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Agency Delivery Zones/Delivery Fees

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

Purpose of this document

This document illustrates how to designate and use Agency delivery zones to calculate delivery fees on
Agency Orders in Ceres.

Copyright © Feeding America 2017, All Rights Reserved.

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

Agency Delivery Zones and Delivery Fees functionality in Ceres provides food banks with the ability to
designate Delivery zones and subsequently calculate delivery fees associated with a given Delivery Zone.
If an Agency is assigned to a Delivery Zone, Delivery Fees will be calculated and charged to the Agency
on Agency Orders. Ceres provides the ability to use flat rates, Delivery Fees per pound of product on the
Agency Order, and a Tier structure to assign different rates based on the pounds delivered to the Agency
on a given order. Automatic calculation of delivery fees can be configured by selecting this option on the
Agency & Receivables Setup page.

Ceres Object release 4.00.00, 4.00.01 & 4.01.41 are required for the functionality described in this
document

Agency & Receivable Setup

1. Go to Departments - Agency & Receivables - Administration 2Setup = Delivery Zones. You will
see the listing of Delivery Zones.

Setup - Microsoft Dynamics MaW

e v Finance Cormpany b Departrnents » Agencies & Receivables » Setup »
Departrments Setup

I= Financial Managerment

4 Agencies & Receivables - '
2 Administration

Marketing Setup
ihoencies & Pecepvables Setup

Sgency Relations

Drder Processing

Marketing el fensioes Satiig
Inwventary & Fees Order Promising Setup
Aency Exnress Monstock Ikern Setup
gEncy Exp Delivery Zones
Chdohile Docurments Delivery Fees

I Purchase Schedule Ternplates

Itern Fees Update Ternplates
Order Handling Groups
Order Routing Groups

- Donation
[ Warehouse
2. To setup the parameters for delivery fees, enter the correct values for the following fields:
a. Delivery Charge Type — choose from G/L Account, Item or Resource

b. Delivery Charge No. — enter the appropriate value based on the delivery charge type
selected.
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c. Delivery Charge Description — Enter the description you wish to appear on Agency Invoices

assessed a delivery fee.

d. Automatic Delivery Charge Calc. — Check this box if you wish to have delivery fees

automatically calculated on agency invoices. Automatic calculation of the delivery fee will be
based on the agency invoice having the correct delivery zone entered. Leave this field

unchecked to force manual calculation of delivery fees.

Agendies & Receivables Setup

General
Discount Pasting: Sync Posting Date / Shpt, Date:
Credit Warnings: Mo YWarning Delivery Charge Type: Account (G/L)
Stockout Warning: ] Delivery Charge Mo.: 485000
Shiprnent on Iwvoice: Delivery Charge Description: Delivery Fee
Return Receipt on Credit Mermo: ] Irewentony Lookup: CQualified Mot Zero
Invoice Rounding: a Allacations Exist:
Ext, Doc, Mo, Mandatory
pe. e Manaatory a Calculate Agency Fees frarm: Lot
Appln, betiveen Currencies: Maone
Reason Code Mandatary:
Logo Pasition on Documents: Center Suppress Printing of Shpt:
Cornpary Position on Docurments: Left Use Parent &gency: &
GAL Freight Account Mo, Shopper Mandatory:
Default Posting Date: Yifork Date Same Fund on Sales Lines: ]
bl Showy &wvailabl tity: v
Default Quantity to Ship: Rermainder rays Shaw Auailable Quantity
Show Requested Oy, Message: =
Copy Comrnents Blanket to Order:
. Agency Top OFf Text Code: TOPOFF
Copy Comrnents Orderto Invoice:
Copy Carnments Orderto Shpt. Require Shipment Method Code: 0
Copy Cmits Ret.Ord to Cr. Merma: [ Default S01(c)(3) frorn Parent:
Copy Crmts Ret.Ord. to Ret.Rept: & Appointrnent Consurption Method:  Both Order Types
Allowy Tax Difference: Confirm &pp, Consumption: Both Order Types
Calc., I, Discount: Delivery Consurmp, Lead (Hours)
Cale. Inv. Dise. per VAT ID: Pickup Consump, Lead (Hours):
Tax Bus, Posting Gr, (Price): - Ewclude Trerm frorm Chl: B
Bxact Cast Reversing Mandatory: [ Allow Pallet Mo, Change Ch/RTO;  [7]
Check Prepmt. when Fosting: Automatic Delivery Charge Cale: )
Archive Quotes and Orders:

Delivery Zones Setup

1. Go to Departments = Agency & Receivables > Administration 2 Setup = Delivery Zones. You will
see the listing of Delivery Zones.
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e - | Finance Company » Departments » Agencies & Receivables »  Administration

: : Agencies & Receivables, Administration
I= Financial Management

4 Agencies & Receivables

Analysis & Reportin
Agency Relations y P g
Order Processing Setup

Analysis Types

Marketing

Distributions Analysis Line Templates
Inventory & Fees

Distributions Analysis Column Templates
Agency Express Distributions Analysis View Card
CMobile Documents

Purchase SEt“P

Marketing Setup

Agencies & Receivables Setup

COrder Promising Setup

=

Donation

[ Warehouse
Human Resources
Roadnet

Appian

-

e

Schedule Templates

Itern Fees Update Templates
Matriks Doc COrder Handling Groups
Order Routing Groups

[ Administration

Company
Businesz Relations
Industry Groups
Web Sources

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.

Delivery Zones/ Delivery Fees Page 5 of 11 Last Reviewed 1/26/2021



MNew - Delivery Zones rees = |- B e S—-
HOME Finance Company - Master Ceres 4 T... e
= & X i & © W
1\ & &> © %
Mew View Delete Show as Motes  Links Refresh Clear  Find
List Chart Filter
Type to filter (F3) Code || v

Delivery Zones -

Code Description

el S| CA Fonel Deliveries
JOMNE1 KC Urban Deliveries
ZOME 2 KC Mon-Urban Deliveries
FOME 3 Topeka (KDC) Pickup
ZOME4 Topeka (KDC) Delivery

Minimum Delivery Charge
0.00
25.00
0.00
0.00
0.00

Mo filters applied

Maximum Delivery Charge
0.00

350.00

0.00

0.00

0.00

Delivery Zones/ Delivery Fees

Enter a unique code for the Delivery Zone.
Enter the description of the Delivery Zone.

Enter a Minimum Delivery charge amount if you would like Ceres to apply a minimum delivery
charge. Leaving the Minimum Delivery Charge equal to zero indicates no minimum delivery charge
(CERES4.00.01).

Enter a Maximum Delivery charge amount if you would like Ceres to limit the delivery charge to a
maximum amount. Leaving the Maximum Delivery Charge equal to zero indicates no maximum
delivery charge (CERES4.00.01).

Once Delivery Zones are created, you will need to assign your Agencies to the correct Delivery Zone
in order to have their delivery fee calculated on Agency Orders. Refer to the Agency Overview
procedure for more information on Agency setup. The default Delivery Zone on the Agency will be
copied to the Agency Order when the Agency is selected. You can override the default Delivery Zone
on an Agency Order if needed. This next screen shows an example of the Delivery Zone on the
Shipping FastTab of the Agency Card.
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C1466 - Friendship House

General
Communication
Invoicing
Payments
Shipping
Location Code:

Zone Code:

Territory Code: ||

Delivery Info.:
Default Ship-to Code:

DEFAULT

Combine Shipments: =
Roadnet Location Type:

Preferred Delivery Time:
Preferred Pickup Time:

Delivery Zones/ Delivery Fees

Page 7 of 11

C1466 | Friendship House | 64171

816-531-7788

Shipping Advice:
Shipment Method Code:

Shipping Agent Code:

Shipping Agent Service Code:

Shipping Time:

Customized Calendar:

Order Handling Group Code:
Order Routing Group Code:
Staging Area:

Matthew Fletcher

816-531-2457 | williamh@esopro.com

GEMERAL
Partial
PICKUP -
Ne
WEEB
HARV WEE
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Delivery Fees Setup

1. Go to Departments > Agency & Receivables = Administration = Setup = Delivery Fees. You will
see the menu for setting up Delivery Fees for the Delivery Zones established above.

