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Title:

Physical Inventory Procedure Summary
File:

IC.100A

Revision:
1.0

Date:

07/30/97


Overview


This procedure will describe how to take a physical count of the perpetual inventory.  Please see IC.100B for the corresponding Physical Inventory Work Instructions.
Procedure

Inventory Control 
1. Establish cut-off day and time for Physical Inventory.  Create memo for distribution to staff announcing Physical Inventory.  Include in memo the Inventory cut-off day and the date in which the Physical Inventory Tags will be printed.  Distribute memo along with this procedure to the following departments:


Receiving Dept.

Issuing Dept.


Shipping Dept.


Invoicing Dept.

Production Floor (each Supervisor)

Production Control Dept.


Send Courtesy copies to the following departments:


Plant Manager

Accounts Receivable
Accounts Payable


Purchasing Dept.


Shipping
2. Gather all Bills of Lading that have shipped or will ship prior to the Physical Inventory day and submit to Invoicing (no pre-bills).

Customer Service
3.
Process all Bills of Lading and do the appropriate Updates.


Issuing Supervisor
4.
Post all Work Order Issues up to the Cut-Off time.


Receiving Supervisor
5. Post all receipts of materials received prior to Cut Off date and time.


Note:
Anything received after this Cut Off must be marked so it will not be counted.


Production Supervisors
6. Gather all Production Reports from the production floor and give to Customer Service for parts which are completed prior to Cut Off point.


Note:
Move finished goods to warehouse and tag all further production as “After 
Inventory.”


Customer Supervisor
7. Post WIP Receipts for material movements prior to Cut Off point.


Note:
All Postings should be complete as of this time.


Inventory Control
8. Run W/O WIP Report and then print out Tags and Count Sheets for the inventory.


Count Team
9. Physical Inventory of Clear Films taken the night before Inventory.

10. Begin Physical Inventory in Warehouse #1 and Warehouse #2.  After verification, turn in completed Inventory Tags to Warehouse Leadman as they become available.


Warehouse Leadman
11. After verifying completeness, turn in completed Inventory Tags to Office Data Entry Personnel.


Count Team (Data Entry)
12.
Begin posting Inventory Tags to the Physical Inventory module #32.  Then Post Inventory Tags to Inventory utilizing PI module #33.  After completing the posting process, run the following reports:
PI #70, Physical Tags Counted

`



PI #71, Physical Tags Posted





EZ Finance.su


Inventory Control
13.
After keying is complete, run Variance Report for the same period and Recounts will be flagged.  Recounts are then given to Warehouse Leadman.


Warehouse Leadman
14. Make sure requested recounts are completed and then re-submit counts back to Count Team (Data Entry) for re-keying into the system.


Count Team (Data Entry)

15. Re-key any recounts.


Inventory Control
16. Re-run Variance Report.  May cycle through another recount if necessary.  Once Variance is bought off as real then the tags are posted.  Also print appropriate reports.

Title:

Processing AP Invoices Summary
File:

AP.100A

Revision:
1.0

Date:

07/30/97


Overview


This procedure describes how to process Accounts Payable Invoices. 


Please see AP.100B for the corresponding Accounts Payable Invoice Processing Work Instructions.

Procedure

AP Person
1. As Invoices come in from Vendors, the AP person matches invoices with receiver.  If information is correct AP person enters invoice into computer.

2. AP person will file these invoices into one of two files.  The first file (Calendar 1-31) for discounts or the second file (regular) for regular invoices (non-discounted).

3. Next, they print out a listing of all Open AP issues.  AP person then makes three copies of this report, keeps one copy and distributes one to the Office Manager and one to the Outside Consultant.

4. Every Wednesday the AP person and the Office Manager meet to discuss who will be paid in what order depending on available dollars.

5. AP person and the Office Manager first consider discounted invoices for payment utilizing Calendar 1-31 Open Manual file.

