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1.0 	PURPOSE
1.1 	This document is issued to standardize the inbound operations, make sure there are legal and valid orders and evidence during the inbound, as well, inbound information can be accurately maintained to system/standing-book in time, guarantee the inventory's asset security and consistency between inventory and account.
2.0 	SCOPE
2.1 	This procedure is applicable to all SMSA Employees working with Huawei Spare part Warehouse.
3.0 	ABBREVIATIONS / DEFINITIONS
	No.
	Term
	Description

	3.1
	SOP
	Standard Operating Procedure

	3.2
	POD
	Proof of Delivery

	3.3
	&
	And

	3.4
	CWMS
	Central Warehouse Management System

	3.5
	%
	Percent

	3.6
	SKU
	Stock Keeping Unit



4.0 	RESPONSIBILITY
4.1 	The receiving shipping operator/team leader shall be responsible for ensuring the procedure implementation and update for this procedure to fulfill operational and customer requirements.
4.2 	Any special written notice/ specific requirements from customer will overwrite the procedure as stated below.
4.3 	It is also the responsibility of SMSA Project Manager to implement the SOP.
4.4 	It is the responsibility of receiving shipping operator/team leader for the quality checking of shipment and approval for receiving.
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5.0	 PROCEDURE
5.1 	The Inbound receiving process starts with the receiving shipping operator/team leader checks the delivery/appointment schedule with Supplier or Customer. The Inbound pre alert shall be sent via email from the customer to SMSA.
5.2	 Receiving shipping operator/team leader shall check the appointment schedule for the inbound receiving and plan the unloading and space accordingly.
5.3 	Once the supplier is available with shipment, the receiving shipping operator/team leader shall check the following details:
   		5.3.1 	Packing List from pre alert email.
  		5.3.2 	Invoice/Delivery challan copy.
  		5.3.3 	POD copy of supplier.
  		5.3.4 	Any physical damage to the vehicle.
5.4	 After checking all above details and found satisfactory, the receiving shipping operator/team leader shall proceed to unload the truck or vehicle.
5.5 	If the above details are found unsatisfactory, then the receiving shipping operator/team leader shall hold the shipment, provide the reason to the supplier, and ask the supplier to correct the details. Same shall be communicated to the Customer and shall wait for the instruction from Customer for further actions.
5.6 	Receiving shipping operator/team leader shall sign the POD copy to supplier by counting the actual boxes/Pallets mentioned on the supplier's delivery challan.
5.7 	After unloading, the receiving shipping operator/team leader shall check the following details:
   		5.7.1 	Item's description as per packing list vs Invoice vs Physical.
   		5.7.2 	Item's quantity as per packing list vs Invoice vs Physical.
  		5.7.3 	Any physical damage on boxes or material.
5.8 	If all above details are found satisfactory, then the receiving shipping operator/team leader shall acknowledge the receipt of material.
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5.9 	If any of the details as per point 5.7 are found unsatisfactory or any discrepancy is noted, the receiving shipping operator/team leader shall seek the Customer representative for a decision to reject or accept. Once the shipment is rejected, the operator/team leader shall note down the reason for rejection and items to be rejected, and reschedule the delivery with the help of the customer with correct details.

5.10	Receiving shipping operator/team leader then starts the receiving process in CWMS system as below:
[image: ]5.10.1 	Enter cwms.huawei.com in Internet Explorer and enter the login interface of CWMS. Enter the account number and password to log in. Select the corresponding warehouse name.
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[image: ]5.10.2 	ASN Receipt - Select WMS Inbound -> Inbound ASN/Receipt, click do the search or enter the specific Receipt number in the External Receipt box to find.

5.10.3 	Click on the far left of the document bank to enter the document details interface. You can see the goods, description, quantity and sub-warehouse under the current document.   
[image: ]
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[image: ]5.10.4 	ASN Receive - In the ASN receiving interface, select the corresponding document status or input document at External Receipt for searching.
5.10.5 	 Click on the far left of the document bank to enter the document details interface. You can see the goods, description, quantity and sub-warehouse under the current document.
[image: ]
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[image: ]5.10.6 	Check the corresponding code line after confirming the correct number of goods received according to the code, and select Submit to complete the goods received.
5.10.7 	ASN Putaway - In the ASN shelf interface, select the corresponding document status or input document at External Receipt for searching.
[image: ]
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[image: ]5.10.8 	Select the document that needs to be shelved and click on the printing button to print the list.

[image: ]5.10.9 	According to the current encoding in the library, the shelf listing sheet recommends the shelf storage location with the dimension of 'Item + sub-library', and the current unstocked coding is recommended to be empty.
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[image: ]5.10.10 Click the button to the left of the document to be published, and expand the current document details. Maintain the corresponding racking position, check the corresponding code, and click the 'Putaway' button to execute the rack.

