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VFS Trace Overview

•VFS Trace tracks key maintenance and logistics data, installed 
CAD/PADs, and life support equipment.

•Data is used for maintenance scheduling, CAD/PAD Web ordering, 
procurement planning, and for the location and removal of potentially 
defective components.

•VFS Trace contains two modules:  CAD/PAD and Life Support.

•Each module supports three levels of maintenance:  organizational 
level (O level), intermediate level (I level), and depot level.

•User ID determines which level of maintenance to which the user 
has access.

The VFS Trace application was created to aid in tracking key maintenance and logistics 
data, installed CADs and PADs,  and life support equipment.  The data contained within 
the system will be used for maintenance scheduling, CAD PAD ordering, procurement 
planning, and for the location and removal of potentially defective components.  The 
Trace CAD PAD and Life Support modules support organizational, intermediate, and 
depot-level maintenance.
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Trace CAD/PAD Intro

•The Trace CAD/PAD system tracks installed assets.

•This system tracks data used to support daily maintenance planning 
decisions, serial numbers, and expiration/extension dates.

•Trace CAD/PAD enables users to track aircraft to the assigned 
squadron or maintenance unit, controls the users that can maintain the 
data, and provides standardized output reports that aid maintenance 
activities.

•Trace CAD/PAD contains links to other VFS modules, enabling 
automated updates of technical and service life data as the CAD/PAD 
program data changes.

•Automated email features keep users informed of changes affecting 
their equipment.

•The Trace CAD/PAD system shall be updated as CAD/PAD change-
outs occur.

The purpose of the Trace CAD/PAD system is to track installed assets. This system 
provides the capability of tracking aircraft, controlling user access rights, and providing 
standardized output reports.  Trace CAD/PAD contains links to other VFS modules to 
provide automated updates of technical and service life data.  It also contains an 
automated email feature to inform users of changes affecting their equipment.  This 
subsystem is updated as CAD/PAD change-outs occur.
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Trace CAD/PAD Module

• Click the Trace 
CAD/PAD button from 
the VFS Application 
Module Menu.

Click the Trace CAD/PAD button from the VFS Application Module Menu to access 
the Trace CAD/PAD module.
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Expired Assets Notice

•If expired assets are found in the system, a message will display.

NOTE:  This message will display each time you log on to the Trace CAD/PAD 
module until all expired assets are removed.

When expired assets are in the system for your squadron, a notice will display. This 
message will display each time you enter the Trace CAD/PAD module until all expired 
assets are removed from the system. 
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Expired Assets Report

• An expired asset report 
will display when expired 
assets are found in the 
system.  

• Click the printer button 
to print the report.

• Click the Close button to 
close the report and access 
the Trace CAD/PAD 
system.

NOTE: Until all expired 
assets are removed from 
the system, this report will 
display each time the 
system is accessed.

If expired assets are found in the system, a report will display.  The expired assets 
report may be printed and must be closed before continuing.
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Trace CAD/PAD Sections

•To view step-by-step training, click a topic below.

DODICS Installs

Bu/Sers Squadrons

Maintenance Reports

Help

Click a CAD/PAD training topic to access training for that section.



12/30/2002 DODICs.ppt 7

View   |   Lots

Developer Notes

Audio:

Accessing DODIC Information

• To access DODIC 
information, click the 
DODIC(S) button from 
the Main Menu.

The DODIC section of the VFS Trace application provides read-only 
access to DODIC information. Click the DODIC(s) button from the Main 
Menu to access DODIC information.
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DODIC Menu Options

• The VFS - CAD/PAD : 
DODIC Screen will 
display.

• To view the training, 
click the Next arrow for 
sequential order or 
click a step-by-step 
training topic from the 
menu at the top of the 
screen.

Training for the DODIC section may be viewed sequentially by using the 
Next arrow at the bottom right of this window.  Training may also be 
viewed section by section using the menu at the top of this screen.
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View DODIC Information (Screen 1 of 4)

• Select a DODIC (the 
default) or part number 
to view technical data.

• To search by DODIC, 
type a valid DODIC in 
the DODIC box or 
click a DODIC from 
the list.

To view a DODIC’s information, you must select a DODIC (the system 
default) or part number.  Click a DODIC in the DODIC list to view its 
information or type a valid DODIC in the box.
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View DODIC Information (Screen 2 of 4)

• To search by part 
number, clear the 
SEARCH BY DODIC 
check box.

• In the PART NUMBER 
list, click a part 
number.

To search by part number instead of DODIC, click the check box next to 
Search by DODIC to clear it.  Click a part number from the part number  
list to view its information.
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View DODIC Information (Screen 3 of 4)

• If the selected DODIC 
or part number has an 
exception, the 
associated exception 
data will display.

• If the aircraft is listed in 
the exception, the 
exception applies to 
that TMS.

• Similarly, the exception 
applies only to the 
range of lot numbers 
displayed.

• Use the scroll bar to 
scroll through the 
exceptions.

Lot number or aircraft T-M-S exceptions for the selected DODIC or part 
number will display.  Exceptions apply to the lot numbers and aircraft 
displayed in the table.  Rows with blank aircraft apply to all.



12/30/2002 DODICs.ppt 12

View   |   Lots

Developer Notes

Audio:

View DODIC Information (Screen 4 of 4)

• If the selected DODIC 
or part number is a set 
DODIC, its members 
will display.

When a DODIC or part number is a set, the members will display at the 
bottom of the screen.
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Lots Information (Screen 1 of 2)

• Click the LOTS button 
on the left-hand side of 
the screen to view all 
lots for the selected 
DODIC or part number.

Click the LOTS button located on the left-hand side of the screen to display 
all lots associated with the selected DODIC or part number.  
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Lots Information (Screen 2 of 2)

• In the LOTS list, click a 
lot number to display 
its specific information.

Click a lot from the list to view the associated manufacture date. 



12/30/2002 DODICs.ppt 15

View   |   Lots

Developer Notes

Audio:

Main Menu (Installed Assets)

• To access installed 
asset information, click 
the INSTALLS button 
from the VFS Trace 
Main Menu.

• The VFS - CAD/PAD 
Installed Assets screen 
will display.

Click the Installs button from the Main Menu located on the left-hand side 
of the screen to access installed asset information.
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Installs View on Entrance

• Squadron information 
will display based on 
your logon ID.

• To view the training, 
click the Next arrow for  
sequential order or 
click a step-by-step 
training topic from the 
menu at the top of the 
screen.

Your organization code will display automatically based on your logon ID.

Training for the installed assets section may be viewed sequentially by 
using the Next button at the bottom right of this window or section by 
section using the menu at the top of the screen.
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Finding an Installed Asset (Screen 1)

• To search for an 
installed asset, you 
must select a Bu/Ser.

• Squadrons will have 
access to Bu/Sers for 
which they have 
custody.

• TYCOMs and Wings 
will have access to all 
Bu/Sers assigned to 
squadrons under their 
cognizance. 

• In the Bu/Ser list, click 
a Bu/Ser, or type a 
specific Bu/Ser number 
in the box.

Squadrons will have access to Bu/Sers for which they have custody.

TYCOM and Wing users will have access to all Bu/Sers assigned to 
squadrons under their cognizance.

Click a Bu/Ser in the Bu/Ser list or type a specific Bu/Ser number in the 
box.
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Finding an Installed Asset (Screen 2)

• The Bu/Ser assets are 
collected automatically.

When a Bu/Ser is selected, the assets associated with the Bu/Ser will be 
collected automatically.
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Finding an Installed Asset (Screen 3)

• Click the Find button to 
display the FIND 
window.

• You may search for 
installed assets by 
DODIC, lot number, or 
part number.

• Select the check box 
next to the desired 
search type and type 
the appropriate search 
information in the 
FIND field.

• Hit Enter on your 
keyboard.

Click the Find button from the menu at the top of the screen to locate an 
installed asset by DODIC, lot number, or part number.  Select the type of 
search item, type the find information, and hit Enter to search for the 
installed asset. 
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Finding an Installed Asset (Screen 4)

• If an item matches your 
search criteria, it will 
highlight in blue.

• Click the Find button 
again to close the Find 
window.

NOTE: Clicking the 
BU/SER ASSETS 
button toggles the table 
on and off.

If the search item is found, it will highlight in blue. Click the Find button 
again to close the Find window.
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Finding an Installed Asset (Screen 5)

• To view additional 
installed asset 
information, select an 
installed asset by 
double-clicking 
anywhere in the row or 
by selecting a row and 
hitting Enter.

• The data table will 
close and data 
associated with the 
selected installed asset 
will display in the main 
screen.

A specific installed asset can be displayed individually by double-clicking, 
or hitting the enter key, on the desired item in the installed assets table.  
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Editing an Installed Asset (Screen 1)

• To edit an installed asset, 
find the installed asset
and click Edit from the 
menu at the top of the 
screen.

