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Training Workbook

The workbook is intended for use during your initial training. It's not intended to be stand-alone. Rather, it
should be used to take detailed notes on how to do things. The taking of your own notes during training is an
important part of the learning process. For this reason, this document just consists of placeholders for you to
do that. There are no detailed instructions in here.

Your training usually consists of introductory background information, in a presentation given to you by your
trainer, and then proceeds to take you through a sequence of hands-on sessions. The sequence starts from a
completely empty system and introduces you to all the major procedures you’ll need to run your business
through Match-IT. This workbook does not cover all aspects of the system, rather it just covers the essentials.
Howevwer, once you've done this, the consistency in the way Match-IT 'thinks' means you can easily deduce
how to do almost anything with only a few experiments (which you can do safely in the training data set).

The owerall sequence is divided into several stages:

Stage 1 covers sales order processing. This involves taking orders and progressing them through to inwice.
Material and resource allocation to jobs is left to a later stage. At this level you are just producing the
paperwork to support the order.

Stage 2 covers BoMs (bill of materials). This is your first introduction to methods. Initially, you will only be
concerned with defining the material requirements of your jobs. Once you’'ve done this, Match-IT will
automate stock allocation to jobs and you will be ready to learn about purchase order processing.

Stage 3 covers purchase order processing. This inwlves placing purchase orders and progressing them
through goods-in and into stock. Supplier inwice handling is also covered. Allocation of this stock to
your jobs is automatic but can be manually overridden if necessary.

Stage 4 cowvers routing. This is a more detailed look at methods. Here, you'll learn about resources and how to
use them to define the machines, people and time required to do your production work. Once you've
done this, Match-IT will plan your work for you, automatically finding and allocating time on the
machines and people required.

Stage 5 covers works order processing. This includes approving works orders, which prints the route card,
logging progress, issuing and returning kit and logging product completion.

These stages provide the fundamental knowledge you'll need to use Match-IT effectively. Where you go from
there is up to you.

Note: You may find it useful to perform your training exercises using the training data set rather than your live
one. Select Fi | € and check Use trai ni ng data to switch to your training system.

03 July 2013 © 2013 Match-IT Limited
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Hints on Note Taking

The bulk of this document consists of a page per ‘action’ with a relevant screen shot. The actions appear in
their normal chronological order. For each action, that is relevant to you, you should make the following notes:

What the action is.
What does it do and why do you want to do it?

When you perform the action.
What ‘triggers’ the need to do it?

How to get to the relevant place in the system.
Via the menu, or the diary, or by drilling down, etc.

How to perform the action.
In forms, include the fields that must be filled-in (in the screen shots in this manual, you’ll notice
»chewons« on the usual fields that need filling in).
What is expected to be put in the fields?
How to get to the relevant selection lists?
Include the buttons that must be pressed, the options that must be selected, etc.

It’s important to note that these instructions will be very specific to you, and how you choose to use Match-IT,
and how its use fits into your operational practices. When you're done, what you’ll have produced is your
Match-IT procedures manual.

During the training sessions, an expert will show you how to do each action. Then you will be guided through
doing it yourself, taking notes as you go, with help on-hand if needed. Then you will be asked to do it again,

on your own, from your own notes with no help from anybody else. This will prove your notes make sense to
you. If they don’t, the whole exercise is repeated until they do.

As you go through the sessions you’ll notice there are many fields in the forms that you do not need to fill-in.
You'll learn the significance of these as you become more experienced, for the moment just ignore any field
you are unsure of.

The screen shots in the following pages only show the ‘main’ screens you’ll encounter. There will be many
other subsidiary screens you'll see as you go along. Their function will be obvious from the context.

03 July 2013 © 2013 Match-IT Limited
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1 Getting Started

This covers the minimum configuration you should do to prepare Match-IT for use in your organisation. Some
of these actions may already have been done as part of Initialising the software.
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1.1 Logging-in

I} LIVE:Match-IT Lagin EI = @

Enteryour [D: Manager

Enter your passward: | |

[ 0K ]IQanceI]

IMPORTANT:
Use of this software constitutes acceptance of the

licence terrms and conditions as described in:

What is it? The initial dialog you see when you start Match-IT.
When do | do it? To use Match-IT you must identify yourself.
How do | get there? Press the Match-IT icon on the desktop
What must | do? Enter your password and press OK
Notes
03 July 2013
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1.2 The Event Diary

%) Events for dates [16/03/09 to 15/05/09] == %)

1 Ewvents |Z Options far event viewing |§Tu:u:u|5 |ﬂ lcon Key |

S| when |

Actian | ~  Ewent

1504409

kM anagerBeview vour pazswaord

4 azil N

%1

L2 ekl

CIRCRIEI AL Y

o = Cif cleared. Fif future,  if late
[ ] Reset ta defaults and refresh now

(=L
Edit

Bemove

Docurment
Hide
All Same
Full Set

What is it?

When do | do it?
How do | get there?

What must | do?

Notes

Your master to-do list of everything that must be done to meet your current
commitments.

Whenewer you login to Match-IT.
Automatic

Highlight the event of interest.

Press DO- | t to go to the appropriate place in the system to action the
ewvent.

Press Docunent to review the associated document (depending on the
event type, this may be the same as Do- | t).

Select the Opt | ons tab to set your preferences, such as filtering out
events you're not interested in.

03 July 2013
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1.3 Change Manager Password

. Change Password E] n

Last Change Date:

Current Passwiord: |*‘"‘"‘*“"‘*“" |

Mew Password: |*‘"‘"‘*“"‘*“" |

Werity Passwaord: |*‘"‘"‘*“"‘*“" |

[ ok H Cancel ]

What is it? A form to allow you to set your Match-IT login password.
When do | do it? At least after the first time you log-in.
How do | get there? Press DO- | t onthe Revi ew Your Password from the Event

Di ary, or: Processes | Change My Password (in the menu bar)

What must | do? Enter your current password, enter the new one you want to use in New
Passwor d and Veri fy Passwor d, and then press OK.

Notes

It's good practice to change your password on a regular basis.

03 July 2013 © 2013 Match-IT Limited
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1.4 Add User

[y user

SE=]

=Full Mame: John Doe

=LUzer |D: John

1Detail |2 Qualifiers | 3 Actions | 4 Casts | 5 Privileges | & SFOC |

Baole:
[ 11z Production Worker [check to allow uze of SFDC system]

Jaining Date:[g 15/0409
Mext Rewview Date: [:] 14/07/09
Learving Date:[g

[Notes: E]

[»Ney«][ Rezet ][ Ciel ][»ﬁave«][ LCloze ]

What is it?
When do | do it?

Identify who is allowed to use Match-IT.
When a new employee joins.
How do | get there?

What must | do?

Functions | Setup | Setup Users | New

Entera Ful | Nane and a User | D

Press the G OUPS button in the Pri vi | eges tab and go to the next

page here.
Notes
The initial password will be set to the User
user logs-in.

I D. It should be changed to something private the first time the

03 July 2013

© 2013 Match-IT Limited



Training Workbook

Getting Started 12

1.5 User Groups

John User Access (=)o
1 Groups |g Tools |

Group 16
Agent Group 17
Systemn Admin Group 18
Everybody Group 19
General Manager Group 20
Full Databaze Access Group 21
Full Menu Azcess Group 22
Fead-Only D atabaze Access Group 23
Group 9 Group 24
Graup 10 Group 25
Graup 11 Group 26
Group 12 Group 27
Group 13 Group 28
Group 14 Group 239
Group 15 Group 30

E] Set: L._&II |[ Mone ][ Beset ] [ Ok ][ Cancel ]

What is it?
When do | do it?
How do | get there?

What must | do?

Notes

Identify what the user is allowed to do.

When you add a new user or their role changes.

Press the G OUPS button from the Add User form.

Check all the groups relevant to the user.

Press Ok, Save, Cl ose, etc. as appropriate.

03 July 2013
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1.6 Set-up Documents

' By Documents =

Self page [1]

'our company name? [1]1; B “Your Compary MNarme|
“rour address for correspondence? [1] 2 [3 “our Company Address (8 lines)
Yourtelephone number? [1] 3 E] Your Company Telephone
Your FAX number? [1] 4: [Z] Sour Cormpary FAx

our VAT registration number? [1] B B our Company WATH

[
[
[
[ :
“our naminated signatone? [1] 5 B Your Compary Signatary
[
'our campany registered address? [1] £ [:] “'our Company Registered Office
[

'our company registered number? [1] &; [:] “'our Company Fegistration#

Make or zelect entries on thiz page. then
press Mext/Finish to get the next page.

What is it? Setup the standard variables used when creating documents, e.g. your
company name and address.

When do | do it? When you first set-up Match-IT or your details change.

How do | get there? Functions | Setup | Setup Documents | Document Preferences | Yes

What must | do? Fill-in the fields as necessary on each page then press Next . Make fields

you don’t want blank.

Press Next , Fi ni sh, etc. as appropriate.

Notes

03 July 2013 © 2013 Match-IT Limited
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2 Stage 1 Sales Order Processing

This inwolves taking orders and progressing them through to inwice. Material and resource allocation to jobs is
left to a later stage. At this level you are just producing the paperwork to support the order.

03 July 2013 © 2013 Match-IT Limited
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2.1 Add Customer

' [ Customer =@ %)
=Full Marme: A Cystomer
=Custamer |0 A Custormer [ Conyersations ]

1Detail |2 Ident| 3 Cantacts | 4 Qualifiers | 5 Web Site | & Audit

»Address: [ An Address
[ Write Letter Mow ]
Telephone: |...] m

Fags: Histary

Co. EMail: B
| SendEMailNow |

Motes for us: [3

show events associated with this customerfsupplier

HIMNT: Llse this to attach reminders to the custamer’supplier.

u@]@[ﬂ] [»Ney«][ Rezet ][ Del ][»ﬁave«“ Cloze ]

What is it? Identify a customer.

When do | do it? When you start dealing with a new customer.

How do | get there? Functions | Setup | Setup accounts | Customer List | New Cus
What must | do? Fill-in at least the Full Name, Customer ID and Address.

Press ACCOUNt and go to the next page.

Notes

03 July 2013 © 2013 Match-IT Limited
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2.2 Set Credit Limit

' By customer Account - '

Head Office: [:] [ Consolidated
Custumer:g A Customer

[ ]&ccount on Stop

1 Account 2 Credit Status |

MHate: The effective values may be owerridden by the HC andfor by defaults.
»CreditI:imit:[:] £5.000.00

Credit Ealance:E] an: [:]
This Accounting Period: E]
Aged Periad 1:E]
Aged Period 2:.. | 31 - 60 days)

(1-30 days)
(
Aged Period 3: E] (B1 - 90 days)
(

Aged Period 4[| 90+ days)
[ 2 ] [ soaves ] [ Cloze ]
What is it? Define the credit limit you've given your customer.
These limits are checked when you approve sales orders and make
dispatches.
When do | do it? When you define a new customer or their credit terms change.
How do | get there? Press the Account button on the Add Customer form.
What must | do? Fill-in Account Ref, Credit Limit and As At.

