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Maintenance notifications are used to schedule the calibration of Special Tools and Test 

Equipment (STTE’s) at the calibration centre. When the calibration is ready to be carried 

out, a work order is created referencing the notification. This job aid covers the creation 

of the work order and the generation of the shop paper used by the technicians to enter 

their calibration information. 
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The Calibration Centre Calibration Coordinator is responsible for creating the work 

order, which is used to track the calibration of the STTE. The work order is either 

created from within a system-generated notification (for an STTE that has a pre-defined 

recall cycle), or manually. 

To use this job aid, please refer to the process flow diagram to determine which step to 

start with. For example, if you know the notification number for your STTE, start with 

step 1. If you do not know the notification number, start with step 2. You also have the 

option of jumping in to the process at any point by starting at the appropriate step 

number as shown in the diagram. 
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To create a work order from a single known notification, execute transaction IW22 by 

entering it in the Command Box and hitting  or by selecting it from your Favorites 

menu. 

 

The Change PM Notification: Initial screen is shown. 

 

Enter the notification number. Press . 

The Change PM Notification: Calibration Program screen will be shown. 
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Adjust the Required Start Date and Required End Date if needed. 

Note: if the dates are in the past, they should be changed to reflect a realistic date for 

the calibration. 

 

After changing the dates, please enter some explanatory text on the notification to 

indicator why the date change was done. 
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The text should be entered in the large text box within the Subject area of the General 

Info tab: 

 

You can now skip ahead to step 5. 
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2 Find a notification 
 

To find an open calibration notification for a given STTE, use transaction IW28 by 

entering it in the Command Box and hitting  or by selecting it from your Favorites 

menu. 

 

The Change Notification: Selection of Notifications screen is shown. 

 

For Notification status, select only “Outstanding”. 

For Notification type, enter “C1”. 

If you know the DRMIS EMR number, enter it in the Equipment field. 
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If you do not know the DRMIS EMR number but do know the TEMMIS PIN, proceed 

with step 2.1, otherwise skip to step 2.2. 

 

2.1 Find EMR based on the TEMMIS PIN 
 

1. Click on the Possible Entries icon at the end of the Equipment field. 

 

2. If a Restrict Value Range window opens like below… 

 

…select tab Classification by clicking on the small folder icon in the top right-

hand corner: 
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If any other window opens, such as Display Equipment: Equipment Selection, 

click  to select another search and then chose Classification from the list: 

 

3. On the Find Objects in Classes screen, enter: 

a. Class: “TEMMIS” 

b. Class Type: “002” 

Press . 
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4. In the Char. window, enter the TEMMIS PIN in the Value field: 

` 

Press . The system should find the EMR and display it: 

 

5. Select the record and press  to copy it back to the notification selection 

screen. 

 

The DRMIS EMR number will be copied back to the IW28 selection screen: 
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2.2 Open notification in Change mode 
 

Press the Execute button ( ) to continue. 

A given EMR should only have a single C1 notification open at any given time. The 

system should find this notification and bring it up in Change mode: 

 

If the notification is found and opened as shown above, adjust the Required Start Date 

and Required End Date if needed. 

Note: if the dates are in the past, they should be changed to reflect a realistic date for 

the calibration. 
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After changing the dates, please enter some explanatory text on the notification to 

indicator why the date change was done. 

The text should be entered in the large text box within the Subject area of the General 

Info tab: 

 

You can now skip ahead to step 5. 

If a notification cannot be found for the EMR, the following message will be displayed at 

the bottom of the screen: 

 

If you receive this message, continue to step 3.  
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3 Find maintenance plan for an EMR 
 

If no notification can be found for the STTE, you should first determine whether a 

maintenance plan exists for the EMR. To do this, use transaction IP18. Enter it in the 

Command Box and hit  or select it from your Favorites menu. 

 

The Display Maintenance Item: Selection Criteria screen is shown. 

 

Enter Maintenance Plan Category “C1”. 

Enter the EMR number in the Equipment field. 
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Again, if you do not know the EMR number, refer to step 2 for instructions on finding the 

EMR by the TEMMIS PIN. 

Press  to execute the report. 

If the EMR has a maintenance plan, the report will display the plan number: 

 

In this case, the maintenance plan can be adjusted to either create a notification earlier 

than its normal recall date or create an additional notification outside of its regular cycle 

(see job aid CPMSJA006 for details). 

Once the notification has been created, you can return to step 1. 

