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User Guide: Pick and Pack

Pick
· New Orders and Repair Orders are processed from the BSD or the hand held PDA. (Bar Code Reader)

· Review and highlight log notes to determine whether order has any special instructions or requirements. Log notes are printed on the Order Pick list.
· Pick product for order from location designated by the Bar Code Reader.

· Items are verified for correct quantity and part number as the Bar Code Reader scans them. Scan model number.  Scan serial number when applicable.
· Ensure that each item (all serialized items, with the exception of some IMI Sensors) that requires a calibration certificate has one. Verify calibration certificate checking model and serial number. Calibration date is to be within 4 months of shipment date (IMI 60X and 627 series product families – 12 months after current calibration date). (Check on LG002). If calibration date is more than 4 months prior to shipment date (IMI 60X and 627 series product families – 12 months after current calibration date), refer to instructions below under Unusual Conditions. Return product to appropriate product group for re-calibration of product and updated calibration certificates.
· Perform final check of outgoing materials for manufacturing quality (Inspect for proper identification of product(s) as to correct Model Number, Serial Number and Logo. Inspect cosmetics\etching.) (Check on LG002)  Calibration certificates and appropriate / special documentation should be neat, accurate when accompanying correct product.
· For each model to be shipped, view Single level of BOM in BSD to confirm whether manuals and/or power cords are to be shipped with the order, and to confirm packaging requirements.

· Unless listed on the order as a separate line item, power cords are considered an accessory and not scanned.

· Manuals are printed then bound for applicable product.  
· Non-Conformant Items:

· Non-conformant items may be defined as product or documentation not meeting order specification.

· Depending upon the magnitude of the non-conformance, a Customer Complaint may be issued in the Syteline Customer Complaint module, by following TCS procedure QAM 10 Improvement.
· Return non-conforming item (product, cal cert, etc) to appropriate product group for correction. Place item to be repaired/corrected in a handy bin, place item paperwork (cal certs, etc.) in an ESD approved plastic sleeve, and deliver to product group for correction.

· Logistics retains the remainder of order and paperwork (OV, product manual, etc.) until the item(s) are returned.  When returned, inspect to ensure non-conformant condition no longer exists.

· Order Types and Documents:
· Domestic Orders are shipped to any location within the 50 states. 
· International Orders are shipped to any location outside the 50 states.
Note: Shipments to the U.S. territory of Puerto Rico should be handled how carrier calls out 
(Intl. or Dom.)
· Various shipping and/or product documents are included with each order. The following are defined as shipping and/or product documents:
a) Calibration Certificate

b) Product Manual when applicable.  

c) Special QC (Print the List of Equipment used to calibrate the item from the Dynamic Cart located at: mypcb.pcb.com/Applications/Dynamic-Cart. 
d) CRQC (customer required information, Doc Trak notes appear on Pick List.
e) Certificate of Conformance
f) Packing Slip
g) Invoice*
h) AES / EEI Filing (Shippers Export Document)*
i) NAFTA Cert*
j) Feedback Thank You card (only Domestic new orders, except repairs)
k) Other**

· Certificate of Conformance, Special QC, and CRQC documents are required as per CO Log Notes. After printing, check each document for accuracy, sign, and date each.
· *Documents marked with an * are required for International shipments, depending on order value, destination and customer request.
· **Other documents may be defined as flyers, brochures, promotional announcements, sales literature etc. If such documents are required to be shipped with product, the appropriate group will supply instructions.
· State and Commerce License Orders:

· Process as a normal order (International)

· Add License number to Airway bill in appropriate location.  Number is provided by Sales as a log note on the OV, with any other specific notes for shipment.
· Place package(s) in segregated area (in dock area) and await notification from carrier, to Sales that license receipt has been received. Upon notification, we then release package to carrier
· Signed airway bill goes to accounting, 1 copy goes with order paperwork and 1 copy to sales of all Export Documentation.
Pack

· Verify Bill of Material (BOM) to determine packaging, when product is delivered to Logistics with no packaging.
· If no packaging is listed on the BOM, Refer to division procedures for packaging.

· If not listed in division procedures, reference LG1018 Packaging Container Procedure.

Note: When using slide pack, tape middle seam to prevent package from opening.
· Payment Terms:

· Orders with the following payment terms are placed on Sales Hold and DO NOT appear on the hand-held for processing until the hold is removed:

a) MC/Visa/AMEX

b) Letter of Credit

c) Prepaid & Build

Note: Should any of the above payment terms be listed on an order, contact Accounting and/or Sales to verify the order can be shipped.

· Final Review:

· If order is not shipped on the same day as shipping label was made, shipping information must be updated in BSD.

· If processing an order that will not ship in time to meet the contract ship date, a 1 day temporary Amendment will be made to the order.  
· Attach LG002 Inspection Sheet to Order Pick List.
Unusual Conditions

· If a shipment is delayed due to out of date calibration certificate, notify sales personnel the calibration certification is beyond the PCB 4 month calibration cycle or Customer Required Calibration cycle, and ask for a determination as to what action to take.

· If an order cannot be shipped due to misinformation (e.g., wrong zip code) reasonable attempts will be made to correct and ship on time. Some examples of reasonable attempts to find the correct information are to check web sites for zip code verification, call the sales nightline, etc…)

· Bentley Nevada Orders:


In addition to SM023:

· Only ship complete lines unless order designates other information. 
· Stage completed order in Shipping Room according to ship method, to be consolidated at end of day, or Ship direct if Large Order. 
· Unshipping an Order:

· In the event an order has already been processed and Sales needs to change the address, shipping method, or the order has been cancelled, Logistics will pull the order from the designated shipping rack on the dock.

· Logistics personnel will look at the Customer Order on the label and print the Order verification to verify they have pulled the correct package.
· Once it is established the correct package is pulled, Logistics will cancel the shipping process at whatever stage the order is in, and return product to its original location for orders that are cancelled.
· When Sales is making a change to the “Ship To” address or “Shipping Method”, the carrier’s original label is cancelled in the system and the correct information is entered (scanned) in the system and verified against the new order verification.
· If un-shipped items are to be returned to stock for resale, serial numbers must be amended from an out of inventory status to in.
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