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Agency Order Overview

Purpose of this document

Agency Orders are used to process orders from Agencies for product. These can be either “Shopping
Orders” completed when an Agency is checking out, or a Pre-Order of product for pickup or delivery
either via manual entry or via Web Ordering. An Agency Order in Ceres allows you to create the initial
order, ship product, and finish by posting an invoice for all types of orders.

Agency orders can be created manually or via a more automated means such as the Agency Express 3.0
web ordering system. See Related Topics section for many related documents regarding Agency
Ordering.

The options such as the Shipping Option and “Exclude from Warehouse Documents” mentioned in this
procedure should be reviewed and established before the food bank starts creating Agency Orders.
Assistance from your Ceres VAR or the Feeding America Service Desk may be needed if you wish to
update these configuration options.

Ceres Object release 5.00.00 is required for the functionality described in this document.
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Accessing the Agency Order

1. The Agency Order can be accessed from Departments = Agency & Receivables = Order Processing

- Agency Orders

IE Order Processing - Microsoft Dynammics HAY

Departments
» Financial Management
4 Pgencies & Receivables

Order Processing

. Lists
:_..ﬂ\gency Relations Agencies
Conkacts
Mercetng
Triventony & Fees Agency Return Orders
. - Agency Invoices

e v | Finance Corapany » Departbments » Agencies & Recetvables v Order Processing »

2. If you are using batches, select your batch from the batch list and click OK; otherwise click Cancel.

Note: In this scenario, clicking cancel will display all orders, regardless of batch.

Batch Selection -

Marne . Description
Blank Batch

SFW Shop/FaxWalk-in

TEST Test Batch

WEB ORDERS  Web Orders Only

Batch Selection = = =
- HOME ~ ACTIONS Finance C..[7]
o Show as List Tonehote | &4
! Showr as Chart Hotes o
Modify B '

[} Links #

FTOLESS i SO A

Type to filter (F3) Marne | 3| w

Ok

Cancel

3. You will see the listing of open Agency Orders that exist within the system (filtered by batch as
selected). Select an order from the list to edit it, or click New to create a new Order.
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Creating Agency Orders

This section of the procedure provides a general overview of creating and processing an Agency Order.
This general process is then further clarified in the Agency Shipping Options and Exclude Zone from
Warehouse Documents sections below. To determine your current Agency Order configuration, contact
your Ceres lead, the FA Service Desk or your Ceres VAR as appropriate.

1. Click Home = New to create a new Agency Order

IE Agency Orders - Microsoft Dynamics MAY

° v D Finance Corpany v Departents » Agencies & Receivables » Order Processing » Agency Orders
- HOME |~ ACTIONS — NAVIGATE
T /. E x [ i 1‘ @R&open | @ 13 —ll ~ Y
117 & Ti= B B9 = ‘ oy | &7 I i
News Edit  View Delete  Post.. Postand Release - Print Show as elote Notes Links Refresh Clear  Find
Send.. Statistics Canfirmation... slist  Chart Filter
: Agency Orders -
¥ Financial Management
4 Agencies & Receivables
Agency Relations e . o Sell-to Agency Mame Shipment  Location  Sello 2P Status Shiprnert Gross Weight Armount: Lmount Weh  Web Status
Order Processing Agenc.., Methad .. Code Code Date Including Tax  Order
Marketing AO-0041T Aldd Synergy Services- DELIVER KA Released 2972014 ] 0.00 .00 REL
Tnventory & Fees AQ-00422 ANddZ Gmergy Services- DELIVER KAN Released 1572014 ] 0.00 oo REL
Agency Express AO-0046 40442 Symergy Services- DELMER KA Open 8129/2014 ) 0.00 1.0 ACK
Chlnhile Dacment:
Agency Order
General
Ho.: Pasting Date: -
Bgency Mo - Order Date: -
Sell-to Due Date: -
hgency Name: %* Externial Docurnent No.:
Adldress: Basigned User [D:
City: M Bppointment Time: -
State: Shopper: -
TP Code: v Shopper Mame:
Contact Mo.: v Your Reference:
Contact: v Order Mo difications: -
Sell-to Contact Phone: Order Version: ]
Sell-to Contact Phone B Status: Open -
Shipment Date: - Fund Mo -
Shipment Method Code: A Mobile Partry: [}
Location Code: - Send to Voxware: [}
Zone Code: . Outstanding Picks: ]
Pasted Shipments: ]
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2. Pressthe Enter or Tab 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 Shipment Date by using the Work Date

AO-01121
General
Ho.: A0-01121 Posting Date: 5/20,/2019
Agency Mo | Ordler Date: 57292019
Sell-to Due Date:
Agency Mame: * Edternal Docurnent No.:
Agdress: Assigned User ID:
City: Bppaintrment Time:
State: Shopper: -
7P Code: Shopper Name:
Contact Mo.: ‘Wour Reference:
Contact: w7 Order bodifications: v
Sell-to Contact Phone: OrderWersion:
Sell-to Contact Phone Bdt.: Status Open hd
@ipment Date: 3/28/201% Fund Mo.:
Shipment Method Code: Wabile Pantry: [
Location Code: Send to Vosnware: O
Zone Code: Outstanding Picks:
Posted Shipments:

Agency Order Overview Page 5 of 28

In the 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, Branch Code and Fund No. will flow from the Agency Card. If the
Agency has any invoicing information, shipping information or delivery information it will flow to the
appropriate tab of the Agency Order. This includes location, delivery zone, payment terms, etc.

Fill in the Shopper field. This is the person who placed the order.

Fill in the Your Reference field with an Agency supplied document number, such as a purchase order
number, that will help them identify documents related to this Agency Order.

Note: If a web order, this field will have the PO number for Agency Express and will not be
editable.

Move to the lines of the Agency Order. Here you specify which items the agency is ordering, along
with the quantity and any fees. Depending on the setup of the warehouse location, you may need to
enter additional information here, regarding pallets, lots or bin locations. This will be discussed in
detail in the section titled Agency Order Shipping Options.

In the Type field, select “Item.”
In the No. field, type in the item number or use the lookup to select the Item from the list. The
Item’s Description, Unit of Measure, Available Quantity, and Agency Fee will flow forward to the

line.

Note: If the Agency’s credit limit has been exceeded or they are past their monitoring expiration
date, you will receive warnings accordingly. Depending on your level of access, you may or may
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not be able to resolve the warnings.

If you wish to change the location for this line; in the location field, select the Location where the

Item will be shipped from. Otherwise the Location will default from the Order Header, which in turn
defaults from the Location specified for this Agency.

10. If the Location you specified is not set up for inventory picks (See Location Overview Procedure),
then you must enter the Bin Code, Lot No. and Pallet No. The Pallet No. is only required for items

that are setup as palletized items. See Agency Order Shipping Options.

