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EC01  Change Management dashboard 
  

Purpose The portal shows all Change processes created. Status Define 

Stakeholders All users 

Beginning  

Interactions Users can view the content of the following tabs: 
- Change Requests: can navigate Change Request information in order to see parts 

affected, document uploaded as reference and change details 
- Change Orders: navigate to Project and tasks related to change implementation 
- Change Actions: used by Engineers to create new part revision 
- Change Notices: navigate change notice created after change implementation, in order 

to update Start Effectivity Date 

End  

Constraints None 

 

Users can select the Home Change Management User command 

Change Requests dashboard 

 
 

Table above shows all Change Requests defined in PLM (not only Change Requests belonging to user 

connected to PLM), in state Active. 

Table shows some information related to Change Request, like owner, state, type of change; the icon  

 is used to notify if Change Request has been created but Change Originator has not moved the package 
to Change Coordinator in a predefined period of time (usually 5 days). 

 

In order to view Change Requests not active (completed or cancelled), user has to select the table filter and 

select the filter Inactive 
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The Change Request lifecycle is composed by the following state: 

 

Active states are: “Create”, “Evaluate”, “In Review” and “In Process” 

Inactive states are: “Complete”, ”On Hold” and “Cancelled” 
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Change Orders dashboard 

 

Table above shows all Change Orders defined in PLM (not only Change Orders belonging to user connected to 

PLM), in state Active. 

In order to view Change Orders not active (completed or cancelled), user has to select the table filter and 

select the filter Inactive 
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The Change Order lifecycle is composed by the following state: 

 

Active states are: “Prepare”, “In Work” and “In Approval” 

Inactive states are: “Complete”, ”Implemented”, “On Hold” and “Cancelled” 
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Change Actions dashboard 

 

Table above shows Change Actions that belongs to user connected to PLM, that are ready to be revised 

(Change Request is approved but the revision is not yet implemented). In this case, the Change Action state is 

Pending. 

In order to view Change Actions that belongs to user connected to PLM but not in state Pending (related to 

EBOM approval or related to Change Requests approved with new revision already created), user has to select 

the table filter and select the other filters. 

 
 

 

- Filter Pending: shows Change Action related to Change Requests approved with part number not yet 
revised 

- Filter Active: shows Change Action related to Change Requests approved with part number already 
revised 

- Filter Approval: shows Change Action related to EBOM approval process not completed 
- Filter Closed: shows Change Action related to EBOM approval process completed 
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Change Notices dashboard 

 

Table above shows all Change Notices defined in PLM, in state Active. 

In order to view Change Notices not active (closed or rejected in CMS), user has to select the table filter and 

select the filter Closed 

 
 

The Change Notice lifecycle is composed by the following state: 

 

Active states are: “Create” and “Open” 
Closed states are: “Closed” and “Rejected” 
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EC02  Change Management implementation 
  

Purpose EBOM and MBOM are completed and implemented; a request for a 
change is raised for different reason:  

- from Customer, with new specification 
- from Supplier, with a proposal to improve production 
- internally 

Status Define 

Stakeholders Change Coordinators, Design Engineers and Management 

Beginning A Change Request is raised 

Interactions Users can create a Change Request, providing information to describe requested change. 
Change Coordinators can define a team that has to provide information related to costs and 
impact analysis. 
When all team members complete their tasks, Change Coordinator can move the Change Request 
to Management for approval. 
Management has to approve Change Request. Management can decide to hold request for a max 
period of 4 weeks; after this period, if request is not presented, Change Request can be removed 
by Change Coordinator. 
If Change Request is approved, Change Order is planned. 
Change Order can implement also a project, depending on process type: Supplier driven, 
Customer driven or Methode driven. 
Users involved in Change Order implementation will be notified in order to complete tasks 

End Change Order is implemented or rejected 

Constraints None 

 

Users can create a Change Request with or without a part number connected. Affected part numbers can be 

added later. 

