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1. Purpose 
To detail the process and minimum requirements for creating and manage Notifications and Work 

Orders as part of maintenance data entry and defect prioritisation. 

2. Scope 

2.1  How to (via Front End SAP Screens) 

• Create a Notification 

• Convert a Notification to a Work Order 

• Create a Work Order 

2.2  Guide Steps 

• Raise a defect Notification / Work Order 

• Save a Notification / Work Order 

• Edit a Notification / Work Order 

• Add an image attachment to a Notification / Work Order, and 

• Change Status of a Work Order 

Note: This process is only for individual front end via SAP screens and not through loader scripts or 

bulk loader. 

2.3  References 

• SAP Work Order Support Template App Screen Creation  

2.4  Information Required for Raising Either Work Order or Notification 

Information Notification Work Order 

Notification Type X  

PMO Type  X 

Functional Location ID X X 

Equipment Number ID X X 

SAP Priority X X 

Planning Plant X X 

Planner Group X X 

Main Work Centre X X 

Plant Maintenance Activity 
Type 

 X 

System Conditions  X 

Standard Job Code  X 

Note: Additional information is required for damage and defect tracking 

https://eensw.sharepoint.com/:x:/r/sites/ProjectsandProgramsManagementTeam/Shared%20Documents/Tips%20and%20Tricks/SAP%20Work%20Order%20Support%20Template%20App%20Screen%20Creation.xlsx?d=wdba6dbd642f542188bf62dd34ca848d8&csf=1&web=1&e=cO0h8q
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3. References 

External Regulations 

Work Health and Safety Regulation 2017 

Work Health and Safety Act 2011 

ENA National Electricity Network Safety Code (NENS 01-2019) 

 

Company Policies and Procedures 

Company Policy (Governance) 2.0.5 – Risk Management  

Company Policy 9.9.1 – Network Asset Maintenance  

Company Procedure GSY 1066 - Worksite Hazard and Risk Assessment  

 

Company Standards 

MMI 0001 Pole and line inspection and treatment procedures 

PMI 4120 Maintenance of protection  

SMI 100 Minimum requirements for maintenance of transmission and zone substation equipment 

SMI 101 Minimum requirements for maintenance of distribution equipment 

SMI 104 Major substation earthing system test  

SMI 113 Distribution and field transmission data asset structure and nameplate details 

SMI 119 Transmission and zone substation data asset structure and nameplate details 

SMI 200 HV circuit breakers  

SMI 212 HV switch and switch fuse units  
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4. Definitions & Abbreviations 

 

Abbreviation Meaning 

ADMS Advanced Distribution Management System 

EPMO Enterprise Project Management Office 

EAM Enterprise Asset Management 

MMI Mains Maintenance Instruction 

PM Plant Maintenance 

PMI Protection Maintenance Instruction 

SAP Systems Applications and Products 

SMI Substation Maintenance Instruction 

Term Definition 

Bsc Start 
Basic start date refers to the financial period that 
the activity must start. 

Bsc Finish 
Basic finish date refers to the expected finish date 
of the activity. 

Cause 
Categorises the cause of the asset component 
damage in a code format 

Cause Text 
Description of the specific cause of the damage that 
has occurred. 

Cause & Object Details 
Assigns a cause of the defect and the specific 
object of the asset that is affected. 

Coding 
Categories the activity of the Notification in a code 
format. 

Damage 
Categorise what damage has occurred to the 
defective asset in a code format. 

Defect Photos 
Photos form an essential part of asset management 
to make informed decision about the condition of 
the asset. 

Defect Severity Rating 
SAP Priority outlines rectification time for the defect 
using factors such as failure mode, bushfire risk 
and asset type. 

Description 
Summarises the asset related issue or the purpose 
of the notification. 

Equipment Number 
Identification used to record when the asset was 
installed. 

Functional Location SAP asset identification used for asset location. 

Group 
The Standard Job Code which defines what 
activities must be carried out on the asset. 

Long Text 
Provides detailed information about the issue, 
including location, affected equipment, and any 
relevant observations. 
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Notification 

Notifications are a formal record to store asset 
condition information to provide a historical record 
of maintenance-related issues, tasks, and activities 
within an organisation. 

