CREATE, EXECUTE,

COMPLETE, AND CLOSE [~
WORK ORDERS

QuICcK REFERENCE GUIDE

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide a step-by-step guide of how to
create, execute, complete and close work orders in the North Carolina Financial System (NCFS).

Introduction and Overview

This QRG covers the process of creating, executing, completing, and closing work orders. \Work
orders are specific jobs created when customers make a purchase to manufacture all items related
to that purchase.

Create Work Order

To create a work order in NCFS, please follow the steps below:

1. Click the Company Single Sign-On (SSO) button.
2. Enter your dac.nc.gov email address.
3. Click Next then enter password.
4. Navigate to the Home page.
5. While on the Home Screen, in the center section, navigate to the Supply Chain Execution
tab.
6. In the Supply Chain Execution tab, click on Work Execution.
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MFG-07: Create, Execute, Complete and Close Work Orders

7. Verify the Manufacturing Organization information is correct.

e [fitisincorrect, the user can change the Manufacturing Organization by clicking
Change Organization.

Work Execution &

Work Area Al Wark Centsr Al

Work Orders

Rework Operations Scheduled Versus Actual
n House Production Quantties in Current Shift

0 Rework Orders 0 New Today

Q Transform Orders 0 Total

No data available

Open Exceptions

amp °©

WIP Inspections
Last7 Days

0%

Rejected

8. In the Organization drop-down, select the appropriate Manufacturing Organization (plant).

9. Click OK.

Select Organization

* Organi

428123R

428144R

428115R

428120R

ENTERPRISE RM - AWA

ENTERPRISE RM - COL

ENTERPRISE RM - PRI

ENTERPRISE RM - SIG...

Search

Select Organization

* Organization | 428123R

5

10. On the right-hand side of the screen click on the Task icon.

Note: The Tasks that appear on the menu will be based on user access and may differ than
what is shown in the screenshot.
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MFG-07: Create, Execute, Complete and Close Work Orders

11. In the Task pane that opens, select Manage Work Orders.

Manufacturing Organization 428144R Change Organization

a

« Production Supervisi
« Material Availability Rules
« Material Availability Assignments
« Manage Production Exceptions
« Manage Supplier Operations
« Close Work Orders
« Transfer Transactions from Production to Costing
« Review Product Genealogy
« Manage Production Calendar
« Manage Work Center Resource Calendar
« Manage Flow Schedules
Execute Production
« Review Dispatch List
« Execute Production at a Workstation
« Flow Schedules Execution
« Report Production Exception
« Create Inspection
« Inspections
« Report Material Transactions
« Report Resource Transactions
« Report Orderless Completion
« Report Orderiess Return
« Review Production Transaction History
= Print Work Order Traveler
« Print Components List
« Pick Materials for Work Orders
« Print Electronic Production Records
« Operational Events
Import
« Import Work Orders
« Import Material Transactions

+ Import Resource Transactions

Jmaod Anocotion Feapeactione

12. On the Manage Work Orders page, click the Plus (+) icon to create a manual Work Order.

e To create a Standard Work Order, click on the Plus (+) icon and select the Standard
Work Order from the list.

e A Standard Work Order can be created for a product with a Work Definition.

e [f the Work Definition is not present, Non-Standard Work Order or Rework Work
Order must be selected.

e For MTS Products, work with your Plant/General Manager to set up the Work
Definition.

Overview Manage Work Orders X

Manage Work Orders &

» Search

Search

View ¥ 4 | v || Release and Pick Materials | Mass Action ¥ | Printto PDF ¥
Create Standard Work Order
Work Order Quantity UOM  Status Start Date Completion Date
Create Nonstandard Work Order
COL1002 Creste Rework Wodk Order 1 BOX Released Yesterday 8:57 AM 1.06 PM
s
COLie 0015021 10 BOX  Closed 8120125 755 AM 9712125 3:30 PM

Manufacturing Organization 428144R | Change Organization

Advanced | Saved Search | Application Default v
Reserve Materials B
Manually Progress 10T Insights
i 6 L]

13. Enter the Item number.

14. Enter the Quantity needed.

15. Enter the Start Date for production.

11/12/2025
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MFG-07: Create, Execute, Complete and Close Work Orders
16. When finished, click Save and Edit.

Create Standard Work Order x

Show More

* Item o]

Quantity

Ismn Date | 6/26/25 6:37 PM fie @

Save and Edit || Save and Close \ Cancel

There are three additional fields required for Nonstandard and Rework Work Orders.

For Nonstandard Work Orders user must also include the Status and Subtype.

For Rework Work Orders user must also include Supply Subinventory.

Create Nonstandard Work Order |

- pm—————— -
_________ 1 Nonstandard Create RewnrkWarkC!rderI * | Rework Work
Work Order Description WOl‘k Order Show ore Order
“em Stant Date | 7114125 11:41 AM fe Yo et
" vy Completion Date | mvayy hmm & fo * Supply Subinventory = I
Supply Locator
* Quantity
Work Definition Item Structure
Name Start Date | 7/14/25 11:42 AM fe
o Revision
Version Save and Edit = Save and Close | Cancel
Save and Edit = Save and Close  Cancel
17. User will see the Work Order information.
a8 D nNC
You are using DEVS. Copi DEVE-Dataas &

17 5

Work Order: PRT1031 - 0019933 @
eneral information  Operations (4)  Histo

. hl.
status | Unreteased v

Start Date | 4730125 946 AM

-3

Gompletion Date | 43025 946 AM fo

4 Product

tem 70019933 em Description  BUSINESS CARD, Printed, Black Front & Back, 500/80x
Quantity | & packet

Undescompleted

B Work Definition

b item Structure

b Oenils

18. Under Completion Information, click the arrow on the left to expand the information shown.
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MFG-07: Create, Execute, Complete and Close Work Orders

19. Review the Completion Subinventory in the drop-down. This field will be defaulted to select
the appropriate location based on the plant selected.

