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Work Instruction: Creating a Letterhead Certification

. Audience

Engineering scheduler, or qualified engineering personnel.

. Objective:

The purpose of this work instruction is to create a letterhead certification for the
requesting customer.

. 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 a letterhead certification for the
requesting customer.

. 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\Letterhead Certs

New files created will get place in folder layout based on the brand, or standard
designation.

N:\EngDocs\Letterhead Certs\CM Cady Standard Certifications
N:\EngDocs\Letterhead Certs\Hercules Certifications

N:\EngDocs\Letterhead Certs\Lift-All Certifications

Special or standard

N:\EngDocs\Letterhead Certs\Special Instructions

N:\EngDocs\Letterhead Certs\Standard Certifications

. Associated Documents

e Describe the specific records to be maintained and where they will be
maintained. If the records are electronic, note that here.
e List forms used to create the records, if any.

. Evaluative Factors

e M1 > Sales Order Backlog (Manuals)
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9. Responsibility
Engineering currently produces all Letter Head Certs.

10. Instructions

Step 1: Using M1 find the Job number needing a LHC (Letter Head Cert). One way
to identify jobs needing LHC’s is accessing the Sales Order Backlog(letterhead
certs) KPI. In the sales order details Identify if it is private branded(CM Cady, Liftall,
Hercules) or a Caldwell product and what model line and size it consists of.

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

w

==
=
Quoate Entry

Sales Order Entry

PO Entry

Shipment Entry

Is‘rart Search

ontact Management

ollow-up Management

all Management

) Estimating/Quoting Management
7} Sales Order Management

| Production

mployee Management

imecard Management
wentory Management

uality Management

hange Request Management

Bl Thurs ne 14, 2018

=] Action items

[Description

Unprocessed Sales Order Lines (Eng)
Unprocessed Sales Orders

Engineering Operations Behind Schedule
Jobs To Be Planned no Eng Req

Sales Order Backlog Caldwell Mfg

Sales Order Backlog Renfroe Mfg

2,563,787.216
389,712.61

h o s Engineering Operations By Engineer (Brian Wagner) 8
iy DHSE Sagemen Unprocessed Sales Orders (Dwgs and Lirs) 1
Receipt Entry urchasing RFQ
" On Hold Jobs 22
urchasing Management
eceipt Management Sales Order Backlog 1,219 4,170,161.686
1) DMR Management Sales Order Backlog (All Manufacturing) 1,075 2,953,499.826
AR Imskes Enty, hipping Management Sales Order Lines with Eng Req Problem 0
o/ RMA Management Active Employees 145
& inancial Engineering Operations 163
J Accounts Receivable Electrical Backlog Approvals 1
J :‘ayrull IS meY ik Electrical Backlog Design 6
ools "
.88 Custom Reparts Electrical Backlu‘g Assem?}y ) : ) 33
Eﬂ Custor Fors Open Jobs Awaiting Engineering Final Review 1
E Open Jobs Waiting for Engineering Review 5,739
Instruction Manuals 0
Waiting for Customer Approval S
= Review items
Description |
Net Sales by Class 68,440
Organizations 4,764
Sales Order Backlog (Engineering) 144 1,216,661.86
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Step 2: Find the appropriate brand, model, and age for a template.

ngDocs\Letterhead Certs

ol
Organize ¥  Burn  New folder
< BWagner (\ROCKDCOT\USERSS) (H:) Al name Date modified Type
& M1 (M) ] 3
] ) E | Archive 5/12/20118:16 AM File folder
< Engineering (N:)
| 2013-ORDERS | CM Cady Standard Certifications 6/14/2018 7:34 AM File folder
| 2014-ORDERS | Hercules Certifications 6/1/2018 9:17 AM File folder
| 2015-ORDERS | Lift-All Certifications 6/14/2018 8:09 AM File folder
A 2016:ORDERS | Special Instructions 4/26/2018 11:05 AM  File folder
| 2017-ORDERS . ; ;i
| Standard Certifications 9/22/2016 12:39PM  File folder
| 201B8-ORDERS 4 ,
| Archive-Drawings M) 15-37205.docx 8/18/2015 4:15PM Microsoft ¥
=N
| Archive-Orders - std_ Liftruc.docx 7/22/2015 2:54PM  Microsoft V¥

| Caldwell Library
| Caldwel templates
| Dura-Lite
| Electrical
| EngCalc
| EngDocs
| _01_Cadwel-Adhesive-Labels
| _02_CM-Cady_Adhesive-Labels
| _04_Ashley_Adhesive-Labels
| _05_LiftAl_Adhesive-Labels
| _06_Permadur_Adhesive-Labels
| _07_Harrington
| _0B_Hercules_Adhesive-Labels
| _AA_LGH_manual-copies_2011
| _Transfered_InstremManuals_2012
| Catalog Drawings and Information
| Decal Location Layouts from Public Folder
| Decal Replacement
| Decals
| IRA_Return_Documents
| Instructions
| . Letterhead Certs
| MANUALS

Copy the proper template and pasté into the appropriate year folder to which it
applies. Rename it to match the two digit year-project number for further
identification.
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N:\EngDocs'Letterhead Certs'Standard Certifications'Strongbac

@( )c; I | v Computer ¥ Engineering (N:) v EngDocs ¥ Letterhead Certs ¥ Standard Certifications v Strongbac v

