[image: image1.png]hem: |100-7150-90 - um - FG Type:
O-RING 05 x 032 70BN 018EJ Type:
Revision. 7] Revision Track []Design Release Source:
Drawing Number: [JecN Product Code:
Alternate ftem: - ABC Code:
Buyer: |kkasinski - Cost Type:
[¥] Stocked [¥] Show In Drop-Down Lists. Cost Method:
Item Categories I Related Items User Defined I PCB I Ship.
General [ Planning | Additional Planning Controls Sales Configuration | BOMView | Overview
‘Obsolete and Slow-Moving Inventory
- P
(©) Location
Lot Prefic ° Materiel Status: >
[]SIN Track OLot Reason =
SIN Prefic Last Change:
e e v




[image: image2.png]pCB PIEJ0TRONICS




User Guide
____________________________________________________________________
User Guide: North Carolina Receiving / Shipping 

I. Reference Documents 
1. LG003
Package Damage Notification

2. LG1008
Freight Claim Procedure
3. LG1041
Receiving Material

4. LG1046
Packaging Product for Transfer Orders

5. QA1008
Control of Electrostatic Discharge (ESD)

II. Receipt of Product / Material

A. Verify Incoming Deliveries (Refer to LG1041)

1. Check label to ensure it is our package.

2. Count packages to reconcile with quantity to be signed manifest.

B. Check for Damage (Refer to LG003)

1. Look for visible damage to shipping carton.  If damaged:

a) Have driver note damage on manifest.

b) Fill out Package Damage Notification form (Refer to LG003).

2. Sign your name on manifest when above conditions are met.

III. Sorting of Packages

A. Separate packages according to Air and Ground shipments.

IV. Opening of Packages

A. Employees Packages

1. Note: Any package delivered to PCB NC that has an employees name on the box will be opened and treated as company material unless the box has the words confidential or personal on it.

B. Air and Ground Packages

1. Open air packages first (Next Day Air, Red Shipments, Priority Overnight).

2. When receiving and handling incoming goods, do not take them out of ESD safe packaging (Refer to QA1008).  Also, handle product in a manner as not to scratch, or damage while in transport.

3. Remove dunnage from package, and when possibly, remove product from box.

4. If delivered with a freight bill, place freight bill in bin. Send weekly to accounting in NY.

5. Stamp packing list with date received, circle the P.O. #, verify and circle quantity received, and part number, compared in the BSD system. If no packing slip is found contact purchasing department, it is the responsibility of the purchasing department to track down purchase order information, and make the proper adjustments in the system.

6. Receiving information is entered into the BSD system, items are checked to reconcile between packing slip and purchase order.  Purchasing is notified of overages, shortages, incorrect material and any damaged material received. 

7. Damaged or incorrect material is segregated and placed in a nonconforming area.  Receiving Personnel will then notify the NC Incoming Inspector, Quality Assurance Engineer and/or Quality Manager of the issue.  Once the issue has been investigate, the process specified in “QA06  Control of Purchased Product – Nonconforming Material” will be followed.
C. Review the Packing List
1. Receive packaging list and parts in system, as package is being processed (once entered file in alphabetical order).

2. File packing list by date.

3. Logistics will not receive an item without physically seeing the item in Logistics.

4. If product is not in the QCS database upon receipt of material:
a) place a copy of packing list with the package to the appropriate incoming inventory rack.

b) assigned material a lot # and label for material, indicating item # (if needed) and acceptance of product.

c) verify quantity on packing slip against physical quantity.

5. If a product is/was damaged follow Freight Claim Procedure (refer to LG1008)

6. Once verified against material received, original packing list is forwarded to the Finance department.
D. Receiving in an Item

1. When receiving in a purchase item and it prompts for a Lot Number in the user define field, enter in the lot number and deliver to Quality Assurance receiving inspection hold area for a formal inspection.  
a) The BSD receiver number shall be used as the PCB internal lot number or a lot number created following established guidelines in “TA1013  Product Identification and Status”.
b) There may be additional prompts or alerts indicating additional handling, safety, or processing requirements be addressed by receiving department prior to delivering material to Quality Assurance department or the inventory department.

2. As stated in procedure “QA1034  Receiving Shelf Life items / Updating Expiration Dates in QCS”, if the item is lot tracked, it may also be a shelf life item.  
3. All shelf life material (items) will also have a shelf life interval.  To determine if the purchased part is a shelf life item, perform the following:

a) Go into Syteline and open the “Items” form.  

b) Enter in the item part # and select filter tab.
c) Click control tab. If Lot Track is check and if shelf Life has a value, then this is a Shelf Life Item. 
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If it shows to be a shelf life item, then the item is to receive an expiration label before being issued to the floor.  NOTE: This will be applied by the Incoming Inspector.

