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Thanks for signing up for Dispatch™! Here’s a quick and easy guide to help you get started. 

For assistance, contact ins�tu�onsupport@ece.org.  

Getting Started 
Dispatch™ Login: htps://dispatch.ece.org/login 

 

Log in using your email address as your username and the password you selected during account crea�on. 

ECE Dispatch™ Account Dashboard  

  

mailto:institutionsupport@ece.org
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If you have access to mul�ple departments/divisions, click the expanding arrow to access the 
department/division you need. 

 

 

Completed Reports/In-Progress Orders  
View submited applica�ons, along with the ECE® reference number, order status, and the publica�on date 
(when an order has been published and is ready to view and download). Use the ECE® reference number or 
the applicant's name to search for an individual. 

 

Sufficient Documenta�on is the date ECE received all required components to begin the evalua�on. 

Dispatch™ Report Statuses 

Status  Description  

Received We have received a new application. Documents are under review. 

Hold The report is on hold for additional documents.  

Report Prepara�on The report is in progress. 

Report Published The report is complete and published in Dispatch™. 

Copy Published A previously prepared ECE® report has been published in Dispatch™. 

Revision Published A revised evalua�on report has been published in Dispatch™. 

Cancelled  ECE canceled the report because we did not receive the required documents 
within 6 months or the customer ini�ated the cancella�on. 
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How to View and Download a Report 
Reports are delivered as a PDF and include color copies of the documents used to prepare the report.   

 

Click the "PREVIEW" buton to display the expanded view of the 
completed report. 

 

 

 

 

 

Click the “DOWNLOAD” buton to start the download process. This will 
open your default browser as a new window, where you can download 
the report. A green checkmark appears a�er a report is downloaded. 
Published reports are available to view and download for one year.  

 

  

The download buton is typically found at the top of your browser 
window. The icon may be displayed differently depending on the 
browser you are using. Reports with large files may take a few minutes 
to fully load. 
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Sidebar Menu and Functionalities 
A Dispatch™ user does not have administra�ve privileges, only the ability to view reports. If a user requires 
administra�ve privileges for addi�onal account func�onali�es, they should contact the current administrator 
of the account or reach out to ECE for assistance. 

 

All Users: 

 

 

Reports Dashboard: Return to the main dashboard. 

Account: Update account informa�on and view Terms & Condi�ons. 

Log Out: End your session. 
 

 

 

Administrators Only: 

 

User Admin: Add, edit, or deac�vate user accounts. 

Email No�fica�ons: Manage email alerts for all users. 

Manage Des�na�on: Update delivery details such as ins�tu�on name, 
department, or address. 
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User Admin 
How to deactivate a user’s account  

Click the “INACTIVATE” buton. 

 

        

 

 

 

 

How to allow a user to view reports or make a user an administrator 
Click the “EDIT ACCESS” buton. An admin must verify a new user before they are added to the account. 

                                                   

 

        

 

 

 

 

 

How to invite a user to create an account 
Click the “INVITE” buton at the botom of the page.  
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Complete the form and select the new user’s access to the account. Click “INVITE USER” buton. The new user 
will receive an email with a link to create an account.  

 

Email Notifications  

How to edit email notifications 
Click the “EDIT NOTIFICATION” button. Choose which no�fica�ons you would like to receive via email.  
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Applica�on Received: A new applica�on has been submited 
and successfully received by ECE. 
Hold: The report is on hold while we wait for addi�onal 
informa�on. 
Sufficient Documenta�on: ECE has received all necessary 
items to begin the evalua�on. 
Info Needed: Addi�onal informa�on has been requested. 
Report Complete: Alerts user that a report is available. 
Includes the status of Report Published, Copy Published, or 
Revision Published. 
Cancelled: ECE canceled the report because we did not 
receive the required documents within 6 months, or the 
customer ini�ated the cancella�on 

 

IMPORTANT: To ensure that your department/division is 
no�fied when a report is ready to view and download, have 
at least one user with the “Report Complete” no�fica�on 
enabled.  

 

How to add a general email address (for notifications only) 
The administrator of the account can also add a general email address solely for receiving no�fica�ons of 
published reports.  This general email address is not a Dispatch™ user and cannot view reports (unless an 
ac�ve user account was previously created using the same email address). 
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Manage Destination 

How to update account information 
Complete the form to make changes in ins�tu�on name, department, or delivery address.  

 

How to add a new division/department 
Click on the box on the right side of the screen. 
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Fill out the form and click “SAVE.” ECE will be no�fied and will grant the requester access to the new 
division/department.  
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