Module Shipping Certification

( The following individuals can train others in the proper procedures  

   for shipping modules. 


Dean White

( The following individuals have been trained in the encapsulation procedures by someone authorized to do so in the list above. 

	Trainee
	Trainer Authorization
	Date

	Solange Sanhueza
	
	06/05

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Preparation of Modules for Shipment
1. Get 1 small cardboard box (18” x 18” x 18”) and 1 large cardboard box (24” x 24” x 24”) from downstairs and take it to the shipping area.  Assemble the bottoms of the boxes securely using packing tape from the desk.  Use several pieces of tape for each opening on the box-the center and the two sides.

2. Enter transfer in the computer in the shipping area by doing the following:  

a) Open the Big Browser and enter the password.  (If the Workstation does not open automatically, open it by clicking workstations, and selecting transfer).

b) Click “Add Card”

c) Get a transfer barcode from the bottom shelf of the cabinet above the computer-scan the barcode.

d) Select “To\/” and enter the destination: Karlsruhe

e) Comment: state how many and what type of module you are shipping.  Example: 40 TEC modules.

f) Scan the barcode from each plate that is going to be sent.  

g) Count the number of modules listed on the screen to ensure that they are all there.

h) Ensure that all the modules all ready, if any of them says faulty, then check with Dean White or Ford.  

i) After all modules are registered as ready, then select “Update” and a red bar will appear at the top of the screen to show the progress.

j) Accept the completion, select “no,” you do not want to send a confirmation e-mail.

3. The circuit boards need to be reattached to the hybrid on the module (the part that is removed during plating).  Take the module boxes into the small clean room, and reattach either the up or down connector, depending on what it needs.  Grounding straps should be worn during this procedure.  Keep in mind that when replacing the down connectors, if you pull it out too far it could have contact with the wire bonds, so keep an eye on that.  Follow the following procedure:

Module Preparation for Shipping

1. Carefully place storage box on “entrance clean room counter”.  Unscrew transparent cover (the one that you can see the hybrids laying horizontally).

2. Carefully take the last module out and place it on counter.

3. Place a foam tip below the hybrid kapton (hybrid tail).

4. Remove the barcode from the hybrid tail (kapton).

5. Grab a Kimwipe, wet it with alcohol and clean sticker residue.

6. Look under microscope for the wire bonds on the bottom left side of the hybrid.

7. Remove these wire bonds carefully with tweezers.

8. Grab a down or up connector and attach it to hybrid end tale.

9. Before you place the module inside the carrier box, take the next module out, which is the module at the bottom.  This will keep the modules from being scratched with the hybrid tails.

10. Now place the first module already prepped inside the shipping box.

11. Follow same procedure for every module from step 3.

12. Once finished with the last module close the box with all the screws tight.  

13. Make sure that all the holes around the box are tapped up so dust does not get inside modules

4. The two carrier boxes need to be connected so that they do not hit each other during shipment.  Use the brackets available in the middle drawer of the desk.  Remove the screws from the top and bottom of each side of the box.  Place the bracket over the holes, and attach using the ¾” screws from the drawer, replacing the original screws.  Two brackets on each side (top and bottom row) and four new screws on each side = four brackets and eight new screws total.  Make sure that all of the screws, including the new ones, are securely tightened.  Place squares of tape over the holes on both sides of the box.

5. Get the large roll of bubble wrap from the top of the cabinet and place it on its side, on top of the trashcan next to the desk.  Place the box on a strip of bubble wrap and center it.  The box needs to be wrapped in bubble wrap 8 times.  Secure the first part with a piece of packing tape, then rotate the box on the desk, sliding it to make room to wrap it again.  After it has been wrapped with 8 layers on each of the four sides, tape it closed.  Use the packing tape to close the bubble wrap on the remaining two sides (like a gift).  It’s okay if the bubble wrap doesn’t cover the area completely on the two sides. 

6. Place the bubble-wrapped box inside of the small cardboard box.  If there is extra room, stuff strips of bubble wrap in the open areas.  The wrapped box should be centered, and secure so that it cannot move within the cardboard box.  If there is room between the wrapped box and the top of the cardboard, place a few sheets of bubble wrap on the to so that it is snug.

7. Seal the box completely, again using several pieces of tape in the center and two sides.  Place the transfer barcode on top of the small cardboard box after it has been sealed.

8. Prepare the large cardboard box by making a layer of packing peanuts on the bottom of the box.  Place the small cardboard box in the center, so that there is equal room around the box for more peanuts.  Make sure the bottom row is not too thick; you will need to put a layer of peanuts on top of the small box as well.  Fill in the four sides with peanuts between the two boxes and the top of the box until it is completely filled.  

8. Prepare a Proforma Invoice for the shipment (See attachment). The previous ones are in a folder on the desktop of the computer in the shipping area, it is called “forma invoices”  Open the invoice and change the date, the number of modules being shipped, and any other information that is different.  If you are shipping forty modules you don’t have to change the weight, the dimensions, value, codes, or description.  If you are shipping less than 40, you will have to take the box downstairs to the Physics Shipping Office (using a dolly) and weigh the box.  Enter the weight of the box on the invoice.  When the invoice is complete, print two copies.  Place one copy on top of the top layer of the peanuts, within the box.  Tape the box shut using the clear packing tape, again using several pieces on the center and the two sides.

9.  Use the smaller white strapping tape to ensure that the box will not open during transport.  Wrap it in the opposite direction of the center strip of tape in the center in the box.  The strapping tape needs to be wrapped all the way around the box twice.


10.  Take the box and the remaining invoice downstairs to the Physics Shipping Office.  On a post-it, write “International Priority, FedEx, Account 3p209.”  Put “FRAGILE” and arrow up stickers on the box (they’re downstairs in Dave’s office).  Place the post-it on top of the invoice. Give the box to Dave.

Strapping Tape