Lines

i Line = i Order ~ df Find  Filter Clear Filter
Type Mo Description Milable Locstion  Zone Code BinCode  PalletMo.  LotMo. Quantity  Unit of

Quantity Code Measure
Code

Ttemn 10200 Conditioner 455 kAN 7 CASE
Ttemn 10799 Cereal 74 KaN 1 CASE
Ttern 10592 Seasoning 5 KAM 1 CASE

11. If not defaulted from the Agency Card, and Dimension values apply for this Order can be added to
the Invoicing FastTab and, if selected, will be populated on the lines.

Microsoft Dynarnics MAY @

9 You may have changed a dimension,

Do youwant to update the lines?

es Mo

If you require a Department and/or Project Code, specify the Codes on the lines and on the Invoicing
FastTab. If you enter the Department and Project on the Invoicing Fast Tab, all lines entered will
default to the same Department and Project automatically. You may change them on the lines if

necessary.

Note: Dimensions added on the Invoicing Tab will post through with the Agency Invoice Header.
Dimensions on the Lines will post through with the inventory information (Item Ledger Entry).

Agency Order Overview
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Lines
Filine » FOrder - i Find  Filter T, ClearFilter
Type Ma. Descrigtion
Quantity Code
Ttern 10200 Conditioner 455 KAN
Ttemn 1079 Cereal T4 KA
Tem 10302 Seasoning 5 KaM
<
Tokal Grarits Apglied Total Gross Yieight
139
Invoice Details
Payrnent Termns Cade: v
Payment Method Code: -
Grant No.: -

Byailable Location  Zone Code

T

Bin Code

Palletbo, Lotho. Quantity  Unit of
Measure

Code

2 CASE

1 CASE

1 CASE

Total Incl. Tax (USD):
27

Department Code: 1000 -

Project Code:

CIRHOPE -

Unit Gross ~ Unit Fees
Weight

Line Amount  Department
Excl. Tax| Code

7 0.70
u 199362

1400 1000
1,99 1000

TotalIncl. Taxless Tatal Grants Applied
339

CIRHOPE
CIRHOPE
2 CIRHOPE

Praject Code

12.

In the Quantity field, specify the amount of quantity ordered. The requested quantity is in
reference to the Unit of Measure field.

Note: Availability of items is subject to numerous factors including location, agency qualifiers
and item qualifiers and warehouse Zone and Bin types. Additionally, the Available Quantity
calculation may be delayed depending the value of the “Qty. Available Calc. Method” field on

Inventory Setup.

Inventory Setup

General
Lutomatic Cost Posting: H
Autornatic Cost Adjustment: Day
Default Costing Method: FIFQ
Copy Comments Item Inl.: H
A2H Irecertory Value:

Mlax, Pick Labels per Tem :

-

-

1539
2

Blloczted Chy Remaining Action:

Residual Alloc, Inl, Ternplate:
Residual Alloc, Inl, Batch:

i -
ALLOC -
REZID -

CQty. failable Calt. Methnd:) [ Caleulation C... H

Pallet Mo. Required Default
Bl Mon-Lot Tracked Tterns:

All Caleulation Components

Quantity Component Only

The Qty. Available Calc. Method has the following options:

All Calculation Components - Imposes no change to the availability calculation; the calculation
executes whenever any singular component of the calculation (i.e. Item, Location, Zone, Bin,
Pallet, Lot, or Quantity) is specified or changed on the Agency Order line.

Quantity Component Only - The Quantity Available calculation will only execute if a value for
Quantity is specified or changed or if a value for Quantity already exists and any other
component of the calculation is specified or changed (i.e. Iltem, Location, Zone, Bin, Pallet, or

Lot).

Agency Order Overview
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13. Repeat the steps above for each additional item that will be ordered.

Note: Agency Orders can be edited by highlighting an order from the list, then right clicking and

selecting Edit or by double clicking on the Order number.

- HOME | ACTIONS — NAVIGATE

j /‘ E}\ x [z ?*_—'I 1| ﬁ‘Reopen E}! @
‘ L L/ |'j Post Batch...
New Edit ) View Delete  Post.. Postand Release o Print Show  Show as
Send... Statistics Confirmation.. | asLlist  Chart
Departrents 'C“EJ ency Orders -
= Financial Management
4 Agencies & Receivables
Agency Relations M. . -t Sell-to Agency Mame Shipment  Location
Order Processing AgQENt.. Fethod .. Code
Izrketing A0-00570  BO35E Hope House, Inc. DELIVER kAN
Irrventory & Fees £0-01121  BO35S Hope House, Inc. DELIVER Kan

IneMote Motes

—
_l

)

Links

Sell-to AP
Code

Status

Open
Open

Calculate Delivery Charge Functions

1. Ceres provides the ability to calculate and charge the Agency for the delivery of product on the
Agency Order. This is accomplished through the delivery zones and fees process which is explained
in detail in the Delivery Zones and Delivery Fees document. To calculate the delivery charge on an

agency order, select Actions = Functions = Calculate Delivery Charge:

m Edit - Agency Order - £0-01121 - Hope House, Inc.

HOME | ACTIONS NAVIGATE ~ REPORT
[E7E-mail ﬂ—l E g Er Copy Document..
.
[T View Picks Ly [ Elﬁrc hive Document
Pracess . . Release Calculate  |Calculate Validate Get Recurring
[ View Posted Shipments Delivery Charge| Grants  Web Order Agency Order Lines.. E15end -

inchions

2. Ceres will calculate the appropriate charge and insert a delivery charge line on the Agency Order,
based on setup. (This requires that there is a value in the Delivery Zone field on the Delivery/Web

FastTab and is only applicable for Delivery orders).

Lines

I Line ~ T Order ~ i Find  Filker Clear Filter
Type Mo, Description Huailable  Locstion  Zone Code  BinCode  PalletMo.  LotMo. Quantity  Unit of Unit Gross  Unit Fees Line Arnount

Quantity  Code hleasure Wzight Excl, Tax
Code

Co/laccount 485000 Delivery Fes 0 KA 1 210 ) 210
Ttem 10200 Conditioner 455 KAN 2 CASE 7 0.0 140
Ttem 10799 Cereal T4 kAN 1 CASE 11 199362 199
Trem 10592 Seasoning 5 kaM 1 CASE 2

Calculate Grants

Agency Order Overview Page 8 of 28
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1. Ceres provides the ability to calculate and allocate qualified grant money to the Agency Orders. The
calculation and qualification of Agency and product are explained in detail in the Agency Grants
document. To calculate the grant allocation on an Agency Order, select Actions = Functions 2>
Calculate Grants:

m Edit - Sgency Order - 40-011121 - Hope House, Inc,
HOME | ACTIONS = NAVIGATE  REPORT