 

Change Request created from a Part Number 

Step 1 Search for a Part Number to change; select Change Management command 

 



Version 8 Date: 30-April-2016 

Status Template  13 

 

Step 2 Select icon to create a new request 

 

User has to compile the field Change Notice Type (to identify the type of change to implement), Status 

Affected Items (to identify if change is related to a product or variant already in production or in progress), a 

description and a Reason for Change; other mandatory fields are compiled with default depending on user 

connected (for example, Responsible Organization is equals to user’s Company). Optionally, a user can 

complete other fields (fields can be completed also in a following session) 
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If part has already a Change Request active, a dedicate icon is shown in the part header; also, the table will 

shows existing Change Requests in state Pending 

 

 

Change Request created standalone 

Step 1 From Home Change Management User view, select Change Request tab  

 

 

Step 2 Select icon to create a new request 

 

The creation process is the same of change request created from a Part Number. The only difference is the 

change request has no affected items connected. 
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Change Request details 
 

Step 1 User has to compile Change Request information before promote to state Evaluate. 

 

The information used to describe and complete Change Request is shown in two different forms. 

The first form, called Properties, contains the information common to different process types: 

- Change Coordinator (mandatory attribute before move to next state) 
- Description of change and reason for change (mandatory) 
- Estimated and actual start and end dates 

 

In order to enter information, user has to select tab Properties 
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Select icon Edit 

 

Change Originator can complete information; when completed, select Done 
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Step 2 User can compile other information related to Change Notice Type 

 

The second form contains the information related to change notice type. 

 

Change Request related to Change Notice Type “Engineering” 
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Change Request related to Change Notice Type “Supplier” 

 

Change Request related to Change Notice Type “Process” 
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To enter the information in form Properties or in specific form, select icon Edit  

Step 3 Change Request created after a Request for Quotation 

The user can select which RFQ is related to Change Request created; select tab Properties, select icon Edit 

 

Select icon to query RFQ in state PRF 

 

User has to select RFQ related to Change Request and select Submit; the table shows only RFQ approved 
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The form Properties contains the hyperlink to RFQ selected 

 

Step 4 Change Coordinator selection 

Before moving Change Request to state Evaluate, the Change Originator has to select the Change Coordinator 

that will manage the Change; the user name has to be selected from a list composed by people from Change 

Coordinators and Launch Management teams. It’s the responsibility of Change Originator to selects the right 

person; depending on the type of change “Current Production” or “Launch”, the Change Originator needs to 

select the Change Coordinator from that team. 
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Part Affected definition 

Step 1 User has to define Part Number affected by Change Request 

In order to define parts affected, that has to be revised, select Affected Items command. 

If Change Request has been created started from a Part Number, the part is already connected as Affected 

Item 
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From the Actions menu, select command Add Existing 

 

User has to search for parts to be revised; from result table user can filter the query using attributes criteria. A 

dedicated icon shows if a part is already affected by an active Change Request. 
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Step 2 User can update Change Request adding parts related to Affected Items already defined 

User has to select Affected Item tab, select one item, select Change Assessment 

 

A window pops up with parts contained in EBOM and parent parts. 
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User can select parts to be added as Affected Items and select the command Add as Affected Item. 
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Part Affected revision control 
Change Originator (or Change Coordinator in state Evaluate) has to define is affected parts have to be indexed 

or the change process has to maintain original revision. By default, system setups all affected parts to be 

revised after Change Request approval. 

In order to define that parts affected have not to be revised, the user has to specify the setting in Affected 

Items table. 

Step 1 Select command Affected Items and select icon Edit 

 

Step 2 Change Requested Change value to None and select command Save 
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Complete Change definition with documents 
 

Step 1 User can complete Change Request, by uploading documents to support the request (like Risk 

Assessment, customer specification or PRF for Customer driven changes) 

User has to select content command and create or add existing documents 

 

 

In order to upload a new document, user can use the drag & drop function in the Change Request header. 

User has to select a file from Explorer and drag the file on the selected region 
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Step 2 Risk Assessment document 

A check is performed on the Change Request if the Risk assessment field in the Details tab is updated to TRUE. 

A Risk assessment document is mandatory as a document attachment for the Change Request to be promoted 

to state Review. 

 

 

If a Change Originator tries to promote the Change Request without upload a Risk assessment document, an 

error message to provide the file is prompted 
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Select tab Reference Document, select command Document from Actions menu

 

Name and Type are retrieved automatically; user can enter title and description, has to select Document Type 

value to Risk Assessment; then select Next 

 

User has to select a file from Explorer, then select Done 
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Document uploaded has to be released; select tab Reference Documents, select link to document name 

 

User can use the dedicated icon in document header or select the command Lifecycle, contained in menu 

Category 
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After document is released, if the user wants to modify it, he has to create a new revision 

 

 

Change Action assignee 

Step 1 User has to assign an Assignee to Change Action (user with role Design Engineer). 