If no plan is found for the EMR, the system will display the following message at the 

bottom of the screen: 

 

In this case, proceed to step 4 to create a work order manually. 
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4 Create work order directly 
 

If the EMR has no existing notification and no maintenance plan, the work order can be 

created manually. Use transaction IW31. 

 

The Create Order: Initial Screen will be shown. 

 

Enter or select Order Type “C001”. 

Enter the EMR number in the Equipment field. 

Enter the correct Planning Plant from the following list: 

 1000 – ADM (Mat) 



CPMSJA008 – Create CPMS Work Order Calibration Program Management Solution 
 

16 
 

 1001 – FMF Cape Breton 

 1002 – FMF Cape Scott 

 2000 – Air Force 

 

Press  to continue. 

If the EMR has an active warranty, the Warranty Check screen will be shown: 

 

Press  to continue. 

If the planning plant value differs from the one assigned to the equipment, the following 

message will be shown: 
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Select the correct planning plant to continue (this should be the same as the value you 

entered on the Initial Screen). 

The Create Calibration Program Work Order: Central Header screen will be shown. 

 

On the top line, enter a description for the work order using the following naming 

convention: 

If the STTE is part of a family: 

“FAMILY“ + family number + “EMR =“ + equipment number + planner group 

If the STTE is not part of family: 

“EMR =“ + equipment number + planner group  

If the STTE is calibrated in-situ: 

“In-Situ EMR =“ + equipment number + planner group  
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Examples: 

FAMILY 19 EMR = 20972024 CP3 

EMR = 20981143 CP1 

In-Situ EMR = 20972025 CP4 

 

Use the dropdown on the PMActType field to select the appropriate maintenance 

activity type. 

 

Check the Main Work Center value and change it if necessary. If it does not represent 

the calibration center actually doing the calibration, it must be changed. Valid work 

center names for calibration centers begin with “CMPS” (e.g. CPMSPHYX, 

CPMSQETE, CPMSFMCB, etc.). 
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Adjust the Basic Start Date and Basic Finish Date if needed, or accept the default of 

the current system date. 

 

Select a task list using the menu path Extras  Task List Selection  Direct entry. 

 

The Task List Direct Input window will open. 

 

Enter one of the following task list group numbers in the Group field: 

Task List Group Description 

25017 Task list for CPMSQETE 

25018 Task list for CPMSPYOT 

25019 Task list for CPMSPYHX 

25020 Task list for CPMS1AMS 

25021 Task list for CPMSATES 

25022 Task list for CPMSFMCS 

25023 Task list for CPMSFMCB 
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After entering the group number, press  to continue. 

Several pop-up windows will open in succession: 

 

Answer  to continue. 

 

Select  to continue. 



CPMSJA008 – Create CPMS Work Order Calibration Program Management Solution 
 

21 
 

 

Select  to continue. 

The system will report that the task list was successfully added: 

 

Skip to step 6 to continue.  
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5 Create work order from notification 
 

5.1 Verify calibration center 
 

Before proceeding with the work order creation, check the equipment master record 

(EMR) to ensure that your calibration center is the correct one for this STTE. 

If you are in the notification, double-click on the equipment number to view the EMR. 

 

If you are not in the notification, please refer to job aid CPMSJA002 for additional ways 

of finding and displaying the EMR. 

Once in the EMR, check the description of the equipment and/or the Calibration 

Procedure characteristic value to determine if the STTE should be calibrated elsewhere. 
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If you find that the STTE should be sent to another calibration center, the notification will 

need to be changed (see below). If the STTE does not to be transferred to another 

calibration center, proceed to step 5.2. 

From within the notification in Change mode, select the  tab. Change the 

planning plant value to correspond to the correct calibration center. 

 

Enter the correct planning plant based on the following list: 

1000 QETE, Outside Contractor 

1001 FMF Cape Breton 

1002 FMF Cape Scott 

2000 Cold Lake, ATESS 
 

5.2 Create work order 
 

From the Change PM Notification: Calibration Program screen, click  to create a work 

order. 
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The Create Order pop-up will be shown. 

 

Check the Main Work Center value and change it if necessary. If it does not represent 

the calibration center actually doing the calibration, it must be changed. Valid work 

center names for calibration centers begin with “CMPS” (e.g. CPMSPHYX, 

CPMSQETE, CPMSFMCB, etc.). 

After insuring that the work center is correct, press  to continue. 

The Create Calibration Program Work Order screen is shown. 
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Use the dropdown on the PMActType field to select the appropriate maintenance 

activity type. 

