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Work Instruction: Managing Instruction Manuals for Engineered Jobs

1. Audience
Customer Service, Engineering, Shipping

2. Objective:
Attaching a standard instruction manual or creating a special instruction manual line for an
Engineered product.

3. Revision and Approval

Rev. Date Nature of Changes Approved By
N 06/02/2018 Original issue. Wagner
4. Scope

Products require an instruction manual to be sent with the product. Products will require a
special or standard instruction manual. .

5. Prerequisites
e Knowledge of products to determine if a standard or special manual is required on
jobs that require engineering design.
e Knowledge on Operating M1

6. Records
The manual will be attached to the M1 order.
Job and Sales Order Record (Electronic)

7. Associated Documents
e Electronic manual is located in M1 attachments

e Sales Order Backlog (Manuals) KPI used to keep track special manuals that need to be
created.

8. Evaluative Factors
Completed Manual Operations

9. Responsibility
Engineering

10. Instructions

Products that ship from Caldwell require an instruction manual. When an order comes
through Engineering design, it needs to be determined whether a standard manual or a
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Special Instruction Manual needs to be created. If a unit is motorized or not a standard
product, a Special Instruction Manual shall be created.

Note: Any orders for private branded customers require manuals to include the letterhead
for their company. There are specific folders for private branded company instruction
manuals.

I Attaching a standard manual to an order: I

Step 1

Table of Contents
SHI=HE RS
=1 @ Sales Orders
=81 91230 - 5126 - 6/27/2018
=l #h Sales Order Lines
D <MNew =
Ead1-cla-1
El-@#% sales Order Deliveries
1-1-6/27/2018
=ik Job/Sales Order Line Links
D <MNew >
=& 1-91230-01-01
=l @ Job Assemblies
D <MNew =
1-2-ENG - 1.000
=g b Operations

D <New:
b Ebfjj:fls After Creating an Engineering Job
= ¢ Job Memos (WI1-20-039), click on <New> under
O <Mews> “ » -
5 Follow-ups Attachments” in the sales order.
D =MNew >
=gt calls
D <New >
=@ sales Order Memos

D <Mew =

D =MNew >
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Step 2

Table of Contents

EIE GRS
=1 bk Sales Orders
=50 91230 - 5126 - 6/27/2018
=1 gk Sales Order Lines
O <tews
E&d1-cla-1
=4k Sales Order Deliveries
1-1-6/27/2018
=4k Job/Sales Order Line Links
D) <ews
= &11-91230-01-01
=1 bk Job Assemblies
O <tiew>
1-2-ENG - 1.000
= Job Operations

O <ews
=1t Job Materials
O <ews
=1t Job Memos
O <ews
=1 ¢k Follow-ups
O <tews
= ¢ cals
O <tews
=1 ¢k Sales Order Memos
[0 <tews

1-6/13/2018 - po & deposit
=@ Attachments
O <tew>

195755 - PDF - 6/14/2018 - Std Manual

Step 3

<

I ——
= DInfo
AtmmmaerammantType
)

Choose “PDF” in
Attachment Type.

[135785 PDF

El attachmer
Date™®

i

Description™
[5td Manual
Long Description,

>
<

Type “Std Manual” into

Description.

/III\

Location
|‘\\M]5erver.ca\dwell‘IacaIWI\Anamments‘\

[] Reviewed? [ Uploaded From Web? [ Do Mot Allow Dewnload?
Print? Email? . .
. Emm - Click on browse icon.
Qrganization ID Location ID Contact ID Customer Group ID
fs m[ o[ &
Call D Lead ID Quote ID Order ID Shipment ID
[ i | i | # o T #
AR Invoice ID PO ID Receipt ID AP Invaice ID Project ID
# | # | & | & | #
RMA Claim ID DMR Claim ID Request ID Page ID RFQ ID
[ L L # # #
Job ID Part ID
[p1230-01-01 | &4
Quality Register D MonConformance ID  Inspection ID Inspection Line
i | i | #p

Go to M1(M:)\Attachments\Manuals. Open standard folders required to find the product
group and model number that matches the product in the order.

Gl

. » Search Results in Attachments » Manuals »

Click on the model

Search Manuals

)

Organize +  MNew folder
S8 ML (M)
| Attachments

. Attachments-POs
. Attachments-RUD
| Auto_Run_Reports
. BFC Serial Numbers
| Caldwell Loge

. DataDict

. DataMaps

. DWM

. Exported_Reports
. Gina

| Help

. ML Status

File name:

p— number desired.

O @

Name Date modified *

. _ Caldwell___SPECIAL_Manuals 4/26/2018 2:25
[ _catdwell_standard_Manuals |
. _Caldwell ID_Tags
. _Caldwell_Replacement_Instrctns
. _CM_Cady_ SPECIAL Manuals
l y 7[M7Cady75tandardiManualsl
. _Hercules__SPECIAL Manuals
| _Hercules_ID Tags

2/18/2016 6:20
9/29/2015 10:0€
2/23/2017 259 |

Click on “Open” to attach it
to the order

m

No preview
available.