Notification Type 

This indicates the type of task being reported as a 
notification. 

• Breakdown Notifications (M1): Used to report 
unexpected failures or breakdowns of 
equipment. 

• Malfunction Notifications (M2): Used to report 
malfunctions or deviations from normal 
operation that do not result in a complete 
breakdown. 

• Maintenance Notifications (M3): Generated to 
request planned maintenance activities such 
as inspections, preventive maintenance, or 
repairs. 

Object Part 
Categorise the failed component of the defective 
asset in a code format. 

Order Type 

This indicates the type of task being reported as a 
Work Order. 

• OPEX Project Work Orders (PM01): Used to 
manage defect maintenance activities. 

• Inspection Activity Work Orders (PM02): Used 
to manage inspection maintenance activities. 

• Fault & Emergency Work Orders (PM03): 
Used to manage emergency rectification 
activities. 

• CAPEX Project Work Orders (PM06): Used to 
manage planned projects. 

Planner Group and Work Centres 
Assigns the depot/team of who is responsible for 
the defect/job activity. 

PMActType 

Plant Maintenance Activity Type refers to which 
team is responsible for the activity. This is classified 
by voltage class, activity type and network type (i.e. 
overhead or underground). 

Text 
Description of the specific damage that has 
occurred. 

System Conditions Outlines the network conditions where the defect is. 

System and User Status 
Statuses track the lifecycle of the notification, 
indicating whether it's open, in progress, completed, 
or closed. 

Work Order 

SAP Work Orders are used to store and manage 
asset activities related to the maintenance, repair, 
or service of assets.  Work Orders provide detailed 
information such as task descriptions, resources 
needed, timelines, and costs. 
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5. How to Create a Notification 
Notifications are to be used to store condition data reports to maintain an archive of asset history. 

5.1  Web Browser (Fiori) 

It is noted that SAP roles may have different banner categories in Fiori. In any case Notifications are 

raised in forms ‘IW21’ – Create PM Notification. This code can be searched for in the Fiori search bar. 

 

 

5.1.1  Banner navigation may be available for some users 

 Select banner category ‘EAM Master Data’ (1) and the tile ‘Create Notification’ (2). 

 

5.2  SAP Application 

5.2.1  Open the application and select the option ‘S4P – S/4 Hana (Prod)’. 
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5.2.2  In the next window, select the search bar and type ‘IW21’, followed by the Enter key. 

 

Note: Steps will continue using the Web Browser version of SAP (which has the same display format 

to the SAP application) 

5.3  Notification Type 

5.3.1  Select the Magnifying Glass icon ( ) or the Selection Box icon ( ) which will be located 

to the right of the ‘Notification Type’ field.  

 

5.3.2  For asset defects, select 'M1' (1) for Notifications related to condition based defects. 

Then select the tick icon (2) to confirm. 
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Note: ‘M3 – Activity Report’ Notifications are purposed for recording trials or investigation information 

for an asset. 

5.4  Open & Edit Notification 

5.4.1  Once the Notification Type is selected, either click ‘Notification’ in the banner (1) or press 

the Enter key in the ‘Notification Type’ field (2) to open the Notification page. 

 

5.5  Description & Long Text 

5.5.1  For ‘Description’, select either of the single line text boxes (1). 

5.5.2  For ‘Long Text’, select the Page with Pen icon ( ) or the multi-lined text box (2). 

Note: Information to enter for: 
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‘Description’ = General summary 

‘Long Text’ = Event description 

 

5.5.3  If selecting the Page with Pen icon ( ), a pop-up text box occurs with multiple single 

line entry (1). After entering the notification details, select the Back Arrow ( ) (2) to exit 

back to the notification. 
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5.6  Functional loc. & Equipment 

5.6.1  Enter the defective asset’s FLOC or the linked defective asset into the ‘Functional loc.’ 

(1). Select the Structure List icon ( ) (2) to find the defective asset FLOC (3) in the 

hierarchy list and double click the Equipment number (4) to confirm. 