Note: Supply Type needs to be Assembly Pull for all order types.

General Information  Operabions (2)  History
* Status | Unreleased v Description
StartDate | 71525 700 AM Y prciy
Completion Date | T6/25 11.00 AM Iy
4 product
ftem 0015039 tem Description  SHIRT PRISONS MEN LS GRAY 15-15 112 X 38737 878X
Quantity | 1 80X

Ungercompisted

P Work Definition

P ttem Structure

P Details.

4 Completion Information

Default Supply Typell Based on Work Definiion Q Completion Subinventory | FG428144R | w I

—
Completion Locator

Undercompletion

Overcompletion

Tolerance Tolerance Type v
Operation pull

Tolerance i Buk Tolerance Value

Supplier

20. To add an attachment, on the General Information tab, under the Details section, select the
+ icon next to Attachments.

General Information ~ Operations (4) Reservations (1) History
* Status | Unreleased v Description
Start Date | 828725 5:45 PM o prionity
Completion Date | 9119/25 6:00 PM o
P Product
P Work Definition
P item Structure
4 Details
Type Standard Fim
Subtype | Standard Production - ' Back fo back

Work Method  Discrete Manufacturing Contract manufactufing
Released Date 20 Closed Date
Scheduling Method | Default scheduling v Attachments None ==

¥ Completion Information

21. Enter the Attachment details such as Type, Category, File Name or URL, Title and
Description.

22. Click OK when done.

Attachments X

Actions v View v 3+ X

Type Category * File Name or URL Title Description Attached B;

File v Miscellaneous v Choose File ‘ No file chosen

>

i Cancel ‘

Rows Selected 1
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MFG-07: Create, Execute, Complete and Close Work Orders

23. The Operations tab will show the Work Definitions selected for the /tem (product) and Work

Order.

Note: Review Raw Materials and Resources as needed.

Overview  Manage Work Orgers X

Work Order: PRT1031 - 0019933 @

IDDH:(lnns[ll I*“‘W'

Work Order: PRT1031 (4287115R) x

General Information
l_
+ /Slr X

10 COMPOSITION COMPOSITION

Start Date 473025 946 AM
Completion Date 4/30/25 946 AM
Work Center COMPOSITION WC

20 OFFSET OFFSET

StartDate 4730125 9:46 AM
Completion Date 4/30/25 946 AM
Work Center OFFSET WC

30 BINDERY BINDERY

StartDate 4730125 9:46 AM
Completion Date 4/30r25 946 AM
Work Center BINDERY WC

40 PACKAGING PACKAGING

StantDate 4/30/25 9:46 AM
Completion Date 4/30/25 946 AM
Work Genter PACKAGING WG

Operation Yield 1| Automatically Transact
Htems (1)
0013215 5 (0) EACH

Operation Yield 1| Automatically Transact
ftems (1)
0004280 60 (0) SET

ﬁph‘mn Yield 1| Automatically Transact
items (0)

Operation Yield 1| Count Point
rtems (1)
0014524 5 (0) EACH

Resources (2)
LABOR_COMPOS... 5 (0) Hour
PLATE IMAGE/... 5 (0) Hour

ssssssss
S (0) Hour

Re @
KNIFE § (0) Hour
PADDING 5 (0) Hour

Resourees (2)
LABOR_PACKAGING 5 (0) Hour
LABOR_PACKAGING 5 (0) Hour

24. To add an Operation, select the + icon.

25. To add an Operation Item, select the blue Items link for the Work Order.

26. To add Resources, select the blue Resources link for the Work Order.

Work Order: PRT1031 - 0019933 &

10 COMPOSITION COMPOSITION

Start Date 4730725 545 AM
Completion Date 4730725 3:46 AM
Work Center COMPOSITION WC

erview  Manage Work Orders X Work Order: PRT1031 (428115R) X

n Yield 1| Automatically Transact
Hems (1)
(0) EACH

Resources (2)
5 (0) Hour

PLATERMAGEL... § (0) Hour

—

—_—3

Edit Operation Items:

Operation 60 PACKAGING v

Work Canter PACKAGING WG

Start Dato 276125 3:30 PM

Completion Date H25 430 PM

Acions w Vieww Fomstv 4k X 7 [F ) Deuch
* Quantity * Require
ttem Substitutes Description  Basis per Product e
b 12 ooz Business Card .. | Vadiable v 1
OK  Cancel

Edit Operation Resources

Oparation 10 COMPOSITION v

Work Center COMPOSITIONWE  Start Date 2/6/25 1158 AM

Acions w View v Formatw 4 3 Detach
" Name Basis
» 10| COMPOSITION Variable =

Completion Date 86725 1.08 PM

* Required

ussgeRate o

uomM
Name Scheduled Charge

1 1) Hour |Yes | |Automa

OK | Cancel

27. The History tab will show you the Remaining Quantity, Completed Quantity, and Scrapped

Quantity.

Note: As you complete the Work Order, other details will populate, such as Completed or

Scrapped Quantity.
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MFG-07: Create, Execute, Complete and Close Work Orders
28. Click Save and Close when finished.

