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INTRODUCTION 
 
 
 
 
 This guide was written with the intent to give users of the C.A.S.E. Database a general 

overview.  It is not a detail description of all the information contained in the database.  The 

Database Committee encourages all members to use this guide and to make suggestions for 

improvement.  

This document is the property of the C.A.S.E. organization.  It was developed and is maintained by the ACS 
Database Committee and is intended for members’ use only.  It is not to be copied or distributed outside the 
organization without the express permission of the C.A.S.E. organization’s membership.   Any reproduced hard copy 
is only as current as the date it was printed and therefore must be considered Uncontrolled and for Reference Only.  
Refer to the C.A.S.E. website for the most current version (www.caseinc.org). 
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1. SETTING UP YOUR COMPUTER 

After obtaining access to the internet, go to the C.A.S.E. Home Page at 
www.caseinc.org: 

 
Citrix software must be downloaded and installed on your computer.  To do this: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select C.A.S.E. Database from the Home Page Main Menu bar on the left side. 
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Resulting Page 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Follow these 
instructions 
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The C.A.S.E. General Manager (GM) is your primary contact should you have any 
problems installing the Citrix Software on your computer.  The GM will also assign each 
User ID and Password. 

 

The Database Committee Chair is the secondary point of contact. 

 

The C.A.S.E. Database Systems Administrator (DSA) can help you work through 
"firewall" issues unique to your company. 
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2. LOGGING ON TO THE SYSTEM 

Click C.A.S.E. Database on the Main Menu. 
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When the next page loads, Click on, Air Carrier. 
 
 

Not This 
One. 
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This Windows Logon screen will appear: 
 
 

Enter User ID and Password 
and click Ok. 

 
 
 
 
 

NOTE: 
 You will be prompted to change 

your password every month. 
 

 
 
 
 
 
 
 

A second password box will pop up for the Database: 

 
 
 
 
 
 
 
 

Click OK without a password. 
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Read C.A.S.E. Member Message screen before proceeding. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

NOTE:  Click inside 
message screen to 
get a scroll bar for 

reviewing all 
messages. 

Click Close and Begin 
C.A.S.E. Application to 

move to Main Menu. 
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You’re in!  You will now see the Main Menu called the Main Entry Form within the 
database window: 
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3. MEMBER INFORMATION 

How to look up information on another C.A.S.E. member, such as a Contact Name or 
Phone Number: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE:  In the form selection boxes, you won’t always see a scrolling block in the right 
side.  If the two scrolling arrows appear when you click inside the box, it means 
there are other forms that can be chosen but they can not be seen since they 
won’t all fit in the box. 

 
 
 
 
 
 

Then double 
click 

Member 
Information  

Click the 
Members 

Button 
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The Member Information Screen opens: 
 

Click in the Member ID field and scroll your mouse wheel till you find the airline you want. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You can also click in the Member Name field and then press Ctrl + F to open the Find box: 
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Uncheck the Search Fields as Formatted for broader searches. 
 

Click the drop down list of the Match field and select Start of Field. 
 
 
 
 
 
 
 
 
F2 
 
 
 
 
 
 
Click the Find Next button to start the search. Click Find Next button again to continue Searching. 
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You can search in any field as long as you first click in the field itself.  You can also use the 
Wildcard (*) character in front of and/or behind your search word.  *mesa* 
 
The type of member is identified in the Type field.  S identifies Sustaining members and A 
identifies Associate members.  

The primary 
contact for the 

airline is 
identified in the 
Contact Name. 

There are 
secondary 

contacts identified 
in the Additional 

Contacts 
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4. AUDITOR INFORMATION  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click the Auditors button and then double click Auditors to open the Auditors screen. 
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Once open, you can search via the Member ID, Member Name, or the Auditor Name if you 
know it.  If the airline has more than one C.A.S.E. Auditor, you can click in the Auditor Name 
field and scroll though them with the mouse wheel. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The ratings each 
auditor is 

authorized for is 
identified here. 
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5. FINDING A VENDOR IN THE C.A.S.E. REGISTER 
 
To open the C.A.S.E. Register click Suppliers and double click CASE Register. 
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You can select the vendor you wish to view from this first screen.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

When the list first opens, it is not sorted by Supplier Name. 
 

Click in one of the supplier names and then click the AZ button to sort the Supplier Name 
alphabetically. 
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If you know the Allocation number of the vendor, you 
can also click in the Alloc. No. field and use the search 
feature.

Once you find the vendor you wish to view, double click 
in the Alloc. No. button for the vendor. 