Change Request can contains several affected items, that can be evaluate and implemented in a single Change 

Action (with a user assigned) or using several Change Action (each Change Action can be implemented by 

different users on different periods). 
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The Change Assignee will be the person that will create and update the new revision of part affected. At this 

stage, the Change Assignee is mandatory but can be changed also after the Change Request has been 

approved. 

 

Select Change Actions command; select icon Edit 

 

 

Enter Assignee, Senior Assignee and Planned End Date (only Assignee is mandatory at this stage). 

To enter Assignee, click on text related to column Assignee 

 

Click on icon “…” to search for Design Engineer 

 

Select a user and click on button Submit 



Version 8 Date: 30-April-2016 

Status Template  32 

 

 

 

User can also select Change Action link, select icon Edit in new window and assign Assignee, Senior Assignee 

and Estimated Finish Date 
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Step 2 Change Action management 

If the Change Request contains several affected items, Change Originator can implement several Change 

Action, for example one Change Action for each affected part. 

If Change Request is related to several parts, by default PLM uses the same Change Action. Change Originator 

can split the parts in order to create several Change Actions. 
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Select tab Affected Items, select the parts to be splitted from default Change Action

 

From Move To menu, select command New Change Action 

 

The system creates a new Change Action for select parts 
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Select tab Change Actions in order to define Technical Assignee for all Change Actions created, select icon Edit 

and enter Technical Assignee

 

 

Remove a Change Request 

Step 1 Change Originator can remove a Change Request only in state Create 

Select Change Request to delete; select icon Delete contained in tab toolbar 

 
The user has to confirm the delete 
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If user doesn’t have the permission to delete the Change Request (state is not Create or the Change Request 

belongs to another users) or there are affected items connected to Change Request, the system raises an alert 

 
 

 

 

Promote to state Evaluate (Change Coordinator ownership) 

Step 1 User can promote Change Request to state Evaluate; Change Coordinator is the new owner of the 

Change Request and is notified through his dashboard and internal PLM mail. 

Change Request originator can promote the Change Request to state Evaluate when all the information is 

completed. This will be evaluated by Change Management team. In state Evaluate, Change Request originator 

is not able to update information, only Change Coordinator has the permission at this stage. 

In order to move to the next state, user can use the dedicated icon in the header 

 

User can also select tab Review and select icon Promote 
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The system will performs checks before moving to the next state: 

- If field Risk Assessment is TRUE, a document of type Risk Assessment has to be uploaded 
- Change Actions have to be assigned 
- Change Coordinator has been defined 

 

After Change Originator moves to state Evaluate, the owner of Change Request becames the Change 

Coordinator 

 

Change Originator has no modify permission; Change Coordinator receives a notification from originator 

related to Change Request assignment 
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Transfer ownership to another Change Coordinator 
Change Coordinator can transfer the Change Request to another Change Coordinator 

Step 1 Select command Transfer Ownership 

 

Change Coordinator has to enter a comment about transfer 

 

Change Coordinator has also to select another user 
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The new Change Coordinator is also the new Change Request owner 

 

The new Change Coordinator receives a notification from previous one 
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Transfer back to Change Originator 
If Change Request is not completed (i.e. information and reference documents provided from Change Request 

originator are not complete), Change Coordinator can send back the Change Request to originator 

The Change Request has to be moved to state Create; after, Change Coordinator can change the ownership to 

Change Originator.  

Step 1 Move Change Request state from Evaluate to Create 

User can use the dedicated icon contained in the header 

 

User can also select tab Review and select command to move back the state 
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Step 2 Change ownership to Change Originator 

Select tab Properties, select icon Transfer Back to Initiator 

 

The Change originator becomes the Change Request owner 

 

Change originator receives a notification from previous Change Coordinator 
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Send Reminder 
Change Coordinator can send a reminder to Change Originator if a Change Request has been created but not 

yet moved to state Evaluate. 

