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User Guide:  C&S Resource Load Report Generation

1Purpose:


1Related Documents:


1Responsible


1Instructions:




Purpose: To define the process for updating the C&S Resource Load Report Workbook.  The Resource Load 
Report shows a summary of backlog, 8 week demand outlook, and WIP by work center, start date and end date.

Related Documents:

Resource Load Report - Excel File for each corresponding production area.  File location: R:\Operations\C&S Resource Load Report
Responsible: C&S Operations Manager is responsible for the content of the Resource Load Report.  The Supply Chain Administrative Assistant, Operations Administrative Assistant or Planner are responsible for importing the data into the spreadsheet and updating and saving the file.
Instructions: 

1. Exporting the 8 Week Outlook Data.

Open the Excel Resource Load Report file for the production area you are running this report for.  File location: R:\Operations\C&S Resource Load Report

Open the “Material Planner Workbench Generation” form in syteline.  Note: this can’t be run at the same time the planner is running their bench as the demand will not show on both.
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Enter an ending date that is 8 weeks out from today’s date.  The date can either be typed, or chosen from the dropdown calendar in the “Ending Date” field

Enter the assigned buyer name in the Buyer field for the production area you are running the report for. 

Examples: Micro, HCD, XTALS

Click the button labeled “Process”.  Syteline will acknowledge the request has been processed as seen below 
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Click OK

Open the Material Planner Workbench form by clicking on the “planner workbench” button.

On the Material Planner Workbench form, the field labeled “view” has a default setting of purchased.  Click the dropdown arrow for this field and select “Jobs”.  This will populate the Material Planner Workbench.  Export the data from the planner workbench to Excel.  Note if there are more than 200 records in the workbench, the View Settings must be adjusted in order to get all of the data to export in the correct format.  Do not use the export to file functionality in Syteline, the format will not be correct.
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This data can then be copied and pasted directly into the Paste Outlook Data Here (D) tab in the corresponding Resource Load Report workbook.
2. Exporting the Jobs Data.

From the Job Orders Form, enter the job prefix assigned to the buyer name from step 1 in the Job field. Choose Released from the drop down for Status and enter zero in the completed field and filter in place.  Note:  In the event that multiple Job prefixes exist for an area, a saved filter can be created.
	Buyer
	Job Prefix

	Micro
	M0*

	HCD
	HCD*

	XTALS
	CR* or QZ*
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Export the data to Excel.  Note if there are more than 200 records Job Orders, the View Settings must be adjusted in order to get all of the data to export in the correct format.  Do not use the export to file functionality in Syteline; the format will not be correct.

This data can then be copied and pasted directly into the Paste Jobs Data Here (D) tab in the Resource Load Report workbook.
3. Export the Job Operations Data (If applicable).

From the Job Operations Form, enter the job prefix assigned to the buyer name from step 1 in the Job field. Filter in place for Job status released, completed =0, Quantity complete = 0 and Quantity received > 0 and filter in place.  Note:  In the event that multiple Job prefixes exist for an area, a saved filter can be created.
Export the data to Excel.  Note if there are more than 200 records Job Orders, the View Settings must be adjusted in order to get all of the data to export in the correct format.  Do not use the export to file functionality in Syteline; the format will not be correct.

This data can then be copied and pasted directly into the Paste Jobs Operations Data Here (D) tab in the Resource Load Report workbook.
4. Export the Items Data - Quarterly.
Once per quarter, the Items data will need to be updated.  From the Items Form, filter in place for assigned buyer name in the Buyer field for the production area you are running the report for. 

Examples: Micro, HCD, XTALS
Export the collection to Excel.  Note if there are more than 200 records, the View Settings must be adjusted in order to get all of the data to export in the correct format.  Do not use the export to file functionality in Syteline; the format will not be correct.
This data can then be copied and pasted directly into the Paste Items Data Here (Q) tab in the Resource Load Report workbook.
5. Update the Resource Load Report Workbook.

On the Charts tab input today’s date in Cell A1 and click on the Process Button.  Save the file.  Notify the Operations Manager and Production Manager that the file has been updated.
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