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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:

· Receives Trade In machines, and creates an entry for the Asset register.

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 

Process for Trade In

Sales Team carries out Sales Negotiation

Update Account Management System as the negotiation proceeds. Part Numbers and Value of STK Machines are entered to Account Management. This value is the amount that STK will “pay” the customer.
FSA identifies equipment to be traded in

If the machines being traded in are STK Machines then can check the ACES Configuration in the normal way. If they are not STK Machines then we will need to check the Maker/Model combination on the ACES Part File. If it does not exist then we need to ask ECC Logistics to create it on the ACES Part File.

FSA investigates marketability of the returning equipment

Contact Brokers, possible second user customers.

FSM agrees and Contract Signed

Deal is approved by the FSM and the contract is signed by the customer.

FSA places Order on SETC

Create the order in ACES. For returning STK Machines the model number will already be on the ACES part file, for third party (TP) machines it will be necessary to request ECC Logistics to create an entry on the ACES part file unless this type of machine has been traded in before.

Create a line on the sales order for each machine that is returning. It is not essential at this point to have the serial numbers of the machines.

See the ACES Create Sales Order Process for details of how do to this.

SDR Plans Install/De-install

SDR carries out the IP visit on site and creates the Installation Plan. He collects the Serial Numbers of the machines being traded in and passes this information to the FSA

FSA updates Sales Order

Update the Sales Order with the Serial Numbers of the machines being traded in.

Contracts Administrator reviews and updates Service Contracts

Terminate/amend the contracts that cover the equipment to be traded in. The ACES system will not allow a machine that is under contract to be traded in, therefore the Contract Line for the Machine needs to be cancelled. See the Process Amend Contract for information on how to do this.

FSA requests Order Fulfillment

FSA emails SETC Logistics to tell them that the order has been placed on ACES and is ready for fulfilment. The order for new equipment is fulfilled by SETC Logistics in the normal way.

LLC arrange removal transportation for the machines being traded in

Customer Services Manager decides where traded in machines will go. Alternatives are Local X Dock, Scrapping Location, European Refurbishment Centre (Toulouse).

SDR Carries out install

SDR physically completes the work and then completes the Installation Work Orders on ACES. These will have been created automatically on ACES when the new machines shipped (one per machine). How will the SDR split his time when installing many serial numbers (divide the total time spent by the number of machines and apply the result to each Work Order?)?

SDR Carries out de-install

SDR physically de-installs the machines. He then creates and completes a de-installation Work Order against the Non Machine Serial Number for that site.

Local Logistics Receive Trade In

Receive the trade in on ACES. Include Used Equipment Asset Value? This will be done by Local Logistics Co-ordinator if the machine goes to the X-Dock or for Scrap or by SETC Logistics Co-ordinator if the machine goes to Toulouse.

For STK Machines check configuration on ACES with actual configuration of the physical machine. Correct ACES to remove any inconsistencies. Check that the New/Used Flag on the Equipment File is set to Used.

An asset is created on ACES.

Path 

B
Distribution Logistics
D
Shipping
H
Receive Trade In

Astea  -      1                  User:maynal             02/10/98,  09:17      

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

 (1) B - Distribution-Logistics                                                 

   (2) D - Shipping                                                             
    +-----------------------  SHIPPING MAIN MENU  ------------------------+     

    ¦ A - Pick List Menu                 E - Print Daily Invoices         ¦     

    ¦ B - Shipping Entry-Update          F - Returns From Customer        ¦     

    ¦ C - Shipping Inquiries             G - Reprint Invoices             ¦     

    ¦ D - Shipping Reports               H - Receive Customer Trade-In    ¦     

    ¦                                                                     ¦     

    ¦                                                                     ¦     

    ¦                                                                     ¦     

    ¦                                                                     ¦     

    ¦                                                                     ¦     

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

Astea  -   8052                  User:maynal             02/10/98,  09:17      

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

           +--------- TRADE-INS TO RECEIVE FROM CUSTOMER ----------+            

           ¦                                                       ¦            

           ¦           Branch :                                    ¦            

           ¦                                                       ¦            

           ¦     Customer Name:                                    ¦            

           ¦                                                       ¦            

           ¦OR   Customer Code:                                    ¦            

           ¦                                                       ¦            

           ¦OR       Order Ref:                                    ¦            

           ¦                                                       ¦            

           ¦OR        Our Part:                                    ¦            

           ¦                                                       ¦            

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

 Enter a Branching Location Code.