Step 1 Select Change Requests 

Select tab Change Request, select change to be notified 
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Step 2 Select icon Send Reminder 

 

Step 3 Enter Subject and Message text (a default is provided) and select Done 

 

Change Request evaluation: Change Coordinator activities 

Step 1 Change Coordinator evaluates Change Request and define a team of people to upload and 

complete information and documents 

 

Select tab Routes 

 
 

Select a command to create a Route from Action menu 
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- Create Route: this process allows Change Coordinator to select a Route Template, if a predefined list of 
users is defined; task description is equals to all users and task execution is in parallel 

- Create Route Wizard: this process allows Change Coordinator to specify each task and people involved: 
user can select people from a template or from a query, can specify for each user a different task 
description, can select task execution in parallel or sequential 

- Create Simple Route: this process is the simplest one: Change Coordinator can select a list of people 
from a query (Change Coordinator can define a Member List if a predefined list of users is defined) and 
a Due Date; task description is equals to all users and task execution is in parallel 
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Step 2 Create Route 

 
 

Attribute details: 

- Route Name: autoname is provided 

 
- Template: select the list of users involved in Change Request impact analysis (the templates are 

defined by PLM Administrator) 
 



Version 8 Date: 30-April-2016 

Status Template  46 

 

 
 

- Description is mandatory 
- Route Base Purpose: select Review because the route is used to add information, not for an approval 

 

- Scope: determines who can be added to route tasks; leave All or Organization 
- Route Completion Action: select Notify Route Owner because the route is for review, not for an 

approval (option “Promote Connected Object” will be used in route for approval) 

 

- Auto Stop On Rejection: if a user involved in route doesn’t approve the task, all other tasks are closed 
(Immediate) or have to be evaluated (Deferred) 

 

The route created is not started automatically 
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Step 3 Create Route Wizard 

The process is composed by 4 steps: 

- Define route type and if route has to be executed immediately 
- Define people involved 
- Define tasks 
- Define approval for concurrent tasks 

 

Define route details 
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Attribute details (other than attributes described in “Create Route”) 

- Start Route: select Upon Wizard Completion to start route immediately after route creation; select 
Manually if Change Coordinator wants to adjust tasks and people involved 
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There is also a section related to route contents, that is used to approve or review different objects (not used 

for Change Request)

 

 

Define people involved: select command Next. 

If a template was selected in first page, the user contained in template definition are already added to route 

definition 
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Change Coordinator can add users using commands contained in Actions menu; can also define different 

permission on Change Request information. In order to allow people involved to modify Change Request 

details, set access to “Add Remove”; by default, people added has only Read permission 

 

 

Define tasks: select command Next 
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For each user defined in previous page, a route task is created.

 

For each route task, Change Coordinator has to define: 

- Title and instructions: mandatory; the attributes are already defined for tasks created from template; 
for other task, values are to be defined 

- Action: in case of route of type Review, action is Comment 
- Order: default value 1 means all tasks are executed in parallel; defining different orders means define 

dependencies between route tasks 
- Due Date and Time: estimated finish date 

o Can be defined as a date 
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o A number of slip days after route start date 

 

o When the route start 

 

- Change Coordinator can define if task can be delegated  

 
- Change Coordinator can define if it’s necessary another review by Change Coordinator in order to 

complete the task (not used in case of route of review, like in this case) 

 
 

Define approval for concurrent tasks: select command Next 

 

- Any: when one person completes a task in the set of concurrent tasks, all other tasks with same order 
level are deleted. 

- All: all tasks in the set of concurrent tasks must be completed 

 

Step 4 Create Simple Route 
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Attribute details: 

- Instructions: description of task 
- Action: Comment, Approve, Standard; in this case, select Comment 
- Due Date: estimated finish date for all tasks 
- Start Route Immediately: if selected, route starts after user select command Done, otherwise has to be 

started manually 
- Allow Delegation: if people involved can delegate tasks 
- Route Task Recipients: Change Coordinator can use the command Add Role, Add Group, Add People 

and Add member List in order to define people involved 
 

 

Step 5 Update and start route manually 

If route process is not started, Change Coordinator can modify it in order to add or remove people involved, 

change route instruction and people access. 
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Select link related to route

 

The page with route details contains several tabs: 

 

- Properties shows attribute details 
- Content shows objects affected by route process (in this case, the Change Request) 
- Access shows people involved and allows Change Coordinator to modify access and add people 
- Tasks shows tasks and people involved and allows Change Coordinator to add people and tasks 

 

To start manually a route, select tab Route and select checkbox related to route 
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In order to start the route and notify people involved, from tab Route select the checkbox related to route 

created 

 
Select command Start/Resume from Actions menu 

 
 

Change Coordinator can also delete a route already created, in order to create another one with different 

people involved 

 

