Practicing Lean fundamentals in an 
office environment using Macola
Lean principles are well known in manufacturing as having an important role in boosting profits and eliminating waste.  These principles encourage every business to identify and eliminate waste and improve their workflow on an on-going basis.
Lean is a way of thinking and acting and applies to every process of every business.  Overall, the goal is to create more value for customers while minimizing waste with fewer resources.

So, why not extend these principles to the office?  
Things you can do to set-up your Macola software to reduce mistakes:
1. Tightly control the System Period calendar to eliminate using invalid transaction dates.
2. Lock protected fields in the Inventory Management module.

3. Use the A/P auto distribution function for charging an invoice to multiple accounts.

4. Enable the BOM engineering change notice (ECN) feature.

5. Use the O/E Price Code file to maintain selling prices for customers.
6. Use the P/O Item/Vendor file to enforce contract buying and track vendor lead times.
7. Maintain accurate inventory reorder levels, order up-to levels, primary vendor and vendor lead times.

8. Print barcodes on forms and product cartons.

9. Turn off multiple cash and/or discount accounts in package settings if they are not used.

10. Establish a data file retention policy and purge or archive unneeded data monthly. 
11. Use the price code file

12. Measure order to ship number of days by product line

13. Use bar coding technology

14. Limit the number of product categories to measure

15. Accurate lead times for mfg and vendors

16. Keep all of your software up to date

17. Monthly database housekeeping

18. Timely close-out of orders

19. Use item/vendor file

20. Accurate on-hand and on-order amounts

21. Company-wider rules for setting up new vendors/customers/bills of material/ items/rounters

22. Written procedures for processing orders, etc.

23. Having the culture of continuous improvements

Invite our customers to attend the roundtable discussion (Irwin/Karen/Slootmaker

Preparation versus Action items

Things you can do to eliminate waste and streamline your workflow:
1. Accurate due dates
2. Old database records

3. Accurate on-hand – cycle counting 

4. MRP or reorder levels

5. How much to order when you order

6. Accurate on-order quantities
7. For specialty items, use OE to PO integration to automatically generate the PO.

8. Key in accurate customer order promise dates to track on-time shipping.
9. Key in accurate P/O, POP and SFC Promise Dates to obtain accurate vendor statistics and ATP for customers.

10. Implement inventory cycle counting to maintain accurate on-hand quantities

11. Use Event Manager to automatically e-mail order acknowledgements and P/O’s.
12. Turn on the audit trail function in each module.
	
	
	


An Introduction to Lean Office
Lean principles are already well established as playing an important role in boosting profits and eliminating waste during manufacturing – but why stop there?

Organisations are now rapidly realizing that many of the processes that are slowing down production and causing waste are administrative and are turning to lean to address this.

As one lean office expert, who works for TechHelp, explained: "Too often, we look at how to get things done better or faster in the office instead of examining what things we really ought to be doing."

Hard figures on how much of the administrative processes are classed as waste under the lean principle – those which provide no added value to the end user – are difficult to come by. Yet with some experts suggesting it could be 80 percent or higher, the area is clearly one which needs attention.

Designing a Lean Office
When Toyota identified the seven key areas of waste in its original lean system, these were targeted at manufacturing processes, but often these can be applied almost as easily within an office environment.

These seven factors are overproduction, waiting, transport, inappropriate processing, unnecessary inventory, unnecessary motion, defects and excess stock.

Looking at these within an office context, overproduction could relate to too much paperwork and too many approvals, and transport could be something as simple as having the space poorly laid out.

In order to decrease lead times these areas of waste must be identified and, much like if the lean principles were being applied to manufacturing, this is done through value stream mapping.

Value stream mapping allows for office processes to be viewed in their entirety, from the moment the customer places the order to when a product is shipped. The first step is choosing a 'product family', in this case some form of administrative action, and if products are classified correctly this will make the mapping process much simpler.

"Whatever the problem, it’s critical to have agreement with the customer and within the organization on just what that problem is prior to the start of mapping. Otherwise, it’s likely that mapping will fail to address the real issues," James P Womack, senior adviser to the Lean Enterprise Institute, writing for Manufacturing Engineering, explained.
When carrying out the mapping, it's important at least one person, or ideally a small team, walks the entire value stream to get an accurate picture, rather than one compiled by teams each experiencing a small snapshot of the stream. Data about times and where backlogs occur is also important.

