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User Guide: Drafting Database: Retrieving/Closing/Reviewing Document Numbers and ECO Numbers 
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· Any older document with a blank revision field is considered to be NR. All new documentation is to have NR  in the revision field           

1.) Select to retrieve a new document number
2.) Select to retrieve a new ECO number

3.) Select to update or view a number which is already taken out. Click and enter the number which you are attempting to update / view in the prompted box: 
            [image: image2.png]Database

Update by





*Select Document No. to update documents numbers and select ECO No. to update ECO numbers.

Inputing Information for when retrieving Document/ECO numbers.

Document and ECO numbers use the same form in the Database. The following steps with be used for both forms. The only differences between the two forms is the background color and the Title:
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1.) Select the group for which the engineer works for

2.) Document / ECO number which is generated automatically once “group” is selected.

3.) Select engineer for the Work Order/ ECO

4.) Date is automatically set once the group is selected

5.) Input the model which the part is used on for Document numbers. Enter Models affected for ECO numbers

6.) Input description of document for Work Orders, Input description of change for ECOs

Engineers do not fill out any information below the bold line. This is for drafting only
7.) Due date to be filled in by drafting after packet is received.

8.) Drafter/administrative assistant assigned to complete documentation

9.) Active date is automatically set once a drafter / admin. Assistant is selected.

10.)  This field is checked once the drafter / admin. Assistant completes the document and it is ready for signatures.
11.)  Input any comments deemed necessary regarding the document or ECO

12.)  This box is checked when all signatures are obtained and the admin. Assistants scan the documentation onto the    G: Drive and they are officially released.

13.)  This button should be clicked  anytime you exit the form.

14.)  This box is checked when all signatures are obtained and the admin. Assistants scan the documentation onto the  G:Drive and they are officially released
15.)  This box is checked when the documentation is no longer needed and should be removed from the database and archived.
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