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User Guide:  Receiving Material

General Guidelines:

1. Receive packing list and parts in system as package is being processed (once entered, packing slip accompanies product and delivered to appropriate product group.  Once material is received / verified by group, they need to place the original packing slip into specific folders so these can be picked up by Logistics personnel, then will be held in Logistics department for 90 days, then given to the accounting department for storage.  
2. Logistics cannot receive anything unless they physically touch the material, or receive a written document from the person receiving the material or service, these also are date stamped and filed.

3. Purchasing and accounting cannot tell Logistics, to receive something without a written document, (copy of packing slip, E-Mail from that person).

4. Product that is in the QCS database, a receiver document is printed for material, and acceptance, and then this is given to the product group along with material received.

5. If product is not in the QCS database upon receipt of material, a copy of packing list goes with the package to the product group designated in the user defined field. 

6. If product is / was damaged follow Freight Claim Procedure LG 1008 and use form LG003.

7. Receipt Date must be entered as the date received, if there was a delay in the receipt.  A delayed receipt must be backdated to the day item was on PCB’s dock. 

8. Accounting adjustments (receiving and unreceiving): always re-receive parts back to original location initially used. 
9. Correction of Receiving Errors: when item is returned to Receiving due to error, work with individual returning the item to correct Syteline.

Receive Material in BSD:

1. Open Forms list (Ctrl O), Select Form – Purchase Order Receiving

2. Enter the Purchase Order #. 

3. A list of open lines will appear.  Select the appropriate Line # to receive.  Once the line # is selected, the information for that line will populate in the detail tab at the bottom of the form.
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4. Input the Quantity to Receive.  Note:  In this form, the quantity to receive defaults to zero.  The actual quantity to receive in the BSD should be obtained from the packing slip. 
5. Select the appropriate Location

6. Enter new Lot # on Lot Box if needed in the Detail screen, Lot # Field will be Highlighted and enter Lot #.  The lot number must be created following established guidelines in TA1013.
Note: 


If you do not get a communication box like the example below, it means that the lot number already exists. In order to maintain lot tracability, you must receive with the suffix (per TA1013). 
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7. Tab to make new number.  

8. Select the Receive button.  If this is a QCS item, this message box will appear.  Otherwise, you will see only the message in step 8 below.
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9. A message box will appear.  Select OK.

10. A message box will appear.  Select OK. 

11. The QC Supplier Receiver information form will display. Enter the QC Lot number to match the Receiver Number at the top of the form.  (do not input the comma)
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12. Select the Save icon or press Ctrl + S.

13. Here you need to go to Syteline Reports, select your folder with your name, this will bring up List of documents, select the file you desire and print.   The PO Receiver will generate and display.  Select the print icon to print.
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14. If the PO Receiver report does not automatically display or print.  Go to the form – Report Output files
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15. Select the Filter in Place icon or press F4.  The first record will be the most recent report that you generated.
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16. Select the View button.

17. The PO Receiver will generate and display.  Select the print icon to print.

Blanket Orders:

Blanket order release receipts must be processed in chronological order.  Purchase Orders either Over or Short on Quantity must not be “Over Received”  If there is a question of which line /release and Quantity is correct; the receiving person will contact purchasing for resolution with the packing slip.

For items received on a blanket purchase order, the receiving person must compare the packing slip against Purchase order for:

a.) Correct Part Number

b.) Correct Line and Release number

c.) Correct Quantity ordered.

d.) Correct Quantity shipped

e.) Actual Quantity received ( not the indicated quantity)]

f.) Date or Receipt.

If all data matches the receiving person can proceed with the receiving process.  Note: for accurate Quality Assurance Supplier Performance Tracking, the date the item was actually dropped-off (received) at PCB must be the actual “received date” entered into the BSD.

*Important:  Blanket order released receipts must be processed in chronological order.  Blanket Order lines and /or Releases must not be “over-received.”  If there is a question of which line /release and quantity is correct, the receiving person shall take the packing slip to purchasing for resolution.  

Repairs/Customer Supplied Product:

A. Locate repairs/customer supplied product and separate by:

1. Looking for salesman/customer service representative name.

2. Return material authorization number ( RMA # )

3. Addressed to service, repair, or calibration department.

B. If package is damaged note to repair department.
C. If applicable sends a copy of freight bill along with other paperwork (original freight bill goes in the incoming freight bill bin)

D. If package is received in without a RMA # or PO #, but does have a personal contact noted on the package, or shipping label, Logistics leaves the package as is “Package is Not Opened” and is delivered to the contact person noted on the package, or shipping label.  If the item is a Repair, Recal, or Return to Stock product, once the RMA # information is received, it is the contact person’s responsibility to give the package to the repair department with the RMA information, where the RMA will then be processed.  
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