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User Guide: TA1291 Assuring the Posting of All Job Transactions 

0.1 SCOPE/PURPOSE
This procedure applies to Operations personnel tasked with assuring that all Job Transactions Post properly at or near the end of the day and prior to Finance department deadlines for the month end closing process.  Section 1.2 and Appendix A of this procedure are followed by Planners and Inventory Control as required. 
0.2 APPLICABLE DOCUMENTS

	Document Number:
	Document Title:

	TA1257
	Identifying and Fixing ShopTrak Transaction Errors

	PL1044
	PCB Auto Job Close Report Creation


0.3 RESPONSIBILITY

It is the responsibility of the Operations Department to ensure that this procedure is carried out in a way that complies with the Finance department deadlines for the month end closing process.   
1.0 PROCESS
1.1 Clear the Shop-Trak Edit Transactions table. 
1.1.1 In your ST- login, unlock all locked employees using the Syteline Form Unlock Locked Employees. Press the Unlock button on the form.

1.1.2 While still logged in through the ST- logon, open the Syteline Form Shop-Trak Edit Transactions.  Wait 1 minute from the Unlock button was pressed in step 1.1 above and unclick the filter in place or refresh the form.
1.1.3 Correct any errors that are keeping the transactions in this list from poling to the Syteline Unposted Job Transactions table.  See TA1257 for details on how to do this.
1.1.4 After waiting 1 minute, refresh the Form Shop-Trak Edit Transactions.  The table should now be empty.  If not, repeat 1.1.3 for the remaining errors.
1.2 Clear the Unposted Job Transactions table.

1.2.1 Login to Syteline using the default workstation login. Open the Syteline Form Unposted Job Transactions Table and remove the filter in place.
1.2.2 If a new record is generated when the filter in place is removed, the table is clear. Go to step 1.3.
1.2.3 If there are records remaining in the table, click on the Post Job Transaction Button.  The Post Job Transaction form will come up.  Keep the default settings and press the process button.  When the pop up box [Post Job Transactions] will be performed pops up, click OK.
1.2.4 If the [Post Job Transaction(s)] was successful pops up, click OK and proceed to step 1.3.
1.2.5 If an error message pops up, it will indicate the transaction number and the error.  Refer to Appendix A to correct that error and save.  Refresh the Unposted job transaction table and return to step 1.2.2.
1.3 For Standard cost only sites only and as part of the month end closing process only.  Perform the auto job close process (Steps 1-4 only) per PL1044 PCB Auto Job Close Report Creation.
1.4 For month end closing process only.  Notify Finance designee(s), either confirming that all job Transactions have been posted correctly for your site or, that you were not able to complete these actions successfully by the Finance deadline.
1.5 For month end closing process only.  Clear the Job Material Transactions Error Processing.
1.6 For month end closing process only.  Complete Invoicing.

APPENDIX A
	If the Error Begins with
	Then

	Accounting Period that has 
	Change transaction date to within accounting period.  Save.

	Complete? is Yes for Job Operation that has 
	Uncheck job operation complete on transaction and save.

	Completed is 
	Copy transaction details and send to User or their supervisor noting that the record was deleted.  Delete transaction.

	Item Stockroom Location that has 
	If correct location code can be determined, correct and save.  If not, Copy transaction details and send to User or their supervisor noting that the record was deleted.  Delete transaction.

	Location Code that has 
	If correct location code can be determined, correct and save.  If not, Copy transaction details and send to User or their supervisor noting that the record was deleted.  Delete transaction.

	Not one Employee exists for Job Transaction that has 
	Copy transaction details and send to User or their supervisor noting that the record was deleted.  Delete transaction.

	Scrapped is 
	Copy transaction details and send to User or their supervisor noting that the record was deleted.  Delete transaction.

	Status is Complete.
	Copy transaction details and send to User or their supervisor noting that the record was deleted.  Delete transaction.

	Target Qty is not equal to Selected Qty for Job that has 
	Copy transaction details and send to User or their supervisor noting that the record was deleted.  Delete transaction.

	Tot Run Hrs (Lbr) is 
	Copy transaction details and send to User or their supervisor noting that the record was deleted.  Delete transaction.

	Tot Setup Hrs is 
	Copy transaction details and send to User or their supervisor noting that the record was deleted.  Delete transaction.
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