VFS Log In Screen
	Select Module Menu
	Accessing the VFS Web Ordering Module
	SEATS/ICAPS Warning displays
	Web Ordering Customer Info Verification
	Edit Your Information
	Save Editing Changes
	CAD/PAD Web Ordering System Main Menu
	Placing an Order  -  When to Order Guidelines
	Placing an Order  -  Lead Times
	Placing an Order  -  Types of Orders
	Placing an Order  -  Routine Orders
	Placing an Order  -  Emergency Orders
	Placing an Order  -  Deployment/Restocking Orders
	Placing an Order  -  Warfighting CAD Orders
	Placing an Order  -  Select Type of Order
	Placing an Order  - Scheduled Maintenance -  How to Order – Step 1
	Placing an Order  -  Scheduled Maintenance SBS – Pick Routine Orders – Step 2
	Placing an Order  -  Scheduled Maintenance SBS – Pick Scheduled – Step 3
	Placing an Order  -  Scheduled Maintenance SBS – Enter BUNO – Step 4
	Placing an Order  -  Scheduled Maintenance SBS – Verify Aircraft Info – Step 5
	Placing an Order  -  Scheduled Maintenance SBS –Enter Planned Maintenance Date – Step 6
	Placing an Order  -  Scheduled Maintenance SBS – Shipping-to, Deliver-to and Project Code Verification – Step 7
	Placing an Order  -  Scheduled Maintenance SBS – Continue Order – Step 8
	Placing an Order  -  Scheduled Maintenance SBS – Recommended Items Display – Step 9
	Placing an Order  -  Scheduled Maintenance SBS – Ordering Set DODICs – Step 10
	Placing an Order  -  Scheduled Maintenance SBS –Process Order – Step 11
	Placing an Order  -  Scheduled Maintenance SBS –Verify DODICs Ordered – Step 12
	Placing an Order  -  Scheduled Maintenance SBS –Provide Justification – Step 13
	Placing an Order  -  Scheduled Maintenance SBS –Add Comments ? – Step 14
	Placing an Order  -  Scheduled Maintenance SBS –Add Comments Form – Step 15
	Placing an Order  - Scheduled Maintenance  SBS – Order Processing – Step 16
	Placing an Order  -  Scheduled Maintenance SBS –Review Confirmation Report – Step 17
	Placing an Order  - Unscheduled Maintenance -  How to Order – Step 1
	Placing an Order  -  Unscheduled Maintenance SBS – Pick Routine Orders – Step 2
	Placing an Order  -  Unscheduled Maintenance SBS – Pick Unscheduled – Step 3
	Placing an Order  -  Unscheduled Maintenance SBS – Enter BUNO – Step 4
	Placing an Order  -  Unscheduled Maintenance SBS – Verify Aircraft Info – Step 5
	Placing an Order  -  Unscheduled Maintenance SBS –Enter Planned Maintenance Date – Step 6
	Placing an Order  -  Unscheduled Maintenance SBS – Shipping-to, Deliver-to and Project Code Verification – Step 7
	Placing an Order  -  Unscheduled Maintenance SBS – Continue Order – Step 8
	Placing an Order  -  Unscheduled Maintenance SBS –DODICs Display – Step 9
	Placing an Order  -  Unscheduled Maintenance SBS – Ordering Set DODICs – Step 10
	Placing an Order  -  Unscheduled Maintenance SBS –Process Order – Step 11
	Placing an Order  -  Unscheduled Maintenance SBS –Verify DODICs Ordered – Step 12
	Placing an Order  -  Unscheduled Maintenance SBS –Provide Justification – Step 13
	Placing an Order  -  Unscheduled Maintenance SBS –Add Comments ? – Step 14
	Placing an Order  -  Unscheduled Maintenance SBS –Add Comments Form – Step 15
	Placing an Order  - Unscheduled Maintenance  SBS – Order Processing – Step 16
	Placing an Order  -  Unscheduled Maintenance SBS –Review Confirmation Report – Step 17
	Placing an Order  - Targets -  How to Order – Step 1
	Placing an Order  - Targets SBS – Pick Routine Orders – Step 2
	Placing an Order  - Targets SBS – Pick Target – Step 3
