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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:

· Return Authorisation: Check received parts against RA, Work order parts posting, Confirm receiving.

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 RA (Return Authorization)

I
The SDR returns defective returnable parts to his local depot warehouse.

Local Logistics Co-ordinator




Receive returnable defective part



1. 
Confirm receipt of RA Part in ACES

Path


D
Service Management


C
Depot Repair


B
Transactions


D
RA Update Close


A
RA Update Close

Astea  -      1                  User:maynal             24/07/98,  10:29      

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

 (1) D - Service Management                                                     

   (2) C - Depot - Repair                                                       

     (3) B - Transactions                                                       

       (4) D - RA Update-Close                                                  

        +------------  DEPOT - RETURN AUTHORIZATION UPDATE-CLOSE  ------------+ 

        ¦ A - RA Update-Close                C - RA Direct Labor Posting      ¦ 

        ¦ B - RA Direct Parts Posting        D - RA Direct Expense Posting    ¦ 

        ¦                                                                     ¦ 

        ¦                                                                     ¦ 

        ¦                                                                     ¦ 

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

Astea  -  14003                  User:maynal             20/08/98,  08:23      

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

           +------ DEPOT - RETURN AUTHORIZATION UPDATE-CLOSE ------+            

           ¦                                                       ¦            

           ¦         Branch:                                       ¦            

           ¦                                                       ¦            

           ¦      RA Number:                                       ¦            

           ¦ OR                                                    ¦            

           ¦  Customer Code:                                       ¦            

           ¦ OR                                                    ¦            

           ¦  Customer Name:                                       ¦            

           ¦ OR                                                    ¦            

           ¦       CSR Code:                                       ¦            

           ¦ OR                                                    ¦            

           ¦    Part Number:                                       ¦            

           ¦ OR                                                    ¦            

           ¦  Serial Number:                                       ¦            

           ¦ OR                                                    ¦            

           ¦     Work Order:                                       ¦            

           ¦                                                       ¦            

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

Enter data or press F9 to end.

Branch:
<REGION 1>

RA Number:
Enter the Return Authorisation Number
Commit

Astea  -  14034                  User:maynal             07/07/98,  16:47      

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

+------------------------- RA HEADER - UPDATE-CLOSE --------------------------+ 

¦                                                                             ¦ 

¦       RA Number: R805190006  HELP #:              Source: OPENACT  Remark: N¦ 

¦        Customer: NLD00014    Status: CO           Branch: region 1          ¦ 

¦         EUROPEAN PATENT OFFI    CSR: NLD0030     BRUGGEMAN, WILCO           ¦ 

¦                                                                             ¦ 

¦  Customer PO:                                                               ¦ 

¦          Set:                        Shipped Via:                           ¦ 

¦                                          Carrier:                           ¦ 

¦        Phone:                            WayBill:                           ¦ 

¦      Contact:                                COD: no                        ¦ 

¦   Entry Date: 19/05/98                  Priority: 10                        ¦ 

¦ Receive Date:   /  /                    Tax Code:                           ¦ 

¦     WIP Date:   /  /                  Tax Exempt: N                         ¦ 

¦     Exp Date: 29/05/98                  Division:   2                       ¦ 

¦ Promise Date:   /  /                        Type:                           ¦ 

¦   Close Date:   /  /               Payment Terms:                           ¦ 

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

Phone Number Of Contact For This RA

Commit

Astea  -  14073                  User:maynal             20/08/98,  08:27      

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

 +---------------- DEPOT - RA ITEM ENTRY/UPDATE - R808110009 ----------------+  

 ¦     CSR: nld0071    SCHOUTEN, JAAP                    Entry Date: 11/08/98¦  

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

 +Item    Part Number            Serial Number          Quantity  Acc    SN  +  

 ¦   1    0402769219                                           1   no    no  ¦  

 ¦   2                                                                       ¦  

 ¦                                                                           ¦  

 ¦                                                                           ¦  

 ¦                                                                           ¦  

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

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

If the part number(s) on the label attached to the received part(s) matches the part number(s) on the RA on the system then

