SMD Parts Inventory Directions
 
Updated 01/22/2010 by Kevin Tang

SVN Path: \SVN\Trunk\Robot_Nervous_System\Electronics_Parts_Inventory
Inventory Database stored in ‘SMD Parts Inventory.xls’

Inventory Labels stored in ‘SMD Labels.doc’

Binder Labels stored in ‘Binder Labels.doc’

We have four binders: SMD Capacitors, SMD Resistors, SMD IC’s, and SMD Other.

All parts are stored in individual, labeled anti-static bags in the parts binders.  A printed inventory list with part quantities written in is kept in the front of each binder.
Adding new parts to the inventory: 
1. Insert row in the appropriate section of the spreadsheet ‘SMD Parts Inventory.xls’
a. Rows are grouped by Capacitors, Resistors, IC’s, and Other, in that order.  This is useful for printing the inventory lists for each binder.
b. Note: If you just want to print a handful of new labels, then add the new rows at the end of the spreadsheet. Then the new labels will appear at the end of the auto-generated labels document (see below) for easier selection and printing.  After you finish printing then you can cut and paste the rows into the appropriate sections for reprinting the binder lists (see below).

2. Fill in fields for the new part
a. Do not change the column names since they are tied to the document macro used to generate the labels (see below).  The columns were originally named for resistor parts, so they may not make sense for other parts.  Just do your best to match with the existing examples.
b. Use existing categories for the part (e.g., Accelerometer, Gyro, OR Gate).  Ask Jason if you need to add a new category name.

3. Print labels for new parts (see directions below).
4. Place new parts in anti-static bags, affix labels, and place in alphabetical order in the parts binders.
5. Print updated inventory listing (see directions below) and replace in binder.

6. Commit updated version of ‘SMD Parts Inventory.xls’ to SVN.

Printing the binder lists:
1. Update the quantity column in the spreadsheet ‘SMD Parts Inventory.xls’

2. Sort the entries according to the “Value” column.
3. Select the rows to be printed for each binder, then: File > Print > Selection
4. Commit updated version of ‘SMD Parts Inventory.xls’ to SVN.
Printing the part labels:

1. Open ‘SMD Labels.doc’ and when prompted, click yes, and open data from ‘SMD Parts Inventory.xls.’

2. To print ALL of the labels, click the “Merge to Printer” icon on the Mail Merge Toolbar and select “All” to print all of the labels.

3. To print a selection of labels, there are two options:

c. Click the “Merge to Printer” icon on the Mail Merge Toolbar and select “Current Record” to print the currently selected label, or type in a range of labels to print.

d. If the labels to print are mixed in amongst all of the labels, it may be easier to COPY the labels document to a new location (so as not to mess up the document on SVN) and delete the labels from the document that do not need to be printed.  Then print the now-contiguous listing of labels.

4. Print using 1” x 2.5” 3-column labels.  

Inventory Fields (applies to Resistors and Capacitors):

1. ID: Part type identifier (C=capacitor, L=inductor, LED=light emitting diode, R=resistor or potentiometer, V=varistor, X=crystal)

2. Device: Device identifier (e.g. Capacitor, Resistor)

3. Type: Device type (e.g. Ceramic, Tantalum)

4. Value: Part value (e.g. 0.1)

5. Units: Units for part value (e.g. uF)

6. Size: Physical device size (e.g. 0603) Note: If actual dimensions must be written out, put the dimensions in the Comments field.

7. Spec: Additional specification (e.g. 50 V for a capacitor)

8. Tol (%): Tolerance as a percentage (e.g. 5)

9. P/N: Manufacturer Part Number

10. Comments: Additional information that appears in the Digi-key description (e.g. X7R for a capacitor, dimensions for a non-standard sized part
11. Qty: Quantity of parts on hand, this is noted in the printed inventory list kept in the parts binder

\SVN\Trunk\Robot_Nervous_System\Electronics_Parts_Inventory