6. Next copies of the AP Aging report are generated and given to the receptionist who pulls these non-discounted invoices from the open file.

7. AP person and the Office Manager now consider invoices for payment from this open file.

8. Next, review selected list for payment invoices (total amount) and make sure correct payment selection has been made.

9. Prints checks for discounted invoices.

10. Next, select non-discounted invoices for payment based on marked open invoices.

11. Review list for correct selection.

12. Print checks for non-discounted invoices.

13. Match printed checks to invoices.  Keep discounted checks on the top of the stack.  Also print check register and mark up check run with printed checks with discounts earned.  Printed checks with invoices are then given to the President.


President

14. President reviews, signs, and then returns checks to the AP person.


AP Person
15. Copies get attached to original invoices.  Any price discrepancies or shortages are noted on check before check copies are separated.

16. Checks are mailed out or distributed as cash permits (discounted invoices for early payment are mailed on time).  An Excel spreadsheet is monitored which shows checks still held (not mailed out yet).


Receptionist

17. Places invoices in the closed file with a yellow copy of the check attached.


AP Person

18. Prints new Aging report and distributes to the persons listed in step #3.

Title:

Production Scheduling Job Procedure

File:

PC.100A

Revision:
4.0

Date:

10/20/97


Overview

This procedure describes the Shop Floor Scheduling procedure for Hyde & Hyde.

Procedure


Daily
1. As trucks arrive with materials during the day manually note what materials have come in and release those work orders (if needed).  Then manually add those W/O’s to the Shop Floor schedule.  NOTE:  This process can be further automated in the future but user chooses not to implement at the present time.
2. Print Launch report by Work Order Due Date on a daily basis (PC-81) also, run the Sales Order Backlog report.  See Work Instruction PC.100B, #1 Daily
3. Firm up Work Orders to be scheduled utilizing Launch report.  Check Work Order dates and change as required.  Close old or bogus Work Orders.

4. If Material is not available within 2-3 days of the scheduled start date, then work order start date is to be changed in order to reflect the expected arrival date of materials.  The  Customer Service department is to be notified on a daily basis as well regarding changes to delivery dates.  SEE ATTACHMENT “A” in PC.100B WORK INSTRUCTIONS for a sample of this notice.
5. Now run CP-30 (Capacity Forward Explosion) which builds the files for the daily shop floor schedule.  Now print the Daily Shop Floor Schedule.  Hand mark any special needs for a production run on the floor.  See Work Instruction PC.100B, #4 Daily
6. Distribute reports to production supervisors on a daily basis.

7. Verify that WIP Receipts are being handled and processed correctly.  NOTE:  For those that do not get done correctly, Planner manually lines on the Shop Load report.
8. Review Open Work Order Listing to be sure no old start dates (prior to today) are listed.  See WI PC.100B, #1 Weekly. 


 NOTE:  Be prepared for the daily meeting using the reports produced above and have answers for all Sales Orders with items with due dates within the next seven (7) days.


NOTE:  This process can be further automated in the future but user chooses not to implement at the present time


Weekly

1.
Review Sales Order Backlog by due date to be sure no old sales orders are listed without quantity on hand to ship.  See WI PC.100B, #2 Weekly


Note


Production Control Manager must be able to answer for any Past Due Work Orders.

Title:

Bill of Material Correction Procedure

File:

BM.100A

Revision:
1.0

Date:

09/26/97


Overview

This procedure describes how to correct bad BOM’s.

Procedure


Requestor

1.
Completes attached  Bill of Material Change Request form with any special corrections.  See Attachment “C”.

Engineering Control

2.
Changes the BOM or makes a note on the Bill of Material Change Request form of anything special required.

3. Make a photocopy of this form and return the original to the Requestor.  Then file this form away by Part Number with any special comments.


Requestor

4. Note if change has or has not been made to the BOM.


Note:

These changes may be completed on-line if so desired by Hyde & Hyde.