Only once this is completed can work begin on the future state map, applying the lean principles to eliminate wasteful processes such as unnecessary approvals and paperwork.

Benefits of a Lean Office
Applying lean principles to an office environment can have significant benefits in improving work flow process, as a case study of the Federal Aviation Administration (FAA) by the Lean Enterprise Institute shows.

The principles were applied at the Flight Standards District Office (FSDO) near Boston, which has 30 members of staff and is responsible for flight safety in Massachusetts – a highly regulated sector which requires large amounts of paperwork and approvals.

However, after using value stream mapping, the FSDO was able to reduce the time it needed to process a number of certification documents by 51 percent.

"The value stream maps really were a key to helping the team members look together at the whole process to see where they wanted to focus attention," Cher Nicholas, the FAA Quality Assurance Staff consultant who conducted the lean training, explained.

Previously, the office stored its essential information in two binders within its library, which meant documents were not always updated in both folders, causing time delays, and new correspondence was not even kept in the same area.

Now, the FSDO uses a single, easily labelled colour coordinated binder system, which is much easier to use and is checked annually to remove any old and redundant documents. 

http://www.processexcellencenetwork.com/business-process-management-bpm/articles/an-introduction-to-lean-office/
Must Do Lean Office Best Practices

Every day on the job, I need to ask myself how we can eliminate waste and improve our efficiency.

For me, Lean Office delivers significant productivity gains, quality and customer service improvement through waste elimination, and process optimization in office and administrative environments — such as human resources, IT, finance, procurement, and program management where typically 60%-80% of activities are non-value added.

When you look at Lean supply chain management, it’s all about identifying and eliminating waste as measured in time, inventory, and cost across the complete supply chain. When you apply Lean principles through the office lens, Lean techniques such as Value Stream Mapping are integrated for system and process sustainability and continuous improvements.

Eliminating waste allows value to flow smoothly through the business processes. This helps to speed up available opportunities for improvement and increases productivity.

I’ve found that the key wastes from “7+1 Wastes” (transportation, inventory, motion, waiting, overproduction, over processing, defects, and skills underutilized) occur when we fail in engaging people who work based on their knowledge, skills and ideas. In Lean Office, greater emphasis is placed on this element where we “Engage Worker Knowledge and Skills.”

Flextronics is in the services business. Turn-around time and in general time is very important to our customers and very important to how we differentiate ourselves in the market.

We have a number of teams globally all focused on driving Lean initiatives in our office functions and supply chain to improve our competitive differentiation and at the end of the day, deliver value to our customers. Our own efforts have resulted in automation and standardization activities not only creating significant time and cost savings but also resulting in a long lasting improvement to our controlled environment.

This year, Finance won the Lean Office and Overall Lean Award in our Global Lean Competition from its improvement in the balance sheet reconciliation process which demonstrates how a back office function can have a significant impact.

5 Office Must Do’s

1. Boundaryless Office: A ‘boundaryless Office’ in simplicity is an office environment, where cross-functional team members are located in close proximity without physical barriers which encourages seamless and direct communication and intense collaboration.

2. Visual Management: This supports ‘Governance’ process to deliver key operating indicators (KOI) committed by management. It establishes Plan, Do, Check and Adjust (PDCA) to close gaps effectively and efficiently. Procedures, policies and systems are developed to further improve and sustain processes.

3. Value Stream Mapping (VSM): This is the process of directly observing the flows of information and materials as they occur, summarizing them visually, and envisioning a future state with much better performance. It is an effective way to visualize and identify Non Value Add (NVA) activities in office.

4. 7 Steps of Office Kaizen: This is a must deploy tool to reduce, remove, reuse and combine processes (3R+1C). This tool will help you to identify and eliminate wastes from your business processes in a systematic manner. The 7 Steps form the basis for continuous improvement towards paperless and automated processes.

5. Standard Work: This is the sequence of steps, the time required to perform the steps and other elements that ensure an activity is performed consistently. Helps produce predictable output, prevents recurrence of defects, and eliminates variability and assist employees to adhere to established standard processes. Steps include: Takt Time, Work Sequence, Standard Process, Cross Training, Resource Planning and Cycle-Time Improvement.

- See more at: http://www.flextronicsblog.com/5-must-do-lean-office-best-practices/#sthash.xuYbTzcv.dpuf
http://www.flextronicsblog.com/5-must-do-lean-office-best-practices/
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