	Placing an Order  - Targets SBS – Enter the Need by Date – Step 4
	Placing an Order  -  Targets SBS – Shipping-to, Deliver-to and Project Code Verification – Step 5
	Placing an Order  -  Targets SBS – Continue Order – Step 6
	Placing an Order  - Targets SBS – List of Target Items displays – Step 7
	Placing an Order  - Targets SBS – Enter 90 Day Order Requirements – Step 8
	Placing an Order  -  Targets SBS –Process Order – Step 9
	Placing an Order  -  Targets SBS –Verify DODICs Ordered – Step 10
	Placing an Order  -  Targets SBS –Provide Justification – Step 11
	Placing an Order  -  Targets SBS –Add Comments ? – Step 12
	Placing an Order  -  Targets SBS –Add Comments Form – Step 13
	Placing an Order  - Targets SBS – Order Processing – Step 14
	Placing an Order  -  Targets SBS –Review Confirmation Report – Step 15
	Placing an Order  - Survival/Test CADs -  How to Order – Step 1
	Placing an Order  - Survival/Test CADs SBS – Pick Routine Orders – Step 2
	Placing an Order  - Survival/Test CADs SBS – Pick Survival/Test – Step 3
	Placing an Order  - Survival/Test CADs SBS – Enter the Need by Date – Step 4
	Placing an Order  -  Survival/Test CADs SBS – Shipping-to, Deliver-to and Project Code Verification – Step 5
	Placing an Order  -  Survival/Test CADs SBS – Continue Order – Step 6
	Placing an Order  - Survival/Test CADs SBS – List of Survival Items displays – Step 7
	Placing an Order  - Survival/Test CADs SBS – Enter 90 Day Order Requirements – Step 8
	Placing an Order  -  Survival/Test CADs SBS –Process Order – Step 9
	Placing an Order  -  Survival/Test CADs SBS –Verify DODICs Ordered – Step 10
	Placing an Order  -  Survival/Test CADs SBS –Provide Justification – Step 11
	Placing an Order  -  Survival/Test CADs SBS –Add Comments ? – Step 12
	Placing an Order  -  Survival/Test CADs SBS –Add Comments Form – Step 13
	Placing an Order  - Survival/Test CADs  SBS – Order Processing – Step 14
	Placing an Order  -  Survival/Test CADs SBS –Review Confirmation Report – Step 15
	Placing an Order  - Depot Maintenance -  How to Order – Step 1
	Placing an Order  -  Depot Maintenance SBS – Pick Routine Orders – Step 2
	Placing an Order  - Depot Maintenance SBS – Pick Depot Maint – Step 3
	Placing an Order  -  Depot Maintenance SBS – Enter BUNO – Step 4
	Placing an Order  -  Depot Maintenance SBS – Verify Aircraft Info – Step 5
	Placing an Order  -  Depot Maintenance SBS –Enter Planned Maintenance Date – Step 6
	Placing an Order  - Depot Maintenance SBS – Shipping-to, Deliver-to and Project Code Verification – Step 7
	Placing an Order  -  Depot Maintenance SBS – Continue Order – Step 8
	Placing an Order  - Depot Maintenance SBS – DODICs Display – Step 9
	Placing an Order  -  Depot Maintenance SBS – Ordering Set DODICs – Step 10
	Placing an Order  -  Depot Maintenance SBS –Process Order – Step 11
	Placing an Order  -  Depot Maintenance SBS –Verify DODICs Ordered – Step 12
	Placing an Order  -  Depot Maintenance SBS –Provide Justification – Step 13
	Placing an Order  -  Depot Maintenance SBS –Add Comments ? – Step 14
	Placing an Order  -  Depot Maintenance SBS –Add Comments Form – Step 15
	Placing an Order  - Depot Maintenance  SBS – Order Processing – Step 16
	Placing an Order  -  Depot Maintenance SBS –Review Confirmation Report – Step 17
	Placing an Order  - Emergency Order -  How to Order – Step 1
	Placing an Order  - Emergency Order SBS – Pick EM Orders – Step 2
	Placing an Order  -  Emergency Order SBS – Check with Ordnance/Weapons Dept. – Step 3
