Overview — VFS Registration

VFS
Registration Access to VFS web site modules requires all users to register for a user ID
Overview and password.
Unit At least one unit administrator must already be registered and approved for

Administrator
Registration

an activity before any other users may register for access.

NOTE: The VFS web site is government-owned and operated.
Unauthorized access to this computer system and/or its software is
prohibited by public law 98-473.

User
Registration

User — Public Law 98-473, Chapter XXI, Paragraph 1030 provides that: Whoever
Registration . . . .
A knowingly accesses and obtains, uses, modifies, destroys, discloses, or
pproval .

Process prevents authorized use of data or a computer owned by or operated for the
Government of the United States shall be punished by a fine or imprisonment
or both. The punishments range from a monetary fine to 10 years in prison,
depending upon the nature and extent of the violation.

Audio:

The VFS web site is password protected. Users may gain access to
the site by registering for a User ID and password. A unit
administrator for every activity must already be pre-registered and
approved for access to certify and manage members of each unit.
The VFS web site is government owned and operated and subject to
Public Law 98-473.




VFS Registration Overview — Role of UA

VFS . . -
Registration Each activity (squadron, maintenance activity, weapons/ordnance

Overview department, etc.) requiring access to VFS must register a unit
administrator (UA).

Unit

Administrator UAs certify and manage users for their activity. They must approve new
Registration user requests as well as close-out users no longer requiring access.
User UAs access the VFS FTP website and download VFS software for
Registration modules that are electronically distributed.
User UAs coordinate the installation of software on individual client computers.
Registration
Approval L.
Process Note: UAs requiring access to VFS modules must complete a
separate user registration form.
Audio:

Unit administrators or UAs play a very important role for VFS.
They have many roles including certifying and managing VFS
users for their activity, downloading software from VFS,
uploading software to local users machines, and ensuring users
have the correct VFS software executables.
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VFS Registration Overview — Designating a UA

Reg\i/sfétion Activities must designate UAs in writing. Select the Unit Administration

Overview button for instructions on registering unit administrators on the
S CAD/PAD VFS Home Page.

Unit
Administrator Each activity may have one or more UAs.
Registration
sor The user registration process requires certification by the UA in
Registration addition to supervisory approval.
User UA certification validates the user and supervisor are assigned to the
Registration activity.
Approval
Process
Upon approval by Indian Head, the UA will receive an email
notification certifying their registration.
Users may start registering for VFS access as soon as their UA is
certified.
Audio:

Activities must have one or more registered UAs before individual
users can register for VFS access. The UA registration form
requires signatures and must be mailed or faxed to Indian Head for
certification. As soon as a UA is established, local users may
begin to register directly on the CAD/PAD VFS web site.
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VFS Registration Overview — User ID and Password

- \i/slirsation Select the New User button for instructions on registering for access
O?/erview to VFS or scroll down the home page to the Online VFS Registration
link.
Unit Registering for a User ID and Password constitutes consent to auditing and
Administrator . . . .
Registration monltprlng and agreement to comply with all applicable regulations and
directives.
User Access will not be permitted until a User ID and Password are assigned.
Registration
User IDs and Passwords are good for 180 days. After 180 days users
User must reregister and obtain a new password for continued VFS access.
Registration
Approval Inactive accounts not accessing the system for 270 days will be
Process automatically eliminated.
Passwords must be alphanumeric and contain at least eight characters.
Audio:
Seeking user authorization constitutes consent to auditing,
monitoring, and agreement to comply with all applicable
regulations and directives. A user must receive an ID and
password, which are good for 180 days, before accessing the
site. Accounts that have not accessed the system for 270 days
will be considered inactive and eliminated. Passwords are
required to be alphanumeric and at least eight characters long.
Developer Notes
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Unit Administrator Registration

VES
Registration
Overview

Unit
Administrator
Registration

User
Registration

User
Registration
Approval
Process

Personnel must register with VFS to become a unit administrator.

Select the Online VFS Registration link on the CAD/PAD Virtual Fleet Support
Home Page at

T HLE Virtuaal Floel Mo Page - Hicrosoll Intermel Esploses
Fie Edt Vew Favodes Jook Hep
Addbess [ g icaiped s mil/ et NTiM s T el him =] 6o

My CAD/PAD
@ .]_.'u) Virtual Fleet Support
' Home Page

HEWT AN PAD FRE Tracs,
HEWE Temp World Wide
WEWY JE.1377 CAD-FAD

i)
LT3 0571945 MAR 01

HLSMTIFST Conference 2001

For Frequently Asked (uestions - F40

HEWL =+ FIRST TIME USERS: In order 1o use our VES modules you will need 0 reglster for a Userid and
Password. Click on the link p below amld p! ibe vnllne reg| form. Ownce you have
been approved amd have recelved your Userld aml Pasword, you may need fo mod Ty your PC's browser
weitlngs. Invtructlony are oullloed In yfiveiup.pdf. Once you sel your browser seillngy, you can log In by
selecting the Log On buion at the top left hand corner. IT yon still have problems, please emall the

webmuter.

‘We have migrated our applications over 1o Internet Explorer 5,0 for performance and security reasons.
We wk you to pleave upgrade fo LE 5.0 or betier.

For Windows NT nsers, keep In mind that you will need yonr SYSTEM ADMINSTRATORS asststance at
that thwe 0o npdaie the Mles on your PC o work with onr applcations.

For Online VFS Registration Farm
For Online VFS UA Hegisoranon Form

Disclaimer: =

Select the Unit
Administrator link
below for step by step
instructions on how to
register:

— Unit Administrator

Audio:

To access the unit administrator registration information, select the
online VFS UA Registration link from the CAD/PAD home page.




UA Reg Step 1- Select VFS UA Application

a http:f/cadpad.ih.navy. mil/AYFSWebAYFSMain/YFS_USW_HomePages/UAAPPInstructions_asp - Microsoft Internet Explorer

| Ele Edi Miew Favortes Tools Help
* SeIeCt the VFS UA | Address [#] bitp:/ /caripar ih.nawy miAFS WebAFSMain VFS_LISW_HomePages/LIsAPFlnsttifions. asp | ‘(»’Go
Application link from Step =
2 on the Application o
Procedures list to 4z ® | Application Procedure for
download the UA e

Registration form.

VFS Unit Administrators

This form is to be used by individuals seeking to be registered as a Unit Administrator for
access to the CADIPAD Virtual Fleet Support (VFS) System.

Change the security level of macro virus protection in Microsoft Word, follow these
steps:

A, Onthe Tools menu, click Options.

B. Clickthe Security tab

C. Under Macro Security, click Macro Security

D. Click the Security Level tab, and then select MEDIUM or LOWY security

-

o

NOTE: If you are uncomfortable or unable to allow "macros turned an® in this file,
you may print the file and fill out the form by hand

Download ¥ES UA Application
Complete Section 1 of the application
Have immediate supervisor validate your application by completing Section 2 of the application —
Select the VFS Module(s) in Section 3 that are accessed by users at your Activity.
Have Activity commander or ISS0O endorse this application in Section 4.

Return this completed application by one of the following methods. DO NOT EMAIL!

oo e fra

hail to Qomm_ant_j\ng _Qfﬂc_er (C_ode 53_10_P) B o =

Audio:

Read the instructions and select the VFS UA application link to
download the registration form.
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UA Reg Step 2 —-VFS UA Application Displays in MS

Word

° The VFS U n it :. YFS UA Application ver 8(1]).doc - Microsoft Word

Fl\e Edit ¥iew Insert Format Tools Table Window Help

Administrator Application nepgeolan. | we - |@@:|@ (3| &y oo

and Verification Form EEE e =N

JNormaI + Times Mew Roman  ~ | B F U |§| = = ‘5__E|é-

displays in Microsoft
Word.

* To use the form-fill
capability, you must
enable macros. For :
Word 2000, set macro .
security to medium or :
low.

NOTE: The form may also _
be printed and filled in
manually.

- DO NOT email the form o= &1 e \\DOIJ@I& L-4 SERBE .

VFSUNIT-ADMINISTRATORY]
APPLICATION-AND-VERIFICATION-FORMY

1

THIS- APPLIC ATION I FOR-USE-OF- A GOVERNMEN T- OWNED- AND OPER ATED COMPUTER. -~ UNAUTHORIZED ACCESS
TO-THISCOMPUTER: $§ VS TEM- AND/ORITS-SOFTW ARE 1$-PROHIBITED- B Y- PUBLIC-LAVR- 08 7 39]

1

Thisform-is-tobeused by-individuals seeking-to beregistered as-a Unit-& dministrator for-access to the CAD/PAD-

Virtual Fleet-Bupp ort-(VF3)-System-and-its- downloadfupdate- server. - Bee-page 2 for Instructions -on-completing this-

application, -a-description of'the-duties-and responsibilities-of VF3 - Unit-A dministrator, andlist-of VF3 Modules -
Additional security informationis-provided-onpage 3.9

1
=SECTION-1..- VFS UNIT-ADMINISTRAT OR-REQUEST--SURVEY |

The following- information s required.»