Branch:
<ETCMACHS>

Order Ref:
Sales Order Reference Number

Commit

Astea  -   8053                  User:maynal             14/10/98,  17:05      

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

+------------------------- RECEIVE CUSTOMER TRADE-IN ----------------------+

¦   Order Ref: C810140006         Description: CONTROL UNIT                ¦

¦        Item:    1.01            Trade Value:           493.17            ¦

¦    Due Date: 14/10/98             Item Type: STANDARD                    ¦

¦    Customer: NLD00071 PTT POST                                 Remark: N ¦

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

+--------------------- Part: 4480m20-0000 - CONTROL UNIT ------------------+

¦    Cust PN: 4480m20-0000         SN: Y       Last Cost:    14,800.00 /E  ¦

¦ Trade Whse:               Trade Bin:        Last Price:    20,970.78 /e  ¦

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

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

¦  On hand:          9.00     Usable:      9.00                            ¦

¦ Reserved:          0.00  Allocated:      0.00  Available:          9.00  ¦

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

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

¦(T)ransfer trade-in into stock (anywhere!) ¦                                   

¦(M)ove trade-in to default location        ¦                                   

¦(S)crap trade-in                           ¦                                   

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

 Select Trade-In Disposition By Space Bar or First Letter.                      

Select <T> to receive the Trade In into stock

Astea  -   8054                  User:maynal             14/10/98,  17:06      

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

+------------------------- RECEIVE CUSTOMER TRADE-IN ----------------------+

¦   Or+--------------- SELECT TRADE-IN TRANSFER LOCATION ------------+     ¦

¦     ¦                                                              ¦     ¦

¦    D¦     Branch:            Warehouse:              Bin:          ¦     ¦

¦    C¦                                                              ¦k: N ¦

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

+--------------------- Part: 4480m20-0000 - CONTROL UNIT ------------------+

¦    Cust PN: 4480m20-0000         SN: Y       Last Cost:    14,800.00 /E  ¦

¦ Trade Whse:               Trade Bin:        Last Price:    20,970.78 /e  ¦

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

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

¦  On hand:          9.00     Usable:      9.00                            ¦

¦ Reserved:          0.00  Allocated:      0.00  Available:          9.00  ¦

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

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

¦(T)ransfer trade-in into stock (anywhere!) ¦                                   

¦(M)ove trade-in to default location        ¦                                   

¦(S)crap trade-in                           ¦                                   

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

Enter data or press F9 to end.

Warehouse:
The ID of the Warehouse which is receiving the Trade In

Bin:

<SU>

Commit

If the prompt Create a new bin? appears then accept the default to create a new bin

At the prompt Bin Quantity Usable? Answer <Y> if the machine is immediately saleable or <N> if it needs to be refurbished.

Commit

S Astea  -   8056                  User:maynal             14/10/98,  17:10      

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

+------------------------- RECEIVE CUSTOMER TRADE-IN ----------------------+

¦   Or+--------------- SELECT TRADE-IN TRANSFER LOCATION ------------+     ¦

¦     ¦                                                              ¦     ¦

¦    D¦     Branch: ETCMACHS   Warehouse: nldtilmwh    Bin: su       ¦     ¦

¦    C¦                                                              ¦k: N ¦

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

+--------------------- Part: 4480m20-0000 - CONTROL UNIT ------------------+

¦    Cust PN: 4480m20-0000         SN: Y       Last Cost:    14,800.00 /E  ¦

¦ Trade Whse:               Trade Bin:        Last Price:    20,970.78 /e  ¦

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

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

¦  On hand:          9.00     Usable:      9.00                            ¦

¦ Reserved:          0.00  Allocated:      0.00  Available:          9.00  ¦

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

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

¦(T)ransfer trade-in into stock (anywhere!) ¦¦Receipt Cost:    0.00 / E UM ¦

¦(M)ove trade-in to default location    ¦¦                                 ¦

¦(S)crap trade-in                       ¦¦Serial No.:                      ¦

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

 Cost of This Part at Time of Receipt                                Insert

Receipt Cost:

Zeroise this field

Commit

Serial Number:
Enter the Serial Number of the returning machine. A lookup is available.

