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Purpose: To provide process steps in pulling/preparing Transfer Orders for other PCB sites.
Related Documents:
 
TA1244 Product Handling, Storage and Inventory Users Guide
TA1085 Amplifier Handling and Preparation Users Guide
Responsible: Maintained and carried out by Inventory Control. 
Rules:  All Transfer orders will be pulled / shipped by Due Date, and or by priority request.
Instructions: 

1.  Go to PCB Transfer Orders Ready to Ship Report
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A. Leave defaults:

a. TO Status:  Ordered and Transit checked, Complete unchecked

b. TO Line Status:  Ordered and Transit checked, Complete unchecked

c. Scheduled Ship Date: Current Date

B. Sort By: select Location from drop down

C. FROM Site (Starting and Ending): select your local instance (pcb,nc,farm,nys,provo)
D. TO Site (Starting and Ending):  leave blank or select if ship to multiple sites.
E. Select print

A excel spread sheet will be created in the users Syteline reports folder

a. Click on location column and put in alpha/numeric order, this will help the TO picker to go from area of picking only once.

2. Pull all available parts using handling / packaging procedures TA1244 and TA1085.
a. If you have issues finding the parts, ask your supervisor

b. If you have questions about the TO quantity/due date/ship Via – contact the planner or buyer of the part.
c. If the quantity to ship is less than the current package quantity (i.e. tray has 100, you need to ship 50; bag has 30, you need to ship 10). If Tray item is lapped or has a TR designation the part MUST remain in a tray.
i. Find the appropriate packaging (per TA1244 and TA1085), move the quantity to ship to the new package.  Create a label for the package. If item is Lot tracked carry the Lot # from which the material was pulled from . If multiple Lotsare used in the picking of a item, the Lots must be separated to maintain Lot tracability
ii. Go to PCB Inventory Labels  Form
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A. Enter part number

B. Enter the Job/Receiver or Lot number from the original label (bottom right corner)
C. Quantity of labels to print 

a. ex. if you have 3 packages of Item x with 25 units each with same Job/Receiver or Lot – select 3)
D. Quantity of units you want on each label and associated Lot #
a. In example – you want each label to have qty of 25
E. Select the correct Label Printer from the drop down box.

F. Select Print 
d. Put the labels on the packages
3. Do the Inventory Move Transaction and create a Packing List for each Item/package.

a.  Open two Forms:  Transfer Order Ship and Transfer Ship Packing Slips
b. Note: each package of the same Item that you will ship together, requires a Packing Slip.  Ex.  3 trays of the same Item – make 1 Packing List for the total quantity, put rubber band around the three trays and put the Packing List under the rubber band.
                          Complete the Transfer Order Ship Form (current date will default)
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c. From the PCB Transfer ready to Ship report Scan the TO # and line #.
d. Item, Description will fill in – verify the Item matches the Item for that TO / TO Line number.

e. Verify that the From Location information is correct – if you pulled from a different location, use the drop down to select the location you took the parts from.

f. If Lot field is populated – veryify that the Lot # of the units pulled are the same.  If not, use the drop down to select the lot number that matches the lot number on the label.
g. Quantity will populate with the TO Line Qty --- IF you are shipping less, update the quantity to the actual quantity shipping.
  
h. Hit the Ship Button to process the item being shipped.
i. IF the Item is serialized

i. Select the Serial Numbers tab

ii. Select “Process” – a list of Serial #’s will populate with a checkbox next to each
iii. Check the box next to the Serial Number(s) of the items being shipped (Verify the count is correct for the amount being shipped or requested)
iv. Select Process

j. Hit the Ship Button

k. Complete the Transfer Ship Packing Slips Form  (leave all defaults)
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l. Enter/Scan  the Transfer Order Number in both the Start and End locations on screen

m. Enter/Scan the Line number in both the Start and End locations on screen
      

n. Hit Process  
o.  A second screen will appear where you verify all information. 
p. If correct, Select Print 
4.  Box all items for shipping
a. You can split Items into multiple boxes to manage total weight – but do not split packages that are on the same Packing List.  
b. Mark box(es) that have Items with a Ship Via of: Next Day Air
5. Deliver the boxes to shipping 

a. Make sure that Shipping is aware of / has a place to put boxes that need to ship Next Day Air. 
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