X Work Order: PRTI031 (42B115R)

Work Order: PRT1031 - 0019933 @ 28 Saveand Glose | Gancel

Ganeralinkomaton  Opsraiona ’I““‘WI E
Frmammgouallil(y 5 packet ll,

S
Completed Quantity © packet

Closed Date
Scrapped Quantity 0 packet Canceled Date

Canceled Reason

Status History
View v

Date From Status  To Status Status Change Date Reason User

No data 1o display

29. After a Work Order is created, users can view all created Work Orders on the Manage Work
Orders page.

Manufacturing Organization 4281158 ‘Change Organization
W Manage Work Orders
Manage Work Orders @ m
¥ Search Advanced | Saved Search Application Default v L
hl.
Search Results =
View v Fomatv 4| v | Release || Releass and Pick Materiais || Mass action v || Print1o POF ¥
Work Order Priority ftem Quantity UOM  Status Start Date Compietion Date "”',;"_'“:‘I:""‘ Progress  Date Actual Completion - pgsc iption
0019933 5 packet Unreleased 9.46 AM S6AM ] 473025 9 46 AM
. »
coaoo -

Execute Work Order

1. Navigate to the Home page.
2. From the Home page click on the Supply Chain Execution tab.

3. Click on Work Execution.

Good afternoon,

QUICK ACTIONS Apps.
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MFG-07: Create, Execute, Complete and Close Work Orders

4. On the Overview page, click the Task icon on the right-hand side of the screen.

5. Inthe pop-up, click Manage Work Orders.

Manufacturing Organization 428144R | Change Organization

4

+ Manage Work Orders

« Production Supervision

« Material Availability Rules
« Material Availability Assignments
« Manage Production Exceptions
« Manage Supplier Operations
« Close Work Orders
« Transfer Transactions from Production to Costing
+ Review Product Genealogy
- Manage Production Calendar
+ Manage Work Center Resource Calendar
+ Manage Flow Schedules
Execute Production
« Review Dispatch List
« Execute Production at a Workstation
« Flow Schedules Execution
« Report Production Exception
+ Create Inspection
+ Inspections
+ Report Material Transactions
+ Report Resource Transactions
« Report Orderless Gompletion
« Report Orderless Return
- Review Production Transaction History
- Print Work Order Traveler
« Print Components List
« Pick Materials for Work Orders

« Print Electronic Production Records

. Op Events

Kanban
« Execute Kanban

Import
- Import Work Orders
« Import Material Transactions
« Import Resource Transactions.
+ Import Operation Transactions
+ Correct Work Orders and Transactions for Import
+ Purge Records from Interface

Manufacturing Setup
« Manage Work Order Statuses

6. Enter the Work Order information to narrow down the search for the Work Order to

execute.
7. Highlight the work order to execute.
8. Click Search.

W Manage Work Orsers X

Manage Work Orders @

Manutacturing Organization 4201153

Change Organization

4 search

- 3 | On Mok Rese:

B
hl.

QVanced | Saved Sasrch | Appacation Defaull v

searf’y Jroser | gove.

Search Results.

Veww Fomalw 4w  Relsase | Reiaseand PickMaterals | MassActon v || Printio PDF ¥

Work Order Priority ltem Quantity UOM  Status Start Date. Completion Date """"‘":.;“"’

f

Progress  Dat

g Actual Completon e ipion
a2 1

a

9. Click on the Work Order to execute.

10. Under Status, user can view the status of the Work Order.

11/12/2025
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MFG-07: Create, Execute, Complete and Close Work Orders
11. Click Release and Pick Materials.

verview  Manage Work Orders x
Manage Work Orders @

» Search Advanced  Saved Search
Search Results

View v Formal v +4 | v  Release [ Release and Pick Materials lass Action ¥ | Printto PDF ¥

Reserve Materials

Actual Compl
Manually Date

Progress Date

Priority Item Quantity UOM J Status Start Date Completion Date

0019933 Unreleased 946 AM 9:46 AM [ ] 430/25 9:46 AM

4 G
Rows Selected 1 b

12. In the Pick Materials for Work Orders pop-up, select Order Number in the Pick Slip Grouping
Rule drop-down menu.

13. Ensure the checkbox for Print pick slips is checked for the pick slip to be automatically

generated.
14. Click OK when finished.
F55
S 0w F
28118
wewend Pick Materials for Work Orders x
ut of the work orders selected, the work orders that are already in Rele; tus will get picked. The other selected work orders will be set
W Released status and then get picked. il
h * Pick Slip Groupim Rule I Order Number I v | Print pick slips =
sults

Hours Ahead [ [ | Pick a work order only if all eligible materials are available
Jormat w S

fder HOI.II'S Behlnd krip]

From Operation Sequence

cted 1

To Operation Sequence

oK || cancel

15. A Confirmation message will appear confirming that the Work Order has been released for
production.

Note: Write down the process ID number.
16. Click the Done button to return to the Work Execution Dashboard screen.

Ovenview  Manage Work Orders x
e Manage Work Orders @

% Confirmation

The siatis of 1 wark orders was updaled to Released status.
i fork Orders scheduled process was sui

The Pick Malerials for W 5565669 Iy

¥ Search Agvanced | saved Search | Appication Defaut v

Search Results

. - = .
View ¥ Fomatw | w | Relsase || Relsase ana Pick Mateniais || Mass Action ¥ || Printto POF ¥

Work Order Priotity ltem Quantity UOM  Status Start Date Completion Date "”’M"fmﬁﬁ'i“’ Progress  Date Actual Completion . peseription
PRTI00 o193 5 pocket EEEE | ousam .46 AM @ n 4130125 946 AN
T >

Rows Selected 1
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MFG-07: Create, Execute, Complete and Close Work Orders

17. To view Work Orders in the Dispatch List, navigate to the Task icon and under Execute

Production select Review Dispatch List.