	Placing an Order  -  Emergency Order SBS – Item Availability from Ordnance/Weapons Dept. – Step 4
	Placing an Order  -  Emergency Order SBS – Enter BUNO – Step 5
	Placing an Order  -  Emergency Order SBS – Verify Aircraft Info – Step 6
	Placing an Order  -  Emergency Order SBS – Shipping and Delivery Information – Item Available at Ordnance/Weapons Dept. – Step
	Placing an Order  -  Emergency Order SBS – Shipping-to, Deliver-to and Project Code Verification – Step 8
	Placing an Order  -  Emergency Order SBS – Continue Order – Step 9
	Placing an Order  -  Emergency Order SBS – DODICs Display – Step 10
	Placing an Order  -  Emergency Order SBS – Ordering Set DODICs – Step 11
	Placing an Order  -  Emergency Order SBS –Process Order – Step 12
	Placing an Order  -  Emergency Order SBS –Verify DODICs Ordered – Step 13
	Placing an Order  - Emergency Order SBS –Provide Justification – Step 14
	Placing an Order  -  Emergency Order SBS –Add Comments ? – Step 15
	Placing an Order  -  Emergency Order SBS –Add Comments Form – Step 16
	Placing an Order  - Emergency Order  SBS – Order Processing – Step 17
	Placing an Order  -  Emergency Order SBS –Review Confirmation Report – Step 18
	Placing an Order  - Emergency Stock -  How to Order – Step 1
	Placing an Order  -  Emergency Stock SBS – Pick Deployment – Step 2
	Placing an Order – Emergency Stock SBS – Pick Emergency Stock List – Step 3
	Placing an Order  -  Emergency Stock SBS – Building or Modifying an Emergency Stock List – Step 4
	Placing an Order  -  Emergency Stock SBS – Adding Squadron/Aircraft Type – Step 5
	Placing an Order  -  Emergency Stock SBS – Building a Tailored Emergency Stock List – Step 6
	Placing an Order  -  Emergency Stock SBS – Saving a Tailored Emergency Stock List – Step 7
	Placing an Order  -  Emergency Stock SBS – Display Emergency Stock List/Place an Order – Step 8
	Placing an Order  - Emergency Stock SBS – Enter the Need by Date – Step 9
	Placing an Order  -  Emergency Stock SBS – Shipping-to, Deliver-to and Project Code Verification – Step 10
	Placing an Order  -  Emergency Stock SBS – Continue Order – Step 11
	Placing an Order  -  Emergency Stock SBS – Existing Tailored Emergency Stock List Displayed – Step 12
	Placing an Order  -  Emergency Stock SBS – Changing On Hand Quantity – Step 13
	Placing an Order  -  Emergency Stock SBS – Order Quantity – Step 14
	Placing an Order  -  Emergency Stock –Process Order – Step 15
	Placing an Order  -  Emergency Stock SBS –Verify DODICs Ordered – Step 16
	Placing an Order  -  Emergency Stock SBS –Provide Justification – Step 17
	Placing an Order  -  Emergency Stock SBS –Add Comments ? – Step 18
	Placing an Order  -  Emergency Stock SBS –Add Comments Form – Step 19
	Placing an Order  - Emergency Stock  SBS – Order Processing – Step 20
	Placing an Order  - Emergency Stock SBS –Review Confirmation Report – Step 21
	Placing an Order  - Scheduled Ship Board Maint. -  How to Order – Step 1
	Placing an Order  -  Scheduled Ship Board Maint. SBS – Pick  Deployment – Step 2
	Placing an Order – Scheduled Ship Board Maint. SBS – Pick Scheduled Ship Board Maint – Step 3
	Placing an Order  -  Scheduled Ship Board Maint. SBS – Enter BUNO – Step 4
	Placing an Order  -  Scheduled Ship Board Maint. SBS – Verify Aircraft Info – Step 5
	Placing an Order  -  Scheduled Ship Board Maint. SBS –Enter Planned Maintenance Date – Step 6
	Placing an Order  -  Scheduled Ship Board Maint. SBS – Shipping-to, Deliver-to and Project Code Verification – Step 7
