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Agency Days and Hours Setup

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

Purpose of this document

This document explains step-by-step procedures on how to record the days and hours of operations of
the various Agencies 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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Agency Days and Hours Setup

Purpose

The Agency Days and Hours functionality provides Ceres users with the ability to record the days and
hours of operations of the various Agencies.

This is required reporting information for some grants such as the State of NY HPNAP, but is also useful
information for all food banks in making determinations of Agency Capacity.

Ceres Object release 4.01.75 is required for the functionality described in this document.

Accessing Agency Days and Hours

1. Agency Days and Hours may be accessed from either the Agency List or the Agency Card. In
either case it is accessed from the Navigation ribbon available on the Agency Card or Agency
List. Go to Departments = Agencies & Receivables >Agency Relations = Agencies. You will see
the list of Agencies.

Gov Finance Cormnpany » Departments » Agencies & Receivables »  Agency Relations »

Departrments

Agency Relations

I Financial Management

4 Agencies & Receivables

Lists

Contacts

Order Processing Parent Agencies
Marketing
Inventory & Fees Rgency Uays and Hours

Salespeople
Teamns

‘Agency Relations|

Agency Express

CMobile Documents
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2. Select Navigate - Distributions = Agency Days and Hours.

Agencies - Microsoft Dynamics NAY @M
o Ad ‘E Finance Company » Departments » Agencies & Receivables » Agency Relations » Agencies e ‘ | Search (Ctrl+F3) |
HOME ACTIONS NAVIGATE REPORT (7]
G Comments [} Ship-to Addresses E(iﬁgency Activity Review [Z] E& Ledger Entries E Entry Statistics L‘-T‘.‘Std. Agency Sales Codes Mz (=] B Orders
J; Dimensions + [ Supplemental Addresses || Agency Attributes +* - ~ Leased Storage Entries gl" Fees & Pounds @' Qualifiers e +- a Return Orders
) Contact & Shoppers T2 Agency Training [ Statistics % Agency Days and Hours) [E
Agency Histon Distributions Documents
Departments 7 Agendes - [Typetofites ) |[No. -[2] v AgengsalesHistory. o~ *
I» Financial Management il N
4 Agencies & Receivables ifter; = No Agency Nou: B0310
. Orders: 1
Agency Relations No. Name Address City State 7P =
Order Processin - Invelces 0
N 9 7 Return Orders: 0
arketing E
. Credit Memos: Q
= ADdd2 Synergy Services- Do Mot Disclose MO
e 0592 TLC For Children and D Not Discl Ks PN =
Agency Express or Children an o Mot Disclose Tl rafam -
CMobile Documents AlTE4 Scarborough Childrens Home Do Mot Disclose MO Pstd. Return Rece... 1 =
b Purchase ADMIM AE3 Admin Program Card Pstd. Credit Mem... 3
b Donation 80129 Safchome, Inc. Do Mot Disclose Ks
b Uk L& Mewhouse, Inc. Do Mot Disclose MO Agency Statistics - Bi... -
Human Resources
b Roadnet Rose Brocks Center Do Mot Disclose MO Agency No.: B0310
b Appian - B0458 House of Hope, Inc. Do Mot Disclose MO Balance (S): 119981
Sales
an ROS58 Hone House Tne No Mot Mizeloze MO

3. To enter a new record click on New from the Home Ribbon. To edit an existing record click on
the line you wish to change.

W Edit - Agency Days and Hours .- u il - NE=SEol >

ﬁHOME ACTIONS o
DB X B AR WL S %

New View Edit  Delete Copy
to

Show as MNotes  Links Refresh Clear  Find
Chart Filter

List

m

Agency Days and Hours ~ | Typetofittr (3) | Agency No. [=] v
Filter: BO310

Agency Day of Morning Morning Afterncon Afternoon Frequency Comments

MNa.  Week #  (Opening = ClosingHour Opening Clesing Hour

Hour Hour

E0310] ~ Monday 3:00:00 AM  11:00:00 AM

B0310 Wednesday  8:00:00 AM 11:00:00 AM

B0310 Friday 8:00:00 AM 11:00:00 AM

4. Enter the day of week or use the AssistButton to select the day of week.

5. Enter the hours of operation by filling in the Morning Opening Hour, Morning Closing Hour,
Afternoon Opening Hour, Afternoon Closing Hour.
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6. The Frequency code can be selected from a drop down list of valid frequency codes that are user
defined.

7. Enter any Comments and Meal Types served related to that day.
8. Check the 24/7 field if appropriate.

Note: The key to the Agency Days and Hour table includes the Agency No., Day of the Week and the
Morning Opening Hour. If you change any of these on an existing line the system will ask you to
confirm that you are renaming the record.

Copy to Functionality:

1. If you have several Agencies with similar hours you may use the copy function to update other
agencies. To use this function select the Home = Copy to function.