Others as desired.

Press Sawe, Close, etc. as appropriate.

Notes

03 July 2013 © 2013 Match-IT Limited
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2.3 Add Product

Material =@ %)
=Marme: A Froduct
COur Part Num: A Product

10ptions |2 Ident | 3 Stack | 4 Cost | 5 Price | 6 Layauts | 2 Codes | & Qualifiers | 3 Schedule |

[ Set Size Profile ] Current profile is: 0D:ltem

#lz For Sale [ Cuztomers ] [ Standardz ] [] Lock Instances
Can Be Purchaszed i i i 7
e [ Suppliers ] [ Show Containers Creating Thig ]

[V]5Can Be Mandiacted Method lsModule  <— Fress Method to define how to make it
[ 1z Tooling

senvice Dptions |I_tem Numbers | Stock Tracking Strategy | Ohsolete Status |Amended? |

L T""'pe_ A sarvice is a buytsell transaction that doesn't involve
() Nat a service the mowvement of stock. Mo delivery is expected when
() Buy as a service a service is bought, and no dispatch is made when a
) Sell az a service [keep stock) serice is sold.

O Se!l E_'S s [dlscaru:! sldok] A phantaom is & serdce or partwhere there is no
This is & phantom stock item acquisition method fie. is not bought or made).
[] This is & phantom service These are invented as necessany using target costs.

BM@][@E}[@ [»NEﬂ«” Rezet ][ Dl ][»ﬁave«][ Cloze ]

What is it? Identify a saleable product.

When do | do it? When you want to sell something you haven'’t sold before.

How do | get there? Functions | Setup | Setup Products | Materials Catalogue | New
What must | do? Fill-in the Name, Our Part Num, check Is For Sale and Can Be

Manufactured (if it's a made product) or Can Be Purchased (if it's a
purchased product).

Press the Cost tab and go to the next page.

Notes

Don’'t worry about getting the Name and Our Part Num exactly right. You can come back at any time and
change them and Match-IT will automatically propagate the changes to everywhere it's used.

03 July 2013 © 2013 Match-IT Limited
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2.4 Set Cost
' [y Material =@ %)

Marme: A Product

Ciur Part Murm: A Product Conyerzations

1 Options |2 [dent |§ Stock 4 Cost |5 Frice |§ Layouts |E Codes |ﬂ Clualifiers |5 Schedule |

otandard Costs |C|:|5t Breakdown |

ostandard costs are calculated by rolling up the costs implied by the method.
[] Charge for whale batch scheduled cost
[ Lalculate ] [ ] &lwways re-calculate costs for each specific guantity required
Total Batch costis: .. ]| Undefined per:[..]
which Per Unitis: [, ]| Undefined per:[..]| 1 Each
: Sy working ;
And the nominal lead time is: [:] ey Ag af: [:]
w1 arget Costs
30 - Do not use tagets = [ arget Lnit CDSt:E] £3.00
31 - Usze target unit cost only »Target Lead Time:g 14 wiarking
3 2 - Usze target lead time anly deys
{*) 3 - Use both target cost and lead time Fewview GHZE] 17404410

M@[@Eﬂ[ﬂ] [<Eack ][ M egt: ][ Mew ] [ Ceel ][»ﬁave«][ Cloze ]

What is it? Set the unit cost price and the standard lead-time.

When do | do it? When you first identify a new product or its cost changes.

How do | get there? See Add Product

What must | do? Set the Target Unit Cost and Target Lead Time fields, check the Use bot

target cost and | ead ti nme option.

Press the Price tab and go to the next page.

Notes

Costs are updated automatically for products that have a method. You only need to do it manually when
is no method for Match-IT to examine, or the method is incomplete.

h

there
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2.5 Set Price

Material =@ %)
=Marme: A Froduct
COur Part Num: A Product

1 Options |2 Ident |§ Stock: |ﬂ Cost b FPrice |§ Lawouts |E Codes |ﬂ Cualifiers |5 Schedule |

Selling Class:[...] General

Usyal Sales Order Oty E] [ ] &llows quote/order extra discount
#Pricing options

{®) Set a List Price
»01‘:[3 £8.00] »Eer:g 1 Each kdargin:

() Use the Cost + Margin Frice

Of: [3 Par: B 1 Each

which is: (. ] & el | Each bdargin: | 40.00

Special kargin (standard margin used otherwizea): [:]
Costed gty is nil or undefined!

[ Price List ” Cuztomers ]

M@[@Eﬂ[ﬂ] [»NEﬂ«” Reset ][ Ceel ][»ﬁave«][ Cloze ]

What is it? Set the unit sales price.

When do | do it? When you first identify a new product or its price changes.
How do | get there? See Add Product

What must | do? Check the Set a List Price option; set the Of: and Per: fields.

Press Sawe, Close, etc. as appropriate.

Notes
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2.6 Add Sales Order

. =2 Lales Order

Cur Order Murm: E] ooanoooam
=Customet: [:] & Customer
»Primary Contact: [, | Buyer
= 1 heir Drder Mum: [:] Crdder Murmber 1

Approved?

State: | Mew
Taken On:g 16/04/09

By:[...] | John

Their Order Date: .., |

1Lines |2 Terms | 3 Carriage | 4 AddrNotes | & Actions | & Prafit | 2 Audit | 8 Qualifiers |
DICIE[#] LrefmBel  TheirPatMum | OurPat Hum | Ordered Lty | Redal | oo |[ 2o

Hew

LA 44 4] 2] w[eM el (4]

D = % ifthe line is fully dispatched  C=xis line is cancelled
E =xifthe line has been edited ==X if extra discount applies

[»Nem:” Reszet ][ Del ][»ﬁave«][ Cloze ]

What is it?
When do | do it?
How do | get there?

What must | do?

Notes

Entering a new sales order.

When you receive a new order from a customer.
Functions | Sales | New Sales Order

Select the Customer; enter Their Order Num.

Press the New button (the one of the right side, not the one on the bottom)
and go to the next page.

03 July 2013
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2.7 Add Sales Order Line

' [ sales Order Line == |
Sales Order: [:] Qaooooooom Theim: Order Murmber 1 State:| Mew
: _ [ ]Line Cancelled
Line Mumber. 1 E Line Fully Digpatched
5 : Line Fully [nvaiced
Cus Line Ref: [:] ltem 1 e

Customer: E] A Customer

1Detail |2 Notes/Cansign | 3 Qualifiers | 4 Links | & Schedule | | Z Audit| 8 Actions
»Their Part Murn: [ ]| -4 Procuct [ Pick by Their Num
»0ur Part Mum: (.. | A Product [#] Pick by Our Hum
»Ordered Quantity: .| 100 Each »C of C Bequired
=10 Delwver On; E] 4¢05,/09 [ Use recommendsd: 30/04,/09
»Price: [:] £12.00 per Each [ lilse recommended: £2.00 per E ack
dargin: [3 Estline profit of £1.200.00 (Deliered)
Discount: ... || (50.00)%
Customer Motes: ]

[»Ney«][ R ezet ][ Del ][»ﬁave«“ Cloze ]

What is it? Set ordered item details.

When do | do it? When a new order is received or the details of an existing order are
changed.

How do | get there? Press the New button on the Add Sales Order form.

What must | do? Check Pick by Our Num, press the Our Part Num button, then go to the
next page.

Notes
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2.8 Select Product

%, Select MaterialiStep [Our Part Hum] == |
Selectfrom This Class: E]|N|:utDefined | - | Show all classes
and this Group within class: [3 General - Show all groups
and this Eamily within group: (.. ]| General ¥ | [#] Show all families
1 All By Our Part Mum |2 All By Name | 3 This Class+Graup+Family Only |
Our Part Murn HECEEE Marne &l lssueiD ] (4
A, Product S M & Product fil

Select

Clane

Customers

Suppliers

I=
]
x

Method

F] | » { } EatChES

TR L e - i ¥ ][]

Al Calls |Eiuy5 I Fres I kade I SubCon ITDDIing I

@]D Include steps [ ] 5how Free Stock Buantity and Price ol

[ Include aszemblies A =¥ if material is not approved Sis

What is it? A list of saleable products.
When do | do it? When you need to identify a product for sale.
How do | get there? Press the Our Part Num ellipsis on the Add Sales Order Line form.
What must | do? Find the product you want to sell in the list, click on it and press Select.

Say Yes when asked to add the product to the customer’s parts list.

Go to the next page in this manual.

Notes
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2.9 Set Ordered Quantity and Deliver On Date

' [ sales Order Line == |
Sales Order: [:] Qaooooooom Theim: Order Murmber 1 State:| Mew
: _ [ ]Line Cancelled
Line Mumber. 1 [ ] Line Fully Dizpatched

: : [ ] Line Fully Irvaiced
Cus Line Fef [:] fterm 1 Customer &pproved?

Customer: E] A Customer

1Detail |2 Notes/Cansign | 3 Qualifiers | 4 Links | & Schedule | | Z Audit| 8 Actions
»Their Part Murn: [ ]| -4 Procuct [ Pick by Their Num
»0ur Part Mum: (.. | A Product [#] Pick by Our Hum
»Ordered Quantity: .| 100 Each »C of C Bequired
=10 Delwver On; E] 4¢05,/09 [ Use recommendsd: 30/04,/09
»Price: [:] £12.00 per Each [ lilse recommended: £2.00 per E ack
dargin: [3 Estline profit of £1.200.00 (Deliered)
Discount: ... || (50.00)%
Customer Motes: ]

[»Ney«][ R ezet ][ Del ][»ﬁave«“ Cloze ]

What is it? Continuation of Add Sales Order Line

When do | do it? After selecting the product.

How do | get there? After selecting the product you'll be returned here.

What must | do? Enter the quantity being ordered and the date the customer wants it (un-

check Use recommended if necessary).

Press the Price/Delivery tab and go to the next page in this manual.

Notes
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2.10 Check Sales Price

' [ sales Order Line == |
Sales Order: [:] Qaooooooom Theim: Order Murmber 1 State:| Mew
: _ [ ]Line Cancelled
Line Mumber. 1 [ ] Line Fully Dizpatched

: : [ ] Line Fully Irvaiced
Cus Line Fef [:] fterm 1 Customer &pproved?