Change Request evaluation: Core Team activities 

Step 1 People involved in Core Team have to add impact analysis and documents 

People involved are notified; in tab Approval Task, users can select the Change Request link or Name link 
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Using tab Engineering Details (or Supplier or Process Details, depends on the type of change), user is able to 

enter information related to costs and impacts 

 

Using tab Reference Document, user is able to upload documents 

 

User has to complete the task: 

- Select the task and select Complete icon 
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- Select the Complete icon in table  

 
 

- Select the task name and select the Complete icon in task form 

 

User has to enter a comment 

 

Change Coordinator is notified each time a task is completed or rejected. If a task is rejected, the route process 

is stopped; Change Coordinator can cancel the Change Request, can resume the Route process or can create 

another Route process. 

When all tasks related to Route process are completed, Change Coordinator is notified; using tab Review, 

Change Coordinator can check which tasks are completed. 
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Change Coordinator can check and download documents; can also upload new documents used during Change 

Request approval 

Select tab Reference Document, select documents to download or use the dedicate icons in table 

 
 

Select Download from Actions menu 
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Reviewing the information provided by the users, Change Coordinator is able to complete the impact analysis 

in Engineering, Supplier and Process form. 

In state Evaluate, Change Coordinator can define the date for Estimated Completion (or update, if date was 

entered by Change Request originator). 

 

Change Request ready for approval 

Step 1 Change Coordinator defines a reviewer list and promote the Change Request to “In Review” state 

When Change Request information is completed, select icon Edit and complete Evaluation Reviewer List 
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Reviewer list can be different depending on the type of change; reviewer list can be defined as Global or 

related to a single Plant. 

 

Step 2  Change Coordinator promotes Change Request to In Review state; a review process starts, in 

order to define if Change Request is accepted. 

Change Control Board and Change Coordinator can check all Change Requests in state “In Review” from a 

dashboard reporting all Change Requests, using a Refinement function 
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Change Request form is updated with information related to people involved in review process 

 

After a meeting with the Change Control Board, the Change Coordinator can cancel, hold or approve the 

Change Request 
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Change Request finalized 
 

Step 1  Change Request cancelled 

Select icon Cancel from Change Request toolbar   

Change Coordinator has to enter a comment; all Change Action connected will be removed 
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Step 2  Change Request On Hold 

Select icon Hold from Change Request toolbar   

Change Coordinator has to enter a comment; all Change Action connected will be On Hold 

 
 

Change Request toolbar contains command to resume the request and Change Request owner is notified. 
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Change Request owner can update request contents, in order to provide missing information; can resume the 

Change Request in status In Review. 

Step 3  Change Request approved 

 

The route process to approve Change Request is started 

 
 

Similar to previous process used to upload documents in state Evaluate, users involved are notified. 

Each user has to check Change Request content and approve or reject the change. 

User has to enter a comment and approve or reject. 

 
 

If one user rejects the task approval, the Change Coordinator is notified and can decide to cancel, hold or 

update the Change Request. 

In case of update, Change Coordinator can resume the previous route process or can create a new process. 
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Change Order management 
 

Change Order creation 

When all approval tasks are completed, the Change Request is moved to state “In Process” 

 
 

From Change Request details form, Change Coordinator can search for Change Order connected 

 
 

New Change Order is created, in order to implement the change 
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Affected Items and Change Actions connect to Change Request are transferred to Change Order. 

 

 

Change Order implementation: project definition 

Select Related Projects tab 

 
 

The toolbar contains three commands: 

- Icon Create : allows Change Coordinator to create a new project, in order to implement the 
change involving other users 

- Icon Add Existing : allows Change Coordinator to use an existing project, in order to merge the 
activities of a previous change (not necessarily related to same part number) 
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- Icon Disconnect : allows Change Coordinator to disconnect the change order to the existing 
project, in order to link another one 

 

Create a new project 

Select icon Create; user has to enter a name (Autoname function is provided), Project Date (start date or finish 

date, depends on field Schedule From) and select template related to Change Notice type 
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After project creation, the Change Coordinator has to complete the tasks definition and has to assign tasks to 

users (or roles) and activate the project 
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Add an existing project 

Select icon Add Existing; user has to search for an existing project and select command Submit 

 

After selecting the project, the Change Coordinator has to update the tasks definition in order to define the 

activities for new change 

 
 

Disconnect an existing project 

Select project to disconnect and select icon Disconnect 
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The user has to confirm the disconnect 

 

 

Change Action transfers to Technical Assignee 

When Change Request is approved, the Change Request originator receives a notification; if the Change 

Request originator has to delegate the new revision management to a Technical Assignee, has to change the 

ownership of Change Actions. 