7 E-mail _1| = E g E® Copy Document...

[ View Picks Ly L 4] |E| Archive Document
Process ) . Release Calculate Validate Get Recurring

[ View Posted Shipments Delrvery Chargel Grants MWeb Order Agency Order Lines... [=95end -

Ceres will calculate the appropriate allocation for each eligible product and enter it on the
appropriate Agency Order Lines. See Agency Orders with Grants Overview for more details on this

process.
Lines
[ Line ~ i Order ~ # Find  Filker Clear Filter

Type [0 Description ode  PalletMo.  Lothlo. Quantity  Lnit of Unit Grass  Unit Fees Line Amount  Depattment  Project Code  Qty.to Quantity Oty.to Qua.. fGrant Allocation
Ideasure Weight Excl Tax  Code Ship  Shipped  Inwoice  Inv.. Arnount
Code

G/L Account 485000 Delivery Fee iL LI 4,70 1000 CIRHOPE 1 il 210

Tem LR Conditioner 1 CASE 7 0.0 140 1000 CIRHOPE 2 2 140

Tem 10799 Cereal 1 CASE 1 199362 1.99 1000 CIRHOPE 1 1 15

Temn 10392 Seasoning 1 CASE 2 1000 CIRHOPE 1 1

Releasing the Document to the Warehouse

1. When the data entry is complete and the Order is ready to be released for picking and shipping,
Click Home = Process = Release. This locks the page so users are unable to enter more items or
change quantities. This step is required prior to posting.

Edit - &gency Order - 40-011121 - Hope House, Inc,
HOME =~ ACTIONS  NAVIGA REPCRT

_d t T [‘é [5 [E71 Email Confirmation..,
[fr—r -

=% T Mew v ~ar = Print Confirmation...

View Process E-mail| Release Feopen Create Inventory Pui-

X Delete awiay/ Pick... Statistics

Note: That the Order can be reopened by clicking Home = Process = Reopen. Until an Order
has been released it is not available to the warehouse for picking or shipping.

There is also an option to Release all Agency Orders for a specific date using a batch routine. Once
you are comfortable with Order by Order release and the results are accurate, then batch releasing
may be integrated. More information on this task is available in the Order Grouping and Staging
Procedure.
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2. If your Location is not set up for Require Pick (Ship Option 2) or Require Shipment (Ship Option 3)
you may print a Pick Ticket from the Agency Order by clicking Home = Report = Ceres Picking List

by Order.

Edit - Agency Order - £0-01121 - Hope House, Inc,

HOME | ACTIONS

T

U New
View

X Delete

MAVIGATE

Procezs E-mail Release

REPORT

s
el

Ky =
L Cmp

=open Create Iventory Put-
away/Pick...

[E1Ernail Confirmation...

EI Print Confirmation...

Statistics

Ceres Picking f0rder Pick
List By OrderJ  Ticket

3. Below is a sample of the printed Pick Ticket from the Agency Order.

Picking List by Order

1 wof 1

Sold To:
Hope House, Inc.
Gamy Ashmare
Do Mot Disclose

o

DELMER
052919

Shipment Method:
Shipment Date:
Appaintrment Time:

Bin Code Hem No.

10200
Conditianer

10793
Cereal

10592
Seasoning

@ LJ | J* - 100 s Fird Hext
Picking List by Order
Crder Date:  £/29/2019
Order Murnber.  AQO1121
Page: 1
Ship To:
Hope House
456 State Stree
Agency Mo: BO558
Shopper. HH Shopper
Unit of Quantity Quantity Oty. to
Pallet Ho. Lot Ho. Measure  Ordered Shinned Pick
Case 200 0.00 200
Case 1.00 n.oo 1.00
Case .00 0.00 1.00

Picked

4. You may print the Order Confirmation if needed by clicking Home = Process = Print Confirmation.
[On the Options FastTab, you can choose how many copies to print and choose if your Company

Address should show].

Agency Order Overview
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Note: If Default No. of Copies are setup, inputting an amount below will represents the number

of copies needed in addition to the number specified in the default setup.

Options

Humber of Copies:

Print Company &ddress: [7]

Archive Documnent: ®

Log Interaction:

Surnimarize By fern

Order Group Option: Order Handling Group

wlodify Staternent

5. Click Print. Below is a sample Order Confirmation (Based on the Report ID selected in Report
Selections for Agency Order):

Agency Order

1 of 22 b M

Bil
[Te: Hope House, Inc.
Gany Azhmore
Do ot Disclize
MO
Ship Via [relivery HARY Web Ordets
Ship Date S0
Appt. Time 120000 Abd
Terms
fem Mo, Description
Deliveny Fee
0200 Conditioner Released Feeding
Ameiica 4y 254 oz botiles
1070 Cereal Assorfed Flawrs 30 of
banuls
0582 Seazoring Variety of dry phog crock
pot bbg.s tew,chicken 1242 oz

Signature:

m - Firnd Mext

© eSoftware Professionals

AGENCY DORDER
Agency Order Ho, A0-01924
Fugency Order Date: SI200049
Fage: 1
SHip ane
Te: Hope House
a5 Stafe Stree
P arent Agency 1D £59
Agency ID BOEEs
“f'our Referenca Na.
Oides Dte LTyl
Resp. Person
Gross
Uit Weight Ghy. Uhit Fee CubicFest  Total Fee
1 7 2
Cae Cxe 4 2 i} 1 140
Cae Cze il 1 18 2 122
Cae Cxe z 1 1
Subkatal (i E]
Grank Credit: -G0a
Tokal §: 0100
Totd Gross W eight: 27
Grark Summary
HH County Grant Fy {0 Apitday: 2
Mizc. Agency Giant: 140
Mise. Agency Grant: 199

Agency Order Overview
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6. You may now close the Agency Order
Agency Order Shipping Options

Warehouse shipping documents or inventory pick documents are the primary source documents used
for outbound processing of inventory on Agency Orders. When setting up your warehouse you make a
number of different choices regarding how you want to operate and the level of detail and complexity
you want to work with. The choices you make affect how you perform operations in Ceres. One of these
choices is how you want to pick items in your warehouse location. Ceres provides three basic options to
accomplish this task depending on the setup and needs of the individual warehouse locations. Different
Locations of the food bank may operate differently. The Location & Zone Setup has fields that are used
to determine how Ceres will handle outbound shipment needs. The Inventory Workflow Procedure
Document for Ceres has a detailed description of each option. The Location Overview and Zone
Overview Documents also discuss the fields in some detail.

Warehouse Location Options Shipment Required (FALSE) Shipment Required (TRUE)
Table
Pick Required (FALSE) OPTION 1 - Ship & Invoice OPTION 3 — Warehouse
directly from Agency Order Shipment Document — 1 Step -
No Staging
Pick Required (TRUE) OPTION 2 — Use create
inventory pick documents

Note: Regardless of Shipping Option chosen, please refer to the section excluding Zones from
Warehouse Documents at the end of this document for additional information.

