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1. Introduction

NAD is a Microsoft Access database for managing NATOPS qualifications and publications.  Unlike a spreadsheet-based “qual matrix”, NAD gives you the ability to organize, edit, and display qual information in several different formats.  NAD has a number of convenient features, including a messaging system that can automatically email aircrew who need to take action on expiring quals.  NAD also provides forms that allow you to quickly and accurately document NATOPS and Instrument checks.  The purpose of NAD is to help the NATOPS Officer keep track of quals and pubs with less effort.

2. Installation
NAD consists of two Access files: ‘NAD.mde’, a file that contains the database structure, and ‘NATOPS Data.mdb’, a file that stores data specific to your squadron.  Although this separation makes installing or moving NAD slightly more complicated, it allows you to install updated versions of NAD without losing data that you have previously entered.  The installation procedure that follows assumes some familiarity with the Windows environment.  To install NAD: 

1. Ensure that your computer has a full installation of Microsoft Access.

2. Copy the ‘NAD.mde’ and ‘NATOPS Data.mdb’ files to the desired folder.

3. Open NAD by double clicking on its icon.

4. If you choose to place ‘NAD.mde’ and ‘NATOPS Data.mdb’ in separate folders,  NAD will open a dialog box telling you that it is unable to locate ‘NATOPS Data.mdb’

a. a.  Click OK to close the dialog box.

b. A window labeled Locate NATOPS Data file will appear prompting for the location of ‘NATOPS Data.mdb’

c. In the Look-in drop down menu, select the folder where ‘NATOPS Data.mdb’ is located. 

d. Once you have selected the correct folder, double click on NATOPS Data.

3. Setup
1. Double click on the NAD icon to launch the database.

2. Once NAD opens, a form labeled NATOPS Database Setup will appear allowing you to customize NAD for your squadron.  The first few fields are self-explanatory.  The following fields are used for NATOPS and Instrument check reports:

a. The Aircraft Model field is used to set the default aircraft type.

b. The Aircraft Qualifications field sets the models to which qualifications apply.

c. The three boxes that follow contain templates for the text that will appear in the remarks sections of the NATOPS and Instrument check reports.  These templates contain keywords enclosed in brackets.  When the report is formatted, these will be replaced as follows:

  Text

Replaced With
[Name]

Selected Aircrew Rank and Name (e.g. LT Jones).

[Model]

Contents of Aircraft Model field (e.g. FA-18C).

[Quals]

The aircraft to which the qualification applies (e.g. FA-18A/B/C/D).

You can modify these templates to set the default remarks for your reports.

3. The two blocks on the right side of this form are for selecting graphics files.  By default, the Squadron Logo is a “Clip Art” file and the Aircraft Image is a “Microsoft Drawing” file.  It is recommended that you substitute files of the same type so that they scale appropriately.  

a. To replace the Squadron Logo with another “Clip Art” file, right click inside the graphics block, then select Clip Object  (and Replace from the pop up menu.  This will launch the Microsoft Clip Gallery.  To import your logo, click Import Clips… and then locate and open the graphics file containing your logo.  To prevent distortion, the aspect ratio of your logo file should be 1:1 (e.g. 3”x3”).  If the aspect ratio of your file is not 1:1, you can create a new file with your logo pasted over a square white background. 

b. To replace the Aircraft Image with another “Microsoft Drawing” file right click inside the block, then select Microsoft Drawing X.XX Object   (and Edit from the pop up menu.  This will launch Microsoft Drawing X.XX.   At this point you can either paste or import your aircraft image.  The aspect ratio of this image should be 8.5:11.  You can ensure this by pasting over the white rectangle in the background of the existing drawing.

c. Both the Squadron Logo and the Aircraft Image can be replaced with files of other types by right clicking inside their blocks and selecting Insert Object….  Although files of other types may appear normal on the NATOPS Database Setup form, they may be distorted elsewhere within NAD.

4. Once you have completed all blocks on the NATOPS Database Setup form, you can uncheck the box labeled “Display this form at startup” to prevent this form from appearing every time you start NAD.  If you need to change these settings later, you can always open the Setup window from the NATOPS Database Main Menu.

5. Click Update to exit setup.

4. Entering Data
A. Aircrew

Data for squadron aircrew is stored in the Aircrew Table.  To access this table from the NATOPS Database Main Menu, click on Tables and then Aircrew.  You can enter data either directly into this table by clicking on Aircrew Table, or use the Add Aircrew form.  Most of the data in this table is self-explanatory with the following exceptions:

· If you do not find the correct Crew Position in the drop-down list, you can add to this list as explained in the Crew Positions section below. 

