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Purpose: 
This user guide explains how to manually create a job in job orders and how to release a job once created regardless of the tool used to create the job.
Related Documents:
PL05 – Production Planning Standard Work Process Map

PL06 – C&S Planning Standard Work Process Map

PL07 – Machine Shop Planning Standard Work Process Map
PL10xxx – Material Planner Workbench Step by Step

Responsible:

Maintained by Supply Chain Continuous Improvement Coordinator
Carried out by Planning Staff
Rules: 

PPIC Manager or Supply Chain Manager approval required before creating a job that has no plan unless it is a rework job created from a waiver or MRR instructions.
Notes: 

You can create a job using the following forms:

1. Material Planner Workbench

2. Planning Detail

3. Job Orders

For details on firming a job from the Material Planner Workbench see the Material Planner Workbench Step by Step user guide.  For details on firming a job from Planning Detail, see the APS user guide.
Manually Create Job
[image: image1.png]



1. Open the Job Orders form.
2. This form opens in Filter in Place mode.  In order to get to the New mode, you can either:

a. Enter an x in the job field and hit filter. Because a job of x does not exist, the form goes into new mode.

b. Leave all fields blank and hit filter.  This will retrieve the first 200 records.  

i. Hit the new button or to go Actions and select New
3. Enter a job prefix in the Job field followed by a?. SyteLine will automatically increment the number. For example, the first time you enter "H?" SyteLine will enter "H00001." Then next time it will increment to "H00002."
4. Enter the item number that you want built in the Item field.  When you enter, SyteLine will populate the item description and revision from the items form.
5. Enter the quantity to be manufactured in the Released field.
6. Enter the date you want the job to start at the first operation in the start field or the date you want the job to complete in the end field. SyteLine will calculate the other (start or end) date based on the fixed lead-time field in the items form.  If you want to calculate the start or end date based on the router, hit the ATP button and accept the date.

7. If you are leaving the job in a firm status, you need to copy the routing/BOM into the job or the system will not plan the material or resources.  To copy the routing/BOM go to the references tab and hit the copy routing/BOM. 
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This message below will appear.  Hit OK.
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Creating a Rework Job 
Follow the same process as creating a job above except select the rework check box in the header of the job order form to specify that this job order is a rework order. With a rework order, you can have a bill of material in which the end item is also a material component. This recursive BOM structure is allowed only if the job's Rework check box is selected. A waiver or MRR/CAR is required with a rework job as you are deviating from the standard process.  See the Job Orders Detailed users guide for more information about using this check box.
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Manually Changing Status of a Firm Job
When you are ready to send a job to production, you must change the status of the job to released.  This allows users to post transactions against the job.

· If you have manually created a job and you are sending it to production immediately, you can release the job without exiting the job orders screen and without copying the routing/BOM manually. Upon changing the status to Released, the system performs the job release function, which automatically copies the Routing/BOM.
· If you have created a job using the material planner workbench the routing/BOM is automatically copied into the job.  
· If you created the job using planning detail, the routing/BOM is not copied into the job.  If you are not going to release this job immediately, you need to go into job orders and copy the routing/BOM as noted in item 7 of the Manually Create Job section above.

· A job created from either the material planner workbench or planning detail is created in a firm status.  You must find the jobs still in a firm status and release the jobs.
To locate a firm job:

1. Open job orders

2. Enter the job prefix with an * (i.e.: HCD*) 
3. Enter a status of firm

4. Hit filter.  This will return all jobs that are in a firm status that have the requested job prefix.

Manually change the status to released by selecting released from the drop down. Save.
Job Status Change/Delete Utility
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You can change the status on a range of jobs using this utility. 
1. Select "Firm" for From Job Status
2. Select "Released" in To Job Status
3. Enter the range of jobs you want to update by filling in the Starting Job and Ending Job numbers.  NOTE:  you may select a range that includes jobs that are already released.  This utility with the criteria above, will not affect these jobs. 
4. Select the Copy Routing checkbox.  
5. If you leave Preview selected and hit process, you will see the jobs that the system will update.  You must select Commit and press process for the change to actually occur.
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