Sales Order Entry


Purpose: Instructions on how to place an order onto the IQMS System for production scheduling. 

Scope: All customer orders received through Customer Service. 

1. Customer Service receives orders from the customer either by email or customer portal (VMI). 
2. Sales Orders may be controlled by minimum and maximum inventory levels known as VMI (Vendor Management Inventory).
a. IQMS must generate Work Orders from the inventory levels.

b. Inventory levels are created by the customer and customer service. Approval must be granted by the President of Metro Plastics on the agreed upon stocking levels. 

c. There shall be an open sales order number on file to work from throughout the year. The sales order may be referenced by the part number in the Sales/Distribution module. 

d. VMI usage is monitored by the customer sending a report to our accounting department which will create the invoice. 

3. Customer Service enters the sales order into IQMS.

4. When the sales order is entered into IQMS, Customer Service will enter in quantity and PO number. 

5. Customer Service will enter in a promise date for each part number on the sales order.

6. If the sales order promise date requires less than 4 weeks from the date the sales order was received, the sales order will not be acknowledged until Metro scheduling can verify that this promise date can be met. 

a. If the delivery date cannot be met, Customer Service will work with Metro Scheduling to meet this deadline either by re-arranging the schedule or expediting the supplier’s product. If the delivery date still cannot be met, Customer Service will contact the customer to determine an agreed upon promise date.
b. If the delivery date can be met, Customer Service will move forward with the sales order in IQMS. 

7. Customer Service will confirm part description, part revision (if applicable), “ship to” and “bill to” information. 

8. The part revision must be confirmed. The revision level in the Master Inventory list in IQMS must match the revision on the Purchase Order.
a. Approved parts will be identified with a Revision Number or letter. 

b. Approved parts without prints or assigned revision levels will be identified by “N/A” in IQMS. These parts do not require revision verification.
c. When the PPAP has not been approved by the customer, “NOT APPROVED” will be entered into the Revision Level in IQMS. 

d. “CONDITIONAL APPROVAL” may also be noted in IQMS per Customer approval.  

e. If the revision level on the Master Inventory in IQMS does not match the revision on the Purchase Order, follow the hold section in this work instruction and forward the PO to the Engineering Department for resolution.

f. If the Sales Order or PO from the customer does not contain a revision level, Customer Service shall acknowledge and confirm the Sales Order with the revision level in IQMS and a general statement that reads “Parts will be made to revision level XX. If there are any discrepancies, please contact Metro Plastics as soon as possible”.

9. The price must also be verified by comparing the price in IQMS.
10. When a discrepancy is found with the pricing, follow the Hold Procedure in this work instruction and forward a copy of the PO to the VP of Engineering for review.
11. Once the order has been verified and no discrepancies are found and all discrepancies are resolved, Customer Service will send an email through IQMS to acknowledge and confirm the Sales Order to the customer. 

12. Metro Plastics may vary in this process to meet customer demands or if the customer has not been entered into the IQMS system. Approval to run must be given per the Engineering approval.  
Hold Procedure
1. If any discrepancies occur between the customer purchase order and Metro IQMS system, The sales order cannot be acknowledged by Customer Service until the discrepancy is resolved. 

2. Customer Service will email a copy of the PO to the appropriate person. Pricing discrepancies go to the VP of Engineering and revision level discrepancies go to the Engineering Department.

3. Once the discrepancy is resolved, the sales orders can be acknowledged. If the discrepancy cannot be resolved internally, Customer Service will contact the customer and work to resolve the issue. 
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