 

Change Originator has to select command Change Actions and select Change Action name 

 
Change Originator has to select command Transfer Ownership 

 
Change Originator has to search for Technical Assignee and enter a comment; then select command Done 
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The Technical Assignee receives a notification about Change Action ownership 

 
 

Affected Items not revised 

The Affected Parts are revised if, during Change Request creation, the Change Originator (or Change 

Coordinator in state Evaluate) has specified that affected parts have to be indexed (see chapter “Part Affected 

revision control”). Instead, if Affected Parts have not to be revised (for example, for a Change Request of type 

Supplier and Process), the Change Action has to be completed. 

The process is the following: 
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- Technical Assignee has to specify a Senior Technical Assignee and after promote the Change Action to 
state In Work and to state In Approval 

- Senior Technical Assignee has to promote the Change Action to state Complete 
 

Step 1 Technical Assignee has to specify a Senior Technical Assignee 

The Change Action owner has to promote the Change Action to state In Approval. 

In order to promote the Change Action, the user has to define a Senior Technical Assignee 

User has to select icon Edit 

 
 

User has to search for a Senior Design Engineer and select command Done 

 

Step 2 Technical Assignee promotes Change Actions to state In Approval 

The Change Action owner has to promote the Change Action to state In Approval. 
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User has to select Change Action, select Lifecycle tab and promote to state In Approval (if necessary, user can 

enlarge the tab) 

 
 

Step 3 Senior Technical Assignee promotes Change Actions to state Complete 

Senior Design Engineer receives a notification and became the new Change Action owner 

 
 

The Change Action owner has to promote the Change Action to state Complete. 

User has to select Change Action, select Lifecycle tab and promote to state In Approval (if necessary, user can 

enlarge the tab) 
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When Change Action state is state Complete, the Change Request state is Complete 

 
The Change Order state is Complete 

 
 

 

Affected Items revised 

If Affected Parts have to be revised, the process is the following: 

- Technical Assignee has promote the Change Action to state In Work 
- Technical Assignee has to complete part revision with drawings and EBOM 
- Senior Design Engineer has to approve the affected parts 
- MBOM Engineer has to release the affected parts 
- MBOM Engineer has to update and release the MBOM 
- Change Coordinator has to update Change Notices 

 

Step 1 Technical assignee has to promote the Change Action to state In Work 

In order to create the new revision for affected parts, Change Action owner has to select Change Actions tab 

and select the Change Action link, related to Change Request approved 

 

 
 

Promoting the Change Action to state “In Work” (before promoting the Change Action, the user has to enter 

the estimated completion date), the Affected Items are revised 
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Step 2 Technical assignee has to complete new revision information and design (attribute details, new 

drawings, new documents) and promote Implemented Items to status Review 

The new revision is managed like the other part numbers, using the commands contained in Engineering Menu 

page (see document “Engineering Training”) 
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Step 3 Senior Design Engineer has to approve revised parts 

From Parts to Approve table, select part to approve (see document “Engineering Training”) 

 

 

From Lifecycle tab, select signature and approve new revision. If part is rejected, the Senior Design Engineer 

has to demote the part to state Preliminary and the part owner is notified in order to address the rejection. 
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Step 4 MBOM Engineer has to release revised parts 

From Parts to Release table, select part to release (see document “MBOM Engineering Training”) 

 

Promote the part to state Release 
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If the part has Manufacturing Responsibility, an automatic process creates a MCO for each manufacturing 

Plant. 

 

 
 

MBOM Engineer can update MBOM and Routing definition, using the dedicate commands contained in Bill Of 

Materials tab. 

 

When Affected Parts is released, the Change Request state is Complete 

 
The Change Order state is Complete 
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Step 5 MBOM Engineer has to update Manufacturing Change Order 

MBOM Engineer has to update and approve MCO, in order to push new revision to CMS with Start Effectivity 

Date (see document “MBOM Engineering Training”). 