£l quires.
Tast-Hamnad] | Fastd | =] | Fank Tl
quququ - ey Pl Pk
Fill-in-ony-the co lummn-below that deseribes pour-activip.»
Ml.htary UaAd= | ijm {Government) UATS[ Corporate UA[ T | FMS- UADu
............ LI e o pere——

Since Signatures are [Page 1 Sec 1 13 [Ate2”  Ln3¢ col 1t [REC [TRK BT [O00F [Engishius [ D[
required.
Audio:

The VFS Unit Administrator Application and Verification Form
displays in Microsoft Word. The form may be completed in Word or
entered manually and returned to Indian Head via mail or fax. It may
not be submitted via email since signatures are required.
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Macro Security Pop Up Text

* To enable macros in
Word 2000, set macro

security to medium or
low.

* From Microsoft Word,
Click Tools, then Macro,
then Security.

"‘_E. Document] - Microsoft Word

[DeaaaRy[HEss|orar

%D@Eﬂﬂ we =3

JEiIe Edit ¥iew Insert Format | Tools Table wWindow Help
J Marmal

~  Times New Romr ":? Speling and Grammar... F7

Language 3

]

T T

Word Counk, ..
@ AutoSummarize, .,
AutoCorrect, .,

Track Changes 3
Merge Documents...
Prokect Docurnent.. .
Cnline Collaboration 3

Iail Merge. ..
=] Envelopss and Labels...
Letter Wizard...

Templates and Add-Ins. ..

& Record Mew Macro...

Alt+FS

Options, .. -
-] Wisual Basic Editar Alc+F11
@8 Microsoft Scripk Editor  Alb+Shift+F11
I 2
[Page 1 Sec 1 iyt fac ot colt | [REC|[RE | B [BYR é

Audio:

* From Word 2000, Click Tools, then Macro, then Security.
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Macro Security Pop Up Text (continued)

Security K E3
» Select Medium and click

OK. ] Trusted Sources l
* When the UA registration
form displavs. vou will be " High. ©nly signed racras From trusted sources will be
plays, y allowwed ko run. Unsigned macros are automatically
prompted whether to disabled.

enable macros. Select
enable macros to use
the form-fill capability.

{*. Medium, You can choose whether or not ko run
[E:utentiall';.-' unsafe macros,

« The macros in the form " Low (naok recammended), You are not prokected From
] i pokentially unsafe macros, Use this setking anly if wou
control which fields need have virus scanning software installed, or you are sure
to be completed based all documents you open are safe,

on activity type.

Mo wirus scanner inskalled,

QK ancel

Audio:

» Select Medium and click the OK button. Once the UA registration form
displays in Word, you will be prompted whether to enable macros.
Select enable macros to use the form-fill capability.
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UA Reg Step 3 — Complete UA Form Section 1

» Complete Section 1. —
VFS Unit Administrator
Request — Survey.

* Select activity type
(Military, Civilian,
Corporate, or FMS) and
fill in the column directly
under the selection.

* Use the Tab key to move
from one field to the next.

+ Sign and date the form at
the bottom of Section 1.

NOTE: Be sure to include
a valid email address to
receive notification when
registration is approved.

VFS UNIT ADMINISTRATOR
APPLICATION AND VERIFICATION FORM

THL APPLICATION I} FOE TNE OF A GOVEFELIERT 0°AITED ATD OFFEATED C OLIPUTEE. UWATTHOFRIIED ACCES

This fonm is to be wed by Dudrddials seekirg to be Tegistered s & Thit Sdminisrabor for access to the CATWP AT
Wirbaal Fleet Support (WFS) Syetean and e domrdoadApdate semver. See page 2 for etnactions or comp letivg this
applicatict, a desoiption of the duties and responeibilities of VFS Uit Adwinistrator, and List of WS Modales.
Additiorial seomity kdonnation i provided on paze 3.

SECTION L. - YF5 UNIT ADMINISTRATOR REQUEST - SURVEY
The foliowing dyfrrmation i5 papuival

Audio:

Lt Haaus st ‘ Ll Fank Tl
FUL i emiy the colivan Bdowthar descyide your aciviy,
hhkitary U400 Civitian [ Govenanert) TAD | Coxporate TA T FhLs Tall
B ety Aoty Compun Hazs Aoty

CAVE Hmulsr
Fetraty CapCods Aoty Chpleds Po:tonTelb Foc ton: PortwenToh Foctew
Festraty That Tlead Cods Fotoaty Tt Fead Cods (TICETC ) | CAGE Cods Comury
(TICETTC
Locaten Location Locatow Location
Locatepn TIC LocationTIC: Location TIC LocationTIC:
LocatenChpCods: LocatenChrCeods LocatonCrpleds LocatenChpCeods
Locaton Addmse Locaton faidmss Locaton Addmss Locaton falidmsy
Pl Hmulea: Plao1e Haulsa Floie Hanla Pl Haulsa
Llaihng Addsess Wladtug £ddzess Iaddug fddas s Wladtug £ddzess
TA awadl TA canadl TA camail TA canadl
Betraty Lewl PortonTo T Froc e e e Hane CAFE P rvrel
Wing Cotmnnl:
IATON

Lyt addatonal ac tivihes e ac vty ¥ anfderzed o plice ovki: fa

Faerema Tl Citmerd e

Tost# digik of FT

Thawe readand malsas ol e 10k and zs o thahtes of V.
Tt Ak waer 47 kecided enps o tan of o Toqmostazl
A ® el s s wefircnalmalned, cowd vt wit
VI anl o e Do D canpmka ook

T
Tuk

Personnel requesting unit administrator access should complete
section 1. Entering a correct email address is very important as
registration notifications are processed via email.

Developer Notes
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UA Reg Step 4 — Supervisor Completes UA Form

Section 2
. . SECTION I. - VFS UNIT ADMINISTRATOR. VALIDATION
L] The m med|ate The following mformation is requived for the individual validating the Unif Administrator Request above. This is the immediafe
. SUPEFVISOY, cdae supenviser, or offer tmmediate administrafive supervisor of the requesting individual
supervisor, case Last Hame: Fsst: Hiiddle:
supervisor, or other R Tk Fosion b Fancton:
immediate Betiviy Level EreyaU3 Chiza? T&
administrative Wialng Adess
§upe_rwsor of requestlng T — T
individual must must
. . . Fhome #: DEN &:
validate the application | .~ —
by Completlng SeCtlon I have mviewed the hfoomation provided above and Signatare:
2 reconmmend this individual to serve as VFS Unit
A dmiradrator as defined on this apploation Diate:

* To use the form-fill
capability, you must
enable macros. For
Word 2000, macro
security must be set to
medium or low.

 Supervisor must sign
and date the form at the
bottom of Section 2.

Audio:

Supervisors must complete section 2 to approve the application.

Developer Notes
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UA Reg Step 5 — Select VFS Modules— Section 3

* Click all VFS Modules

ctivity.

SECTION 3. - VIRTUAL FLEET SUFPORT APPLICATIONS (Modules) AVAILABLE
Flease gelect applications acceszed by wo

used at aCthlty [0 Web Ordering | [ StockPile [ ProcData [ Production Data [ DewvQual
[0 Tech hdamaal O Action Tracking O Eng CM [0 LAT/Ballistics [0 TestData
aTs)
O EFQDR O IL3MTFST [ Disposal O Dmo O COREDATA
Registration (DDA (Production Tracking) (L34
[ ZLE Requests | [ 3LE Reports O Fuz [ Trace Life Support O oE

[ Training

O Trace CADVPAD

Audio:

Select all VFS Modules to be used at the activity in Section 3.

Developer Notes
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UA Reg Step 6 — Activity Cmdr or ISSO Approval - Section
4

SECTION 4. - VFS UNIT ADMNOINISTRATOR. ENDOESEMENT SE CTION
* The activity level ff;iffﬁ;”;f%:’}fnfé’fiiiﬁ;i;i?iiif ifﬁiif %Zﬁf‘éﬁiﬁff e misrctor %M, above, The detriy Level
Commander OI" Last Marne: Fixst: | Middle:
. . FankTile: PostticeIoh Fancton:
information systems
. . Mailmg & ddress:
security officer (ISSO)
must endorse the Emad Addvess: | Last 4 digits of 5ol
application by Comnen:]:alplmlel #: -~ | ] C.omner\:l.alFAX #:
completing Section 4. o e s s et Aty | St
Drata:

* To use the form-fill
capability, you must
enable macros. For
Word 2000, macro
security must be set to
medium or low.

