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Introduction

1 
Background

This document has been prepared as part of the ETP Change Management Programme, and will be a key input to the training programme delivered within each country.

The ETP Change Management Programme addresses the following aspects of implementation:

· Employee Welfare

· Communications

· Training

· User Role Definitions

· Documentation

2 
Purpose

The purpose of this document is to describe all tasks relating to one user role which are needed to support an identified business and systems processing area. This document will serve as a learning aid during and after training. 

3 
Scope

This document concentrates on all tasks relating to a one user role within a business and systems processing area. Depending on the complexity of the user role (i.e. the number of business and system process areas the user role is involved in), it may be one of many guides. 

4 
Assumptions

This document assumes a basic understanding of ACES navigation, i.e. how to move through the system, acquired from Computer Based Training (CBT). It also assumes basic knowledge of the StorageTek’s business processes.

5 
Document Organization

This document begins with an overview of the User Role, which will provide the user with a synopsis of all tasks associated with the User Role within all business and system process areas.

This document is generally organised by tasks, some are manual and others are systems orientated. Systems tasks are tasks that must be carried out using the ACES system.

For clarification purposes, the text of this document has been categorised using the following icons:

i
This icon relates to information and any general knowledge needed to support the task. It may also mention alternative scenarios or exceptions and will give suggestions as to how these can be handled. Hints or tips will also be included here.





     This icon relates to computer related activity. The user must use the system at this point.



           This icon relates to non-computer related activity. The user must carry out non-system tasks at this point, e.g. email, telephone, meeting, paperwork.


All tasks are identified with a number. Many tasks will begin with a decision and the user will be guided to the appropriate task number according to their decision.

A flow-chart is also provided towards the back of the document which can be unfolded and use as a quick reference guide as the use is following the documentation. The task boxes within the flow diagram use the same numeric referencing.

6
Navigation paths

For each systems task, a navigation path will be shown to guide you to the screen in which you wish to work.  An example is shown below :

01. Open a Work Order (Sample)

Path 
D
Service Management

A
Service Order Management

A
Work Order Entry

  Work Order Entry 

Screen 1020 is displayed  (A picture of the screen would appear next, with any points of interested highlighted in bold type)

Once you have become more familiar with the system you will remember the path to get to that path be typing a forward slash (/) and typing the letters of the path you want.

7 Numbering conventions

If number of part characters is less than 10 then input missing characters as leading zeros


e.g. if 12345 then 0000012345

8 General information

In the old Legacy system parts would simply be transferred to an engineer.  In ACES each engineer (SDR) will have his own “Warehouse”.  In effect the SDR’s warehouse could be his car, it is not a physical building.

9 Job Description

User Role: 

This role conducts all logistics activities in the commissionaire.  

Activities:

· Allocation Shipping Delivery: Commissionaire receives shipment on ACES against PO, Commissionaire checks SO for completeness and due dates, Commissionaire produces pick-list for cross-dock, Commissionaire ships on system and produces packing list for cross-dock, Identifies Sales Orders with upcoming requested delivery date, Review each order, Receive notification from Depot that machine has passed pre-delivery checks, Ship to STK test location.

Finally, a navigation card is available at the back of the document with can be used for referencing purposes for less familiar function key commands 