Example: If the defective asset is located on POLE00493022, enter this FLOC to begin 

with. If the defective asset is the Air Break Switch (ABS), select the SWIT0000H170 

asset Functional Location ID and Equipment Number from the Structure List. 

 

 

Note: Selecting the FLOC and Equipment Number will automatically fill in the ‘Planner Group’ and 

‘Main WorkCtr’ fields in the Notification page. 

5.7  Coding 

5.7.1  Select the Magnifying Glass icon ( ) or the Selection Box icon ( ) to open the pop-up 

for Notification codings. 
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5.7.2  Select the drop-down arrow (1) to open the defective asset’s work activity codes. Then 

click on one of the three options ‘Replace Asset’, ‘Condition Based’ or ‘Fault & 

Emergency’ (2) depending on the task required. Once selected, click the ‘Choose’ option 

(3) in the lower banner. 

 

 

5.8  Priority 

5.8.1  To select the SAP Priority, click the drop-down arrow (1) and choose the SAP Priority 

required (2). 
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5.9  Object Part 

5.9.1  To provide more detail about the component (object part) that the notification is about, 

select the Additional Data tab (1). From here, click the ‘Object Part’ field and select the 

Magnifying Glass icon ( ) or the Selection Box icon ( ) (2) to show the asset’s 

defective component list. 

 

5.9.2  From the pop-up, select the drop-down arrow (1) to show all asset components. Select 

the defective component (2) and the ‘Choose’ option (3) to confirm. 

Example: For a defective ABS rod, select Operating Handle as the defective component. 
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5.10  Damage 

5.10.1  Select the ‘Damage’ field, then the Magnifying Glass icon ( ) or the Selection Box icon   

( ) (1). In the pop-up, select the drop-down arrow (2) and the damaged component (3). 

Once selected, click ‘Choose’ (4) to confirm. 
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5.11  Text 

5.11.1  Select the ‘Text’ field or Page with Pen icon ( ) (1) and write a short description of the 

specific damage that has occurred. 

Example: Cracked Operating Rod 

 

 

5.12  Cause 

5.12.1  Select the ‘Cause’ field, then the Magnifying Glass icon ( ) or Selection Box icon ( ) 

(1). In the pop-up, select the drop-down arrow (2) and the C (3). Once selected, click 

‘Choose’ (4) to confirm. 
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5.13  Cause Text 

5.13.1  Select the ‘Cause Text’ field and write a short description of the specific cause of the 

damage that has occurred. 

Example: Age and Weathering 

 

 

5.14  Save Notification 

5.14.1  Select the Save icon at the bottom right of the window. 

 

5.14.2  Once saved, a notification will appear to inform the user that the Notification is now open 

in SAP. 
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6. How to Return to the Notification 

6.1  Reopen Notification 

It is noted that SAP roles may have different banner categories and access methods in Fiori. In any 

case Notifications are displayed in form ‘IW23’ – Display PM Notifications, and may be edited in form 

‘IW28’ – Change PM Notification. These codes can be searched for in the Fiori search bar. 

6.1.1  For the Web Browser version, select the ‘Work Management’ banner option (1) and then 

either ‘Display PM Order’ tile (2), or ‘Change PM Orde’ tile (3). 

Note: Use ‘Change PM Order’ to edit the Work Order. 

 

6.1.2  For the SAP Application, select the search field and enter either for ‘IW23’ to Display PM 

Notification or ‘IW28’ to Change PM Notifications. 

 

1 

2 3 
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6.1.3  Write the Notification number into the 'Notification' field and press the Enter key. 

Example: Notification: 10496595 was created for the defective ABS. 

 

If the notification number is unknown, the Selection Box icon ( ) will open the notification search 

function as shown below. 

 

6.1.4  If the Notification number is unknown to the user, use the ‘Functional Location’ to find the 

open Notification. 
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7. How to Add an Image to the Notification 

7.1  Attach Image to Notification 

7.1.1  Open the Change Notification page and select ‘Services for Object’ (1)  ‘Create’ (2)  

‘Create Attachment’ (3). 

 

7.1.2  Select ‘OK’ to confirm. 

 

7.1.3  Find the image in your system directory and double click to select. Then click ‘Save’ to 

upload into SAP. 