· The Email Address field is optional, however only aircrew with an Email Address will be available to the NAD email function.

· The check box labeled “Active?” can be unchecked if you want to deactivate aircrew without deleting them from the database (recommended).

· If you wish to edit aircrew properties once they have been entered into the database, you can either make changes directly to the table or use the Edit Aircrew form.

B. Billets
NAD tracks several squadron billets in order to properly address memos, order aircrew lists and assign default signatures on reports.  To add a billet to the database or assign an aircrew to a billet, click on Billet Table.  The column labeled “List Order” in this table is used establish the order that aircrew will be listed in reports.  If a billet does not bestow special consideration upon its holder (e.g. NATOPS Officer), you can set the List Order for that billet to 100.  Aircrew that do not hold a billet, or that hold a billet with the List Order set to 100 will be ordered first by rank and then alphabetically.  To assign an aircrew to a billet, select from the drop-down list in the Holder column.  Only aircrew in the database can be assigned to billets.

C. Crew Positions
To add to the list of Crew Positions, click on Crew Positions Table.  This table includes both the full names of the positions and their abbreviations.

D. Qualifications

NAD already includes most safety-related qualifications.  If you wish to track additional quals, you can easily add them to the database.  To add a qual, click on Quals from the Table Manager menu.   NAD gives you the option of entering quals directly into the table or using the Add Qual form.  When you assign a qual to an aircrew, you specify the qualification date and NAD figures out the expiration date.  In order for NAD to calculate the expiration date for a qual that you add to the database, you need to specify when the qualification expires.  NAD supports the following types of quals:

i) Quals that do not expire (e.g. SERE School)

ii) Quals that expire at a specified interval following the qual month (e.g. NATOPS qual).

iii) Quals that expire at a specified interval following the aircrew birth month (e.g. flight physical).  For quals of this type there is a one-month “grace period” prior to the birth month.

iv) Quals that expire at a specified interval following the qual date (e.g. NATOPS written exam).

Once you have selected the expiration type for a qual, you then set the expiration interval.  For example, if you were creating the NATOPS qualification, you would set the value in the Years column to 1 and the values in the Months and Days columns to 0 so that the qualification will expire 1 year from the end of the qual month.  Each qual has three check boxes for selecting which reports will display the expiration status of the qual.  The “Expiration Memo” and “Aircrew Summary” reports can display an unlimited number of quals, but the “Expiration Matrix” report can only display the status of 10 quals.  These reports are described in detail below.

E. Publications

NAD allows you to track the status of publications as well as qualifications.  There are three tables associated with pubs: The Publications Table has a single entry for each type of publication that you track (e.g. FA-18 NATOPS Manual), and allows you to store the most current revision, change, and interim change for each pub.  The Inventory Table has an entry for each physical pub that you are tracking (e.g. NATOPS Manual #4).  Finally, the Locations Table lists places where you might store publications (e.g. Briefing Room).  NAD combines the Locations Table with the Aircrew Table so that you can assign a pub to either a person or a location. 

5. Managing Quals and Pubs

To update the quals assigned to aircrew, select the Database option from the NATOPS Database Main Menu.  NAD gives you the option of updating by aircrew or by qualification.  Clicking on View/Update by Aircrew brings up a summary of the quals and publications assigned to the selected aircrew.  Aircrew are selected from the drop-down menu in the upper left corner of the form.  In the Qualifications section of this form you can either assign new quals to aircrew or change the date for existing quals.  Although NAD will allow you to assign multiple instances of the same qual to a single aircrew, this is not recommended.  The Publications section lists the publications assigned to aircrew, but it is “read only”; you cannot change the pubs assigned to aircrew in this window.  Clicking on View/Update by Qualification allows you to update all instances of a specific qual.  Being able to update quals this way is useful when many aircrew in the squadron have a qual that is updated at the same time, such as after a lecture or class.  The View/Update by Publication window allows you to update the status of pubs in your inventory and assign them to aircrew.

6. Reports

The real value of NAD is in the reports that it generates.  These reports are designed to make the status of all quals and pubs instantly available to the NATOPS Officer and to anyone in the squadron who requires access.  These reports are all opened from the Reports menu.  Some reports require extensive formatting and may take a minute or longer to load. 

A. Approaching Expiration Memo.
This report is a memo from the NATOPS Officer to the Commanding Officer.  Its purpose is to keep the chain of command informed about any quals that have expired, or will expire in the next two months.  The memo is divided into three sections: one for expired quals, one for quals that will expire by the end of the current month, and a section for quals that will expire by the end of the following month.  For each qualification appearing, the report lists the aircrew name, the qualification name, the qual date, the expiration date and the expiration date for a corresponding written test.  The column for the written test applies only to NATOPS and Instrument Rating qualifications.  The purpose of this column is to let the Operations Officer know if an aircrew has completed a written test and is ready to be scheduled for an evaluation flight.  If the database has no record of a current written test, it will display “Pending”, otherwise it will display the expiration date for the test on record.  If a qualification does not have a written test associated with it, this column will display “---”.