Customer: E] A Customer

1Detail |2 Notes/Cansign | 3 Qualifiers | 4 Links | & Schedule | | Z Audit| 8 Actions
»Their Part Murn: [ ]| -4 Procuct [ Pick by Their Num
»0ur Part Mum: (.. | A Product [#] Pick by Our Hum
»Ordered Quantity: .| 100 Each »C of C Bequired
=10 Delwver On; E] 4¢05,/09 [ Use recommendsd: 30/04,/09
»Price: [:] £12.00 per Each [ lilse recommended: £2.00 per E ack
dargin: [3 Estline profit of £1.200.00 (Deliered)
Discount: ... || (50.00)%
Customer Motes: ]

[»Ney«][ R ezet ][ Del ][»ﬁave«“ Cloze ]

What is it? Continuation of Add Sales Order Line.

When do | do it? After setting the quantity and delivery date.

How do | get there? From previous page (already there)

What must | do? Verify the price is correct or enter the desired price in the Price field (un-

check Use recommended if necessary).
Verify the Unit Qty field or set it (this is the quantity the price applies to).

Press Sawe, Close, etc. as appropriate.

Notes
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2.11 Approve Sales Order

= Approve Sales Order =)o .
L]s]D]C]R[P] Ouwder | Their Order | Custarner | TakenOn | [ Mew
¥ QO0o0naoo7 - Order Murnber 1 &, Customer 1604409 Johrl
Check: List
Select
Schedule
) B UnSched
IR NI e (23]l
Y=g Fight-click on a column fitle and select "What's This?"
@ tor information on column contents. Sloss

What is it? A list of all sales orders that have been entered but not yet approved.

When do | do it? When you are ready to commit to the order and plan the work required to
do it.

How do | get there? Functions | Sales | Approve Order

What must | do? Find the order you wish to approwve in the list and click on it.

Verify the details are correct by pressing the Detail button, then press
Approwe.

Say Yes when asked if you want to schedule the order now.
Press Yes when the “printing confirm” window appears. This commits you
to the order and prints the acknowledgement.

Notes
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2.12 Approve Works Order
" works Order Schedule =E(% )
[+] Kit State [ ] Stock Only
Show Up To: (.| 16/05/08 Last schedule start date: [, ]| 28/04/09 Pl
1 By Start Date |2 By Qur Part Mum |§ By Priority |ﬂ By Reguired By |
[[&]E]T[RIE]  Batch Mum | Our Part Hurm | Cemand | Quan||
I m [OOOOOC000T A Product A Cuztomer 111100 Eact 100 Each MHew
select
Approwve
Re-Sched
3] ] (4] (2] (] ] (1] (3]
44 4 2 e eem] (5 o
FllT] Fightclick a column title and selactWhat's This?
@] for a description of the colurmn contents

What is it?
When do | do it?
How do | get there?

What must | do?

Notes

A list of all works orders that are waiting to be started.
When you are ready to start the work (and not before!).
Functions | Manufacture | Works Schedule

Find the works order you wish to start in the list, click on it, and then press
Approve For Now.

This list only shows orders whose planned start date is on or before the “Show Up To” date. If you cannot see
your order in this list, try either moving the show-up-to date or select the “By Our Part Num” tab.

03 July 2013
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2.13 Book-In Product

Book-In WO Outputs =[E*)

1. SelectW0 Num: 000aononot
Cur Part Mum: [:] A Product

Log Completed Ouputs |E;p|ain |

For the works arder output selected abowve, enter the quantity completed.

2. melect Cutput Batch: [:] aoonoooool —{{ A Produc | [] Allacate new number?
tern MNurmn: [:]
3. Enter Quantities: E] 100 Each [3

Enter Location [ifdi‘rfjl:[:] StockRoom [ Device Labels

Taoinspect and bhook-in this gquantity. press Inspect
To just book-in the quantity 8= good stock press Book-ln
To clear this entry and start again press Clear
Ta book-in failures with inspection notes. use Inspect and set the notes there.

[ Clear H Baak-In ] [ Inspect H Close

What is it? A form to identify how many of a product has been made.

When do | do it? When you complete the manufacture of something under a works order.
How do | get there? Functions | Manufacture | Book-In Products

What must | do? Press the Select WO Num button, then go to the next page in this manual.
Notes

This the 'keyboard' way of logging products. It can also be done via the SFDC mechanism.
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2.14 Select Works Order

| 4 Selact Works Order [. Select WO Hum] =@ %)

1Al |2 Tentative 3Approved |4 Completed |5 On Hold
T] wilMNum | State | OurPatMum | w0 Quantity T atal
.. Qoan00onad I Progress A Product 100 Each 100E= Salact

£ ) (Sl (] (] (] [l (] (4] (k]
EEEENEINAT Y (][]

Show/Locate by W0 Mum
== Cancel

@D [ ] 5how/Locate by Our Part Hum

What is it?
When do | do it?
How do | get there?

What must | do?

A list of all active works orders.
When you want to select a works order to book against.
Press the Select WO Num button on the Book-In Product form.

Find the works order you want in the list, click on it, press Select and go to

the next page in this manual.

Notes
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2.15 Set Completed Quantity

Book-In WO Outputs =[E*)

1. SelectW0 Num: 000aononot
Cur Part Mum: [:] A Product

Log Completed Ouputs |E;p|ain |

For the works arder output selected abowve, enter the quantity completed.

2. melect Cutput Batch: [:] aoonoooool —{{ A Produc | [] Allacate new number?
tern MNurmn: [:]
3. Enter Quantities: E] 100 Each [3

Enter Location [ifdi‘rfjl:[:] StockRoom [ Device Labels

Taoinspect and bhook-in this gquantity. press Inspect
To just book-in the quantity 8= good stock press Book-ln
To clear this entry and start again press Clear
Ta book-in failures with inspection notes. use Inspect and set the notes there.

Clear H Book-n ] [ Inspect H Cloze

What is it? Continuation of Book-In Product.

When do | do it? After selecting the works order.

How do | get there? After selecting the works order.

What must | do? Enter the quantity completed, then press Book-In.
Notes

When you press Book-In, the product is booked into stock and the form will reset to allow you to book-in other
products. The quantity field will update to show the remaining expected quantity from the selected works
order.
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2.16 Create Dispatch Note

| “* sales Lines for Dispatch =@ %
; . [ ] Only show lines where there iz zome ready
Shaow lines for dispatch Up Ta: E] 16/05/09 W e
. : [ ] Only show lines far the whale order
Ll R e T E] 2003 Exclude raized but not approved DM otes

ME: Services and consumables are not dispatched

1By Delivery Date |E By Cuatnmer|§Eﬂy Clur Part Mum | 4 By DurGrder#|
[[RIF[C] Custorner | OrderMum | Cus Ordertt | Cus Ref Their Part Murn | Our Part Nurn [+

w0 Customer 141 Order Mumber [term ] < Product A Product
FeSched
seladt
Al
Al for S0
All for Cuz
LA 44 A 2] p[eH el 4] ]
melectthe lines to be dispatched then press Creata DN
@ | == if included for dispatch  R=Xitline has araised DMNote _
= F = proforma (l1ssued or (Flaid C= ¥ if ready completes the line
What is it? A list of all sales order lines that are not yet fully dispatched.
When do | do it? After you've made (or bought) the product and you are ready to dispatch it
to your customer.
How do | get there? Functions | Dispatches | Raise Dispatch
What must | do? Find the order line you want to dispatch in the list, click on it and press the

Create DN button.

Say Yes when asked to confirm dispatch note creation.

Notes

If you try to create dispatch note(s) before the required products have been booked-in, another window may be
shown that shows the works orders that must be completed before you can create the dispatch note(s).
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2.17 Approve Dispatch Note

| = Dispatches Awaiting Approval =]o .
| CFRE] DHotet | RaisedOn | RaisedBu | Custorner | Contact +|
" [yl 1604409 John A Customer Buyer |

RN

el il =) EE

(]
| =
C
E
R

Bemowve

Credit Chk
Check List

Approve

Select

=

Mone

Exclude

| Multi Pick
& if the DMote is included for approwal K=><ifpi|:k|istprinte;:i. .
= (Hiold ar M)arm recommended Close
= proforma (lissued or (Flaid

if not all reguired review checks are done

What is it?
When do | do it?

How do | get there?

What must | do?

Notes

A list of all dispatch notes that have been raised but not yet approved.

After you've raised the dispatch note and you are ready to proceed with the
delivery.

Functions | Dispatches | Approve Dispatch

Find the dispatch note you want to approve in the list, click on it and press
Approwe.
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2.18 Create Invoice

=2 Raise $ales Invoice

o
8

1By Delivery Date |2 By Custamer | 3 By Order Mum

[N

Order Mum

Clur Part Mum Cuztomer Diwe On ||

0000007

& Product &, Customer EEEN Trace

1444 4] 2] kM H1

@ [ ] Qnly show invoicable lines Cloze

A
Al far 50
All for Cus

Create 5l

Approve. .
DHates...

|
=

0 Bk b

What is it?

When do | do it?

How do | get there?

What must

Notes

| do?

A list of all sales order lines that are not yet fully invoiced.
After you've made a dispatch and you want to raise the inwoice.
Functions | Sales Inwices | Raise Sales Inwice

Find the order line you want to inwoice in the list, click on it and press the
Create Sl button.

Check “Only show inwoicable lines” to restrict the list to only the lines that
are ready for inwoicing.
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2.19 Approve Invoice

. =2 Sales Invoices and Credit Hotes Awaiting Approval

SiEx]
B T]  Mumber | Cugharmer | Raised | Yalue 1
[...0000000007 A Customer 16404409 E1.410.00 Mew
select
Al
LA A4 4 2] w[rH 1] [£] (][]
@}u@@] 'PI'L=;[>E|gx?éi?:gnnﬁ%ﬂ:'ﬁﬁtﬁ?tgw checks are done
| =it selected for approval

What is it?
When do | do it?

How do | get there?

What must | do?

Notes

A list of all sales inwices that have been raised but not yet approved.

After raising the sales inwice and you are ready to send it to your
customer.

Functions | Sales Inwoices | Approve Inwice

Find the invoice you want to approwve in the list, click in it and press
Approve.
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2.20 Checking Progress

. =3 Sales Order Lines Progress Summary E] = .
1 By Required Date |2 By Our Order Mum | 3 By Customer | 4 By Our Part Num
Customer Order Murn Cur Part Murmn Cluantity Dizp Due LE e
MatchlT Limited 0O00O00a02  ALSOSA0 -] Alumini. 1 Sheets AA05/09  EBS
HoneyComb PLC 0000000004 1877 --[[ Short Ring 11 100 Each 8/05/03  £161.00
Morthern Cycles 0000000003 Sports Bike 27 ([ 27" L1 Each 2/06/09  EE3ETE
EEL IR INED (2:][oe]
@]E] Hint: Scrall list sidewsys. [ Include Delivered

What is it?
When do | do it?
How do | get there?

