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Agency Days and Hours Setup

Purpose of this document

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 5.00.00 is required for the functionality described in this document.
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Agency Days and Hours Setup

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 = Financial Management - Receivables = Agencies.

m Recersables - Microsoft Dynamics MAY

o v Finance Company » Departments » Financial Management » Receivables »
Diepartments

_ Receivables
4 Financizl IManagement

Gereral Ledger .
Lists
Cash Management

Parent Agencies
Cost Accourting

Cash Flow Agency Invoices
Agency Credit Memos
T g Requests to Anprove
P.aya:ulej Bpproval Request Entries

2. You will see the list of Agencies. Select Navigate = Distributions = Agency Days and Hours.

m Agencies - Microsoft Dynarnics NAW client - connected to Dynamics 363 Business Central
o w [ GoldenHarvest » Departments » Agencies & Receivables » Agency Relations » Agencies
- HOME ACTIONS NAVIGATE REPORT
=) }) o] E 3! AR & Shoppers
= = [ B

Attributes & Activity Review ~
Comments Dimensicns Contact Ship-to  Supplemental .
- Addresses  Addresses Web Portal Governance

/] Stati 12325
/A Statistics T o Eﬁ\l
.- ¥ D Entry Statistics a =1
Ledger Leas

ed ~ Std, Agency Qualifierd Agency Days
Entries Storage Entries 1l=Fees & Pounds | Distribution Codes and Hours

3. To edit an existing record click on the line you wish to change.

m Edit - Agency Days and Hours

(=9 Eo Y
- HOME ~ ACTIONS Finance Company - Master Ceres 50 Testing Database - esop... e
= x N N P s
| & = M =W S %#
New View  Edit Copy Show Showas | Cnellote Notes Links  Refresh Clear  Find
List to as List  Chart

Filter
Process View Show Attached Page

Agency Days and Hours ~

Type to filker (F3) Bpency Mo v | v
Filter: 10114
Agency  , Dayof  _ Moming Opening . Morning Afternoon Afternoon Frequency Cornments 24T Meal Types
o Week Hour Closing Hour ~ Opening.. Closing Hour
10114 Monday B:30:00 AM 1130:00 A0 LOOOPR  &00:00 PM | [
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4. To create a new line, either move the next available line and begin entering, or click New in the

Home Ribbon.
EI Mew - Bgency Days and Hours
W HOME  ACTIONS
= )
MNETZX B T
New View Delete | Copy Show as
List st to Chart
Agency Days and Hours ~
bgency . Dayof  ,  Moming Opening Morming
Ia, ek Hour Closing Hour
10114 Nanday 8:30:00 AM 11:30:00 Ap4
10114 Sunday

Afternoon
Opening...

1:30:00 Phd

Afternoon
Clasing Hour

40000 P

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

6. Enter the hours of operation by filling in the Morning Opening Hour, Morning Closing Hour,
Afternoon Opening Hour, Afternoon Closing Hour and Frequency. You can use F8 to copy from
the line above. Frequency could be Weekly, Bi-Weekly, Monthly or similar.

7. Enter any Comments and Meal Types served related to that day.

8. Check the 24/7 field if appropriate.

Agency Days and Hours ~

Agency  , Dayof | Moming Opening , Moming Afternoon
o, Week Hour Closing Hour ~ Opening...
10114 tonday B:30:00 Ak 1L30:00 80 L3000 PhA
10114 Tuesday :30:00 AM 11:30:00 A0 130:00 PRA

Afternoon

Closing Hour

£00:00 P
0000 PR

Type o filker (F3) Agency Mo

Frequency Comments 47 Weal Types
]
Please cantact Ronaldo, m |

|2

Filter: 10114

W

Note: The key to the Agency Days and Hour table includes the Agency No., Day of the Week and the

Morning Opening Hour fields. If you change any of these on an existing line the system will ask you

to confirm that you are renaming the record.

e

flicrosoft Dynamics MAY XD

0 Do ypou want bo rename the record?

| Yes Ho |
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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.

