- ERES

Agency Credit Memos

Purpose of this document

An Agency Credit Memo should be used when the intention is to create a financial credit to the Agency
Account to reverse Agency Fees on an Order. Agency Return Order functionality overlaps, but those are
more typically utilized when Items and Quantity are being returned. A financial credit is automatically
created and posted as part of the Return Order process (if applicable).

Ceres Object release 5.00.00 is required for the functionality described in this document.
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Setup Options

Ceres has some configurable options available that will affect both Agency Credit Memos and Agency
Return Orders. The two options available allow the ability to configure Ceres to disallow the entry of
items on Agency Credit Memos, forcing product returns to be handled through the Agency Return Order
process. In addition Ceres can be configured to allow new pallets to be created on product returns
instead of returning product to the pallet it was shipped from. Both of these options can be found on
the General Tab of the Agency & Receivables Setup page.

The Agency & Receivable Setup page is accessed from Departments = Agencies & Receivables = Setup
- Agencies & Receivables Setup:

Setup - Microsoft Dynamics MAM IEI@
e v ¥ Departments » Agencies & Receivables ¢ Setup » [+ . |
- Finance Company - Master Ceres 50... ﬂ

Depatt 13 c
e Setup

= Financizl Managemnent

4 Agencies & Recelvables . '
: Administration

Agency Relations Matketing Sebun
Order Processing C Bgencies & Receivables Setup )
Iatketing Web Sendces Sstup
Treventory & Fees Order Prorising Sstup
T Monstock ftem Setup
R Delivery Zones
Chdobile Documents Delivery Fees
Microsoft Dynamics CRM Schedule Templates
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A complete explanation of the fields on this page may be found elsewhere in related documents, but the
two fields important to both Agency Return Orders and Agency Credit Memos are documented here.

Agendies & Receivables Setup
General # A
Discount Posting: Mo Discounts - Allocations Exist:
Credit Wamings: Credit Limit - Caloulate Agency Fees from: Ttem -
Apply Grants to Credit Warming: 7] Reason Code Mandatory:
Trwvnice Rounding: B Suppress Printing of Shpt: [}
Default Trem Quantity: B Use Parent Agency:
Create e fram Description: B Shopper Mandatory:
Aopln. between Currencies: Hone v Samne Fund on Sales Lines: ]
Alwzys Showr Availabl ity
Logo Position on Documents: Right - ways Show divailable Quantiy ]
Show Requested Oy, Message: ]
Company Position on Documents: Left -
Agency Top OFf Text Code: TOPOFF -
Freight G/L &cc, Now: -
reight 6/ cc. o Require Shiprment Method Code:
Default Posting Date: ‘Work Date - Default S01{c) ) from Parent;
Alla Tax Difference: A Appointment Consurnption Method:  Bath Order Types -
Cale. I, Discount; — Confirm App. Consumption: Both Order Types -
Tax Bus, Posting Gr. (Fee): - )
Delivery Consurnp, Lead (Hours): 4
Sync Posting Date / Shpt, Date: & )
Pickup Consump, Lead (Hours): 3
Delivery Charge Type: Account (G/L) -
Exclude Itemn From Ch:
Delivery Charge MNo.: 445000 -
elvery L arge o Sllow Pallet No. Change CM/RTO:
Delivery Charge Description: Delivery Fee Butomatic Delivery Charge Calc:
Trwventory Lookup: Qualified Mot Zero -

1. Exclude ltem from CM — Check this box to configure Ceres to prevent the entry of items on
Agency Credit Memos. To return items to inventory from Agency Orders, the user must use
Agency Return Orders. An attempt to place items on an Agency Credit memo with this field
checked will result in the following error.

ﬂ] Itemns cannot be added to a Credit Mermoawhen Exclude Tterm from Ch in Agencies & Receivables Setup is setto ..