Edit - Agency Days and Hours e u, [ - =LCm X

ﬁ HOME  ACTIONS (7]

el X sy [ )\ @
|j | P Pal H
New View Delete] Show as Notes  Links Refresh Clear  Find
List Chart Filter
Agency Days and Hours - Type to filter (F3) Agency Na. - | 3 ~
Filter: BO310
Agency Day of Morning Morning Afternoon Afternoon Frequency Comments
Ma. Week Opening Closing Heur  Cpening Closing Hour
Haur Hour
B0310 + Monday 8:00:00 AM 11:00:00 AM
B0310 Wednesday  8:00:00 AM 11:00:00 AM
B0310 Friday 8:00:00 AM 11:00:00 AM

2. From the Copy Agency Days and Hours FastTab you can filter the copy from records. By default
the current Agency, and all days will be used. You may change the filters to only copy a
particular day. Please note that if you copy records to another Agency and the record already
exists, the existing records will not be overwritten.

3. Inthe Copy to Agency FastTab filter the Agencies you want to copy to. In the example below,
Ceres will copy all days of the week for Agency A-001-1 to Agency A-001-2. Press OK to copy the

records.
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Edit - Copy Agency Days and Hours . S |-

i ACTIONS (7]
T

Clear
Filter

| ]

Agency Days and Hours A
Show results:
X Where Agency Mo, s B0310

X And Day of Week  * is Select a value -
< Add Filter

m

Copy to Agency “

Show resuylts:

¥ Where Mo, = is BO558

= Add Fifter

Limit totals to: s
== Add Filter i

QK ] ’ Cancel

Agency Days and Hours Report

An Agency Days and Hours Report can be printed that is based on the setup outlined above. To print the
report, go to Departments—> Agencies & Receivables = Agency Relations = Reports and Analysis 2>
Reports 2> Agencies. 2 Agency Days and Hours.

You can also export the Days and Hours Page to Excel using base Ceres functionality.

The Ceres report can be accessed as defined below, and the report data can also be exported to Excel
using base Ceres capabilities.
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Agency Relations - Microsoft Dynamics NAV

Ge" Finance Cornpany » Departrments ¢ Agencies & Receivables » Agency Relations »

Department i
epartments Ageﬂcy Relations

I Financial Management

4 Agencies & Receivables Questionnaire - Test
:Agency Relations| Agencies
Order Proceszsing List
Marketing Agency Register

Agency - Order Summary

Inventory 8t Fees Agency - Order Detail

Agency Express Agency Labels
CMabile Documents Top_Agency List
Purchase Agency_f'lter_ﬂ S_tati;tics. .
. Agency - Distributions List
Bapalios Agency Balance to Date
I Warehouse Agency Trial Balance
Human Resources AgenoeBapastimalompliance
Roadnet Agency Days and Hours
> Appian Salespeople/Teams

Agency/Ttem Stat. by Salespers.
Salesperson Statistics by Inv.,
Salesperson Commission
Salesperson To-dos
Salesperson Opportunities
Team To-dos

ﬁ» Home Opportunities
Opportunity - List

E Journals Distributions Cycle - Analysis
Opportunity - Details

Administration
Matriks Doc

[E] Fixed Assets

1. On the Options FastTab, place a checkmark in the Print Details field if you would like the Agency
Name, Address and other contact information to print.

2. Onthe Agency Days and Hours FastTab you can set filters for Agency No, City, Zip Code, etc. to
limit what prints on the report.
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Edit - Agency Days and Hours L@ﬂ
i ACTIONS (7]

Clear

Filter

Options A
Print Detail:

Agency Days and Hours A

Show results:

X Where Agency Mo, * is B0129|B0310
== Add Filter

Print... *” Preview H Cancel

.

Pl

3. Select Print to print a hard copy of the report, or Preview to preview the report before printing.
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lAgency Days and Hours B5/2014 5:05 PM
HITC Test Page 1
SWPROSWWWH
Morning Morning Afternoon Afternoon Last
Opening Closing Opening Closing Agency Modified
Agency No. Day of Week Hour Heour Hour Hour Frequency 24T Meal Types HPFHAP ID Drate
BO125 Safehome, Inc. Contact Mame: Necole Foreman
Mepole Foreman Contact Phone No.:
Do Mot Discloss Contact E-Mail:
K5 FBC Agency Categony: BATTERED
BO125 Tuesdsy 5:00 AM 11:00 AM 1:00 P 3:00 PM No T2EIME
BO125 Thursday 2:00 AM 11:00 AM 1:00 PM 3:00 PM No 12E2mz
BO21D Mewhouss, Inc. Contact Mame: Bea Lynn Tucksr
Bas Lynn Tuchker Contact Phone No.:
Do Mot Discloss Contact E-Mail:
MO FBC Agency Categony: BATTERED
BO310 Maondsy 2:00 AM 11:00 AM No 12E2mz
BO310 Wednesday  5:00 AM 11:00 AM No T2EINE
BO310 Fridsy 5:00 AM 11:00 AM No 12872012
Related Topics:

1. Agency Overview
2. Parent Agency Overview
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