 

7.1.4  Once an attachment has been created, it can be viewed by selecting ‘Services for Object’ 

and ‘Attachment List’. 

 

Alternatively, a new Page with Paper Clip icon ( ) (1) may appear which can be 

selected to bring up the following 'Service: Attachment list' box. The newly created entry 

item (2) should appear with the uploaded photo (as shown in the example 'ABS rod'). To 

exit the attachment list, select the ‘Continue’ option (3) at the bottom of the pop-up box. 
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Note: If you double click the entry item (2) from the Step 15.6; it will open the newly 

uploaded image (as shown in the example below for the broken ABS rod). 
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8. Convert Notification to a Work Order 
Once the SAP Notification has been automatically generated by ADMS detailed in Annexure A, the 

Notification can be converted into a Work Order through the following steps: 

8.1  Web Browser (Fiori) – Finding the Notification 

8.1.1  Select banner category ‘Work Management’ (1) and the tile ‘Change PM Notification’ (2). 

 

8.1.2  If the Notification number is unknown, select the Options icon ( ) (1). 
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8.1.3  To determine the Notification number, enter either the ‘Functional Location’ (1), 

‘Equipment’ (2), or the INC or PROB Number into ‘Description’ (3) field. The select 

‘Execute’ (4). 

 

8.1.4  Use the prefilled Notification number from the previous search or type the Notification 

number into the ‘Notification’ field. Press the Enter key to access the Notification.  
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8.1.5  The ‘Change PM Notification’ page fields numbered below are pre-filled from the ADMS 

‘Create Problem’ inputs. 

 

Where: 

(1) ‘Notification Number’ 

(2) ‘Notification Type’ - NLD are to be M1 for work requests (e.g. defects), or M3 

for other activities (e.g. trials) 

(3) ‘Description’ - ADMS INC & PROB number 

(4) ‘Notification Status’ – OSNO is Outstanding Notification Status 

(5) ‘Functional Location’ – Asset FLOC 

(6) ‘Equipment Number’ – Asset Equipment Number 

(7) ‘Description’ – ADMS INC & PROB number 

(8) ‘Long Text’ – General Event Details and Comments 

(9) ‘SAP Priority’ – SAP Priority Number 
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8.2  Create Work Order from Notification 

8.2.1  Select the ‘Create’ icon ( ) to begin the process of creating a Work Order from the 

Notification. 

 

8.2.2  From the pop-up, select the ‘Order Type’ icon ( ) (1) and ‘PM01’ (2), then the tick icon 

(3) to confirm. 

 

 

 

 

 

 

 

 

 

 

 

8.2.3  Click ‘Continue’ from the pop-up message. 
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8.2.4  The Work Order has now been created as shown. 

 

Where: 

(1) ‘PMActType’ (Plant Maintenance Activity Type) 

(2) ‘Priority’ (SAP Priority), and 

 

Example: For a 11kV ABS, select: 

(1) ‘PMActType’ = 'DMM - Distribution Mains OH Maintenance' for Non-Planned Defect in 

the distribution voltage asset level. 

(2) ‘Priority’ = SAP Priority from prior Notification. 
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9. How to Create a Work Order 

9.1  Web Browser (Fiori) 

9.1.1  Select banner category 'Work Order Management' (1) and the tile 'Create Order' (2). 

 

9.2  SAP Application 

9.2.1  Open the application and select the option ‘S4P – S/4 Hana (Prod)’. 

 

9.2.2  In the next window, select the search bar and type ‘IW31’, followed by the Enter key. 

 

Note: Steps will continue using the Web Browser version of SAP (which has the same display 

format to the SAP application) 
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9.3  Order Type 

9.3.1  Select the Options icon ( ) to the right of the 'Order Type' field. 

 

9.3.2  For asset defects that are not Fault & Emergency, select 'PM01 - Non-Routine Work 

Orders' (1). Then select the tick icon (2) to confirm. 
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9.4  Priority 

9.4.1  Select the drop-down arrow (1) next to the 'Priority' field to show all SAP Priority options 

(2). 

