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User Guide:  L&T Shelf Life Material Control Process

Purpose: 
To standardize the ordering, receiving, tracking and control of all shelf life material within the Load & Torque facility
Procedure:
The following steps should be followed for any item ordered at L&T that has a shelf life.

1. Before ordering, the Buyer checks to see if the item is set to go through quality for incoming inspection.  If it is not then the Buyer enters the information needed into QC Items which will automatically route the item through quality.

a) Open up the “QC Items” form in Syteline

b) Type in the part number and click the search tab [image: image7.png]



c) If the page populates with the part information, move to step 2

d) If the Item box turns yellow than the Buyer will need to enter the information needed
e) Type the part number into the first yello box next to Item and press the Tab key.
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2. Buyer then checks to see if the item is set to be Lot Tracked

a) Open the “Items” form in Syteline

b) Click on the control tab 
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Be sure that the Lot Track box is checked
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d) If you are unable to check this box, then you must remove all present inventory.  You will then be able to check the box.

3. Logistics receives the shelf life item.

a) Before receiving item a notification will pop up telling you that this is a lot tracked item.
b) Open the “Lots” form in Syteline.

c) Enter part number
d) Enter Lot number (Julian date followed by PO#)

e) Enter the expiration date

f) If no expiration date is present, make a note on the receiver before bringing to quality for inspection.
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4. Quality receives items

a) Quality inspector checks that the item has at least 50% of shelf life remaining.  If not then item is rejected and returned to the supplier for replacement.

b) Quality prints out a label with PCB Part number and expiration date and places on item.

c) Reciever is accepted and items are taken to purchasing and placed into inventory.
5. Requisitioning from inventory 
a) Technicians must fill out inventory request card.

b) Purchacing will then transfer material from inventory.

6. Logistics runs weekly report to detect upcoming expired product one month out
a) Open the “Lots” form in Syteline

b) Enter < (one month from current date) into the expiration date tab 

c) Enter “null” into purge date so as to not list items that have been previously pulled of the shelf
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d) Export data to excel
e) Delete all columns except Item Number, Description and Expiration Date.

f) Copy data to Outlook and send email notifying relevant parties of upcoming product expiring within 1 month. (Purchasing Manager, all Quality Associates, Production Supervisor, Operations Manager)

g) The Purchasing Manager will use information provided to order new product as needed.

h) Any product that is due on the week of report will be removed from stock and disposed of.
i) Place all expired product on Non-Conforming shelf in Quality lab for proper disposal.

j) Enter the date that the producted was removed from stock into the Purge Date in “Lots”, and save 

�





�





�





�








	
	
	LT1116

	
	                                    PAGE 1 of 4
	REV B


CS001 User’s Guide Template Rev. NR 10/30/08


