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Work Instruction: Creating an Instruction Manual

. Audience

Engineering scheduler, or qualified engineering personnel.

. Objective:

The purpose of this work instruction is to create a Manual for the equipment
manufactured by Caldwell.

. Revision and Approval

Rev. Date Nature of Changes Approved By
N 6/15/18 Original issue. Eicher
. Scope

The scope of this work instruction is to create an operators manual for the
equipment manufactured by Caldwell.

. Prerequisites
M1 competence, Microsoft word, and Engineering database folder navigation and
write access.

. Records

Templates based on product line, private branding, and age (preBTH, or BTH
compliant) are located:
N:\EngDocs\MANUALS
New files created will get place in folder
N:\EngDocs\MANUALS\Order_Manuals\SHIPPED_2018\ (by year)

. Associated Documents

e Some models have templates created:
N:\EngDocs\MANUALS\STANDARDS TEMPLATES

e Or use reference manuals pulled from previous years
N:\EngDocs\MANUALS\Order_Manuals

. Evaluative Factors

e M1> Sales Order Backlog (Manuals)

. Responsibility
e Engineering currently produces all Manuals.
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10. Instructions

Step 1: Using M1 find the Job number needing a Manual. One way to identify jobs
needing manuals is by accessing the Sales Order Backlog(Manuals) KPI. In the
sales order details identify if it is private branded or a Caldwell product and what
model line and size it consists of.

w

Quote Entry

5

Sales Order Entry

Job Entry
E5

Shipment Entry

Receipt Entry
B

AR Invoice Entry

Start Search

M1 Explorer - The Caldwell Group- ¥ ive*** Database - bwagner

Friday, June 15, 20 1

Inventory Management
Quality Management.
Change Request Management
Warehouse Management
Purchasing RFQ
Purchasing Management
Receipt Management
DMR Management
Shipping Management
RMA Management
ancial
Accounts Receivable
Payroll Managerment
&) Tools
39 Custom Reports
& custom Forms.

Unprocessed Sales Orders (Dwgs and Ltrs)

-S| mﬂ
Sales 7
Contact Management s
Follow-up Management = Action items
el enagprent Jossaion | | | | | | | [ | [l
19/Quoting Unprocessed Sales Order Lines Eng) 7
Sales Order Management
3 Unprocessed Sales Orders 32
Production
- Employes Managsment Enginesring Operations Behind Schedule 3%
Project Management Jobs To Be Planned no Eng Req 6
Job Managerment Sales Order Backlog Caldwell Mfg 669 2,549,278.271
Scheduling Sales Order Backlog Renfroe Mfg 380 363,051.49
Timecard Managerment Jobs To Be Planned Released Eng 3

les Order Backlog (LetterheadCerts) 0.00
Orde ( 5)
Engineering Operations By Engineer (Brian Wagner) 10

On Hold Jobs 23
Sales Order Backiog 1,190 4,108,389.821
Sales Order Backlog (All Manufacturing) 1,049 2,912,320.761
Sales Order Lines with Eng Req Problem 0
Active Employees 145
Engineering Operations 148
Electrical Backlog Approvals 1
Electrical Backlog Design 3
Electrical Backlog Assembly 34
Open Jobs Awaiting Engineering Final Review 1
Open Jobs Waiting for Engineering Review 5,938
Instruction Manuals 0
Waiting for Customer Approval 5
=l Review items
pesbin | | | | | | [ | I
Net Sales by Class 68,535
Organizations 4,764
Sales Order Backlog (Engineering) 141 1,196,060.06
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Step 2: Find the appropriate brand and model template if available.