* The activity commander
or ISSO must sign and
date the form at the
bottom of Section 4.

Audio:

The activity commander or information systems security officer
must complete section 4 to endorse the application.

Developer Notes
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UA Reg Step 7 — Send UA Request Form to Indian Head

* Return the completed
application to Indian
Head via mail or fax.

* Do NOT email the
application since

signatures are required.

* An email will be sent
after UA has been
entered and approved
by code 5310P.

Mail to: Commanding Officer (Code 5310P)
Naval Surface Warfare Center, Indian Head Division
101 Strauss Avenue
Indian Head, MD 20640

FAX: 301-744-6699

Audio:

The application must be mailed or faxed to Indian Head. It may not
be submitted via email since signatures are required.

Developer Notes
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User Registration

VFS Click the New User button or select the Online VFS Registration link on the

Registration CAD/PAD Virtual Fleet Support Home Page at
Overview .
register as a user.

to

Unit
Administrator
Registration

User
Registration

User
Registration
Approval
Process

AT . CAD/PAD
G Virtual Fleet Support

Home Page

HEWL #¢ FIRST TIME USERS: In order o use our VFS modules you will need to reglster for a Userld
and Password. Click on the lHnk provided below and complete the onllve reglstration form. Once you
have been approved and have recelved yoor Userld and Password, you may need to modify yoor PC's
browser settings. Imvtructons are oullined In yfveip pdi. Once you set your browser seillngy, you can
log In by selecting the Log On bunon at the top lefi hand corner. I yon silll have problems, please emall
the webmazer,

We have migrated our applicatons over 1o [nternet Explorer 5.0 for performance and security reasons,
We msk you w0 plesse npgrade to [E 5.0 or betier.

For Windows NT users, keep In mind that you will need your SYSTEM ADMINSTRATORS asstitance at
that tme 10 opdate the Mles on your PC o work with oor applications.

For Online VIS Registwration Form -0
For Online VFS UA Registration Form

oses snd to snsuge that this service remains avadible to ol users, this govemment computer sysiem smploys softwars
luerk bralfic o uleriify unsathorsed slterpls Lo uplosd or chenge miormaticn, or olhierusss coase damage. efore

Audio:

A link to the online VFS registration form is located on the
CAD/PAD Virtual Fleet Support Home Page.
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VFS Access Application and Survey Form

VES
Registration
Overview

Unit
Administrator
Registration

User
Registration

3l hitps: /c adpad i navy mi/VT SWeb/VI SMain/VT STl egutration/Precheck_J.a1p - Miciooolt Interret Lxplorer

| Fia Bt Yew Fpeie: ook Helo

A,

4 & e . [u

Adhosh  Hismw Seach  Farites  Histosy. . Piri Ed Diiams Mg

e 2] i ket e VP75 M TSRt atn Prmchiech,_3

@

VFS Access Application and Survey Form

Online Registration Request Pre-check

After selecting the New
User button or the Online
VFS Registration link, the

— VFS Access Application

and Survey Form
displays.

To prevent duplicate
accounts, the system
checks to see if the user
already has a VFS

User account.
Registration
Approval .
Process _Enter a;_)proprlate data
o I 15 into all fields.
Audio:

When the VFS Access Application and Survey Form page
displays, enter your Last Name, First Name, and the last 4 digits of
your social security number in the proper fields. Select the submit
button.
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Currently Registered Unit Administrators

VFS Currently registered UA’s will be displayed in a table. To continue to apply for
Registration  \VFS access, a UA must be currently registered for your activity. You will not be

Overview . .. . .. . ..
able to register at this time if no UA is in the list for your activity.
Unit SR GEE SRR 51 - 7
ini Registration for the CATVPAD Virtual Fleet Support Website nuw requires a Unit Adminisirator to approve all registrations.
Ad min lStrator I }':Iur activity does not have a registered Unit :{s.miniiu-alur then }'::I van not r:gisln now. Below il:l:l List of (.'\.:Irﬂll TA's
RengtrathI’] registered for VFS.
[ Current Unit Administrators |
MS KYMEERLY ALLWINE | AOT, Inc.
User A0l ROCCO CHIADO NAVSTA PEARL HAREOR
. . Mr. Edward Chicea EDWARDS AFE
RegIStratlon Linda Coleman NEWC INDIAN HEAD DIV
M. Sean Dearmin HSL-45 DET 4
Mr. GEORGE ECCARD VFART
M. Charles Junes VFA87
User MHES. TUMI MUCAFFERTY | VMAQ-1
Mr. Gary Roberts VFA-131
; ; AOC JOHN SMITH US CUSTOMS
RegIStratlon Mr. DAVID WIGGENHORN | SATS DYNACORP
Approval
Process Notinlist |  Continua
Astet| | AEDAEeBAL > | @e VST (.. | ENSWEIH._| (5] Explosing | 65 Regitof..|[E] Comans.. RITHAGY 1w
Audio:

A table will display listing all currently registered unit
administrators. Review the list to see if one is listed for your
activity. If no Unit Administrator is in the list for your activity, select
the Not In List button. You will not be able to register at this time.
If a Unit Administrator is in the list for your activity, select the
Continue button.
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User Registration Service Categories

VFS Select a Service Category below for step by step instructions on how to register:

Registration
Overview —  Government
—  Contractor

Unit —  Military
Administrator —  Foreign Military Service
Registration —  Indian Head

User

Registration

User
Registration
Approval
Process

Audio:

Select a Service Category to view Step by Step instructions on
how to fill out the form.
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Govt Step 1 — General VFS Registration Section

NOTE: Dark teal_ fields are VFS Access Application and Survey Form
mandatory entries. You

must type data in these

f|e| d S. « THIS IS A GOVERNMENT OWNED AND OFERATED COMPUTER.
TNAUTHORIZED ACCESS TO THIS COMPUTER SYSTEM AND/OR IT'S
SOFTWARE IS PROHIBITED BY PUBLIC LAW 98-473.

. CI'Ck Yes or NO to * Public Law 92-473, Chapter 3500, Paragraph 1030 provides that: Whoever knowingly accesses and obtains,
. . . . uses, modifies, destroys, discloses, or prevents authorized wse of data or a computer owned by or operated
Ind | Cate U R S . C|t|ZenSh | p for the Government of the United States shall be punished by a fine or imprisonment or both. The

pundshments range from a monetary fine to 10 years in prison, depending upon the nature and extent of the
Statu S. violation,

* Registering for a User ID and Password constitutes consent to auditing and monitoring and agreement to
cotnply with all applicable regulations and directives.

User IDs and Passwords are good for 130 days.

Flease direct questions to Harry Dugan, at 301-744-2241 or DEN 3542241

 Select the Government
option in the Service
Category section to load

the form for government General VFS Registration Information Required
I;zfarlsdonnel. o | = Mandatory fields — Optional fields
* FFlelds specitic 1o
Arve U.5. Citizen? 0 &
government personnel ‘ youall.5. Citizen | Yes ¢ Mo
dISplay Service Catagory & Government ¢ Contractor | C Military ©FMS © IH
|Represenﬁng Country ||USA
|Tra.nsferDate ||
Activity |E,
it ——
Audio:

Selecting the Government option displays fields pertaining to
government personnel.

Developer Notes
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Govt Step 2 — General VFS Registration Section
(Cont.)

 Type a country in the C ot
yp intry VFS Access Application and Survey Form
Representing Country
field.
. Select the appropriate « THIS IS A GOVERNMENT OWNED AND OFERATED COMPUTER.
. TNAUTHORIZED ACCESS TO THIS COMPUTER SYSTEM AND/OR IT'S
Security Group Type. SOFTWARE IS PROHIBITED BY PUBLIC LAW 98-473.
. Type a date |n elther D D_ * Public Law 92-473, Chapter 3500, Paragraph 1030 provides that: Whoever knowingly accesses and obtains,
uses, modifies, destroys, discloses, or prevents authorized wse of data or a computer owned by or operated
- or for the Goverment of the United States shall be punished by a fine or imprisonment or both. The
MM-YY or DD/MM/YY
. punishments range from a monstary fine to 10 years in prison, depending upon the nature and extent of the
format in the Transfer Violation.
. * Registering for a User ID and Password constitutes consent to auditing and monitoring and agreement to
Date fleld " cotnply with all applicable regulations and directives.
. Select the aCt|V|ty W|th e TserIDs and Passwords are good for 120 days.