Title:

Understanding General Ledger Reports

File:

GL.100A

Revision:
1.0

Date:

09/22/97


Overview

This procedure describes how to print and use General Ledger financial reports.

Note:
This procedure assumes that the Financial Report parameters have been set-up 


previously.

Procedure

1. Print out a list of the preset General Ledger reports.  These can be printed out by accessing GL-#76, “Financial Report Parameters”, and then entering sub-menu #1, “Name Listing”.

2. To help you understand what GL numbers coorespond to which reports, you may print out the GL numbers which make up any line on any report.  This option may be accessed by the user by entering GL-#76 sub menu #2, “Detail Parameter Listing”.

3. Using the GL Financial Report Setup option (GL-#33) the user can change the GL numbers that make up any line on any report.

4. The Financial Report Menu option (GL-#77) will allow you to reprint any financial report or group of reports (use step 3 for any additional changes).

Title:

Receiving and Generating Purchase Order Receipts

File:

PO.100A

Revision:
1.0

Date:

09/22/97


Overview

This procedure describes the receiving operation and how to print and process Purchase Order Receipts.

Procedure

1. Before the truck is unloaded, verify that the quantity to receive matches the Purchase Order.  If the quantity to receive exceeds the P.O. quantity, receiving must contact purchasing for acceptance of product.  Receiving personnel may check PO Menu Option #31 to check the open quantity to receiver.

2. Product is then unloaded from the truck and the quantity verified.  A product receiving inspection is also conducted and the corresponding inspection form is completed at this point.

3. The actual quantity of the Product is then received and entered into the system via PO Menu Option #31.  For customer owned products, product is received as above, except that Receiving Menu Option #3 is used for entering the quantity received.  Note:  User may also use IC Menu Option #34 for this purpose as well.
A. If the total quantity on the Purchase Order has been received, then the Purchase Order may be closed.  All paper work is then attached tot he P.O. and sent up to the Accounts Payable department.

B. If the Purchase Order is to be closed short, then the paper work is sent up to the Accounts Payable department, noting this, as above.

C. If the Purchase Order is still open, then only the receiving paper work is sent up to Accounts Payable.

4. Each morning a P.O. Receiving Log is printed (PO Menu Option #75, See Attachment “A”) for the previous days’ Receipts.  Seven (7) copies are made and distributed to the following staff:


Purchasing Manager
Purchasing Department
Production Manager


Cheryl



Warehouse Supervisor
Receiving Department


Inventory Control Manager

5. If product has already been received into the system and physically present in inventory, this product needs to be returned utilizing the following steps:

A. Purchase Order is then re-opened for the specific line item (utilize PO Menu option #30, 2nd screen,  for this purpose).
B. Then a negative P.O. Receipt is completed through PO Menu Option #31.  Enter the P.O. number and then the negative quantity to be returned (rejected).

Title:

Cycle Counting Job Procedure

File:

IC.100A

Revision:
1.0

Date:

09/26/97


Overview

This procedure describes how to handle Cycle counting. 

Procedure


** See Attachment “A” for draft of procedure

Title:

Running Capacity Planning Reports

File:

CP.100A

Revision:
1.0

Date:

10/20/97


Overview


This procedure describes how to run and print out Capacity Planning Reports.


aPlease see CP.100B for the detailed Work Instructions for this procedure.

Procedure

1. Run the Capacity Forward Explosion calculation (CP-30) to build the file.

2. Print out the Shop Load report as well as the Backward Explosion and Backward Explosion Detail reports (CP-77 & CP-79) and review.

3. Make changes as required.

Title:

General Ledger Setup to Accommodate Non-Inventory Postings

File:

GL.200A

Revision:
1.0

Date:

10/27/97


Overview


This procedure describes how to setup your GL account to accommodate non-inventory postings.  This procedure specifically addresses the situation where the cost of goods GL Writes is done through Accounts Payable.  Note:  This procedure is Hyde & Hyde specific for handling the creation of Financials.  Everything will pass through inventory to get the CGS calculation.