• Green indicates fields 
that can be modified. 
White and yellow fields 
are read-only. 

NOTE: The edit function 
is not intended to be 
used as the replacement 
function for an 
installed asset.

The Edit function is used for correction of previously entered data. It is not 
intended to be used as the replacement function for an installed asset. To 
edit an installed asset’s information, use the Find option to locate the 
installed asset.  Then click Edit to make changes to the item.  The 
background color for information that may be modified will highlight 
green. White and yellow fields are read-only.
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Editing an Installed Asset (Screen 2)

• If the lot number is not 
in standard format or 
does not exist in the 
master lot table, a 
warning will prompt 
you to accept the lot 
number.

• Click No to correct the 
lot. Click Yes to notify 
Indian Head of the new 
lot number for 
validation.  

Lot number format will be verified when an item is edited.  If the format is 
not correct or if the lot number does not exist in the master lot table, you 
will be prompted to accept or correct the lot number.
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Editing an Installed Asset (Screen 3)

The system will validate 
the date fields to ensure 
the following 
conditions are met:

• Open date must be after 
manufacture date

• Open date cannot be 
later than the current 
date.

• Install date must be the 
same or later than the 
open date.

• Install date cannot be 
later than the current 
date.

The system will validate the date fields and report errors.  Errors must be 
corrected before the changes can be saved.
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Editing an Installed Asset (Screen 4)

• To save the installed 
asset changes, click 
Save from the menu at 
the top of the screen.

• To cancel changes, 
click Cancel.

Note: Service Life 
Calculation/ 
Recalculation will be 
performed each time 
changes are saved.

After editing an installed asset’s information, click Save to save your 
changes or Cancel to end the process without saving changes.
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Replace an Installed Asset (Screen 1)

• The Replace function 
allows you to move an 
asset to a ready service 
locker and/or replace an 
asset with a 
replacement asset.

• Find the Installed Asset
to be replaced. Select 
the installed asset to be 
replaced from the 
Installed Asset table.

• Select the REPLACE 
button on the left-hand 
side of the screen.

The Replace function provides a means to place an asset in the ready 
service locker and to optionally replace an item with another item.  To 
replace an installed asset, first find the Bu/Ser on which the asset is located.  
Next, click the Replace button located on the left-hand side of the screen.
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Replace an Installed Asset (Screen 2)

• A message will prompt 
you to choose whether 
or not to store the asset 
in the ready service 
locker without 
installing a replacement 
asset.

You will be prompted whether or not to store the asset in the ready service 
locker without installing a replacement asset.  
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Replace an Installed Asset (Screen 3)

• Click Yes to store the 
asset in the ready 
service locker without 
replacement.  This will 
not generate an asset-
for-asset replacement.

NOTE: Blank lot 
number, serial number, 
and date fields indicate 
the asset is located in 
the ready service 
locker.

If you click Yes, an asset-for-asset replacement does not occur and the 
replacement process is ended.  The installed asset’s information is 
moved to the ready service locker.  
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Replace an Installed Asset (Screen 4)

• If you choose to store 
the item in the ready 
service locker without 
installing a replacement 
asset, you will be 
prompted whether or 
not to replace the 
current asset with 
another.

If you click No, you will be prompted to indicate whether or not you wish 
to replace the current asset with another asset.  Click No to end the 
replacement process.
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Replace an Installed Asset (Screen 5)

• If you choose not to 
replace the current asset 
with another, you will 
be prompted again to 
indicate whether or not 
to remove the asset 
without installing a new 
asset.

• If you click No, the 
replacement process 
will end.

If you click No, you will be prompted again whether or not to remove the 
asset without installing a new asset.  Select No to end the replace process.
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Replace an Installed Asset (Screen 6)

• If you click Yes, the 
replaced item will be 
removed from the 
installed assets.

• Editable fields for the 
replacement asset will 
highlight green.

If you click Yes, editable fields will highlight green indicating replacement 
information can be entered.  
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Replace an Installed Asset (Screen 7)

• If more than one 
DODIC can be used for 
replacement, click the 
DODIC to be used in 
the replacement from 
the list. 

• The government-
preferred part number 
for that item will 
display. Available 
alternate part numbers 
will be listed in the part 
number list.

In the DODIC list, click the DODIC to be used as the replacement. The 
system automatically displays the government-preferred part number.
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Replace an Installed Asset (Screen 8)

• Click the lot number from 
the LOT list, or type a lot 
number in the box.

• The manufacturing date for 
that lot will display.

• If the lot number is not in 
standard format or does not 
exist in the master lot table, 
a warning will display 
prompting you to accept the 
lot number. 

• Click No to correct the lot. 
Click Yes to notify Indian 
Head of the new lot number 
for validation.  

In the LOT list, click the lot number for the replacement item. The system 
will display the lot manufacturing date automatically. If the lot number 
format is incorrect or if it does not exist in the master lot table, a message 
will display. 
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Replace an Installed Asset (Screen 9)

• The lot number, serial 
number, and date fields 
highlighted in green are 
mandatory entries.

• Use the Enter or Tab 
key to move from one 
field to the next.

• The maintenance 
organization code will 
default to the command 
having custody.

• Complete your editing 
changes. 

NOTE: The sequence of field editing is very important.  
Entering fields out of order could result in error.
NOTE: The sequence of field editing is very important.  
Entering fields out of order could result in error.

You must type or click values for serial number, lot number, and date 
fields.  Use the Enter or Tab key to move from one field to the next. The 
sequence of field editing is very important.  Entering fields out of order 
could result in error. 
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Replace an Installed Asset(Screen 10)

The system will validate 
the date fields to ensure 
the following 
conditions are met:

• Open date must be after 
manufacture date

• Open date cannot be 
later than the current 
date.

• Install date must be the 
same or later than the 
open date.

• Install date cannot be 
later than the current 
date.

The system will validate the date fields and report errors.  Errors must be 
corrected before the changes can be saved.
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Replace an Installed Asset (Screen 11)

• Click Save from the menu 
at the top of the screen to 
save your changes.

• Service Life 
Calculation/Recalculation 
is performed each time 
changes are saved.

Click Save to save your changes or Cancel to abort.
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Replace an Installed Asset (Screen 12)

• On completion, the 
Installed Assets table 
will display.

Once the replacement is complete, the Installed Assets Table will display.
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Bu/Ser Assets (Screen 1)

• The Bu/Ser assets 
function displays 
installed assets for the 
current Bu/Ser.

• To view installed 
assets, you must first 
find a Bu/Ser.

• When a Bu/Ser 
displays, click the 
BU/SER ASSETS 
located on the left-hand 
side of the screen to 
display the  Installed 
Assets table.

• Click the BU/SER 
ASSETS button again 
to hide the table.

The Bu/Ser assets function displays installed assets for a specific Bu/Ser.  
To view a Bu/Ser’s assets, the user must first select a Bu/Ser and then click 
the Bu/Ser Assets button.
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Bu/Ser Assets (Screen 2)

• An installed assets table 
will display across the 
bottom of the screen.

• The assets will display 
in configuration order.

Note: The table may 
take a minute to load 
depending on the 
number of installed 
assets on the Bu/Ser.

The Installed Assets table is organized in configuration order. This table 
may be used to browse through installed assets for the selected Bu/Ser.
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Bu/Ser Assets (Screen 3)

• To view additional 
installed asset 
information, select an 
installed asset by 
double-clicking 
anywhere in the row or 
by selecting a row and 
clicking Enter.

A specific installed asset can be displayed individually by double-clicking 
the desired item in the installed assets table.  
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Bu/Ser Assets (Screen 4)

• The data table will 
close and data 
associated with the 
selected installed asset 
will display in the main 
screen.

After selecting an asset, the table closes and asset information will display 
in the main screen.
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Locker (Screen 1)

• Click the LOCKER 
button to view assets in 
the ready service 
locker.

NOTE: The ready 
service locker stores 
mission-related assets 
that are currently 
uninstalled but not 
replaced with another 
asset.  These assets are 
available for 
installation as required.

The Ready Service Locker was established to store mission-related assets that are 
currently uninstalled due to replacement, SDLM, or redesignation but not yet replaced 
with another asset.  These assets are available for installation as required. To view 
assets in the locker, click the Locker button.  
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Locker (Screen 2)

• The system displays the 
locker contents in a 
table.

• To close the locker 
table, click the 
LOCKER button again.

Note: The expiration 
dates of uninstalled 
assets contained in the 
ready service locker are 
automatically updated 
when IRACs are 
entered in the system.

The system displays the locker contents in a table at the bottom of the screen.
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Locker (Screen 3)

• To view additional 
information about the 
asset, click the drop-
down arrow in the 
Bu/Ser field located in 
the locker table.

NOTE: Click anywhere 
in the Bu/Ser field to 
display the drop-down 
arrow.