Note: SAP Priority refers to the severity rating assigned to the defect. 

 

9.5  Func. Loc. & Equipment 

9.5.1  Select the 'Func. Loc' field (1), enter in the defective asset’s Functional Location ID and 

select the Structure List icon (2) and confirm the asset in the SAP database system by 

following Step 9.5.2 below. 

Note: When confirming Functional Location, SAP Priority may reset and will need to be 

selected again. 

Example: If the defective asset is located on POLE00493022, enter this FLOC to begin 

with. 
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9.5.2  After selecting the Structure List icon from Step 9.5.1, click the dropdown icon next to the 

correct Functional Location ID (1) shown in the asset hierarchy list. The dropdown items 

include the Construction Type and Equipment Number. Double click the correct 

Equipment Number (2) relevant to the asset to select. 

Note: The Structure List can be used to find the correct asset linked to the Functional 

Location ID. 

Example: If the defective asset is an Air Break Switch (ABS), select the SWIT0000H170 

asset Functional Location ID from the Structure List for POLE00493022. 

 

 

9.6  Open & Edit Work Order 

9.6.1  Select the ‘Header Data’ in the banner once the 'Order Type', 'Priority', 'Func. Loc.’ & 

‘Equipment’ have been entered. This will open the Work Order to complete. 

Note: ‘Plng Plant’ will automatically be entered if the Functional Location ID was correctly 

created. 
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9.7  PMActType 

9.7.1  Select the Options button ( ) to select the Work Activity. 

Note: Before you raise PM01 Work Order, review the ‘WO Determination Table’ in the 

linked excel ‘SAP Work Order Support Template App Screen Creation’ in the References 

section. 

 

9.7.2  Select the option that fits the defective asset. 

Example: For a 11kV ABS, select 'DMM - Distribution Mains OH Maintenance' for Non-

Planned Defect in the distribution voltage asset level. 
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9.8  SysCond 

9.8.1  If System Conditions are known, for the defect, select the Options button ( ) (1) next the 

‘SysCond’ field. Select out of the options of Live Line, Non-Outage or Outage (2), then 

the tick icon (3) to confirm. 

  

 

9.9  Bsc start & Bsc fin. dates 

9.9.1  Select the Bsc start and Bsc fin. fields to alter the dates to meet WBS specified dates. 

When dates have been altered, press the Enter key to accept. 
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9.10  Group 

9.10.1  Select the ‘More’ (1) banner option, then ‘Extras’ (2)  ‘Task List Selection’ (3)  

‘General task lists’ (4) to assign the defect standard job code.  

   

9.10.2  In the ‘Task List Type’ display page, select the ( ) icon for the 'Group' field (1) and 

enter the Standard Job Code of the defect into the ‘Group’ field in the Key for Task 

List Group pop-up (2). When Standard Job Code entered, select the ‘Find’ option (3). 

Example: Enter ‘1ABSOR’ for operating handle defect for ABS. 
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9.10.3  Another pop-up will appear with all available Standard Job Code options. Select the 

correct Standard Job Code option (4) and then the Approve tick (5). 

 

9.10.4  When returning to the Task List page, the Standard Job Code will appear in the 

‘Group’ field. If this has, click the Execute button (6). 

Note: This process will automatically enter the default defect description, required 

tasks, and estimated generic hours and costings to complete the specified Standard 

Job into the Work Order. 
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9.11  Long Text 

9.11.1  Select the Page with Pen icon ( ) outlined below. 

 

 

9.11.2  On the new pop-up screen, double click the second paragraph line and write in your 

comments (1). Then click the Exit button (2) to return back to the Work Order main 

page. 

   

9.12  Save Work Order 

9.12.1  Select the ‘Save’ icon at the bottom right of the window. 

 

9.12.2  Once saved, a notification will appear to notify the user that the Work Order is now 

open in SAP to be scheduled for rectification. 
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10. How to Return to the Work Order 

10.1  Reopen Work Order 

10.1.1  For the Web Browser version, select the ‘Work Management’ banner option (1) and 

then either ‘Display PM Order’ tile (2), or ‘Change PM Order’ tile (3). 

