
Maintenance Issue 

Overview
The Warehouse Management module Maintenance Issue process provides the ability  to pick and 
issue requested supplies for maintenance activities, to update existing requests, to cancel 
requests for supplies from the Warehouse module, or to create a back-order request for sup-
plies. Maintenance Issue Requests can be generated from the Warehouse module or from the 
M&U module. 
Maintenance Issue requests have three different statuses: 

 l RQ - Requested
 — the request is initially created. Requests with a back-order remain in this status, but the 
status of Maintenance Issue Detail (STK NBRs) will display BO - Backorder Requested.

 l IS - Issued
 — the request was signed with the Requested QTY matching the Picked QTY. 

 l CN - Canceled
 — the request has been canceled. 

Maintenance Issue Requests generated from ELMS M&U cannot be canceled from ELMS Ware-
house.

Navigation
MATERIEL MGMT > MAINT ISSUE > Maintenance Issue page

Procedures

                 Search Maintenance Issues             

One or more of the Search Criteria fields can be entered to isolate the results. By default, all 

results are displayed. Selecting  at any point of this procedure returns all fields to 
the default "All" setting.

 1. In the Search Criteria box, narrow the results by entering one of the following optional 
fields.
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 2. Select . The results appear in the Maintenance Issue Requests grid. 

Requested Stock Numbers

Select  next to the desired Maintenance Issue entry. The Requested Stock Nbrs Detail grid 
appears.

Picked ICNs

Select  next to the desired Maintenance Issue entry. The Picked ICNs Detail grid appears.
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Add a Maintenance Issue 

Navigation

MATERIEL MGMT > MAINT ISSUE >  > Add a Maintenance Issue pop-up window

Procedures

                 Add a Maintenance Issue Request             

Selecting  at any point of this procedure removes all revisions and closes the 
page. Bold numbered steps are required.

 1. Select . The  Add Request Header Information and Add Request Details 
page opens.

 A. Use  to select the Maintenance Activity. 

 B. Use  to select the  Owning DoDAAC.

 C. The Requested Date automatically populates and is not editable.
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 D. 

Select . Using the ELMS supported 
tethered scanner, scan the ELMS generated ICN barcode, serial number barcode, or 
UII associated with the asset to automatically add it to the grid.

OR

Select . The Stock Nbr Browse pop-up window appears, for 
manually adding assets to the maintenance issue record. 

 E. Select . Items are saved to the Add Request Details section, and 
the status in the Stock Numbers grid changes to "RQ - Requested". 

 F. Highlight the desired entry on the Stock Number grid and select . 
The Inventory Selection pop-up window appears to assign assets to the request. 

 G. Select the  on the left side of the desired entry to select the entire quantity.  
appears. 

 H. Click  to apply the selected assets to the request. The Inventory 
Selection window closes, and the status in the Stock Numbers grid changes to "PK - 
Picked".  

 I. Repeat Steps E-G for each entry in the Stock Numbers grid. 

 2. Select . The page returns to the Maintenance Issue grid with the addition at the 
top and with a system-generated Request NBR. 
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Update a Maintenance Issue 

Navigation

MATERIEL MGMT > MAINT ISSUE >  > Update a Maintenance Issue pop-up win-
dow

Procedures

     Update a Maintenance Issue Request    

Selecting  at any point of this procedure removes all revisions and closes the 
page. Bold numbered steps are required.

 1. Select  next to the desired request.  appears. 

 2. Click  to update the desired request. The screen changes to the Request Header 
Information and Request Details sections. 

 3. Use  to update the Expected Completion Date, or enter the data 
(MM/DD/YYYYHH:MM) in the field provided. 
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 4. 

Select . Using the ELMS supported tethered 
scanner, scan the ELMS generated ICN barcode, serial number barcode, or UII asso-
ciated with the asset to automatically add it to the grid.

OR

Select . The Stock Nbr Browse pop-up window appears, for manu-
ally adding assets to the maintenance issue record.