® Please direct questions to Harry Dugan, at 301-744-2241 or DEN 354-2241

which you are associated

from the Activity drop- General VFS Registration Information Required
down menu. L ‘ = Mandatory felds = Optional fields
* Note: If your activity is
. . . 5. Citizen? .
not in the list, it does not AyaUS.Cllz? |G Yos CNo
have a registered UA. Service Catagory & Government ¢ Contractor | C Military ©FMS © IH
|Represenﬁ.ng Couniry ||USA
|Tra.nsferDate ||
.
tvity IE
a ]

Audio:

Complete all fields in the General VFS Registration Information
Required section. All fields in this section are mandatory entries.

Developer Notes
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Govt Step 3 — Activity Information Section

» Data in the Activity
Information section is

Activity Information

generated automatically ‘Mﬁﬁt}'ﬂmcaﬁnn ’:

and completed based on | actiity Org Code |
the Activity previously Activity Unit ldent Code (UIC/RUCY: |
chosen.

Audio:

The fields in the Activity Information section are populated
automatically with data based on the Activity previously selected.

Developer Notes
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Govt Step 4 — Supervisor Information Section

* You must type

information in all fields in g : :
. Supervisor Information
the Supervisor

Information section.

Audio:

Enter data in the Supervisor Information section. All fields in this
section are mandatory entries.

Developer Notes
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Govt Step 5 — Mail Information Section

« All fields in the Mailing
. . Mailing Information
optional. e e
‘Ma.ili.ng City || State | Zip]

‘Ma.ili.ng Country ||

Audio:

Complete the Mail Information Section.

Developer Notes
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Govt Step 6 — Personal Information Section

Complete the Personal Personal Information

Information section. You
must type data in the
following fields:

Position/Joh Function ||

» First Name

Middle Initial

« Last Name

» Social Security Number
E-mail Address

Audio:

Complete the Personal Information section. Dark teal fields are
mandatory entries.

Developer Notes
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Govt Step 7 — Username and Password Section

*Type a logon name to
be used for VFS in the
Login Name field. It is
recommended that you
use the same login as
your current e-mail
address before the @
symbol.

*Type a password in the
Password field. The
password must be
longer than eight
characters and must
contain at least one
number.

*Re-enter your password
in the Password
Verification field.

Personal Information

Position/Jobh Function

Audio:

Choose a username and password to be used for VFS access.
The password must be longer than eight characters and must
contain at least one number.
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Govt Step 8 — Unit Administrator Information Section

* In the UA Supervisor

Name field, click the arrow TUnit Administrator Information
to display a list of UA Swpervisor Phone |
registered UA supervisors UA Supervisor eMail I

for your activity.

+Click your local unit
administrator from the list
for your activity.

NOTE: The shaded fields
contain information
received from registered
unit administrators and are
filled in automatically when
a UA is selected.

Audio:

The unit administrator is responsible for approving your request and
installing VFS software at your activity.
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Govt Step 9 — Telephone Information Section

* The fields in the

Te|ephone Information Telephone Information (You must enter at least 1 phone number)
section are all optional. S A [ exd
‘CnnuuenialFax#: ||
NOTE: To proceed, you e I ext

must type at least one psNFaxt I

commercial or DSN
telephone number in this
section.

Audio:

Complete the Telephone Information section. While all fields are

optional, you must type at least one phone number to continue
Registration.
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Govt Step 10 — Virtual Fleet Applications Available

Section

* Click the box to enter a
checkmark next to
applications for which
you require access.

* In the Justification field,
you must enter an
explanation of why you
need access to the
selected application(s).

Virtual Fleet Applications Available

Check the application(s) that you require.

- [T CADVPAD Trace
Web ™ DMO [T Proc Data || [ Stock Pile
Ordeting
[T Life Support
[ aTs " E/QDR [~ Production | [ Test Data
| ||_FMS ||_LAT ||_SLER_EQ ||_Derual
||_Disposal ||_H_SReg ||' CE ||_SLER_EP ||_Teclﬂ'u'la.nu:
BTt ™ Configuration
hlanagetnent
=
Justification:
-

Audio:

need access.

In the Virtual Fleet Applications Available section, select the VFS
applications for which you require access. You must justify why you
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Govt Step 11 — Submit Form for Approval

* Verify all fields are
completed correctly on

Required Names / Signatures

the form.
* Click the Submit Form Supervisor 1

pitnted

signed

date

photie

button.

» The request is sent to the
supervisor for approval.

* To abort your VFS
access request, click the
Clear Entries button to

erase the entire form. NOTE:

Subirmit Farm

Clear Entries

* Registering for a User ID and Password constitutes
consent to auditing and monitory and agreement to comply

NOTE: Even though the
signature Supervisor 1
field is dark teal, you can
not type data in this field.

with all applicable regulations and directives.
» Access will not be permitted until a User ID and
Password are received.

Audio:

administrator.

Verify the form has been completed correctly and click the Submit
Form button to forward your request to your supervisor and unit
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Con Step 1 — General VFS Registration Section

NOTE: Dark teal fields are
mandatory entries. You
must type data in these
fields.

* Click Yes or No to
indicate U.S. Citizenship
status.

* Click the Contractor
option in the Service
Category field to load the
form for Contractor
personnel.

* Fields specific to
Contractor personnel
display.

VIS Access Application and Survey Form

@

+« THIS IS A GOVERNMENT OWNED AND OPERATED COMPUTER.
UTNAUTHORIZED ACCESS TO THIS COMPUTER SYSTEM AND/OR IT'S
SOFTWARE IS FROHIBITED BY FUBLIC LAW 98-473.

» Public Law 93-473, Chapter X500, Paragraph 1030 provides that: Whoever knowingly accesses and obtains,
uses, modifies, destroys, discloses, or prevents authorized use of data or a computer owned by or operated
for the Govertument of the United Btates shall be punished by a fine o imprisotment o both. The
punishiments range from a monetary fine to 10 years in prison, depending upon the nature and extent of the
violation.

» Registering for a Usger ID and Password constitutes consent to auditing and monitoring and agreement to
comply with all applicable regulations and directives.

User IDs and Passwords are good for 180 days.
Please direct questions to Hatry Dugan, at 301-744-2241 or DEN 354-2241

seneral VFS Registration Information Required

‘ = Mandatory felds = Optional felds

|Am you a 1.8, Citizen? | ~ ¥Yes  No

Service Catagory ‘ C Government = Contractor | C Military © FMS © TH

|Represenﬁ.l|g Couniry || IS4,
Contract Expiration Date ||
‘ I

Kl pr

‘Acﬁ\lity

Audio:

Selecting the Contractor option displays fields pertaining to
Contractor personnel.
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Con Step 2 — General VFS Registration Section (Cont.)

* Type a country in the
Representing Country
field.

» Select the appropriate
Security Group Type.

» Type a date in either DD-
MM-YY or DD/MM/YY
format in the Contract
Expiration Date field

+ Select the activity with
which you are associated
from the Activity drop-
down menu.

* Note: If your activity is
not in the list, it does not
have a registered UA.

‘- = Mandatoty fields = Optional fields 2l

_l  Government @ Contractor | £ CFMS CIH

Contractor Information

Audio:

Complete all fields in the General VFS Registration Information
section. All fields in this section are mandatory entries.
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Con Step 3 — Contractor Information Section

The following fields are
mandatory entries:

Contractor Information

+ COR SUpeI’ViSOr Name ‘COR Supervisor Name ’#

‘COR Supervisor Phone ||

* COR Supervisor Phone
* COR Supervisor Email

‘COR Supervisor EMail ||

‘CAGE Code ||

Audio:

Enter data in the Contractor Information section. Supervisor
information fields are mandatory entries.
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Con Step 4 — Mail Information Section

« All fields in the Mailing
Information section are Mailing Information

‘Nhﬂillg City || State l_ Z:Ipl
‘Ma.ilimg Country ||
Audio:

Complete the mailing information section.
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Con Step 5 — Personal Information Section

Complete the Personal
Information section. The
following fields are
mandatory entries:

Personal Information

Position/Joh Function ||

» First Name

Middle Initial

« Last Name

» Social Security Number
E-mail Address

Audio:

Complete the Personal Information section. Dark teal fields are
mandatory entries.
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Con Step 6 — Username and Password Section

*Type a logon name to
be used for VFS in the
Login Name field. It is
recommended that you
use the same login as
your current e-mail
address before the @
symbol.

*Type a password in the
Password field. The
password must be
longer than eight
characters and must
contain at least one
number.

*Re-enter your password
in the Password
Verification field.

Personal Information

Position/Jobh Function

Audio:

Choose a username and password to be used for VFS access.
The password must be longer than eight characters and must
contain at least one number.
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Con Step 7 — Unit Administrator Information Section

*In the UA Supervisor
Name field, click the arrow
to display a list of
registered UA supervisors
for your activity.

+Click your local unit
administrator from the list
for your activity.

NOTE: The shaded fields
contain information
received from registered
unit administrators and are
filled in automatically when
a UA is selected.

Unit Adminisirator Information

Audio:

at your activity.