Commit

An Asset Record will be created for the returning machine which will be added to inventory in the previously selected warehouse.

Logistics Coordinator checks equipment configuration data

Check the configuration and equipment file to ensure that all information is correct. Update as required.

Path 

D
Service Management
A
Service Order Management
K
Service File Maintenance
F 
Equipment File

Astea  -      1                  User:maynal             02/10/98,  09:40      

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

 (1) D - Service Management                                                     

   (2) A - Service Order Management                                             

     (3) K - Service File Maintenance                                           

      +------------------  SERVICE - SERVICE MAINTENANCE  --------------+   

      ¦ A - Warranty Files             J - CSR-Location XReference      ¦   

      ¦ B - Service Contracts          K - Cause File                   ¦   

      ¦ C - Problem File               L - Retrofit File                ¦   

      ¦ D - Stop File                  M - Customer System Code-Name    ¦   

      ¦ E - Repair File                N - Configuration                ¦   

      ¦ F - Equipment File             O - Time Zone File               ¦   

      ¦ G - Location File              P - Service Maint Reports        ¦   

      ¦ H - Call Types                 Q - WO Charges File Maintenance  ¦   

      ¦ I - Customer Service Reps      R - CSR Scheduling               ¦   

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

Astea  -   5505                  User:maynal         02/10/98,  09:34      

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

+-------------------- SERVICE MAINTENANCE - EQUIPMENT FILE ----------------+

¦                                                                          ¦

¦    Serial Number:                    Part:                               ¦

¦     Manufacturer:             Product Ref:                               ¦

¦         Customer:             Customer PO:                               ¦

¦    Install. Date:                Equip Status:                           ¦

¦      Accept Date:                 Primary CSR:                           ¦

¦    Selling Price:               Secondary CSR:                           ¦

¦    Original Cost:                    Operator:                           ¦

¦  No. Of PM Calls:             No. Of UM Calls:                           ¦

¦  Major Rep. Date:                    Revision:                           ¦

¦   Equipment Type:                 Cust Config:                           ¦

¦         New/Used:                       Level:                           ¦

¦   Mast/Sub Assem:                         Seq:                           ¦

¦         Recv Ref:                     Remarks:                           ¦

¦          Ref No.:              Pick/Mover No.:                           ¦

¦              Set:                    Tech Ref:                           ¦

¦           Branch:                     MAC CSR:                           ¦

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

Equipment Serial Number

Enter Serial number

Commit

Check the information displayed, update all changes

<PgDn> for second page

Astea  -   5055                  User:maynal             02/10/98,  09:47      

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

+-------------------- SERVICE MAINTENANCE - EQUIPMENT FILE --------------------+

¦          -READINGS-                                -CONTRACT-                ¦

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

¦           Meters:  0                       Serv. Code:                       ¦

¦           Wheels: 8                     Service Price:    12,144.00          ¦

¦        Mth Toler:          0.00          Contract Eff: 01/03/1997            ¦

¦  Install Reading:          0.00          Contract Exp: 28/02/1999            ¦

¦  Initial Reading:          0.00               Invoice:                       ¦

¦     Last reading:          0.00          Invoice Date:                       ¦

¦   Last Read Date:                      Currently Paid: Y                     ¦

¦         PM Cycle:         0.00  /             Respond: no                    ¦

¦  Last PM Reading:          0.00               Renewal: N                     ¦

¦     Last PM Date:   /  /                 Contract Ref: STTEK01               ¦

¦  Replace Reading:          0.00         Contract Site: 157696                ¦

¦         Replaced: N                     Contract Line: 0000000000033         ¦

¦  Last Meter Bill:                       Policy Number:                       ¦

¦ Shipment Reading:          0.00                                              ¦

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

 Press PREV PAGE to return to the first screen of Equipment Maintenance.        

