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Documents Management System 

 

Introduction: 
 
DMS is used to store the documents with the help of document type 

 
Even the different versions of documents can be upload by the users 
 
The total documents which are uploaded in the DIR(Document Info Record) can be easily 
trace/Search at any point of time based on the different characteristics provided by sap. 
 

Different Types of Document types for Module Specific: 
 
 

DMS Document 

Types.xlsx  
 

 

CreateProcedure:  

 
Users can upload the documents by using below Codes. 

 
To Create a Document: 
 
T code: CV01N 

Initial screen is displayed as shown below. 

For creating Equipment Documents 

Select a specific document type:ZEQ. From Drop down list. 
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Click on enter 

 

Document Data Field: 

In the document data field give the Required details as Description, Document Status& 

Lab/Office 
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Go to Object Links Tab 

 

In the log field give any number like: 01 to upload the first document 

 

 

 

 

 
 

Click enter 

 

 

Object Linking: 

 

Select the respective Equipment Number from Drop Down and click enter. 
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Go to Originals Tab: 

 

Upload the respective Document by clicking the Create Button 

Click the 5th button open tab at extreme left of screen to upload document 
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After uploading of Documents click on Click on Check in original at the extreme left of 
screen 

 Click the 7th button from the left. 
 After Check in the documents will be Stored in the DMS server as below. 

 
 

 

 

After clicking the save button, the DMS document number will be generated. 
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To create a New Version of Document: 

 

Version of Document upload with in Document Number: 

 

T-Code: CV01N 

 

 
 

Click on enter 
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Click on continue  

 

 
 

Click on continue 

 

Go to Originals Tab: 
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In the log field give number like: 02 to upload the second document 

Click on continue 

 

 

Upload the respective new Document by clicking the Create Button  

Click the 5th button open tab at extreme left of screen   
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After uploading of Documents click on Click on Check in original at the extreme left of 
screen 

Click the 7th button from the left. 
After Check in the documents will be Stored in the DMS server as below. 

 

 
 

After clicking the save button, the DMS document number will be generated. 
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Change Procedure: 

 
To Change a Document: 
 
Transaction Code: CV02N 

 Give the Document Number and click enter. 

 

Document data: 

Give the Required  description name  
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Go to Original Tab: 

Give the required New document. 

Upload the respective new Document by clicking the   open create 

Click the 5th button from the left. 
 

 
 

After uploading of Documents click on Click on Check in original at the extreme left of 
screen 

Click the 7th button from the left. 
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After clicking the save button, the DMS document version number will be generated. 
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To check the uploaded document in the Equipment Master Screen: 

 
T code: IE03 

Provide Equipment number or search from drop down list. 

 

 

Press Enter 
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Click the highlighted red box to see the documents attached. 

 

 

Double click on the file to see the file uploaded. 

 

Display Procedure:  

 

To Display a Document: 
 
T code: CV03N 
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Click on enter. 

Document Data: 

The respective data can be viewed as below. 

 

 

Go to Original Tab: 

The respective documents can be viewed. 

You can check the documents as per your wish. 
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SearchProcedure:  
 

To Search a Document: 
 
T code: CV04N 

 

 

To search the Document, enter the selection parameters (Ex:  Document Number, Document Type, 

Part, Version, User name etc.) and Execute the report.  
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 The respective Document only will open  

 

 

When click on the respective document it will be opened in Detailed way. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

For Creating Functional Location Documents: - 

Select a specific document type:ZFL. From Drop down list. 
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Click on enter 

 

Document Data Field: 

In the document data field give the Required details as Description, Document Status& 

Lab/Office 

 

 
 



 

 

 

Project – BSPTCL 
User Manual 

Documents Management System 
  

Go to Object Links Tab 

 

In the log field give any number like: 01 to upload the first document 

 

 

 
 

Click enter 

 

 

Object Linking: 

 

Select the respective Functional Location from Drop Down and click enter. 
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Go to Originals Tab: 

 

Upload the respective Document by clicking the Create Button  

Click the 5th button open tab at extreme left of screen to upload document 
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After uploading of Documents click on Click on Check in original at the extreme left of 
screen 

 Click the 7th button from the left. 
 After Check in the documents will be Stored in the DMS server as below. 

 
 

 

 

After clicking the save button, the DMS document number will be generated. 
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To check the uploaded document in the Functional Location Screen: 

 
T code: IL03 

Provide Functional Location or search from drop down list. 

 

 

Press Enter 

 

Click the highlighted red box to see the documents attached. 



 

 

 

Project – BSPTCL 
User Manual 

Documents Management System 
  

 

 

Double click on the file to see the file uploaded. 

 

Note: - For using T-Code CV02N Change Document, CV03N Display Document, CV04N Display 

Procedure, please check the equipment document changing and display procedure. 

For Creating Notification Documents: - 

Select a specific document type:ZMN. From Drop down list. 
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Click on enter 

 

Document Data Field: 

In the document data field give the Required details as Description, Document Status& 

Lab/Office 

 

 
 

Go to Object Links Tab 

 

In the log field give any number like: 01 to upload the first document 
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Click enter 

 

 

Object Linking: 

 

Select the respective Notification from Drop Down and click enter. 
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Go to Originals Tab: 

 

Upload the respective Document by clicking the Create Button  

Click the 5th button open tab at extreme left of screen to upload document 
 

 
 

 

After uploading of Documents click on Click on Check in original at the extreme left of 
screen 

 Click the 7th button from the left. 
 After Check in the documents will be Stored in the DMS server as below. 
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After clicking the save button, the DMS document number will be generated. 

 

 
 

To check the uploaded document in the Notification Screen: 

 
T code: IW23 

Provide Notification number or search from drop down list. 
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Press Enter 

 

Go to Shut Down requirement & Documents Tab and scroll down to see the document number. 
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Double click on the document number to see the attached file. It will take you to document display 

screen. 

 

 

Go to Originals Tab and double click on the document to see the attached file. 
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Note: - For using T-Code CV02N Change Document, CV03N Display Document, CV04N Display 

Procedure, please check the equipment document changing and display procedure. 

 

 

 

 

 

 

 

 

 

 

 

 

 

For Creating Maintenance Plan Documents: - 

Select a specific document type:ZMP. From Drop down list. 

 

 
 
Click on enter 
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Document Data Field: 

In the document data field give the Required details as Description, Document Status& 

Lab/Office 

 

 
 

Go to Object Links Tab 

 

In the log field give any number like: 01 to upload the first document 
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Click enter 

 

 

Object Linking: 

 

Select the respective Notification from Drop Down and click enter. 

 

 
 

 

Go to Originals Tab: 

 

Upload the respective Document by clicking the Create Button  

Click the 5th button open tab at extreme left of screen to upload document 
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After uploading of Documents click on Click on Check in original at the extreme left of 
screen 

 Click the 7th button from the left. 
 After Check in the documents will be Stored in the DMS server as below. 

 
 

 

 

After clicking the save button, the DMS document number will be generated. 
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Note: -In a standard, there is no provision to see the uploaded document in the Maintenance Plan 

screen (IP03 T-Code). It can only be viewed through DMS T-Code CV03N or CV04N 

 

Also Note: - For using T-Code CV02N Change Document, CV03N Display Document, CV04N Display 

Procedure, please check the equipment document changing and display procedure. 

 

 