	Placing an Order  -  Scheduled Ship Board Maint. SBS – Continue Order – Step 8
	Placing an Order  -  Scheduled Ship Board Maint. SBS – Recommended Items Display – Step 9
	Placing an Order  - Scheduled Ship Board Maint. SBS – Ordering Set DODICs – Step 10
	Placing an Order  - Scheduled Ship Board Maint. SBS –Process Order – Step 11
	Placing an Order  - Scheduled Ship Board Maint. SBS –Verify DODICs Ordered – Step 12
	Placing an Order  - Scheduled Ship Board Maint. SBS –Provide Justification – Step 13
	Placing an Order  - Scheduled Ship Board Maint. SBS –Add Comments ? – Step 14
	Placing an Order  - Scheduled Ship Board Maint. SBS –Add Comments Form – Step 15
	Placing an Order  - Scheduled Ship Board Maint.  SBS – Order Processing – Step 16
	Placing an Order  - Scheduled Ship Board Maintenance SBS –Review Confirmation Report – Step 17
	Placing an Order  - Unscheduled Ship Board Maint. – How to Order – Step 1
	Placing an Order  -  Unscheduled Ship Board Maint. SBS – Pick Deployment – Step 2
	Placing an Order – Unscheduled Ship Board Maint. SBS – Pick Unscheduled Ship Board Maint – Step 3
	Placing an Order  - Unscheduled Ship Board Maint. SBS – Enter BUNO – Step 4
	Placing an Order  - Unscheduled Ship Board Maint. SBS – Verify Aircraft Info – Step 5
	Placing an Order  - Unscheduled Ship Board Maint. SBS –Enter Planned Maintenance Date – Step 6
	Placing an Order  -  Unscheduled Ship Board Maint. SBS – Shipping-to, Deliver-to and Project Code Verification – Step 7
	Placing an Order  -  Unscheduled Ship Board Maint. SBS – Continue Order – Step 8
	Placing an Order  -  Unscheduled Ship Board Maint. SBS –DODICs Display – Step 9
	Placing an Order  -  Unscheduled Ship Board Maint. SBS – Ordering Set DODICs – Step 10
	Placing an Order  -  Unscheduled Ship Board Maint. SBS –Process Order – Step 11
	Placing an Order  -  Unscheduled Ship Board Maint. SBS –Verify DODICs Ordered – Step 12
	Placing an Order  -  Unscheduled Ship Board Maint. SBS –Provide Justification – Step 13
	Placing an Order  -  Unscheduled Ship Board Maint. SBS –Add Comments ? – Step 14
	Placing an Order  -  Unscheduled Ship Board Maint. SBS –Add Comments Form – Step 15
	Placing an Order  - Unscheduled Ship Board Maint.  SBS – Order Processing – Step 16
	Placing an Order  -  Unscheduled Ship Board Maint. SBS –Review Confirmation Report – Step 17
	Order Status
	Order Status – ID # SBS – Click Order Status – Step 1
	Order Status – ID # SBS – Enter Order ID Number – Step 2
	Order Status – ID # SBS – Order ID Displays – Step 3
	Order Status – ID # SBS – View Order Details – Step 4
	Order Status – ID # SBS – View Order Notes – Step 5
	Order Status – ID # SBS – View Email History – Step 6
	Order Status – ID # SBS – View Transaction History – Step 7
	Order Status – Document # SBS – Click Order Status – Step 1
	Order Status – Document # SBS – Enter Document Number – Step 2
	Order Status – Document # SBS – The Document Number Order Displays – Step 3
	Order Status – Document # SBS – View Order Details – Step 4
	Order Status – Document # SBS – View Order Notes – Step 5
	Order Status – Document # SBS – View Email History – Step 6
	Order Status – Document # SBS – View Transaction History – Step 7
	Order Status – BUNO SBS – Click Order Status – Step 1
	Order Status – BUNO SBS – Select BUNO Option – Step 2
	Order Status – BUNO SBS – Set Date Limitations – Step 3
	Order Status – BUNO SBS – Set Order Status Limitations – Step 4
	Order Status – BUNO SBS – Enter BUNO – Step 5