Shipping Option 1- Agency Order

This option allows for direct posting from the Agency Order without the need to create any warehouse
documents. This is the simplest of the options but provides the least control over the planning and
execution of warehouse activities. It is typically used by Shopping food banks and those with minimal
need for a directed Picking process. Agency Orders using this type of warehouse setup require the user
to enter all needed warehouse information or allow it to be auto assigned on Release. The Branch Code,
Location Code, Zone Code and Bin Code must be entered in the Agency Order line. The Pallet No. is
optional depending on the setup the individual items being ordered. If the Location has a single bin, the
Zone Code and Bin Code will default to the same Zone Code and Bin Code of that single bin. When a
Pallet No. is entered on the Agency Order line, the Zone Code and Bin Code linked to the Pallet will be
automatically entered on the Agency Order Line for you.

After the Order is physically fulfilled either by shopping or picking, follow the steps below to complete,
post the Order and Invoice the Agency.

1. After the products have been picked and shipped, return to the Agency Order from Departments 2>
Agency & Receivables = Order Processing = Agency Orders
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2. Select the Agency Order from the list and click Actions = Edit

3. Entertoday’s date in the Posting Date field and adjust the shipment date if necessary.

4. Move to the lines of the Agency Order

5. Update the Qty. to Ship field with the actual quantity shopped/ picked/ shipped to the agency.
Note: If the Qty. to Ship is lower than the Quantity (requested) field, you will need to update
the Quantity on the Line to match the quantity shipped, otherwise you will be left with a

remaining quantity to ship/invoice for that line.

6. Once you have verified the data, Select the Post or Post and Print option from the command ribbon
or Click Home = Process, then choose one of the Posting Options as shown here:

Edit - Agency Order - 40-01121 - Hope House, Inc,
HOME = ACTIONS  MAVIGATE  REPORT

[k t o [ Email Confirmation.. = = . B R
4 1) =Bt I T 5 i g =
=% ] Mew W ~ar = Print Confirmation...

View Process E-mail Release Reapen Create Inventory Put- Ceres Picking  Order Pick | § Post.. Postand Postand

A Delete aviay/Pick.. Statistics List By Order  Ticket Mew..  Send..
Post and Send...
Finalize and prepare to send the
Post... (F9) document according to the

ustomer’s sending profile, such as
Finalize the document or journal by attached to an email. The Send

e f ! e Post and New... {Shift+F9)
posting the amounts and quantities

document to window opens first so
to the related accounts in your Past the sales document and create you can confirm or select a sending
company books a new, emply one, profile,

Note: Additionally, the shipping documents can be reprinted from a Posted Agency Shipments
and Invoices can be reprinted from Posted Agency Invoices.

7. Select Ship and click OK

flicrosoft Dynamics MAY E Mlicrosoft Dynarnics MAY e
o @ Ship o ) Ship
() Invoice () Inwoice
() Ship and Invoice @ Ship and Iwaice
| 0K l Cancel | | QK ] Cancel |
or

Note: You can post the Order shipment and invoice in one step by choosing Ship and Invoice. If
you choose only to Ship now, you may return to the order and select Invoice to post the actual
Agency Invoice. In most cases if you are using Option 1 to handle outbound shipments directly
from the agency order, you should select Ship and Invoice.
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Shipping Option 2 - Inventory Pick

This model will most likely be used by food banks that want a separate pick document with more
guidance for the warehouse team. This option is typically used by larger food banks that have their
agencies pre-order most product. It does not preclude setting up a Shopping Area and processing orders
as noted with Shipping Option 1 above.

When your Location or Zone is set up to require warehouse processing in this way, you create at least
one warehouse pick guide document for each outbound Agency Order. If the Agency Order contains
order lines from multiple Locations, then a separate pick document will be created for each Location
with the corresponding Agency Order lines on it. You can also choose to create a Pick for each
warehouse Zone if desired. From the pick page, you organize your picking information, print the picking
ticket, enter the result of the pick, and post the pick. Refer to the Pick Enhancements document for
more detailed information on creating pick documents.

Creating inventory pick documents can be accessed from either the Agency Order or from the
Warehouse menu.

Creating Inventory Pick from the Warehouse Menu

1. Multiple pick documents can be created at once from Departments 2 Warehouse = Planning &
Execution - Tasks = Create Invt. Put-away /Pick:

lﬁ Planning & Execution - Microsoft Dynammics MAY

o v Finance Corapany » Departments » Warehouse » Planning & Execution »
Departments

e Planning &t Execution
» Financial Management

b Agencies & Receivables

. Lists
2 Purch?smg Tems
» Donation Monstack Iems
4 Warehouse Stockkeeping Units
Orders & Contacts Kit BOM
T o Trznsfer Orders
= Warehouse Receipks
Goods Hzndling Order by Or.. Warehouse Shipments
Goods Handling Mulaple Or... Lots
b Inwentory Pallet Suggestions
Agency Pallets
I GTIN
Hutnan Resources Tasks
* Roadnet

Bin Contents

® Bppian  Creste Invt Put-away/Pick )
b B, Leased Sorage ut-awiay darksnee

Pick Worksheets

hdowement Worksheets
Internal Movernents

Itern Reclass, Joumals

Pallets
Clezn up Tres, Picks

¥ Bdministration
¥ Web Portal
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From the Create Invt. Put-Away/Pick Page, set filters based on how you want to generate the pick
documents. Refer to the Pick Generation Enhancement Procedure for some additional options.

Pick documents are created with the lines and quantity needed for each line. The recommended Bin
code, Lot or Pallet for the quantity are also provided on the Line. You can find the List of Picks
created by accessing them via each Agency Order or via Inventory—> Tasks = Goods Handling Order

by Order = Lists = Inventory Picks.

Once the product has been picked, go to the Inventory Picks lines sections and update the Qty. to
Handle field to reflect what was actually picked.

Note: There is an “Autofill Qty to Handle” option on the Ribbon as well. When the pick
documents are created, the Qty to Handle field automatically defaults to the Quantity field.

1B it - Inwentory Pick - It Pick . IPD-02675
- HOME | ACTIONS = MAVIGATE  REPORT

Epq Delete Qty. to Handle
Get Source Post.. Postand  Print.
Document.. L &gency Top Off Worksheet Print..

