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User Guide: Opening of Packages

1. First Process Next Day Air, Red Shipments, and Priority Overnight packages.
2. Deliver RMA’s (Customer Repairs) to the Repair Department.
3. Process Ground packages.








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

5.
When receiving and handling incoming goods, do not take them out of ESD safe packaging.  Handle product in a manner as not to scratch, or damage while in transport.

6. 
Process:

a. Stamp / Record date received, and write down the location product will be given to on Packing List.

b. Verify / Receive P.O. #, Quantity Received, Correct Line of PO, and Part Number, compared in the BSD       system.  
Compare line and release number Quantity ordered and Quantity Shipped as well as date received.   
1. Make sure we receive Quantity received, not Quantity ordered.  
2. For verification of quantity, material / product is visually inspected against the packing slip.  
3. Verify location where product will be moved.  
a.  Identify who requisitioned the product by using the User Define Field. 
b.  If no packing slip is found, Receiving person will check with purchasing department to find out where to deliver product.  Inventory Control validates to receive the item, in the Primary location in the system.   
c. If there is an error on the PO it is the responsibility of the purchasing department to track down purchase order error information, then notify the receiving person of the corrected information.     

	
	Opening of Packages User’s Guide
	LG1042

	
	                                    PAGE 1 of 1
	REV C


CS001 User’s Guide Template Rev. NR 10/30/08