You can view additional asset information by clicking the drop-down arrow 
in the Bu/Ser field in the Locker table.
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Locker (Screen 4)

• To display the assets 
color-coded by 
expiration date, select 
the R.S.L. Expiration(s) 
check box at the bottom 
of the screen.  

• Select the R.S.L. 
Expiration(s) check box 
again to remove the 
color-coding.

•To display the assets color-coded by 
expiration date, select the R.S.L. 
Expiration(s) check box at the bottom of 
the screen.  Color-coded items will 
display based on the number of days left 
until they expire.  Clear the R.S.L. 
Expiration(s) check box to remove the 
color coding.
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Locker (Screen 5)

• To flag an asset for 
removal from the locker, 
select the asset by clicking  
anywhere in that row.

• Select the R.S.L. Specific 
Asset Removal check box 
at the bottom of the screen.  

• Assets flagged for deletion 
will highlight red.

• To unflag an item for 
removal, select the marked 
item by clicking anywhere 
in that row and then select 
the R.S.L. Specific Asset 
Removal check box.

To remove a specific asset from the Ready Service Locker, select the asset 
in the locker and then select the R.S.L. Specific Asset Removal check box 
at the bottom of the screen.  The text in the selected row will highlight red, 
indicating the item is marked for deletion.
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Locker (Screen 6)

• Select the R.S.L. 
Maintenance check box 
at the bottom of the 
screen to delete assets 
from the ready service 
locker.

To perform maintenance on items in the Ready Service Locker, select the 
check box by R.S.L. Maintenance at the bottom of the screen.  
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Locker (Screen 7)

To complete the R.S.L. Maintenance process, choose whether you wish to 
remove expired assets, delete-flagged assets, or both, and then click the 
Submit button.  The system will prompt you to complete the process.

• Select the type of deletion 
option to be performed:

– Remove all 
Expired Assets

– Remove ‘Delete’ 
Flagged Assets

– Remove Expired 
& Flagged Assets

• Click the SUBMIT button 
to complete the 
maintenance process.

• The system will prompt 
you to confirm asset 
removal.
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Locker (Screen 8)

• Click Yes to remove 
the assets from the 
locker.

• Click No to keep the 
assets in the locker.

• The remaining locker 
assets will display.

• If no more assets exist 
in the locker, a message 
will display stating that 
no matching assets 
exist in the ready 
service locker.

Confirm whether to proceed with the Ready Service Locker asset removal. 
The system will refresh the locker listing remaining assets.
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Locker (Screen 9)

• Select the R.S.L. 
Report check box to 
view the contents of the 
ready service locker.

To view or print the contents of the Ready Service Locker, select the R.S.L. 
Report check box at the bottom of the screen. 
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Locker (Screen 10)

• The Ready Service Locker 
Report will display. 

• Use the navigation buttons 
to display various report 
pages. 

• Use the zoom buttons to 
control the size of the 
report on the screen.

• Click the printer button to 
print the report.

• Click the X button to close 
the report.

The ready service locker report will display. The report has 
options to scroll through the pages, display the text larger or 
smaller, and print.
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Logbook (Screen 1)

• Click the LOGBOOK 
button to view or print 
the aircraft logbook.

NOTE: This function is 
not available while the 
Installed Assets table 
displays.  Close the 
Installed Assets table 
first by clicking the 
BU/SER ASSETS 
button.

To view or print the aircraft logbook, click the Logbook button from the 
menu on the left-hand side of the screen.
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Logbook (Screen 2)

• The Logbook report  
will display.

• Use the navigation 
buttons to display 
various report pages. 

• Use the zoom buttons 
to control the size of 
the report on the screen.

• Click the printer button 
to print the report.

• Click the X button to 
close the report.

The report will display on the screen. The report has options to scroll 
through the pages, display the text larger or smaller, and print.
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Bu/Sers Menu Options

• To access the Bu/Sers
screen, click the 
BU/SERS button from 
the Main Menu.

To display and maintain aircraft bureau number/serial number 
information, click the Bu/Sers button from the Trace CAD/PAD main 
menu. 
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Bu/Sers on Entry

• The VFS - CAD/PAD: 
Bu/Sers Screen will 
display.

• The system will display 
squadron and Bu/Ser 
custody information 
based on your logon 
ID.

• Select the Next arrow 
to view the training 
sequentially or select 
one of the step-by-step 
training subsections 
from the menu at the 
top of this screen.

The Bu/Sers screen will display.  The system will retrieve squadron and 
Bu/Ser custody information based on your logon ID. 

Training for the Bu/Sers section may be viewed sequentially by using 
the Next button at the bottom right of this screen.  Training may also be 
viewed section by section using the menu at the top of this screen. 
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Add a New Bu/Ser to System (Screen 1 of 7)

• To add a new Bu/Ser to 
the system, click Add 
from the menu at the 
top of the screen.

To add a new aircraft to the system, click the Add button.
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Add a New Bu/Ser to System (Screen 2 of 7)

• In the text box, type the 
Bu/Ser Number.

The system will prompt you for a new Bu/Ser number. 
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Add a New Bu/Ser to System (Screen 3 of 7)

• In the text box, type the 
aircraft type.

You will be prompted to enter the type of aircraft.
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Add a New Bu/Ser to System (Screen 4 of 7)

• Based on the 
designated aircraft 
TMS, the Bu/Ser’s
configuration will be 
retrieved.

• Green indicates fields 
that can be modified for 
the new Bu/Ser.

• If the aircraft TMS 
returns a configuration 
including seats, the seat 
information must be 
entered.

Bu/Ser configuration data will display automatically based on the 
entered aircraft type.  Fields that may be modified are highlighted in 
green. If the aircraft type returns a configuration that includes seats, 
you must enter the seat serial information.
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Add a New Bu/Ser to System (Screen 5 of 7)

• If more than one part 
number is available for 
a seat, click the desired 
part number from the 
list.

• Seat serial numbers 
highlighted in green are 
mandatory entries.

More than one part number may exist for a seat.  If so, a drop-down arrow is 
available in the seat part number field. Seat serial numbers are mandatory entries.
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Add a New Bu/Ser to System (Screen 6 of 7)

• Comments can be 
added or viewed for the 
airframe and seats by 
selecting the check box 
next to the appropriate 
comment type. A 
comment field will 
display at the bottom of 
the screen.

• The label for the 
selected comment field 
will change to white.

Comments for the airframe and seats can be entered and viewed at the bottom of 
the screen when you select the check box next to the comment type.



12/30/2002 DODICs.ppt 62

View   |   Lots

Developer Notes

Audio:

Add a New Bu/Ser to System (Screen 7 of 7)

• To save the new Bu/Ser 
in the system, click 
Save from the menu at 
the top of the screen.

• To cancel the addition, 
click Cancel.

Once you have added all necessary data, click the Save button to save 
the information, or click the Cancel button to cancel your changes.
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Find/View a Bu/Ser (Screen 1 of 4)

• Based on the user logon 
ID, either the user’s 
squadron or activity 
will display.  

• When a user selects the 
Bu/Ser, the physical 
custodian of the Bu/Ser 
will display in the 
SQUADRON field.

The user’s squadron or activity will display on initial entry.  Once a Bu/Ser is 
selected, the physical custodian of the Bu/Ser will display in the Squadron field.
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Find/View a Bu/Ser (Screen 2 of 4)

• You may display any 
Bu/Ser for which you 
have access.

• Click the desired 
Bu/Ser from the Bu/Ser 
list, or type a specific 
Bu/Ser number in the 
box.

NOTE: This version of 
Trace does not support 
searches by modex.

Click the drop-down arrow in the Bu/Ser field to display a list of existing data. You 
can click an item from the list or manually type the information.
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Find/View a Bu/Ser (Screen 3 of 4)

• The data for the 
selected Bu/Ser will 
display.

• At this point, you can 
edit the information, 
display configuration 
data, transfer custody, 
freeze the data, or strip 
assets for SDLM.  

Once Bu/Ser data is displayed on your screen, you can make changes to the data, 
transfer custody, freeze the data, or strip the assets for SDLM.
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Find/View a Bu/Ser ( Screen 4 of 4)

• If the airframe or seats 
have an associated 
comment, the field will 
be underlined.  

• To view the comment, 
select the check box 
near the desired 
comment type.

• The comment will 
display at the bottom of 
the screen.  

• Clear the check box to 
remove the displayed 
comment.  This will not 
delete the comment.

To view associated airframe or seat comments, select the check box next to the 
appropriate comment type.   The comments will display at the bottom of the screen.  
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Edit Bu/Ser Information (Screen 1 of 5)

• Find the Bu/Ser to be 
edited.

• Click Edit from the 
menu at the top of the 
screen.

• Green indicates fields 
that can be modified for 
the Bu/Ser. 

Find the Bu/Ser to be edited and then click the Edit button from the menu.  Fields that 
may be modified are highlighted in green. 
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Edit Bu/Ser Information (Screen 2 of 5)

• Make necessary changes 
to green highlighted 
fields only.

