ORMS Document, Maintenance and Usage Entry:
· Go To: Civil Air Patrol eServices
· O.R.M.S. (Right side of the screen) <Click>
· Go to Vehicles
	For Document Entry:	
(Note: Documents should be scanned before entry)
{Document Types: Est., Photo’s, Etc.}	
{ File Name: 36XXX EST Battery}

· Vehicle Search <Click>
· CAP I.D. [vehicle number] <Enter>	
· Documents (Top of the screen) <Enter>
· Scroll to the bottom of the screen
· Select [Browse] <Click>
· Find and select documents to upload <Click>
· Submit Documents button <Click>	
	For Usage Entry:
(Note: Documents should be scanned before entry)
{File Name: 36XXX F73 Month-Yr}
· Vehicle Usage Entry <Click>
· Fill out these fields:
	Reg-Wng-Unit	[Unit #          ]
	Field I.D. 	[Vehicle #     ]
	Date	[Todays Date]
· Fill out these vehicle fields (From form 73)
	Admin	Cadet	Mission  Other	Total
No. time used	[        ]	[        ]	[            ]	[        ]	[        ]
No. hours used	[        ]	[        ]	[            ]	[        ]	[        ]
Odometer Reading  [		]
Description	[		If any			]
· [bookmark: _GoBack]Submit CAPF73 at bottom of screen
· When Complete <Submit>



For Maintenance Entry:   (Note: Invoice should be scanned before entry. (Example File Name: 36xxx INV  Oil Change))
· Vehicle Search <Click>
· CAP I.D. [vehicle number] <Enter>
· Maintenance (To of the screen) <Enter>
· Fill out all fields.
· Use the browse button <Click> to upload already scanned invoice file into ORMS.
· Select Scanned File. 
· Submit Maintenance button <Click>
