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Section 1: Introduction

Purpose

The purpose of this SOP is to explain the process for accepting stock, cable and drum
returns from personnel (UINs), into the STA.

Scope

This SOP is for all Store’s Leads and Warehouse Operatives who are responsible for
accepting returns of stock, cable and drums from personnel to an STA or dependant
satellite STA.

This SOP is for all MATS users with Stores Admins or Stores Person user roles to explain
how to perform the transaction in MATS.

Responsibilities

It is the responsibility of all Store’s Leads and Warehouse Operatives to check the

accuracy of stock, cable and drums returned by Engineers to the STA.

It is the responsibility of all Stores Admins and Stores Person to record the receipt in
MATS.

It is the responsibility of Engineers to:

e Provide accurate documentation of their returns;

e Ensure that all cable drums are returned (even if they are empty) with the
completed Cable Record Form that details the length of the cable used, in
metres, for each Work Order Estimate.

Only those trained in this SOP must accept stock, cable and drum returns.
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Section 2: Principles of Returns

The return of materials ensures that it is made available for re-issue to other Work
Order Estimates and it reduces the overall volume and value of materials that MTS is
financially accountable for, thus reducing the financial risk of losses.

If an engineer requests materials on one Work Order Estimate but subsequently uses
them on a different Work Order Estimate, he must convey this information to the
Store’s Lead. In MATS, the materials must be credited back to the original Work Order
Estimate and then re-issued to the correct WO Estimate. This maintains the integrity
and accuracy of the data reported in MATS and conveyed to Openreach in the daily
feeds.

Section 3: Returning Stock and Cable

All engineers returning materials to a store must complete a Stock and Cable Returns
from Gangs form and / or the completed Cable Record Form that was issued with the
drum.

Stock and Cable Returns from Gangs MORR'SONM
Telecom Services

A part of MGroupSanicas

Unit of Measure (or)
Returned from WO Erum Mumber Cable Length Retumed in Qty Retuned Pur-away Location (for updating
Part mumber ! Estimare (Rerun Cable on MATS) Mares (Retum Srock on MATS) MATS)

Returned By Print Name: Received By (Print Name): Date:.

VIN: Returned on MATS by: Dare:,

Supplier compary name:

Date:
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1 Cable Record Form - Multiple Jobs / Drum
2 | Cable issued to MTS WO Estimate
3
4 DrumID
]

3 Start Length Metrez
7

8 Length Used Estimate Mumber:
a

10 |Length Used Es=timate Mumber:
1

12 |Length Used Es=timate Mumber:
12

14 | Length Used Es=timate Mumber:
15

16 Length Used Estimate Mumber:
17

12 |Length Used Es=timate Mumber:
12

20 | Length Used Es=timate Mumber:
2

22 |Length Used Es=timate Mumber:
23

24  Length Used Estimate Mumber:
25

26  Length Used Estimate Mumber:
27

28 |Length Used Es=timate Mumber:
z8

30 | Length Used Es=timate Mumber:
#

32 Length Used Estimate Mumber:
33

34

36 | Returned with remaining length of: Metrez
36

37 Returned Empty « :
38

33 | Cable Uzed on KIM, remaining length serapped and drum decomissioned D
40

4

Returning Stock: Form Completion

The stores person must:

Ensure each form is complete and accurate at the point of return;

It is unlikely that the engineer will know the quantity of stores that has been issued
to him previously, so the MATS administrator / Stores Person will have to
interrogate the MATS history for previous WO Estimates to be able to re-stock to
the same Work Order Estimate;

Counter check all returned stock and cable for accuracy against the form;

Ensure drums returned have the corresponding length of cable remaining on the
drum that is claimed on the form;

Counter sign the form;

Return all stock to the correct locations promptly making a note of the location on
the form as this will be required for updating MATS.
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Returning Stock on MATS

Stock must be transacted in MATS as soon as possible, to ensure you have an accurate
quantity of available stock should there be an audit.

Return Stock can be done in two ways.

Login to MATS. Go to Reports>Asset Details, limit the report to the Person you wish
to return stock from.

