[image: image1.emf][image: image8.png]pCB PIEJ0TRONICS




User Guide: Requisitioning Parts & Services from External Suppliers

Procedure:

If a formal drawing has not been completed, any personnel requesting parts (specifically made to PCB specifications) from outside vendors must first obtain a controlled drawing from the Drafting Department by using the Engineering Change Order/ Work Order Form DD002.

NOTE:
Formal drawings are not required for standard "off the shelf" or "catalog" items such as resistors, capacitors, switches, certain connectors, power cords, etc... 

NOTE:
Engineering Department drawings will be accepted in lieu of a formal drawing for prototype parts only and as long as the parts will not be used on Program products and it is scanned on G Drive in accordance with process map EN07 (Engineering Print Process Map).  The person creating the requisition must verify that the revision on the Engineering drawing matches the revision shown for the part in Syteline.

The Requisition Initiator completes the Purchase Order Requisitions Form in Syteline.  See the following instructions :
Requisition Creation
· Open the Purchase Order Requisitions form in Syteline 
· To start a new requisition click on the new button in the tool bar. [image: image9.png]



· Enter the prefix, as applicable from Table 1 below, and a question mark (?) in the Requisition field.  By using the “?”, the system will find the next sequential number to use for that given prefix.  

Note:  The Requisition filed is a required field but if you do not enter a prefix and “?”, the system will find the next sequential number with only digits.  

· Click on Save to populate the next sequential number and to proceed. 

· The Requester field will populate based on your login user id.

· Click on the “Lines” button on the right hand side of the screen.

· The Purchase Order Requisition Lines form will automatically open in new mode ready to add the first line to the requisition.

PO REQUISITION PREFIX CODES 

                    (TABLE 1)

	A
	Accelerometers

	CP
	Crystals

	E
	Engineering

	EL
	Electrical

	ET
	Etch

	G
	GEP

	HC
	Hermetic Connectors

	I
	IMI

	IT
	IT

	L
	Logistics

	M
	Marketing

	MIC
	Microphone

	MS
	Machine Shop

	N
	North Carolina

	P
	PFT

	R
	Repairs

	T
	EMIT

	U
	Utah

	W
	Weld

	WE
	Engineering – QC inspection required

	WEN
	Engineering – QC inspection not required

	XB
	Micro

	V
	Vibe

	QA
	Quality Assurance


Ordering Items with a PCB part number:

· Validate if the part number requires PPAP and if the vendor is approved prior to ordering.  If the PPAP box on the Items form on the PCB tab is checked, contact the Buyer to determine if the PPAP is completed and approved to purchase from the vendor.
· If the vendor’s PPAP status is Accepted, Interim Approval or In Process, you can proceed with the Purchase Requisition

· If the vendor’s PPAP status is Rejected, an alternate approved supplier should be selected.  If an alternate approved supplier is not available contact the Supplier Development Engineer for further instructions.

· If the vendor’s PPAP status is Unspecified, the PPAP process has not yet been started.  The requirement for PPAP should be reviewed by the Buyer, Engineer and Supplier Development Engineer.
· Enter the item number in the “Item” field and hit the Tab key.

Note: If cost is 0 you will get a warning. Accept and continue.  

· In the Requisition field, select from the drop down list the delivery requirements.  PCB standard delivery is “GND” for ground shipment unless a specific need requires alternate options.
Note:
Shipping Method does not print on the requisition form or transfer from the requisition to the PO. The requisitioner has to manually write special instructions on the Requisition or the default Ground collect will be used.
· The Due Date will automatically populate based on what the lead time is in the Vendor Contracts form and the creation date of the requisition.  This can be modified to identify your need date.

· Enter the quantity required.

· The UOM field will be populated based on the unit of measure on the Items form for this item number.
· If a vendor contract exists, the vendor field on the General tab will be populated with the Rank 1 vendor.  This can be modified if needed.  (See below for help in finding a vendor number.)
· The Buyer field will populate with the buyer listed on the Items form for this part.

· The purchase cost on the Costs tab will be populated from the Vendor Contracts price breaks (if any) for the vendor identified.  If no pricing exists on the Vendor Contracts form, the cost will be populated from the Item Costs form (Items current unit cost). 

· Save any changes made to the form.  

Ordering Items without a PCB part number:

· Enter the supplier’s item number or text in the “Item” field and hit the Tab key.

Note:
A validation prompt will warn that “Item that has [Item: xxxx] does not exist.”  Click OK to continue.
Note:
A message will display “Obsolete Date is Dec 31 2001 12:00AM for Account that has [Account: 51005] and [Site: pcb].”  This is referencing the default GL account number.  You will need to change the GL account on this line before you can save the line.  Reference PD110 – GL Account Reference Guide for help in picking the correct GL account for the item being requested.
· Enter a description for the item ordered.  When ordering equipment,  reference relevant supplier quotations,  PCB specifications,  Term & Condition agreements, or addendums in the description as they apply to your order.
NOTE:  When ordering an item from the Approved Capital Equipment list, known as the CAPEX list,  the item description must include the CAPEX list CRTL#.  The CRTL#  must appear on the purchase order so that the purchased item can have traceability back to CAPEX list.  The CAPEX list is located in R:\ Policy Deployment \ CAPEX
· In the Requisition field, select from the drop down list the delivery requirements.  PCB standard delivery is “GND” for ground shipment unless a specific need requires alternate options.

