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Applicability

This procedure is applicable to the entire NCSX Project. 

Introduction

The NCSX ProE/INTRALINK Users Guide provides the processes by which a ProE drawing is promoted from a “conceptual design” status through a “release for fabrication” status. Rather than repeat that process for each step in the promotion process, this procedure will focus on the final step where a draw or set of drawing have advanced to the stage where they are now ready to be released for fabrication and/or installation. 
In accordance with the ProE/INTRALINK Users Guide, drawings ready for release “Release for Fabrication” status are converted to pdf before they are signed electronically and the “Release for Fabrication/Installation” stamp applied.  The NCSX Electronic Signature Procedure PROC-005 outlines that process in detail, but this procedure will apply specifically to the final review and sign-offs of a “Release for Fabrication” drawing.  

Part A of this procedure addresses the final review and concurrence processes and documentation performed within INTRALINK to ensure that the necessary and appropriate technical and management reviews of the drawing or drawings is completed.  Part B of this procedure then addresses the final process of obtaining Design Supervisor’s approval and the placement of the “Release for Fabrication” stamp on the impacted drawings. Part C of this procedure addresses the process of updating drawings already “Released for Fabrication” and/or creating new “Release for Fabrication” drawings following approval of an Engineering Change Proposal (ECP) utilizing an Engineering Change Notice (ECN).
Referenced Documents

	Document Number
	Document Title

	
	

	NCSX-PLAN-CMP
	Configuration Management Plan

	NCSX-GUID-PRO/INTR
	Pro/INTRALINK Users Guide

	NCSX-PROC-002
	Configuration Control

	NCSX-PROC-005
	Electronic Signatures

	PPPL Engineering Procedure 010
	Control of Drawings, Software, and Firmware


Procedure

A. Final Review and Approvals of the Drawing Ready for Fabrication
Only inal drawings in pdf format will be signed.  When drawings are promoted to “Release for Fabrication” status, all the associated parts and assemblies (with the exception of standard or “library” parts such as fasteners, washers, etc) are also promoted to the same release level. This will also include data curves if they are needed or skeleton parts (used for making port cuts).  However, STEP or IGES files are not stored in the promotion process since they are directly obtained from the approved data files that are in the promotion process.  When a drawing is approved for fabrication (and any subsequent revisions), the Design Integration Manager will review the complete data/file list to assure himself that all the appropriate related files are included prior to the drawing being placed in the folder for signature.  The procedure that follows provides the step-by-step process.

	Responsibility
	Action



	Designer
	1. Notifies the Design Integration Manager that a drawing or drawing package is ready for promotion to the “Release for Fabrication” stage.


	Design Integration Manager
	2. Coordinates with the Cognizant Engineer to develop a list of names of those individuals who need to review and approve the drawing or drawing package.  Normally,  this list will occur the following personnel: 
· Independent Checker

· Authorized Weld Engineer (for mechanical drawings if required)
· Design Integration Manager 

· Cognizant Engineer /WBS Manager
3. Establishes a release scheme within INTRALNK to identify the appropriate reviewers for the approval process.  .
Notes: 
· If the Cognizant Engineer desires others to review the drawing package, it is his or her responsibility to have the drawings reviewed by those individuals and comments provided to him or her before the Cognizant Engineer signs the drawing within INTRALINK.

· Once the release scheme is defined, INTRALINK will automatically transmit e-mail notification that the affected drawing(s) are ready for review and approval.



	Reviewers
	4. Reviews and comments (as appropriate) on the drawings and assures that all requited parts, assemblies and drawings are in the package that are up for approval.


	Reviewer
	5. If there are comments, the reviewer rejects the drawing within INTRALINK and provides reasons for his or her rejection of the drawing.  The drawing is then returned to the Designer within INTRALINK and the process starts all over at Step A.1. until such time that all reviewers have approved the drawing within INTRALINK.