B. Squadron Expiration Date Matrix.
This report displays a matrix of expiration dates for all active aircrew and up to 10 qualifications.  As discussed in the Qualifications section above, only quals that have the “Expiration Matrix” boxed checked will appear on this report.  Dates for expired quals appear with a red background.  Those that will expire within the current month have a yellow background and those that will expire in the following month have a green background.  If there is no record of a qualification for a particular aircrew, the date block will be red and display “No Qual”.

C. Aircrew Jacket Summary.
This report generates a cover sheet for NATOPS jackets.  When you click on this report, a box labeled “Select Aircrew” will pop up.  Once you select the desired aircrew, a sheet will appear listing all of the aircrew’s quals for which the “Aircrew Summary” box is checked.   The sheet includes a second, blank column so that you can update quals once by hand without having to reprint the report.  It also includes two blank rows at the bottom so that you can write in additional quals.

D. Publications Summary.
This report summarizes the status and location of all publications in your inventory.  It includes a separate section for each type of pub that has an entry in the Publications table.  At the top of each section is a header that lists the most current revision, change and interim change for the pub.  The inventory is listed by pub number and each entry includes the actual revision date, the latest change incorporated, the latest interim change incorporated and location of the pub.

E. NATOPS Evaluation Report.
Clicking on this report opens a form for entering the information required to document a NATOPS Evaluation.  Much of the information is retrieved from the database.  For example, when you select the NATOPS evaluator from the drop-down menu, all blocks on the form related to the evaluator are filled with default values.  You can accept these values or overwrite them.  The ability to overwrite default values exists for all blocks on the form, including the remarks.  Also, any block you leave blank on this form will appear blank on the report.  When you click OK, the completed NATOPS Evaluation Report will open in “Print Preview” mode.  If there are mistakes on the report, you can close it without losing the data you entered on the form.  If the report looks good, you can print from this view.

F. Instrument Rating Request.
Similar to the NATOPS Evaluation Report, clicking on this report brings up a form with all of the information appearing on the Instrument Rating Request.  This form retrieves information from the database and gives you the option of overwriting default values.  An example of where you might overwrite default values would be if you had an exchange aircrew with a rank that is different from Navy/Marine Corps ranks (e.g. Squadron Leader).  Although this aircrew would appear with the wrong rank within the database, you could correct the rank on printed reports.

7. email

The email button opens a list of all quals that will expire prior to the date in the upper right corner of the form.  The checkbox in the “Send?” column allows you to select whether or not to send an email reminder to the aircrew.  If email has already been sent, the “Reminder Sent” column will list when it was sent, and the “Send?” checkbox for the qual will default to unchecked.  You have the option of checking the box to send a repeat message.  Clicking the Send button will send a reminder for each selected qualification and close the “Post Office” form.  If you check the “Preview Messages” box in the lower right corner of the form, NAD will allow you to view and edit each email message before it is sent.  This can be particularly useful for NATOPS and Instrument checks because you can attach a file containing a written test.  Note: aircrew without email addresses will not be listed on this form.

8. The End

A great deal of effort has gone into making NAD a useful tool for all communities within Navy and Marine Corps aviation.  If you have suggestions or feedback, you can send me email by pressing the button on the “About” page.  I hope you find NAD useful.

9. NAD 1.10 Release Notes 
· The Squadron Expiration Matrix was showing erroneous dates if the matrix went beyond the first page, this has been corrected.

· The biggest change in NAD 1.10 is in how NAD handles written tests.  In previous versions, only the NATOPS Qual and the Instrument Rating had written tests associated with them.  You can now have a written test associated with any qual.  To create a written test for a qual, create a new qual that has the same qual abbreviation as the original qual plus “ Written”.  For example, NAD now understands that the “Instrument Written” qual goes with the “Instrument” qual (if the qual abbreviation fields for your existing NATOPS and Instrument quals do not conform to this convention, you will need to edit them).

· NAD also now recognizes any qual that has “NATOPS” in the qual abbreviation field as a NATOPS qual.  For example, you can now have separate “FA-18 NATOPS” and “T-34 NATOPS” qualifications, and both will be recognized as NATOPS Quals.

· A new selector labeled Evaluation Type has been added to the NATOPS Qual form that allows you to select from the various NATOPS qualifications in your database. 