Finance Cormpany » Departments » Agencies & Receivables »  Administration

Sk ek Agencies & Receivables, Administration
I- Financial Management

4 Agencies & Receivables

Analysis & Reportin
Agency Relations y P 9
Order Processing Setup

Analysis Types

Marketing

Distributions Analysis Line Templates
Inventory & Fees

Distributions Analysis Column Templates

Agency Express Distributions Analysis View Card
CMobile Documents
Purchase SE‘IZI.IP

Marketing Setup

Agencies & Receivables Setup
Order Promising Setup
Human Resources Monstock Itemn Setup
Roadnet Delivery Jopes
Delivery Fees

Donation

[ Warehouse

= Appian

do plates
Itern Fees Update Templates
Matriks Doc Order Handling Groups
Order Routing Groups

Administration

Company
Businesz Relations
Industry Groups
Web Sources

2. To enter a new record click New. To edit an existing record click on the line you wish to change.
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P it - Delivery Fees L= | E [

i HOME = ACTIONS (7]

B View List Motes £ Refresh
I, Show as Chart E_,l Links . Clzar Filter
> Delete i Find

DE”"JEI’?’ Fees - Type to filter (F3) Delivery Zone Code = | =2 | W

Mo filters applied

Delivery Type Tier Pounds Rate (%)
Zone

Code

CA-7OME-1 Pound 01
ZOMEL Flat 70
FOME 2 Flat 100
FOME 3 Flat ]
FOME4 Flat ]

3. Enter the Delivery Zone or use the AssistButton to select from the list of available delivery zones.

4. Choose the Type of calculation from the following options:

Pound — define that a Rate ($) that will be charged for each pound shipped on the agency order.
Flat — define a Rate (S) will be charged as a flat rate regardless of the pounds shipped on the

agency order.
Tier — This calculates like the Pound option, however you can specify in the Tier Pounds the

minimum weight to qualify for this rate. Using this feature you can discount the delivery charge
for large Agency orders to encourage delivery efficiency.

Please note that the fees are associated with a given Zone. In order for the fees to be calculated, a
Delivery Zone assignment must be made for the Agency ordering the product.

Synchronizing Delivery Fees with Agency Express

If you are using the Agency Express web ordering system, it is important to synchronize the delivery fees
with Agency Express. This will enable an estimated calculation of the delivery fees on web orders
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entered through Agency Express. You should synchronize anytime you update the delivery fees table to
insure that Agency Express is using the current delivery fees.

To accomplish synchronization select Actions = Synchronize Delivery Fees from the ribbon on the
Delivery Fees Card.

- R
Edit - Delivery Fees e E@g
ﬁ HOME  ACTIONS (2]

+
V4

Synchronize

Delivery Fees

Type to filter (F3) | Delivery Zone Code + | = A

Delivery Fees ~

Mo filters applied

Delivery Type Tier Pounds Rate (%)

Zone - e .

Code

CA-ZOME-1 Pound 01
ZOMEL Flat 70
ZOME 2 Flat 100
ZOME 3 Flat ]
FOME4 Flat - 0

Delivery Zones/ Delivery Fees Page 10 of 11 Last Reviewed 1/26/2021



Calculating Delivery Fees on Agency Orders

Delivery Fees do not automatically calculate on Agency Orders with a Shipment Method of Delivery. The
order fulfillment process must incorporate this manual step if you charge delivery fees. The order must
be “Open” since this will add a new line to the Agency Order.

1. To access the Calculate Delivery Charge function from within Agency Orders select Actions 2>
Functions = Calculate Delivery Charge as shown below.

Edit - Agency Order - AG_OOATT  THE Salvarion Army e ——

i HOME  ACTIONS = NAVIGATE __ REPORT

= E} Release O Calculate Delivery Charge 2§ L E} Create Inventary Put-away / Pick... I;T Post...
@i Recpen O Calculete Grants EE) v |5 Create Whse. Shipment ¥ Post and Print..
Process Request '

O Validate Web Order =l [ Test Report..

AO-00487 - The Salvation Army

General Pt
Moa AO-00487| Location Code: KM -
Sell-to Agency MNo.: C0416 - Zone Code: -
Parent Agency Mo.: 1884 - External Document Mo.:
Sell-to Contact Mo.: - Assigned User ID: v
Sell-to Agency Mame: The Salvation Army Appointment Time: -

A new line with type of GL Account will be added to the Agency Order Lines and will show on the Agency
Invoice. If you charge fees, ensure that this calculation is completed before posting the Agency Order
and Invoicing the Agency.

Related Topics:
1. Agency Overview
2. Agency Order Overview
3. AE3 Agencies, Shoppers and Items
4. Agency Express Managing Web Orders
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