	Designer
	6. Once the drawing is fully approved by the reviewers, including the Cognizant Engineer, converts drawing(s) to pdf, and establishes the PPPL Drafting Supervisor signature block and defines the proper security per the applicable NCSX Procedure (NCSX-PROC-005).  When this is completed, proceeds to Step A.7.

Note:
a. INTRALINK automatically notifies the identified reviewers that the drawing has been approved and is ready for final sign-off by the Design Supervisor or his authorized designee.
 

	Design Integration Manager 
	7. Checks that all the related supporting files are included in the drawing package.

· If package complete, posts pdf files on appropriate folder and notifies Drafting Supervisor that drawing(s) ready for signature.  Proceeds to Section B for final approval and sign-off by Drafting Supervisor.

· If package is not is not complete, rejects drawing and notifies originator.  Return to Set A.1




B. Final Sign-Off of “Release for Fabrication” Drawings
	Responsibility
	Action



	Drafting Supervisor (or Designee) 
	1. When notified by Design Integration Manager that the drawing package is complete, verifies that the appropriate drawing standards were followed, that applicable ECNs were incorporated,   etc., and that the drawing package was approved within INTRALINK.  

· If not, notifies the Designer and rejects the drawing. 

· If INTRALINK documentation is complete and appropriate, proceeds to Step B.2.

2. Places the “Release for Fabrication/Installation” stamp on the drawing and signs the drawing in the signature block area of the stamp as per NCSX-PROC-005.




The majority of NCSX drawings will be approved electronically per NCSX Procedure NCSX-PROC-005.  The procedure that follows provides the step-by-step process.

	
	3. Places the approved and signed drawing into the Released Drawing folder within INTRALINK and notifies the Design Integration Manager that the drawing is approved. 




C. Revision of “Release for Fabrication” Drawings

Once a drawing is promoted and approved in a “Release for Fabrication” status, the drawing comes under configuration control.  In accordance with the NCSX Configuration Control process outlined in the NCSX Configuration Management Plan (NCSX-PLAN-CMP) and its accompanying NCSX Procedure (NCSX-PROC-002), once any document is under configuration control, an Engineering Change Proposal (ECP) is required to initiate and authorize a change.  Per the applicable PPPL Engineering Procedure (ENG-010), an Engineering Change Notice (ECN) is also required to document and authorize changes to drawings already in a “Release for Fabrication” status and/or add new drawings needed to fully implement and document the authorized change.  The procedure that follows provides the step-by-step process.  
	Responsibility
	Action



	Systems Engineering Support Manager
	1. Once ECP approved, notifies Originator of ECP, NCSX Project personnel, and PPPL Drafting Supervisor that an ECP that impacts an approved drawing(s) has been approved. 



	Originator
	2. Prepares ECN per PPPL Procedure ENG-010 and forwards to the Systems Engineering Support Manager



	Systems Engineering Support Manager
	3. Reviews completed ECN, and:

· If complete, requests ECN number from the Drafting Supervisor and proceeds to Step C.4.

· If not complete, returns to Originator for rework per Step C.2 until such time that the ECN is complete.

4. Logs ECN number on ECN and in the NCSX ECN Log and returns ECN to the Originator.



	Originator
	5. Obtains necessary ECN approval signatures per PPPL Procedure ENG-010.

6. Forwards completed and fully signed ECN to Drafting Supervisor who then files the completed ECN, with copy to the Systems Engineering Support Manager.

7. Notifies Designer that the ECN is approved.



	Designer
	8. “Checks out” all drawings from the Commonspace which are affected by the ECN to the Workplace.

Note:
· Required parts and assemblies will automatically be included when the impacted drawing is “checked out.”
9. Contacts Design Integration Manager to finalize reviewers for the revised drawings and identify the folder location where the revised drawings (parts and assemblies) will be placed.

10. Makes changes to the drawings and/or parts and assemblies as required and place the ECN number in the drawing change block along with the appropriate initials of the reviewers.
11. Goes to “where used” under the report menu to check if the changed parts or assemblies are also used in other approved drawings.