[image: ]5.10.11 Store Query - WMS Execution -> Inventory -> Inventory Balances. The serial number is generated by the system in the order in which the inbound order is received. It is composed of the internal single number ASN/Receipt + code line number Line # of the inbound order.
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[image: ]5.10.12 Inventory Query-WMS -> Execution -> Inventory -> Store Query.

[image: ]5.10.13 Inventory Query-Summary by location code
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5.11 	Receiving shipping operator/team leader shall check the inventory for the inbound transactions for each day after Putaway in the system for inventory accuracy.
5.12 	Annexure-A shall be used for checking the inventory.
5.13 	All related documents shall be filed for record purposes.
5.14 	Environment, Health and Safety considerations:
5.14.1 	Vehicles/Trucks delivering the inbound shipment shall turn off their engine during unloading the truck.
5.14.2 	Safe manual lifting practices shall be followed.
6.0 	NOTE
[image: ]6.1	Stoppage of all manual process as per the email confirmation from Huawei. Email attached.
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7.0 	RECORD
	Title of Record
	Custodian
	Retention Period

	Packing list
	Team Leader
	03 Year

	ANNEXURE-A
	Team Leader
	03 Year



8.0 	ATTACHMENT
8.1 	ANNEXURE-A
9.0 	DOCUMENT CHANGE RECORD
	Rev No.
	Effective Date
	Nature of Change
	Document Change Request No:

	00
	
	New Document
	

	01
	
	Periodic Review, No Change
	



END OF THE DOCUMENT
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Annexure-B
(To be used in conjunction with SOP No. SMSA-HC18)	


"Read and Understood" 

I have read and under stood the following procedure:

SOP No.	: SMSA-HW01

Revision No.	: 02

SOP Title	: INBOUND PROCESS



Name	: 							Emp No	:

Sign	:							Date		: 












Annexure-A
(To be used in conjunction with SOP No. SMSA-HC18)

       Training Document

SOP No.: SMSA-HW01                                                      	Revision No: 02		
SOP Title: INBOUND PROCESS
Trainer: 				        Emp No: 		          Sign: 
Place:				Date:			Duration (in hours):

The above subject information was preserved to me as part of SMSA training program. I have read and / or understand the material and have had the opportunity to discuss this material with trainer.
	Trainees


	Emp. No.
	Name
	Signature
	Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



image5.png
External Inbound Bill No.

lues, either se by commas, parated by i e to import
hu, 102w, 203hu

005hu

102hu

203H0





image6.png
External Inbound Bill No.





image7.png
Deivery-sg

Intiound Management
Inventory Manager
Outbound Manage
Stocktaking Mgt
Ficking Management
Packing Managoment
Oporaton Manago.
Task Managomsnt
Basic information
Packaging Manage

emncomTeRs

Inbound Managemen > Roceipt Query > ASN Receipt Line

“ Warehous . HW_SPA 0106(S106_SA SPA 30)

Hw_SPA 0106
Hw_SPA 0106

Coae 09

20020470420
20020470420

BREeeEEeEE

wicoz 0.

R o

Reset | [[Temoine ~ | [N

s tempEsc. Expecteacry em
A_put_conpieTe | Assombing Gamponen 2| oomesay
it _conerc|| resenoins amsonn 2 | cavm
A rur couniere) | somaam s sve 1 ppoay
it conerc|| et oase o, HE )
proptvipomanti |vaivaiorinat > | o

b




image8.png
nbound Management > Recept Cusry > ASK RecatLna >
Deivery-sg
© Werenous. I SPA 01085106 SA SPA 30) rmezone. | (UIG0S 00at: o
Inbound Management
Inventory Managsm. o
o p Code0n Gresson T - N

ouveunaenses

Stocktakng vamt o
Picking Management Export
Packing Management Warehouse Code Extemaiinbouna Bl Owner st rem DESC. Expecteaary | nem
Operaton Manage. e _rur ung Gomponen
Tasc Managament Hw_sPa o108 ety a0 ALLPUT_COMPLETE  Assembling Gompanen 2 oosseu
o Lo f T wAT
s onmaton +w_seA o100 soo0z070420 e compiETED ot Swich-SPST-12V 2 ioor
o seA o100 20030470420 s ALL PUT COMPLETE  Signal a4 5v- 11V1 o oswno | RESUT
Packaging Manago. o _seA otoe so0z00sz0 sm AL PUT COMPLETE  Assembing Companen o amc |,
P Hw_sen otos socaorozo s ALL_PUT_GOMPLETE  Spasker Wodle dahm, PP
Hw_sPa o108 ety a0 ALLPUT_COMPLETE | Fnishest Board Wober- 2 cameara