Organize ¥ | Open Bum  New folder

| EngDocs
| _01_Caldwel-Adhesive-Labels
| _02_CM-Cady_Adhesive-Labels
| _04_Ashley_Adhesive-Labels
| _05_LiftAl_Adhesive-Labels
| _06_Permadur_Adhesive-Labels
| _07_Harrington
| _08_Hercules_Adhesive-Labels
| _AA_LGH_manual-copies_2011
| _Transfered_InstrctmManuals_2012
| Catalog Drawings and Information
| Decal Location Layouts from Public Folder
| Decal Replacement
| Decals
| IR&A_Return_Documents
| Instructions
| Letterhead Certs
| Archive
| CM Cady Standard Certifications
| Hercules Certifications
| Lift-All Certifications
| Special Instructions
| Standard Certifications
| BentBar
| Dura-lite
| Hardware
| Krane King
| Lif-Truc
| Mill Duty
| Parking Stand
| Positurner
| Rig-Master
| . Strongbac

Name Date modified i
| 2000-2010 Certifications 6/11/2018 7:34 AM Fi
2011_Certifications 4/24/2018 8:21 AM F

| 2012_Certifications 3/29/2018 9:51 AM F

| 2013_Certifications 6/11/2018 8:57 AM F

| 2014 Certifications 5/29/2018 10:30 AM  F
| 2015 Certifications 5/18/2018 2:32PM F
| 2016 Certifications 5/11/2018 11:.07 AM F
2017 Certifications 6/1/2018 9:06 AM F

5/ Al F

EL Standard_34_OR_38_Cert.doc 3/4/2012 8:02 PM v
u% Pre BTH Std Strongbac.docx 3/31/2016 10:29 AM v
n? Standard_34_Cert_Pipe_Supplied_By_Others.docx 3/21/2017 10:42 AM v
HJL Standard_DLT_Cert.docx 2/21/2018 1:18 PM v
ﬂf Standard_Strongbac_Cert.doc.docx 5/29/2018 8:07 AM v
n:— STD_30HC-BEF_Cert.docx 10/17/2017 8:41 AM v

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.
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] ®
o WII Headquarters. Customer Service & Manufacturing
1909 McFarland Drive, 800-909-1964

EROBUCTS ROB BETTER.LIEUND Landisville, PA 17538-1810 FAX: 717-898-1215
E-Mail: lift-all@lift-all.com www.lift-all.com

Date 6/12/18

Model Numbes 17-4-8, Adjustable Lifting Beam
Rated Capacily 8,000 Pounds

Serial Number 34763

Order 18-91005

Lift-All Company certifies the equipment, referenced above, meets ASME B30.20 standards and
structural design criteria per ASME BTH-1 design category B, service class 2 effective at the time
of manufacture.

Refer to current ASME B30.20 standards for inspection, testing, and maintenance for all Lift-All
Company equipment.

Lift-All Company certification is based on the design and condition of the product when shipped
from Lift-All Company.

Lift-All Company certification does not account for repairs or modifications completed by others.

The rated capacity of each unit is recorded on the identification tag attached to all

. A3
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Step 4: Output pdf, and save in the sales job folder.
\\M1Server.caldwell.local\M1\Attachments\ (customer name folder) \

Organize ¥  Burn  New folder

I Rig-Release _:l Narme Date modified Type *
SLINGS_AND_TIEDOWNS
Solidworks Blocks

| Solidworks Data
Standard Parts

| AR A Industrial 44222015 2:33PM File fold
| A&BVvalve 4/22{2015 2:33PM File fold

Strong-Bac
| SW-Hardware
SW-Material

| User_Files
Wacuum

| vestasplateclaws

| VIPRE Business Agent
& Operations (0:)
& Public (P:)
@ Lenovo_Recovery (Q:)
< Renfroe Engineering (R:)
& Sales (1)
< Safety (\WockdcO1) (V1)
< DrawingTransfer (X:)

@ Network

A AUDIOALARM

A BEH-3101270

A cG2

& DRIVEWORKSSVR

& JMORGAN-UPS

A J0EP-2012

& MISERVER

& M1Server.caldwellocal
4 m

| Attachments

| A&BValve

I Attachments-POs — T | N
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STEP 5: Attach the PDF fil

e to the Sales order.

&M 192919 - Sales Order Entry (The Caldwell Group- *¥¥Ljvs

File Edit View Actions Help

Diew +| Friextio [#-0-W|851 &1 |[R-S- G -2-F-|«-o-| X8| 2.

Table of Contents

e 28| 'R
= 4 Sales Orders
= &189718 - 2134 - 5/24/2018

& ¢4 Sales Order Lines

= ¢4 calls
O <hew>

& @4 Sales Order Memos
&2 - 6/8/2018 - Late shipping (6/14) Customer
&1 - 5/14/2018 - pricing & free freight

= @ attachments
D) <new>
B2 102166 -

& D Inf
Attachment ID* iiment Type
fFEe A - |
= “attachment Info
Date*
e
Nzsuipuon™
[He, 108u-172-2774"
Long Description
= |
| /|
Location
| |\WllSarver‘caldWeH‘IDcal\Ml\Attachman\s\Kennedy\lBﬁB?l&174,LHC,pdf u, Open .
I” Reviewed? [™ Uploaded From WWeb? ™ Do Not Allow Download?
I~ Print? [~ Email?
= Source Info
Organization 1D Location ID Customer Group ID
[pra4 @ [oos | g4 ¢ [<vone> ~|
Ccall I Lead ID Order ID Shipment ID
[ & | A # [poris a Y
AR Invoice ID PO ID AP Invaice ID Project ID
[ é | ) @ | a #
RM& Claim ID DMR Claim ID Page ID RFQID
[ é | # @ | a &
Job ID Part ID
l L “
Quality Register ID NonConformance D Inspection ID Inspection Line
[ @ | @ | “wp &
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