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Agency Credit Memos

Owner of this document is: Scott Wiacek — swiacek@feedingamerica.org

Purpose of this document

This document explains how to use Agency Credit Memos in Ceres.

Copyright © Feeding America 2014, All Rights Reserved.

This document may be printed and reproduced only by Feeding America and member organizations.
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Purpose

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 4.00.00 is required for the functionality described in this document.
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
- Administration 2 Setup 2 Agency & Receivables Setup.

m Agencies & Receivables, Administration - Microsoft Dynamics NAY = __“

Finance Company » Departments »  Agencies & Receivables »  Administration

Agencies & Receivables, Administration

I Financial Management

4 Agencies & Receivables

Analysis & Reportin
Agency Relations Y P 9
Order Processing Setup
Marketing Analysis Types
Distributions Analysis Line Templates
Inventory & Fees

Distributions Analysis Column Templates
Agency Express Distributions Analysis View Card

CMobile Documents
Purchaze
Donation
- Warehouse

Hurman Resources

Roadnet Delivery fones

Delivery Fees

Schedule Templates

Item Fees Update Templates
Matriks Doc COrder Handling Groups

I Appian

[ Administration
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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.

Agencies & Receivables Setup

General -
Discount Posting: No Discounts Sync Posting Date / Shpt. Date: [l
Credit Warnings: No Warning Delivery Charge Type: Account (G/L) -
Steckout Warning: Delivery Charge Mo.: 485000 -
Shipment on Invoice: [ Delivery Charge Description: Delivery Fee
Return Receipt on Credit Memao: ] Inventory Lookup: Al -
Invoice Rounding: 0 Allocations Exist:
Ext. Doc. No. Mandatory:
oe. Mo Mandatery B Calculate Agency Fees from: Item -
Appln. between Currencies: None
Reason Code Mandatory:
Lego Position on Documents: Center Suppress Printing of Shpt:
Company Position on Documents:  Left Use Parent Agency:
G/L Freight Account Mo.: Shopper Mandatory:
Default Posting Date: Work Date Same Fund on Sales Lines: O
Al Show Availabl tity: v
Default Quantity to Ship: Rermainder ways Show Available Quantity
Show Requested Qty. Message: =
Copy Comments Blanket to Orden:
Clear Back Orders:
Copy Comments Order to Invoice:
Agency Top Off Text Code: TOPOFF -
Copy Comments Order to Shpt.:
Copy Cmts Ret.Ord. to Cr. Memo: Require Shipment Method Code: ]
Copy Cmts Ret.Ord. to RetRept: Default 501(c)(3) from Parent:
Allow Tax Difference: = Appointment Consumption Method:  Both Order Types -
Calc. Inw. Discount: 0 Confirm App. Consumption: Both Order Types -
Cale. Inv. Disc. per VAT ID: (] Delivery Consump. Lead (Hours): 4
Tax Bus. Posting Gr. (Price): Pickup Consump. Lead (Hours): 3
Exact Cost Reversing Mandatory: Exclude tem from CM:
Check Prepmt. when Posting: O Allow Pallet No. Change CM/RTQ:

1. Exclude Item 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.

ACM-00051 - Welcome House Inc

9 Exclude Item from CM must be equal to 'Ne' in Agencies & Receivables Setup: Primary Key=. Current value is "Yes',

General

Mo.: ACM-00051 Posting Date:

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
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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.

Creating Agency Credit Memos

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

- — . _
Crder Processing - Microsoft Dynamics NAY - Iy a—- -
oov Finance Company » Departments » Agencies & Receivables » Order Processing »
Departments

ik Order Processing
I Financial Management

4 Agencies & Receivables

. Lists
Agency Relat Agencies
i Contacts
Marketing Agency Orders
Inventory & Fees Agency Return Orders
Agency Express Agencylov —
Agency Credit Memos
CMobile Documents =
Purchase Web Order Exception List
Donation Approval Entries

Approval Request Entries
Agency Order Inveicing
Agency Order Shipping

[ Warehouse

Human Resources

I Roadnet Grocery Rescue Exceptions
- Appian
I Administration Tasks

Matriks Doc Order Planning
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2. If you are using batches, select your batch from the batch list; otherwise click Cancel.