Select the unit administrator for your activity. The unit administrator
is responsible for approving your request and installing VFS software
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Con Step 8 — Telephone Information Section

* The fields in the
Telephone Information

Telephone Information (You must enter atleast 1 phone nunher)

section are all optional. Commercial Phons # [ o
Commercial Fax #: ||

NOTE: To proceed, you DSN Phone #: [ ext
must type at least one DSN Fax |

commercial or DSN
telephone number in this
section.

Audio:

Complete the Telephone Information section. While all fields are

optional, at least one phone number must be entered to continue
Registration.
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Con Step 9 — Virtual Fleet Applications Available

Section

* Click the box to enter a
checkmark next to
applications for which
you require access.

* In the Justification field,
you must enter an
explanation of why you
need access to the
selected application(s).

Virtual Fleet Applications Available

Check the application(s) that you require.

[T weh

[ CADVPAD Trace

) [ D0 [T Proc Data | [ Stock Pile
Ordeting
[T Life Support
[ aTs " E/QDR [~ Production | [ Test Data
| ||_FMS ||_LAT ||_SLER_EQ ||_Derual
||_Disposal ||_H_SReg ||' CE ||_SLER_EP ||_Teclﬂ'u'la.nu:
BTt ™ Configuration
hlanagetnent
=
Justification:
-

Audio:

need access.

In the Virtual Fleet Applications Available section, select the VFS
applications for which you require access. You must justify why you

Developer Notes

38




Con Step 10 — Submit Form for Approval

* Verify all fields are
completed correctly on
the form.

* Click the Submit Form
button.

» The request is sent to the
supervisor for approval.

* To abort your VFS
access request, click the
Clear Entries button to
erase the entire form.

NOTE: Even though the
signature Supervisor 1
field is dark teal, you can
not type data in this field.

Required Names / Signatures

Supervisor 1

printed

signed

date

phone

NOTE:

Submit Form

Clear Entries

* Registering for a User ID and Password constitutes
consent to auditing and monitory and agreement to comply

with all applicable regulations and directives.
» Access will not be permitted until a User ID and

Password are received.

Audio:

administrator.

Verify the form has been completed correctly and click the Submit
Form button to forward your request to your supervisor and your unit
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Mil Step 1 — General VFS Registration Section

NOTE: Dark teal fields are W VFS Access Application and Survey Form

mandatory entries. You
must type data in these
fields.

* Click Yes or No to
indicate U.S. Citizenship
status.

* Click the Military option
in the Service Category
field to load the form for
Military personnel.

* Fields specific to Military
personnel display.

» Enter a country in the
Representing Country
field.

+« THISIS A GOVERNMENT OWNED AND OPERATED COMPUTER.
UTNAUTHORIZED ACCESS TO THIS COMPUTER SYSTEM AND/OR IT'S
SOFTWARE IS PROHIBITED BY PUBLIC LAY 938-473.

& Public Law 98-473, Chapter 250, Paragraph 1030 provides that: Whoesver knowingly accesses and
ohtaine, uses, modifies, destroys, discloses, or prevents authorized use of data or a computer
owned by or operated for the Govertument of the Urited States shall be punished by a fine or
impris ornent or both. The punishments range from a monetary fine to 10 years in prison,
depending upon the nature and extent of the wiolation.

& Registering for a User ID and Password constitutes consent to auditing and monitoring and
agreement to comply with all spplicable regulations and directives.

o UserDs and Passwords are good for 120 days.

& Please direct questions to Harry Dugan, at 301-744-2241 or DSN 354-2241

General VIS Registration Information Required

= Mandatory fields = Cptional fields

Are you a 1.5,
Citizen?

‘FYBS " No

Service Catagory ‘ CiGovernment  © Contractor | Military  C FMS O IH

E:Pu;"’;;““"g i|USA

Transfer Out Date II
(PCS) |
‘m | E

Audio:

personnel.

Selecting the Military option displays fields pertaining to Military
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Mil Step 2 — General VFS Registration Section (Cont.)

 Select the appropriate
Security Group Type.

 Enter the projected date
of transfer in either DD-
MM-YY or DD/MM/YY
format in the Transfer
Out Date (PCS) field.

+ Select the activity with
which you are associated
from the Activity drop-
down menu.

* Note: If your activity is
not in the list, it does not
have a registered UA.

COMMPLY WILH 2l SPPUCADLE TEELMAUONS ar GUre CITE S, 5|
® UserIDg and Pagsswords are good for 12 months.
* Please direct questions to Hanry Dugan, at 301-744-224] or DSN 354-2241

seneral VIS Registration Information Required
‘- = Mandatory fields = Optional fields

_l O Government  © Contractor CFMS  OTIH

HE-14 - MNAF ATSUGH JA
MADEF MORTH ISLAMD - NAS NORTH ISLAMND

= NSWC IMDIAN HEAD DIV - NSWC INDIAN HEAD
Activity Level NSWGC IMDIAN HEAD DIV - NSWGC INDIAN HEAD
- NEWGC INDIAN HEAD DIV - NSWGC INDIAN HEAD
Activity Org Code T
Activity Unit Ident
Code (UIC/RUC): I

Audio:

Complete all fields in the General VFS Registration Information
section. All fields in this section are mandatory entries.
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Mil Step 3 — Activity Information Section

The shaded fields contain
information received from
registered unit
administrators and are
filled in automatically when
an Activity is selected.

The following fields are
mandatory entries:

» Supervisor Name
» Supervisor Phone
» Supervisor eMail

reneral VES Registration Information Required
‘- = Mandatory fields = Opticenal fields

_l CiGovernment Contractor

Activity Information

_INSAWC FALLOMN - NAS FALLOMN

|m:ﬁvity Level ||

|Acii\rity Org Code || PZS
Activity Unit ldent

Code (mc];wc; [NEEIET
i omm 1 R0

=l

Audio:

Enter data in the Activity Information section. Supervisor information
fields are mandatory entries. Data in shaded fields represent
information received from registered unit administrators.
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Mil Step 4 — Personal Information Section

Complete the Personal
Information Section. The
following fields are
mandatory entries:

Personal Information

Position/Joh 'I
Function |

» First Name

Middle Initial

« Last Name

» Social Security Number
E-mail Address

Commercial Phone # || e’“’

|Cnnuuen:ia.l Fax #: ||

DS Phone #: || exi .
Kl | 2

Audio:

Complete the Personal Information section. Data in teal fields are
mandatory entries.
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Mil Step 5 — Username and Password Section

*Type a logon name to
be used for VFS in the
Login Name field. It is
recommended that you
use the same login as
your current e-mail
address before the @
symbol.

*Type a password in the
Password field. The
password must be
longer than eight
characters and must
contain at least one
number.

*Re-enter your password
in the Password
Verification field.

Personal Information

Position/Jobh Function

Audio:

Choose a username and password to be used for VFS access.
The password must be longer than eight characters and must
contain at least one number.
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Mil Step 6 — Unit Administrator Information Section

*In the UA Supervisor
Name field, click the arrow
to display a list of
registered UA supervisors
for your activity.

+Click your local unit
administrator from the list.

NOTE: The shaded fields
contain information
received from registered
unit administrators and are
filled in automatically when
a UA is selected.

Unit Adminisirator Information

Edward Flasse

Hitt -

_IwilIiam.a.hiﬂ@boeing.c:om -

Audio:

at your activity.

Select the unit administrator for your activity. The unit administrator
is responsible for approving your request and installing VFS software
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Mil Step 7 — Telephone Information Section

* The fields in the
Telephone Information
section are all optional.

NOTE: To proceed you Telephone Information (You must enter at least 1 phone nurniber)
must type at least one Commercial Phone # | ext
commercial or DSN Commercial Fax: |
telephone number in this ~ DSNPhone#s | i |
section. DSN Fax # I

Audio:

Complete the Telephone Information section. While all fields are

optional, you must type at least one phone number to continue
registration.
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Mil Step 8 — Virtual Fleet Applications Available

Section

* Click the box to enter a
checkmark next to
applications for which
you require access.

* In the Justification field,
you must enter an
explanation of why you
need access to the
selected application(s).

Virtual Fleet Applications Available

Check the application(s) that you require.

[T weh

[ CADVPAD Trace

) [ D0 [T Proc Data | [ Stock Pile
Ordeting
[T Life Support
[ aTs " E/QDR [~ Production | [ Test Data
| ||_FMS ||_LAT ||_SLER_EQ ||_Derual
||_Disposal ||_H_SReg ||' CE ||_SLER_EP ||_Teclﬂ'u'la.nu:
BTt ™ Configuration
hlanagetnent
=
Justification:
-

Audio:

need access.

In the Virtual Fleet Applications Available section, select the VFS
applications for which you require access. You must justify why you
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Mil Step 9 — Submit Form for Approval

* Verify all fields are
completed correctly on
the form.