• Enter dates using the 
YYMMDD format.  
Dashes will be added 
automatically.

• Data is capitalized 
automatically.

Modify green fields only.  When typing dates, type them in the Year-Year Month-
Month Day-Day format. 
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Edit Bu/Ser Information (Screen 3 of 5)

• If the airframe or seats 
have an associated 
comment, the field will be 
underlined.  

• To add or edit a comment, 
select the check box near 
the desired comment type.

• The comment will display 
at the bottom of the 
screen.  You can make 
changes to the comment or 
add a new comment.

• Clear the check box to 
remove the displayed 
comment.  This will not 
delete the comment.

To add or edit a comment, select the check box next to the appropriate comment 
type. The comment field will display at the bottom of the screen.
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Edit Bu/Ser Information (Screen 4 of 5)

• Each seat could have 
multiple associated part 
numbers for aircraft 
TMS.

Note: The LAST 
UPDATE field will be 
updated automatically 
when a change is made 
on the Installed Asset 
Screen. This field is not 
updated when the 
Bu/Ser data is changed 
- only when an installed 
asset is changed.

Seats may have more than one part number associated with them.  

When a change is made to an installed asset on the Installed Asset Screen, the Last 
Update field will automatically be updated with the current date.  However, if the 
Bu/Sers data is changed, the Last Update field does not update with the current date.
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Edit Bu/Ser Information (Screen 5 of 5)

• To save the Bu/Ser 
changes, click Save 
from the menu at the 
top of the screen.

• To cancel the changes, 
click Cancel.

NOTE: You must either 
save or cancel changes 
before you can view 
another Bu/Ser.

Once you have made all necessary changes, click the Save button to save the 
information, or click the Cancel button to cancel your changes
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Delete a Bu/Ser from System

• To delete a Bu/Ser, you must contact Indian Head personnel.

Commercial:  (301)744-2233     

DSN: 354-2233

Fax:  (301)744-6699/4881

Email: cadpadtrace@ih.navy.mil

Only approved Indian Head personnel have the ability to delete a Bu/Ser 
from the system.  
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Configuration Report (Screen 1 of 3)

• To display a 
configuration report for 
the selected Bu/Ser, 
find the Bu/Ser to be 
reported.

• Click the CONFIG 
button on the left-hand 
side of the screen.

To view the configuration report, find the desired Bu/Ser and then click the Config 
button.  
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Configuration Report (Screen 2 of 3)

• The configuration 
report of assets that are 
located on the selected 
Bu/Ser will display. 

NOTE: It may take a 
while to load if the 
aircraft has a large 
configuration.

Depending on the size of the configuration, it may take several minutes to display the 
configuration data. 
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Configuration Report (Screen 3 of 3)

• Use the navigation 
buttons to display 
various report pages. 

• Use the zoom buttons 
to control the size of 
the report on the screen.

• Click the printer button 
to print the report.

• Click the X button to 
close the report.

The report has options to scroll through the pages, display the text 
larger or smaller, and print.
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View or Transfer Custody (Screen 1 of 8)

• Find the Bu/Ser to be 
transferred or viewed.

• Click the CUSTODY 
button on the left-hand 
side of the screen to 
display custody 
information for the 
selected Bu/Ser.

Note: The custody 
option is not available 
while a Bu/Ser is being 
edited or added.

To view or  transfer custody of a Bu/Ser, find the Bu/Ser and then click the Custody 
button.
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View or Transfer Custody (Screen 2 of 8)

• Aircraft custody data 
will display at the 
bottom of the screen.

• Squadrons holding 
physical and reporting 
custody will display.

Squadrons that currently hold physical and reporting custody of the Bu/Ser will display.
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View or Transfer Custody (Screen 3 of 8)

• To update transfer 
information, click the 
UPDATE 
INFORMATION 
button in the 
AIRCRAFT 
CUSTODY area.

To update transfer information of a Bu/Ser, select the Update Information button 
located within the Aircraft Custody area.  
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View or Transfer Custody (Screen 4 of 8)

• Modify the fields 
highlighted in green.  
These are mandatory 
entries.

• The label for the  
UPDATE 
INFORMATION 
button changes to 
SAVE NEW DATA.

• NOTE:  The 
TRANSFER 
AIRCRAFT BY date 
must be greater than 
or equal to the current 
date.

Editable fields are highlighted in green indicating mandatory entries.
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View or Transfer Custody (Screen 5 of 8)

• Click the SAVE NEW 
DATA button in the 
AIRCRAFT CUSTODY 
area to update the 
information or the 
CANCEL button to discard 
changes.

• After you have saved new 
data, the button label 
changes back to UPDATE 
INFORMATION.

NOTE: Once the data is 
saved, the receiving 
squadron will have read-
only access to the Bu/Ser’s
data.

Click the Save New Data button to proceed with the transfer.  The squadron receiving 
the Bu/Ser will have read-only access as soon as the Save New Data button is clicked.
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View or Transfer Custody (Screen 6 of 8)

• After saving the 
transfer information, 
click the TRANSFER 
BU/SER button from 
the AIRCRAFT 
CUSTODY area. 

When you have completed entering the new data, click the Transfer Bu/Ser button 
located within the Aircraft Custody area.  
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View or Transfer Custody (Screen 7 of 8)

• The system will prompt  
you on whether or not 
reporting custody is 
being transferred.

• If you click yes, both 
the physical and 
reporting custody are 
transferred and the 
transferring squadron 
no longer has access to 
the Bu/Ser’s data.

You are then prompted whether or not to transfer reporting custody.  If you click yes, 
both physical and reporting custody are transferred.  The transferring squadron will no 
longer have access to the Bu/Ser’s data.
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View or Transfer Custody (Screen 8 of 8)

• If you click No, you are 
prompted whether or 
not to transfer physical 
custody.

• When only physical 
custody is transferred, 
the transferring 
squadron has read-only 
access to the Bu/Ser’s
data and the squadron 
gaining physical 
custody has write 
access to the data.

If you click no, you will be prompted whether or not you want to transfer physical 
custody.  If you opt to transfer only physical custody, the transferring squadron will 
only have read access to the Bu/Ser’s data.  The squadron containing physical custody 
will have write access.
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Freeze Data for an Investigation (Screen 1 of 4)

• To freeze a Bu/Ser’s
data for investigation,
find the Bu/Ser.

• Click the FREEZE! 
button on the left-hand 
side of the screen.

To freeze a Bu/Ser’s data for investigation, find the Bu/Ser to be frozen and then click 
the Freeze button located on the left-hand side of the screen.
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Freeze Data for an Investigation (Screen 2 of 4)

• A warning will display 
stating that information 
will be locked and 
inaccessible.

• You must acknowledge 
this warning.

The system will display a warning indicating that the Bu/Ser’s data will be locked and 
inaccessible.
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Freeze Data for an Investigation (Screen 3 of 4)

• A second warning will 
prompt you to confirm 
that you wish to freeze 
the data.

• Click Yes to continue 
with the freeze or No to 
abort the freeze.

The system will prompt you to confirm freezing the Bu/Ser’s data. 
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Freeze Data for an Investigation (Screen 4 of 4)

• Indian Head, Safety 
Center, Wing, and 
TYCOMs are the only 
users who have the 
ability to unfreeze data.

• When the data is 
frozen, all fields are 
highlighted in blue, 
indicating data may 
only be viewed.

Frozen data may only be unfrozen by approved personnel.  After data has been frozen, 
it is read-only.
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Strip the Bu/Ser Logbook for S.D.L.M (Screen 1 of 5)

• The SDLM function 
may only be used by 
Depot activities to strip 
a Bu/Ser of assets.

• Find the Bu/Ser and 
then click the S.D.L.M. 
button located on the 
left-hand side of the 
screen.

SDLM is only available for use by Depot activities to strip assets from a Bu/Ser. Find 
the Bu/Ser you wish to strip of its assets and then click the SDLM button.
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Strip the Bu/Ser Logbook for S.D.L.M (Screen 2 of 5)

• Only depot-level 
activities are authorized 
to strip the assets from 
a Bu/Ser.  All other 
activities will receive a 
warning stating they do 
not have sufficient 
rights.

• Depot-level activities 
will be prompted to 
confirm they wish to 
strip assets and move 
them to a ready service 
locker.

Non-depot level activities will receive a warning indicating they do not have sufficient 
privileges to strip the assets and will not be allowed to strip assets.

Depot-level activities will be prompted to confirm they wish to strip assets and move 
them to a ready service locker.
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Strip the Bu/Ser Logbook for S.D.L.M (Screen 3 of 5)

• A warning displays 
indicating you have 
chosen scheduled 
depot-level 
maintenance. 

• Click OK to continue 
or Cancel to abort.