Training module for Manual ordering on Purchase Order, and receiving parts

1. Create Purchase Order on ACES



Path

B
Distribution Logistics

B
Purchasing

A
Entry

Astea  -      1                  User:maynal             22/09/98,  15:55      

--------------------------------------------------------------------------------

 (1) B - Distribution-Logistics                                                 

   (2) B - Purchasing                                                           

    +------------------------  PURCHASING SYSTEM  ------------------------+     

    ¦ A - Entry                          E - Reports                      ¦     

    ¦ B - Order from Vendor Quote        F - Utilities                    ¦     

    ¦ C - Update                         G - Pick List Menu               ¦     

    ¦ D - Inquiries                      H - Purchase Order Shipping      ¦     

    ¦                                                                     ¦     

    ¦                                                                     ¦     

    ¦                                                                     ¦     

    ¦                                                                     ¦     

    ¦                                                                     ¦     

    +---------------------------------------------------------------------+     

Astea  -   7501                  User:trainlm5           22/09/98,  13:28      

--------------------------------------------------------------------------------

            +---------------- PURCHASE ORDER ENTRY ----------------+            

            ¦                                                      ¦            

            ¦           Branch:                                    ¦            

            ¦                                                      ¦            

            ¦      Vendor Name:                                    ¦            

            ¦  OR                                                  ¦            

            ¦      Vendor Code:                                    ¦            

            ¦                                                      ¦            

            ¦ Manual PO Number:                                    ¦            

            ¦                                                      ¦            

            ¦ (OR LEAVE BLANK FOR AUTOMATIC PO NUMBER)             ¦            

            ¦                                                      ¦            

            +------------------------------------------------------+            

Enter Branch 
Region 1

Enter
Vendor code

Commit

Astea  -   7503    *FOREIGN*     User:trainlm5           22/09/98,  13:25      

--------------------------------------------------------------------------------

+--------------------- PURCHASE ORDER HEADER ENTRY/UPDATE ---------------------+

¦                                                                              ¦

¦       Vendor: STK-LSVL STORAGE TECHNOLOGY CORPORATION         Stat: OR       ¦

¦       Our PO: V809220001           Quote Ref: DIRECT        Remark: N        ¦

¦       Branch: region 1                                                       ¦

¦   Vendor Ref:                      Order Ref:                                ¦

¦ Blanket Ord?: N                     Ship Via:                                ¦

¦   Order Type: STANDARD                Job No:                                ¦

¦          Set:                          Phase:                                ¦

¦     Due Date: 23/09/98             FOB Point:                                ¦

¦    Warehouse: region 1   *               -------------- CHARGES -------------¦

¦     Currency: USD                      Buyer:                                ¦

¦    Pay Terms:                           Addl:         0.00                   ¦

¦     Due Days:  90                       Desc:                                ¦

¦  Verify Tax?: yes                        Div:   2                            ¦

¦   Tax Exempt: N                           GL:                                ¦

+------------------------------------------------------------------------------+

 * - Warehouse was defaulted by the system                                      

Vendor Order Reference Number           

Under Set
Select LITDIST for Literature distribution.


Select LOGIC for STK spare pars


Leave blank for other orders

Enter Warehouse;
Main country warehouse

Confirm change to new warehouse

Commit

  Astea  -   7504                  User:trainlm5           22/09/98,  13:30      

--------------------------------------------------------------------------------

 +  PURCHASE ORDER ITEM ENTRY FOR: V809220002        PO Total:            0.00 +

 ¦                                                                             ¦

 ¦  Vendor: STK-LSVL STORAGE TECHNOLOGY CORPORATION        Ord Date: 22/09/98  ¦

 +-----------------------------------------------------------------------------+

 +Item Our Part Number        Quantity   UC    Unit       UM  D  Extended      +

 ¦   1                                                                         ¦

 ¦                                                                             ¦

 +-----------------------------------------------------------------------------+

 Enter Valid Item or Return, Press END to Leave (Will not Undo)

Enter 
Part number

Enter
Quantity

Repeat for all line items

Commit

Exit

  Astea  -   7509                  User:trainlm5           22/09/98,  13:31      

--------------------------------------------------------------------------------

             +------------- PURCHASE ORDER REPORTS --------------+              

             ¦                                                   ¦              

             ¦                               Copies Report Device¦              

             ¦                               ------ -------------¦              

             ¦   A - Print PO Status Report       0 terminal     ¦              

             ¦                                                   ¦              

             ¦   B - Print Purchase Order         0 terminal     ¦              

             ¦                                                   ¦              

             ¦   Consolidate PO Items?           N               ¦              

             ¦                                                   ¦              

             +---------------------------------------------------+              

Enter data or press F9 to end.