Organize v  Burn  New folder

| _Transfered_InstretniManuals_2012 _A_] Name Date modified Type “ Size
| Catalog Drawings and Information
| Decal Location Layouts from Public Folder | __0la_ Caldwel___2012 1/15/2018 1:18 PM File folder
| Decal Replacement | _02a_cM-Cady_ 2012 6/3/2018 5:00PM  File folder
| Decals | __03a_Liftal___ 2012 6/4/2014 9:13 AM File folder
| IBA_Return_Documents | __0da_ Permadur_2012 3/26/2018 2:59 PM File folder
J. Instructions | __05a_Granger_ 2012 7/17/2013 12:11PM  File folder
| Letterhead Certs . .
I __06a_ Harrington___2012 9/16/2013 12:10PM  File folder
| MANUALS )
| COMPONENT LITERATURE | __07a_ Hercules_2012 3/6/2017 5:45 AM File folder
| JUNES_FILES | _0Ba__GeneralElectric_request_2012 10/16/2012 2:17PM  File folder
| Order_Manuals I _0%a_TwC__ 2015 7{16/2015 7:19 AM  File folder
| customer_service_2008 | __SPECIALS 2012 12/18/2012 10:47 ... File folder
b customer_service_2009 | _DriveProtection 1/14/20148:23AM  File folder
Liftal
’ iiSes | _Literature 3/11/2014 9:03 AM File folder
'
| SHIPPED_2006 | _Lubrication 8/21/2012 8:19 AM File folder
| SHIPPED_2007 I _Warranty_TCG 4/30/2014 7:35 AM  File folder
| SHIPPED_2008 ). 20545 3/2/2015 1:21PM File folder
| SHIPPED_2009 ). FOATC_325-33.6-102_112 3/26/2018 11:47 AM  File folder
i SHIPPED.-2010 | Latham Hickey Steel Test 2 3/15/20148:35AM  File folder
| SHIPPED_2011 . ?
| Lathem Hickey Steel Test 1 3/15/2014 8:21 AM File folder
| SHIPPED_2012
SHIPPED 2013 | Lori_G 7/14/2016 7:06 AM File folder
] s
| SHIPPED_2014 I Misc 4/13/2018 9:31 AM  File folder
| SHIPPED_2015 | Solidworks_ID-Tags_Labels_Aug2012 8/14/2012 10:07 AM  File folder
| SHIPPED_2016 | Std Dwgs for Manuals 4/24/2018 2:33PM  File folder
& SHIPPED 2017 | Vehicl Lift Systems_New Era 4/26/20185:36 AM Fie folder
SHIPPED_2018 F
’ = @) cw_Letterhead_Pub_030617.pub 4/13/20188:21 AM Microsoft Publisher ... 199 KB
| SSAB Manuals & Information
| RANDOM_FILES ] New Address Block_Logistics only_Pub.pub 1/22{2018 8:23 AM Microsoft Publisher ... 225KB
| Renfroe_Manuals [ VFD Adder Sheets.pub 3/26/20188:30 AM  Microsoft Publisher ... 344 KB
| STANDARDS_TEMPLATES HL CwW_Letterhead_wWord_030617.docx 1/22/2018 8:26 AM Microsoft Word Do... S3KB
L. MISC 5| New Address Block_Logistics only_Word.docx  1/22/20188:31AM  Microsoft Word Do... 101KB
L onality Ll
28 items

Copy the proper template and paste into the appropriate year folder to which it
applies. Create and name the folder to match the project number-model number for
further identification. Name the document by Project#-manual.
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HIPPED_2018

Organize ¥  Burn  New folder

| _Transfered_InstrcmManuals_2012 ;, Name Date modified + Type Size I:
| Catalog Drawings and Information
| Decal Location Layouts from Public Folder | 87197-02_Univac-250 6{14/2018 8:51 AM File folder
| Decal Replacement | B87552_85r-20-72 6/12/2018 3:28PM  File folder
| Decals | 85B807_2-60ID-6 6/12/2018 7:35 AM File folder
| I8A_Return_Documents | B6841_7L5-80SP 6/12/2018 7:09 AM  Flle folder
g Iisstrtictions | B5186_83HWMS-15-24 6/6/20185:30PM  File folder
| Letterhead Certs
P | BS676_885-12.5-58_77 6/6/2018 4:19 PM File folder
|
BN TR R IRE }. 85135_74d-1.25-9 6/6/2018 8:38 AM File folder —
JUNES_FILES | B8942_Ider Spacer Lifting Device 6/4/2018 11:48 AM  File folder
| Order_Manuals | 90364_Univac-250 6/3/2018 4:16 PM File folder
| customer_service_2008 | 90321_Univac-250 6/1/2018 11:50 AM  Flle folder
Customer_service_2002 | B6895_22.5-150 6/1/2018 10:25AM  File folder
Liftal
i | B8639_3FS-1205P 5/31/2018 5:58 AM  File folder
N SRS 5658 | 88233_2FS-80SP 5/29/2018 2:20PM  File folder
) _
| SHIPPED 2007 | B85135_75D-1.25-9 5/29/20188:36 AM  File folder
| SHIPPED_2008 | B4323_OVERHANG_BEAM_100-7353 5/25/2018 2:32PM  File folder
| SHIPPED_2009 | B3734_260M-10-72 5/25/2018 10:44 AM  File folder
A SHPPED_2010 | 87035_BFS-505P 5/24/2018 1:25PM  File folder
SHIPPED_2011
SIS 5515 | 85878_Coi Transfer Car Lifter 5/18/2018 1:54 PM File folder
) _
T o | 87117_Univac-3308 5/18/20189:15AM  File folder
| SHIPPED_2014 | B6680_3LA-605P 5/16/2018 10:18 AM  File folder
| SHIPPED_2015 J. 87062_RL-15-65.5 5/11/20189:21 AM  File folder
| SHIPPED_2016 | B4011_85P-2-85 5/11/2018 9:18 AM  File folder
SHIPPED_2017 | 86153_RAILROAD_WHEEL_HOOK 5/11/20189:14 AM  File folder
| | SHIPPED_2018
: SEIE o R 5 | B9334_Single Pad v-40 5/10/2018 9:18 AM File folder
) lanuals nformation
= RARESSR BTES | B5737_1.5LA-120 5/10/20188:47 AM  File folder
| Renfroe Manuals | B4315_RUD_3-PtLifter 5/10/20188:36 AM  File folder
| STANDARDS_TEMPLATES | B88842_Univac-250 5/1/2018 3:06 PM File folder
). MISC | 87566_Univac-1500 5/1/2018 2:38 PM File folder
Qnality L, e e TR Ll

