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OBJECTIVE

The purpose of this document is to describe the procedures
required to use Engineering Change Control Manager (ECCM) to
ensure projects are managed with ease, high quality and in a timely
manner.
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1.0 SETUP
19 Overview

Engineering Change Control Manager (ECCM) has been designed to register and report Variations and
related data such as Drawing Revisions, Technical Queries, Site Instructions, Non-Conformance Reports
and Notifications of Delay. Centralising all of this data into a single database provides numerous
management and efficiency benefits. ECCM is based on a Microsoft Access platform and may be installed
on a single computer, or on a local area network to facilitate multiple concurrent users.

Carefully designed reports, along with the ability to interactively filter those reports provide the user with a
detailed and focused presentation of data. Required actions can be quickly identified, and status reports
for client and internal are produced at the click of a button.

Data integrity is enforced in the design. Therefore, required data cannot be deleted by the user (e.g.a TQ
that is referenced in a Variation), and when data is deleted, all related data is deleted with it (e.g. when a
Variation is deleted, all associated charges are also deleted so that no ‘orphan data’ remains in ECCM).

Users must log-on using their personal account name and password, and can only perform those
functions assigned to them by an administrator.

1.2 Architecture

ECCM is designed using a frontend/backend configuration. The backend database file contains only the
data tables, while the frontend file contains the screen forms, report formats, queries and code. The
backend file would typically be located on the LAN server, and the frontend on each user’s PC. Interaction
with the data in the backend file is entirely via the (linked) frontend file. The frontend file controls which
users can access and manipulate the data, presents the data in the required manner (on screen and in
reports), and ensures data is handled appropriately.

The frontend database design (screen forms, report formats, code, etc.) is compiled and made
inaccessible to the user and licensee. ECCM design is subject to terms of the licence granted, which (in
part) does not permit de-compilation, copying, or modification of the design. Refer to the ECCM Database
Software Licence Terms for full details.

Note: While the tables and data in the backend file can be manipulated directly by authorised users, it is
not recommended. Inappropriate changes could result in data errors and/or corruption of ECCM, and
could even make ECCM inoperable. Direct access (on the network) to the backend data file should be
restricted as much as possible so that users cannot access the data directly.
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1.3 Logging In
1.31 Log-on Dialog
Logon TP
Name:

fouser [
E"’|,m"’i'i _ Conl |

This dialog appears during start-up of ECCM. The user must enter a valid name and password to proceed
past this point. ECCM uses this information to determine which features and functions the user is
permitted to access.

Splash Screen

The Splash Screen appears after successfully logging-on. Users can confirm that their installed
frontend/backend versions and the current backend connection are correct by reviewing the information
presented on this screen. Various important licence and copyright statements are also displayed.
ECCM requires periodic authentication and will issue a warning for up to 7 days after expiry, after which it
will not open without provision of the authentication code. The designated company key-holder can
provide the code required to authenticate ECCM.

Main Menu

g

Variations I

The user is presented with this screen after start-up.

All functionality can be accessed via this screen. After selecting an item in the list, the user can then click
on the appropriate button to the right of the screen, Double-clicking a list item has the same effect as
clicking the first button (usually ‘Data Entry’). The Preferences and Administration screens are also
available via the associated top menu bar.
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14 How to Set Up a New User

T

Users ) 7
Aﬂ'l: = Hember of:
Claire.Griffiths [#] users

C'— Mzl

e MR =

lielﬂ: I | New... ! t Q‘m?aﬂward..._]

Only administrators can add new users to access ECCM. All user names must follow the same
procedure of firstname.lastname. This ensures that IPS standards are maintained.
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1.5 How to Set Up Projects
151
| Companies
[Dztaprime =]
LongMame  Dataprime Solutions Pty Lid
Shorthame Dataprime
Initals DSPL
Branch Perth
ABN 00 000 000 000
Contact Name Robert Foster
ContactTile  Technical Director
dataprime
solutions
Category Consultant
Notes
List Order i

Setting up Relevant Companies (Client & Contractor)

[T auto-vaidate ndeulmlg-m..' Exit

x|

Resdential Address
Number [Street i
Gty

State
Country
Zp/PostCode

‘Western Austraiia

Austrata

Postal Address

Number [Strest PO Box 8060
City ‘Warmbro

State Western Austraia
Country Australia
Tip/PostCode 6169

Isiccoms
=i Telephone

aobile

Facsimie

Email

Web Site

This screen is used to register Companies that may then be referenced in Variations or Projects.