 
 
 
 
 
 
 
 
 

Below is the form displaying the record for Goodrich Corporation dba Wheel & Brake 
Service with Allocation Number 1035. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The member 
airlines using the 
vendor are listed 

here. 
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On the next few pages is a description of each section outlined here. 
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Top Section descriptions: 

 
The FAA or 

AMO 
Certificate 
Number is 

here. 

This is now the 
EASA 

Certificate 
Number. 

The 
Allocation 
Number is 

here. 

 
The 

Supplier ID 
is not used 
anymore. 

 
 
 
 
 
 
 
 
 
 
 

A 1 in this field means the vendor has been issued the FAA A449 D&A Op spec. 

 
 
 
 
 

This section contains the vendor name, address, and contact info. 
 
 

The primary 
vendor 
name. 

If the vendor is a dba 
it is identified in this 

field here.
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If comments were entered on the audit 
transmittal they will appear in the 

Supplier Comments field. 

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

The list in the lower right contains the Last Audit and a general audit history. 
 
This vendor has only one Op Spec rating (Process).  If the vendor has more than one rating, 
there will be multiple rows with the same Audit Date, each row listing a different rating 
(Process) that was audited.  

The date of 
the latest 

transmittal 
appears in 
this field. 

The Month and 
Year the 
vendor is 

allocated to be 
audited will be 

in the 
Scheduled 
Date field. 

A N indicates 
the Scheduled 
audit has not 

yet been 
accomplished. 
 A Y indicates 

it has. 

The number 
in this field 
indicates 

which 
member is 

scheduled to 
do the audit. 

1A – ROV 
2A – Fuel 
3A – Distributors 
of New and 
Surplus Parts 

The Member 
airline code 
that did the 

audit. 

Here are the 
Op Spec 

ratings which 
were audited. 
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This section lists the airlines who have indicated they are using the vendor. 
 

Scroll down to see 
all the airlines. 

If any airlines are using 
the vendor for 

Substantial 
Maintenance, the D091 

box will be checked. 

The list only shows 
the first 4 users.  This 
vendor has 15 total 

users so you have to 
scroll to view all of 

them. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You can view and print the certificates for a vendor by clicking the FAA button. 
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When you click the FAA button, this screen will open showing the certs. 
 
Click the Print button to print all 11 documents. 
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You can also save the documents to your computer as follows: 
 

NOTE:  You may need to have your IT department set your computer up with access for 
saving files to your computer.  If you follow the steps below and receive an 
“Access Denied” error message, you will have to get access.  The C.A.S.E. 
Database Systems Administrator (DSA) can also help you work through this 
issue. 

 
 
Click File and then Save As. 
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When the Save As box opens, click the Save In field drop down and 
 select C$ on ‘Client’ (C). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Rev. 4 – 4/21/10 
Page 27 of 76 



 
 
 
 
 

Database Users Guide 
 
 
 
Next, click Documents and Settings. 
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Next, locate the Folder with your user name.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE:  It may be necessary to click on a few folders and view the contents to determine 
which is actually yours.  
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Click the Desktop Folder. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Then click the Save button.  The documents will now be saved to your desktop of your 
computer. 
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Click the Review Audit Archives to view the latest transmittals. 
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This is the screen for viewing transmittals. To view a hard copy, click the Print button. 
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A view of the paper transmittal opens.  From here, you can print a copy. 
 
 

To enlarge 
the page, 
click the 

Magnifying 
icon. 
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The date the Transmittal 
was completed. 

Here you will 
find which 
Action the 

current 
transmittal is 
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To print a hard copy of the transmittal, click the Print icon on the toolbar. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If there is more than one transmittal such as one for a PENDCA and one for an UPAUD, you 
can page through them by clicking the arrows in the lower left corner of the screen. 
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6. FINDING A VENDOR IN THE C.A.S.E. VENDOR POOL 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click the Suppliers button and then double click Vendor Pool. 
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This is the Vendor Pool Form.  It is Read-Only meaning you can view the data but not change 
anything.  You can view every vendor that has been entered in the database whether they are in 
the Register or Not.  If a vendor has been deleted from the Register, their information will still be 
available in the Pool. 
 
You can click in the name field and scroll with your mouse to find a vendor, or click in any field 
and search as described previously. 
 

This vendor is not 
currently in the 

register. 
 

If it was, then this 
box would be 

checked. 