Note:
Shipping Method does not print on the requisition form or transfer from the requisition to the PO. The requisitioner has to manually write special instructions on the Requisition or the default Ground collect will be used.
· The Due Date will automatically populate with today’s date.  This should be modified to identify your need date.

· Enter the quantity required.

· Enter a unit of measure for this item and quantity obtained from the suppliers sale unit of measure.
· Enter the vendor number in the Vendor field. (General Tab) (See below for help in finding a vendor number.)
· Enter the Purchasing buyer name (if known)

· Enter a valid GL account number for the product being ordered. (General Tab).  This is a required field and you will not be able to save the line item if a valid account is not entered.  Reference PD110 – GL Account Reference Guide for help in picking the correct GL account for the item being requested.
· Enter the suppliers material cost of the product being ordered for the unit of measure. (Costs Tab).  Only enter “Material” cost, do not enter any freight, duty, etc. costs on this tab.  No requisition will be processed without a price.  Contact Purchasing if assistance is needed in obtaining a price quote.
· Save any changes made to the form.  

Adding Notes to a Requisition or Requisition Line:

· Click on the Notes button on the tool bar from either the Requisition form or from any Requisition Lines form.  Notes on a Requisition form are pertinent to the entire requisition while notes on individual lines are pertinent to that line item only.
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· All notes require a Subject.  You will be required to enter a Subject before you will be able to save the document.

· Enter any relevant information in the Note section.

· If the note is for internal communication, put a check mark in the Internal box.  If this box is not checked, the note is considered an external note and will print on the Requisition and subsequent Purchase Order to the vendor.
· Click on the “Attach File…” button to attach drawings, quotes or other documentation to the requisition.  Select the file you want to attach.
Note:
The file being attached must exist in a location that is accessible to any user who might access it from the note such as a shared drive.  
· Save any changes made to the note.  

[image: image3.png]Infor ERP SL (pcb)
Form Actons  Edt View Window Hep

EEARNXIBEAQ K NIEER]

Welcome  PCB Piezotronics, Inc. | Sign Ot

o

Jaiojdx3

Subject:

Oirtemal Attach File
Reusable Open Attachmer.

Sustern

‘Attach Detach Reusable

Open ttachment. . (Object Note 1 of 1) (Linked to Purchase Order Requistion Lines) UM en-L15 soseed oy o





Finding a Vendor Number in Syteline:
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· While in the Vendor field, right click and select the “Find” option.
· This will open the Vendors Query form
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· You can query by either Vendor Number (Vendor) or Vendor Name (Name).

· Enter a portion of the vendor you are looking for followed by the * (asterisk) such as Digi*

· Hit the Refresh button.

· From the grid on the bottom, select the vendor to use by either double clicking on that line or by clicking on that line once and then clicking on OK.

· The vendor name and number will be populated on the Requisition Line form for the vendor you selected in the query.

Note:
If your vendor cannot be located in the list, the vendor is not yet approved.  Enter the vendor name, address and any other pertinent information as a note on the Requisition Line and contact Purchasing about using this vendor.  The Purchasing department will need to begin the approval process before any orders can be placed with this vendor.
Printing a Purchase Requsition Form:

· From the Purchase Order Requisition Lines form, click on the PO Req Report button on the right size of the screen.

· The Purchase Requisition Report form will open.

· Put a check mark in the Print Cost check box

· If there are Internal Notes that need to print on the requisition, put a check mark in the Print Internal Notes check box.

· The form will populate with the requisition number of the requisition form you were entering as the starting and ending numbers.  You can change this number to print additional requisitions or to print a range of requisitions.

· Click on the Preview button at the bottom of the form to see the requisition on the screen and print.

· When the Purchase Requisition Report appears on the screen, click on the Print button at the top of the page to print.

· Submit the printed requisition form to department management for the appropriate approvals.

· Once the form is approved, submit the Purchase Requisition form, any drawings, quotes and other pertinent information to the Purchasing department for processing into a Purchase Order.
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Receipt of your Requested Product:

Purchasing will convert your Requisition into a Purchase Order within Syteline.  Once this conversion is complete you will notice that the status of your Requisition is changed to “Converted.”  You will be able to reference the Purchase Order(s) number that your Requisition Lines were converted into by looking at the bottom of the Purchase Order Requisition Lines form.  The first field will show the Purchase Order number, the second field is the PO line number and the third field is the PO release number (this will be a zero unless the requisition was converted into a blanket purchase order). 
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When the items are delivered to you or the designated area, verify that the parts you received are the correct parts ordered.  If not, contact the purchasing Buyer to process a return to the supplier.  Return any PACKING LISTS received to the Logistics Department.  
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