Tab to the line for the part that you wish to receive

Use <Enter> to select the line

Astea  -  14056                  User:maynal             20/08/98,  08:28      

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

 +---------------- DEPOT - RA ITEM ENTRY/UPDATE - R808110009 ----------------+  

 ¦     CSR: nld0071    SCHOUTEN, JAAP                    Entry Date: 11/08/98¦  

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

 +Item    Part Number            Serial Number          Quantity  Acc    SN  +  

 ¦   1    0402769219                                           1   no    no  ¦  

 ¦                                                                           ¦  

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

 +  RA Item:    1  Part: 0402769219            Serial:                       +  

 ¦      Entry Date: 11/08/98   Problem Code:                     Status: CO  ¦  

 ¦   Received Date: 14/08/98     Cause Code:              Return Status: RS  ¦  

 ¦        WIP Date: 14/08/98    Repair Code:                Init Status:     ¦  

 ¦   Expected Date: 21/08/98            CSR: nld0071          Exchanged: no  ¦  

 ¦    Promise Date:   /  /          Station:            Rep Vendor: STK-LSVL ¦  

 ¦      Start Date:   /  /     Action Group:             Rem: n  Detail: no  ¦  

 ¦      Close Date:   /  /                                                   ¦  

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

Entry Date of This Item

Received Date:
Enter the date on which the RA was received

Commit

A subscreen is displayed

Select the receiving depot warehouse

Select the required bin. This will be either <BADL> if the returned item is for Louisville or it is an FBM with Piece Parts, if it is an FBM without Piece Parts then Bin is <FBIC>, <BADB> for NSG parts for Boston, BADM for NSG parts for Minneapolis and <BADT> for parts for Toulouse.  If this is the first time that this part/FBM has been returned to this depot then it will be necessary to create a bin. If this is required the system will prompt you to create the bin. Accept all the system defaults that the prompts suggest.

Commit

Exit

Repeat for each line to be received on the RA

I
The RA will have been transferred into the local depot warehouse.

     Date: 07/07/98   Return Authorization: R805190006 Line Item:    1          

     WO Number: W805060001                             Type: 01                 

     PO Number:                                                                 

      Customer: NLD00014      Invoice:             Location: REGION 1           

         Phone:                  RDM#:               Source: OPENACT            

       Ship To: ,                                   Help No:                    

                                                        Set:                    

                                                     Status: CO                 

    Entered By: nld0095                          Entry Date: 19/05/98           

      Priority: 10                             Receive Date: 22/05/98           

   Primary CSR: NLD0030                            WIP Date: 22/05/98           

      CSR Name: BRUGGEMAN, WILCO              Promised Date: 05/06/98           

                                                 Close Date:                    

   Part Number: 0308469209                   Start Revision:                    

 Serial Number:                                End Revision:                    

   Description: TURNTABLE ASSY                Warranty Code:   N/A              

  Problem Code:                               Warranty Date:                    

    Cause Code:                                         Div:   2                

   Repair Code:                                                                 

       Station:               (REPRINT)                                         

Item Station    Part Used          Qty     Item   St  Part  Used         Qty    

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

 Station    CSR                    Work Hours  Stop Code  Init                  

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

|__________|______________________|__________|___________|____|                 

|__________|______________________|__________|___________|____|                 

|__________|______________________|__________|___________|____|                 

|__________|______________________|__________|___________|____|                 

|__________|______________________|__________|___________|____|                 

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

Else the engineer has returned the wrong part number



2. 
Amend Parts Posting

Path


D
Service Management


A
Service Order Management


B
Work Order Update


B
Direct Parts Usage

Astea  -      1                  User:maynal             24/07/98,  10:24      

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

 (1) D - Service Management                                                     

   (2) A - Service Order Management                                             

     (3) B - Work Order Update                                                  

      +---------------  SERVICE ORDERS - UPDATE WORK ORDER  ----------------+   

      ¦ A - Work Order Update              B - Direct Parts Usage           ¦   

      ¦                                                                     ¦   

      ¦                                                                     ¦   

      ¦                                                                     ¦   

      ¦                                                                     ¦   

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

Astea  -   1113                  User:maynal             03/07/98,  09:47      

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

             +------- SERVICE SYSTEM - DIRECT PARTS USAGE --------+             

             ¦        Branch:                                     ¦             

             ¦     WO Number:                                     ¦             

             ¦   Help Number:                                     ¦             

             ¦          Name:                                     ¦             

             ¦      Customer:                                     ¦             

             ¦      CSR Code:                                     ¦             

             ¦    Short Name:                                     ¦             

             ¦     Territory:                                     ¦             

             ¦ Serial Number:                                     ¦             

             ¦   Product Ref:                                     ¦             

             ¦  Action Group:                                     ¦             

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

Enter data or press F9 to end.