 

 
 

Select MCO related to revised part 
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MBOM Engineer has to enter Start Effectivity Date, select a Route Template as Approval List for approval 

process and a Distribution List for notification, select Responsible Manufacturing Engineer and Senior 

Responsible Manufacturing Engineer that will be notified when MCO is promoted to state Review. The field 

Start Effectivity Date is mandatory (default date “Dec 31, 2049” has to be changed), all other fields are 

optional. 

 

Information like Start Effectivity Date can be updated several times; when information is complete and MBOM 

and Routing are completed, MBOM Engineer has to promote MCO to state Review. 

If Approval List is not provided, MBOM Engineer can also promote MCO to state Released and Implemented 

(means the Start Effectivity Date is no more editable). 

If Approval List is provided, like for other approval process, people involved receive a notification in order to 

approve MCO. 
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When all users involved have completed the approval task, the MCO is automatically promoted to state 

Released; the MBOM Engineer that has promoted the MCO from state Create to state Review receives a 

notification in order to promote the MCO to state Implemented. 

If a user involved in approval process doesn’t approve the MCO, the MBOM Engineer that has promoted the 

MCO from state Create to state Review receives a notification, can decide to modify Routing, MBOM and Start 

Effectivity Date and restart a new Route process. 

 

Step 6 Change Coordinator has to update Change Notices 

Change Coordinator has to update Change Notices, in order to push new Start Effectivity Date to CMS (see 

chapter “Change Notices Management”). 

Select command Change Notices in Home Change Management User; select icon Edit in order to update Start 

Effectivity Date 

 
 

Change Order closed 

The Change Order has to be closed manually, when project linked to Change Order is completed. 

Select command Change Request in Home Change Management User; select filter Inactive and select Change 

Request related to Change Order to close 
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Select Change Request name; from form details, select Change Order name 

 
 

Select tab Review; select icon Promote or command Promote contained in menu Actions 
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EC03  MBOM Massive Change 
  

Purpose Replace or remove a part from MBOMs Status Define 

Stakeholders Design Engineering and MBOM Engineer 

Beginning Design Engineering searches for a part to substitute in EBOMs and MBOMs 

Interactions Design Engineering has to search for source part, select Where Used in Bill Of Material command, 
select EBOMs to modify and select new Substitute part. 

End MCOs are created for each Manufacturing Plant related to parts involved. 

Constraints None 

 

Change Request creation with BOM Markups 

 

Design Engineer has to create a Change Request with Affected Parts that contain part to be replaced 

Step 1 Search for part to be replaced, select command Where Used 

 

Step 2 Select parts where perform the change and select command to create a new Change Request 

 

User has to enter information related to new Change Request (see previous use case); select command Done 

when complete 
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Step 3 Select command Replace and search for substitute part 

In order to define part to be used to replace part used at beginning, select command Edit and command 

Replace 

 

Using a query function, select new part; select command Submit 
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The system shows the proposed change 
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Step 4 Save the BOM Markup: select command Save in Markup menu 

 

The system will create a new Markup; user has to select the Change Request created previously; select the icon 

“…” to search for Change Request 
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User can select type selector in order to search only Change Request 
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Select type Change Request and select command Select 

 

User has to search for previous Change Request created selecting the query button; can search by Description 

or search for the last CR created sorting the list (select the header of column Name). Select the CR code and 

select command Submit. 
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User has to complete Markup with a description; select command Done when completed 
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The part involved in Change Request has an alert in header to notify there is an active change; also table Bill Of 

Material shows a similar icon 
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Change Request approval 

 

Change Request has to be approved; users involved can see contents of requested change. 

About Change Request process, see chapter “Change Management”; a brief description follows. 

Change Request originator has to define the default Change Coordinator and Technical Assignee for Change 

Action; Change Coordinator has to define an Estimated Completion, define the Core Team member and start 

route process to provide information. 

When Core Team members add information related to costs and impacts, Change Coordinator can move the 

Change Request to approval process. 

People involved as Core Team member or as approver, can see the requested modification using the command 

Markup contained in Bill Of Material tab. 
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Step 1 Select one part from Affected Items tab or Engineering Details tab 

 

 

Step 2 Select command Markup contained in Bill Of Material tab 

Select checkbox related to Markup and select icon Open Markup 

 

The table contains the change proposed 
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Apply change using BOM Markups 

 

Change request is approved; Design Engineer can apply the requested change. 

About Change Order process, see chapter “Change Management”; a brief description follows. 

When Change Request is approved, a Change Order is created and Change Action owner receives a 

notification; the user can promote the Change Action in order to create the new revision of Affected. 