The system warns the user that Scheduled Depot Level Maintenance was chosen. Click 
OK to continue.
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Strip the Bu/Ser Logbook for S.D.L.M (Screen 4 of 5)

• A second warning will 
display stating that a 
SDLM process will 
strip the Bu/Ser of its 
installed assets.  

• Click Yes to continue 
or No to stop.

Another warning displays stating that a SDLM process will strip the Bu/Ser of all its 
installed assets.  Click Yes to continue the process.
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Strip the Bu/Ser Logbook for S.D.L.M (Screen 5 of 5)

• You will be prompted 
whether or not to print 
a LogBook. Click Yes 
to print the LogBook or 
No to continue 
stripping assets without 
printing the LogBook.

The system will prompt you to print a log book.  Click Yes if you wish to print the log 
book; otherwise click No.
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Redesignate Aircraft Platform (Screen 1 of 6)

• To redesignate an aircraft platform, you must contact Indian Head 
personnel.

Commercial:  (301)744-2233     

DSN: 354-2233

Fax:  (301)744-6699/4881

Email: cadpadtrace@ih.navy.mil

Only approved Indian Head personnel have the ability to redesignate an 
aircraft platform.  
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Accessing Squadron Information

• To access squadron 
information, click the 
SQUADRONS button 
from the VFS Trace 
Main Menu.

• The VFS – CAD/PAD  
Squadrons Screen will 
display.

Click the Squadrons button from the Main Menu to access Squadron
information.
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Squadron Menu Options

• To view the training, 
click the Next arrow for  
sequential order or 
click a step-by-step 
training topic from the 
menu at the top of the 
screen.

Training for the Squadrons section may be viewed sequentially by using 
the Next button at the bottom right of this window or section by section 
using the menu at the top of the screen.
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Adding a Squadron

• To add a squadron, you must contact Indian Head personnel.

Commercial:  (301)744-2233     

DSN: 354-2233

Fax:  (301)744-6699/4881

Email: Cadpadtrace@ih.navy.mil

To add a squadron, notify the CAD/PAD Trace office to ensure proper fleet 
representation.
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Finding a Squadron – Screen 1

• Click the Find button 
to display the FIND 
window.

• To search by squadron, 
select the check box 
next to SQUADRON 
and type a squadron in 
the FIND field.

• To search by 
organization code, click 
the check box next to 
ORG. CODE and type 
an organization code in 
the FIND field.

• Press Enter to display 
the search results.

To locate a squadron’s information, click the Find button.  A squadron’s 
information may be located by squadron name or organization code.  



12/30/2002 DODICs.ppt 98

View   |   Lots

Developer Notes

Audio:

Finding a Squadron – Screen 2

• A list of squadrons will 
display.

• Double-click a 
squadron to display its 
information.

A table will display with the squadron that was searched for listed at the 
top.  Double-click a squadron to display its data.
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Finding a Squadron – Screen 3

• The squadron 
information will 
display.

NOTE:  Squadron 
locations are not 
available for user 
viewing.

The squadron information will display in the main screen area.
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Editing – Squadron Information (Screen 1 of 5)

• To edit squadron 
information, find the 
squadron and click the 
Edit button.

• Editable fields will 
highlight green.

NOTE: Squadron 
information may only 
be changed by 
personnel in the 
selected squadron.

To edit squadron information, use the Find option to locate a squadron and 
then click Edit from the menu at the top of the screen.  The background 
color for information that may be edited will highlight green.  Only 
personnel located within the selected squadron or those who have squadron 
rights will have the authority to edit information.
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Editing – Squadron Information (Screen 2 of 5)

• A squadron may have 
different points of 
contact for CAD/PAD, 
Life Support, 1-877, 
and SLE. 

• In the POC list, click a 
point of contact type to 
display the appropriate 
point of contact.

• Type the information 
for  the selected point 
of contact in the green 
highlighted fields.

To update a squadron’s list of alternate points of contact, click the type of 
alternate point of contact to edit or add from the POC list.  Type new or 
updated contact information for the POC.
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Editing –Squadron Information (Screen 3 of 5)

• Click the Save button 
to store changed 
information in the 
system or click cancel.

When editing is complete, click the Save button to store changed
information or click Cancel.
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Deleting a Squadron

• To delete a squadron, you must contact Indian Head personnel.

Commercial:  (301)744-2233     

DSN: 354-2233

Fax:       (301)744-6699/4881

Email: Cadpadtrace@ih.navy.mil

Only approved Indian Head personnel can delete a squadron from the 
system.
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Alt. POCs - Viewing

• To view alternate point 
of contact information, 
find the squadron and 
click the ALT. POCs
button on the upper 
left-hand side of the 
screen.

• A table will display at 
the bottom of the 
screen listing alternate 
points of contact.

NOTE:  For  training on 
how to edit the 
alternate point of 
contact list, go to the 
Edit Alt. POC section.

To view a squadron’s list of alternate points of contact, use the Find option 
to locate a squadron.  Next, click the Alt. POCs button to view a table on 
the bottom of the screen.  The table will contain a list of all alternate points 
of contact currently associated with the selected squadron.
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Accessing Report Information

• Click the REPORTS button 
from the Main Menu to 
access the Reports section.

Click the REPORTS button from the Main Menu of the VFS Trace Application to view 
various reports.  This feature does not provide edit capabilities.
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Select Report for Viewing

• The VFS - CAD/PAD 
Report Generator screen 
displays.

• Click a report from the 
drop-down list box to view 
its information.

On initial entry of the REPORT section, you must first select a report for viewing.  To 
view training for a specific report, use the drop-down list box at the bottom of this 
window.
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01 DODIC Report

• Click the DODIC REPORT 
from the SELECT 
REPORT list.

• The report includes options 
for all records, custodian, 
or Bu/Ser.

• The report displays specific 
installed DODICs by lot 
number and quantity of 
each.

• The DODIC Report 
includes the following 
fields:  Custodian, 
Squadron, Type A/C, 
Modex, BuSer, Lot 
Number, and Total.

Click the DODIC Report from the SELECT REPORT list. The DODIC report displays 
specific installed DODICs by lot number and quantity of each.
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01 DODIC Report – All Records Option

• Click the DODIC REPORT 
in the SELECT REPORT 
list and the ALL 
RECORDS option, and 
then press Enter to display 
the report.

• Type a DODIC in the 
DODIC box and then press 
Enter to display the report 
based on a specific DODIC.

Click the DODIC report in the SELECT REPORT list and the ALL RECORDS option. 
Press Enter to display all DODIC records.  Alternatively, you can enter a DODIC to 
restrict the report to the specific DODIC.
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01 DODIC Report – Custodian Option

• Click the DODIC REPORT 
in the SELECT REPORT 
list and the CUSTODIAN 
option.

• Select a custodian from the 
Custodian list and then 
press Enter to display the 
report based on the selected 
custodian.

• To view a specific DODIC 
for that selected custodian, 
type a DODIC in the 
DODIC box.

Click the DODIC REPORT in the SELECT REPORT list and the CUSTODIAN option.  
Click a custodian in the Custodian list and then press Enter. The DODIC report displays 
DODICs for the selected custodian. Alternatively, you can enter a DODIC to restrict the 
report to the specific DODIC.
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01 DODIC Report – Bu/Ser Option

• Click the DODIC REPORT 
in the SELECT REPORT 
list and the BUSER option.

• Type a Bu/Ser in the Buser
box to restrict the report to 
a specific Bu/Ser and then 
press Enter to display the 
report.

• To view a specific DODIC 
for that Bu/Ser, type a 
DODIC in the DODIC box.

Click the DODIC REPORT in the SELECT REPORT list and the BUSER option. Type 
a Bu/Ser in the Buser box and then press Enter. The DODIC report displays DODICs 
assigned to that Bu/Ser. Alternatively, you can enter a DODIC to restrict the report to 
the specific DODIC.
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02 Expired Parts Forecast Report

• Click the EXPIRED 
PARTS FORECAST report 
from the SELECT 
REPORT list.

• The report lists installed 
assets expiring within a 
specified time period and 
has options for detail or 
summary information.

• The EXPIRED PARTS 
FORECAST report 
includes the following 
fields:  Custodian, Type 
A/C, Modex, BuSer, 
Seat/Part Number, DODIC, 
Part Number, 
Nomenclature, Lot 
Number, Serial Number, 
Expire Date, and Revise 
Date.

Click the EXPIRED PARTS FORECAST report from the 
SELECT REPORT list to display installed assets that are due to 
expire within a specified time period. 
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02 Expired Parts Forecast Report – Detail Option

• Click the EXPIRED 
PARTS FORECAST report 
from the SELECT 
REPORT list and the 
DETAIL option.

• Type the begin and end 
dates to set the range of the 
report and then press Enter 
to display the report.