1. If other approved drawings impacted by the changes to the parts or assemblies, proceed back to Step C.6.

2. If no other approved drawings are impacted, proceed to Step C.10.

10. In the Workplace under “modify”, change the revision number on the drawings (parts and assemblies) that were changed and also change the release level to “WIP (Work in Process).”

11. “Checks in” the changed items to Commonspace.

12. Initiates the “Request to Promote” form in Commonspace. If a drawing is changed due to an As-Build condition, promote the drawing (parts and assemblies) to the “As-Built” release level, otherwise promote them to “Release for Fabrication.”
13. Proceeds to Step A.1for processing and approval process.




Attachment 1 – The NCSX Drawing Release and Signature Process
Attachment 2 – Request to Promote Form and Process

[image: image20.emf]Within INTRALINK a Release Procedure is used to set the 

approval and notification list for a drawing package that will be 

promoted to Fabrication.





[image: image1.emf]To find out about the promotion details left click on an object to 

highlight it and then right click to bring up a second dialog box.  

Then select Information.



[image: image2.emf]Highlight Request to 

Promote and RTF Forms

To review the Request to Promote history





[image: image3.emf]With the RTP info tab selected the details of the Request to 

Promote action is provided (see below).  

Select the RTP Objects tabs to obtain further info (see next slide).



[image: image4.emf]After the drawing package is approved in 

INTRALINK PDF files are made for signatures.

Adobe Acrobat electronic signatures


[image: image5.emf]Drawing 

package

Voters

Approval details can be found by selecting the RTP Object tab at the bottom



[image: image6.emf]Proposed change for NCSX PDF 

electronic sign-off by Drafting

Done only by Drafting Supervisor or his 

Designee  

Since the checker, weld engineer and Cog engineer have 

already signed the drawing within INTRALINK they need not 

resign “electronically” via PDF.  Only Jerry would 

electronically sign the PDF file after verifying the drawings 

are signed within INTRALINK.


[image: image7.emf]Revised drawings are  electronically 

signed with initials placed  in the 

revision block section of the drawing.



[image: image8.emf]The Electronic “Fab” Stamp

The Adobe Acrobat electronic 

signature will go here.



 EMBED PowerPoint.Slide.8  [image: image9.emf]The drawing security is set:

1

2  

set to 

Standard Security 

3  

set to 128-bit 

encryption 

4  

set to form fill-

in or signing

5  

Close 

Under File



[image: image10.emf]Place stamp on ALL sheets (if multi-sheet drawing)

Sample Drawing  



 EMBED PowerPoint.Slide.8  [image: image11.emf]1  

select Form Tool 

3  

place a “1” in Name  

4  

select OK

2  

drag cross-hair to 

create signature box  

Add Signature Block

Sample Drawing  



[image: image12.emf]Add the signature 

box to all stamp 

regions on all 

sheets.



[image: image13.emf]1  

select the Hand 

Tool 

2  

Place the hand 

over signature area and 

right click. 

3  

Inter password and 

add reason for signing 

4  

select Save 

Sample Drawing     



 
[image: image14.emf]After 

ONE

sheet is signed all sheets will 

automatically receive a signature.

Sample Drawing     



[image: image15.emf]The drawing is saved automatically

Note: This is the 

security key 

Sample Drawing  



 
[image: image16.emf]If the security key is opened and set to “Show 

Signatures”, a side column will open providing 

signature details.

Sample Drawing  



[image: image17.emf]When this PDF drawing file is reopened 

NOTHING

can be deleted (stamp included) since it was placed 

there by the document owner. 

Sample Drawing  



[image: image21.emf]Within INTRALINK a Release Procedure is used to set the 

approval and notification list for a drawing package that will be 

promoted to Fabrication.

[image: image18.emf]1) select Options and add a description


[image: image19.emf]2) select the release level and hit Apply and OK 2) select the release level and hit Apply and OK
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Highlight Request to Promote and RTF Forms

To review the Request to Promote history
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Within INTRALINK a Release Procedure is used to set the approval and notification list for a drawing package that will be promoted to Fabrication.
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