4. NOTE: Any internal machined part that arrives without a quality tag or Purchased Part not set up in QCS will be held by Logistic until Engineering makes the determination if item needs to be placed in the QCS System.

V. Distribution of Product / Material Received

A. Package Delivery / Distributing Product / Material to Product Groups

1. Packages are to be delivered to Inventory Receiving area. 

a) Deliver air packages first.  

b) Logistics department takes the item received to the proper incoming receiving table/rack. 

c) It is not up to the logistics personnel to go to the inventory group and explain what is dropped off.  Logistics personnel do not initiate a CAR

2. Deliver all incoming equipment/tools to NC Incoming Inspector.  The inspector will determine if I needs to be calibrated and/or added to the Calibration system or just be used for reference only.
B. SDS Sheets

1. SDS sheets will be forwarded, with item, to the NC Incoming Inspector. 
2. The NC Incoming Inspector will place the current SDS on directory “R:\Quality\SDS\SDS2”.

VI. Shipping

A. Shipping Finished Product (to Depew Facility)
1. Product comes to logistics with a Transfer Order Tag. This will inform logistics what TO and Line number to ship against as well as the product, quantity and ship method.

2. Ensure product is packaged correctly according to LG1046.

3. Logistics references this tag to create a packing slip and ship items in syteline system.

B. Shipping Finished Product (NOT to Depew Facility-End User)

1. Ensure calibration certification is placed in a manner not to cause folds, wrinkles and etc… (e.g.: folder, cardboard may be used)

2. Perform final check of outgoing materials for quantity and manufacturing quality.  Inspect for proper identification of product(s) as to correct Model Number, Serial Number and Logo (if visible).

C. Select the Appropriate Size Corrugated Carton.

1. Use only cartons in good, rigid condition with flaps intact.

2. Do not use cartons with punctures, tears, rips, or corner damage.

3. Carton must be large enough to allow room for cushioning material (bubble pack, rand pak, or loose fill) on all sides of item.

D. Packaging
1. Begin by un-flattening the carton and tape the bottom center seam closed, leaving a two-inch overlap on each end.

2. Use heavy-duty tape designed for shipping, at least two inches in width.  Pressure sensitive plastic tape reinforced with fiberglass is also acceptable.

3. Set carton upright and layer several inches of cushioning material in the bottom.

4. Place the item in the center of the carton, surround and cover with cushioning material, keeping item (s) well away from sides and corners of carton.

5. Use enough cushioning to prevent contents from moving if carton is shaken or jarred.

6. All electronics, that will not be packaged in a kit case, will be packaged using the appropriate designed corrugated insert, to ensure product will not be damaged during transport.

7. Place plastic bag containing product documents, and packing list on top layer of cushioning. Close and seal the container by taping the center seam, leaving a two-inch overlap

8. Place the container on the freight scale and enter in the shipping information in the correct carrier computer or website, or waybill.

9. The address label is a critical packaging element: to ensure proper delivery, use shipping labels with clear TO / FROM format.

10. The complete return address should appear in the top half of the label, the ship to name and address should appear in the lower section.

11. Always include the Zip code, complete street address, and department if applicable for return and ship to locations.

12. Complete carrier transaction by generating a waybill or package identification number and shipping label.

13. Affix the label to the top of the container.

14. Waybill or package ID number must be legible.

15. Use only one waybill or package ID number per container.

16. Packing List and/or Calibration Certificates are placed with parts

E. Unusual Conditions:

1. If anyone comes to the receiving department to expedite the receiving of a package, receive as per standard receiving procedure, only do the receiving ASAP.

2. If a service is delivered directly to a department by a vendor or carrier, that department is responsible to sign for the received goods or services.

3. It is that department’s responsibility to bring the signed documentation to logistics to be received into the system.

F. Nonconforming Items

1. Non-conforming items may be defined as product or documentation not meeting transfer order specification. Depending upon the magnitude of the non-conformance, one of the follow methods may be used to document the non-conformance:

a) If the non-conforming item is transferred (manufactured from a PCB facility), follow the instruction listed on “QA020i Material Disposition Report Instructions (MDR)” as stated the process “TA01 Nonconforming Material Control – Manufacturing Center.”

b) If the non-conforming item is purchased (manufactured “outside a PCB facility), complete and MRR/CAR per the instructions stated in procedure “QA1005 Inspecting a Receipt in QCS” as per the process “QA06 Control of Purchased Product Nonconforming Material”

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