11/15/2017 1:2¢)
9/14/2015 2:45
472272015 2:24 |
1/8/2016 212 P

| . __Hercules__Standard_Manuals |
Lift_All___SPECIAL_Manuals

g |_Standard_Manuals 4/22/2015 2:24

. _Permadur_Vac_Adhsive_Labels 4/22/20152:24 ~
T | v

~ | All Files (.7} -

< |

dard_Manuals » _Strong-Bac » = [4Alll Search_strong-

—— —— B==
.« Manuals » _ Caldwell_Standard_Manuals » - |4y e Mame - Date modif
[ _34_4ptSpreadBeam__REV_00__o.pd| 3/24/2014 1
|2 New folder [%] _38__SpecialSpreader_Sys_REV_01__o.Adf  3/8/2013 7x
R B [] _60_62_64_SheetLift HndWhI_REV_01__d. 1/24/20181
+Libra b .
& Name [£] _77_BailLiftingTong__REV_01__o.pdf 6/10/2013 8
ares Dura-Lite [£] _80_H_DixonHook__REV_05__o.pdf 11/16/2015
0 o~ [£] _B1P_Roll-Lift-C-Hook__REV_02__o.pdf \ 3/26/20137
. _Krane-King | |£] B2.CHH__REV.04__ o.pdf 3/8/2013 B
o _Lif-Truc [£] _82LA_CLA_REV_04__o.pdf 3/15/2013 2
group | _MilDuty 5 [£] _82NC-CNEC__REV_03__o.pdf 3/8/2013 72!
- [£] 82RC-CCS__REV 03_ o.pdf 3/28/2013 1
- b _Rig_Release [Z] _83_EW-VGW__REV_02__o.pdf /292014 2
o J _Rig-Master L [£] _83_HW_VHW__REV_01__o.pdf 41452014 8
: = | _Strong-Bac ~ ||l L I
RECOVERY (D:)
i J _Univac -
otti (WROCKDCOL\USERSS) (H:) .
- J Slings
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Step 4
Date™
— = - After attaching pefi</ois 7]
% 5ales Orders Description™
B 50 91230 - 5126 - 6/27/2013 manual, type the 5td Manual
=g sales Order Lines .. B TN
"D revision number
&l1-cLa-
-4 Sales Order Deliveries Of the man ual
&)1-1-ep2772018 chosen in the
=@ Jobj/Sales Order Line Links LiELE
Lo n g WM 15erver. caldwell.localiMm1’
. . [ Reviewsd? [Cluploa
Description. Hrrene =
\ 1 SourceInfo———
Crganization ID Lo
Add th.e Job ID e [
that this manual cal Lesd T
relates to. This # |
i AR Invoice ID POID
will attach the Y
manua| to the Job RMA Claim ID DMR. CI

i i Job ID
side in M1. Pomono
Quality Register ID prCon
@[
I Adding a “Special Instruction Manual” Line to a Sales Order I

If a special instruction manual is determined to be required, a “Special Instruction Manual” line must be
added to the order.

Step 5

1 Start Search (/O

| 2 Ve QU
® ‘:_? My Start Page ’,gs Sales Order Wizard

dBt... || £ sales 5

1 15 Contact Management
| 5 Follow-up Management

Open the sales order requiring a manual.

%}s Create Order from RMA Claims

=r Entry ) call
. Pick List Session

Click on “Sales Order Management” then
~ || Maintenance click on “Sales Order Entry.

@A BE &g @] BE saesOrders Type in Sales the order number.

Order ID . Double click on the appropriate line to open
Customer ID ) the sales order.

Customer PO - | starts

Customer ID |Customer PO

4501241965
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Step 6

Table of Contents

Click on <New> under “Sales Order

/

= o Info

5| & DHE'S

= @4 sales Orders

=& 91232 - 2166 - 7/9/2018
ElM 2N .ei/

=1 @ sales Order Deliveries
1-1-7/3/2018
=i Job/Sales Order Line Links
0O <dew>
1-91232-01-01
=-&12-36-121-2
=I-#% Sales Order Deliveries
1-2- 10/10/2020
=ik Job/Sales Order Line Links
D <Mew=
SREd 3 - SPECIAL INSTRUCTION MANU
=1 @ 5ales Order Deliveries
1-1-10/10/2020
=i Job/Sales Order Line Links
0O <dew>
R Follow-ups
[ <hew>
= # cals
[ <hen>
=@ sales Order Memos
D <Mew =
=@ Attachments
D <Mew =
(G 195628 - -6/13/2018 -po

Order ID®

Lines”

|91232 ["|Engineering Required
Iﬁ;t Infg
Part ID* Revision

|SPECIAL INSTRUCTION MANUAL
\

Type “Special Instruction Manual” in

art Description

the “Part ID*” field.

60M5-10-60

Long Description

UoM Part Grou
F‘F_\ ENG-Cor

Type in model number of product

For line item #1

manual is required for.

B

”

Type in “For line item #

Privetef
Order Qty*

Full Uniit Price

Full Extended Price This number is the Sales Order Line

Unit Discount

number.

Delivery gfty
110/

Order Delivery

Record: 14

Delivery Date

1oft b M|« [

[0.00000
— e —— Type in number of manuals needed
poos [ in “Order Qty*”.
TaxID Mon-tax Reason
’<None> v] I<None> §
Second Tax ID
":None:b v]
“Related Documents
= Source Info
RMA Claim ID RMA Claim Line  Quote ID
I @ A
=l “Deposit Info
Deposit % Deposit Amount
[] Caleulate Deposit? |o.no |so.00
I Deliveries
Add | Delete J/_\ / If approvals are required, change

the ship date to “10/10/20”. If no
2 approvals are required, the date
stays as is, which is the scheduled

ship date.

I Deliverv Info
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