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User Guide: Inspecting a Receipt in QCS

NOTE: Inspectors are responsible for maintaining an effective inspection process.  Prior to performing inspections per this procedure, employees are required to validate receiving history accuracy regarding Ship-To-Stock (STS) status for each product.  In the event product is found eligible for STS status (procedure QA1005) prior to inspection, adjust the QC Items test information to accurately reflect new status (ensure the Frequency number has been revised to indicate “10” receipts) per procedure QA1010.  The product may now be accepted without inspection and moved to inventory.  For those items identified by quality managment and/or engineering as not eligible for STS, the requestors name and date shall be recorded in the Test.
A.  Go to the “QC Supplier Inspect/Dispostion” form.  This form is used to select a receiver to disposition and to record test results against that receiver.
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Enter the Receiver Number and hit the filter button. [image: image2.png]



1. Entering Test Data

2. Enter MFG Lot# & EXP Date (when applicable) in notes field.
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a. From the “QC Supplier Inspect/Disposition” screen, choose the “Record Tests/Defects” button.
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b. Enter Inspector Number. Enter QC lot# (EXAMPLE: If Lot tracked use format: 19123W1234567, and if not lot tracked enter the Receiver Number.)
c. In the Lot Field enter the Manufacturer Lot Number, if not available use an equivalent traceable method (EXAMPLE: invoice number, work order number, sales order number.)
d. Enter Drawing Revision

e. Batch/Summary Tests Tab – allows you to enter data for the entire lot.

i. Select “Generate Tests”

ii. Enter data

iii. Save data

f. Each Tests – allows data entry for each part (used if serial tracking is selected).  If item is QCS serial tracked, one entry will be created for (and associated with) each serial number that exists for this receiver.  If you need to create serial numbers for this receiver, use the <Generate Serial> button.
B.  Dispositioning the Material


1.  Press the “Disposition QC Receiver” button.  This will bring up the following screen:
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2.  Enter the Inspector Number.

a) Accepting Product
i. Quantity:  Enter the quantity to accept for this transaction

ii. Reason:  Enter a valid QC Reason; its description will display.  
1. Disposition:  Enter a valid Disposition; its description will display.  (Note:  If receipt is for an outside process that is listed as a step on the Router, then type in “JOB” “Accept, No Move” otherwise choose “MTS – Move to Stock”).
iii. Print Accept Tags:  Acceptance tags are saved to R:\Syteline Reports\User Folder and must be printed from this location.
iv. # of Tags:  Enter the number of ‘Accept’ tags to be printed for this transaction.  Defaults to 1.
v. Press “Process” button.

vi. Move Product

1. After accepting product the “Quantity Move” screen will automatically load.

2. Enter the “To Location” 
3. Press “Process” to move accepted quantity.

4. Stamp or initial the Acceptance Tag.  Place Acceptance Tag with parts to move to stock or next operation.
5. File the Certificate of Conformance (if applicable)
i. When PCB part number does not appear on C of C (example manufactures C of C for epoxies, chemicals etc). a copy of the packing slip containing the PCB part number, PCB PO# or another form of tracability to verify proper product was received.
b) Rejecting Product
i. Quantity:  Enter the quantity to reject in the QC MRR/HOLD field and press Tab key.

ii. Prompt will appear asking if an MRR is required.   Answer Yes to the prompt.
iii. Press <Process> key.  
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iv. The quantity move screen will appear.  Select “QC ENG” for Depew or “NC Containment” for Halifax as the location to move to and select <Process> key. 

v. After rejecting a receipt, enter the MRR#  in the notes section of  QC Supplier Inspect/Disposition in QCS for future reference.
C.  Moving Parts on a Router to the Next Operation


1. After material is dispositioned, open the Unposted Job Transactions form.


2. In the “Transaction Type” field enter “Move”

3. Scan or type the job number in the “Job” field


4. Tab over to the “Operation” field and scan or type the Operation Number


5. Enter the quantity completed in the “Completed” field and hit the tab key


6. If the quantity completed equals the total quantity on the job, then check the “Oper Complete” box.


7. Save the data by selecting the Save icon.
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