Manufacturi

¥ Operatior

Manage Production

= Manage Work Orders

« Production Supervision

» Material Availability Rules

= Material Availability Assignments

(]

« Manage Production Exceptions

« Manage Supplier Operations

Close Work Orders

= Transfer Transactions from Production to Costing

« Review Product Genealogy

Manage Production Calendar

« Manage Work Center Resource Calendar

« Manage Flow Schedules

Execute Production
« Review Dispatch List

T TTCOT O Workstation

Flow Schedules Execution

« Report Production Exception

« Create Inspection

18. Any Work Order that has been released for production will be shown on the Review

Dispatch List.

Note: As previous operations are automatically transacted, the system marks those

operations as complete. The system then awaits manual completion of the last operation for

each released Work Order before closing the Work Order.

X Review Dispateh List %

Review Dispatch List @

4 Search
Work Area | 428120R AREAT v
Work Center | All -

Status | Ready v

Actions ¥ View ¥

Quantity UOM  Status Work Order
» 1 EACH Ready SGN1006 - 60
» 30 EACH Ready SGN1028 - 60

Work Order

Start Date

Completion Date

Item

0020552

0019277

Work Center

428120R_CNTR1

428120R_CNTR1

em

v Serial Number
v Show Started Operations Only

Completion Date R

718725 3:26 PM

910725 6:00 PM

Saved Search | Application Default v

El
L.

Search | Reset || Save..

Manufacturing Picking Process

Once the Work Order is released for production and the physical movement of raw materials has
taken place, the plant manager can track the status of both the Work Order and material movement
in this system.

This provides real-time visibility into production progress and inventory updates.

1. To view all the information regarding the item, click on the View button. A drop-down menu

will appear.

11/12/2025
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MFG-07: Create, Execute, Complete and Close Work Orders
2. Click on Expand All in the drop-down menu to expand the information of the item.

Edit Operation Items Format w L
Operation 10 COMPOSITION v [\Expand All
Collapse All

nter COMPOSITICN WC Start Date
About This Record

Actions Fsmu——q—n—gi—_’
Columns |
Item
4
Detach
P 462 0013215
Sort »

. |
4 Reorder Columns...

Query By Example

3. Onthe right-hand side of the pop-up, users can see the different quantities for the /tem.

Note: The required quantity refers to the amount needed of a specific item to fulfill the quantity for
the product.

Edit Operation Items
Operation 10 COMPOSITION v
Work Center COMPOSITION WC Start Date 4/30/25 9:46 AM Completion Date 4/30/25 9:46 AM
Actions v |View v |[Fomatv < 3 58 [ [ Detach
* 8 * -
" e i Quantity Requirec
Item Substitutes Description Basis per Product Quantit
4 462 T0013215 mﬁa Variable v 1
. = =
Inverse 1 Reserved Quantity % EACH
item Yield 1 Allocated Quantity 5 EACH
T Picked Quantity O EACH
Supply Subinventory | WIP428115R v

Issued Quantity 0 EACH

Supply Locator

Open Quantity 5 EACH

+ Include in planning Organization On-Hand Balance 9865 EACH

5. Click on the Supply Chain Execution tab.

6. Click on Inventory Management.

QUICK ACTIONS APPS

© 9 -
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MFG-07: Create, Execute, Complete and Close Work Orders

7. Once on the Inventory Management screen, click on the Task icon on the right-hand side of
the screen.

Open Shipments by Priority
Top 5 Pricrities by Volume

No data available

t 30 Days Inspected Receipts
ines

W 1103 Days 0 Accepted
1 W ito7Days
1510 30 Days

0 Rejected

8. Under the Inventory options, click on Confirm Pick Slips.

Show Tasks | Inventory ~

Inventory

. I‘,‘Iﬂrj,a[_]P,I'P,ij;}u[:s'l'nf—;
= Create Miscella-dus Transaction

= Create Subinventory Transfer

« Manage Reservations and Picks
» Manage Movement Requests

= Manage Transfer Orders

« Manage Pending Transactions

+ Review Completed Transactions
= Manage Reservation Interface

+ Manage Lots

= Confirm Pick Slips

Messages in Spreadsheet

tem Supply and Demand

«» Review Replenishment Requests in Spreadsheet
Consigned Inventory

« Review Consumption Advices

+ Manage Consigned Inventory Aging

+ Review Consumption Advice Exceptions

v

9. Inthe Confirm Pick Slips: Search page, enter the Pick Slip information.
10. Click the Search button.

Inventory Organization | Change Organizaton
Confirm Pick Slips: Search m
4 Advanced Search Saved Search | Pick Slips Due Today w
** Pick Slip | Equals v v ** Pick Wave Equals ~ v
" Shipment Equals ~ - " Customer | Equals v -
** Order | Equals - v [\ ** Due Date | Equais ~ | 43025 le
** MovementRequest| Equals v v " camer|Equas v
Save... AgdFislos ¥ Reorder
RGeS
vew v Pk satus [Open v | Piek Sip Type [as | ordertype [a v| organizaton v o
» Picks
Pick Slip Organization  Due Date Pick Status Order Order Type woried Customer
L Open  Confirmed Total

Ne seareh canductes
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MFG-07: Create, Execute, Complete and Close Work Orders
11. Click the Pick Slip Number of the Pick Slip to address.