m New - Bgency Days and Hours
- HOME  ACTIONS
= x : 13 P s
= TR © %Kik
New View Edit Delete Onellote Notes  Links  Refresh Clear  Find
List Filter
Agency Days and Hours ~ | Type ol
Agency . Dayof | Moming Opening  , Mloming Afternoon Afternoon Frequency Cornrnents
Mo, Week Hour Closing Hour ~ Qpening... Closing Hour
10114 honday B:30:00 kA 133000 86 L30:00PRA 00:00 Pkt
10114 Tuesday £:30:00 Ak 11:30:00 A0 L3000PRA £:00:00 Pk Please cantact Ronaldo,

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 or days. If you copy records to another Agency and the record already exists, the

existing records will not be overwritten.

Edit - Copy Agency Days and Hours =
BA o France Compery . (2]
YX
Clear

Filter
Agency Days and Hours

Show results:

XK here  AgencyMo. v is 10114

X And Day of Week = is Select 3 value
+ A Filker

Copy to Agency

Show results:

K Whers Moo vis|DECH -
+ £dd Filter
Microsoft Dynammics HAY

Limit totals to:
4 AddFilt 0 Copy the Agency Days and Hours for 10112 to 1 Agencyies)?
ilter

Existing records will NOT be overritten,

o [omen | e ] (e
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3.

In the Copy to Agency FastTab filter the Agencies you want to copy to. In the example above,

Ceres will copy all days of the week for Agency 1011A to Agency A0592. Press OK to copy the

records.

m Edit - Agency Days and Hours

Bl o acions

F=NeR

s

Finance Company - Master Ceres 50 Testing Database - esop...

= x e N Fa e
j m Dé : o W YX it
MNew View Delete | Copy Jnellote Notes  Links  Refresh Clear  Find
List to Filter
P hed F
Agency DE‘IyS and Hours ~ Type to filker (F3) Agency Mo MR
Filter: A0552
. Dayof  _ Moming Opening . Moming Afternoon Afternoon Frequency Cormments 241 Meal Types
Week Hour Closing Hour - Opening... Closing Hour
+ Monday 8:30:00 A 1130:00 A6 L30:00PK &00:00 PR [
Tuesday 8:30:00 Ak 13000 A6 L3GOOPR 400:00 PR Please contact Ronaldo, ]
Agency Days and Hours Page and Report
An Agency Days and Hours List page can be displayed that is based on the setup outlined above. To
view the List, go to Departments—> Agencies & Receivables = Agency Relations = Agency Days and
Hours.
m Agency Relations - Microsoft Dynarics NAY
e v Finance Cornpany » Departments » Agencies & Receivables » &gency Relations »
Departments .
- Agency Relations
 Financial Mzanagement
4 Agencies & Receivables .
Lists
P Contacts
Order Processing Parent Agencies
Iarketing boencies
Trrventory & Fees Bgency Days and Hours
kesponsible Ferson
Bpency Bxpress P
Agency Days and Hours ~ Typetofiter(3) | Agency o
Mo filker.
Agency Day of Moming  Moming  Afternoon Aftemoon  Frequency Comments {7 Meal Types . FBC UNC Agency Mame
Mo, Nifesk Openin.,  Closing.,  Opening...  Closing.. Agency.,  Activit.
: { Monday HI000AM 103000 AW 130:00 PR 400:00 PR I PANTRY  ACTIVE Pantry Agency
Tuesday BI000AM 113000 AM 13000 PM £00:00 PR Please contact Ronaldo, B PANTRY  ACTIVE Pantry Agency
Ionday L0000 AK 10:00:00 AN 2:00:00 PR £00:00 PR B ABUSED HOLDDIET  Synergy Services-+
Sunday 10:00:00 A4 L:00:00 PR Copy to Test B ABLZED HOLDMULT  Synergy Services-2
Ionday L0000 AK 1200:00 PM 100:00 PR S00:00 PR B ABLZED HOLDMULT  Synergy Services-2
Tuesday L0000 AK 1200:00 PM 100:00 PR S00:00 PR B ABUZED HOLDMULT  Synergy Services-2
Wednesday  S00:00 Ak 12:00:00 PM B ABUZED HOLDMULT  Synergy Services-2
Thursday — 10:00:00 A 1:00:00 PR 2:00:00 PR 6:00:00 PR B ABUZED HOLDMULT  Synergy Services-2
Fricay L0000 AK 1200:00 PM 100:00 PR S00:00 PR B ABUSED HOLDMULT  Synergy Services-2
Monday L3000 AM  1130:00 AW 130:00 PR £00:00 PR B ABUSED HOLDDIET  TLC For Children and
Tuesday B30:00 AN 11:30:00 AN 1:30:00 P4 &00:00 PR Plezse contact Ronaldo, B ABLISED HOLDDIST - TLC For Children and
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You can also export the Days and Hours Page to Excel or Word using base Ceres functionality.