.y Autofill Qty. to Handle
Invt, Picl Ly

Have the system enter the
outstanding quantity in the Qty. to
Handle field

General

4. In this example the Qty. to Handle was changed to 1 instead of the 2 requested based on actual
availability of product:

Lines P
Functions ~ ElLine - # Find  Filter 7. ClearFilter
lineNo. Action  Source Source Mo, em . Description Pack Sze locat. , Zone . BinCode , PalltMo.  LotPlo. LotMo.  Exirsfion  CumentBin  Quantity  Qytn Qty.Handled Gty
Type  Document Ho. Code Code Blocked  Date Handle
30000 Take  AgencyOrder AO-01121 10582 Seasoning /20 Kan DRY 104 1203-01818 LOT-452388  Mone 11044 1 1 0
0000 Take  AgencyOrder AO-01121 10738 Cereal 50 ct boals ke DRY 00004 1208-00002  LOT-0002Z  Mone 01-100-4 1 1
10000 Take  AgencyOrder AQ-01121 10200 Conditioner 4/2540zbottles  KAN DRY 051078 I12-04225  LOT-430081  Mone s (2 1)

Note: You can use the Delete Qty to Handle function to remove the quantities in the “Qty. to
Handle” field. This can be useful on documents with many lines where you may have used the

auto fill function in error.

Edit - Inventory Pick - Tnut, Pick . [PD-02675
Finance Company - Master Ceres 50 Te

- HOME | ACTIONS | NAVIGATE  REPORT

7 Autofill Qty. to Handle e ] & )
It T & e
5 Delete Qly. to Handle
Get Source Post.. Postand | Prin.
Document.., [T Agency Top OFf Worksheet Print...

Invt. Pick - IPD-02675

General
Lines Fra
Functions = [ Line ~ % Find  Filker 7 Clear Filter
LineMo. Action  Source SourceMo.  kem , Desciption Pack Size locst. , Zone  , EinCode , PalletMo.  LatMo. LotMo,  Epition  CurentBin  Quantity ((Qtyto Py Handled Gty
Type  Document Ho. Code Code Blocked  Date
30000 Take Agency Order AQ-11121 10592 Seasoning 12/2ox KAN DRY 12-114-4 1203-01918  LOT-432888  Mone 12-114-4 1 0
20000 Take Agency Order AQ-11121 10799 Cereal 50 ctbowls KAN DRY 01-100-4 1208-00002  LOT-00022 Hone 01-100-4 1 0
10000 Take Agency Order AQ-11121 10200 Condrtioner 4254 oz bottles KAN DRY 05-117-4 111204225 LOT-430081  Mone 05-117-4, A\ o) [I
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5. Once you have updated the pick documents you can post them to indicate the product is no longer
in the Pick Bin. The posting function will allow you to post just the shipment or the shipment and the
invoice at the same time. If any required information for posting the invoice is missing, you will only
be able to post the shipment, and the posting of the invoice will need to take place from the Agency
Order. If the warehouse team is posting Picks, typically “Ship” is selected, and Accounting reviews
and Posts the Invoice from the Agency Order. This is the recommended workflow so that Delivery

fees and Grant applications are not missed.

6. To post the pick the Post or Post and Print option from the command ribbon or select click Home 2>

Process, then choose Post or select Post & Print to also print an invoice.

1B it - Inwentory Pick - It Pick . IPD-02675
- HOME | ACTIONS  MAVIGATE  REPORT

IF’(_ T fgency Top Off Warksheet
=i Print..,

—‘q U] Mew
View

X Delet Post.. Postand | Get Source
elete H

Print.. JDocument. E1E-mail

7. Choose from “Ship” or “Ship and Invoice” (the latter will also post the associated order) and press
OK. The recommended option is SHIP so that you can make any required changes to the order

before posting.

Ficrosoft Dynamics AW @

(| O
7 Ship and Irvoice

[ ok || cancel |

Creating Inventory Pick from the Agency Order

1. To create a Pick for only one Agency Order, from the Order, Select Home = Process = Create
Inventory Put-away /Pick from the Agency Order. The Agency Order must be in the released status

in order to create the pick.

Edit - Agency Order - A0-01116 - Smergy Services-2

HOME | ACTIONS  MNAVIGATE  REPORT

L [}
: ]

—‘Q ] Me v

View Process E-mail Release

X Delete

Statistics

[E7 Email Confirmation...

1= Print Confirmation..,
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2. Check the “Create Invt. Pick:” field. Check the “Print Document” field if you wish to have a printed
copy of the Inventory Pick documents created. Check any additional fields as required. Press OK to
create the pick(s) and print any documents as selected.

Edit - Create Invt, Puk-awayFickMovernent

- ACTIONS
\YX
Clear

Filter

Saved Settings

Options

Create Inwt, Put-Rmay:
Create Invt, Pick:

= O

Create Invt, Movement:
Print Document:

Print 23 Single Docurnent:
Print Agency Pallet Tag:
Shony Ervor:

Sort by Appointrrent Tirne:

OOEOEE

Pick Creation Sort Order:

Warehouse Request

Show results:
A Where  Spurce Mo, T is

Matre: Last wsed aptions and filkers -

o o=
[Firance Company -.. (2

m

Ok | | Cancel

Note: The Create Invt. Put-away / Pick report can also be run from Departments > Warehouse
- Planning & Execution = Tasks = Create Invt. Put-away / Pick. Running from this location is
generally done in order to create picks for multiple Agency Orders at once.

3. You will receive a message informing you of how many picks were created. If you checked the Print
Document box, the picks will print as well.

Microsoft Dynamics MAY

o Murnber of Invt, Pick activities created: 1 out of & total of 1

=

Agency Order Overview
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4. Below is a sample of the printed Picking List.

Ceres PFicking List-Landscape
1 of 1 0% - Find | Mest
Picking List GA2019 538 A
Finance Company Page 1
ESOPROMC AN
Location Code HAH Agency No. BOASE
Ho. |PO-02676 Agency Name Hope House, Inc.
Shipment Method Code DELIVER
Appointment Time
*IPD-02676*
Shipment  Hem No. [ Init ITotal Oty UOM  Qfy.

Source No. Date Zoneor FBC  Description f Description 2 / Pack Size  Pallet Mo. Lot No. Bin Code Wi, (Base) Code  Handled
AC-1121 412912019 10582 Seasoning 1203-01918  LOT-452888  12-114-A ? TCASE

DRY ariety of dry plg crock pot bibg stewrchicken ~ 127 20z z
AC-011H A2%2019 10793 Cereal 1208-00002  LOT-00022 01-100-A i 1CASE —

DRY Azsorted Flavors ~ 50 ¢f bowls i
AD-M1121 41292019 10200 Conditioner 1112-04225  LOT-43008 05-117-A T JCASE

DRy Released-Feading America ~4 1 25.4 oz hottles 14

Summarny:
Total Qty. (Base): 4
Total Gross Weight: ri

5. Once the pick document has been created it will then be handled from the warehouse menus for
picking and shipping. Please refer to the section above “Creating Inventory Picks from the
Warehouse Menu” for further explanation of the picking and shipping process.