 5. For entries with a status of "RQ - Requested" or "BO - Backorder Requested", perform the 
following:

 A. Highlight the desired entry on the Stock Number grid and select . 
The Inventory Selection pop-up window appears to assign assets to the request. 

 B. Select the  on the left side of the desired entry to select the entire quantity.  
appears.

 C. Click  to apply the selected assets to the request. The Inventory 
Selection window closes, and the status in the Stock Numbers grid changes to "PK - 
Picked".  

 6. Select . The Maintenance Issue update is processed. ... The page returns to the 
Maintenance Issue grid with the addition at the top and with a system-generated Request 
NBR??
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Sign a Maintenance Issue 

Navigation

MATERIEL MGMT > MAINT ISSUE >  > Sign a Maintenance Issue pop-up win-
dow

Procedures

Sign a Maintenance Issue Request

Selecting  at any point of this procedure removes all revisions and closes the 
page. Bold numbered steps are required.

Attention 

If the Requested QTY does not match the Picked QTY at the time of signing, a Maintenance 

Issue Partially Picked pop-up window appears. Select  to continue with the request 

as is, or select  to process the issue and create a backorder for 
the request. The Record Detail Status changes to "BO - Backorder Requested". 

 1. Select  next to  the desired request.  appears.

 2. Select  from the Maintenance Issue grid. There are three signing options 
appear for signing and completing the Maintenance Issue Request. 
 l Select Sign with Signature Pad to display the Signature Pad Form window. An 

authorized Signature Pad must be connected to continue with this process. 
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 A. Use the stylus to sign the Signature Pad.

 l
Selecting  removes the signature to reattempt.

 B. Select  to confirm the signature.
 l  Select Manual Sign displays a Print dialog box for the DDForm 1150.pdf. 

 A. 
 o

 puts the document into Adobe Reader. Users can print 
the document from here. 

 o
 saves the document for printing at a later time. 

Note 

Scan the manually signed document(s) and attach to the designated 
request. See Attach a Document to a Maintenance Issue Request pro-
cedure. 

Upon completion of the signing procedure, the status of the request changes to "IS - Issued". 
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Cancel a Maintenance Issue 

Navigation

MATERIEL MGMT > MAINT ISSUE >  > Cancel a Maintenance Issue pop-up win-
dow

Procedures

                 Cancel a Maintenance Issue Request             

Selecting  at any point of this procedure removes all revisions and closes the 
page. Bold numbered steps are required.

 1. Select  next to the desired request.  appears. 

 2. Click  . The Cancel Maintenance Issue pop-up window appears. 

 3. 
Select . The Maintenance Issue is canceled.

OR

Select . The pop-up window closes and returns to the Maintenance Issue page 
without any changes.
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Attach a Document to a Maintenance Issue Record

Navigation

MATERIEL MGMT > MAINT ISSUE > Maintenance Issue >  > Attach a Docu-
ment pop-up window

Procedures

                 Attach a Document to a Maintenance Issue Request             

Selecting  at any point of this procedure removes all revisions and closes the 
page. Bold numbered steps are required.

 1. Select  to add any additional files to the record. The Attachments for... 
pop-up window appears. 

 2. Select  to add any additional files to the record. The Attach Files pop-up win-
dow appears. 
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 3. Select . The Windows Choose File to Upload pop-up window appears.

 4. Choose the file to attach, and select it.

 5. Select . The Choose File to Upload pop-up window closes, and the file 
name appears in the top of the window.

 6. Enter a description of the file in the DESC field provided. This is a 256 alphanumeric char-
acter field.
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 7. Select . The file name appears in the bottom of the window.

 8. Repeat Steps 2 - 6 to attach multiple documents.

 9. Select the desired  in the Primary column. The designated attachment, , is the 
Primary Attachment.

Note 

Select the  part of  to save the attachment directly to the computer. Follow 
the prompts to download the attachment.

 10. Select . The Attach Files pop-up window closes, and the attachment(s) 
appears in the Attachments for Issue NBR pop-up window.
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