Confirm Pick Slips: Search [ oone |

» Advanced Search

Search Results

Pick Slip Organization  Due Date Pick Status. Order Order Type f.';“';.'fd““ Customer
Open Confiomed Totl

4281030 MM Open REuION on oler 1 0

12. Once ready to confirm the information is accurate, check the box next to each line item in
the Ready to Confirm column.

Note: If any raw material is unavailable or only partially available, it will not be fully included in the
movement request. In such cases, the plant manager can initiate procurement of the required raw
material using the Ariba Procurement system.

Creation Date /4726 10:47 AM Pick Slip Type  Shop floor

Pick Status  Open Movement Request 910979

Number of Picks 1 Order REU1010

ions v View v 4  Pick Status | Open v

Overpickand |, | Pick i Htem Requested p, - Source From Serial  To Serial
I Move Line | cows  fem Description VO Name: Quontity Ficked Quantity by mtory  Source Locator Lot Number Mumber

1| Open 0005018 WHITE TWILLF... YARD 50 50| (M0 | w

13. Please note that if a quantity in the Picked Quantity field that is higher than that of the
Requested Quantity description is entered, a warning message indicating that you have
picked more than the required quantity will be prompted.

. Warning: You entered a picked quantity
that's more than the required quantity. Do
you want to continue? (INV-2416227)

You entered a picked quantity that's more than the
required quantity. Do you want to continue? (INV-

2416227)
. le i U # #5058
Requested Picked Quantity e y Lot
Quantity
Picked Quantity
50 60 RM v

14. Record the quantity being moved from the warehouse (Rmxxxx subinventory) to the shop
floor (WIPxxxx subinventory).

* If the material is being moved in its entirety from RM subinventory and the quantity
exceeds the requested amount, update the picked quantity to reflect the total
guantity moved. In this case, perform an over-pick and move transaction.

* If the material is being allocated from the shop floor (WIP), whether in full or as a
fractional quantity, use the actual quantity needed for the allocation.
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MFG-07: Create, Execute, Complete and Close Work Orders

15. If you picked more items than the requested quantity, you can enter the information in

Overpick and Move by clicking the blue cube icon. Once done, RM subinventory

automatically flips to WIP subinventory.

Confirm Pick Slip: 1135000 &

4 Summary | show More
Creation Date  8/6/25 7:05 AM Pick Slip Type  Shop floor
Pick Status  Open Movement Request 1310164
Number of Picks 4 Order SGN1046
Pick:

Actiof Pick Status | Open -
Line ::.::IM Item Item Description UOM Name R“g“::::i‘; Picked Quantity g::i'::e ntory | Source Locator
Open 0004345 36" X 144" X 063 ALUMINUM SHEETI Square foot 3.40909 340909 RM428120 w
3| Oper 0004345 36" X 144" X 063 ALUMINUM SHEETI Square foot 340809 3 40909 WIP42812| w
16. After the pop-up appears, confirm all the information is accurate.
17. Once finished, click the Submit button.
Confirm Pick Slip: 805136 @ @
Overpick and Move: Pick Slip 805136, Line 1 x
Line 1 Requested Quantity 50
4 Summary | Show m Item 0005016 Picked Quantity 60
Item Description  65%
:
UOM Name -
4 Source Details
pICKS 'c) Subinventory RM
Locator
Actions v View v i Pick Status = Open “
4 Destination Details
Ready Overpk "
pickand .| Pick . fource )
::"J,mliun Move Line | Staus PRRSIRSSEY | SER ke Locsiar 17 Lubinventory Sowes kocams Lot
o o
v

18. If your Pick Slip contains multiple items, ensure the Picked Quantity is accurate for each item
and perform Overpick and Move if necessary.

19. Once all information is accurate and user has checked the Ready to Confirm boxes, click on
Confirm.

nventory Drganization e Organization
Confirm Pick Slip: 838152 @
4 Summary | snow wore
Greation Date 4130725 951 AM Pick Siip Type  Snop floor
Pick Status  Open Movement Request 337955
Number of Picks 3 Order PRT1031
s @
ns v Vieww 5 PickStaws [Open v
Ready ..
verpickand . Pick item Requested Source From Serial  To Serial
': Move Line | statys  1tEM Description UOM Name ‘Quantity Picked Guantity Subinventory Sourcs Locator Lot Number Number
4 1| Open 0004280 CARBONLESS SET &0 60 WIP428114 w
v 2| open ontas24 EAcH 5| [rmazend v
v open 01321 THERMAL HB-4. EACH 5| [wiszsn] »

11/12/2025

NORTH CAROLINA OFFICE OF THE STATE CONTROLLER

14



MFG-07: Create, Execute, Complete and Close Work Orders

20. Once materials are confirmed, quantities will automatically update when user navigates back

to the Operations section of the Work Order and click on the Items blue hyperlink. Plant

Manager should be able to verify on Work Order.

Edit Work Order: [EEIRIEER] - 0019933 (&

Complete and Close Work Order

Edit Operation

nems

Once production is complete and inspected in NCFS, follow the steps listed to complete and close a

Work Order:
1. Navigate to the Home page.

2. Click the Supply Chain Execution tab.

3. Click on Work Execution.

1

QUICK ACTIONS APPS

4. From the Work Execution page, click on the Task icon on the right-hand side of the screen.

11/12/2025
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MFG-07: Create, Execute, Complete and Close Work Orders

5. Select Review Dispatch List, located under the Execute Production section of the menu.

Manage Production

Ow P o B

Manufacturing Organization 428144R Change Organization

6. From the Review Dispatch List, enter the information to locate the Work Order you wish to
complete or close.

7. Click the Search button.

rs X Work Orger PRT1031 (428115R) X  Review Dispatch List X

Saved Search | Application Defaull v

Review Dispatch List @

4 Search

Work Area | 4281158 AREAT v Work Orger nem 3

Work Center | All - sartDate v Serial Number
Status | Ready = Completion Date - Show Stared Operatons Only 7
N
[“ Reset || Save...