Shipping Option 3 - Warehouse Shipment

Option 3 allows for the creation of a single warehouse shipment for multiple Agency Orders. Warehouse
shipment facilitates a single step posting for the shipment and does not provide for staging. Refer to the
Inventory Workflow Procedure for more information on the Shipping Options. This option is typically
used in smaller pre-order warehouses where a Wave Pick style fulfillment is preferred. Alternately, you
can create a Warehouse Shipment for multiple Orders for the same Agency if you need a mechanism to
group them together for picking.

It is possible to setup Zones within a Location to be excluded from inventory picks by checking the field
“Exclude from Pick” on the Zone. For those Zones, the Zone Code and Bin Code must be entered on the
Agency Order Line and those lines must be posted via the Agency Order (Shipping Option 1).

Creating warehouse shipment documents can be accessed from either the Agency Order or from the
Warehouse menu.
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Creating Warehouse Shipment from Agency Order

1. To create a warehouse shipment from the Agency Order, select Actions 2 Warehouse - Create

Whse. Shipment from the Actions command bar of the Agency Order.

Note: That the Agency Order must be in the released status.

m Edit - Agency Order - A0-00442 . The Sahation Sy

- HOME  ACTIONS MAVIGATE REPQRT
E) | [3Release Calculate Delivery Charge [ £+
Calculate Grants B
Process Validate Web Order [

nctions

Giimate Whse. 5hipment)

)

[£ Create Inventory Put-away/Pick...

2. The warehouse shipment will be created and a message informing you of that will be reported back.

Microsoft Dynamics NAY 2 |

the lines on this Warehouse Shiprent Header require special
warehouse handling. The Bin Code for such lines has been setto

blznk,

0 1Warehouse Shipment Header has been crezted, One or more of

3. After clicking OK on the creation notification, the new warehouse shipment created will be

displayed.

E] Edit: - Warehouse Shipment - WIHIP-00062
- HOME = ACTIONS  NAVIGATE
= -

dit = t::u é‘él E—\ ‘Y _B-Get Source Documents... I
o v [ Create Pick... )

g Ll Mew
WView Autofill Qty.  Post  Postand Release Use Filtersto Get o
X Delete toShip  Shipment.. Print.. Src.Dogs.. I Print.

WEHIP-00062

General
Ha.: WYSHIP-00062 Posting Date: 6/10/201% -
Location Code: RF - Assigned User ID:
Zone Code: - Assignrnent Date:
Bin Code: R Assigniment Time:

_l‘_l

e
Notes  Links

R4

Refresh Clear

Finance Company - Master Ceres 50 Te

2 Goto

4 Previous

Filer P Next

Document Satus: - Sotting Method: [ |

Status: Open
Lines @
[ Line + 4% Find  Filker T Clear Fifter
Source Source Mo, Ttern Mo, Description Lacation Zone Bin Pallet Mo. Lot Mo, Quantity ity to Ship Qty. Shipped  Qty, Outstanding  Dn
Dacument Code Code Code
Agency Order AD-011126 RFF RF Frozen ftern RF FRZ FO2-2 1305-04410  LOT-03750 5 5 0 56/
Agency Order AD-011126 RFD RF Dy ltern RF DR D02-2  1305-04409  LOT-03748 5 5 0 5 6/
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4. Next you may print the warehouse shipment document. To print the document select Home -
Process > Print from the command bar or select Print from the command ribbon bar.

m Edit - Warehowse Shiprment - WEHIP-00062
- HOME = ACTIONS  NAVIGATE

: — L::' L:' Ij—\ Y _B.Get Source Documents..,
3 L] Mew o = v [£: Create Pick..

View Autofill Qty. Post Postand Releaze Use Filters to Ge -
7 Delete toShip  Shipment..  Print.. Sre, Dogs..,

5. Below is a sample of the warehouse shipment document.

Whse. - Shipment
.—.‘ 1 of 1) & E o HE-| e - Find | Mest
. June 10, 2019

tNarehouse Shipment Page 1

eres 5.0 Development ESOPROVCIA
Location Code RF
Assigned User I
Mo, VWSHIP-0

Unit of
Location Zone Measure  Sounce

tem Mo. Description Code Code BinCode Quantity Code Document Source Mo.

FF RF Frazen Htem RF FRY Foz-2 5 CASE Agengy Order  A0-01126

FD RF Dy Hemn RF DRY Doz-2 5 CASE Agengy Order  A0-01126

6. The warehouse shipment will automatically default the “quantity to ship” to the requested quantity
on the agency order. The Pallet No., Lot No., and Bin Code will be assigned by the system using the
defined warehouse picking logic. If there are other pallets in picking bins available to choose from,
you may override the suggested pallet number and choose another one. In most cases it will be
unnecessary to override the suggested pallet number. You may change the quantity to ship as
necessary.

Lines

[ line = db Find  Filker T ClearFilter

Source Source Mo, Ttern Mo Description Location  Zane Bin Pallet Mo. Lot Mo
Dacument Code Code Code

Agency Order  20-01126 RFF RF Frozen Ttem RF FRZ FO2-2 1305-04410  LOT-03750
Agency Order  AD-01126 RFD RF Dry Ttern RF DRY D022 1305-04409  LOT-03749

Qty. Shipped

7. When you are satisfied with information entered, you may post the shipment be selecting either
“Post Shipment” or “Post and Print”.

Agency Order Overview Page 20 of 28 Last Reviewed 6/15/2020



Creating Warehouse Shipment from Warehouse Menu

This option allows you to create Warehouse Shipments for multiple Orders at once. This is the more
common use model and is often used to create shipments for a given Ship Option (delivery vs. pick up)

or Shipment date.

1. Warehouse Shipments can be accessed from Departments = Warehouse = Planning & Execution
- Warehouse Shipments

IE Planning & Execution - Microsoft Dynammics MAY

e v | Finance Corapany » Departments » Warehouse » Planning & Execution »
Department: 0 . .
FRErmES Planning & Execution

» Financial Management
» Agencies & Receivables

. Lists
3
Purch?smg Tems
» Donation Monstack Iems
4 Warehouse Stockkeeping Units
Orders & Contacts Kit BOM

Transfer Orders

(I zrehn BErein

Warehouse Shiprents

Pallet Suggestions
Agency Pallets

:p
Goods Hzndling Order by Or..
Goods Handling Mulaple Or...
I Trwentony
b _GTIN

2. Click New to create a new warehouse shipment.

[Tl Warehouse Shiprments - Micrasoft Dynarnics MAY

€

v .I:I Finance Company » Departments » Warehouse ¢ Planning & Execution » Warehowse Shipments

HOME | ACTIONS  MAVIGATE

& i E; ‘s |
/7 QX | & © % i
Edit  View Delete Show Showas ~ Onrellote Motes  Links Refrash Clear  Find
a Chart Filter

danage Show Attached
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3. Enter a warehouse shipment number or press tab to have the system generate the next available
warehouse shipment number and enter the location this warehouse shipment applies to.