Click the EXPIRED PARTS FORECAST report from the 
SELECT REPORT list.  In the OPTIONS section, click DETAIL.  
Type the begin and end dates to display installed assets due to 
expire within the specified timeframe.
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02 Expired Parts Forecast Report – Summary Option

• Click the EXPIRED 
PARTS FORECAST report 
from the SELECT 
REPORT list and the 
SUMMARY option.

• Type the begin and end 
dates to set the range of the 
report, and then press Enter 
to display the report.

Click the EXPIRED PARTS FORECAST report from the SELECT 
REPORT list.  In the OPTIONS section, choose summary and type the 
begin date and end date. The EXPIRED PARTS FORECAST report 
displays installed assets that are due to expire within the timeframe 
you specified.
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02 Expired Parts Forecast Report – Summary Option –
Extended Options

• Click the EXPIRED 
PARTS FORECAST report 
from the SELECT 
REPORT list and the 
SUMMARY option.

• Type the begin and end 
dates to set the range of the 
report.

• The report includes options 
for all records, custodian, 
and Bu/Ser.

• The EXPIRED PARTS 
FORECAST report 
displays installed assets 
that are due to expire based 
on your chosen options.

Click the EXPIRED PARTS FORECAST report from the SELECT 
REPORT list.  In the OPTIONS section, choose SUMMARY and type 
the begin and end dates. The Expired Parts Forecast report displays 
installed assets that are due to expire based on your chosen options.
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02 Expired Parts Forecast Report – Summary Option – All 
Records Option

• Click the EXPIRED 
PARTS FORECAST report 
in the SELECT REPORT 
list, the SUMMARY 
option, and the ALL 
RECORDS option.

• Type the begin and end 
dates to set the range of the 
report and then press Enter 
to display the report.

• Type a DODIC in the 
DODIC box and then press 
Enter to display the report 
based on a specific DODIC.

Click the EXPIRED PARTS FORECAST report in the SELECT REPORT list, 
the SUMMARY option, and the ALL RECORDS option. Type the begin and 
end dates to set the range of the report. Press Enter to display the report. 
Alternatively, you can enter a DODIC to restrict the report to the specific 
DODIC.
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02 Expired Parts Forecast Report – Summary Option –
Custodian Option

• Click the EXPIRED 
PARTS FORECAST report 
in the SELECT REPORT 
list, the SUMMARY 
option, and the 
CUSTODIAN option.

• Type the begin and end 
dates to set the range of the 
report.

• Select a custodian from the 
Custodian list and then 
press Enter to display the 
report.

• Type a DODIC in the 
DODIC box and press 
Enter to display the report 
based on a specific DODIC.

Click the EXPIRED PARTS FORECAST report in the SELECT REPORT list, 
the SUMMARY option, and the CUSTODIAN option. Type the begin and end 
dates to set the range of the report. Select a custodian from the Custodian list and 
then press Enter. The report lists installed assets expiring within the specific time 
period for the selected custodian. Alternatively, you can enter a DODIC to 
restrict the report to the specific DODIC.
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02 Expired Parts Forecast Report – Summary Option –
Buser Option

• Click the EXPIRED PARTS 
FORECAST report in the 
SELECT REPORT list, the 
SUMMARY option, and the 
BUSER option.

• Type the begin and end dates 
to set the range of the report.

• Type a Bu/Ser in the Buser
box to restrict the report to a 
specific Bu/Ser and then press 
Enter to display the report.

• Type a DODIC in the DODIC 
box and then press Enter to 
display the report based on the 
specific DODIC.

Click the EXPIRED PARTS FORECAST in the SELECT REPORT list, the 
SUMMARY option, and the BUSER option. Type a Bu/Ser in the Buser box 
and press Enter to display the report. The report lists installed assets, expiring 
within the specific time period you entered, that belong to the selected Bu/Ser. 
Alternatively, you can enter a DODIC to restrict the report to the specific 
DODIC.
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03 Part Number Report

• Click the PART NUMBER 
REPORT in the SELECT 
REPORT list to display 
installed assets based on 
specific part numbers.

• The report has assembly 
and service life options.

• The Part Number Report 
includes the following 
fields:  Custodian, Activity, 
A/C, Modex, Bu/Ser, Seat 
Part Number, DODIC, Lot 
Number, Serial Number, 
Expire Date, Extension 
Date, and Total.

Click the PART NUMBER REPORT in the SELECT REPORT list to display 
installed assets based on specific part numbers.  
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03 Part Number Report – Assembly

• Click the PART NUMBER 
REPORT in the SELECT 
REPORT list and the 
ASSEMBLY option.

• The report includes options 
for all records, custodian, 
and Bu/Ser.

Click the PART NUMBER REPORT in the SELECT REPORT list and 
choose ASSEMBLY under the OPTIONS section. The report has options 
for all all records, custodian, and Bu/Ser.
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03 Part Number Report – Assembly – All Records Option

• Click the PART NUMBER 
REPORT in the SELECT 
REPORT list, the 
ASSEMBLY option, and 
the ALL RECORDS 
option, then press Enter to 
display the report.

• Type a DODIC in the 
DODIC box and then press 
Enter to display the report 
based on a specific DODIC.

Click the PART NUMBER REPORT in the SELECT REPORT list, the 
ASSEMBLY option, and the ALL RECORDS option. Press Enter to display 
the report. Alternatively, you can enter a DODIC to restrict the report to the 
specific DODIC.
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03 Part Number Report – Assembly – Custodian Option

• Click the PART NUMBER 
REPORT in the SELECT 
REPORT list box, the 
ASSEMBLY option, and 
the CUSTODIAN option.

• Select a custodian from the 
Custodian list and press 
Enter to display the report.

• Type a DODIC in the 
DODIC box and press 
Enter to display the report 
based on a specific DODIC.

Click the PART NUMBER REPORT in the SELECT REPORT list, the 
ASSEMBLY option, and the CUSTODIAN option.  Select a custodian from the 
Custodian list and then press Enter. The report displays installed assets, based on 
specific part numbers and assembly, belonging to the selected custodian. 
Alternatively, you can enter a DODIC to restrict the report to the specific 
DODIC.
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03 Part Number Report – Assembly – Buser Option

• Click the PART NUMBER 
REPORT in the SELECT 
REPORT list, the 
ASSEMBLY option, and 
the BUSER option.

• Type a Bu/Ser in the Buser
box to restrict the report to 
a specific Bu/Ser and then 
press Enter to display the 
report.

• Type a DODIC in the 
DODIC box and press 
Enter to display the report 
for the specific DODIC.

Click the PART NUMBER REPORT in the SELECT REPORT list, the 
ASSEMBLY option, and the BUSER option. Type a Bu/Ser in the Buser box 
and then press Enter to display the report. The report displays installed assets, 
based on specific part numbers and assembly, belonging to the selected 
Bu/Ser. Alternatively, you can enter a DODIC to restrict the report to the 
specific DODIC.
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03 Part Number Report – Service Life

• Click the PART NUMBER 
REPORT in the SELECT 
REPORT list and the 
SERVICE LIFE option.

• The report includes options 
for all records, custodian, 
or Bu/Ser.

Click the PART NUMBER report in the SELECT REPORT list and the 
SERVICE LIFE option. The PART NUMBER report displays based on 
your chosen options.
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03 Part Number Report – Service Life – All Records Option

• Click the PART NUMBER 
REPORT in the SELECT 
REPORT list, the 
SERVICE LIFE option, 
and the ALL RECORDS 
option, then press Enter to 
display the report.

• Type a DODIC in the 
DODIC box and press 
Enter to display the report 
based on the specific 
DODIC.

Click the PART NUMBER REPORT in the SELECT REPORT list, the 
SERVICE LIFE option, and the ALL RECORDS option. Press Enter to display 
the report. Alternatively, you can enter a DODIC to restrict the report to the 
specific DODIC.
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03 Part Number Report – Service Life – Custodian Option

• Click the PART NUMBER 
REPORT in the SELECT 
REPORT list, the 
SERVICE LIFE option, 
and the CUSTODIAN 
option.

• Select a custodian from the 
Custodian list and then 
press Enter to display the 
report based on the selected 
custodian.

• Type a DODIC in the 
DODIC box and press 
Enter to display the report 
based on the specific 
DODIC.

Click the PART NUMBER REPORT in the SELECT REPORT list, the 
SERVICE LIFE option, and the CUSTODIAN option.  Select a custodian 
from the Custodian list and then press Enter. The report displays installed 
assets, based on specific part numbers and service life, belonging to the 
selected custodian. Alternatively, you can enter a DODIC to restrict the report 
to the specific DODIC.
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03 Part Number Report – Service Life – Buser Option

• Click the PART NUMBER 
REPORT in the SELECT 
REPORT list, the 
SERVICE LIFE option, 
and the BUSER option.

• Type a Bu/Ser in the Buser
box to restrict the report to 
a specific Bu/Ser and then 
press Enter to display the 
report.

• Type a DODIC in the 
DODIC box and press 
Enter to display the report 
based on the specific 
DODIC.

