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User Guide:  Microelectronics Inventory

1 Ordering is the responsibility of the Purchasing Department and/or Microelectronics Supervisor using the BSD.
2 When a component is received, the Microelectronics Inventory Log form (Electronic form) TA031 must be filled out for each receipt and manufacturer’s lot of parts. 
2.1 Verify matching PCB Part numbers between the Receiver, the Packing List (if supplied), and material package/waffle pack containers.
2.2 Review and sort the receipt of parts by the manufacturer’s lot numbers. Each manufacturer’s lot within a receipt will be assigned a single sequential box number.
2.3 Fill out Electronic form TA031 with the following information if available: date received to PCB (“Date Printed” from the Receiver), the next sequential box number (a single box number per manufacturer’s lot) – after first box number is entered – box number will populate sequncially if left blank, quantity of the manufacturer’s lot, supplier (e.g.: Digi-Key), manufactured date, manufacturer’s lot number, and PCB assigned lot number ( if no lot number exists use Receiver Number). The referenced data is input through a web based form that will in turn store all the collected data into a network database.   To do this, open the TA031 web based form which can be accessed on the PCB intranet at forms.pcb.com. After data is entered – click the “create” dialog box in the lower right corner. Record assigned box numbers on each individual container manually if not printed on the label printed in the next step.
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2.4 For all components that are lot tracked, print a label for each waffle pack using form “PCB Micro Waffle Pack Labels” in Syteline.  This will provide a label with the PCB Part Number, Stock Location, Lot Number, barcode of the lot number.  If the PCB Part Number is not pre-printed on the packaging, after capturing all the necessary information in TA031, add the PCB Part Number to the packaging using a label printed from form “PCB Micro Waffle Pack Labels” in Syteline and notify Purchasing.  When printing a label for an item that is not lot tracked, the “PCB Micro Waffle Pack Labels” form will prompt for the assigned box number rather than a lot number and subsequently be printed on the label.
2.5 Affix a colored location sticker to the container if stored in locations MI-A-X-X-NIT, MI-B-X-X-NIT, MI-C-X-X-NIT, MI-D-X-X-NIT or MI-E-X-X-NIT. This sticker color shall be such that items in locations MI-A-X-X-NIT are orange, MI-B-X-X-NIT are green, MI-C-X-X-NIT are yellow, MI-D-X-X-NIT are pink, and MI-E-X-X-NIT are blue. On the colored sticker, hand write the location of the part – Letter and number location.
2.6 To provide additional error proofing during the assembly process and assure traceability, each waffle pack that is received, which is not in a recycled container (i.e. 4x4 amp cases or gel packs) shall be marked with 2 randomly placed lines on the exposed edge(s) of the waffle pack. These lines are to be used as alignment marks between the waffle pack bottom and the cover to assure that the waffle pack bottom gets mated with the original waffle pack cover.  The spacing and location of the lines shall be placed randomly so that they become unique identifiers. A paint pen or permanent marker of any color may be used so long as the color chosen provides adequate contrast to the waffle pack color making the lines clearly visible. This paint or ink must also not contaminate the components within the containers being marked.
3 When finished logging in the new parts, if a Packing List and/or a CofC was supplied, place it in the “Packing Lists” folder at the Microelectronics Receiving Bench. The Receiver shall then be placed in the “Micro Receivers” bin. These receivers shall be retained in Microelectronics for 3 months after which they shall be discarded.
4 This process will insure traceability of a specific component to the manufacturer and acceptance records.  If product is unacceptable at any point in the process, follow the Non-Conforming Product Procedure.
5 Place the components into their designated storage location per BSD.
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