WSHIP-00063

General
Ha. WEHIP-00043
Location Code: RF -
Zone Code: || -
Bin Code:

Document Satus

Status: Open

Posting Date: BfL0/201Y
Assigned User I0:
Assignrment Date:

- Assignrnent Tire:

- Sarting Method:

4. Enter the Location Code and then click on “Get Source Documents” in the Actions command ribbon
to select form a list of shipping request associated with this location.

m [ews - Warehouse Shipment - WIHIP-00063
- HOME  ACTIONS | NAVIGATE

G Y

Release Reopen  UseFilters to G
Src. Docs..

@_

sleace

Get Source

hutofill Gy, to Ship
o Delete Qty. to Ship
= Create Pick...

5. Choose the document or documents you wish to process, and then click OK.

Source Documents - RF . Rick's Warehousze

Bl cove v
. NER 3
[,/J @ ! E:o

oo/
[Finance Company - Master Ceres 50 Test.. (2}

© X i

Card v Showas | Cnellote Notes Links  Refresh Clear  Find
Chart Filter
Source Documents - | Type to filter (F3) |E>:pected Receipt Date = | 2| w
Filter: Released « Mo

Shiprn, . Put-away S Source Source Mo, External Destination  Destination  Shipping Shipping
Date Pick Mo. Docurnent Docume.. Type Mo, Agent .. Addvice

61072019 Agency Order A0-01127 Agency RFA-1 Partial

gﬁf].l]fll]].‘] Agency Order A0-01126 Agency RF&-1 Partial
1071272018 Agency Order A0-00999 Agency RFA-1 Partial
1071272018 Agency Order  A0-00993 Agency 2442 Partial
101242018 Agency Order  AQ-00997 Agency BO129 Partial

'. Cancel
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6. The warehouse shipment lines will be created from the source document. Depending on settings,

you may have to select some or all of the Pallet/Lot No’s on the lines.

WSHIP-00063
General &
Mo WSHIP-00063 Posting Date: 671072019 -
Location Code: RF - Assigned User 10: I| -
Zone Code: - Assignment Date:
Bin Code: - Assignment Tirne:
Docurnent Status: - Sorting hethod: -
Status: Open -
Lines &
M tine ~ @ Find  Filker T Clear Fitber
Source Source Mo, Ikern Mo Description Location  Zone Bin Pallet Mo, Lot Mo, 0
Document Code Code Code
Agency Order  AQ-01L2T RFR. RF Refrigerated [tern  RF REF ROZ-4  1305-04533  LOT-03836
Agency Order  A0-01127 10018 Chocolate Sryup RF DRY Lo1-1 1305-04368  LOT-03704
Agency Order  AQ-01126 RFF RF Frozen [tem RF FRZ FO2-2 1305-04410  LOT-03750
Agency Order  A0-01126 RFD RF Dy Ttern RF DRY D0z-2 1305-04408  LOT-03748 -

7. You may repeat steps 6 & 7 as necessary to create warehouse shipment lines for as many source
documents (Agency Orders) as needed. Once you have selected the source documents you wish to
process, click Release from the actions ribbon bar to release the warehouse shipment document.

m Edit - Warehouse Shiprent - WEHIP-00063
HOME | ACTIONS = NAVIGATE

¢ Y

J 16

eopen  Use Filters to Get  Get Scurce .
Sre.Docs.. Documents,, |4 Create Pick.,

Ease nctions

B Autofill Gty to Ship
B Delete Qty. to Ship

Release

8. Click Print from the Home ribbon bar to print the document.

E] Edit - Warehowse Shiprment - WEHIP-00063

- HOME  ACTIONS | NAVIGATE
—t] @? Y —’=(;,_ = Autofill Qty. ta Ship ’_I:il %‘
v N 1 gxDelete Qty. to Ship =
Release Reopen  UseFiltersto Get  Get Source Post  Postand

Shipment.. Print..

Src.Docs.. Documents.. E.F‘{Ereate Pick...

Base an
SE uons
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9. This will generate the warehouse shipment document to be used for picking the product for the
Agency Order or Orders.

Whse. - Shipment

.—.‘ 1 of 1} = E A R 114 . Find | Mest
Jure 10, 2019

arehouse Shipment Page 1
eres 5.0 Development ESOPRONC AT

cation Code RF
ssigned User ID
Mo, VARSHIP-0
Unit of
Location Zone Measure  Source
tem Mo. Desciiption Code Code Bin Code Quanlity Code Document Source Mo,
FR RF Refrigerated e RF REF R0Z-4 § CASE Agengy Order  A0-01127
015 Chocaolate Sryup RF DRY bni-1 10 CASE Agengy Order  A0-01127
FF RF Frozen Hem RF FRZ FD2-2 5 CASE Agency Order  £0-01126
FD RF Dy Teem RF DRY Diz-2 5 CASE Agengy Order  AO-01126

10. Once the warehouse personnel have picked the product, you return to the warehouse shipment
document to record the shipment. Select Post Shipment or Post and Print from the Home ribbon bar
to post the shipment which will relieve inventory and record the item ledger entries.

m Edit - Warehouse Shipraent - WSHIP-00063
- HOME | ACTIONS | NAVIGATE

™ a8 Y |_—E_ e utoill Qty. to Ship

L & Delete Gy, to Ship
Release Reopen  Use Filters to Get  Get Source )
Src.Docs..  Documents., [ Create Pick..

11. Select from “Ship” or “Ship and Invoice”. Most food banks should only use the “Ship” option because
there may be additional information or processing needed before the invoice is posted that is not
known by warehouse personnel. Security rights may also be set to prevent warehouse employees
from posting the Invoice.

Mlicrosoft Dynarmics HAY @

0::
7 Ship and Irvoice

[ ok || cance |

Recommended Option is SHIP
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Excluding Zones from Warehouse Documents

Explode & Assign Pallet / Lot / Zone /Bin

When using Shipping Options 2 or 3 it is possible to specify certain Zones in the warehouse to be
excluded from the warehouse documents. This is usually done for several reasons, for example, setting
up a shopping zone that won’t need the extra documents and workload associated with the warehouse
document flow. Another option is if you need a “WIP” to place Inventory that should not be available for
orders on Agency Express. Ceres allows for the creation of such zones within your warehouse. Ceres
also allows the ability to place items requiring warehouse documents (inventory picks or shipments) and
shopping items on the same Agency Order. However, individual food banks may wish to segregate
shopping orders from warehouse orders as a standard operating procedure.