General Tterns cannot be added to a
Credit Mermo when Balude Iem
Agency Mo BO17G fromm Cha in Agencies f

Receivables Setup i3 set to Ves,

2. Allow Pallet No. Change CM/RTO — check this field to configure Ceres to allow creation of a new
pallet when returning product or to allow the user to return the product to another pallet of the
same item. If a new pallet is created, the pallet will inherit all of the properties of the original
pallet, including lot number and FBC & UNC codes. If the user attempts to return the item to
another existing pallet, it will only be allowed if the coding of the FBC & UNC codes matches
exactly to the coding of the original pallet the item was shipped from. If no existing pallets have
the same coding as the original pallet, the user will be forced to create a new pallet. With this
option checked, the user still has the ability to return the product to the original pallet it was
shipped from.
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Creating Agency Credit Memos

1. Agency Credit Memos can be accessed from Departments > Agencies & Receivables = Order
Processing = Agency Credit Memos.

Order Processing - Micrasaft Dynamics NAY E"E”j

e v b Depattments ¥ Agencies & Receivables ¢ Order Processing » & || Search (Ctrl+F3)

- Finance Company - Master Ceres 50 Testi...

Department
R Order Processing

> Financizl Mznagement

4 Agencies & Receivables

Agency Relations .t;::iies
E Contacts

Marketing Agency Orders
Trwentory & Fees Agency Reburn Orders

Sgen [0
Agency Express
Chlobile Documents T
Iicrosoft Dynarnics CRM Grants
b Purchasing ‘el Order Exception List
: Requests to Bpprove
 Denation Boproval Request Entries
b Wifarehouse Certificates of Supply
Human Resources Agency Order Invoicing
b Roadnet Bgency Order Shipping

2. If you are using batches, select your batch from the batch list; otherwise you will see the listing of
open Agency Credit Memos that exist within Ceres. Select one from the list to Edit it, or click New to
create a new Credit Memo.

m Agency Credit Mernos - Microsoft Dynmamics NAY

o v D » Agencies & Receivables » Order Processing v Agency Credit Mermos & |§=

- HOME ~ ACTIONS  MAVIGATE Finan

j /‘ EJ\ x [#Release [T Post [ ] Show as Lis
’ Q:f Reopen = %@ Postand Send.. LY 5] iy Show as Ciy

Mewr Edit J View Delete "ﬁPostBatch... Agency 5
anage Release Posting Credit Memo
Departments Agency Credit Memos -

b Financial Management ,

4 Agencies & Receivables Type to filter () Ha. - -’_ M
Agency Relations Ha, L ellho Sell-to figency Mame Ext
Order Processing Agenc.. Dion
Marketing ACK-00012 1422 Iirear Inc
Inventory & Fees ACM-00013  C1422 Wirrar Inc
Sgencabpiess ACM-D004 1422 Mirror Tnc

Chlobile Documents ACK-00015 1477 Mirror Inc

Microsoft Dynarmics CRM
. ACK-00016  C1422 Miror Inc
b Purchasing
i Donation &CMM“R
b Vifarehouse CACM-00034 ; 20442 Synergy Services-
Human Resources ACH-00043  AN552 TLE For Children and
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Agency Credit Memo Header

1. Click Home = New to create a new Agency Credit Memo. The Document window will open:

m Mew - Agency Credit Mermo
- HOME  ACTIONS — MNAVIGATE

;(5’ il ;\Ie'\ E f

View . Post  Get Posted Document
Delete Lines to Reverse..

Agency Credit Mamo

General

Agency Mo.: ||
Patent Agency No.:

Sell-to
Bgency Mame: *

Bddress:
Address 1t
City:

Srate:

7IP Code:
Contact Now:
Contact:
Wour Reference:

Paosting Date: -

v

Diocurnent Date:

Due Date:

External Docurnent Mo.:
Responsible Person Code:
Fund Mo

Shopper:

Shopper Mame:
Assighed UserID:

Rezson Code:

Status!

Applies-to Do, Type:
Applies-to Doc, Mo
Applies-to 10:

Open

* Document..

Finance Company - &

Capy

i

A Show fewer fields

2. Pressthe Enter key to have Ceres automatically assign the next document number in the No. field.

This will also fill in the Posting Date and Document Date by using the current Work Date.

