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User Guide:  Daily Logistics Process

Log into the PaceJet Program
A. Release Tab; Void All orders in this Tab.

B. In Process Tab; Adjust Quantity for the number of orders processed in this tab and Print.

C. All Tab; Use Today’s Date to see how many orders are due today and record.   Count the number of Orders that show Completed and Record.  

D. Planned Tab; Use Today’s date to see how many orders are in this Tab, and Record.

E. Planned Tab; Pull orders from 1 or 2 weeks out if doesn’t’ appear enough for the day, record how many weeks we pulled orders in.

F. Click on Last Gear; (Search, Simulate, Allocate, & Release) takes a few minutes to run.

G. Released Tab; Look at orders in this tab and determine is any orders need to be Kicked back to the Planned tab? ( ex. PCB France Orders, Consolidation orders that don’t belong on this day)
H. Several times during the day Logistics personnel will release orders from the Planned Tab to the Release Tab when inventory for that line / order is at 100 %.  Any order that Logistics would like to process first either due to the size of the order, special packaging requirements needed for the order, or possibly Customer pickup, Logistics will look for this order in the All Tab and enter the Customer Order number. Then click on the first column that shows Pick Order.  See what line of the order you would like to Prioritize to process, then click on the box in the left column of the order, move your cursor down to where it shows Priority then click on the desired number you want, then click the last Blue icon and save.  PaceJet will automatically prioritize orders based on the priority number assigned in the Sales Order.  DX-rated orders will receive a #1 priority and DO-rated orders will receive a #2 priority.  These DPAS-rated orders have a higher priority than other orders and must be shipped ahead of orders with the same ship date but a lower priority.
Toward the end of the day processing orders, Logistics looks in the Planned Tab to determine what orders still need to be process and whether we are still waiting for product to be received into our area able to process.  If product is still needed to be able to process an order, Logistics along with the 2nd Shift Production Supervisor will get in contact with the appropriate Product Group or Final Inspection and determine if product will be available to process for an order or if the order will be Amended?  
I. Ship all orders until Carriers make their pick-ups. Any orders not picked up are to be delivered to the appropriate carrier facility up until their closing times. Ship orders even if manuals are not available, as we will get these the following day, and give to sales to send to the customer. 
J. When all orders have been shipped, run the To Be Invoiced report and reconcile all orders against the report to verify accuracy of quantities shipped versus quantities invoiced.
Note: 

If there is an “Order Verification (OV)” that is not listed on the To Be Invoiced Report, ship the order in the Business System Device (BSD).

If there is an order listed on the To Be Invoiced Report and there is not an OV, then unship the order in the BSD.

Print invoices from Order Invoices/Credit Memo menu. OV’s and invoices are to forward to accounting.

K. Complete tasks listed on form LG006, End of Day Checklist, mark each task (
L. In the event Logistics has an order that is promised to ship that day, and cannot be processed due to some unusual situation, Logistics will attempt to contact the appropriate department contact by email, phone, or paging them to advise them of the issue.  Logistics will place the shipment on their Non-Conforming rack until resolution of the issue.
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