	Order Status – BUNO SBS – Orders Display – Step 6
	Order Status – BUNO SBS – View Order Details – Step 7
	Order Status – BUNO SBS – View Order Notes – Step 8
	Order Status – BUNO SBS – View Email History – Step 9
	Order Status – BUNO SBS – View Transaction History – Step 10
	Order Status – Ordering Activity SBS – Click Order Status – Step 1
	Order Status – Ordering Activity SBS – Select Ordering Activity Option – Step 2
	Order Status – Ordering Activity SBS – Set Date Limitations – Step 3
	Order Status – Ordering Activity SBS – Set Order Status Limitations – Step 4
	Order Status – Ordering Activity SBS – Select an Ordering Activity – Step 5
	Order Status – Ordering Activity SBS – Orders Display – Step 6
	Order Status – Ordering Activity SBS – View Order Details – Step 7
	Order Status – Ordering Activity SBS – View Order Notes – Step 8
	Order Status – Ordering Activity SBS – View Email History – Step 9
	Order Status – Ordering Activity SBS – View Transaction History – Step 10
	Order Status – Shipping To Location SBS – Click Order Status – Step 1
	Order Status – Shipping To Location SBS – Select Ordering Activity Option – Step 2
	Order Status – Shipping To Location SBS – Set Date Limitations – Step 3
	Order Status – Shipping To Location SBS – Set Order Status Limitations – Step 4
	Order Status – Shipping To Location SBS – Select a Shipping To Location – Step 5
	Order Status – Shipping To Location SBS – Orders Display – Step 6
	Order Status – Shipping To Location SBS – View Order Details – Step 7
	Order Status – Shipping To Location SBS – View Order Notes – Step 8
	Order Status – Shipping To Location SBS – View Email History – Step 9
	Order Status – Shipping To Location SBS – View Transaction History – Step 10
	Order Status – Deliver To Activity SBS – Click Order Status – Step 1
	Order Status – Deliver To Activity SBS – Select Delivering To Activity Option – Step 2
	Order Status – Deliver To Activity SBS – Set Date Limitations – Step 3
	Order Status – Deliver To Activity SBS – Set Order Status Limitations – Step 4
	Order Status – Deliver To Activity SBS – Select a Deliver To Activity – Step 5
	Order Status – Deliver To Activity SBS – Orders Display – Step 6
	Order Status – Deliver To Activity SBS – View Order Details – Step 7
	Order Status – Deliver To Activity SBS – View Order Notes – Step 8
	Order Status – Deliver To Activity SBS – View Email History – Step 9
	Order Status – Deliver To Activity SBS – View Transaction History – Step 10
	Cancel An Order
	Cancel Order SBS – Selecting Place Order – Step 1
	Cancel Order SBS – Selecting Cancel Order – Step 2
	Cancel Order SBS – Selecting an Order to Cancel – Step 3
	Cancel Order SBS – Displaying Order – Step 4
	Cancel Order SBS – Justification and Processing – Step 5
	Cancel Order SBS – Cancel Order Prompt – Step 6
	Notes/Comments
	Notes/Comments SBS – View/Add Order Notes Screen – Step 1
	Notes/Comments SBS – Entering Order Number – Step 2
	Notes/Comments SBS – Adding a Note – Step 3
	Notes/Comments SBS – Add a Note Screen – Step 4
	Notes/Comments SBS – Viewing a Note – Step 5
	Notes/Comments SBS – Adding a Follow On Comment – Step 6
	Notes/Comments SBS – Add a Follow On Comment Screen – Step 7
	Notes/Comments SBS – Viewing a Follow On Comment – Step 8
	Receipting an Order
	Receipting an Order
	Receipting an Order
	Next page starts Manual Order process (not in Trace)
	Placing an Order  – Manual Order – BUNO Not in Trace – Step 1 (Title: Proceed with Manual Order)
