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User Guide:  Machining Center Handbook

Section 6.0 - Documentation
6.1 Router

6.1.1 Upon completion of a router operation, the router is to be stamped, dated and completed quantity identified by the operator completing this operation on the router in the appropriate location. Use ink only. Erasing, use of correction fluid or labels which cover information are not permitted. If information is incorrect, draw a single line through the incorrect data, initial or stamp and date the cross out.
6.1.2 No empty blanks are allowed on records (unless blanks are accounted for by the use of an N/A with line running through applicable portions as defined in reference example below).
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6.1.3 When entering a date onto a record, it must include month, day and year.

6.1.4 Control Point Operation steps, indicated on the router with a barcode by the operation number, must be reported in Syteline, either directly or through Shop-Trak. For these operation steps, employee signoff with date, time and quantity completed are also tracked electronically (MS1053 ShopTrak User Guide).  

6.1.5 Prior to working on parts, employees must verify that the previous operation has been properly documented as per 6.1.1 and 6.1.2.  For all operations, the quantity in the received field must match what was physically received at the current operation.  If this verification fails, the parts must be returned to the discrepent operation for correction or notify your supervisor or their designee to correct.  

6.1.6 All parts must be accounted for either through a move or scrap transaction per MS1053. Srapped parts may not be disposed of without proper documentation. Non-conforming parts must be placed on a DMR or tagged as scrap per MS 1078h Section 8. Scrapped parts passed to the next operation for set-up, must be etched “scrap” and/or dyed red and/or tagged “set-up”.
6.1.7 Split Routers

Routers may only be split by an authorized PCB employee. Split routers are used to move parts through the system for the purpose of expediting small quantity orders to meet customer needs. A split router is created by copying the entire router including any material certs, inprocess reports, etc. and obtaining a printed original drawing (from the network) to pass along with the split parts and by stamping “SPLIT” on all router pages. At the split operation on the original router, quantity split, remaining balance, date and initials of who performed the split must be recorded. For each split (copied) router, the operation must be completed for the split quantity per 6.1.1. Upon final completion of initial operation, ensure quantities of split routers are accurate and when added together equal the original quantity issued to the job.
6.1.8 String Routers

String Routers may only be created by an authorized PCB employee. String routers are used to move parts to the next operation for the purpose of expediting orders to meet customer needs. A string router is created by copying the applicable page of the router and obtaining a printed original drawing (from the network) to pass along with the string parts and by stamping “STRING” on the copied router page. At the string operation on the original router, the quantity moved, date and initials of employee who performed the string must be recorded. Each string router must note quantity moved, date and stamp of employee moving parts. String routers may only be used to move parts to the next operation. String parts must remain at the “string to” operation until all parts arrive from previous operation. Once all part quantities have been reconciled at the "string to” operation, all “String” routers are to be discarded and parts are to rejoin the original routing. 
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