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Objectives:

• Upon completion of this module, you will know how to:

o Originate a Case File
o Delete a Draft Case File
o Modify a Case File
o Print a Case File
o Submit a Case File for formal processing.
o Originate an Amended Case File
o Originate a Request for an Emergency Change

Case File Origination 
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• Once saved, the Case File is considered a draft and will remain 
so until it is submitted to the next step in its associated 
workflow.  Note that the Case File number will include the text 
“DRAFTCF”.

Case File Origination  
Origination

• Once the applicable fields have been completed 
(minimally page one of the Case File forms), the 
Case File can be saved. It will remain in your 
Inbox until it is submitted to the next step in its 
associated workflow.
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• When you create a new Case File, notice that the second page 
of the Case File form is read-only.  Instead, they are 
automatically populated by WebCM as each Case File moves 
through its life cycle.  The same is true for the other forms 
that comprise a Case File package, including the Must 
Evaluation forms and pages 1 and 2 of the NAS Configuration 
Control Decision (CCD) form.

Case File Origination 
Origination - Case File page 2
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• While the draft Case File is in your Inbox, you can modify it or
delete it as desired.

• Note that a draft Case File that has been deleted will be 
completely removed from the system.  Once deleted, it 
cannot be referenced in any way and it is as if the Case File 
never existed.

• Once the Case File has been submitted to its next workflow 
step, it cannot be deleted.

Case File Origination 
Modifying/Deleting a Draft Case File
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Case File Origination 
Printing a Case File

• When viewing a Case File in read-only mode a “Print” button is 
available.  You are able to select one or more pages of the Case
File/NCP/CCD forms for printing.

(2) Click the "Print"
button to print the

pages you selected
below.

(1) Check the check
boxes associated with
the Case File/NCP/CCD

pages you wish to
print....
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• Draft Case Files that have been withdrawn or deleted are not 
eligible.

• An amended Case File is a copy of the work item that you 
specified, with these exceptions:

o Fields that are user-dependent (such as the “Case File Originator” 
field) will be re-populated with your information.

o Fields that are populated later in the Case File life cycle are set 
to blank (for instance, the “NCP Number” field on page 1 or any 
of the fields populated during reviews on page 2).

o The existing value (if any) in Box 22a (i.e., 
“Description/Identification of Problem”) on Case File page 1 will 
be appended with additional text to note that the new Case File is 
an amendment of the original work item.

Case File Origination 
Case File Amendment

• You may create an amended Case File that is based on a 
previously withdrawn item (i.e., Case File/NCP/CCD).
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• By default the Case File number of an amended Case File 
will include the text “AMEND” to indicate that it is a draft 
Case File. Once you have submitted the Case File to the 
next step in its workflow, “AMEND” will be removed from 
its number (i.e., the amended Case File is no longer a 
draft).

• In addition, the next sequential letter in the alphabet is 
appended to the Case File number to indicate that the 
Case File has been amended.  If the work item on which 
the new amended Case File was based was previously 
assigned an NCP # or a CCD #, then the NCP # and/or CCD 
# assigned to the amended Case File will also include a 
letter.

• Note that the letters ‘I’, ‘O’, ‘Q’, ‘S’, ‘X’, and ‘Z’ are invalid 
revision letters.

Case File Origination 
Case File Amendment



FAA WebCM Training – Case File Origination - 9 Revision A

Case File Origination 
Emergency Changes

• WebCM supports an Emergency Process that is closely related 
to Case File Origination.  This process is limited to users 
associated with Field/Site or SMO organizations.

• The Emergency Process involves the Facility/SMO Manager for 
approval.  Once approved, the Organization Manager is 
responsible for implementing the change.  An emergency Case 
File is then created and processed.
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• Following Case File origination, you have the option of 
forwarding the draft Case File to another user for a 
preliminary review.

o The reviewers will have the opportunity to review the 
draft Case File, make their own modifications, add 
attachments, etc.

o When the time comes to submit the Case File, the 
reviewer’s only option will be to return it to you (i.e., 
the originator).

• Once you are satisfied that the Case File is ready for formal 
processing, you can submit it to the next step in its workflow 
as defined for your organization.

o Once you have submitted the Case File to the next 
step in its workflow, the “DRAFTCF” text will be 
removed (i.e., the Case File is no longer a draft) and 
the system generates the real Case File number based 
on the combination of the CI and the organization 
specified in Box 1 of the Case File.

Case File Origination 
Submittal
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Field Test Plan  
 

 
1. Title:  Temporarily Connect the ATOP Weather and Radar Processing (WARP) 

interface to the ATOP Test & Training (T&T) Laboratory at New York ARTCC 
 
2. Background:   Temporarily move the Weather and Radar  Processing (WARP) 

interface from the ATOP System to the ATOP Test & Training (T&T) Laboratory at 
New York ARTCC to allow for controller training.   The Weather and Radar 
Processing (WARP) interface is currently not being used on the operational ATOP 
System at the New York ARTCC.  Disconnecting this interface from the ATOP 
System will have no impact since this interface is not being used (NO-OPed).  
Reconnecting this interface to the New York ARTCC ATOP Test & Training (T&T) 
Laboratory will have no impact because the ATOP T&T Laboratory is a non-
operational system.  Later reconnecting this interface to the Operational ATOP 
System will have no impact since it will be reconnected before it is used operationally 
(still NO-OPed).  Some coordination will be needed with the WARP operators when 
the WARP cable is disconnected because of the error messages they will see. 

 
The test objectives are the following:  

1) Demonstrate correct physical/electrical connection, and  
2) Demonstrate WARP data can be displayed on a ATOP Controller Workstation 

Position (CWP).   
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2.1 Systems Affected:  ATOP and WARP 
2.2 System Configuration Item Affected: BNC-RJ45 Converter and ATOP WARP 

Switch 
 
3. General Description of the Modification:   

3.1 Disconnect Cable W551 in New York from the ATOP WARP Switch.  
Reconnect Cable W551 to the New York ATOP Test and Training Lab SDPS. 

 
4. Test Equipment Required: None 
 
5. Location of Test:  New York ARTCC (ZNY) 
  
6. Test Schedule.  Testing will occur after the approval of case file ATOE-ATOP-1072 

and generation of the appropriate System Support Directive document. 
 
7. General Test Approach.  
 

7.1 WARP / ATOP ZNY Test & Training Laboratory Interface 
7.1.1 Reference SSM-WARP-073, WARP/ATOP Connection at ZAN, ZOA 

and ZNY for the procedures necessary for performing this connection. 
Special attention should be given to risks described in Section 22 of the 
SSM. 
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7.1.2 Disconnect Cable W551 in New York from the ATOP WARP Switch.   
7.1.3 Reconnect Cable W551 to the New York ATOP Test and Training 

Laboratory SDPS. 
7.1.4 On a CWP in the ATOP ZNY T&T Lab, verify WARP weather is 

displayed. See ATOP ATC Operator’s Manual (ATOM), Section 13.5.7. 
 

8. Other Information:   
 

8.1 Removal: After the test period specified in the case file is over, reconnect Cable 
W551 to the ATOP WARP Switch. 

8.2 Test Report: A test report will be completed at the end of the test period.  
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