There must be at least 
two members showing 
usage for the vendor to 

be allocated for the 
following year. 
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Click the Review Schedule Archive button to view previous schedule change information. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The information in 
the Action field 
tells you what 
action was last 
taken with the 

vendor. 
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7.  TRANSMITTALS 

A. Pool Transmittals 
If you want to do a change to a vendor listed in the Pool or add a new vendor to the Pool, you 
need to open the Pool Transmittal form. 
 
A new vendor must first be added to the Vendor Pool before it is added to the Register. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click the Suppliers Button and then double click the Pool Transmittal. 
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NOTE: Your Member ID will automatically fill in when any of the accessible transmittal forms 
open. 
 

To add a new vendor to the Pool, select ADDPOOL from the drop down list of the 
Action field. 

 
 
NOTE:  A temporary default number of 32000 will show until the transmittal is sent. 

The actual Allocation Number will be created after the transmittal is processed.   
 

Make sure you have the correct 
Quality Code! 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The MMF No. Field is no longer used. 
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If your transmittal is for a Fuel vendor, you need to select 2A for the Quality Cd. 
 
 
 
 
 
 
 
 
 
 
 
 
 
Two more check boxes appear, Fuel Option: FS and FA. 
 

NOTE:  It is very important when doing transmittals for fuel vendors that the ATA City 
code for the airport where the service is provided be entered. 

 
Complete the rest of the fields and when you are finished, close the form.  The Transmittal will 
automatically be sent when the form is closed. 
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If you need to change information for a vendor currently in the Pool, select CHANGEPOOL from 
the Action field, enter the Allocation Number of the vendor and hit the Enter key or click the 
drop down arrow and scroll till you find your vendor. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Add a brief description of why the changes were made in the Pool Transmittal Comments 
field. 
 
Change the information you want and close out the form.  The Transmittal will automatically be 
sent when the form is closed. 
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B. Schedule Transmittals 
If you need to do a Schedule Change or Reassign an audit to another air carrier, click the 
Suppliers button and then double click the Schedule Transmittal. 
 
 
 
 
 
 
 
 
 
After the blank form opens, enter the Allocation Number here and hit the Enter key.  The form 
will populate with the data for the vendor. 
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In this form, you can do a variety of transmittal types such as a Rescheduleaudit, a Deleteaudit, 
or a Reassignaudit. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select the type of Transmittal you want to do from the drop down list of the Action field. 
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Ensure you select the correct Action code for what you want to do.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you are rescheduling an audit, ensure you only enter the Month and Year in the New 
Schedule Date field.  Example:  02/10 
 
Add a brief description of why the changes were made in the Schedule Transmittal Comments 
field. 
 

NOTE:  Always complete both the New Sched Member and New Sched Date fields, 
even if no change has been made to either one of them. 
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C: Audit transmittals 
 
To do an Audit Transmittal, click the Transmittals button and double click Audit Transmittal. 
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First either enter the vendor’s Allocation Number In the Alloc No. field and hit Enter or click the 
drop down arrow and scroll till you find your vendor. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Rev. 4 – 4/21/10 
Page 47 of 76 



 
 
 
 
 

Database Users Guide 
 
 
When the form opens, fill in the Audit Date field. 
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Select action code such as UPAUD from the Action field drop down list. See the P&P for 
definitions and usage. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 NOTE:  SYSDEL is only used by the General Manager or the Database Chair. 
 
 
 
 
If the vendor has an A449 Operation Specification or FAA Letter of Registration for an approved 
Anti-Drug and Alcohol Program, ensure you check the Yes button. 
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Verify the Quality Code is correct for the type of transmittal you are doing.  The default is 1A. 
 
 
 
 
 
 
 
 
 
 
 
 
 
To enter the process codes for the vendor, double click in the Process Code field to open the 
list of processes.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE: You MUST complete the Audit Date, Action, and Auditor fields before selecting any 
process codes. 
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The list of processes opens.  To select a process, double click it in the Process Code field. 
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Now the code you selected is showing in the Process Code field. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To add another process code, double click in the Blank field below the newly added one and 
continue as before. 
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Select the Zone in which the vendor is located from the drop down list. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When you are finished, either click the Submit button or close out the form.  Either way will 
send the transmittal.   
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If you are submitting a transmittal for a 2A Fuel Vendor, the form adds two check boxes when 
the Quality Code is changed to 2A.  These are FS and FA. 
 
 

FS and FA 
check boxes. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When submitting a 2A transmittal, ensure you enter the ATA City Code. 
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 D: Viewing your Unprocessed Transmittals 
 
After your transmittal has been sent, you can review it and make any corrections. 
 