Select option B and print a copy

For other vendor than STK, the copy can be faxed to the vendor, file the copy for a check against the receipt.

2 Release Purchase Order to LOGIS / LISTDIST




Verb RELPO for LOGIS

Else

Verb LISTDIST for LISTDIST

Astea  -     10                  User:maynal             23/09/98,  09:45      

--------------------------------------------------------------------------------

                           +--- VERB/EXPERT MODE ---+                           

                           ¦                        ¦                           

                           ¦ Enter Verb:  relpo     ¦                           

                           +------------------------+                           

Verb Name

  Astea  -     10                  User:maynal             22/09/98,  14:30      

--------------------------------------------------------------------------------

              +----------------Unreleased P.O.s----------------+                

              ¦  Send Our PO     Ord Date Due Date Warehouse   ¦                

              ¦  --------------------------------------------  ¦                

              ¦  no   V809220001 22/09/98 23/09/98 nldviaswh   ¦                

              ¦                                                ¦                

              ¦                                                ¦                

              ¦                                                ¦                

              +------------------------------------------------+                

                <Release selected>    <Release all>    <Exit>                   

Enter data or press F9 to end.

Tab to Release All

Else

Enter on Purchase Order line and tab to release selected

Question
Have you selected all PO’s to be sent? Y?N

Commit



Parts that were ordered from vendors arrive at the warehouse.  Local Logistics receives the parts on ACES.

If the parts are from a third party vendor use:

3 Receive goods from Third Party Vendor




Path

B
Distribution Logistics

E
Receiving

B
Entry Update

D
Receive Manually

Astea  -      1                  User:maynal             22/09/98,  15:54      

--------------------------------------------------------------------------------

 (1) B - Distribution-Logistics                                                 

   (2) E - Receiving                                                            
     (3) B - Entry-Update                                                       

