OSP Planning Procedure Manual

Digital Stock Cut Order
Planning / Order Entry / Scheduling
Procedure to create and send a Digital Stock Cut Order:
Electronic Version
· Fill out the electronic version of the Digital Stock Cut Order.

· The form is located at: #CommonTransferArea##\PROCEDURES\PLANNING

· Include the digital press name where the stock will be delivered after cutting.

· Include the term "Grain Short" when appropriate for the cut press sheet.  This is helpful to the cutter operator when a grain short press sheet is needed and the parent sheet could yield more out.
· Save the file to your desktop and name it “(job number) Stock Cut Order”.
· Create a new e-mail and address it to “OSP-DPS Stock Cut”.
· Copy and paste the saved Digital Stock Cut Order to the e-mail as an attachment.

· Open the job ticket and do a screen print of the Stock Tab.

· Paste it into the body of the e-mail.

· Send the e-mail.

· OSP Receiving will open and print out the e-mail and attachment and send them to Bindery with the stock for cutting.

Hard Copy Version
· Fill out the hard copy version of the Digital Stock Cut Order.

· Include the digital press name where the stock will be delivered after cutting.

· Include the term "Grain Short" when appropriate for the cut press sheet.  This is helpful to the cutter operator when a grain short press sheet is needed and the parent sheet could yield more out.
· Open the job ticket and print the Stock Tab.

· Attach the Stock Cut Order to the Stock Tab sheet.

· Send to OSP Scheduling.

· Scheduling will send the cut order to Receiving.  Scheduling will also send an FYI copy of the Stock Cut Order and Stock Tab sheet via IMS to “Digital”.
· OSP Receiving will send the Stock Cut Order and Stock Tab sheet to Bindery with the stock for cutting.
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