Click the Audits button and then double click Your Unprocessed Audits. 
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This is a view of an unprocessed audit.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
If you need to make any changes, you can do so here.  Once you close out of the form, the 
changes will be saved. 
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Below is the list of all 
process transmittal 

types available. 

 Below is the list of all 
Read Only forms where 

you can view information. 

 
 
 
 
 
 
 
 

You have to 
click on the 

arrows of the 
scroll bars to 
see all the 

available forms. 
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8. KEEPING VENDOR USAGE CURRENT 
 
Click the Suppliers button and double click 1A Assign Usage. 
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Below is the Usage Update form.   
 
You can limit the list by letter by clicking the Search Letter drop down arrow and choosing the 
letter you want. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

Here is where you select your 
usage.  The No button is default.  If 
you are using the vendor, check the 

Yes Button.  

If the vendor is 
performing 
Essential 

Maintenance, 
check the Yes and 

D091 button. 

When you select 
a vendor, its 

name appears 
in the Current 
Supplier box. 
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You can also sort the vendor names by clicking in Supplier Name field and then clicking the 
Sort Ascending button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once you have checked Yes, click the Update Usage button.  
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After you have checked the usage for all your vendors, you can view all the vendors that your 
airline is using by clicking on the View Current Usage button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Below is the list of vendors Mesaba has checked for usage.  You can also see which ones are 
performing (Essential) Substantial Maintenance via the D091. 
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9. VIEWING YOUR ALLOCATED AUDITS 
 
To view a list of the audits you have been allocated for the current year, click the Members 
button then scroll down in the Forms-(Read/Only) section till you see Performance and double 
click it. 

Scroll down to 
view the 

Performance 
selection. 
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This form lists the vendors you have been allocated for the current year. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You can see the total number of vendors here and can scroll down to view all of them here. 
 
NOTE:  Since the allocation is released prior to the end of the year, you may still have a few 

showing from your current year’s allocation if they have not been completed yet. 
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10. VIEWING AND DOWNLOADING DOCUMENTS 
 
You can view the P&P and the CACS-7 form by clicking the applicable button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
NOTE:  If you want the complete P&P make sure you click the PP Rev not Revised Pages 
Only!  The text is small so look carefully. 
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Once the document opens, you can read it online, print it, or save it to your computer as 
described earlier on page 26 of this guide.  
 

NOTE:  You may need to have your IT department set your computer up with access for 
saving files to your computer.  If you follow the steps below and receive an 
“Access Denied” error message, you will have to get access.  The C.A.S.E. 
Database Systems Administrator (DSA) can also help you work through this 
issue. 
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11. VIEWING AND PRINTING REPORTS / QUERIES 
 

To view a report, follow the steps below.  These steps will work for any of the reports in the 
database.  We will use the Member Phone List as an example. 
 
Click on the Members button and then double click Member Phone List in the Reports / 
Queries box. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE:  At the present time you are unable to save reports to your computer.   
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Here is the report query window.  Leave the S in the Type of Member field if you just want to 
view phone numbers of the Sustaining Members.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Before you can view the report you have to choose a printer.  This isn’t necessarily the printer 
you use in the office.  
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First click the arrow for the Destination Printer to display the list available printers. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Choose the Microsoft Office Document Image Writer on Ne00 by clicking it once. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

With the printer selected, now 
click View / Print Report. 
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Below is the report showing all the member contacts and phone numbers.  You can increase the 
view size by clicking and selecting a larger number. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Use these two arrows to go back and forth through the pages.   
 
See the next page for printing. 
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First click File and then Print… 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
When the print dialog box opens, identify and select the printer in your office, then click OK to 
print.   
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If you are printing any one of the member specific reports such as Your Usage – Hits, or Your 
Priorities, ensure your Member Code is in the Member Code Field as it usually defaults to 
another carrier’s code. 
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12. Viewing Suppliers Requiring Reallocation (Orphan Audits) 
 
Orphan allocated audits may come from a variety of reasons, such as a Sustaining member’s 
status being downgraded to Associate or closing operations.  These allocated audits must be 
picked up by the remaining membership.   
 
To view the current Orphan Audits, click Suppliers and then double click Reallocate View. 
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Suppliers Requiring Reallocation form view. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Consecutive suppliers can be viewed by scrolling your mouse wheel or clicking the Datasheet 
View button. 
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Datasheet View of the Suppliers Requiring Reallocation.  There are currently 9 suppliers. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To change back to the Form View, click the Form View button. 
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Should you wish to take one of these audits, highlight and copy the Allocation Number and 
then complete a Schedule Transmittal as described in section B on page 43. 
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END DOCUMENT 
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