WO Number:
Enter Work Order Number
Commit

Astea  -   1121                  User:maynal             03/07/98,  09:51      

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

 +--  WORK ORDER ITEM ENTRY FOR: W712100007  Parts Total:              0.00 ---+

 ¦  Serial Number:                     Prm. CSR: nldbull    Currency: NLG      ¦

 ¦   Model Number:                     CSR Name: BULL SERVICE SPARES           ¦

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

 +Item Part Number            Quantity  UC Ret Unit Price D Use Part Used Price+

 ¦   1 0410758316                 1.00  ea  D       0.00  N  N            0.00 ¦

 ¦   2                                                                         ¦

 ¦                                                                             ¦

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

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

Select the line containing the part

Quantity:
Set to zero
Commit

A subscreen is displayed showing the outgoing transactions

Select the transaction to correct

Commit

Select the part to bring back into inventory

Commit 

The part is transferred from the CSR “To Depot” bin to the CSR “Good” bin

Select the line whose quantity was previously zero

Quantity:
<1>

D:
<Y>
Use:
<Y>
Commit

Swap Part:
Enter the correct part number received.

Commit

Answer <Y> to the prompt Do you want to create an RA?

Answer <Y> to the prompt Select a new location?

Select the depot warehouse to which the part is being returned

The system creates a new RA Number

Receive the RA as in Paragraph 1

Local Logistics Co-ordinator

Regularly



3. 
Check Open RA’s

Local Logistics Co-ordinator checks open RAs and shall contact the CSR if the parts haven’t been received after 4 days.

Path


D
Service Management


C
Depot Repair


D
Reports


A
Analysis Reports


C
Overdue RA

Astea  -      1                  User:maynal             21/08/98,  11:24      

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

 (1) D - Service Management                                                     

   (2) C - Depot - Repair                                                       

     (3) D - Reports                                                            

       (4) A - Analysis  Reports                                                

        +-----------------  DEPOT SYSTEM - ANALYSIS REPORTS  -----------------+ 

        ¦ A - Overdue Open Activity          I - Backorders                   ¦ 

        ¦ B - Billable Repairs               J - Promise By Priority          ¦ 

        ¦ C - Overdue RA                     K - Repaired Assemblies          ¦ 

        ¦ D - Overdue Parts From Vendor      L - Component Usage by Assembly  ¦ 

        ¦ E - Defective Inventory            M - Component Usage by Component ¦ 

        ¦ F - Promise By RA Number           N - Costing Vs. Pricing          ¦ 

        ¦ G - Overdue Returned Parts         O - CSR Productivity             ¦ 

        ¦ H - Repair Backlog                                                  ¦ 

        ¦                                                                     ¦ 

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

Enter 
Branch code
Commit

Astea  -  14016                  User:maynal             21/08/98,  11:28      

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

                     +--- DEPOT - OVERDUE RA'S REPORT ----+                     

                     ¦                                                                          ¦                     

                     ¦                       Branch:      Region 1                  ¦                     

                     ¦                                                                          ¦                     

                     ¦  Starting Exp'd Date:       22/07/98                   ¦                     

                     ¦    Ending Exp'd Date:      21/08/98                   ¦                     

                     ¦                                                                          ¦                     

                     ¦               Device:              terminal                    ¦                     

                     ¦                                                                          ¦                     

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

 Enter data or press F9 to end

This produces a report of all outstanding RAs

Date: 21/08/98         Branch: REGION 1                       StorageTek        

                                     Page:    1                                 

                                                      DEPOT OVERDUE RA'S REPORT 

                             Requested By: maynal                               

                                                        01/01/97  -  21/08/98   

RA Number  Line#  Part Number Serial Number Description Prim CSR Entry Date  Expected Date#Days Overdue 

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

R805190005    1        0003000031                                           nld0044     19/05/98    29/05/98                     84        

Number of Records:          1
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