What must | do?

Notes

A list of all sales orders.
When you want to know the status of an order.
Progress | Sales Line Progress

Find the sales order line you want to see progress on, click on it and press
the Events button.

Go to the next page in this manual.
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2.21 Outstanding Sales Order Events

£33 Events for [50l:0000000001,A Customer,1:A Product] == %)
1 Document events |2 Options for document event viewing { >
5] when | Action [~  Event
16/04/09  Sales arder approved L m
16/04/09  Approve works order L=t

16404409 “warks order completion due
16/04/09  Sales order line dizpatched
16/04/09  Sales arder line invaiced
1704409 Signeoff Works Order

Edit

Bemove

Document

Trace

Clear

-

[
L[ 44 4] 2] b [eH el (4]

(7 )[&)BE =-cifclearsd, Fif future, X if late Close

S
£

What is it? A list of all outstanding actions required to complete the sales order.

When do | do it? When you want to know the status of an order.

How do | get there? Press the Events button from the sales line progress list.

What must | do? The list will initially show the outstanding actions. To see the actions you've
already done, select the Options tab and check the Cleared option you see
there.

Notes

Select an action and press the Document button to get more detail.
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2.22 Stage 1 Notes
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3 Stage 2 Bill Of Materials

This is your first introduction to methods. Initially, you will only be concerned with defining the material

requirements of your jobs. Once you've done this, Match-IT will automate stock allocation to jobs and you will
be ready to learn about purchase order processing.
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3.1 Add Supplier

' [y supplier =@ %)

=Full Mame: A Supplier

=Supplier D A Supplier [ Conwerzations

1Detail |2 Ident| 3 Cantacts | 4 Qualifiers | 5 Web Site | & Audit

Aocount

=Address: B An Address
[ Write Letter Mo ]

Defaults

YWeeks
Telephone: E] [ Supplies ” Proceszes
Fags: Histary

Co. EMail: B
| SendEMailNow |

Motes for us: [3

show events associated with this customerfsupplier

HIMNT: Llse this to attach reminders to the custamer’supplier.

u@]@[ﬂ] [»Ney«][ Rezet ][ Del ][»ﬁave«“ Cloze ]

What is it? Identify a supplier.

When do | do it? When you start dealing with a new supplier.

How do | get there? Functions | Setup | Setup accounts | Supplier List | New Sup
What must | do? Fill-in at least the Full Name, Supplier ID and Address.
Notes
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3.2 Add Raw Material

Material =@ %)
=Marme: A Raw baterial
COur Part Num: A Boaw Matarial

10ptions |2 Ident | 3 Stack | 4 Cost | 5 Price | 6 Layauts | 2 Codes | & Qualifiers | 3 Schedule |

[ Set Size Profile ] Current profile is: 0D:ltem
[]lsEarSale [ Cuztomers ] [ Standardz ] [] Lock Instances
m»EanEePurc_h"aseu:E [ Suppliers ] [ Show Containers Creating T his ]

[] Can Be Manufactured lsModule  <— Fress Method to define how to make it

[ 11z Tooling

senvice Dptions |I_tem Numbers | Stock Tracking Strategy | Ohsolete Status |Amended? |

L T""'pe_ A sarvice is a buytsell transaction that doesn't involve
() Nat a service the mowvement of stock. Mo delivery is expected when
() Buy as a service a service is bought, and no dispatch is made when a

) Sell az a service [keep stock) serice is sold.

O Sell as a senvice (discard stock] A phantaom is & serdce or partwhere there is no

Thiz is & phantom stock item acquisition methad {ie. is not hought ar made).
[] This is & phantam service These are invented as necessany using target costs,

BM@][@E}[@ [»NEﬂ«” Rezet ][ Dl ][»ﬁave«][ Cloze ]

What is it? Identify a raw material that you purchase.

When do | do it? When you want to buy something you haven’t bought before.
How do | get there? Functions | Setup | Setup Products | Materials Catalogue | New
What must | do? Fill-in the Name, Our Part Num, check Can Be Purchased.

Press Set Size Profile and go to the next page in this manual.

Notes
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3.3 Set Profile

Material Profile [1D:Bar] =@ %)
Marmne: A Faw baterial
Cur Fart MNurm: A Faw haterial
1 Frofile |2 Size |§ Usage |ﬂ Farrmat |
=Profile:; B 1D:Bad Set this first, then set the size

What is a profile? |When doluse 0D7 |When doluse 10 ar 207

A profile defines the 'dimensionality’ of a material. Distinct objects, e.q. nuts. bolts, are
referred to as 0D (proncunced 'zero dee"), materials that must be 'cut' to size are referred
toas 10 or 20, Match-IT's scheduler does this cutting automatically through & process
called tesselation’. Atypical 10 material i= a bar: it's supplied in some naminal length
bt has to be cutto size when used. Atypical 20 material is a sheet when used, ywou
define the panel size vou want. The profile wou select above sets the 'rules' for the
dimensians; the seftings wou make in the Size tab define the nominal size of this material
within those rules. “You must be wery careful if wou change the protile as it may invalidate
existing stock and orders.

[“] [%” ] [ »5aves ][ Cloze

What is it?
When do | do it?
How do | get there?

What must | do?

Notes

Identify the usage ‘profile’ of the material.
When you first identify a new raw material.
Press Set Size Profile button from Add Raw Material form.

Read the notes shown on the form, to help you decide what type of material
you need.

Press the Profile button and select the most appropriate entry for your
material.

Go to the next page in this manual.
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3.4 Set Size

Material Profile [1D:Bar] =[E=)

Marmne: A Faw baterial

e Part Murm; & Faw baterial

1 Profile 2 Size |§ Usage |ﬂ Farrmat |

=Make Reterence Cuantity: [Z] 1 Bars of 3 Mirs

=Length: E] 3 Mtr5| [ ]BuvMake Length can wary

=Lnit Weight: E] ‘wéeight Calculator
Fer 1 Bars of 1 Mtrs

M) (&) ) Do Do

What is it? Identify the ‘size’ of your raw material. The number of size parameters
available, and their meaning, is dependent on the profile selected.

When do | do it? As part of the procedure to identify a new raw material.

How do | get there? Press Size tab from the Set Profile form.

What must | do? Fill-in the fields required by the profile you selected.

Press Sawe, Close, as necessary to get back to the raw material form.

Go to the next page in this manual.

Notes
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3.5 Set Supplier and Cost

Material Supplier - '
»Supplier:[..] A Supplier Tel#(..)
i Supplier Approved?
Our Part Burm: [..]| A Faw Material Allow uze by Scheduler
Their Part Murmn: (leawe blank if same as ours)

1 Detail 2 Costs |§ Freight/Duty | 4 Qualifiers |5Apprwalfﬁeview | b Format |
+Price: [...] | £32.00 per Bars [ .SEt o 'EViEWEd. lpy
Discounted Frices

“ariable Frice: E] Mil per Bars

Batch Charge: [ |

Fack FPrice: | £32.00

Batch Charge:
Last Buy Frice Status: Disahblad

Llse Last Frice: E] Lse Default Dizcaunt: E]
Diefault: off, age limit: 366 days Price Basis: B Delivered
Fe-order oy
MNaominal Code: [:] a
Leawve hlank ta use the material default Fack quantity: 1 Bars
[ Show Tender Besponses ] kinfhdax Packs: |1

[m@[ﬁ [»Ney«” Reset ][ Del ][»ﬁave«][ Cloze ]

What is it? Identify who you buy the material from and what it costs.
When do | do it? As part of the procedure to identify a new raw material.
How do | get there? Press Suppliers button on the Options tab of the Add Raw Materials form.

This brings up the list of suppliers that can supply your material; initially it
will be empty.

Press New on the supplier list.

What must | do? Press the Supplier button and select, or add New, the supplier that can
supply your material.

Select the Costs tab and fill-in the price the supplier charges.

Press Saw, Close, etc. as appropriate.

Notes
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3.6 Find Product
== all Material Catalogue =)
1By Our Part Nurn |E MName | 3 Class | 4 Group | 5 Family | 6 Tech Spec|
Cur Part Hum BEDERHE N armne B IEEEN Clja

B74730 B BLOCE. SPACER PCE Ravitd a Rl
E747ER b MODULE Rall Agzemb =

£3251D B “E%T EURO PANEL HANDLE 2.2M Fawha
E3330E b HAMDLE Agzemb

BE94.20, ] SCREW PAMEL RET M2.5 Favabd 2 Bemove

A, Product S .M A Product M otDefi

A Faw b aterial B A Raw katerial M atDefi

ALSO2730 S B Alurniniurn 3rarn Thi 5251 H24 Ravtd a

Brake Set B Front/Fear Brake Set Complete Fawtda

C1234P k REAR PAMEL Azzemb

C1254k, S5 00M MODULE EIT U 2THP *HOS 05155 Saleablh

C1255P 5 M FROMT PAMEL MODULE Azzemb
C1329F b HAMDLE Agzemb -

Chain Set 18 B 15 Gear (643) Chain Set Fawh 3
Frant Hub B [dniverzal Front Hub Rawtda

Front ‘wheel 27 27" Front %wheel Complete Agzemb
[WOT031 B Hankhbush kB /5t Zinc Plated Rawtda

kA 03-103651 5 Bracket Saleabh

Qff Road Tyre 27 B 27" Offroad tubelezs tore Rawtda
Fear Hub B Iniversal Rear Hub FRawtda Lislones
Rear Wheel 27 ke 27" Rear Wheel Complete Azzemb
Sportz Bike 27 5 M 27" Unizex Sportz Bike Complete Saleabh

Sports Frame 27 ] 27" Unixes Sportz Frame R awkd &

Sportz Handle Bars B Idniverzal Sportz Handle Bars Fawtda

STEO1515 E SESH 38" Dia 304 511 Fawha
STEO1A19 B SE/SH 10mm Dia 304 511 Ravbd a

dnizex Saddle ] niverzal Unises S addle Fiawhd a
EIEE RN e (]|
All |Se|ls ‘Eiuya ‘Free ‘Made ‘TDDIing‘ ‘ A=< it not approved
PRy Do

What is it?
When do | do it?
How do | get there?

What must | do?

Notes

The list of all products and materials.

To select the product you wish to add a Bill Of Materials to.

Find Record | Our Part

Find the product you want by any of the usual means.

Press the Method button.