 

If the work center value was changed above, you will need to re-select the proper task 

list, which will insure the work order operations are correct. Please proceed with the 

instructions below. If you did not need to change the work center, you can skip to step 

6. 

Select a task list using the menu path Extras  Task List Selection  Direct entry. 

 

The Task List Direct Input window will open. 
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Enter one of the following task list group numbers in the Group field: 

Task List Group Description 

25017 Task list for CPMSQETE 

25018 Task list for CPMSPYOT 

25019 Task list for CPMSPYHX 

25020 Task list for CPMS1AMS 

25021 Task list for CPMSATES 

25022 Task list for CPMSFMCS 

25023 Task list for CPMSFMCB 
 

 

After entering the group number, press  to continue. 

Several pop-up windows will open in succession: 

 

Answer  to continue. 
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Select  to continue. 

 

Select  to continue. 

The system will report that the task list was successfully added: 

 

To continue with editing the work order before saving it, proceed to step 6 below.   
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6 Update work order data 
 

This step details several items that can be updated on the work order before it is saved. 

These are all optional; if the operations from the standard task list are fine, and you do 

not wish to assign a personnel number to any operation, you can skip this step and 

proceed with step 7. 

Note that these updates can also be done for an existing order by using transaction 

IW32 (Change Order). 

The instructions below assume that the order is being updated before it is saved. 

The order will be created with standard operations based on the task list either assigned 

to the maintenance plan that created the notification (see CPMSJA004 - Create CPMS 

Maintenance Plan) or selected by the user for a manually created order. 

To edit the operations, select the Operations tab. 

 

To delete an operation, select it from the list and click  at the bottom of the screen. 

 

 

https://collaboration-materiel.forces.mil.ca/sites/dleps_8/templus/_layouts/15/DocIdRedir.aspx?ID=6VPNFZD4V3T3-771457426-28
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Click  to confirm the deletion. 

To add an operation, move to the first available line and enter a description in the 

Operation short text field. 

 

On the same line, use the dropdown on the field ActTyp to select an appropriate activity 

type. 

 

Press  to confirm the entry. 

 

To assign a personnel number, select the first operation on the Operations tab and click 

the  button at the bottom of the screen. 
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Enter the desired personnel number in the Person. no field. 

 

Note: the number must be entered directly; the dropdown cannot be used for this field. 

The order can now be saved using , at which time the system will assign it the next 

available number. However, the order must be released before it can be processed.  

Proceed to step 7 for details on releasing and printing the work order. 
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7 Release and print a work order 
 

If you are not already in an unreleased work order, use transaction IW32 to enter the 

order in Change mode. 

 

 

Enter the work order number and press . 

To release the order without printing the shop paper, press .  

 

Save the order with  to complete the release. 

As an alternative, the order can be released and printed at the same time. To start, click 

the Put in process… icon: . 
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The Order: Put in Process window is shown. 

 

Select “Print with online window” and press  to continue. 

The system shows the Select Shop Papers window. 

 

 Ensure that only shop paper ZCPS (CPMS Work Order) is selected; you will 

have to un-select shop paper ZCOT. 

 Ensure the OutputDevice is set to “PDF Printer 3”. 

 To see a preview of the print-out, press . 

The system will show the preview in a new window: 
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By hovering the cursor near the top of the screen, the following icons are displayed: 

 

  will save the report. 

  will produce a hard copy. 

  will adjust the zoom percentage of the preview. 

Click  to exit the preview. 

To print a hard copy of the report directly without the Print Preview, proceed as follows: 

 

 Ensure that only shop paper ZCPS (CPMS Work Order) is selected; you will 

have to un-select shop paper ZCOT. 

 Ensure the OutputDevice is set to “PDF Printer 3”. 
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 Press  to produce the print-out. 

The system will release the order, save the order and show the standard Windows Print 

window. 

 

Select the appropriate printer for your area and press  to print. 

To print an existing released order, use transaction IW3D. 

 

 

Enter the work order number and press . 



CPMSJA008 – Create CPMS Work Order Calibration Program Management Solution 
 

36 
 

Note: the order must be released before it can be printed. 

The system shows the Select Shop Papers window. Proceed as outlined above to 

produce the ZCPS shop paper. 

If you wish to print multiple work orders from a list, refer to job aid CPMSJA011 - List 

and Find CPMS Work Orders.  
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For assistance with this or any other CPMS process, please contact your regional calibration center. 
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