® | B¥ Sign in to your account x| + - B8 X

C (0 @& matsacumentive.com/acumentive/Mainlogin.aSw?AspxAutoDetectCookieSupport=1# @ o Q % 0 :

. MATS Cable = Siock

| o i | AssatType Drum : |Patno i | PartNo Description UoM ay i |tocType 1A HE™

Stock EACH
Stock PACK
Stock ACH
Stock oK
Stoc CH
SR00139505 EACH
PACK
SRO0129793 EACH
SR00135094 80
SR00135095 Stock 80

»

1 2 3 4 5 6 7 8 9 10 » W 10 + Uemsperpage 1-100f 114 ftems

8 = 19:16
H O Sedich 2 © 7 06/12/2020 e

Limit the report further by entering the Part No, then right-click and select Return
Stock

v | AssotType |nm ‘mm Part No Description ok o | |LocType 8TA Site ‘Lnuhun Last Activity 4|

Person MTS Engineers 612522341 - LEANORO CORREIA 04-12-2020
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The screen will open in the Return Stock menu. Select the Destination Site, enter the
Return Qty, Select the correct Put to Location and enter the WO Estimate in the From
Job Ref field. Lastly, click Return.

. MATS Cable ~ Stock ~ Reporis ~

“Return from © 612522341 - LEANDRO CORREIA -

“Destination Site © T10MTS - Blantyre (Scotland) -

*Part No UoM Issue Multiple Current Qty Return All *Return Qty “Put to Location “from Job Ref &

17 © 088825-TOOL LESS ADAPTER PLATES Ad EACH 1 6 o 1 [x] - K

The second way is (easier if more than one item is being returned):

e Loginto MATS and go to the Stock menu and select Return Stock

“PartNo UsM Issue Multiple Current Qty Return All “Return Qty “Putto Location “from Job Ref &

' o - o - X

e |f more than one item was returned from that Person, these can be added at the

same time. Click the black # underneath the first Stock Item line to add another

row

e Once you have finished all lines of Stock for the return then click the Return
button
Stock Returns: Scrap

There might come a time that stock needs to be scrapped due to damage incurred
during storage or fitting etc.

ONLY ADMINISTRATORS CAN SCRAP STOCK - contact National Logistics with a list
of what you require scrapping.
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Section 4: Cable Returns

As per the Cable Life Cycle in SOP 4 Issue Stock and Cable, cable issuing is only 1 step
in the process of the cable lifecycle. Cable issues are a closed-loop process which
always ends with the return of the drum to the supplier or in the event of loss of
theft it will be decommissioned.

Set up a ‘quarantine’ area in the yard for drums and reels awaiting collection for return
to supplier.

Plywood reels

R5 — Non-returnable Reel — scrap in wood
skip
R6 — Smallest Returnable Reel

R1 - Second Largest Returnable Reel

R2 — Largest Returnable Reel. Same height
as R1 but larger width.

Timber drums

The third letter indicates the size of the drum
(reference the Drum Size Matrix)

ALL WOODEN DRUMS ARE RETURNABLE.

The unique engraved drum number starts
either CB or BT and then a third letter
followed by 5 digits and often another letter
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Empty Drums / Reels

Engineers must return ALL drums and reels to the STA even if all of the cable has
been used on the job and it is empty.

Small R5 Reels

Cable that was supplied on small R5 reels and treated as ‘Stock’ with a Unit of Measure
of Each, must be restocked following the stock process for whole drums. If the drum
is part-used drums it can be scrapped in the Stillage or Copper Skip.

Part used Drum / Reels

Part used drums and reels must be returned to the STA. The cable used must be
recorded and then it can be re-issued until it is of no longer a viable length at which
point it is Returned to Supplier.

Suppliers are not to ‘dump’ drums at STAs without providing the appropriate usage
information and Cable Record Form. MATS has a record of personnel who have been
issued each drum so this can easily be checked.