Note: Use ‘Change PM Order’ to edit the Work Order. 

 

10.1.2  For the SAP Application, select the search field and enter either for ‘IW33’ to Display 

PM Orders or ‘IW38’ to Change PM Orders. 

 

10.1.3  Write the Work Order number into the 'Order' field and press the Enter key. 

Example: Work Order #4100564977 was created for the defective ABS. 
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10.1.4  If the Work Order number is unknown to the user, use the ‘Functional Location’ to find 

the open Work Order. 

 

  



SMI 0009 amd 1            40 
 

11. How to Add an Image to the Work Order 

11.1  Attach Image to Work Order 

11.1.1  Open the Work Order main page and select ‘More’  ‘Services for Objects’. 

 

11.1.2  Select 'Maintenance order' option and click continue. 
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11.1.3  A new pop-up will appear top left of the screen. Select ‘Create’  ‘Create 

Attachment’. 

 

11.1.4  Select ‘OK’. 

 

11.1.5  Find the image in your system directory and double click to select. Then click ‘Save’ to 

upload into SAP. 
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11.1.6  A new Page with Paper Clip icon ( ) (1) will appear which can be selected to bring 

up the following 'Service: Attachment list' box. The newly created entry item (2) should 

appear with the uploaded photo (as shown in the example 'ABS rod'). To exit the 

attachment list, select the ‘Continue’ option (3) at the bottom of the pop-up box. 

Note: If you double click the entry item (2) from the Step 15.6; it will open the newly 

uploaded image (as shown in the example below for the broken ABS rod). 
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12. How to Change a Work Order Status 

12.1  Alter Work Order status 

12.1.1  Select the Tick with Pen icon (1) and select from the options in ‘User Status with 

Status Number’ (2) depending on the actions required: 

• Open Work Order: '10 - OPEN - Open' 

• Planned Work Order: ’40 – PLND – Planned’ 

• Cancel Work Order: '50 - CANC - Cancelled' 

• Completed Work Order: ’60 – COMP – Completed’ 

12.1.2  Once selected, click the Back option (3) to return to the main Work Order page. 
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12.1.3  Finally, select the Page with Pen icon ( ) (1) to reopen the free text comment 

section where you can add additional comments regarding the update to the Work 

Order (as shown in (2)). Once added, select the 'Save’ option (3) at the bottom of 

the page to confirm and exit the Work Order. 

Note: Example shows Work Order status is changed from OPEN to CANC with a 

comment explaining why this action has occurred. 
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Annexure A – How ADMS Creates Notifications Process 
Outages which trigger a Fault & Emergency (F&E) response on the network are reported through the 

Advanced Distribution Management System (ADMS). F&E events that result in a defective asset 

which cannot be rectified in the emergency response are labelled as a Network Limiting Defect (NLD). 

SAP Notifications are automatically created by ADMS during the F&E event process by certain 

actions. These actions will determine if the Notification Type is an M1 or M3, as shown in Figure 1 

below. 

 
Figure 1 – ADMS to SAP F&E Event Process 

Each Notification Type is assigned to a created Notification by the following actions: 

• M1 – Work Request (Follow-Up):  

o In conjunction with PM03 Work Order via Click by Field teams on-site, or  

o By a ‘Create Problem’ as a follow-up activity outlining the details of the F&E event 

NLD. 

• M3 – Activity Report (Incident Event):  

 

o Notification created when the ‘Create Incident’ for the F&E event in ADMS is closed 

as ‘Completed’. This ADMS Notification is used only for archival purposes. 

Example: If a F&E event occurs and the defective asset is the Air Break Switch (ABS) 

SWIT0000H170, the System Operator will find the asset in ADMS and open a ‘Create Incident’. 

During the investigation, a PM03 WO will be create for all rectification purposed which will 

autogenerate a M1 Notification. If the F&E event is rectified with no outstanding defects, the ‘Create 

Incident’ is closed out as Complete and a M3 Notification is created. However, if the F&E incident 

resulted in an NLD, a ‘Create Problem’ is opened in ADMS which will automatically generate a M1 

Notification which details the outstanding NLD. 

 