* Click the Submit Form
button.

» The request is sent to the
supervisor for approval.

* To abort your VFS
access request, click the
Clear Entries button to
erase the entire form.

NOTE: Even though the
Signature Maintenance
Officer field is dark teal,
you can not type
information in it.

Required Names / Signatures

Signature Mamtenance COfficer

printed

signed

date

phote

Submit Form

Clear Entries

NOTE:

* Registering for a User ID and Password constitutes
consent to auditing and monitory and agreement to comply

with all applicable regulations and directives.
» Access will not be permitted until a User ID and

Password are received.

Audio:

administrator.

Verify the form has been completed correctly and click the Submit
Form button to forward your request to your supervisor and unit

Developer Notes

48




FMS Step 1 — General VFS Registration Section

NOTE: Dark teal fields are
mandatory entries. You
must type data in these
fields.

* Click Yes or No to
indicate U.S. Citizenship
status.

* Click the FMS option in
the Service Category
field to load the form for
FMS personnel.

* Fields specific to FMS
personnel display.

VFS Access Application and Survey Form =

« THISIS A GOVERNMENT OWNED AND OPERATED COMPUTER.
TNAUTHORIZED ACCESS TO THIS COMPUTER SYSTEM AND/OR IT'S
SOFTWARE IS PROHIBITED BY PUBLIC LAW 98-473.

o Public Law 08-473, Chapter 2500, Paragraph 1030 provides that: Whoever knowingly accesses and obtains,
uses, modifies, destroys, discloses, or prevents authorized use of data or a computer owned by or operated
for the Government of the TUnited States shall be punizhed by a fine or imprisonment of both, The
punishinents range from a monetary fine to 10 years in prison, depending upon the nature and extent of the
violation.

* Registering for a User ID and Pazsword constitutes consent to auditing shd monitoring and agreement to
comply with all applicable regulations and directives.

User IDs and Passwords are good for 180 days.
Please direct questions to Harry Dugan, at 301-744-2241 or D3N 354-2241

reneral VIS Registration Information Required
‘- = Mandatory fields = Optional fields

_l CGovernment ' Contractor | £ GUFMS O TH

FMS Information =
K1

| =N

Audio:

personnel.

Selecting the FMS option displays fields pertaining to FMS
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FMS Step 2 — General VFS Registration Section
(Cont.)

- Enter a country in the m VFS Access Application and Survey Form =
Representing Country
1elq. « THISIS A GOVERINMENT OWNED AND OPERATED COMPUTER.
field
UNAUTHORIZED ACCESS TO THIS COMPUTER SYSTEM AND/OR IT'S
+ Select “None” from the
SOFTWARE IS PROHIBITED BY PUBLIC LAY 98-473.
ecu ri rou e o Public Law 08-473, Chapter 2500, Paragraph 1030 provides that: Whoever knowingly accesses and obtains, &
S ty Group Typ
uses, modifies, destroys, discloses, or prevents authorized use of data or a computer owned by or operated
d I'Op-d own menu. for the Govertment of}:.he Uited StateI: shall e pun_ishele by a fine o ittptis onfnent ot hoth, 'lérhe ?
R Type a date |n e|ther D D_ &ﬁiﬁ?ms ranige from a monetary fine to 10 yeats in prison, depending upon the nature and extent of the
M M_YY or D D/M M/YY . ?:E;:;ﬁglf:ﬁ :Iif::geaic;iaaf:;?g;;zz?:g:::onsent to auditing and monitoring and agreement to
orma |n e |ransrer o User IDs and Passwords are good for 120 days.
fi t in the Transf
Date f|e|d & Pleage direct questions to Harry Dugan, at 301-744-2341 or DEN 3542241
* Select the activity with reneral VFS Registration Information Required
which you are associated ‘ = Mandatory fields = Optional fields
from the Activity drop- -
|ﬁm youa U5, Citizen? * ¥Yes " No
down menu.
Note: If tivity | Service Catagory | ClGovernment  © Contractor | C/IMlitary & FMS ¢ TH
. .
ote: If your activity is e |
not in the list, it does not |T o |
. ransfer Date
have a registered UA. |
=

L

FMS Information

Audio:

Complete all fields in the General VFS Registration Information
Required section. All fields in this section are mandatory entries.
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FMS Step 3 — FMS Information Section

* You must type

information in all
supervisor fields in the  [essEMawer [
FMS Information ‘CASE Swpervisor Name |
section. ‘CASE Supervisor Phone ||
* The Case Number field \usxsmm-smm [
is optional. )
Audio:

Enter data in the FMS Information section. All supervisor fields
are mandatory entries.
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FMS Step 4 — Mail Information Section

* All fields in the Mailing Mailing Information
Information section are Matling Address I—

optional. ‘ fing City [ o

‘Ma.i].img Couniry ||

Audio:

Complete the Mailing Information section.
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FMS Step 5 — Personal Information Section

Complete the Personal Personal Information

Information section. The Position/Job Function
following fields are
mandatory entries:

» First Name

Middle Initial

« Last Name

» Social Security Number
E-mail Address

Audio:

Complete the Personal Information section. Dark teal fields are
mandatory entries.
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FMS Step 6 — Username and Password Section

*Type a logon name to
be used for VFS in the
Login Name field. It is
recommended that you
use the same login as
your current e-mail
address before the @
symbol.

*Type a password in the
Password field. The
password must be
longer than eight
characters and must
contain at least one
number.

*Re-enter your password
in the Password
Verification field.

Personal Information

Position/Jobh Function

Audio:

Choose a username and password to be used for VFS access.
The password must be longer than eight characters and must
contain at least one number.
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FMS Step 7 — Unit Administrator Information Section

*In the UA Supervisor
Name field, click the arrow
to display a list of

Unit Administrator Information

i ; UA Supervisor ¥ =
registered UA supervisors UA Supersisor Name | 5
for your activity. U Supervisor Phone ||
+Click your local unit |UASwem'snreM |

administrator from the list.

NOTE: The shaded fields
contain information
received from registered
unit administrators and are
filled in automatically when
a UA is selected.

Audio:

Select the unit administrator for your activity. The unit administrator
is responsible for approving your request and installing VFS software
at your activity.
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FMS Step 8 — Telephone Information Section

* The fields in the
Tel eph one Information Telephone Information (You must enter at least 1 phone nuniber)

section are all optional. Commercial Phone # T

Commercial Fax #: ||

‘DSN Phone #: || ext

NOTE: To proceed, you

must type at least one peFt "

commercial or DSN
telephone number in this
section.

Audio:

Complete the Telephone Information section. While all fields are

optional, you must type at least one phone number to continue
registration.
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FMS Step 9 — Virtual Fleet Applications Available

Section

* Click the box to enter a
checkmark next to
applications for which
you require access.

* In the Justification field,
you must enter an
explanation of why you
need access to the
selected application(s).

Virtual Fleet Applications Available

Check the application(s) that you require.

[T weh

[ CADVPAD Trace

) [ D0 [T Proc Data | [ Stock Pile
Ordeting
[T Life Support
[ aTs " E/QDR [~ Production | [ Test Data
| ||_FMS ||_LAT ||_SLER_EQ ||_Derual
||_Disposal ||_H_SReg ||' CE ||_SLER_EP ||_Teclﬂ'u'la.nu:
BTt ™ Configuration
hlanagetnent
=
Justification:
-

Audio:

need access.

In the Virtual Fleet Applications Available section, select the VFS
applications for which you require access. You must justify why you
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FMS Step 10 — Submit Form for Approval

* Verify all fields are
completed correctly on
the form.

* Click the Submit Form
button.

* The request is sent to the

supervisor for approval.

* To abort your VFS
access request, click the
Clear Entries button to
erase the entire form.

NOTE: Even though the
Signature Maintenance
Officer field is dark teal,
you can not type
information in it.

Required Names / Signatures

Signature Mamtenance Cfficer

printed

signed

date

phone

Subirnit Forrm

Clear Entries

NOTE:

* Registering for a User ID and Password constitutes
consent to auditing and monitory and agreement to comply

with all applicable regulations and directives.
* Access will not be permitted until a User ID and

Password are received.

Audio:

Verify the form has been completed correctly and click the Submit
Form button to forward your request to your supervisor.
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IH Step 1 — General VFS Registration Section

NOTE: Dark teal fields
are mandatory entries.
You must type data in
these fields.

* Click Yes or No to
indicate U.S. Citizenship
status.

* Click the IH option in the
Service Category field to
load the form for Indian
Head personnel.

* Fields specific to Indian
Head personnel display.