113 iterns

Step 3: Open the new copy and edit the Model number, Date created, and product
title and description, add serial Number, and any other required information to
adequately detail the variables that apply to said project.

Step 4: Output pdf, and save in the sales job folder.
M:\Attachments\Manuals\ (appropriate sub-folder) \
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Qrganize ¥  Burn  New folder

- Favorites 21 Name Date modified Type ~
R Downloads | __Caldwel___ SPECIAL_Maruals 4/26/2018 2:25PM  Flle folder
.+ Recent Places .
o | __Caldwel__Standard_Manuals 3/6/2018 8:34 AM File folder
B Desktop
| __Caldwel _ID_Tags 2/18/2016 6:20 PM File folder
w Libraries | __Caldwell_Replacement_Instrctns 9/29/2015 10:06 AM  File folder
., Documents | __CM_Cady__ SPECIAL_Manuals 2/23/2017 2:59 PM File folder
4 Music | __CM_Cady_ Standard_Manuals 9/2B/2017 10:48 &AM File folder
8 Pictures T | _Hercules__SPECIAL_Manuals 11/15/2017 1:29PM  File folder
8 videos .
§ | __Hercules__1D_Tags 9/14/2015 2:45 PM File folder
< | __Hercules__Standard_Manuals 4/22{2015 2:24 PM File folder
& Computer
& Windows7_0S (C)) | _Lift_Al___ SPECIAL_Manuals 1/8/2016 2:12PM  Flle folder
< Bwagner (\ROCKDCO1YUSERSS) (H:) I __Lift_Al__Standard_Manuals 4/22{2015 2:24PM  File folder
& M1(M3) | __Permadur_Vac__Adhsive_Labels 4/22{2015 2:24PM  Flle folder
b Attachments | __Permadur_vac_Manuals 2/24/2016 11:33 AM  Fle folder
}, Manas |. _Renfroe_Maruals 6/7/2018 10:40 AM  Fle folder
| Attachments-POs ) -
| Attachments-RUD | __Warning_Tags_2014 4{22{2015 2:23 PM File folder
| Auto_Run_Reports
| BFC Serial Numbers
| Caldwel Logo
| DataDict
| DataMaps
STEP 5: Attach the PDF file to the Sales order.
sz : AU e ke e Ararase
File Edit View Actions Help
Diew ~| Frextio |#h-&-H| 91 #00 |[R- B G-G-|+-v- | X85 2.
Table of Contents | E minfo ~
@ = |§| EH % Attachment ID _ Aftachment Type
= #4 Sales Orders |1945E|9 IPDF K
£ &1 86485 - 1456 - 5/29/2018 8 -attachment Info
= 4 Sales Order Lines DAt
 &J1-60-5440- 1
5 &J2 - SPECIAL INSTRUCTION MANUAL - 1 06/03/2018 :
& @4 Sales Order Deliveries Do o
&1-1-5/29/2018
= #h Job/Sales Order Line Links | foti Manal
D <news> sepg-Desssiation,
= &4 calls =
D <news> =
= @ Sales Order Memos
&1 -2/27/2018 - order El
= @ attachments
D <New> Location B
&1 186731 - - 3/15/2018 - Approval dwg \\M1Server.caldwell. local\M1iattachments\Manuals\__CM_Cady__Standard_Manuals\_C | .., | |
& 186926 - - 3/19/2018 - signed app l l‘ —‘ ..__9_?';5’=J
|~ Reviewed? [ Uploaded From Web? | Do Nat Allow Download?
[~ Print? [ Email?
& Source Info
Organization ID Location ID Contact ID Customer Group ID
|14ss # |491 Y | M [<nore> ~|
Call D Lead ID Quote ID Order ID Shipment ID
[ & | o | # [eeees Y| '
AR Invaice ID PO ID Receipt ID AP Invoice ID Project ID
[ @ | L @ | @ | #
RM& Claim ID DMR Claim ID Request ID Page ID RFQ ID
[ # | # a #
Job ID Part ID
|BE485-D1-E11 Ty | Ty
Quality Register 1D NonConformance ID  Inspection 1D Inspection Line
[ | | & p &
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