
ECN Manager User Manual 

  1 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ECN Manager – User Manual 
 

 

 



  

Contents 
 

Welcome to ECN Manager ..................................................................................................... 3 

Getting Started ........................................................................................................................... 3 

Creating & Submitting an ECN ............................................................................................... 4 

Tab Information ........................................................................................................................... 5 

Workflow Allocation ................................................................................................................... 5 

Approving and Rejected ECN’s ............................................................................................ 7 

Commit ECN to ERP ................................................................................................................... 8 

Delete ECN ................................................................................................................................... 9 

View Past ECN’s .......................................................................................................................... 9 

Edit Workflow ............................................................................................................................. 10 

User Administration .................................................................................................................. 10 

Reporting .................................................................................................................................... 11 

 

 



ECN Manager User Manual 

 

3  2.01 

Welcome to ECN Manager 

ECN Manager automates and integrates your entire revision and Engineering 

Change Order Process. The ECN Manager module can bolt onto CADLink 

providing engineers with critical change information such as inventory, open work 

orders and sales orders as engineering changes are made. This allows your 

engineering team to make informed decision regarding stock disposition and 

inventory rework requirements.   

Distribution, Notification and Approval Functions 

The ECN Manager distribution system ensures the right people are notified and 

customer orders are properly handled. The multiple approval system has the 

flexibility to allow both Engineering and non-Engineering personnel to approve 

ECN’s before they are released it the shop floor.  

 

 

 

Getting Started 

 NOTE: If you are running ECN Manager Bolt on to CADLink, you must have 

CADLink installed before installing ECN Manager. 

1. Open a drawing or model using your CAD software.  

2. Click QBuild Software Solutions on the toolbar. The CADLink window appears. 

3. In order to run ECN Manager you need to be on the BOM Changes tab.  

 

 

 

 

 

 

 

 

 

 

 

4. Click the Create ECN button. This creates an ECN from your changes tab.  

 

 



Creating & Submitting an ECN  

If you are using the ECN Manager bolt to CADLink on, the ECN Manager page 

appears after you click on Create ECN.  

If you using ECN Manager Standalone, you need to click on the ECN Icon:  

Enter the values into the fields and then submit the information. 

 

 

 

 

 

 

 

 

 

 

If it is ECN Manager Standalone, use the following interface to pull BOM’s from 

your ERP.  

 

 

 

 

 

 

 

 

 

Enter Customer Name Enter Customer ECN # If any 

This BOM 
Changes 

information is 
generated if  

ECN Manager 
is Bolt onto 
CADLink. 

Enter reason for ECN 



Tab Information  

The different tabs allow you to view, save and keep documents within ECN 

Manager.  

 

 

BOM Change Details:  Allows the user to see the ECN changes to the BOM. 

Jobs:    Allows the user to view any jobs affected by this ECN. 

Notes:    Allows the user to add any notes to the ECN. 

Documents:   Allows the user to upload documents related to this ECN. 

Affected Assemblies: Allows user to see any assemblies affected by ECN and 

then assign actions to several users responsible.  

 

 

 

 

 

 

 

 

Workflow Allocation 

Click on the ECN Manager icon  

The ECN Manager screen appears: 

 

 

 

 

 



1. Select ECNs for workflow allocation 

2. All the ECN’s that require workflow display. 

3. Select the ECN.  

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Select users from the drop-down menu.  

 

 

 

 

 

 

 

 

5. To assign a task to a department, select Assign Group. 

 

 

 

 

 

 

6. When you are finished, click on SUBMIT -APPROVAL 

 

 



Approving and Rejected ECN’s 

When using ECN Manager, users can view all the ECN’s that have been assigned 

to them. They can also view what ECN’s have been rejected.  

ECN’s for approval 

 

 

 

 

 

 

 

Click ECN’s for approval to list all the ECN’s assign to the user. The user can then 

select which ECN to work on.  

ECN’s rejected  

Any ECN that have been rejected by the user’s manager can be found under 

the ECN’s rejected tab.  

 

 

 

 

 

 

 

 

 

 



Commit ECN to ERP  

Use the Commit ECN to ERP option to push the BOM Changes details to your ERP 

Database.  

 

 

 

 

 

 

 

Select the ECN. Click Commit to ERP. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 Delete ECN 

ECN’s that have been deleted from ECN Manager can also be tracked on the 

Delete ECN tab.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

View Past ECN’s 

This tab allows the user to view the past ECN’s. The user can then select which 

ECN to review.   

 

 

 

 

 



Edit Workflow  

This tab allows the user to change the workflow to an existing ECN.  To change, 

double-click on the ECN.  

 

 

 

 

 

 

 

 Use the window below to reassign action to a different person. 

 

 

 

 

 

 

User Administration  

This allows administrator to add, change and assign different roles to users.  

 

 

 

 

 



Reporting  

ECN workflow report 

This generates all ECN’s in the database. You can then export it to Microsoft Excel where 

you can filter or sort based on the category you choose.  

 

 

 

 

 

 

 

 

Approval status report 

This allows the user to view who is still pending for approval and if it’s past the due date. 

Past due ECN’s are colored in red.  

 

 

 

 

 

 

 



Click on the “Approved” field and a Workflow status window appears with an approval 

summary. Summary includes who has approved and who has not.  

 

 

 

 

 

 

 

 

 

 

 

 

Cycle time report 

This allows the graphical view the cycle time for each department.  

 

  

 

 

 

 

 

 

 

 

 


