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PURPOSE: 

The MRR process is to be used to capture any non-conformance with regards to Purchased Parts. 

WORK INSTRUCTION:  

1. Locate the QC Quick Receiver/MRR form and click the OK  button 
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2. Choose the correct Receiver Type ñSupplier” 

 

Note: Receiver Type = Supplier represents Purchased Items. 

3. Click in the Item field and enter the item number (example: 405-00-0811-008) and then press the Tab key 
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4. Vendor field will automatically populate with the rank #1 vendor.  

 

5. Click the Quantity Received box and enter the quantity being rejected.  
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6. Click the Loc drop-down arrow and select where the part is pulling from.  If QC HOLD or MRBB is present 

DO NOT SELECT. This indicates product that is already rejected.  

 

7. Click in the Problem Description field and enter a detailed description (who, what, where, when) and click 

the Tab button 
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8. Click the Process button 

 

9. Click the OK  button for the report submitted dialog box 
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10. Click the OK  button for the create receiver dialog box (This is a system generated message and currently not 

using this information in the process.) 

 

11. Click the OK  button for the create MRR dialog box.  But note the MRR # for future use.  

 

Note: Menu screen may open when the move is completed. 
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12. QC Quantity Move form opens, allowing fo the product to the moved into QC Hold; verify the information 

and click the Process button 

 

Note: If a message stating a QC Hold location does not exist, press the OK button. This is a common practice 

message for parts that have not yet been rejected. Once a QC Hold location is created for a part it does 

not need created ever again. 
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13. Click the OK  button for the quantity move dialog box 

 

14. Locate the QC MRRs form and click the OK  button 
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15. Enter the MRR number you were assigned and then click the Filter in Place button to deactivate 

filtering/locating the specific MRR 

 

Note: All fields with a ñredò asterisk denotes a REQUIRED field. Thee MRR will not save until all the required 

fields are populated. If attempting to save without all the required fields an error message will appear 

indicating which fields still need populated. 
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16. Enter your clock number or use the Inspector ID drop-down arrow to find your name. 

 

17. Click on the Priority  drop-down arrow and choose the priority 
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Note: For email escalations, based on your Priority level will determine timeframe given for response to 

the MRR.  

Å High priority allows 7 days response time. 

Å Medium priority allows 14 days response time.  

Å Low priority allows 21 days response time. 

 

 

The escalation occurs if you have not responded within the timeframe noted above, additional notifications 

occur as follows: 

 

After 30 days = System emails You to remind you of your non-response 

After 60 days = System emails You and Your Supervisor to remind you of your non-response 

After 90 days = System emails You, Your Supervisor, and the Quality Manager to remind you of your non-

response 

18. Click on the Reason drop-down arrow and select a reason for the issue 

 

19. Problem Description carries from the former form but has the ability to add further information. 
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20. Click on the Cause drop-down arrow and choose the appropriate cause 

 

21. Click in the Cause of Defect field and enter in detail the reason for the defect 
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22. Populate the Assigned To – If the clock number is not known, click in the second field to search for the 

correct person. Type the first few letters and add an asterisk example, “Hun*” as shown below brings up 

Huntebrinker, Andrea. 
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23. Click the WC drop-down arrow and choose the correct Work Center.  For purchase parts being rejected this 

would indicate where the problem was found.  

 

24. Populate the Product Line drop-down with the appropriate selection for the issue being rejected 
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25. Click the Save button 

 

26. The assignee will then receive an automatic email notification from SyteLine, as in the example shown 

 

Overall Notes 

Problem Description: Who, What, Where, When, Why, How, How Many 

Cause of Defect: This is the in-depth analysis of the problem; include past history, data trends. A variety of tools can be 

used such as process flow mapping, fishbone, 5 whys, PDCA (RQUA-QSD-0049). 

Containment: Protect the customer both internal and external. Contain and verify any inventory both internally and 

externally such as at the supplier, warehouse, in transit, etc. 

Corrective Action:  This should take into consideration the steps to correct the situation as well as prevent it in the 

future. This could result in process changes, document changes, training, design changes, etc. 
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