Go to the next page in this manual.
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3.7 Add Part

| 4 production Method

bethod For: E] A Product

ltem

[tem

| Hame | Wotes | ToMake] |lze | 2f This | Tools

A Product
=FMETHOD make]
STEP
L PART [buy]
MaDE

=

4] (2] (A1) (3] [$] (3] (S0 (@] [$] (2] [£]
EIEE RN I

1 Each

SE]
|
|
|

Showe

Edit
Oirag ltem

1 Each

300 ram A R aw b aterial

A Product

OutputPart
DaProcess

Yia Librany

+Process

+Part
+Rezource
+GEroup
+Contractar

+T ol

+
=
(m]

+utpt

1|

_'V
.-‘--

[El*El][%][ B H P “ Eollacaa ]ﬂide dizabled lines [0]

[ 1Hide qualifiers

ol
Use D&D =02

Auto collapze azzemblies

What is it?
When do | do it?

How do | get there?

What must | do?

Notes

The method editor. This is where you define what is involved in making your
products.

To add or update the Bill Of Materials (you also define the routing here too,
buts that's cowered later).

Press the Method button from the Materials Catalog
Drag a Method item into the method.
Drag a Step item into the method and give it a name.

Press the +Part button, this opens the material selector, drag the required
parts into the method.

Double click on them in the method to edit the details, e.g. to set the
quantity and size required.
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3.8 Test the BoM

| “* Works Orders Required for #1 mch:A Product == |
[ Shaw Surmmary ] [] 5how &)l makes in all schedules in this session
b ake wihat | Quaritity/ Time: | Cost |  Stat ]|  Finish [4]
[=F Make: 34714 Product 1 Each £a.20 304409 2EA0409: b
=F Step: [341] & Product [Kit] 1 Each £3.20 2340409 23404409 =
From [4/1] 4 Raw Matenal 1 Barz of 3 kirz £32.00 23404409 tethod
L Retum [341) 1 Bars af 2.7 kirz £[28.801 22404409 =
Stock for [2/71] #1 mched Produ 1 Each £3.20 23404409

Besource

Tender

Uzage

Contract

Expand

LA A4 AL 2]k ee ] (4]

D EE Cloge

_'V'

What is it? A “What If?” schedule of the product to verify the materials and quantities
you hawe set are valid and set-up correctly.

When do | do it? To check your BoM can be understood by Match-IT's planning system.

How do | get there? From the method editor, select the Tools tab, then press the Test button,

then press Start on the confirmation window that is shown.

What must | do? Examine the information shown when the schedule completes to verify it's
what you expect.

For example, the material you expect is being bought from the suppliers
you expect at the price you expect.

Notes
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3.9 Stage 2 Notes
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4 Stage 3 Purchase Order Processing

This involves placing purchase orders and progressing them through goods-in and into stock. Supplier inwice
handling is also covered. Allocation of this stock to your jobs is automatic but can be manually overridden if
necessary.

There are two aspects to purchase order processing. One is referred to as ‘ad-hoc’ purchasing and the other
as ‘scheduled'.

An ad-hoc purchase is one where you are buying something for your own benefit and Match-IT's planning
system knows nothing about it. A typical example would be general office supplies. In this case, you create a
purchase order by selecting the supplier, then adding line items for the things you want to buy.

A scheduled purchase is one where you are buying something to meet a demand created by a sales order or
a minimum stock level requirement. In this case Match-IT's planning system knows about it and automatically
creates entries in your purchase schedule. All you have to do to raise the purchase order for these is to pick
them from the schedule.

No matter how the order is raised, its subsequent processing is the same.

Also note, if you raise an ad-hoc purchase for something that can be used to meet the demand for a sales
order, or a minimum stock lewvel, Match-IT's planning system will make use of it and not add another entry in
the purchase schedule.

To go through the scheduled purchasing route in the following pages you must first create a demand by taking
and approving a sales order for something for which you have defined a Bill Of Materials.

To start down the ad-hoc route, go to the Raise Ad-Hoc Purchase Order page in this manual.

To start down the scheduled route, create a demand, and then go to the Create Scheduled Purchase Order
page in this manual.
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4.1 Raise Ad-Hoc Purchase Order

1 Lines |g Carriage/Terms |§ Motes |ﬂ Sub-Con Only |5A|:1i|:|ns |§Audit | 7 Qualifiers |
HIMNT: Drag from a schedule or'W0 list anto the list below to extend the arder with that line.

' B Purchase Order =@ %)
»Supplier[2] A Supplier Raised On:[...] | 17/04/09
»Contact [,..| Sales By:[.] John  —((Joh
IheirRef:[:] Mt Prin:e:[:]

Our Ordler Murn: [..]| 0000000001 Min Charge: .. ]

s|C] Lre] ] Their Part Mum | Cur Part Mum | UritPrice | Unit |

Meww

Re-Sched

M erge

v

B[4 4] 2] km] (4] |
= = [Sub-contract, In-iv)orks Order. (Firee lssue, Serlv)ice or normal

lf:A: << (2]

=¥ ifline has been cancelled, D if fully deliwered

[»Ney«][ Reszet ][ Del ][»ﬁave«” Cloze ]

What is it?
When do | do it?

How do | get there?
What must | do?

Notes

Purchase order form.

When you want to buy something directly without there being a sales order
to ‘trigger’ a demand for it.

Functions | Purchasing | Ad-hoc Purchase

Select the Supplier, and then press the New button on the right-hand side
of the lines area.

Go to the next page in this manual.
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4.2 Add Ad-Hoc Purchase Order Line

' [} Purchase Order Line == |
Orler Murm: [...]| 0000000001 Supplier:[.] | A Supplier [¥] &sppraved?
Line: 1 Faised Demand:[:] Mo Demand
1 Detail |Z Price |§ Motes |§ Cualifiers | 4 Actions |5Audit |ﬁ.f-\|:|::|:|unts |ﬂ Cost |
# Their Fart Mum: [:] =>4 Raw hMaterial Fick by Their Part
=0ur Part Nurn: [:] A Baw Material [ Pick by Our Part
»Quantity: [...] 10 Each of 3 hitrs [ Show Batches

Ordar O [:] 17/04/09 Earliest delivery date it ordered today
»Dispetch reg'd On: E] 22/04/09 E] 23/04/09 [] 5et Earliest Delivery Date

»Faor delivery here by, E] 23/04/03 Synchronize dispatch and delivery dates

; Ize this to stop the scheduler waiting for this stock
.
(S0 el E] L to arrive until near its due date (i.e. hide it from YWwiF)

»Ceification Reguired: CofC

Line Tupe

(%) Marmal ) Semvice

() Free |zsue

() Sub-Contract ta stock

() Sub-Contract ta works arder

) Invented E]

E] [»Ney«][ Reset ][ Del ][»ﬁave«“ Claze ]

What is it? Purchase item form.
When do | do it? To identify an ad-hoc item to be purchased.
How do | get there? Press the New button on the Raise Ad-Hoc Purchase Order form (the New

on the right, not the one on the bottom).
What must | do? Press Their Part Num and select the part to be bought.

Enter the Quantity to be bought. Note: the form shown when you press the
Quantity button changes to suit the ‘profile’ of the material being bought.

Enter the date you want the supplier to deliver on, or accept the earliest
date offered.

Select the Price tab and then go to the next page in this manual.

Notes
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4.3 Check Purchase Price

' [} Purchase Order Line == |
Orler Murm: [...]| 0000000001 Supplier:[.] | A Supplier [¥] &sppraved?
Line: 1 Raised Demand:[:] Mo Dermand
1 Detail 2 Price |§ MNotes | 3 Qualifiers | 4 Actions | 5 Audit| 8 Accounts | 8 Cost |
Ordered Oty: [ ]| 10 Each of 3 trs
Facks: 10| Discounted Prices
Batch Charge: E] Discount: E]
=Price: E] £32.00 per Bars Batch Charge:
Price Basis: [:] Deliverad IUnit Price: | £32.00
Lnit City: | 1 Bars
Line Met Cost: E] £320.00
[»Ney«][ R ezet ][ Del ][»ﬁave«” Cloze ]

What is it?

When do | do it?
How do | get there?
What must | do?

Notes

The price you expect to pay for your purchase item.

When you add a line to a purchase order.

Press the Price tab on the Add Ad-Hoc Purchase Order line form.

Check the price is what you expect.

Press Sawe and Close, etc. as appropriate.

Then skip forward to the Approve Purchase Order page in this manual.
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4.4 Create Scheduled Purchase Order

| “* Purchase Schedule (=] .
Show POs up to: [ ] 16/07/03 Last scheduled date: [__]| 27/05/09 [ Stack Only
B B [Z] [] &lways berge

1 By Order Date |2 By Our Part MNum | 3 By Supplier | [ Hide Stack

| |.-'1'-.| 11| Supplier | Order On | [ie | Cur Part Mum | Cluantity M Tender
& Supplier 170409 230409 A FHaw Matenal 10 Each of 3 Mtz il =
Alloy 5alez 270409 4,/05/09 ALS02730 [ Aluminium 3mm 5 Sheets of 2 kirz w1 M
Frame Tech Ltd 2770409 1/06/09 Sportz Frame 27 [ 27" Unikes 10 Each P
Bike Bitz B Uz 19/05/09 22/05/09  ‘Wheel Rim 27 -1 27" Univers 100 Each =
Bike Bitz R Us 27/05/09 1/06/09 Sportz Handle Bars  --[[ Univers 50 Each
Bike Bitz R Us 27/05/09 1/06/09 nizex Saddle  --[[ Univerzal L 50 Each Batches
Bike Bitz B Uz 2705409 1/06/09 ChainS5et18 -] 18 Gear [EBx3 50 Each Bl
Bike Bitz R Us 27/05/09 1/06/09 Brake Set -] Front/Rear Brak 50 Each it
Bike Bitz B Uz 2705409 1/06/09 Off Aoad Tyre 27 [ 27" Off-r 100 Each Everts

A
All for Sup

Create PO

Re-Sched

Remove

Approve...

1A 4] 4 2 wlep el [

@]D Selectiterns & press Create PO [ Create one PO for the entire zelection

| = forincluded lines (like lines will be merged), A=xforad-hoclines

[

1 RERE) PR

Cloze

What is it? The list of all items that must be purchased to meet your sales order
demands and minimum stock level requirements.

When do | do it? When you are ready to place the purchase order.

How do | get there? Functions | Purchasing | Purchase Schedule

What must | do? Select the items you wish to purchase and press the Create PO button.

Notes
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4.5 Approve Purchase Order

]2}

CRERIRINIITI Y

@ = if suppliers credit limit exceeded, A = X ifyour limit exceeded

| 4 purchase Orders Awaiting Approval =]o |
I[clalr[s[E]  OrderWum | WVl | Raized | Bu | Sur/+|
OOO000000] FA20.00 170409 Jobn o sfle8 Supplier

E = if not all the reguired review checks are done
k.