ACM-00097

General A
Agency Mo v CDocument Date: R TRDA v)
Parent Agency No.: - Due Date: -
Sell-to Externial Document No.:

Agenty Mame: [% Responsible Person Code: -

Bddress: Fund Mo.: -

Bddress Shopper: -

City: v Shopper Name:

State: Bssighed UserID: -

7IP Code: - Reason Code: -

Contact No.: v Status: Open hd
Contact: - Applies-to Doc, Type: v
Your Reference: Applies-bo Doc, Mo.: A

Gusting Date: 3/2a/019 v) Bpplies-bo 1D:
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3. Inthe (Sell-To) Agency No. field, enter the Agency No. or use the lookup to select the Agency from
the list. The Agency’s name, address, contact, Branch Code and Fund No. will flow from the Agency
Card.

4. |If required, fill in the Responsible Person field. This is the person who is creating the credit memo.

ACM-00097 - Synergy Services-2
General
Agency Mo Alldd: v Docurnent Date: 3282019 -
Parent Agency Mo 442 v Due Date: 3282019 -
Sell-to External Docurnent Mo.:
Agency Name: Synergy Services-2 (F{esponsible Person Code: ||:JW |:D
Address: Do Mot Disclose Fund Mo v Cade Mame
Address It Shopper. .
Ciy CI Connie W
ity v .
Shopper Narme: ™ Jake L

5. If applicable, select the Shopper who placed the original order that you are correcting or crediting (if
you have checked “Exclude Item from CM” in A & R Setup, then you will likely not need to select a
Shopper as you can only enter G/L lines on the Credit Memo in this scenario).

Agency Credit Memo Lines

1. Move to the lines of the Agency Credit Memo.

ACM-00097 - Synergy Services-2

General Synergy Services-2 | 3/28/2010

Delivery
Lines
E= Insert Bt Tedt 5 Dimensions | Deferral Schedule 7 Functions ~ [ Line ~ @ Find  Filker T ClearFiter
Type Ha. Description Return Locaton  BinCode  Palletbo.  LotMo. Quartity Unit of Unit Gross UnitFees  Line Amount Amount Degartment  Project Code 6L Branch
Reason Code  Code Messur... Weight Bl Tox  IncludingTax Code
Iiem W4 Snacks DECLINED  KaN BI0RA 1004514 LOT-448232 10 CASE 9 140 200 200 1000

6/L Accourt 431000 Handling Fees-fgey Acct Adjmts - DECLINED 1 0 5.00 5.00 5.00 1000

2. Inthe Type field select Item if product is being returned. Otherwise select G/L Account to record a
credit on their account.

3. Inthe No. field, type in the item number or the G/L Account number. You can also use the lookup
and select from the list. The Item’s Description, Unit of Measure, and Gross Weight will flow
forward to the line. If a G/L Account was selected, the name of the G/L Account will flow.

4. Enter a Return Reason Code (if required).

5. Inthe Location Code field, select the Location where product is being returned to.

a. Ifa G/L Account is selected, then no Location information is required.

6. If the Location you specified is set up to require Bins, select a Bin Code. The Bin selected should be
the bin where the product is being returned to.
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7. Inthe quantity field enter the quantity, cases, pounds, etc, that is being returned. If the Account
Type is G/L Account then enter 1.

8. Inthe Unit Fees column, enter the unit fee or the amount that you are crediting.

Note: If you are not crediting the entire quantity, in order for the Amount Including Tax field to
update, the Credit Memo must be released. If the Quantity has to be changed again, you must
Reopen the Credit Memo, adjust the Quantity and then Release it again to update the Amount
Including Tax field. (When the Credit Memo is reopened, the Amount Including Tax is set to
$0.00 on the lines). If you do not Release the CM after changing quantity and before posting, the
Amount on each line will not be calculated correctly.

9. If required, enter any Dimension Codes for posting on the lines.

10. If Ceres is configured to allow new or changing of pallets, you may enter the pallet number you wish
to return the product to. If it is desired to create a new pallet for the returned item, you must
ensure that a proper tier and height in entered on the line and that the pallet number field is
blanked out. At that point you can create pallets by selecting Actions = Create Pallets.

