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User Guide: Purchasing Outside Services

· Outside Operations are identified as any process that can not be performed at the original site of manufacturing.  The part number in the BOM should be structured with a prefix to identify the process required.  Reference EN1001 for a list of prefixes for operations requiring outside services.
· Outside Services that do not affect product realization are identified as services contracted due to a production process, but it does not result in a deliverable product to PCB. Material Reclamation Service (MRS) is an example of an outside service as defined above.
A. Outside Operation Process and Creating A Purchase Order (PO): Purchasing creates an Outside Operation Purchase Order by following the steps below:
· Any parts requiring outside operations are delivered to the logistic’s outside operations area and the job paperwork is forwarded to the Purchasing department.
· Purchasing will convert the job operation for outside services to a purchase order, the PO will clearly describe the item(s) ordered which may include the manufacturers part number, the PCB drawing number, testing specifications or other special requirements. It is the responsibility of the Buyer to ensure that the current drawing and revision level located in the Items form along with any other special requirements are communicated to the supplier with the PO.
NOTE:
Not all parts have a drawing in the Drawing field with the prefixed number. In that case resort back to the original part number minus the prefix or for assembly parts look at the assembly drawing for outside processing instructions.
NOTE:
Some parts will not have a reference drawing or revision level to send to the supplier.  If this information does not exist, ensure that the supplier has all the information they require to complete the job required.  

· Converting a Job Operation to a Purchase Order:
· Open the form Job Materials

· Enter the job number found on the top of the paper copy of the job paperwork

· On the Operation drop down select the OUTSIDE OPERATION

· Click on the filter In Place button on the tool bar [image: image7.png]
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· Verify that the part number showing in the Material field matches the parts you are shipping out.
· Verify if the job is set-up as Unit or Lot Quantity.  Contact the Planner for any questions regarding the job set-up.
· Click on the Source tab and verify that the Souce field is set to Purchase Order.  If not, change it and click on Save.

· If needed, enter a prefix for the PO number and save.

· Click on the Source button below the Source field on the Source tab once.  The below message box will appear.  Click OK
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· A purchase Order number will populate on the Source tab.  This job outside process is now linked to this purchase order as noted.  The first box is the PO number, the second box is the Line number on that PO and the third box is the Release number (if a blanket PO).
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· Click on the Source button a second time and the Purchase Order line/release will be opened for this outside process job.
· Verify the correct quantity on the PO matches the quantity of parts being shipped out for processing.

· Adjust the Due Date and Promise Date as needed.

· Enter the Item Cost for this PO on the Costs tab if incorrect from what has auto populated.
· Make sure that any drawing numbers and revision levels are noted on the PO for communication to the vendor. Most outside operations do not contain a revision level.
· If the item being sent out for processing is a component, the drawing number and revision will be found on the component part number in the business system.  For example, compression nut 47481-01 is sent out for plating as p/n PL47481-01 and the drawing number and revision information to be added to the PO is found in the business system on p/n PL47481-01.
· If the item being sent out for processing is an assembly, the drawing number and revision will be found on the assembly part number in the business system.  For example, cable assembly 39864-01 is sent out for machine overbraid as p/n AS39864-01 and the drawing number and revision information to be added to the PO is found in the business system on assembly p/n 39864.
· Add any notes that need to be communicated to the vendor in the notes field tab and save.

· Click on the PO button at the top right of the screen

· Verify that the PO is issued to the correct vendor.

· Add your buyer name to the PO on the General tab and

· If parts should be delivered to a difference location, add drop ship information, (ie: to which PCB building parts should be shipped to.)
· Fill in any required information on the paper copy of the job.  The information required will be noted in the Outside Processing section of the job paperwork (such as PO number, vendor, date, your initials, etc.)
· Print the Purchase Order as follows:
· Click on the Purchase Order Report button on the right hand side of the screen.

· The PO number of the purchase order you were on will automatically populate in the print form.

· Click on the Post Status Changes check box in the middle right side of the form and if notes were added to the order, check the print internal notes field
· Click on Print.  The document will be added to your print file R drive (R:\Syteline Reports\yourname)

· Open this file and print the document.

· Alternate Print Option:  

· Click on Print

· Then click on Preview and from the view window that will show print the document.
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· Include with the job paperwork two copies of the Purchase Order and one copy of the part drawing (if applicable) ALL paperwork go to the next step defined on the router (Logistics Out Processing Shelf).
· Logistics will send the parts out to the vendor and retain the job paperwork with a copy of the purchase order and drawing (if applicable.)
· When the parts are returned from the Vendor to PCB, Logistics will receive them in and match the parts with the respective job packet.

· Logistics will then give parts and paperwork packet to QC for an in-coming inspection, if required. If QC is not required, Logistics will deliver parts to Inventory Control.
B. Outside services are requisitioned by PCB employees per PD2012. In the case of Material Reclamation Service, maintenance will requisition the pickup of scrap material to ensure the use of an approved MRS type supplier.
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