Click the PART NUMBER REPORT in the SELECT REPORT list, the 
SERVICE LIFE option, and the BUSER option. Type a Bu/Ser in the Buser
box and then press Enter to display the report. The report displays installed 
assets, based on specific part numbers and service life, belonging to the 
selected Bu/Ser. Alternatively, you can enter a DODIC to restrict the report 
to the specific DODIC.



12/30/2002 DODICs.ppt 127

View   |   Lots

Developer Notes

Audio:

04 Custodian Report

• Click the CUSTODIAN 
REPORT in the SELECT 
REPORT list.

• In the OPTIONS section, 
choose a specific custodian 
using the Custodian list and 
then press Enter to display 
the report.

• The CUSTODIAN Report 
displays, providing a listing 
of the Type Aircraft, 
Bu/Ser, Seat Part Number, 
and Seat Serial Number 
based on the specific 
custodian code you 
selected.

Click the CUSTODIAN REPORT from the SELECT REPORT list. In 
the OPTIONS section, choose a specific custodian and then press Enter. 
The CUSTODIAN REPORT displays.
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05 Custodian Maintenance Due

• Click the CUSTODIAN 
MAINTENANCE DUE 
report in the SELECT 
REPORT list.

• In the OPTIONS section, 
choose a specific custodian 
using the Custodian list and 
then press Enter to display 
the report.

• The CUSTODIAN 
MAINTENANCE DUE 
report includes the 
following fields:  Type 
Aircraft, Bu/Ser, Seat Part 
Number, Seat Serial 
Number, Maintenance 
Cycle, Due Date, Custody 
Date, and Last Update.

Click the CUSTODIAN MAINTENANCE DUE report from the SELECT 
REPORT list and choose a specific custodian in the OPTIONS section. The report 
displays providing a list of each BuSer and when the maintenance cycle is 
scheduled.
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06 Extension Report

• Click the EXTENSION 
REPORT in the SELECT 
REPORT list.

• The report includes options 
for all records, custodian, 
or Bu/Ser.

• The EXTENSION report 
includes the following 
fields:  Custodian, Type 
A/C, Bu/Ser, Seat/Part 
Number, DODIC, 
Nomenclature, Location, 
Lot Number, Serial 
Number, Expire Date, 
Revised Date, and 
Extension.

Click the EXTENSION REPORT in the SELECT REPORT list. The 
EXTENSION Report displays data on when installed assets expire.
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06 Extension Report – All Records Option

• Click the EXTENSION 
REPORT in the SELECT 
REPORT list and the ALL 
RECORDS option, then 
press Enter to display the 
report.

• Type a DODIC in the 
DODIC box and press 
Enter to display the report 
based on the specific 
DODIC.

Click the EXTENSION REPORT in the SELECT REPORT list and the ALL
RECORDS option. Press Enter to display the report. Alternatively, you can 
enter a DODIC to restrict the report to the specific DODIC.
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06 Extension Report – Custodian Option

• Click the EXTENSION 
REPORT in the SELECT 
REPORT list and the 
CUSTODIAN option.

• Select a custodian from the 
Custodian list and then 
press Enter to display the 
report based on the selected 
custodian.

• Type a DODIC in the 
DODIC box and press 
Enter to display the report 
based on the specific 
DODIC.

Click the EXTENSION REPORT in the SELECT REPORT list and the 
CUSTODIAN option.  Select a custodian from the Custodian list and then press 
Enter. The report displays data on when installed assets belonging to the selected 
custodian expire. Alternatively, you can enter a DODIC to restrict the report to 
the specific DODIC.
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06 Extension Report – Buser Option

• Click the EXTENSION 
REPORT in the SELECT 
REPORT list, and the 
BUSER option.

• Type a Bu/Ser in the Buser
box to restrict the report to 
a specific Bu/Ser and then 
press Enter to display the 
report.

• Type a DODIC in the 
DODIC box and press 
Enter to display the report 
based on the specific 
DODIC.

Click the EXTENSION REPORT in the SELECT REPORT list and the 
BUSER option. Type a Bu/Ser in the Buser box and then press Enter to display 
the report. The report displays data on when installed assets, belonging to the 
selected Bu/Ser, expire. Alternatively, you can enter a DODIC to restrict the 
report to the specific DODIC.
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07 Lot Number Report

• Click the LOT NUMBER 
REPORT in the SELECT 
REPORT list.

• The report includes options 
for all records, custodian, 
or Bu/Ser.

• The LOT NUMBER report 
includes the following 
fields:  Custody, Type A/C,
Modex, Bu/Ser, Seat/Part 
Number, DODIC, Lot 
Number, and Total.

Click the LOT NUMBER report in the SELECT REPORT list. The LOT 
NUMBER report displays the quantity of lot numbers per DODIC for installed 
assets.
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07 Lot Number Report – All Records Option

• Click the LOT NUMBER 
REPORT in the SELECT 
REPORT list, and the ALL 
RECORDS option, then 
press Enter to display the 
report.

• Type a DODIC in the 
DODIC box and press 
Enter to display the report 
based on the specific 
DODIC.

Click the LOT NUMBER REPORT in the SELECT REPORT list and the 
ALL RECORDS option. Press Enter to display the report. Alternatively, 
you can enter a DODIC to restrict the report to the specific DODIC.
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07 Lot Number Report – Custodian Option

• Click the LOT NUMBER 
REPORT in the SELECT 
REPORT list and the 
CUSTODIAN option.

• Select a custodian from the 
Custodian list and then 
press Enter to display the 
report based on the selected 
custodian.

• Type a DODIC in the 
DODIC box and press 
Enter to display the report 
based on the specific 
DODIC.

Click the LOT NUMBER REPORT in the SELECT REPORT list and the 
CUSTODIAN option.  Select a custodian from the Custodian list and then 
press Enter. The report displays the quantity of lot numbers per DODIC for 
installed assets belonging to the selected custodian. Alternatively, you can 
enter a DODIC to restrict the report to the specific DODIC.
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07 Lot Number Report – Buser Option

• Click the LOT NUMBER 
REPORT in the SELECT 
REPORT list and the 
BUSER option.

• Type a Bu/Ser in the Buser
box to restrict the report to 
a specific Bu/Ser and then  
press Enter to display the 
report.

• Type a DODIC in the 
DODIC box and press 
Enter to display the report 
based on the specific 
DODIC.

Click the LOT NUMBER REPORT in the SELECT REPORT list and the 
BUSER option. Type a Bu/Ser in the Buser box and then press Enter to 
display the report. The report displays the quantity of lot numbers per 
DODIC for installed assets belonging to the selected Bu/Ser. Alternatively, 
you can enter a DODIC to restrict the report to the specific DODIC.
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08 Seat Inspection Cycle Forecast Report

• Click the SEAT 
INSPECTION CYCLE 
FORECAST REPORT in 
the SELECT REPORT list.

• The report includes options 
for all records, custodian, 
or Bu/Ser. 

• The SEAT INSPECTION 
CYCLE FORECAST 
Report includes the 
following fields:  Custody, 
Type A/C, Modex, Bu/Ser, 
Seat/Part Number, DODIC, 
Nomenclature, Location, 
Lot Number, Serial 
Number, Expire Date, 
Inspection Cycle, Due 
Date, and Extension Date.

Click the SEAT INSPECTION CYCLE FORECAST REPORT in the SELECT 
REPORT list. The report displays assets due to expire based upon the next 
scheduled maintenance cycle.
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08 Seat Inspection Cycle Forecast Report – All Records 
Option

• Click the SEAT 
INSPECTION CYCLE 
FORECAST REPORT in 
the SELECT REPORT list, 
and the ALL RECORDS 
option, then press Enter to 
display the report.

• Type a DODIC in the 
DODIC box and press 
Enter to display the report 
based on the specific 
DODIC.

Click the SEAT INSPECTION CYCLE FORECAST REPORT in the 
SELECT REPORT list and the ALL RECORDS option. Press Enter to display 
the report. Alternatively, you can enter a DODIC to restrict the report to the 
specific DODIC.
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08 Seat Inspection Cycle Forecast Report – Custodian 
Report

• Click the SEAT 
INSPECTION CYCLE 
FORECAST REPORT in 
the SELECT REPORT list 
and the CUSTODIAN 
option.

• Select a custodian from the 
Custodian list and then 
press Enter to display the 
report based on the selected 
custodian.

• Type a DODIC in the 
DODIC box and press 
Enter to display the report 
based on the specific 
DODIC.

Click the SEAT INSPECTION CYCLE FORECAST REPORT in the 
SELECT REPORT list and the CUSTODIAN option.  Select a custodian
from the Custodian list and then press Enter. The report displays assets due 
to expire based upon the next scheduled maintenance cycle belonging to 
the selected custodian. Alternatively, you can enter a DODIC to restrict the 
report to the specific DODIC.
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08 Seat Inspection Cycle Forecast Report – Buser Option

• Click the SEAT 
INSPECTION CYCLE 
FORECAST REPORT in 
the SELECT REPORT list 
and the BUSER option.