Edit - Agency Credit Mermo - SCHA-00097 - Synerqy Senaces-2
HOME | ACTIONS | NAVIGATE

[ }) [; =2 i___'j zge E2 Copy Document..
o v Seee K L O Caleulate Delivery Charge
Agency Dimensions  Release Reop Get Posted Document  Apply et Std. Agency o o
Lines to Reverse..  Entries.. Cades.. |_:;; Calculate Invoice Discount

Posting the Agency Credit Memo

1. When the Agency Credit Memo is complete and has been reviewed, you can post the Credit Memo
by selecting Post. A hard copy (or .pdf copy) of the Credit Memo can be printed by selecting Post
and Print, depending on your default printer settings.

2. The posted Credit Memo can be viewed from Departments = Agencies & Receivables = Archive 2>
Posted Agency Credit Memos.

IE Agencies & Receivables, Srchive - Microsoft Dynamics MAY

°°V Finance Corpany » Depattments » Agencies & Receivables » Lrchive

bl Agendies & Receivables, Archive
¥ Financial Manzgement -

4 Agencies & Receivables

. History
Agency Relat _Dm Agency Order Srchiies
Ordder Processing Agency Return Order Archives
Izrketing Posted Agency Irnaices

Trwsentory & Fees C’.Mﬁmmmnmj
P Posted Agency Credit bdernos

: Hasted Return hecaipts
Chlodile Docurments Processed Groceny Rescue Batches

L. e Ly o
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Using Copy Document

You can use the “Copy Document” routine to copy an existing document to the Credit Memo. This
function can be used to copy an un-posted or posted document

1. On the Agency Credit Memo, navigate to Home - Prepare = Copy Document.

|m Mewr - Agency Credit hermo - ACK-0009% . TLC For Children and

HOME | ACTIONS — NAVIGATE

[ , =, Ei & & [E 7 [

a oo L te [ &
—* Y New W - L
View Post Get Posted Document  Release Recpen | Postand  Test Apply  Get Std, Agency

X Delete Lines to Reverse... Send.. Report..  Entries. Codes..

ACM-00098 - TLC For Children and

2. This will open the Copy Document Window. Select the Document Type you wish to copy from (i.e.
Posted Invoice or Invoice) and enter the Document No. to copy or select from the drop-down.

Edit - Copy Agency Document o |[E @

Bl cros Firarce. [2)
Options A
Docurment Type: Posted Invoice -
Docurment Mo.: AJ-00006 -

Sell-to Agency Mo m

Sell-to Agency Narne:  TLC For Children and

Include Header: [l

Recalculate Lines:

0K | Cancel |

3. Intheinclude Header field, place a check mark in this field if you want Ceres to copy the
information, including dimensions, from the document header you are copying from to the
document you are creating. The document lines will be copied regardless of the entry in this field.

4. Inthe Recalculate Lines field, place a check mark in this field if you want to recalculate the lines in
the document you are creating. The process retains the item numbers and item quantities but
recalculates the amounts on the lines based on the agency information on the new document
header. In this way, the process accounts for item prices and discounts that are specifically linked to
the agency on the new document header.
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5. The information has been copied to the new document. Edit as needed prior to posting.

6. You can also use the “Get Posted Document Lines to Reverse” function to copy one or more

document line from one document to another. This allows you to select specific lines from multiple

documents or the same document if you are not crediting the entire document(s).

HOME | ACTIONS  MAVIGATE

X Delete Lines to Reverse...

m Mewr - Agency Credit herno - ACKI-00098 - TLC For Children and

(- t ":l: 1 Ii;
g |_1| MNew J \ff
View Paost | Get Pasted Document | Release

7. The Get Posted Document Lines to Reverse is covered in additional detail in the Agency Return

Order Document.

8. Once the lines have all been entered or copied and a review of the document to verify the
information on the lines and total credit memo, then the document can be posted.

Related Topics

1. Agency Order Overview
2. Agency Return Orders
3. Agency Invoice Credit and Recreate
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