&

ub-contract PO, In-

orks Order, Serlice, (Firee lssue

Hemove

Credit
Check, List

Approve

1=
o
x

Select
Al

I one

Inchide

Cloze

sub-con FO is not kittable, | = Xif selected far approwal

What is it?
When do | do it?

How do | get there?

What must | do?

Notes

A list of all purchase orders that have been raised but not yet approved.

When you are ready to commit to a purchase and place the order with your
supplier.

Functions | Purchasing | Approve Order

Verify the details of the order by selecting it and then pressing the Detail
button.

Select the order you wish to approve and then press the Approve button.
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4.6 Log Supplier Delivery

' [y supplier Delivery =)iC .
Cur DMote Murn: E] 0ooooooom F{eceiyed:E] 17/04/04
»Supplier: [..] A Supplier By:[..] John  —((
»Their DMote MNurm: E] Their DMote Murm Cleared:E]

1Lines |Eﬁctiuns,-’NDtes |§Qualifiers |
LIR[k] Cleared | FOrder | Lre | Their Part Num | Cur Part Hum |+

H
"~
1=
=
I~
v

Auto Mew

(]
=
o
il
o

TR RN e (][]

L = ¥ if labels hawe bheean printed _ :
F = ifthere are oustanding returns expected. F for afree issue line
F. = =it its an unused kit return, O far & side-effect autput

[»Ney«” Reszet ][ Del ][»ﬁave«][ Cloze ]

What is it? A form to allow you to log the details of a delivery from a supplier.

When do | do it? As soon as you receive the goods from a supplier. (Note: This form just
records the fact that the goods have arrived. You cannot actually use them
until they have been booked-in.)

How do | get there? Functions | Goods-In | New Delivery
What must | do? Select the supplier the delivery has come from.
Enter their dispatch note number (or invent one).

Press the New button on the right-hand side of the lines area.

Notes
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4.7 Identify Delivered Item

' [y supplier Delivery Line == |
Supplier: [..]|A Supplier Received: (. ]| 17/04/03
Their DMate Number: [..]| Their Diote Murm Cleared: ...
sPurchase Line: [Z] 1 Of Order: E] Q0oooooom [ <-- &4dd all from this order ]
Their Part Murm: [3 -4 R Material [ ]Kit Retums Expected

[ ] 5ide-effect Outputs E xpected
CQur Part Murm: [:] A Paw Material [l Free lssue

; ; : : [ 11z Kit Return
»Material Deliverad: [, ]| A Raw Material [Jls Side-sffect Dutput

1This Delivery |2 Qualifiers | 3 Labels | 4 Notes/Demand | & Actions | & Audit |
sCluantity Delivered: B 10 Bars of 3 htrs

»Certification Supplied: .. ] CofC

Their & of  aurm: 1234,-’2| Their Test Cert Mum:
Their Batch Mum: {leawe blank if none)
: [ ] &llocate new batch num
Qur Batch Num: E] 0000000073 Fress the [..] to view batch#
Our ltem Murn: E]
Expiry Date: ... {leave hlank if no exping
Goods-ln Location: E] Goodsln Book-In Location: [:] StockPRoom

Hint: Select Purchase Line first E | sMews || Beset || Del |[sSave«|| Close |

What is it? A form to allow you to log the details of a single delivered item.
When do | do it? When you receive goods form a supplier.
How do | get there? Press the New button on the Log Supplier Delivery form (the one on the

right not the one on the bottom).
What must | do? Press the Purchase Line button and select the item delivered.

Enter the quantity actually delivered if it's different to the purchase order.

Notes
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4.8 Book-In Delivered Item

= Deliveries Awaiting Booking-In

1By Our Part Nurn |2 By Supplier |

|| T{O|R] K Our Part Mum

Quantity

L acation

¥

P i

Haome DMote

& Raw Matenal

10 Barz af 3 Mz Goodsln

StockRoom

144 4] 2] b 1] [£]

= if returns are expected

2= T = In-line sub-{Cjon, (Firee issue item O =Xif
Fi = 7 if required review checks notdone K =Xifits an unused

Goods

Bemove

a.

Trace

Select
A

MHone

Inchude

Ingpect
BookAn

(3]

it return Lloze

What is it?
When do | do it?

How do | get there?

What must | do?

Notes

A list of all delivered items that have not yet been booked into stock.

When you are ready to accept the delivered items and put them into stock.
(Note: the items cannot be used until they have been booked-in.)

Functions | Goods-In | Book-In Delivery

Select the item(s) you wish to accept and then press Book-In.
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4.9 Log Supplier Invoice

. Supplier Invoice/Credit Hote E] = .
»Supplier: [..] A Supplier Received: [.]|17/04/03
sl O oted: [:] iom Meft Total; B
»Their Date: 1/04/09 [ Thiz iz a Credit Mate Total WAT: [,
Our Ref: [, | Gross Total ]
1Lines |2 Notes | 3 Audit| 4 Actions | 5 Qualifiers |
Order Murm [ Lre] Their Part Num | Our Part Mum | Quantity |~
o |
Mew
Aurto M
B A4 A 2] e lee k)] (4] ] (2]

[»Ne&«][ Reset ][ Dl ][»ﬁave«” LCloze ]

What is it? A form to allow you to log the arrival of an inwice from a supplier.
When do | do it? As soon as you receive an inwice from a supplier.

How do | get there? Functions | Purchase Inwoices | New Supplier Inwoice

What must | do? Select the supplier the invoice has come from.

Enter their invoice number and date.

Press the New button on the right-hand side of the lines area.

Notes
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4.10 Identify Invoiced Item

' [ supplier InvoiceiCredit Hote Line =@ %)
[woicef T otes: E] a0l Lirne: |1
Supplier: [.]|A Supplier DE’EditHDtE
[ ]Extra Line
=Purchase Line: 1 Of Order: [:] 0ooooooom G
Their Part Murm: [:] =>4, Baw Material T e
Clur Part Murn: [:] A R Material or set "Extra Ling" first.
1 Quantity/Price |2 AT/ Duty/Freight | | 4 Motes | 5 Audit| 8 Accounts
Expected Oty: [:] 10 Bars of 3 ktrs [ ] Line has failures
slnvaiced Gty [ ] 110 Bars of 3 Mirs [ ] Quartity excesded

Exclusive Line Frice: E] £320.00

Ot which, batch price is:[...] [] Batch varation
=4And the unit price is: [:] £32.00 [ Unit wariation
=|lging & price unit of; [3 1 Bars

[»Ney«][ Reset ][ Del ][»ﬁave«][ Claze ]

What is it? A form to allow you to identify an inwiced item.
When do | do it? When you receive an inwice from a supplier.
How do | get there? Press New on the Log Supplier Invice form (the one on the right not the

one on the bottom).
What must | do? Press the Purchase Line button and select the item being inwiced.

Enter the actually inviced quantity and price if it's different to the order.

Notes
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4.11 Approve Supplier Invoice

58

=2 Supplier InvoicesiCredit Hotes Awaiting Approval

-5

ﬂ.

1By Supplier |2 By Our Invoices |

F & Rl Date | Ourlrvoicedt |

Supplier

[T] Their Doc Hum | Metk Total |+

1404/09 0000000007

& Supplier .00 £320.00

LA 44 A 2] m eB bl 4]

F=xXifth jecis/fail he ord
BT BIET A-%lyeurceetoval Tmtis Sxoobded 1 - (nveics

E = ®if hot all review checks done T=

Bemove

Check List

1=
i
=

Approve

Cloze
Iredit note

What is it?
When do | do it?

How do | get there?

What must | do?

Notes

A list of all supplier invoices received that have not yet been approved.

When you are ready to approve the inwice. Approving the inwice makes it
ready for posting to your accounting system.

Functions | Purchase Invoices | Approve Supplier Inv

Highlight the inwice and verify its details are correct by pressing the Detail
button.

Select the inwice you want to approve and then press the Approve button.
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4.12 Check Purchase Progress

2
8

=3 Purchase Order Lines Waiting for Delivery

1 By Required Date |2 By Supplier | 3 By Order |
IEGEBE FOrder | L] Delivery | Supplier | Their Part Murn | M
Ooo0oo0o0: 12004409 Ugine-Savoie Lk gt =1 =T | =1 =1 = =

Eventz

Line Detail
P. Order
Delivenies

Goodz-ln
Select
All far PO

Al far Sup
A

ilil}

Maone

Include

Create DMote

Show
[+] Mormal
[+] Sub-con
- [«] Free |22
A A A2 e ] 4] [l [w] Invented
| == if line included for creating supplier DMote
@] G =~ ifthere are pendin guu%_s-iﬁ%gainst this line ol
; Be e cia it e expected sliS
[] Selected supplier only = = (@ubcontract, IJn-(‘MDrkS arder, (Firee |ssue, ar blank for normal

What is it? A list of all purchase order lines.

When do | do it? When you want to get the progress status of a purchase.

How do | get there? Progress | Stock Delivery Schedule

What must | do? Find the purchase order line you want to know about by any of the usual

means and then press the Events button.

Go to the next page in this manual.

Notes

03 July 2013 © 2013 Match-IT Limited



Training Workbook Stage 3 Purchase Order Processing 60

4.13 Outstanding Purchase Events

. :&}, Events for [pol:0000000002 Ugine-Savoie Uk,1:5TB01518] [B ] .

¥

1 Document events |2 Options for document event viewing {

5] when | Action [~  Event
170409 Purchaze Order Approved L
2404409  Purchaze order acknowledgement due
24/04/09  Purchaze arder dizpatch due

Hew

Edit

Bemove

Document

Clear

.{_ -
EELETEIN L Y (1] e

(7 )[&)BE =-cifclearsd, Fif future, X if late Close

What is it? All the outstanding actions associated with the purchase line selected.
Note: This includes actions on the line itself and anything that requires it.

When do | do it? When you want to know what is left to be done on an ordered item.

How do | get there? Press Events from the Stock Delivery Schedule.

What must | do? Select a line of interest and then press Document to review it, or press Do It

to take you to the appropriate part of Match-IT to do the action.