ECCM can register Suppliers, Subcontractors, Clients etc, as well as your own company. Different
company types can be identified by selecting the appropriate Category. Your Company logo and other
details entered in this screen are used in the headers of various reports generated by ECCM.

If a particular Company is referenced elsewhere, then ECCM will not permit it to be deleted.
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1.5.2 Setting up a Project
I ———— x|
IlSanvleProJect =) gehme_lndemlgalgmt_|qst|

Identification/General I m.)l Ll s y

IDNumber [ | Logo

Full hame |_A Sample Project

Short Name [Sample

Branch Sample, WA

Contract No. 444-CMO04 g h

—— EN."'A I roject logo goes here

3ob o, [ ' 2N g

Order No. i"+44—CNDOl

Owmer i;_:nm-mef -

Clent [nckent -

You 1PS ]

Category |Process ~] Logo Aspect Ratio :] jtio of

Description Structural, Mechanical and Piping Installation - Area 1 and 2 at A Refinery, WA

Notes

(stode SR——

This screen is used to register Projects in ECCM. All of the project identification, description and
reference data is registered through this screen and then used throughout ECCM (e.g. in reports). You
should make sure that your company is selected in the ‘You' field so that your logo and other details
appear in reports.

If you choose to delete a project, then all data associated with that project (including Variations, Drawings,
Technical Queries, Site Instructions and Notifications of Delay) will be permanently deleted. Only
administrators are permitted to delete projects.
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1.5.3 Setting up Phases, Disciplines and Areas
T R e EY
e S v AT |
I T ey e e FE
o - &
T A &Y
Camsicn gt | o |
_m:ln--ln-.:-|a-n-|m-! | e
e e e 5L
| morter e Y
Thmms bt | e
.:-u.:‘l Cowiton | cormtor | cves | set | | EE
Lo wl T2 s lul e - —

These screens are used to register Phases, Disciplines and Areas that may then be referenced in
Variations or used to filter reports.

If a particular Phase, Discipline or Area is referenced elsewhere, then ECCM will not permit it to be
deleted.

Phase, Discipline and Area should be setup preferably before a project starts this enables easy inputing
of new information from drawings, technical queries, non-conformance reports and Site instructions. All of
these are project specific and can be tailored to suit any project requirements and numbering systems.
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2.0 Operations

2.1 Variation Maintenance

| 444 - sample: Variation Maintenance

x|
r - s R | [ Contrwously Update Submitted Ve ~ Delete Hew pnt. | et
Number | 1238 Descrip. | Variation description . Forecast(%)  |Status | Anproved: Settled |
= v Em | e | ofGmmt |
Decphee [n4 | | opmene 10| <
ves o oo |erobate | 100 [Acsonpy | e |
™ PIVERA :'_j;u_urt a i Isetted | ioy2006 At 34,891.00 |
s |sos 5 ; Sb. At | 604791 |Rsesral | B |Avendnent | voos.1i |
Parding Issots 677 Savs Perding Azpoval Loceas
Recore: 1] 4 |[ 3 v n]re]of 7
Budget Estimate  Charges | Claims | Correspondence | File Attachments | i ity
MewRow | cooyrow | Deeterow | Deeems | sot | som: =| B
Descripton _ |cewegory Cost (8) [ Markup (%) | Charge (4) [DSNo. |DSDate | DS Appr. By |Remark | Ord
MNOT Technician {Min. 4hrs) x 2 Subcontract _:I 680,00 10 M.CKJ?LIHS 18/07/2007 1
Crane Hire Cancellation Costs Subcontract ;l 4,818.10 10 5,89.91E 12345 | 19/07/2007 1
i | 1
Total (s) f 5,408.10 ! J £,047.91 <

This is where Variations are registered and managed. Variations can be added, deleted and edited in this
screen.

The top 1/3 of the screen is devoted to the Variation list which includes references to Phases, Disciplines,
Areas, Site Instructions and Technical Queries, as well as various descriptive information, milestone dates
and status. Outstanding submissions and settlements, and the date on which the Variation was locked
(i.e. the date on which the Submission Date was entered) are displayed in the bottom row. Note that
when the user enters the Submission Date, ECCM takes this to mean that Charge information should not
be changed from that time onwards (otherwise the submission to the client would be invalidated) and so
locks the Charge information to prevent modifications. Only users with administrative permissions can
unlock or change the Charge data in locked Variations (via the Administration screen).

The bottom 2/3 of the screen contains data relating to the Variation currently selected in the list above.

Multiple records can be entered on each tab, and in the case of the Charges tab, costs are automatically
summed to give a total at the bottom of the column.
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