Actions w View w

A
Quantity UOM  Status Work Order Execution Sequence Item Work Center Start Date Completion Date (o} = Priofity =
v

>

4

8. Locate the Work Order you would like to complete and close, and select it by clicking on that
row, which will highlight it in blue.

9. On the left side of that row, click the arrow, this will expand the row to show more
information.

¥ Searcn Saved Search | Aggpicaton Detaut

Actons w View v

Quantty UOM _Status  Work Orger Exceution Sequence _item Work Certer _ StartDate Gompietion Date &

| [ — mirss
N

—

RTIG1 40 CO1F

5 packet Rrady

10. Please enter the number of units were completed, rejected, or scrapped. You will be able to
report one at a time.
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MFG-07: Create, Execute, Complete and Close Work Orders

11. Once all information has been entered accurately, click Complete with Details.

F 5 packet Ready PRT1031 - 40

0019933 PACKAGING WC 9:46 AM

Complete 5 AI\"‘ Reject 0| A

‘ Quick Complete | Complete with Details

cancel |

-

.

The Complete with Details process will begin. The first step in the process is Product:

12. Review the information on this screen and update where necessary.

13. On the Operations page of a Work Order, the last item is related to Quality/Packing.

—
(2

[ N HO)

Product Backfiush

* Transaction Date | 4/30/25 9.:56 AM ©

Current Transaction
Available to Transact 5 Ready
Transaction Type Complete
Quantity

5 alv

Print label

I Complete with Details: PRT1031-40: Product & I
e item 0019933 Work Order Guantity 5 packet

Attachments  Nones

Work Center PACKAGING WC

Operation Transaction Summary
Completed 0
Rejected 0

Serapped 0

30 QUALITY/ PACKING QUALITY...

Start Date 4/14/25 10:42 AM

QUALITY/ PACKING ]

Completion Date 4/14/25 10:42 AM
Work Center QUALITY AND PACKA

14. In the Transaction Note, enter information related to quality or inspections.

15. When finished, click Next.

Note: There will be no other place in the system to record inspections.

Product

Complete with Details: PRT1031-40: Product &

item 70019933 Work Order Quantity 5 packet

* Transaction Date | 4/30/25 9:56 AM 9 Attachments None=

Current Transaction
Available to Transact 5 Ready

Transaction Type Complete

Quantity 5lalv

Print label

Transaction Note
4

®

sackoh 15

Materials

Work Center PACKAGING WC

~

Operation Transaction Summary
Completed 0
Rejected 0

Scrapped 0

The second step in the process is Backflush Materials:

16. Here, each of the components that were required in the manufacturing process is shown.

17. Update the Raw Material number quantity, if necessary, in the To Transact column (Plant
Manager needs to report actual consumed quantity during the production of finished goods.
Expand the line by clicking on arrow and verify the source subinventory.).

11/12/2025
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MFG-07: Create, Execute, Complete and Close Work Orders

18. When finished, click Next.

Overview  Manage Work Orders X Work Order. PRT1031 (428115R) X _ Review Dispatch List X
2\ D
N\ 2 ] & 18
ot | mscknuan [favoransac
waeris | Resouces B
Complete with Details: PRT1031-40: Materials ack
hl,
item 70019933 Work Order Quantity 5 packet Work Center PACKAGING WC
[ X scan Component Done | Reset
* Operation
* Component " * Secondary Lot C
Status. 39';]::‘!;: Component Deseription Basis. uom To Transact Quantity yUOM g imber Serial Number Reservations
3 (] 20 ’0004280 CARBONLESS variable  SET 60| A | w o
» [] 10 "0013215 THERMAL HB-4_  variable EACH s|alv a
v e © oz ecknooaR. varave ¥ eack S a

The third step in the process is Autotransact Resources:

19. On this page, a listing of every resource used in the process of manufacturing the Work
Order is shown.

20. If a resource needs to be added or deleted, click the + icon to add or the X icon to delete a
resource that is highlighted.

1 N (7
{ j { } 4)
\",/ \‘I/ o A
Product  Backtush [ Autotransact J| inventory
wateriais | Resources
Complete with Details: PRT1031-40: Resources
20 933 Work Order Quantity 5 packet ‘Work Center PACKAGING WC
* Opersiion Resource
Status  Sequence Seguence * Resource Type Activity Basis uom Reguired  * To Charge
Instance
Number
e 10 10 LABOR_COMPOSITIO v | Labor varavie  Hour N ° alv
(] 10 20 PLATE IMAGEAMPO v Equipment Variable Hour 5 s\ Aalv
(] 20 10 OFFSET 40" 2 COLOR - Equipment variable  Hour 5 5/ alwv
) 30 10 KNIFE v | Equpmen Variable  Hour 5| s|ale
(-] 30 20 PADDING w | Equipment Variable  Hour s 5| v
(] 40 10 LABOR_PACKAGING v Labor Variable Hour 5 S|A|lv
<@ 40 20 LABOR_PACKAGING v Labor variable  Hour 5 s|ialw