Batch Selection

([ ]

i HOME = ACTIONS

i Show as Chart
Medify =

Hroraos i

Batch Selection -
Type to filter (F3)

Mame Descripticon

Motes

21 Links

Mame

& =AW

@

Ok

||

Cancel

3. 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.

Agency Credit Memo Header

1. Click Home = New to create a new Agency Credit Memo

ACM-00054 - The Salvation Army

General
Mo.: ACM-00054
Sell-to Agency Mo.: C0416
Parent Agency Mo. 18584

Sell-to Contact No.:
Sell-to Agency Mame:  The Salvation Army
Sell-to Address: 1351 E10th 5t

Sell-to Address 2:

Sell-to City: Kansas City
Sell-to State: MO
Sell-to ZIP Code: 64106
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Sell-to Contact:

Posting Date:

Document Date:

External Document No.:
Responsible Person Code:
Fund Mo.:

Shopper:

Shopper Name:
Assigned User ID:

Reason Code:

Status:

Troy Barker
8/18/2014

8/18/2014

UR

Open

-

A Show fewer fields
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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, Order Date, and Document Date by using the current Work Date

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. Fill in the Responsible Person field. This is the person who is creating the credit memo.

5. Select the Shopper who placed the original order that you are correcting or crediting.
Agency Credit Memo Lines

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

Lines #

Functions = [ Line ~ d Find  Filter Clear Filter

Type No. Description Location Bin Code Pallet Mo. Lot Na. Quantity  Unit of Unit Gross Unit Fees. Line Amount
Code Measure Weight Esxcl. Tax
Code

finvoice No. AQ-00363-1:] 0 0.00
Ttem 65128 Coop Laundry Detergent KAN 05-108-A 1111-06414 LOT-423955 14 CASE 17 1013972 141.96
G/L Account 430000 Handling Fee Income 1 0 15.00 15.00

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 to the G/L Account number. You can use the lookup and
select from the list. The Items 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. Inthe Location Code field, select the Location where product is being returned to.

5. 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.

6. Inthe quantity field enter the quantity, cases, pounds, etc, that is being returned. If the Account
Type is G/L Account then enter 1.

7. Inthe Unit Fees Excl. Tax, 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.

8. If Ceres is configured to allow new or changing of pallets, you may enter the pallet number you wish
to return the product to. Ifit is desired to create a new pallet for the returned item, you must
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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 selection Actions = Functions = Create Pallets.

Mew - Agency Credit Memo - ACM-00054 . The Salvation Army

i HOME = ACTIONS = NAVIGATE

& H

Release Reopen  Get Posted Document Create Ggt Std. Agency Copy - ) i
Limes to Reverse... I ales Codes.. Document.., [9‘2 Calculate Invaice Discount

124 [ Move Negative Lines..

0 Calculate Delivery Charge

ACM-00054 - The Salvation Army

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 of the Credit Memo can be printed by selecting Post and Print.

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

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 = Process = Copy Document.
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[ Edit - Copy Agency Document l | (=l |-$-"'vh]1

ﬁ ACTIONS (7]

Options ~
Document Type: Posted Inveoice -
Document Mo.: [n.0-00326-1 -
Sell-to Agency Mo.: C0416

Sell-to Agency Mame:  The Salvation Army

Include Header:
Recalculate Lines: [l

2. 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.

3. 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 vendor information on the new document
header. In this way, the process accounts for item prices and discounts that are specifically linked to
the vendor on the new document header.

4. The information has been copied to the new document. Edit as needed prior to posting.
5. You can also use the “Get Posted Document Lines to Reverse” function to copy one or more
document line form one document to another. This purpose of this function is to allow to create a

Credit Memo from multiple documents and to reverse the costs from the posted document line.

6. On the Invoicing Tab, you can view additional information that was copied.
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Related Topics:

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