Bgency Diays and Hours - Microsoft Dynamics RAY

¥ [ Finance Company b Departinents b Agencies & Receivables » Agency Relations » Agency Days and Haurs

h—
Page Y[ email as atachment
Print & Send b

ﬂa Microsoft Word
E Set Work Date..,

Eﬂ Microsoft Excel
Select Language...

Eﬂ Print Page..

emoon  Fregquen

Selact Senper

The Ceres report can be accessed as follows: Departments = Agencies & Receivables = Agency
Relations = Reports = Agencies:

Agencies - Microsoft Dynamics NAY
0O~

B

¢ Financial Management

Finance Carapany » Departrnents » Agencies & Receivables » Agency Relations » Reports » Bgencies »

Agencies

4 Agencies & Receivables

Agency Reltions Reports and Analysis

CMlobile Docurnents
Microsoft Dynamics CRM
[ Purchasing

& Donation

. Agency List
Ordler Processing Parent Agency Listing
Iarketing Agency Register
Trwentory & Fees Agency - OrderSumlmary
e s Agency - Order Detail

Agency Labels

Top_Agency List

Agency/Tem Satistics
Agency/Tter Statistics Det/Sum
Agency - Distributions List

Agency Balance to D
b Warehouse . 1

Aoeh al Balance

Agency Days and Hours

Human Resources

1. On the Options FastTab, place a checkmark in the Print Detail 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
ACTIONS

T

Clear
Filter

Cptions
Print Detail: 7]
Agency Days and Hours

Show results:

0

X Whers  AgencyMNo, v s 10114, 40592
K And Iorming Opening Hour ™ is |
= Bld Filter
] mn
| Print.. = | | Preview | Caniel

In this example, only Agencies 1011A through A0592 would be included and since Print Detail

has been checked, the Agency information will be included.

3. Select Print to print a hard copy of the report, or Preview to preview the report before printing.

m Print Previewn

Agency Days and Hours
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1 of 27 b M & &8 aE- Find | Mext
IAgency Days and Hours 4410/2020 733 A
Golden Harvest Food Bank Page 1
ESOPRCARKF
Morning Morning Afternoon Afterncon Last
Opening Closing Opening Closing Agency Modified
Agency No. Day of Week Hour Hour Hour Hour Frequency 24/7 Ieal Types HPNAP 1D Date
Sunday Mo 6/1/2019
11020 Saturday 9:00 Ak 12:00 PM Mo 117742016
Comments: available for emergecny assistance
11036 Sunday 2:00 PM 4:00 PM Mo 425/2017
11063 Wednesday 1:45 PM 215 PM Mo 9Y24/2019
Comments: items from retail pick up
11063 Fricay 1:45 AM Z15 PM Mo @24/2019
Comments: items from retail pick up
110683 Saturcay 9:00 Abd 11:00 AM Mo 10718/2016
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4. The report data can also be exported to Excel using base Ceres capabilities:

Agency Days and Hours /—\

1 of 27 b M & @ o« - EE. -
Agency Days and Hours Excel
i5olden Harvest Food Bank PDF
\ Wirord
—
Related Topics

1. Agency Overview
2. Parent Agency Overview
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