21. Verify the information in the To Charge field is accurate for each resource.

22. When finished, click Next.

@
) L: ] D)
Product Autotransact Inveniory

Backflush
Malerials  Resources

Complete with Details: PRT1031-40: Resources

Hem 70019533 Work Order Quantity 5 packet Work Center PACKAGING WC

+ X ‘!!
* Operation

Status seﬁoe?: Sequence * Resource ﬁmﬁ‘ Type Activity Basis  UOM Required  * To Charge
Jumber

10 10 LABOR_COMPOSITIO v | Laver varlavie  Hour s 5| alv
] X S g

10 20 PLATE IMAGEMPO v Equipment riabke Hour 5 v
] Variad 5| A
(] 20 10 OFFSET 40" 2 COLOR v | Equipment variabie  Hour 5 5|alv
[ 0 10 KNIFE v | Equipment variabie  Hour 5 S|alv
] 20 20 PADDING v | Equipment varabie  Hour 5 s5|alw
] 40 10 LABOR_PACKAGING v | Lawor variabie  Hour 5 s|alw
o 0 20 LABOR PACKAGING v | Lo variabie  Haur s | slav

The final section of the Complete with Details process is the Inventory.

23. Ensure that the To Transact (quantity of finished goods produced out of Work Order) field is
accurate.
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MFG-07: Create, Execute, Complete and Close Work Orders
24. Ensure that the Subinventory (where finished good is kept) field is accurate.

25. Once finished, click Save and Close.

verview Manape Work Orders X Work Order PRT1031 (428115R) % Review Dispateh List x
(v ) (~) o
Proguct Backnusnh Auvlotransact Inventory
Matenats Resources =]
Complete with Details: PRT1031-40: Inventory m% =
hl.
ltem "0019933 Werk Order Quantity S packe! Work Center PACKAGING WC

Secondary Secondary

Guantity UOM Lot Number wf’*”"‘“"“ L“n £ Origination  1cy4 Until Date  Serial Number

packet

26. A Confirmation message, confirming that the Work Order has been completed will be
shown.

Manage Work Orders X Work Order. PRT1031 (4281158) X Review Dispatch List x
) ——
eview Dispatch List @ m
& Confirmation B

You have completed the quantity 5 packet at operation 40 to subinventory FG428115R for the work orger PRT1031.

» Search Saved Search | Application Default v

Actions w View w

Quantity UOM  Status Work Order Execution Sequence Item Work Center Start Date Completion Date (o] » Priority Op
» 2 packet Ready PRT1023- 40 0019933 PACKAGING WC  Yesterday 729AM 4L  Yesterday 7:29AM o PA
4 >

The status of the Work Order has changed now that it has been completed. To view the status of the
Work Order, navigate to the Manage Work Orders page.

27. In the search area, enter the Work Order information.
28. Ensure that the Status drop-down menu is listed as All.

29. Click Search.

erview  Manage Work Orders x _ Review Dispaich List

Manage Work Orders @ ﬂ

4 Seal Agvanced | Saved Search Application Default ~

** Work Order | PRT1031

™ start Date - ]
w

v Canceled

** Completion Date M

¥ Closed

Search Results | Completed

¥ On Hokt

View v Fomaty | v R Release and Pick M. MassAction ¥ | Printto POF ¥ (1 Released

¥ Unteleased

a
Work Order Priority ltem Quantity UOM  Status Start Date Completion Date Date i Descriptior «

4 L

30. The Work Order will display in search result.
31. The Status of the Work Order is now listed as Completed.
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MFG-07: Create, Execute, Complete and Close Work Orders

32. To review the Work Order further, click on the Work Order blue hyperlink to open it.

Note: A daily process will be scheduled to Close the Completed Work Order to restrict any
further update, which will automatically change the Work Order status to Closed.

Manage Work Orders.
Manage Work Orders @

b Search

Search Results

tew w Formal w < | v | Release = Release and Pick Materials || Mass Action ¥ || Printto PDF ¥

Advanced | Saved Search | Application Default v

El
hl,

Quantity tus Start Date Completion Date R”"l’ﬂ";m".'l‘;'*'" Progress  Date

Priority Item

0019933 46 AM 946 AM )

5 packet r:nmmel[m

4730725 946 AM

Actual Completion
Bess Description

4730125 956 AN

Rows Selectsd 1

33. Once in the Edit Work Order page, click on the Operations tab.

34. Click on the Items or Resources blue hyperlinks to review.

Edit Work Order:IPRT1 03 1am8819933 @
33
General tnformation
+ Al x

10 COMPOSITION COMPOSITION & Operation Yield 1| Automatically Transact

1tems (1)
%mss (5) EACH @

@Illm; ]

Completed 5 UOM packet
Resources (2)
LABOR_COMPOS. . 5 (5) Hour &
PLATE IMAGEL.. 5 (5) Hour @

StartDate 473025 .46 AM
Completion Date 4/30/25 9.46 AM
Work Center COMPOSITION WC

20 OFFSET OFFSET @

Resources {1) I

Start Date 4/30/25 5.46 AM S = (5) Hour @
Completion Date 4/30/25 9.46 Al
Work Center OFFSET WC
30 BINDERY BINDERY & Operation Yield 1| Automatically Transact Completed 5 UOM packet

nems (0) Resources (2)
Start Date 4730125 9.46 AM KNIFE 5 (5) Howr @
Completion Date 4/30/25 946 AM PADDING 5 (5) Hour &
Work Center BINDERY WC
40 PACKAGING PACKAGING & Operation Yieid 1 | CountPoint  Completed 5 UOM packet

ftems (1) Resources (2)

Start Date 4/30/25 946 AM
Completion Date 4/30/25 9:46 AM
Work Center PACKAGING WC

LABOR_PACKAGING 5 (5) Hour @
LABOR_PACKAGING 5 (5) Hour @

0014524 5 (5) EACH @

o) et ) s

If Items is selected, the Edit Operation Items pop-up window will appear.
35. To view all the information, click on the View button.