Number of Meters - Enter 0 if not Meter Billed

Check the information displayed, update all changes

If Work Order Type is inst (Installation) then

PM Cycle: 

the required PM Cycle for this machine in days

Preventive Maintenance Cycle Unit of Measure:

<D>

Last PM Date:
enter the install date 

Else continue

Commit

Path 

D
Service Managment
A
Service Order Management
K
Service File Maintenance
N 
Configuration

Astea  -      1                  User:maynal             02/10/98,  10:01      

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

 (1) D - Service Management                                                     

   (2) A - Service Order Management                                             

     (3) K - Service File Maintenance                                           

      +------------------  SERVICE - SERVICE MAINTENANCE  ------------------+   

      ¦ A - Warranty Files                 J - CSR-Location XReference      ¦   

      ¦ B - Service Contracts              K - Cause File                   ¦   

      ¦ C - Problem File                   L - Retrofit File                ¦   

      ¦ D - Stop File                      M - Customer System Code-Name    ¦   

      ¦ E - Repair File                    N - Configuration                ¦   

      ¦ F - Equipment File                 O - Time Zone File               ¦   

      ¦ G - Location File                  P - Service Maint Reports        ¦   

      ¦ H - Call Types                     Q - WO Charges File Maintenance  ¦   

      ¦ I - Customer Service Reps          R - CSR Scheduling               ¦   

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

Astea  -   5043                  User:maynal             02/10/98,  10:01      

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

           +------------- CONFIGURATION - ENTRY/UPDATE -------------+           

           ¦                                                        ¦           

           ¦      Customer Name:                                    ¦           

           ¦ OR                                                     ¦           

           ¦      Customer Code:                                    ¦           

           ¦                                                        ¦           

           ¦      Configuration:                                    ¦           

           ¦ OR                                                     ¦           

           ¦  Model/Part Number:                                    ¦           

           ¦                                                        ¦           

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

Customer Name

Enter Customer Code

Commit

Astea  -   5043                  User:maynal             14/10/98,  17:39      

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

                 Customer: NLD00071 PTT POST                                    

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

¦   Code       Configuration Name                  Model/Part   Serial #      ¦ 

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

¦   0000002915 4480m20-0000/002000007093           4480m20-0000 002000007093  ¦ 

¦   0000002916 4480m20-0000/002000012468           4480m20-0000 002000012468  ¦ 

¦   0000002917 4480m20-0000/002000012469           4480m20-0000 002000012469  ¦ 

¦   0000002918 4480m24-0000/003000000566           4480m24-0000 003000000566  ¦ 

¦   0000002919 4480m24-0000/003000000579           4480m24-0000 003000000579  ¦ 

¦   0000002920 4480m24-0000/003000000982           4480m24-0000 003000000982  ¦ 

¦   0000002921 4480m24-0000/003000000983           4480m24-0000 003000000983  ¦ 

¦   0000002922 4480m24-0000/003000001029           4480m24-0000 003000001029  ¦ 

¦                                                                             ¦ 

¦                                                                             ¦ 

¦                                                                             ¦ 

¦                                                                             ¦ 

¦                                                                             ¦ 

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

|GO| to create new config, |RETURN| to select existing one

Select serial number

Update all changes

If the customer site address has changed inform the accounting department.

Invoice Administrator bills Customer

Customer accepts the new equipment. Update ACES to indicate Customer Acceptance. See SO Invoice on Acceptance Process for full details. An invoice will be produced by the billing run, this will be for the full amount of the price of the new equipment minus the ACES Trade in Value. Some customers may prefer a full invoice and a credit note, others may require a purchase order for the machines we are buying from them – some investigation needs to be done on how we handle these other billing scenarios in ACES.

 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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