Select command Change Actions from Home Change Management User; select link to Change Action 

 

From Change Action form, select icon Promote 

 

The system creates the new revision 
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Step 1 From Change Request or from Change Order, select Change Action 

 

Step 2 Select content tab, select Markup tab 

 

Step 3 Select Markup objects, from Markup Action menu select commands Approve and Apply 
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The revised parts contain the new component replaced; select part revised from Change Request Affected 

Items or from dashboard for Engineering User 

 

Select command Bill Of Materials 
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User can complete EBOM and drawings; in order to approve and release the new revision, see chapter “Change 

Management Implementation”, from step “Change Order management” 
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EC04 Change Notices management 
  

Purpose MBOM is released; Change Notices are created; Change Notices have to 
be updated and pushed to CMS 

Status Define 

Stakeholders Change Coordinator 

Beginning MBOM exists and is released; Change Notices are created after MCO implementation in PLM 

Interactions Change Coordinator defines start validity date, push Change Notices to CMS and maintain start 
effectivity dates 

End Change Notices are released 

Constraints None 

 

Change Notice details 

 

Change Notice is created automatically by the system when a MCO is implemented. If MCO is related to a 

change in a MBOM, when implemented, the system creates a Change Notice containing the information 

related to change. 

Change Coordinator can find the change notices created using the CMS Change Notices dashboard, selecting 

the change notice. 

 

The Change Notice name is created automatically by the system using the prefix “CN” and a sequential portion 

composed by 7 digits. 

The Change Notice contains the following information: 

- The user that creates the Change Notice, that is the user that implement the MCO 
- The start effectivity date: initially copied from MCO start effectivity date, can be changed 
- The changes applied: can be a SWITCH (when a new component revision is created), ADD (when a part 

is added to a Bill Of Material) or REMOVE (when a part is removed from a Bill Of Material) 
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Change Notices creation 

 

In order to create the Change Notice in CMS, the user has to select the command Create in CMS; the command 

is available only if Change Notice state is Create.

 

The user has to confirm the export 
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If the export operation is not completed, the system prompts the error message otherwise prompts the task is 

completed. 

  

 

Update Start Effectivity Date 

 

Once the Change Notice is created in CMS, the Change Coordinator can update the Start Effectivity Date. 

The user can use a massive update function in order to update several Change Notices or can update a specific 

Change Notice. 

Massive Update 

The user has to select the tab “CMS Change Notices”, select the icon Edit 

 

The user has to select the cell with the Start Effectivity Date and update the date; select Save to store the 

changes 
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Update a specific Change Notice 

The user has to select the Change Notice code from CMS Change Notices table 

 

Select the icon Edit  

 

Update the Start Effectivity Date and select Done 
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Push to CMS the Start Effectivity Date updated 

The user has to select the command Update Effectivity Date 

 

The user has to confirm the update 

 

If the export operation is not completed, the system prompts the error message otherwise prompts the task is 

completed. 

  

 

Change Notices related to several MBOM with different Start Effectivity Dates 

 

Change Notice is created automatically by the system when a MCO is implemented. If MCO is related to a 

change in several MBOMs, the MBOM Engineer can decide if the system has to create a single Change Notice 

to govern all MBOMs or several Change Notices, one for each MBOM involved. 

The MCO contains an attribute “Modify all BOMs” with default value YES; using this value, the system creates a 

single Change Notice. 
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In order to create several Change Notices, the user has to select MCO, change the attribute value and re-create 

the Change Notice. The Change Notices created has to be pushed to CMS; the previous Change Notice in PLM 

is removed but CMS has to be updated manually. 

Select MCO 

There are several ways to search for a MCO to update; one is to search for MCO using the CMS Change Notices 

table 
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Update MCO attributes 

Select the icon Edit 

 

Change the value for attribute Modify all BOMs and select Done 

 

Create new Change Notices 

Select command Related Change Notices and select the icon Reset 
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The user has to confirm the change 

 

The table shows the new Change Notices created (the number of Change Notices depends on number of 

MBOMs involved). 
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Change Notices closure 

 

The Change Notices are closed in CMS, applying the change using the CMS Change Notice module. A scheduled 

task reads from CMS all Change Notices closed: all Change Notices existing in PLM and not closed, are moved 

to state Closed. 

Select command CMS Change Notices, select filter Closed 

 

 

 