36. On the drop-down menu, click Expand All.

Edit Operation Items

10 COMPOSITION v

pnter COMPOSITION WC

Operation

Start Date 4/30/25 9:46 AM Completion Date 4/30/25 9:46 AM

Expand All

Collapse All

About This Record

Actions
* = *= -
. e . Quantity Requirec
Item Substitutes Description Basis per Product Quantit
] 462 0013215 THERMAL HB-... |Variable 1
4 4

OK || Cancel

Columns »
Detach
Sort »

Reorder Columns...

Query By Example

11/12/2025
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MFG-07: Create, Execute, Complete and Close Work Orders

37. The quantities have now been updated for the Work Order.

Edit Operation Items

Operation 10 COMPOSITION v

Actions w |View v |[Format v <= 3 52 E5 [y Detach Wrap

Item Substitutes Description

Inverse | 1

Item Yield 1

Supply Subinventory |WIP428115R ‘ v

Supply Locator

+| Include in planning

4

Basis

Work Center COMPOSITION WC Start Date 4/30/25 9:46 AM Completion Date 4/30/25 9.46 AM

* Quantity
per Product

4 462 "0013215 THERN@ Variable v | 1|

* Requiret

Quantity

Reserved Quantity 0
Allocated Quantity 5
Picked Quantity 5
Issued Quantity 5

Open Quantity 0

On-Hand Bal. 9860 EACH

EACH

EACH

EACH

EACH

EACH

38. If you click on the History tab, the history of the Work Order from creation to completion will

be shown.

39. In this section users can see the history of the quantity used in production.

40. If users click on the Transaction History, a view of the entire Production Transaction history

for the Work Order can be seen.

41. In this section users can see the status history for the Work Order.

Ramaining Quantity 0 packet
Gompietea Qu: 5 et
gty v Closnd aie

se u
rapped Quantity 0 packel Cancaled Date

Canceled Reasor

Status Histaory
View v
Date From Status  To Status

473025 958 AM Reweaseq Completed

4130725 5.50 AM Unreleased Released

42. On the Review Production Transaction History page, users can see all production

transactions for the Work Order.

Review Production Transaction History @

» Search

Actions v View w Format w

Component or

@ ‘Work Order o] Date Type Item Resource Resource Instance  Quantity UOM
PRT1031 40 4/30/25 9:56 AM Operation completion 0019933 5 packet
RT103 40 4/30/25 9:56 AM Material issue 0019933 0014524 5 EACH
PRT1031 20 4/30/25 9:56 AM Operation completion 0019933 5 packet
30 4/30/25 9:56 AM Operation Jbap\euun 0019933 5 packet

20 4/30/25 9:56 AM Resource charging 0019933 OFFSET 40" 2 COLOR 5 Hour

30 4730125 9:56 AM Resource charging 0019933 PADDING 5 Hour

PRT1031 10 4130125 9:56 AM Resource charging 0019933 LABOR_COMPOSIT 5 Hour
PRT1021 10 4/30/25 9:56 AM Resource charging 0019933 PLATE IMAGEIMPO § Hour
RT1 30 4/30125 9:56 AM Resource charging 0019933 KNIFE 5 Hour
PRT1031 40 _4/30125 9:56 AM Resource charging 0019433 LABOR _PACKAGING 5__Hour
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MFG-07: Create, Execute, Complete and Close Work Orders

Verifying Inventory

Following the completion of the Work Order you can manage item quantities.
43. Navigate to the Home screen.
44, Click on the Supply Chain Execution tab.

45. Click on Inventory Management.

43

0w P 2 E3

QUICK ACTIONS APPS

46. On the Inventory Management page, on the far right-hand side of the screen click the Task
icon.

47. Click Manage Item Quantities under Inventory.

Show Tasks | Inventory
Inventory
O v P 2 & o
- = Manage Item Qyaghities

« Create Miscellaneous Transaction

« Create Subinventory Transfer

« Manage Reservations and Picks
« Manage Movement Requests

= Manage Transfer Orders

= Manage Pending Transactions

« Review Completed Transactions
« Manage Reservation Interface

« Manage Lots

« Manage Serial Numbers

= Confirm Pick Slips

« Manage Inventory Balance Messages in Spreadsheet

« Review Item Supply and Demand

lable

» Review Replenishment Requests in Spreadsheet

Consigned Inventory
« Review Consumption Advices

= Manage Consigned Inventory Aging

+ Review Consumption Advice Exceptions

From the Manage Item Quantities screen, users can search for a specific item to verify.

48. Enter information relevant to the item user wants to verify quantities for the completed
work order.
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MFG-07: Create, Execute, Complete and Close Work Orders

49, Click the Search button.

Manage Item Quantities =
4 Advanced Search Saved Search | AN Rerm Quanites v
] T
v

49

..... [y —

On Hand Receiving inbound UOM Name

4 Subinventory M8120: Detalls

Wrap-Up

NCFS users can learn how to create, execute, complete, and close work orders using the steps
above.

Additional Resources

Instructor Led Training (ILT)
e MFG105: Execute Production
Web-based Training (WBT)

e MFG100: Introduction to NCFS Manufacturing
e MFG101: The Journey Through NCFS Manufacturing
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