      +-------------------  RECEIVING ENTRY-UPDATE MENU  -------------------+   

      ¦ A - Receive All Of Mover           D - Receive Manually             ¦   

      ¦ B - Receive All But                E - Receiving Update             ¦   

      ¦ C - Receive None But               F - Interco Receiving            ¦   

      ¦                                                                     ¦   

      ¦                                                                     ¦   

      ¦                                                                     ¦   

      ¦                                                                     ¦   

      ¦                                                                     ¦   

      ¦                                                                     ¦   

      +---------------------------------------------------------------------+   

Astea  -   8502                  User:maynal             22/09/98,  15:51      

--------------------------------------------------------------------------------

            +------------------ RECEIVING ENTRY -------------------+            

            ¦                                                      ¦            

            ¦      Branch:             Warehouse:                  ¦            

            ¦                                                      ¦            

            ¦    Vendor Name:                                      ¦            

            ¦OR                                                    ¦            

            ¦    Vendor Code:                                      ¦            

            ¦OR                                                    ¦            

            ¦         Our PO:                                      ¦            

            +------------------------------------------------------+            

Warehouse:
Enter the ID code of the receiving warehouse

PO No.
Enter our purchase order number

Commit

  Astea  -   8504    *FOREIGN*     User:maynal             22/09/98,  14:49      

--------------------------------------------------------------------------------

 +----------------------- RECEIVING HEADER INFORMATION -----------------------+ 

 ¦                                                                            ¦ 

 ¦     Rcpt Ref: R809220002                Ord Date: 22/09/98                 ¦ 

 ¦       Our PO: V809220001                Due Date: 23/09/98                 ¦ 

 ¦   Vendor Ref:                         L Shp Date:                          ¦ 

 ¦       Vendor: STK-LSVL                  Ship Via:                          ¦ 

 ¦    Order Ref:                          FOB Point:                          ¦ 

 ¦   Order Type: STANDARD                       Set: logic                    ¦ 

 ¦          Div:   2                        Carrier:                          ¦ 

 ¦         Stat: OR             Est Shp Charge  USD:          0.00            ¦ 

 ¦  STORAGE TECHNOLOGY CORPORATION           Branch: REGION 1                 ¦ 

 ¦    Attention:                          Warehouse: nldviaswh                ¦ 

 ¦     Rcv Date: 22/09/98                                                     ¦ 

 ¦Vend Ord Ref.:                           Shp Date:   /  /                   ¦ 

 ¦     Ship Ref:                           Ship Via:                          ¦ 

 ¦     No Boxes:    0             Ship Charges  USD:             0.00         ¦ 

 ¦       F.O.B.:                          Post Liab: Y                        ¦ 

 ¦  Last AP Inv:                       Check Issued: N                        ¦ 

 +----------------------------------------------------------------------------+ 

Date Of Receipt

Receive Date
Enter the date received

Date shipped
Enter the date shipped

Commit

Astea  -   8504    *FOREIGN*     User:maynal             22/09/98,  14:51      

--------------------------------------------------------------------------------

 +------------------------ RECEIVING ITEM INFORMATION ------------------------+ 

 ¦Rcpt Ref: R809220002      Our PO: V809220001         Vendor: STK-LSVL       ¦ 

 ¦   Count:    1 (   1)   Quantity:       100.00     Qty Owed:      100       ¦ 

 ¦  Our PN: 0310711609           -HEAD FRU ASSEMBLY              Remark: N    ¦ 

 ¦ Vend PN: 0310711609                            Lot No:                     ¦ 

 ¦ Qty Rcv:        0.00     Usable:        0.00     Cost  USD:     2,338.18 /e¦ 

 +----------------------------------------------------------------------------+ 

Quantity Received

The first page of parts for this PO is displayed.  The number of pages (parts) for this PO is indicated by the Count Field.  Select the part that you want to receive by using <PgDn> and <PgUp> to page between the parts.

For each part received

Qty Rcv
Enter the quantity received

Commit

Select Invoice/ Physically received?
<P>

Commit

Bin number
Enter the ID of the receiving bin, or commit the bin from the system

Quantity
Enter the quantity to be received by that bin

Commit

Repeat until all items received against this PO have been logged

Exit

Press Go to Report Required ? prompt

File the report that is printed

Else

The parts will be from the STK parent

Local Logistic will receive a print on the local printer when Goods on P.O.’s are shipped from the dock in Louisville.  When Goods actually arrive at the warehouse, the Local Logistics uses:

4
Receive goods from STK Corporate



Path

B
Distribution Logistics

E
Receiving

B
Entry Update

F
Interco Receiving

Astea  -      1                  User:maynal             23/09/98,  09:50      

--------------------------------------------------------------------------------

 (1) B - Distribution-Logistics                                                 

   (2) E - Receiving                                                            
     (3) B - Entry-Update                                                       

      +-------------------  RECEIVING ENTRY-UPDATE MENU  -------------------+   

      ¦ A - Receive All Of Mover           D - Receive Manually             ¦   

      ¦ B - Receive All But                E - Receiving Update             ¦   

      ¦ C - Receive None But               F - Interco Receiving            ¦   

      ¦                                                                     ¦   

      ¦                                                                     ¦   

      ¦                                                                     ¦   

      ¦                                                                     ¦   

      ¦                                                                     ¦   

      ¦                                                                     ¦   

      +---------------------------------------------------------------------+   

  Astea  -  34605                  User:maynal             22/09/98,  15:00      

--------------------------------------------------------------------------------

            +----------- RECEIVING - INTERCO RECEIVING -----------+             

            ¦         Branch:                 From Bin:           ¦             

            ¦      Warehouse:                   To Bin:           ¦             

            +-----------------------------------------------------+             

Enter data or press F9 to end.