• Type a Bu/Ser in the Buser
box to restrict the report to 
a specific Bu/Ser and then 
press Enter to display the 
report.

• Type a DODIC in the 
DODIC box and press 
Enter to display the report 
based on the specific 
DODIC.

Click the SEAT INSPECTION CYCLE FORECAST REPORT in the 
SELECT REPORT list and the BUSER option. Type a Bu/Ser in the Buser
box and then press Enter to display the report. The report displays assets due 
to expire based upon the next scheduled maintenance cycle belonging to the 
selected Bu/Ser. Alternatively, you can enter a DODIC to restrict the report 
to the specific DODIC.
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09 DODIC Expiration Date

• Click the DODIC 
EXPIRATION DATE 
report in the SELECT 
REPORT list.

• In the OPTIONS section, 
choose a specific custodian 
using the Custodian list and 
then press Enter to display 
the report.

• The DODIC EXPIRATION 
DATE report includes the 
following fields:  Custody, 
Activity, Aircraft, Modex, 
Bu/Ser, DODIC, Lot 
Number, Serial Number, 
Manufacturer Date, Open 
Date, Expire Date, and 
Extension Date.

Click the DODIC EXPIRATION DATE report in the SELECT REPORT 
list. In the OPTIONS section, choose a specific custodian using the 
custodian list and then press Enter. The report displays, providing a list of all 
installed assets by expiration date.
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10 Set DODIC Expiration

• Click the SET DODIC 
EXPIRATION report in the 
SELECT REPORT list.

• In the OPTIONS section, 
choose a specific custodian 
using the Custodian list and 
then press Enter to display 
the report.

• The SET DODIC 
EXPIRATION report 
includes the following 
fields:  Squadron, Custody, 
Aircraft Type, Modex, 
Bu/Ser, DODIC, Lot 
Number, Open Date, Expire 
Date, Extension Date, and 
Remarks (Denotes the 
controlling line for the 
explosive set).

Click the SET DODIC EXPIRATION report in the SELECT REPORT list. In 
the OPTIONS section, choose a specific custodian using the custodian list and 
then press Enter. The report displays providing a list of all installed explosive 
sets.
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11 BUNOs Listing by Squadron

• Click the BUNOS 
LISTING BY 
SQUADRON report in the 
SELECT REPORT list and 
then press Enter to display 
the report.

• The BUNOS LISTING BY 
SQUADRON report 
includes the following 
fields:  Squadron, Aircraft, 
Bu/Ser, Last Update, 
Custody Date, Inspection 
Cycle, and Next Inspection.

Click the BUNOS LISTING BY SQUADRON report in the SELECT 
REPORT list and then press Enter to display the report. The report 
displays a listing of all aircraft for the entire VFS TRACE system.
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12 CADS to be Replaced in One Year

• Click the CADS TO BE 
REPLACED IN ONE 
YEAR report in the 
SELECT REPORT list.

• In the OPTIONS section, 
type a specific DODIC in 
the DODIC box, type a 
start date in the MM-YY 
box, and then press Enter to 
display the report.

• The CADS TO BE 
REPLACED IN ONE 
YEAR report includes the 
following fields:  Squadron, 
BuSer, Prior, and Months.

• The Prior box contains the 
quantity expired prior to the 
requested start date and the 
Months box displays the 
twelve months listed 
beginning with the start 
date.

Click the CADS TO BE REPLACED IN ONE YEAR report in the SELECT 
REPORT list. Type the appropriate information for the options of DODIC, 
and start date in MMYY format.  The report displays a listing of all CADS 
that expire within one year of the entered start date.
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13 Squadron Quarterly Report

• Click the SQUADRON 
QUARTERLY REPORT in 
the SELECT REPORT list 
and then press Enter to 
display the report.

• The SQUADRON 
QUARTERLY report 
includes the following 
fields:  Squadron, 
Organization, Quarterly 
Date, TYCOM, and Wing.

Click the SQUADRON QUARTERLY report in the SELECT REPORT list and 
then press Enter to display the report. The report provides a listing of all 
commands and last quarterly reporting into the system.
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14 Serial Numbers for Lot Number

• Click the SERIAL 
NUMBERS FOR LOT 
NUMBER report in the 
SELECT REPORT list.

• In the OPTIONS section, 
type a specific lot number 
in the LOT NUMBER box 
and specific DODIC in the 
DODIC box, then press 
Enter to display the report.

• The SERIAL NUMBERS 
FOR LOT NUMBER 
report includes the 
following fields:  Serial 
No., BuSer, and Type A/C.

Click the SERIAL NUMBERS FOR LOT NUMBER report in the 
SELECT REPORT list. In the OPTIONS section, type a specific lot 
number in the LOT NUMBER box, and a specific DODIC in the DODIC 
box, then press Enter to display the report. The report provides a listing of 
installed asset serial numbers based on the specific lot number and DODIC 
you entered.
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15 Transfer Custody Report

• Click the TRANSFER 
CUSTODY REPORT in 
the SELECT REPORT list 
and then press Enter to 
display the report.

• The TRANSFER 
CUSTODY report includes 
the following fields:  
Bu/Ser, Custodian, Physical 
Custody, Reporting 
Custody, Receiving 
Activity, Scheduled 
Transfer Date, and Transfer 
Authority.

Click the TRANSFER CUSTODY report in the SELECT REPORT list and 
then press Enter to display the report. The report lists all aircraft currently in 
a transfer status.
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16 VFS Trace System by BuSer

• Click the VFS TRACE 
SYSTEM BY BUSER 
report in the SELECT 
REPORT list.

• In the OPTIONS section, 
type a specific DODIC in 
the DODIC box and then 
press Enter to display the 
report.

• The VFS TRACE 
SYSTEM BY BUSER 
report includes the 
following fields:  Custody, 
Activity, Type A/C, BuSer, 
Lot Number, Serial 
Number, Manufacturer 
Date, Open Date, Installed 
Date, Expire Date, and 
Extension Date.

Click the VFS TRACE SYSTEM BY BUSER report in the SELECT REPORT 
list and type the specific DODIC in the options section. Press Enter to display 
the report. The report provides a listing of the installed assets for the DODIC 
you entered.
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17 VFS Trace System by Lot Number

• Click the VFS TRACE 
SYSTEM BY LOT 
NUMBER report in the 
SELECT REPORT list.

• In the OPTIONS section, 
type a specific DODIC in 
the DODIC box and then 
press Enter to display the 
report.

• The VFS TRACE 
SYSTEM BY LOT 
NUMBER report includes 
the following fields:  
Custody, Activity, Type 
A/C, BuSer, Lot Number, 
Serial Number, 
Manufacturer Date, Open 
Date, Installed Date, Expire 
Date, and Extension Date.

Click the VFS TRACE SYSTEM BY LOT NUMBER report in the 
SELECT REPORT list and type a specific DODIC in the options section. 
Press Enter to display the report.  The report provides a listing of the 
installed assets for the DODIC you entered, in lot number order.
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18 BUNOs Impacted by Lot Number

• Click the BUNOS 
IMPACTED BY LOT 
NUMBER report in the 
SELECT REPORT list.

• Type a specific lot number 
in the LOT NUMBER box 
and a specific DODIC in 
the DODIC box, utilizing 
the various wild cards, then 
press Enter to display the 
report.

• The BUNOS IMPACTED 
BY LOT NUMBER report 
includes the following 
fields:  Bu/Ser and Aircraft.

Click the BUNOS IMPACTED BY LOT NUMBER report in the SELECT 
REPORT list, and enter a lot number and DODIC in the options section by 
using wild card options. Press Enter to display the report.
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Maintenance

•VFS Trace CAD/PAD maintenance may be performed by Indian Head 
personnel only.

•This option is used to:

• track installed asset history

• apply service life changes

• perform lot validation

The VFS Trace CAD/PAD maintenance section is not accessible to the 
Fleet.  Only Indian Head personnel will have access to this option to track 
installed asset history, apply service life changes, and perform lot 
validation.
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Help – Step 1

•Use the help screen to email the Trace CAD/PAD team for help.

•To create an email message, click the WRITE E-MAIL button.

The VFS Trace CAD/PAD Help section provides a way for the user to 
send an email message to the Trace CAD/PAD team for support.  Click 
the WRITE E-MAIL button located on the left-hand side of the screen to 
create an email message.
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Help – Step 2

•The TO, FROM, and SUBJECT text boxes fill automatically and cannot be modified.

•Type your message in the text box below the Subject.

•Click the SEND EMAIL button to send the message to the CAD/PAD Trace Team.

The To, From, and Subject text boxes are automatically completed.  Type 
your message in the text box below the Subject and click the SEND 
EMAIL button.
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