	Placing an Order  -  Depot Maintenance SBS – BUNO Not in Trace – Manual Order – Shipping-to, Deliver-to and Project Code Verif
	Placing an Order  - Depot Maintenance SBS – BUNO Not in Trace – Manual Order – Continue Order – Step 3
	Placing an Order  -  Depot Maintenance SBS –BUNO Not in Trace – Manual Order – BUNO Entry – Step 4
	Placing an Order  -  Depot Maintenance SBS –BUNO Not in Trace – Manual Order – Select AC Type – Step 5
	Placing an Order  -  Depot Maintenance SBS –BUNO Not in Trace – Manual Order – Select Squadron – Step 6
	Placing an Order  -  Depot Maintenance SBS –BUNO Not in Trace – Manual Order – Add A Dodic Btn – Step 7
	Placing an Order  -  Depot Maintenance SBS –BUNO Not in Trace – Manual Order – DODICs Window – Step 8
	Placing an Order  -  Depot Maintenance SBS –BUNO Not in Trace – Manual Order – Select DODIC – Step 9
	Placing an Order  -  Depot Maintenance SBS –BUNO Not in Trace – Manual Order – Qty Req – Step 10
	Placing an Order  -  Depot Maintenance SBS –BUNO Not in Trace – Manual Order – Provide Additional Dodic info – Step 11
	Placing an Order  -  Depot Maintenance SBS –BUNO Not in Trace – Manual Order – Order List – Step 12
	Placing an Order  -  Depot Maintenance SBS –BUNO Not in Trace – Manual Order – Process Order– Step 13
	Placing an Order  -  Depot Maintenance SBS –BUNO Not in Trace – Manual Order – Process Order–Verify DODICs Ordered – Step 14
	Placing an Order  -  Depot Maintenance SBS –BUNO Not in Trace – Manual Order – Process Order–Provide Justification – Step 15
	Placing an Order  -  Depot Maintenance SBS –BUNO Not in Trace – Manual Order – Process Order–Add Comments ? – Step 16
	Placing an Order  -  Depot Maintenance SBS –BUNO Not in Trace – Manual Order – Process Order–Add Comments Form – Step 17
	Placing an Order  -  Depot Maintenance SBS –BUNO Not in Trace – Manual Order – Process Order– Order Processing – Step 18
	Placing an Order  -  Depot Maintenance SBS –BUNO Not in Trace – Manual Order – Process Order–Review Confirmation Report – Step
	POP-UP – Discrepant Custody
	POP-UP – Orders already exist for BUNO
	POP-UP – Maintenance Date Not In Trace
	POP-UP – Planned Maint. Date Too Early or Too Late
	POP-UP – Additional DODIC information
	POP-UP – Select Items Not in List Button – Screen 1
	POP-UP – Add Items Not in List Screen – Screen 2
	POP-UP – Additional Items Added to List – Screen 3
	POP-UP – Scheduled Maintenance SBS –Ordering Partial Set Items – Screen 1
	POP-UP – Scheduled Maintenance SBS – Ordering Partial Set Items (Cont.) – Screen 2
	POP-UP – Additional DODIC Information
	POP-UP – Additional DODIC Information
	POP-UP – Additional DODIC Information
	POP-UP – Adding Squadron/Aircraft Type Not In List
	POP-UP – Removing a Squadron/Aircraft Type
	POP-UP – Removing DODICs from the Emergency Stock List
	POP-UP –AC Type not in List
	POP-UP –Enter AC in Other
	POP-UP – Squadron not in List
	POP-UP – Enter Squadron in Other
	POP-UP – Dodic Not in List
	General Pop-up Sections
	POP-UP – Accept or Change Shipping Location
	POP-UP – Shipping To Location screen
	POP-UP – Ship to Alternate Location
	POP-UP – Alternate Shipping Location Form Displays
	POP-UP – Confirm Alternate Shipping Location
	POP-UP – Change in Shipping Location Noted
	POP-UP – Accept or Change Receiving Activity
	POP-UP – Receiving Activity Form
	POP-UP – Receiving Activity
	POP-UP – Confirm Alternate Receiving Activity
	POP-UP – Change in Receiving Activity Noted
	POP-UP –– Select New Project Code
	POP-UP – BUNO Not in Trace