Cable Returns: Decommission

The drum must be decommissioned on MATS if:

e The drum has been lost or stolen. These drums must be reported to National
Logistics to transact along with the Crime Reference number.

e The empty drum is damaged beyond repair;

e |tisan R5reel;

e Theonlyotherinstanceis if it has been registered with the incorrect order number.
A system-adjust decommission function will be performed by National Logistics and
the drum will have to be re-registered.
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Cable and Drum Lifecycle

Drum and Cable Lifecycle

In Store With Gang Leaving Store

Lost or stoll Lost \\
Stalen
Unuzable length of cable (skip)
Damaged beyond use

RS (dispesabie drum)

Incorreet registration of drum- Nat Logs Ol
ISSUE DRUM Stores receives L= CADLEg mcarrect registration of drum £z 0n
AND CAELE uptate from gang P AEAIn=t Extimate, in the

field
SCRAP (Cable Only)
I o
Returning to site DECOMMISSION o
+ (Drum & Cairbe]

[ BT with Trax ID
RETURN CABLE [ane per drum)
{and drum)

{Option to Scrap
unuzable length

Marlins

—Returning to site—|

RETURN TO SUPPLIER
[Drum with or without cable)

Maoved inte Storag

Maved into Storage

Cable Returns: Use Cable in the Field

Cable can be used in the field if an engineer provides the STA with the usage details.
The drum remains with the engineer, who will have to return the drum to the STA at a
later date.

Go to Reports>Asset Details, limit the report to the ID, entering the drum number
and limit the report to Person Location and the engineer, perform the search. Right-
click on the drum, Return the drum to site then decant cable and issue cable.

Cable Returns: Return Cable to STA and Use cable

Cable usage can also be recorded when that the drum has been returned to the STA
with the option to scrap unusable remaining lengths at the same time.

The drums must be placed in the quarantine area ready to return to the supplier.

Returns cable can be done in two ways: Go to Reports>Asset Details, limit the report
the ID, entering the drum number, perform the search then choose Return Cable, the
screen will open in the correct screen. The second way is:

e Loginto MATS and go to the Cable menu then select Return Cable
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. Asset Tracking Cable ¥ Stock ¥ Reporis ~

Register Drum and Cable

L4

Use this systen Register Cable Coil

Register Empty Drum

QcuMmen

Ship Cable
Receive Cable Shipment
Issue Cable

Use Cable

NV

e Select the appropriate Drum/Reel ID from the ID field

“ID |

*Destination Site | BHJFSD/ gs |

R0O0000020

*Destination Location

e Select the site from the Destination Site field and location from the Destination
Location field

"D €© BHJFSDIFDS
*Destination Site © Stockton

*Destination Location © Rowi1

Source Location Jenny - Jenny the Engineer

The engineer who was issued the cable will appear in the Source Location field
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e Enter the quantity used in the Cable Qty Used field (Cable Qty remaining will
automatically update)

e Enterthe Work Order Estimate number allocated to the cable in the Job Ref field

e If the remainder is to be scrapped, then tick the Scrap All Remaining box

e C(lick the Return button to complete the MATS update

Cable Part No - Description ~ ~
092511 - 36F ULWOH CABLE ST 11KV 2KM

Cable Qty 2000

*Cable Qty Used 1900
Cable Qty Remaining

“Job Ref o

Scrap All Remaining O

Return | | Cancel

MATS totals the length of cable on site to manage site buffer levels. It does not take
into account how many drums the cable is stored on.

Keeping multiple drums with short lengths of cable on will affect the replenishment
process. If it is unlikely that that the remaining lengths of cable will be used it is better
to return the drums to BT.

Cable Returns: Scrap

Wherever possible the physical cable must be returned to BT or one of its suppliers.
Refer to SOP#6, Return Stock and Cable from an STA to Openreach. There are two
circumstances under which cable is scrapped and disposed of on site:

1) When it is of very short length and is unusable. In this instance remove the cable
from the drum and place in the skip or stillage.

2) When a section is damaged —remove the damaged length. Again, remove the cable
from the drum and place in the skip or stillage.

Go to Reports>Asset Details, limit the report to the ID, entering the drum number
and limit the report. Right-click on the drum, choose Scrap Cable, the screen will
open in the correct screen. Record the length of scrapped cable selecting the reason
from the drop-down box.
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Section 5: Document Retention Policy

The retention period is 2 full calendar years for stores documents.




