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User Guide:  Updating Supplier Status in Syteline 

This procedure applies to the PCB plants in Depew, NY and Halifax, NC.
Purpose:  The purpose of this document is to provide guidance on a supplier’s (1) Status assignment, changes to Status, and conditional Status and (2) acceptable Approval Method as denoted in the Vendors form in the BSD.

Scope:  This User Guide details the requirements for a supplier’s status assignment at any point in time. It is intended for anyone with the authority to change this field, currently, the Director of Quality, Purchasing Manager, and Supplier Development Engineer.
Reference Documents:  This User Guide is based on the process detailed in PD01 – Supplier Approval Process. Changes to this document must not conflict with requirements in PD01 and must always be checked against PD01.

Requirements:
1) From the main menu in Syteline, choose “Vendors” [image: image5.png]



Figure 1
2) In the “Status” field choose one of the following:

Note: The Depew facility SDE, or designee, is responsible for monitoring and maintaining the status of approved suppliers. Change in status to “L” or “P” shall be documented in the notes field in the Depew database (PCB) with date & initials. Status in the Halifax database (NC) is compared weekly and updated to match the Depew database (see section 5).
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1 Certified Quality System x x x x Cert Expiration

5 Customer Approved x x x Annually

2 On-Site Audit x x x x 3 Years

3 Self Survey x x x x 3 Years

4 Historical Data x x x x Annually

N/A x x x

NULL x x x

Approval Method

Status - Level of Approval


Figure 2
A. “A” – Approved  - These suppliers are approved for production procurements within the scope of the Category field from the Vendors form in the BSD that is further defined in PD123 - Vender Category & Self Survey List. For suppliers providing product that is re-distributed by PCB (i.e. extension cords, cables, etc.) and is not tested or manufactured by PCB, the supplier shall have an ISO 9001 (or equivalent quality management system standard) certification, and/or a documented on-site audit survey completed of their quality management system demonstrating compliance to requirements.
B. “R” – Rejected – No new purchase orders, production or non-production, are allowed for Rejected suppliers.
C. “P” – Probation – Purchase orders can be issued to a supplier whose status is P. The buyer receives a popup message when POs are issued to a supplier on Probation. Details or restrictions placed on a supplier shall be recorded in the corresponding Vendor Notes.  A supplier may be given Probation Status in the following circumstances: 
i. New suppliers whose Approval Method Rank is 2, 3, or 5 (see Figure 1) are given 30 days to satisfy PCB’s supplier approval requirements. The Cert Expiration Date on the PCB tab in the Vendors form is updated to one month from the day Probation is granted. Suppliers that do not return the survey will be Rejected - “R”.
ii. Existing suppliers with a documented quality or delivery issue in the BSD may be placed on Probation and given up to 90 days to remedy the issue. The Cert Expiration Date on the PCB tab in Vendors form is updated to a maximum of three months from the date Probation was granted. 

D. “L” – Limited – This is a conditional level of approval. Procurements from a supplier with Limited status shall be constrained by the scope of the limitation detailed in the corresponding Vendor Notes. A Limited supplier does not meet all of PCB’s quality requirements in full satisfaction, e.g. record retention.
E. “E” – Exempt – Exempt suppliers are not required to demonstrate an approved quality system is in place because its products and services are not part of the finished product shipped to customers by PCB, and they do not have a significant effect on product realization. (see PD123 Vender Category & Self Survey List).

NOTE: Expirations are monitored periodically, but at a minimum, every 31 days (see section 6 below). The supplier review can result in change of Status or extension of the probationary period. Extensions shall be documented in Vendor Notes.

3) Choose the appropriate Approval Method on the PCB tab in the Vendors form (see Figure 1). 
A. “Self-Survey” - A supplier’s Approval Method may be a self-survey that is completed by the supplier and approved by the Quality Manager and Supplier Development Engineer. Self-Surveys are valid for three years, and the Cert Expiration Date on the PCB tab in Vendors form tracks the expiration. Updated Self-Surveys are requested when it is the listed Approval Method.
i. Electronic copies of the Supplier Self-Survey shall be stored in R:\SupplyChain\Purchasing\Self Survey and Letter and Form directory.  

ii. Suppliers providing material reclamation services (Vendor Category = MRS) shall provide a blanket certificate of destruction for the material collected. An on-site audit by PCB is required to ensure that the MRS vendor has positive controls (security) in place to prevent parts from re-entering service before destruction.

B. “Certified Quality” – The supplier has a third party AS or ISO Quality Management System certification in good standing, e.g. AS9100, ISO 9001, etc. 
i. Suppliers providing calibration services (Vendor Category = OSC) must have ISO17025 Accreditation and copies of their ISO 17025 certification and Scope of Accreditations shall be Doc-Tracked.  
ii. It is preferred that suppliers providing testing services (Vendor Category = OST) have ISO17025 Accreditation, however, an OST supplier may be approved through other acceptable methods.

iii. Surveys and certifications not accessible via the supplier’s website shall be filed in R:/Supply Chain/Purchasing/Supplier Survey Letter and Form.  These documents may be Doc-tracked to the Vendor Form in Syteline, but are not required to be.

iv. If “Certified Quality” is chosen as the Approval Method, the date that the certificate expires shall be entered in the Cert Expiration Date field. Exceptions are allowed for a supplier put on Probation. In those cases, the Cert Expiration Date with be the Probation review date.
C. “Customer Approved” – The supplier has been mandated by a customer contract requirement and is not used by PCB otherwise because the supplier does not meet PCB’s quality approval requirements. Customer information is detailed in Vendor Notes, and Status for Customer Approved suppliers shall not be “A”. The Cert Expiration Date shall be set at one year, and the supplier’s quality and delivery performance will be reviewed and documented in Vendor Notes in the BSD annually.
D. “On-Site Audit” – the supplier has been approved based on an on-site audit performed by PCB personnel. PD103 Supplier Quality Assessment shall be completed during the on-site audit. The audit approval will be valid for three years and shall be entered in the “Cert Expiration Date” field.
E. “Historical Data” – “Self-Survey” suppliers may become “Historical Data” suppliers after three years when the Self-Survey expires. Quality and delivery performance are reviewed and recorded annually in Vendor Notes to determine if any actions are required. Cert Expiration Date shall be set to one year from this performance review.

4) Cert Expiration Date is entered on the PCB tab in the Vendors form (see Figure 1). This is used for the purpose of identifying the suppliers that require review of their Approval Method by the SDE. The Cert Expiration Date is a reporting field and is not tied to a buyer’s ability to place a purchase order. A buyer’s ability to place purchase orders is dependent on a vendor’s Status. “A”, “P”, “L” statuses shall not have a Cert Expiration Date greater than 45 days in the past.
5) Exclusions – Any deviation to these approval guidelines shall be clearly documented and justified in Vendor Notes.

6) Vendor Status Conflicts Report
 - Every Thursday morning, an automatic report is generated in Business Objects that compares the “Status” of all suppliers in Depew to Halifax.  The Purchasing Manager and SDE receive the report via email. The SDE reviews and corrects discrepancies so that suppliers have the same status in both BSDs. An example of that report is below:
[image: image3.emf]
7) Generate and review the list of suppliers where Cert Expiration Date has passed or one year has passed without activity for supplier categories: AMP, CRY, OCM, PCA, PCB, PCK, SUAK, SUAN, SUBK, SUBN per PD2043. The Supplier Development Engineer or designee shall run a Supplier Status report from Syteline for Depew on the first business day of every month (see PD2033 Running Approved Supplier Report).  This report provides the listing of the Suppliers that require review for new Approval documentation.
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