Notes
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4.14 Check Stock Levels
=3 Stock Levels (=] .
1 By Our Part Mum |2 MName | 3 Class | 4 Group | 5 Family | B Tech Spec | 7 Check Due |
EI| Cur Part Mum I ame | |zzue D | Clazz | Group | F arnily | [
B7249R MOD TOP/BOT COVER Azzembly General General g
B7257A MOD SIDE COVER Azzembly General General
B74730 BLOCE. SPACER PCE R awbd ateral General General Batches
B747ER MODULE RAIL Azzembly General General
EE391D *ExT EURO PAMEL HAMI R avibd aterial General General
E2330E H&MDLE Azzembly  General General
B39424, SCREW PAMEL RET M2 R awbd ateral General General :
A, Product A, Product MotDefined  General General
w A Baw b atenal A Haw Matenal MotDefined  General Feneral
AL502730 Alurminium 3mm Thk 5257 | R awbd ateral General General
Brake Set Front/Rear Brake Set Com R avibd aterial General General
C1234F REAR PAMEL Azzembly General General
C1254kK MODULE KIT BU 21HP =} Saleable General General
C1255F FROMT PAMEL MODULE Azzembly General General
C1329F HaMDLE Azzembly General General
Chain Set 18 18 Gear [Bx3] Chain Set R awbd ateral General General
Front Hub Iniverzal Front Hub R avibd aterial General General
Front Wheel 27 27" Front wheel Complete Azzembly General General
[MNOT031 Hankbuzh ME /SH Zinc | R awbd ateral General General
k03-108E651 Bracket Saleable General General
Off Road Tyre 27 27" Off-road tubeless tyre R awbd ateral General General
Rear Hub IIniverzal Rear Hub R awbd ateral General General
Rear Wheel 27 27" Rear Wheel Complete Azzembly General General
Sports Bike 27 27" Unizex Sportz Bike Co Saleable General General
Sports Frame 27 27" Unixes Sportz Frame R awbd ateral General General
Sports Handle Bars IIniverzal Sportz Handle B. R awbd ateral General General
STBO1S18 SEASH 348" Dia 304 511 R awbd ateral General General
STBO1519 StSH 1 0mm Dia 304 511 R awbd ateral General General
nizex Saddle niverzal Unizex Saddle R avibd aterial General General
IR EN RN I ¥ [
(] [Include Steps []Only show if some in Stock
@D Include Denvatives []Only show if Dver-stocked [0=3]

What is it?
When do | do it?
How do | get there?

What must | do?

Notes

A list of the stock position for all materials.

When you want to know what stock you have and what the demand is on it.

Functions | Inventory | Stock Lewels

Find the material record you want to know about by any of the usual means
and then press the Summary button.

Go to the next page in this manual.
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4.15 Stock Level Summary

=4 Summary Across All Batches ™ OVER STOCKED

S[Ex)

Fie-Order Quantity: [.. ]

Clur Part Num:E] A Raw Material StockRoom
1 Wiew |g Explain |§ Options ]
Free Stock On shelf: E] 9 Bars of 3 Mtrs
In-Stock [+]: [L.]| 10 Bars of 3 kitrs
Planned [+]: [.]
On-Orcler [+]: ]
In Goods-n [+]: [.]
Wiorks Demand [-]: [:] 1 Bars of 3 Mirs
In“arks: [,
At sub-can: [ ]
Expected Returns [+]: [.. ]
Sales Demand [-]: [..]
Un-allocated Stack [=]: E] 9 Bars of 3 Mirs
Failed/Expired/Dead: [:]
Min Stock Level: [ ha: (..

| Batch List |[ Stucture ]

£288.00
£320.00

Invent Stock ]

£32.00

£288.00

[ :’L ] [El'Eﬂ [ Cloze

What is it?
When do | do it?
How do | get there?

What must | do?

Notes

A summary of the stock position for a material.

When you want to know what stock you have and what the demand is on it.

Press Summary from the Stock Lewels list

Press the binocular symbol to get a list of the individual batches that make

up a quantity shown.
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4.16 Stage 3 Notes
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5 Stage 4 Routing

This is a more detailed look at methods. Here, you'll learn about resources and how to use them to define the
machines, people and time required to do your production work. Once you've done this, Match-IT will plan your
work for you, automatically finding and allocating time on the machines and people required.

Much more detailed information on constructing methods is available in Using the Method Editor.
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5.1 Add Resource

Resource Type == |
=Full Marme: A Fesource
=Besource | A Fesource [ Converzations ][ Exents ]
1Running Costs |2 Calibration | 3 Identification | 4 Qualifiers | 5 Actions |
#Cycle Time Cost; [3 EZ4.00 per Hour
[«]iSetup cost iz same az cycle cost
s#3etup Time Cost; [:] £24.00 per Hour
Cost Time Unit (.. ]| 1 Hrs
This is the time period the costs set abowe apply to
Mext Cost Feview On; B 170440 [ ]5et costs as reviewed today
Last Reviewed: E] 17/04/09
Marninal Code: ... | 000
Setug Tima Units: [Z] - The units wou set here are uae.d
as the defaultwhen wou use this
Cycle Time Units: [ ]| Minute resource in a method.
E] [»Ne&«][ Rezet ][ Dl ][»ﬁave«][ Cloze ]

What is it?

When do | do it?
How do | get there?

What must | do?

Notes

A form to allow you to define the characteristics of a resource. A resource
is the term used for the machines and people you use to do your work.

When you want to identify a new resource.
Functions | Setup | Setup Resources | Resource List | New
Enter the full name and its ID.

Enter the cost you want to attribute to the use of this resource. Note: In
Match-IT's costing model, the costs you enter here are interpreted as the
actual cost to you of using this resource. Margins are not normally included
here.
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5.2 Find Product
== all Material Catalogue =)
1By Our Part Nurn |E MName | 3 Class | 4 Group | 5 Family | 6 Tech Spec|
Cur Part Hum BEDERHE N armne B IEEEN Clja

B74730 B BLOCE. SPACER PCE Ravitd a Rl
E747ER b MODULE Rall Agzemb =

£3251D B “E%T EURO PANEL HANDLE 2.2M Fawha
E3330E b HAMDLE Agzemb

BE94.20, ] SCREW PAMEL RET M2.5 Favabd 2 Bemove

A, Product S .M A Product M otDefi

A Faw b aterial B A Raw katerial M atDefi

ALSO2730 S B Alurniniurn 3rarn Thi 5251 H24 Ravtd a

Brake Set B Front/Fear Brake Set Complete Fawtda

C1234P k REAR PAMEL Azzemb

C1254k, S5 00M MODULE EIT U 2THP *HOS 05155 Saleablh

C1255P 5 M FROMT PAMEL MODULE Azzemb
C1329F b HAMDLE Agzemb -

Chain Set 18 B 15 Gear (643) Chain Set Fawh 3
Frant Hub B [dniverzal Front Hub Rawtda

Front ‘wheel 27 27" Front %wheel Complete Agzemb
[WOT031 B Hankhbush kB /5t Zinc Plated Rawtda

kA 03-103651 5 Bracket Saleabh

Qff Road Tyre 27 B 27" Offroad tubelezs tore Rawtda
Fear Hub B Iniversal Rear Hub FRawtda Lislones
Rear Wheel 27 ke 27" Rear Wheel Complete Azzemb
Sportz Bike 27 5 M 27" Unizex Sportz Bike Complete Saleabh

Sports Frame 27 ] 27" Unixes Sportz Frame R awkd &

Sportz Handle Bars B Idniverzal Sportz Handle Bars Fawtda

STEO1515 E SESH 38" Dia 304 511 Fawha
STEO1A19 B SE/SH 10mm Dia 304 511 Ravbd a

dnizex Saddle ] niverzal Unises S addle Fiawhd a
EIEE RN e (]|
All |Se|ls ‘Eiuya ‘Free ‘Made ‘TDDIing‘ ‘ A=< it not approved
PRy Do

What is it?

When do | do it?
How do | get there?

What must | do?

Notes

A list of all your materials. Note: Match-IT makes very little distinction
between a product (something you make) and a raw material (something
you buy).

When you want to add routing information to a product.

Find Record | Our Part

Find the product you wish to add a route to by any of the usual means and
then press the Method button.
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5.3 Identify Resource and Time Required

| ** Production Method =E(% )
bMethod Far; E] A Product ltern |
[termn | HWame [Hotes] To Make] ze | OF Thiz  |=] Tools |
A Product 1 Each Shaowy |
=FMETHOD make] T .
STEP Make It 1Each Eclit
PART[buy) 300 mm A Raw Material Drag ltern
RESQLRCE i Ming cucle &1 Hrs setunt & Resource Azzembly
kaDE A Product b ethod
Step
Fart
Toaol
Resource
SubCon
BuyPart
Output
Return
OutputPart
DaProcess
Yia Librany
£ (3] W] () €03 € &) &) & o
44 4 2 e rpl] (4 (][]
E &) Hide dizabled lines [0] [ 1Hide qualifiers
[El El” % ][ : ] [ Egpand ” Golapss ] Auto collapze azzemblies Ilze DED =02
What is it? The method editor.

When do | do it?
How do | get there?

What must | do?

Notes

When you want to identify or update a method.
Press the Method button from the Materials Catalog.

Press the +Resource button and drag the required resources into the
method.

Double click on them in the method to edit the details. For example, to set
the time required.
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5.4 Test the Routing

| “* Works Orders Required for #1 mch:A Product == |
[ Shaw Surmmary ] [] 5how &)l makes in all schedules in this session
b ake wihat | Quaritity/ Time: | Cost |  Stat ]|  Finish [4]
[=FMake: [3/11.4 Product 1.Each 2760 2304009 2304409 .
=F Step: [341] A Product [Make |t] 1 Each £27.60 23/04/09  23/04/09
From [4/1] & Raw Maternal 1 Barz of 3 kirz £32.00 23404409 tethod
L Retum [341) 1 Bars of 2.7 ks £[28.800 22/04/09
& Resource 1.017 Hrs £24.40 23504009 23704409
Setup Time Start 8:00:00,E1 Hrs £24.00 23/04/09
Cycle Time Start 3:00:00, E 60 Secs £0.40 23404409
Stock for [2/1] #1 mchid Produ 1 Each £27.60 23/04/09

Uzage

Contract

Expand

_'V'

LA A4 AL 2]k ee ] (4]

D EE Cloge

What is it? A “What If?” schedule of the product to verify the resources and times you
have set are valid and set-up correctly.

When do | do it? To check your route can be understood by Match-IT's planning system.

How do | get there? From the method editor, select the Tools tab, then press the Test button,

then press Start on the confirmation window that is shown.

What must | do? Examine the information shown when the schedule completes to verify it's
what you expect.

For example, the resource(s) you expect are being used for the amount of
time you expect.

Notes
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5.5 Stage 4 Notes
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6 Stage 5 Works Order Processing

This includes approving works orders, which prints the route card, logging progress, issuing and returning kit
and logging product completion.
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6.1 Raise Ad-Hoc Works Order

=% Reschedule Demand [Partial re-schedule for kitfgty changes with Auto Merge] E] =

Scheduler availakhle

1 Reschedule List |2 Options | 3Include | 4 Re-Rank | & Tools | 6 Remove All| 2 Tips | & Auto Diag |
v | #i Ja ROl OuwOrderMum | COurPatMum | Customer | TaroetQte | TaotDate | Ol Erfs)

LR ENEINAL LT e

A= fthe demand was auto-included || Shaow Frior Fazs
E E:élf the line is marked for remawval on replace || Hide volatile

if failed to meet target quantity, ©if no cost [ | Show auto remavals

What is it? This provides a facility to allow you to re-prioritise your work or add an ad-

hoc demand. We're just going to use it to add an ad-hoc demand.
When do | do it? When you want to make something without a sales order to ‘trigger’ its
demand.