Procedure

1. In order to accomplish not receiving or sending all GL writes to Inventory or CGS (balance to 0) we will complete the following:  Copy the INV file, WINV file and the Product Category to INV.NOGLW, WINV.NOGLW, and CAT.NOGL.  Also, save the flags under Company.NOGLW.  We will also change the flag defaults to 9999 (all WIP Writes). 

2. PO Receipts is setup not to hit inventory or Accounts Payable.

3. Set BOM Issue to reduce Inventory Account # = 9999 (This is the Inventory Clearing Account).  Also set default WIP GL# Account = 9999 (This will take care of WIP Receipts)

4. Every day during Invoice Processing instead of debiting CGS, we will debit the Inventory Clearing Account 9999.  Note:  INV file has been changed to 9999 so the credit to Inventory will also hit Account 9999.

5. AR appears to be running properly.  Have made no changes to the standard setup as of 10/22.

6. To get balances correct we will save the GLH.XREF file into the GLN.XREF.NOGLW.  When the INV file and the EDXREF.W are in correct, balance to the Chart of Accounts file.

7. When balancing these files make sure AP Aging and AR Aging balance to financial reports.

Title:

Upgrading wIntegrate 3.0 to 3.0.03

File:

TS.34800

Revision:
1.0

Date:

11/12/97


Overview

This procedure describes how to upgrade wIntegrate from 3.0 to 3.0.03

Procedure

Note:
This procedure describes how to get the current version of your host routines running on pick.  Important: This input routine is case sensitive.  The bold lines will not appear on the screen.  At the account prompt type:

Type:
WIN.TRANSFER

This will appear: 868connect ok

Type:
742Version
This will appear: VER????
  (with your version number displayed)
Type:
215END

  (this exits the program)
1.
Close wIntegrate.

2.
Make a copy of the wIntegrate file folder.


WINDOWS 95:

· Highlight the wIntegrate file folder

· Click Edit on the menu bar

· Click Copy from the Edit menu

· Click Paste from the Edit menu

· There should be a file named Copy of wIntegrate

3.
Run wpatch.exe


Can get this from Unidata’s web page: 

· http://www.unidata.com/Support/Techtips/wIntegrate/Welcome_wIntegrate.html.

· click on wIntegrate 3.0.00 to 3.0.03


· At the bottom of this page are three files that are underlined. You will need to


download all three of these to a new file folder.

· After you have downloaded these, double click on the wpatch.exe that is in the new file folder. This will upgrade the wIntegrate file.

4. Open wIntegrate

5.  Log into the account you will be transferring from.


Copy WIN.PROGS to WIN.PROGS-OLD


First Create-file WIN.PROGS-OLD 1 7

Then Copy WIN.PROGS




To:(WIN.PROGS-OLD

 

(*Remain at the prompt.)

6.  Choose Run from the menu bar.


Choose Script from the Run menu.


Open the host file folder under the wIntegrate directory


Double click on the file inst_pgm.wis.


It will then ask for what machine type you are on.



Choose AP.


This script will make all the changes to the WIN.PROGS file for you.


**The script may pause for 10 seconds at a time in between certain commands.**


**Do not type anything or press any keys till you have made sure it is finished,**


**It will take about 10 minutes to complete the process.**


If a % is being written on every 100th-200th line of your exported files then you will need to do the following: 


Enter the account you will be transferring from.


Edit the WIN.PROGS WIN.PARAM.AP record.


Go to line 22.


If there are a sequence of characters CTN then you will need to replace that with just 
CN. Just delete the T.


Then you will need to compile that record: BASIC WIN.PROGS WIN.PARAM.AP .


Then you will need to catalog it: CATALOG WIN.PROGS WIN.PARAM.AP

PROCEDURE:  IC.100A



Physical Inventory
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