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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.

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.

6 Numbering conventions

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


e.g. if 12345 then 0000012345

7 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.

8 Job Description

User Role: 

This role conducts all logistics activities in the commissionaire.  

Activities:

· RSA: Pick parts from report, Pack parts, Obtain BOL number from forwarder, Generate RSA interface, Generate proforma invoice, Delivery back to parent.

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 Return Spares Authorisation

I 
The Local Logistics Co-ordinator regularly collects and despatches defective returnable parts to Corporate (Louiseville, Minneapolis, Boston or Toulouse).

Local Logistics Co-ordinator

When sufficient parts have accumulated, or returns of a particular part are urgently required, then returnable parts need to be sent to the appropriate Corporate Returns Centre.



1. 
Check that the physical parts are present on ACES

Path 



B
Distribution Logistics


C
Inventory


D
Reports


C
Location Value Reports


D
Location Value by Bin

Astea  -      1                  User:maynal             24/07/98,  15:44      

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

 (1) B - Distribution-Logistics                                                 

   (2) C - Inventory                                                            
     (3) D - Reports                                                            
       (4) C - Location-Value Reports                                           

        +----------------  INVENTORY LOCATION/VALUE REPORTS  -----------------+ 

        ¦ A - Inventory Status               D - Location-Value by Bin        ¦ 

        ¦ B - Inventory Valuation            E - Location-Value by Warehouse  ¦ 

        ¦ C - Location by Part               F - Serial Inventory by Warehouse¦ 

        ¦                                                                     ¦ 

        ¦                                                                     ¦  

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

Astea  -   6017                  User:maynal             03/07/98,  10:47      

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

             +----------- INVENTORY LOCATIONS BY BIN ------------+              

             ¦                                                   ¦              

             ¦          Warehouse For Report:                    ¦              

             ¦           Starting Bin Number:                    ¦              

             ¦             Ending Bin Number:                    ¦              

             ¦     Cost Type  1 - Part Average Cost              ¦              

             ¦                2 - Part Standard Cost             ¦              

             ¦                3 - Part Last Cost                 ¦              

             ¦                4 - Bin Cost                       ¦              

             ¦                5 - Serial # Cost else Bin Cost    ¦              

             ¦                6 - Serial # Cost else Avg Cost    ¦              

             ¦                7 - Serial # Cost else Last Cost   ¦              

             ¦                8 - Serial # Cost else Stand Cost  ¦              

             ¦             Enter Cost Option: 8                  ¦              

             ¦      Include Non-Usable Bins?: no                 ¦              

             ¦Ignore Bins with no Avail Qty?: Y                  ¦              

             ¦                 Report Device: terminal           ¦              

             ¦             Background Print?: no                 ¦              

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

Enter data or press F9 to end.

Warehouse for Report:
ID of the local depot warehouse)

Enter cost option:
<4>

Include Non-Usable bins ?
<Y>

Report Device:
ID of the Local Logistics Printer

Commit

I
A report is produced identifying the parts that the system considers are ready for return to parent.

Date: 03/07/98                                               StorageTek         

                                Page:    1                                 

                                                 LOCATIONS SORTED BY BINS   

                         Requested By: maynal                               

                                IGNORING BINS WITH NO AVAILABLE QUANTITY 

Warehouse: NLDCSR0037                      Bin Costing                       

Bin    Part Number    Description   Lot Number Use   Quantity UC   Cost   Bin Value 

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

BAD   0000000126   VELCRO HOOK                  Y     1.00  ea     1.11 /e     1.11

BAD   0000002226   JUMPER 6 IN. (91201202)      Y     7.00  ea     1.52 /e    10.64

BAD   0307486201   ASSY,STORAGE UNIT 3.5,2.1 GB Y     1.00  ea 1,760.23 /e 1,760.23

BAD   0308710702   THREADING ARM ASSY           Y     1.00  ea     0.00 /E     0.00

Number Of Part/Bin Combinations On Report        4                              

Total Value:       1,771.98                                                     

* - This is Average of Serial# Cost




Use this report to check off the physical parts that are to be sent to the parent

If any Field Bill Materials (FBM) are included in this report, piece part numbers need to be written down on the report for input into the system (Aces) later. FBMs have 5 character reference numbers whereas Parts have 10 character reference numbers.


2. 
Pack parts

Pack parts according to their destination. FBMs need to be packaged separately from spares



3. 
Obtain BOL number from forwarder

After all the parts are packed, logistics calls the forwarder with details of the shipment prior to collection. Repairable Parts may be returned to Minneapolis, Toulouse, Boston or Colorado but the invoice is always drawn on Colorado

The forwarder confirms back with a Bill of Lading Number (BOL#).  This number is needed for input in Aces later.



4. 
Generate Returns Invoice

VERB - Returns

Astea  -     10                  User:maynal             03/07/98,  10:57      

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

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

                           ¦                        ¦                           

                           ¦ Enter Verb:  returns   ¦                           

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

Verb Name

+--------------------------Returns - Proforma Invoice--------------------------+

¦      Branch: REGION 1            Warehouse: nldviaswh                        ¦

¦                                        Bin: A01A                             ¦

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

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

¦      Return Vendor: stk-lsvl     Bill of lading:                             ¦

¦         Containers:                 Reason code:                             ¦

¦+----------------------------------------------------------------------------+¦

¦¦    Part Number Description          GenCls Stand Cost    BIN Qty Return Qty¦¦

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

¦¦                                                                            ¦¦

¦+----------------------------------------------------------------------------+¦

¦  <Select all>    <DeSelect all>    < Printer >    < Process >    < Exit >    ¦

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

Enter data or press F9 to end.

Warehouse name: 
Enter Local depot warehouse ID

Bin name:
Enter Bin Name as either <BADL> or <BADT> or <BADM> or <BADL> or <FBIC>

Commit

BOL number :
Enter BOL number

Containers :
Number of packages

Reason code:
<05> for Parts or <06> for FBM

If these are parts to be returned

If you wish to return all parts in the bin then

Tab to “select all”

Else

Select parts one by one, ENTER on each line item and confirm qty

Else these are FBMs to be returned

Select line as above and enter Return Quantity <1>

At prompt Enter Piece Parts Select <Yes>

Piece Part:
Piece Part No

Return Qty:
The quantity of piece parts to be returned on this FBM

Commit

If Piece Parts entered are not Returnable (Not “I” Class) the input will be rejected

If FBM has multiple Piece Parts repeat as above

Commit

Tab to “Process” to generate invoice

Commit

A list of printer locations is displayed

Select the address of the Local Logistics printer

Commit

I
A file of returns is generated for input to the corporate systems. This file is automatically picked up by corporate systems.

corporate systems. This file is automatically picked up by corporate systems. This will be used by Louisville to produce inter company credits to the SETC

A returns invoice is printed. The return address on the invoice will always be Louisville





If the physical parts need to be shipped to Toulouse or Boston or Minneapolis then this must be updated manually. The returns invoice is attached to the package containing the returns.



5. 
Despatch returns to parent

Logistic tells the forwarder that this shipment is ready and agrees how the goods will be shipped. This will be based on the urgency of requirement back at parent site( USA’s process Fast-track).
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

I 
Process Flow for Returns Spares Authority
1
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