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User Guide:  Shipping Customer Orders from NC

LG1037 User Guide:  Shipping Customer Orders from NC

Purpose:


Process involved when shipping orders from North Carolina directly to the customer.


fillin "Enter brief statement of purpose for procedure:"
Responsibilities:


Logistics Management is responsible for maintaining this procedure.  Sales, Operations and Logistics Associates are responsible for carrying out this procedure.

Procedure:

1. Sales and Operations collaboratively agree to ship to a customer directly from NC.  
2. Sales personnel enter a log note on the Customer Order (CO) indicating that NC will ship the CO line.
3. Operations personnel print the Order Verification (OV) report

A. Log into the PCB site. 
B. Open Forms list (Ctrl O), Select Form – Order Verification Report
C. Set parameters as seen below, including the CO # Starting and Ending
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D. Select the Print Doc-Trak Attachments button

E. The Doc-Trak Modal will appear.  If there are documents to print, select and print them.  Otherwise, click on the Cancel button.
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F. Click on the Preview button and print the OV.
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4. Operations personnel verify adequate information to ship the order.  Contact Sales for clarification if;

A. Ship To information is invalid, such as PO Box address or a Blank ship to address

B. Log note approval entered for NC to ship the line (not required for Bently orders)

5. Operations personnel deliver the product with a copy of the OV to NC Logistics personnel.  
6. NC Logistics performs the Transfer order transactions in the BSD from the NC site.
A. Open Forms list (Ctrl O), Select Form – Combined Transfer Order Ship/Receive
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B. Input the Transfer Order # and Line #
C. In the Detail tab, 
i. Input or select the appropriate From Location
ii. Input the Qty to ship
iii. Enter the To Location “LOG 1-NC”
D. Select the Ship/Receive button.
E. Skip to step 5 unless you receive this message, then go to F.
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F. Select OK to the message above.  Click on the serial numbers tab

G. Change the Generate Qty field to match the Qty on Hand
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H. Select the General Serial button and press F4

I. A list of serial numbers will appear in the Serial numbers box.  Select the specific Serial number(s) that are being shipped
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J. Select the Ship/Receive button.

7. Print the Transfer Ship Packing Slip Report.  
A. Open Forms list (Ctrl O), select form – Transfer Ship Packing Slip
B. Select the checkbox Print Internal notes, enter the TO # range and the TO line # range.
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C. Select the Process button.  Modal form will appear.  Select the print button.

8. Send an email to Logistics Management, copy Sales and include the following information
i. CO #
ii. Line #  

iii. Part #

iv. Qty

v. *Box size/Dimensions

vi. Weight

vii. Tracking #

*When using a standard PCB box, provide the box # such as #13, #5, etc.  If using a non-standard box, provide the dimensions of the box.
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9. Depew Logistics personnel transact the shipment in the BSD and email a copy of the Packing Slip to the Requestor.
10. NC Logistics personnel verify that the packing slip matches the shipment
i. Ship to address

ii. Ship method

iii. CO #

11. NC Logistic personnel perform special packaging/shipping instructions required by customer, if applicable.
12.  NC Logistics personnel attach the packing slip to the package 
13.  NC Logistics personnel stage the package for carrier pickup.
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