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Summary of Topics

� Navigation
� Home Page & 

Navigation
� Toolbar
� BOM Tree View
� General Searching
� Breadcrumbs
� Viewing Files

� Finding a Part/BOM
� Printing a BOM
� Printing a Drawing
� Printing an ECO
� ECR Overview
� Approval of 

REQ/ECO
� Getting Help
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Home Page

� Notifications – links to notifications sent to the user 
(comments/sends)

� Workflow Routings – similar to the traditional Agile 
Inbox (Changes that require the user’s approval, is an 
observer on, etc.)
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Navigating inside Agile
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Home

Quick 
Links

Toolbars

Navigation Pane

Home



The picture can't be displayed.

Navigation Pane

� Collapse Button – allows the 
navigation pane to disappear and 
reappear
� The right edge of the navigation pane can be 

dragged wider or narrower
� Searches Button – displays the 

search folders, bookmarks, and 
recently visited
� Includes Expand All and Collapse All buttons
� Note the Recycle Bin Searches contains all of 

the Deleted XXX searches
� Analytics & Reports Button –

displays the Standard, Custom, and 
External reports
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Toolbar

� Back, Forward, Refresh – browser-like navigation controls.
� Home – brings the user back to their configured home page.
� Create – allows the user to create records they have privileges.
� Simple Search, filter, and attachment search – allows the user to run a 

wildcard search against a records name/number and description.  The filter 
specifies the Simple Search will run against all base classes or a selected base 
class.  The attachment search box will run the search against attachment 
content of a specific base class.

� Advanced Search – allows the user to run searches with custom conditions.
� Last Search Result – quickly brings up the search results of the last run query.
� Tools – access to user preferences, the Address Book, Import, Export, 

FileLoad, Process Extensions, MS Project utilities, and User Administration.
� Help – link to user manuals.
� Logout – exit the application.
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BOM Tree View
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Displays BOM structure 

BOM Tree

BOM Tree Option

Only Available 
When Viewing An 
Object with a BOM

*BOM tab must be 
highlighted
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General Searching
� Wildcards

� Asterisk (*) finds matches with more than one character
� Question mark (?) finds matches with any other single character.
� Examples:
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� Search Location
� Simple and Advanced searches seek matches in the item number and 

description fields
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Breadcrumbs

9

Breadcrumb Trail

� “Breadcrumbs” appear as users drill down 
through hierarchically linked items
� For example, drilling down through items on a BOM

� Enables users to quickly retrace steps to 
previously viewed objects

� Alternate to accessing Recently Visited list
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Viewing Files

� To view files, click on filename

� Do NOT click on VIEW icon
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Finding A Part/BOM

� Objective: Find PN 1014603

� Step 1: Type PN into Search Window
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Note use of wildcard (*)
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Finding a Part/BOM

� Step 2: Review Search Results
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Finding a Part/BOM

� Step 3: Select Part/BOM and Open it

13

Click on Part Number to Open It
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Finding a Part/BOM

� Result
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Printing a BOM

� Step 1: Click on BOM tab to display BOM
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Printing a BOM

� Step 2: Select Print Command
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Printing a BOM

� Step 3: Select Print Options
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Select this option to only 
print BOM

Select this option to include 
Manufacturer Names and 
Part Numbers
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Printing a BOM

� Step 4: Accept Security Warning
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Click Yes
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Printing a BOM

� Step 5: Select a Printer
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Printing a BOM

� Result
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Printing a Drawing

� Step 1: Find the Drawing (1014602)
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Type in Drawing Number
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Printing a Drawing

� Step 2: Select Drawing and Open It
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Click on Drawing Number to Open It
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Printing a Drawing

� Step 3: Click the Attachment Tab
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Click Attachments
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Printing a Drawing

� Step 4 (option 1): Opening the Drawing
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Click on FilenameDo Not Click 
on View
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Printing a Drawing

� Step 4 (option 2): Opening the Drawing
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Printing a Drawing

� Step 5: Accept Security Warning
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Click Yes
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Printing a Drawing
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Click on Printer Icon
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Printing an ECO

� Step 1: Find the ECO (from a Part Number)
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Type in Part Number
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Printing an ECO

� Step 2: Select Part and Open It
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Click on Part Number to Open It
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Printing an ECO

� Step 3: Click the Changes Tab
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Click Changes
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Printing an ECO

� Step 4: Select ECO to Open
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Click on ECO 
Number
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Printing an ECO
� Step 5: Select Print Command 
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Printing an ECO

� Step 6: Select Print Options
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Select All Tabs to Get 
Entire ECO Data
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Printing an ECO

� Step 7: Accept Security Warning
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Click Yes
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Printing an ECO

� Step 8: Select a Printer
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Printing an ECO
� Result
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Engineering Change Request (ECR)

� Form used to capture internal requests for changes 
to all released parts, assemblies, drawings or 
documents

� Used by suppliers to identify issues that need to be 
addressed

� Very simple form
� “Electronic Post-it Note”

� However, it gets tagged to the relevant item
� Easy to find; impossible to lose

� Does not provide authority to make change
� Can be used to accumulate proposed changes for a 

later “block update”
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Engineering Change Request (ECR)

� ECRs are objects in the Change Class
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The picture can't be displayed. ECR Sample
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Approval of REQ/ECO
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Comment in ECO/REQ

� Create a comment 
in the ECO/REQ to 
ask a question or 
make a statement 
about the change.  
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Where to Get Help
� First view the Viasat Agile Supplier FAQs. If you still 

don’t find your answer contact your purchasing agent 
or Viasat POC.
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https://p.widencdn.net/rwqul0/Viasat-Agile-Supplier-FAQ_032019