100t ems 0 [Er—— Gotpme 1 1703




image9.png
Deiivery-sg
Inbound Managsment
Invontory Managor
Outbound Manago.
Stockiaking Mamt
Picking Management
Packing Management
Operation Manags.
Task Management
Busic Inormation
Packaging Manago

Inbound Management

Expoctean
LastRecept

1102012 ome

Recept Query > ASN Receipt Line

HW SPA 0105(5108 SA SPA 30)

Recept iype

Tinecone | (UTC103 00pAvats

s | [T =] I

Expecte Gy

Operste

>

o
o
&

d




image10.png
82 | % Outbound Bill Quer Putaway list

¥

Print

3 sheets of paper

S o Recet e e )

et o | o i e e e e e e Destination B XeroxCT030
EN T R T B ey ey e

OHESIE Batery e
e v et
R CaeeR ocemey

Pages

Copies

| — e
AHESIVE Baterysvese
g W W

Bl More settings

sty pr—— Pty
Pt T maeoru 7030 Putmny e

Putaway list

e T TSmO [ o | TS oo on]

o g 2GS | 000217 S
e
eyl iy





image11.png
Confirm to Putaway

LN rosorcao00eD0se onskce e WAL
Cureot om0 Suggest e SN2 ARER

Gyonerun 1 Pussytatoc AN





image12.png
Inventory Management > Inventory Transaction > Inventory Query

INV. Details Query INV. Query-Summary by Location INV. Query-Summary by ltem
* Warehous . HW_SPA_0106(S106_SA_SPA_3.0) Timezone ~ (UTC+03:00)Arabi.
ltem A Please Inpu Owner  Please Input the K. Location A Please Inpu Zone | Please Input the K

Show more reset | (I

Export
Location tem ean Item DESC. Zone LPN On-hand QTY. Avail QTY. INV. Stat Oper...
DIT1 12356JHW Assembling Components... ~ SA2AREA  120260324014194001... 1 1 0K
DIT1 12356JHW Assembling Components... ~ SA2AREA  120260603000042000... 1 1 0K
DIT1 12356JHW Assembling Components... ~ SA2AREA  120260610000110000... 2 2 oK
DIT1 12356JHW Assembling Components... ~ SA2AREA  120260630000102000... 3 3 oK
DIT1 12356JHW Assembling Components... ~ SA2AREA  120260708000042000... 30 30 oK
DIT1 12356JHW Assembling Components...  SA2AREA  120260708000045000... 5 5 oK
D43 53014NCR 6942103177132 Tablet Salinger WO9EK,...  SA2-AREA  120260708000043000... 1 1 0K
"2 51630QEH Terminal Adhesive,DKBA . SA2-AREA  120260708000042000. . 10 10 oK
"2 51630QEH Terminal Adhesive,DKBA . SA2-AREA  120260708000042000. . 10 10 oK
K64 )3036GUX Finished Board Lamarr-L..  SA2-AREA  120260708000042000... 2 2 oK

110 10 of 16671 items 10 items per page Gotopage 1 12 3 4 5 86 1668




image13.png
ewerysa

1mw_srn_or0s

O D v

n




image14.png
veriony Management > nvesioy Transacion > Inseeiory Tansier

Delivery-sg
“ Warshous.. | HW SPA 0105(108 SA SPA 30)

Inbound Management

Stocktaking Mamt

Operaton Marge M 2061019 Clarco. | crcz

2308w

OB v

bl




image15.png
Important Reminder for RTC and DC: Regarding the Necessity of Reiterating System Instructions and the Importance of Inventory Security

<) Reply | € ReplyAll | —> Forward | | =+

Wangchao (Rocky, Device Service) <wangchao.chao@huawei.com>
To [ SMSA Huawei RTC3; | SMSA Huawei RTCT; | SMSA Huawei RTC2; | SMSA Huawei DC3; || Meiyazhagan; ™ Sulaimalebbe ahamed firthows; ¥ Muhammad Wagar Tue 16/12/2025 10:37
Cc []Yinfeng (Peak); || Hegilong (Robert); | Wangyuang(Ethan,CEG);  Iujianjian; || Wuyiqi(Willkie); I Hussein Mustafa Badawy; B Ali Mahmoud Alsumayli; | Amed Mahmoud Abd El Latif; || ABDUL NASIR(Service, Operations); | Khan Imran

(@ Follow up. Start by 16 December 2025. Due by 16 December 2025.

Dear SMSA Team
After greetings,

Huawei sincerely thanks our partners for the professional services provided.
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Thanks for your continuously support for HUAWEI business.
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Service Business Department
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Mobile: +966 532931756 (KSA) /008618682072970 (China)
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