How do | get there? Functions a Manufacture | Ad-Hoc Worder
What must | do? Press the New button to open a form to identify what it is you want to make
and then go to the next page in this manual.

Notes
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6.2 Add Ad-Hoc Works Order Item

Hew Demand

.'

1 schedule Details |E Options |§ Diagnostics |

=
Our Orcler Num: (]| NEW STOCK

=Cur Part Num:[:] A Product Batches

» Target Cluantity: B 1.000 Each
Target Date: [:] ASAP Lock O ption

(%) Keep even if not needed
Dion't Start Before: [3 () Only keep if needed

(hlank = today) () Leave as iz
[] Demand iz curently locked

Strategy: [3 ASAP+A TETOCK

[] Create Late Retumns

E] [ AN ][ Lancel

What is it? A form to allow you to identify an ad-hoc works order.

When do | do it? When you want to make something for which there is no sales order
demand.

How do | get there? By pressing the New button on the Raise Ad-Hoc Works Order form.

What must | do? Select the product to make via the Our Part Num button, enter the quantity
you want to make in the Target Quantity field and then press OK.

That'll take you back to the previous window and you'll see your new item in
the list. Press the Schedule button to create its works order and then press
the Replace button to add it to your works order schedule list. Then press
Close and go to the next page in this manual.

Notes
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3

6.3 Approve Ad-Hoc Works Order

= Works Order Schedule

ﬂ.

~E

Show Up Ta: E] 16/07/04

1 By Start Date |2 By Our Part Murm | 3 By Priority | 4 By Required By |

Kit State [ ] Stock Only

Last schedule stan date:E] 23,/04/09 [ ] Hide Stock

AlK]T]R[B]

Batch Hurn | Our Part Hurm |

Cemand | Quan||

gom.m

(QO00000002]

A Product CTOCE [ of & Product For 2 1000 E ack &

=

(1]
EIEE RN I

IREY 2] [ ] (S]] [&F

Fight-click a column fitle and selectWhat's This?
for a description of the colurmn contents

IR E)EE )

Steps
Kit-List

R eturnz

TEEREY

Qutputs
aelect

I

Maone

Inelude

Approwve

For Mo

4 Later

Re-Sched
Diraft Print

Bemove

LCloze

What is it?
When do | do it?
How do | get there?

What must | do?

Notes

A list of all works orders waiting to be approved.
After creating your ad-hoc works order.
Functions | Manufacture | Works Schedule

Find your ad-hoc works order and verify its details. Press the Kit-List button
to see or modify the raw material stock allocated to it. Press the Steps
button to see the operations involved.

Press Approwe to start it.
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6.4 Works Order Kit List
. =4 Ad-Hoc Works Order Kit/ReturnsfOutputs E] .

Trace

Ad-Hoe'WO Num (-] | (0000000002
Our Part Murn:[... ]| A Product
Demand:[Z] S TOCK { of A Product for 27/04/09)
1 Kit List |2 Feturns |§Dutput5 |ﬂ|55ues ‘

w0 Approved On:[..]

EISJEIRICIM]  OuwPatMum | Descrintion | Batchdltem | Expected | Kit Gty [~ Mew Kit
r B« B | & Faw b aterial A Baw Material 0000000007 [ A F 22/04/09 100 Bars of 3 Mtrz L
it Detai
Batch Detail
G-n/Disp
A4 4] 2 k[eH el [ ]|
[] 5how kit in the same order as the Method

BE

[]Keep these changes when | approve the Wi Cloze

What is it?
When do | do it?

How do | get there?

What must | do?

Notes

A list of all the material allocated to a works order.

When you want to check, or modify, the material allocated to a works
order.

From the Approve Ad-Hoc Works Order list, find the works order you want
to allocate Kit to, click on it and press the Kit-List button.

Use the tools available to edit the kit list as you require.

The kit list allocation will initially reflect whatever your method called for and
your current stock position.

If you edit the kit-list, make sure you check Keep t hese changes. . .
otherwise the planning system will undo all your edits.

Press Close when you are done.
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6.5 Allocate Raw Material Stock

Kit Issug =@ %)
WG[der:B woh:(1000000002):A Product
=0ur Bar Num:[:] Another Faw hMaterial
xﬁatch:[] MOME  —({ Another Raw haterial 1)

Lissue |2 Actions | 3 Audit| 4 Explain |
#l3sUE Quantity:E] 10 Bars of (3 htrs) Calc Rets
»Return 1:[...] 9 Bars of 200 mm Shiow Batch
»Feturn 2., ]| 1 Bars of 600 rarm Show Batch
Feturn 3] | Show Batch
Return 4] Show Batch
Feturn 5., | Shiow Batch

Feturn E:E] Shaw Batch

Used In:[...] A Product [Make I

Mutes:E]
EIE] [»Ney«][ Reset ][ Del ][»ﬁave«][ Cloze ]

What is it? A form that allows you to change the kit allocated to a works order.

When do | do it? Whenever you wish to change the kit allocation. Note: This can be done
before and/or after the works order has been approved.

How do | get there? Press the New Kit button from the Works Order Kit List.

What must | do? First select the material through Our Part Num.

Then select the batch through the Batch button.
Then enter the Quantity being issued to the job.

Notes
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6.6 Book-In Return from Works Order

2. Select returns to boak-in |E£plain |

Diouble click the 'S' column to select the item(s) to be returned to stock.
Double click the 'A' column if wou want to allocate & new batch number.
Double click the 'Cuantity' column to set the guantity and the lengthiwidth,
Dioukle click the 'Location' column to change the location

A = x if a new batch number is to be'allocated on book-in
T = (lz=zued kit, (Lhnused kit, (Elxpected return, (&)d-hoc output, (Cone return

Book-In WO Returns and Unused Kit =) |
1. Select the works arder inwvolsed
Warks Order Returning Kit: (]| 0000000001

sla]T] Batch | Our Part Hum | (uantity | Locatic
E 0000000003 - Ancother Baw b aterial 9 Barz of 200 mm StockRo
% E 0000000003 - Another Raw Material 1 Rarsof B00mm_i StockRo
WM v ar [&] (] { ] " ’ { ,‘
4] 2]
o = dfreturn is selected for booking-in now Dan't show Eit

3. Book-in the selected returns
The selected items will be booked-in as good stock without inspection ar labels

[ Book-ln Selected Returng Mow ] [ 11 want ta print Labels [:] Cloze

What is it? A list of expected returns from a works order.

When do | do it? After completing a works order and you did not use all the material issued
to it.

How do | get there? Functions | Manufacture | Book-In Returns

What must | do? Select the works order to get the returns list for that order.

Double-click on a quantity to edit it.

Press Book-In Selected Returns Now.

Notes
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6.7 Log Works Order Progress

Log WO Progress == '

0. Work Done Date: E] 1604404 Ey:E] Anamymous
1. SelectWO Num: ] 0000000001 —({ A Product)
2 SelectStep: .| A Product [Make 1]
3. Select Resources: E] A Resource E]
Log Done Ops | | Log Started | Explain |
Log completed operations for aworks order step
Farthe works order, step and resource selected abowve, enter

the good quantity completed and the time taken to complete them.
WARMIMNG: Booking LESS than expected [1.000 Each]

4. Enter Quartities: [:] 100 Each [:]
Enter Time Used: [...] 4 Hr| ™=
. Primary override: [

(=B o

7. Categony: [] setup/Cycle —([ Marmal setup/oycle time )

8. Motes: [:]

Tao zave this entry and begin entering the next, press the Log button.
To sawe this entry and exitthe form press the Close button.

u Device Labels [ 3 Log progress ” Clear ][ Llose

What is it? A form to allow you to log progress against a works order step.

When do | do it? When you want to record progress against a works order (this is optional).

How do | get there? Functions | Manufacture | Log WO Progress

What must | do? Select the works order, select the step, enter the quantity and time to
record.

Notes

This the 'keyboard' way of logging progress. It can also be done via the SFDC mechanism.
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6.8 Check Works Progress
. == Work In Progress =)0 .

1 Browse |Z. Export!impart to Hand-Held Device | 3. Exportimpart options |
1'W0O Number |z Our Part Num | 3 Approved Date | 4 Required By |

EJR[OjB] w0 Mum  |T] Demand | Our Part Murn | Ordered

3

" 0000000001 m STOCE [ of & Product fon g, Product 1.000 Each

Eit-Ligt
Returns

Outputz

FProgress

Log Prog
Book-ln

Sign-0ff

R[4 4] 2] b weel] (4] B[
Bl (T Right-click on a column tite and selectWhat's This?
[g][—]@[@][ﬂ] for & description of column contents
What is it? A list of all works orders that have been started but not yet complete.
When do | do it? When you want to check progress on a works order.
How do | get there? Progress | Work In Progress
What must | do? Find the works order of interest in any of the usual ways then press the

Progress button.

Go to the next page in this manual.

Notes
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6.9 Works Order Progress

=3 In Progress Works Order Progress

=

E

Our Part Mum: E] A Product

Colours: Green=complete, Red=late, ‘Yellow=stared

Wilorks Order; [:] oooaoaoaat Show progress reports

[ ]¥iew as top-down product structure

Quantity: E] 1.000 Each (use to see step failures)

s

Bemove

John b ethod

Step + Resource + Progress Rezource =
clol Reg'd Oty |Method Timel To-Da Time] Quantity | Time | Done By |
=] A Product [Make [t]
EF & Fesource 1.000 Each 17667 Hre  17.EE7Hrz 100Each 4 Hrs
k404 End Fun 100 Each 4 Hrs
4] (2] [#] (*] [#] [#]
A A4 A 2 eleeel] [£] ] ]

i C=r if resource has undefined cost 0= if resource owverrides not integrated
Autn zchedule needed to update tado bmes ete [nat done in real bime]. Liose

Bar Chart

SFDC...

Add Step

Del Step

|

—
(m]

What is it? A list of progress logs against a works order.
When do | do it? When you want to check what has, and has not, been done.
How do | get there? By pressing the Progress button from the work in progress list.

What must | do?

Notes

03 July 2013

© 2013 Match-IT Limited



Training Workbook Stage 5 Works Order Processing 80

6.10 Stage 5 Notes
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7 Notes
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