[image: image3.png]pCB PIEJ0TRONICS



[image: image4.png]



User Guide: Quantity Move
  

1Purpose:


1Related Documents:


1Responsible:


1Instructions:




Purpose: To provide instruction for performing quantity moves in the BSD.
Related Documents: None
Responsible: Maintained by Inventory Supervisor, Carried out by Inventory Control and supporting area personnel.
Instructions:
1. Open form Quantity Move using Form, Open, Quantity Move
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2. Populate the form as follows:
a. Item: Enter item number to be moved and hit tab.  This populates the item description and quantity on hand fields.
b. Quantity: Enter quantity to be moved.

c. From Location: Select the location you are moving the item from using the drop down menu.
d. From Lot: This field is only available if the item you are moving is checked as lot tracked. If the item is lot tracked, select the Lot number of the item being moved by using the drop down menu.

e. To Location: Select the location you are moving the item to using the drop down menu. If the location is not in the drop down and if you have permission you can add the item location relationship in the form by entering the location you are moving items to.
i. If you do not have permission, see the Inventory Supervisor to add the relationship.

ii. If this is a new item location relationship, you will get a pop-up as noted below.  If this is what you want to do, hit ok.  If not, hit cancel.
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f. To Lot: This is automatically populated when you select the from lot.
g. Click Process
3. Moving Shelf-life Materials

a. For materials with a limited shelf life that are stored at point of use (e.g. reels of heat shrink and epoxy), make sure that material is moved to the new location and not issued.  Issuing the material to the point of use location will create a loss in traceability to the expiration date in the Business System.
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