@

I

VF'S Access Application and Survey Form

THIS IS A GOVERNMENT OWNED AND OFERATED COMPUTER.
UNAUTHORIZED ACCESS TO THIS COMPUTER SYSTEM AND/OR IT'S
SOFTWARE IS PROHIBITED BY PUBLIC LAW 98-473.

Public Law 93-473, Chapter 250, Paragraph 1030 provides that: Whoever knowingly accesses and obtaing,
uses, modifies, destroys, discloses, or prevents authotized use of data or a computer owned by or operated
for the Govertunent of the United States shall be punished by a fine ot itprisonment of both, The
punishments range from a monetary fine to 10 years in prison, depending upon the nature and extent of the
inlatiog.

Registering for a User ID and Password constitutes consent to auditing and mondtoring and agreement to
comply with all applicable regulations and directives.

Uset IDs and Passwords are good for 180 days.

Please ditect questions to Harry Dugan, at 301-744-2241 or D3N 354-2241

General VIS Registration Information Required

= Mandatory fields = Optional fields

‘Are youa I.5, Citizen?

“1¥es ( No

Service Catagory

‘ " Government ' Contractor | C/hilitary © FMS & TH

‘Repmsenﬁ.ng Couniry ||USA

‘Tra.nsﬁer Out Date (PCS) ||

‘ o | NSWC INDIAN HEAD DIV - NSWC INDIAN HEAD 3]
Activity

——— ——————————||i]

Audio:

personnel.

Selecting the IH option displays fields pertaining to Indian Head
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IH Step 2 — General VFS Registration Section (Cont.)

* Enter a country in the
Representing Country
field.

» Select the appropriate
Security Group Type.
 Enter the projected date
of transfer in either DD-
MM-YY or DD/MM/YY
format in the Transfer
Out Date (PCS) field.

» The Activity field contains
information that is not

I

W VF'S Access Application and Survey Form

o THISIS A GOVERNMENT OWNED AND OFERATED COMPUTER.
UNAUTHORIZED ACCESS TO THIS COMPUTER SYSTEM AND/OR IT'S
SOFTWARE IS PROHIBITED BY PUBLIC LAW 98-473.

o Public Law 02-473, Chapter 230, Paragraph 1030 provides that: Whoever knowingly accesses and obtaing,
uses, modifies, destroys, discloses, or prevents authotized use of data or a computer owned by or operated
for the Govertunent of the United States shall be punished by a fine ot itprisonment of both, The
punishments range from a monetary fine to 10 years in prison, depending upon the nature and extent of the
inlatiog.

& Registeting for a User ID and Password constitutes congent to anditing and monitoring and agreement to

comply with all applicable regulations and directives.

Uset IDs and Passwords are good for 180 days.

Please ditect questions to Harry Dugan, at 301-744-2241 or D3N 354-2241

General VIS Registration Information Required

changeable. | = Mandatory fields = Optional fields
‘Are youa IS, Citizen? = Yes " Mo
Service Catagory ‘ " Government ' Contractor | C/hilitary © FMS & TH
‘Represenﬁ.ng Country ||USA
‘Tra.nsﬁer Out Date (PCS) ||
‘Mﬁﬁw | NSWCINDIAN HEAD DY - NSWC INDIAN HEAD 2]
|\
Audio:

Complete all fields in the General VFS Registration Information
section. All fields in this section are mandatory entries.
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IH Step 3 — Indian Head Information Section

* Dark teal fields are Indian Head Information

mandatory entries. You
must type data in these
fields.

Audio:

Enter data in the Indian Head Information section. All fields within
this section are mandatory entries.
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IH Step 4 — Personal Information Section

Complete the Personal Personal Information :

Information Section. The Position/Job Funetion
following fields are
mandatory entries:

» First Name

Middle Initial

« Last Name

» Social Security Number
E-mail Address

Audio:

Complete the Personal Information section. Dark teal fields are
mandatory entries.
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IH Step 5 — Username and Password Section

*Type a logon name to
be used for VFS in the
Login Name field. It is
recommended that you
use the same login as
your current e-mail
address before the @
symbol.

*Type a password in the
Password field. The
password must be
longer than eight
characters and must
contain at least one
number.

*Re-enter your password
in the Password
Verification field.

Personal Information

Position/Jobh Function

Audio:

Choose a username and password to be used for VFS access.
The password must be longer than eight characters and must
contain at least one number.
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IH Step 6 — Unit Administrator Information Section

*In the UA Supervisor
Name field, click the arrow
to display a list of
registered UA supervisors
for Indian Head.

+Click your local unit
administrator from the list.

NOTE: The shaded fields
contain information
received from registered
unit administrators and are
filled in automatically when
a UA is selected.

Unit Administrator Information
_ i1 BRADLEY SALTUS

JAYWEAVER

Audio:

at your activity.

Select the unit administrator for your activity. The unit administrator
is responsible for approving your request and installing VFS software
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IH Step 7 — Telephone Information Section

* The fields in the Telephone Information (You must enier ai least 1 phone number)

Telephone Information Commercial Phone # T

section are all optional. Commercial Fax #: |

‘DSN Phone #: || exil

NOTE: To proceed, you DS Fax# |

must type at least one
commercial or DSN
telephone number in this
section.

Audio:

Complete the Telephone Information section. While all fields are
optional, you must type at least one phone number.
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IH Step 8 — Virtual Fleet Applications Available Section

* Click the box to enter a
checkmark next to

applications for which Virtual Fleet Applications Available
. Check the application(s) that you require.
you require access.
) et [T CADVPAD Trace
* If Coredata is chosen, Gty I Mo [ ProcData | [ StockPite
select whether access
[T Life Support
ATS ELfQDE Praduction Test Data
sRho:;Il(L:iJ bg ItRead Onlyor |- 0 0 0
ead/Update.
* In the Justification field, | | s [ |Csiersq | Devaua
you must enter an ||_Disposal ||_H_SReg ||' CE ||_SLER_EP ||_Teclﬂ'u'la.nu:
H . [T Confi ti
explanation of why you CTuining | oo
need access to the =
selected application(s). R
=

Audio:

need access.

In the Virtual Fleet Applications Available section, select the VFS
applications for which you require access. You must justify why you
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IH Step 9 — Submit Form for Approval

* Verify all fields are

Required Names / Signatures

completed correctly on
the form.

Supervisor 1

printed

signed

date

phone

* Click the Submit Form
button.

» The request is sent to the
supervisor for approval.

* To abort your VFS
access request, click the
Clear Entries button to

erase the entire form. NOTE:

Submit Farm

* Registering for a User ID and Password constitutes
consent to auditing and monitory and agreement to comply

NOTE: Even though the
Supervisor 1 field is dark
teal, you can not type
data in the field.

with all applicable regulations and directives.
* Access will not be permitted until a User ID and
Password are received.

Audio:

Verify the form has been completed correctly and click the Submit
Form button to forward your request to your supervisor.
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User Registration Approval Process

VFS
Registration All user registration requests will be sent to the appropriate supervisor
Overview first for authorization.
Unit After the supervisor authorization is received, the registration request is
Administrator forwarded to the appropriate unit administrator.

Registration

Select supervisor or unit administrator for step-by-step instructions on

User approving a user registration request:
Registration

—  Supervisor Approval

User —  Unit Administrator Approval

Registration
Approval
Process

Audio:

User requests for access to the VFS modules forward
automatically for approval by first the supervisor and then the unit
administrator.

68




SA 1 — Supervisor Receives — Email Notification

» Supervisors receive an
email notifying them of
the request.

* Click the link in the email

to view and approve the
user request form.

Subject: Begquest for VFS Acocess

Aocezs Lo the Virtual Fleet Support system has been
requested by 'Zmith, John'. Before access can be
granted, approval must be received from the
requestor's inline supervisor. Please review the
submitted information for accuracy. ¥You cah review and
submit your approval [or rejection) by clicking this
link.

Thank wou.

http://cadpad. ih. navy.wi 1/ VF3Teh/VF3MNain/ VF3Fegistrati

on/SR 3.asp?fl=3107&£2=1121

Audio:

Supervisors receive an email notification that a subordinate is
requesting access to VFS. Click the link in the email to display the
user request form in your browser.
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SA 2 — Supervisor Rewews User Request Form

The VFS Access
Supervisor Review Form
displays, as well as a
prompt that must be
acknowledged.

* Review the user
information and make
any necessary changes.

Information in
shaded fields may not be

NOTE:

changed.

* It is mandatory to add
comments in the
Supervisor Comments

field.

