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Overall Learning Objectives 

• Understand how to access eClient 

 

• Understand how to use the eClient 

Query Screen to retrieve project 

records and export the list of projects 

to excel 

 

• Understand how to run the three 

eClient reports 

eClient V3 

Introduction 
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eClient V3 

eClient retrieves eProjects data for the following project 

types: 
 

• E2:  NAVFAC prepared design and engineering documents, and 

associated construction projects.   
 

•   E9:  Non-NAVFAC (e.g., Marine Corps) prepared design documents 

   such as plans and specifications and Design-Build RFPs. 
 

• O7:  Design, inspection, maintenance and repair of underwater cable 

facilities and systems 
 

• Expeditionary Business Line projects performed by the NAVFAC 

Engineering and Expeditionary Warfare Center (EXWC) 

 

 

 eClient V3 

Introduction 
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eClient V3 Access 

After receiving notification that your eClient account has been 

established: 

1. Navigate to ieFACMAN (link may be obtained by requesting it via an 

email to:  eClient_Access_Help@navy.mil) 

 

2. Click on the eClient “Home” icon to open the eClient Query Screen 

 

eClient V3 

eClient Access 
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Query Screen Layout 

The eClient Query Screen has two sections 

• The upper half is used to query/filter for project(s)  

• The lower half provides a listing of the projects that meet the query 

parameters 

eClient V3 

Running a Query 

Query/Filter for project(s) 

View project list report 
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Running a Query 

To run a query, first enter your query parameters, then click Submit to 

retrieve the results 

 

 

 

 

 

eClient V3 

Running a Query 
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Querying Tips 

• A free form text field uses the “%” symbol as a wildcard.  Example:  To 

search for a project with “Pearl Harbor” in the Project Name, type “%Pearl 

Harbor” 

 

 

• A select box allows the user to select from a set list of values.  Note that the 

select box has a plus (+) sign to the right.  This give the user the ability to 

select multiple values. 

 

 

 

 

• The Workorder Number (WON) field can be used retrieve multiple project 

records by listing multiple WONs separated by commas 

 

 

eClient V3 

Query Screen Tips 

Clicking the Plus sign to the right of 

Command Sponsor expands the 

box and allows the user to select 

multiple values using the CTRL 

key+Mouse click combination 
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Querying Tips 

• A search box allows the user to search for a value from a long list, then 

select the correct value.  Below is the Using Activity search box that pops 

up when the magnifying glass for Using Activity is clicked. 

 

 

 

 

 

 

 

 

eClient V3 

Query Screen Tips 

1. To search for and select a value, type the 

value, or a portion of the value in the 

search text box 

2.  Click Search 

Note:  For better search results, click the 

radio button next to Anywhere before 

searching.  This is the wildcard function for 

the search/select box. 

 

3. Once the search result(s) display, check 

the box next to the desired value(s) 

4. Click the Add button 

 

5. Click OK.  The selected values will now 

display in the query screen field. 
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Saving Queries 

eClient V3 

Query Screen Tips 
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Managing Saved Queries 

eClient V3 

Query Screen Tips 
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Using Saved Queries 

eClient V3 

Query Screen Tips 
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Adding/Removing List Report Columns 

Columns may be added or removed from the project list report 

 

 

 

 

 

 

eClient V3 

Project List Layout 

1. Click Choose Columns 

in the blue menu bar 

2. To add a column to the project list report, select the 

column from the list of columns available.   Multiple 

columns may be selected using the CTRL key+Mouse 

click combination. 

 
3. Click the arrow to add the 

column(s) to the list of 

selected columns 

4. Click the Submit button to 

return to the list report with 

the additional column(s) 

added 
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Moving List Report Columns 

The order in which the columns are displayed on the project list report 

may be modified using the Choose Columns tool 

 

 

eClient V3 

Project List Layout 

1. Click Choose Columns 

in the blue menu bar 

2. Highlight each column to be moved, click 

the up or down arrow to rearrange the 

display order. 
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Sorting List Report Columns 

•The results provided in the list report columns may be sorted by 

clicking once on the column title to sort alphabetically A – Z, or once 

more to sort Z – A 

•Double-clicking on a column title will remove the column 

 

 

eClient V3 

Project List Layout 

• Click any column title once to 

sort, click again to reverse sort 

• Double –click column title to 

remove the column 
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Saving List Report Layout 

Layout(s) may be saved 

 

 

eClient V3 

Project List Layout 
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Exporting Project List to Excel 

 

 

 

 

 

 

eClient V3 

Export to Excel 

To export the project list to excel, use Mode in the blue menu bar 

 

 

 

 

 

 

 
1. Click dropdown arrow in the blue 

menu bar next to Mode 

2. Click on Microsoft Excel 
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Exporting Project List to Excel 

 

 

 

 

 

 

eClient V3 

Export to Excel 

3. A bar will appear at the bottom of 

your screen.  Click Open. 

4. A Microsoft Excel pop-up will 

appear.  Click Yes. 
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Exporting Project List to Excel 

 

 

 

 

 

 

eClient V3 

Export to Excel 

5.  The Excel file will open and the data may now be manipulated using Excel 
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PDF Reports 

There are three PDF reports available from the eClient Query Screen 
 

eClient V3 

Reports 

1. Execution Report 
– Pre-award milestone data and status 

notes 

– One project per page format 

– Note:  MILCON projects display more 

milestones than O&M funded projects 

 

2. Program Report 
– Primarily pre-award milestone data and 

status notes 

– Three projects per page format 

 

3. Post-Award Report 
– Post-award primary construction contract 

data and status notes 

– One project per page format 
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Running a Report 

To run a PDF report, run the desired query first and then use eClient 

Reports on the blue menu bar to select the report to run 
 

eClient V3 

Reports 



21 

“Execution” report 

(sample output) 

eClient V3 

Reports 
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“Program Report”  

(sample output) 

eClient V3 

Reports 
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“Post-Award Report”  

(sample output) 

eClient V3 

Reports 