Branch
Region 1

Warehouse
Local warehouse name

From bin
<L>

F2 displays all the invoices which have not been received

Lookup table  Functions      Mail         Verb        Options       Help       

--------------------------------------------------------------------------------

+---- BIN -----+-------- RECEIVING - INTERCO RECEIVING -----------+             

¦   L7162010   ¦      Branch: region 1        From Bin: L     .   ¦             

¦   L7304023   ¦   Warehouse: nldviaswh         To Bin:           ¦             

¦   L8141040   ¦--------------------------------------------------+             

¦   L8147020   ¦                                                                

¦   L8148036   ¦                                                                

¦   L8149026   ¦                                                                

¦   L8153023   ¦                                                                

¦   l90i       ¦                                                                

¦   l90u       ¦                                                                

+--------------+                                                                

Select the invoice which needs to be received

Commit

Commit

Commit (this leaves the “to bin” empty.)

The invoice lines are displayed                                                                                

Astea  -  34605                  User:maynal             22/09/98,  15:00      

--------------------------------------------------------------------------------

            +----------- RECEIVING - INTERCO RECEIVING -----------+             

            ¦         Branch: region 1        From Bin: L7162010  ¦             

            ¦      Warehouse: nldviaswh         To Bin:   A10B    ¦             

            +-----------------------------------------------------+             

   +   P/C  Part No             SNS    Trans QTY  To Bin         Avail QTY  +   

   ¦        0308166504           N          2.00    A10B              2.00  ¦   

   ¦        0310260603           N          1.00    A10B              1.00  ¦   

   ¦        0313103902           N          1.00    A10B              1.00  ¦   

   ¦                                                                        ¦   

   ¦                                                                        ¦   

   ¦                                                                        ¦   

   ¦                                                                        ¦   

   ¦                                                                        ¦   

   ¦                                                                        ¦   

   ¦                                                                        ¦   

   ¦ ---------------------------------------------------------------------- ¦   

   ¦      PO Number:             Item:                                      ¦   

   +------------------------------------------------------------------------+   

                  Select all    Apply      Edit       eXit                      

Select the items to be received

Check shipment against the invoice, and check the quantity against the quantity on the system.

If all items on the invoice have been received physically then 

Choose select all

Else

Select the individual lines by positioning the cursor on the line and pressing Enter

Edit the lines as required

Trans qty
The quantity received

To bin
The bin in the warehouse that this particular part will reside.  (this will need to be input if it is the first time that this particular part has been received at this warehouse

When editing is complete, select APPLY

A report can then be printed.

Date: 22/09/98                    StorageTek                      Page:    1    

                              TRANSFER DOCUMENT           Requested By: maynal  

                          For Transfer of Inventory                             

                     from Branch: region 1    Warehouse: nldviaswh              

================================================================================

 Part Number          Serial Number        From Bin   To Bin           Quantity 

 ------------------------------------------------------------------------------ 

 0308166504                                L7162010     A10B              2.00  

            Description: CABLE ASSY,MOTOR POWER                                 

 0310260603                                L7162010     A10B              1.00  

            Description: MOTOR ASSEMBLY,-Z- AND THETA                           

 0313103902                                L7162010     A10B              1.00  

            Description: CBL ASSY,DLT SCSI ID AND TTI                           

Quick Guide 

Major Keys
Meaning

F1


[GO] (Process Screen)



F2


HELP system / Lookup



F2/F2


Insert menu bar on top of the screen



F3


Toggle insert mode (and overstrike)



F8


Clear field contents



F9


[END] Escape or Back



F11


Delete



F12


Remarks



Ctrl +X


Access a verb



Enter


Select from list



/


Jump to path (from a menu)



Tab


Next Field



Ctrl +U


Previous Field



Other Keys
Meaning

Ctrl +C


Restart ACES session.

1


Go back to main menu from any menu

Q


Quit Dispatch 1 from main menu

Page down


Next page

Page up


Previous page
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