Audio:

J Fie Edt View Favoites Tooks Help |
€« s 0B 7 Q@ mm @ @ A
Back Fonyed Stop Refiesh Home Search Faorites History Wi 5

Address I@ hitp:/cadpad.h.nawy milAFSWwWebAfFSMain AVF S Registration/SR_3 asp 71 =3107812=1121

@

YBScript

VFS Access Supervisor Review

A

« THIS IS A GOVERNMENT OWNED AND OPERATED COMPUTER. UNAUTHORIZED ACCESS TO THIS
COMPUTER SYSTEM AND/OR IT'S SOFTWARE IS PROHIBITED BY PUBLIC L AW 98-473.

immediate supervizar must review and approve the request. Please take a moment and review the information

submitted for this request, r'ou can change most information on the form, After reviewing the information pou can
either APPROVE or REJECT this request.

@ A subordinate has requested access ta the Yirtual Fleet System. Before access can be granted the individual's

If pou have any questions, pleaze contact the YFS System Administrator. Thank you for vour assistance.

Service Catagory

© Government ¢ Contractor iiilitary © FMS € IH

Representing Country

USA

Activity

MNSWC INDIAN HEAD Div

|

Transfer Out Date (PCS)

| ETEE

Activity/Location

Activity Information

——————— Rt
NEWC INDIAN HEAD DIY - NSWC INDIAN HEAD

Activity Level |
Iactivity 0rg Code [wreF
Activity Unit Ident Code (UIC/RUC): |NEIEI1 74

Wing Command

INA\/SURFWARCEN INDIAN HEAD DIV

Supervisor Name

IImda

Supervisor Phone

[301-753-5600

Supervisor eMail

||:Dlemanlm@\h nawy.mi

TYCOM

DN HEAD

&] Done

[ | Intemet

An instructional prompt, which must be acknowledged, displays.
Review the content in the form and make any necessary changes.
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SA 3 — Supervisor Accepts User Request

3 hitp: //cadpad.ih.navy_ mil/VFSWeb/YFSMain/VFSRegistration/SR_3_asp?f1=3107%f2=1121 - Miciosolt Internet Ex.__ [I[=] B3

o TO approve the User J File Edt ‘“iew Favorites Toolz Help ﬁ

request, scroll to the Required Names / Signatures =l
bottom of the form and
click the | Appl’ove this Signature Maintenance
Officer printed signed date phane E
VFS Request button.
o Emall notlflcatlon |S | | Anprowve this YFS Reguest R{J | do NOT approve this WFS Request =l

submitted to your
subordinate and the VFS
System Administrator
advising of your @
approval.

* A print prompt displays.

* Click Yes to print form for
your records, otherwise
click No.

This Supervisory reviews of a Yirtual Fleet access request is about to be submitted for review. Would you like to print
a copy of this farm for pour records before it iz submitted?

Audio:

Click the | Approve this VFS Request button to approve the request.
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SA 4 — Supervisor Rejects User Request

* To deny the user
/3 http:/fcadpad.ih.navy. mil/¥FSWeb/YFSMain/YFSRegistration/SR_3.asp?f1=3107&f2=1121 - Microsoft Internet Ex... [H[=] E3

request, CIiCk the I do J File Edit '“iew Favorites Tools Help ﬁ

NOT approve this VFS Required Names / Signatures |
Request button.
; e : Signature Maint
¢ Emall nOtIflcatlon IS Olfﬁgzrure ATETENEE printed signed date nhone i
submitted to your |
. | Approve this VFS Reguest | do MOT approve this WFS Request
subordinate and the VFS — - ! - west | =l

System Administrator
advising of your

rejection.

Thiz Supervizory review and REJECTION of a Virtual Fleet access request is about to be submitted for review.

¢ A print prompt diSpIayS- “Would pou like to print a copy of this farm for your records before it iz submitted?

* Click Yes to print form for
your records, otherwise
click No.

Audio:

To deny the request, click the | do NOT Approve this VFS Request
button.
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UA 1 — Unit Administrator Receives Email Notification

» Unit administrators
receive an email notifying
them of the request.

* Click the link in the email

to view and approve the
user request form.

Subject: Reguest for VFS Lhocoess

Aoceszs to the Virtual Fleet Support svstemn has been requested
by 'Smith, John'. Before access canh be granted, approval must
be received from the requestor's supervisor & UR supervisor.
The Superwvisor has approved access. Please rewview the
submitted information for accuracy. You can review and submit
vour approval (or rejection) by clicking this link.

Thank wyou.

htotp://oadpad. ih.navy.mil/VF3Webh/VFSMain/ VF3Registration/ UL
J.asp?fl=3107&f2=1121

Audio:

Unit administrators receive an email notification that a user at their
activity is requesting access to VFS. Click the link in the email to
display the user request form in your browser.
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UA 2 — Unit Administrator Reviews User Request Form

. T h e V FS ACCeSS UA ap:fdph.nFbMainNFSHegislralinnlUA,B.asn?ﬁ =3107&f2=1121 - Microsoft Intemet Explorer |
Supervisor Review Form W :

. VFS Access UA Supervisor Review
displays, as well as a
THIS IS A GOVERNMENT OWNED AND OPERATED COMPUTER. UNAUTHQRIZED ACCESS TO THIS COMPUTER
p rom pt th at m USt be SYSTEM ANDIOR IT'S SOFTWARE IS PROHIBITED BY PUBLIC LAW 98-473.
Public Law 88-473, Chapter ¥, P: h 1030 provides that: Wh k I d obtains, uses, modifies, destroys, discloses, t
acknowledged. uthorized ves o ot or & computer ownor 5 1 operaed for the Gavemmanl af 176 Unied St shall o puriched by a e o mprconmert af oot The
punishments range frorm a maonetary fine to 10 years in prison, depending upon the nature and extent of the violation
. Registering for a User ID and Password constitutes consent to auditing and monitoring and agreement to comply with all applicable regulations and directives.
o Revlew the uSer Usger IDg and Pagewords are good for 180 days.
Please direct questions to Harry Dugan, at 301-744-2241 or DSN 354-2241
information.
General VFS Registration Information Required |
. |t is mandatory to add | = Mandatory fields = Optional fields |
[l I
comments in the UA VBScript
i A subordinate has requested access to the Yikual Fleet Syztem. Before acceszs can be granted the individual's
S u perVISor Com ments @ immediate supervizor and the individual's L& supervisor must review and approve the request. The supervizor hag
f' Id appraved the request for access. Plzase take a moment and review the information submitted far this request. “rou
e . can change most information on the farm. After reviewing the information pou can either APPROYE or REJELT this
request.
* Note: User information
may not be changed.

If you have any guestions, please contact the VFS System Adminizstrator. Thank pou for your azsistance.

[Activity Unit [dent Code (UICTROC): 0T 74

Wing Command NAYSURFWARCEN IMDIAN HEAD DIV

Supervisor Name linda

Supervisor Phone [301-753-5600 =il

Audio:

An instructional prompt, which must be acknowledged, displays.
Review the content in the form and make necessary changes.
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UA 3 — Unit Administrator Accepts User Request

3 hitp: //cadpad.ih.navy_ mil/VFSWeb/YFSMain/VFSRegistration/SR_3_asp?f1=3107%f2=1121 - Miciosolt Internet Ex.__ [I[=] B3

o TO approve the User J File Edt ‘“iew Favorites Toolz Help ﬁ

request, scroll to the Required Names / Signatures =l
bottom of the form and
click the | Appl’ove this Signature Maintenance
Officer printed signed date phane E
VFS Request button.
o Emall notlflcatlon |S | | Anprowve this YFS Reguest R{J | do NOT approve this WFS Request =l

submitted to your
subordinate and the VFS s
System Administrator

advising of your
approval.

Thiz Supervisony review of aYitual Fleet access request iz about to be subritted for review. Would you like to print
a copy of this formn for your records befare it iz submitted?

* A print prompt displays.
* Click Yes to print form for

your records, otherwise
click No.

Audio:

Click the | Approve this VFS Request button to approve the request.

Developer Notes

75




UA 4 — Unit Administrator Rejects User Request

* To deny the user
/3 http:/fcadpad.ih.navy. mil/¥FSWeb/YFSMain/YFSRegistration/SR_3.asp?f1=3107&f2=1121 - Microsoft Internet Ex... [H[=] E3

request, CIiCk the I do J File Edit '“iew Favorites Tools Help ﬁ

NOT approve this VFS Required Names / Signatures |
Request button.
; e : Signature Maint
¢ Emall nOtIflcatlon IS Olfﬁgzrure ATETENEE printed signed date nhone i
submitted to your |
. | Approve this VFS Reguest | do MOT approve this WFS Request
subordinate and the VFS — - ! - west | =l

System Administrator

advising of your

rejection.
i . This UA Supervizory review and REJECTIOMN of a Yirtual Fleet access request iz about to be submitted for review.
° A pn nt prom pt d |Sp|ays . Woould pou like to print a copy of this form for wour records before it is submitted?

* Click Yes to print form for
your records, otherwise
click No.

Audio:

To deny the request, click the | do NOT Approve this VFS Request
button.
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