When excluding a Zone from the warehouse documents, the task falls upon the user to assign the
proper Lot, Zone, Bin and Pallet (if needed) on each Agency Order Line. This can be a time-consuming
and even confusing task when trying to process these orders. Often it may be necessary to split the line
into two or more lines to properly apply to multiple Pallets, Lots, or Bins. To expedite this process, Ceres
will, upon release of the Agency Order, automatically explode the Agency Order Line into as many lines
as necessary and assign each line with the appropriate information (Zone, Bin, Lot & Pallet). This is only
done for Agency Order Lines in Zones designated as “Exclude from Warehouse Documents”. Any lines
on the Agency Order in Zones not designated as “Exclude from Warehouse Documents” will continue to
process according to the Shipping Option selected for the Location.

If at any time the Agency Order is reopened, the exploded lines will consolidate back into single lines on
the Agency Order and can then be edited in normal fashion. When the Agency Order is released again,
the explosion of lines and assignment of Pallets, Lots, Zones, and Bins will re-occur.

Note: If an order contains both types of Zones, the option to “Ship & Invoice” from the either
the Inventory Pick (Shipping Option 2) or the Warehouse Shipment (Shipping Option 3) will not
be allowed. Orders contain both types of zones will only allow the “Ship” option upon posting of
inventory picks and warehouse shipments. The invoice must be posted from the Agency Order
screen on any such orders.

Designating the Zone (Shipping Options 2 and 3 Only)

In Ceres it is possible to have an item in both types of Zones at the same time. In these instances,
available inventory will not show up for Zones excluded from warehouse documents until a Zone is
selected. You may select a default Zone for the entire Order by specifying the Zone in the Order Header,
or by changing the Zone on the individual line items. Even if you specify a default Zone for the Order,
you may change the Zone or delete it on any specific line. You may not designate Zones under Shipping
Option 1.
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Below is a screen shot of the default zone specified on the shipping tab for a sample Agency Order.

Shipping and Billing

Ship-to: Default (3ell-to Address)

Shiprnent Method

Code: DELTVER -

Location Code: KAN -
@ne Code: SHop ) -

Shipraent Date: f/107201% -

Note: Under Shipping Option 1, the explosion will occur and assignments will be made from all
Zones and Bins where the product is located that are designated as pick bins. Because Shipping
Option 1 does not involve warehouse documents, all Zones are treated as “Exclude from
Warehouse Documents” and will function exactly the same. To exclude particular bins from
being included they should not be set as pick type bins. Inventory located in Bins not marked as
pick type bins will be ignored from the explosion / assignment logic

Example of Lot Explosion / Assignment

In this example we have entered a palletized item with a quantity of 200 and released the order. The
release process as exploded the singular line of quantity 200 and assigned Zone, Pallet, Lot, and Bin.

AC-01128 - The Salvation Army
General 6072018 | 6/10/2019 | 6/10/2013 v
Lines .;5.* ~
[ Line = ﬁ Order ~ 8 Find  Filker Clear Filter

Location  Type Mo, Description Ayalable  Zone Code  BinCode  PalletMo.  LotMo. Quian |

Code Quantity

KN Ttem 20010 Mon Food Tems g0 SHOR| -
General 6/10/2019 | 6/10/2019 | 6/10/2019 v
Lines s
T Line = [ Order = & Find  Filter T Clear Filter

Location  Type M. Description Ayailable  Zone Code  BinCode  Pallet Mo, LotPo. Quan *

Code Quantity

KaN Ttem 20010 Mon Food Irems &0 v BH-1 1305-04552 LOT-03457

ey Ttermn 20010 Mon Food Trems 100 SHOP iH-1 1305-04354 LOT-03459

ey Ttern 20010 Mon Food Tems 50 SHap SH-1 1305-04357 LOT-03362

Agency Order Overview

Page 26 of 28

Last Reviewed 6/15/2020



Reopening the order, will bring it back to its original state:

General

Lines

M line ~ [ Order ~ #f Find  Fiker T Clear Filter
Location  Type Mo Description
Code
KamM Ttem 20010 Mon Food Ikerns

/1072019 | 61072019
Ayailable  Zone Code  Bin Code  Pallet Mo, Lot Mo,
Quantity
00 | -

6/10/2019

Open hd
i -

Cuartity  Unitof |
Ifeasun
Code

200 LB

Printing the Invoice

Because the explosion of an individual line item into many lines may be confusing to the Agency, Ceres
provides an option in invoicing to summarize the Invoice by Item. Invoices printed with the summarize
option will consolidate all the lines for an item back into one printed invoice line. This feature is selected
on the Options FastTab of the print invoice report.

m Tew - Agency Order - 80-01128 - The Salvation Ay

- HOME = ACTIONS ~ NAVIGATE  REPORT
Iy dit Process Pf}' Reapen

g Ul Mew

View
7 Delete }Release [=] Email Confirmation...

7 E-mail E—“— Create Inventory Put-away/Fick.. [] Statistics

Options

Mumber of Capies:
Print Cornpany Sddress: [7]
Archive Docurnent:

Log Interaction:

i Print Confirmation...

Suminarize By lrem:

Order Group Option:~ Order Handling Group

Madify Statement

In the first example, the invoice is printed without the summarize option checked. Notice how lines are
exploded much like they are on the Agency Order:

AGENCY CRDER
Agency Order No. AC-D1128
Agency Order Date: 5A10/2019
Page: 1
|$i|| Ship e
0:  The Salvation Army To:  The Salation Army
Troy Barker Troy Barker
1351 E10th St 1351 E 10th St
Kansas City, MO 64105 Kansas City, MO 64105
Ship Wia Delivery HARY Web Orders Parent Agency D 1834
Ship Date 61072019 Agency 1D CO416
Appt. Time 12:00:00 Ak our Reference No.
Terms Order Date BADZMI
Resp. Person
Gross
ftem No.  Description Unit Weight Qty. Unit Fee Cubic Fest Total Fee
2000 Mon Food ltems Assorted Lb Lb 50 50
2000 Mon Food ems Assorted Lb Lb 100 100
2000 Mon Food ems Assorted Lb Lb 50 50
Subtotal: 0.00
Sighature: Grant Credit: 0o
Total §: 000
Total Gross Weight: 200
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In the second example, the summarize option is checked.

Notice that line is summarized by Item.

Gross
ftem No.  Description Unit Weight (ty. UnitFee CubicFeet Totfal Fee
2000 Man Food ltems Assorted L L 200 200

Agency Order and Invoice Print Options

Ceres provides several order and invoice print options to choose from. Two new order versions and two
new invoice versions have been made available. The new options provide the ability to segregate the
VAP and Handling fees in distinct columns and show each fee separately on the order/invoice line. The
new reports are as follows:

Orders

Report 14012573 — Ceres Agency Order w/ VAP Det. (Report show separate VAP and handling fees and
the Grant Information is shown in summary form)

Report 14012575 — Agency Order Grant/VAP Det. (Report show separate VAP and handling fees and the
Grant Detail information)

Invoices

Report 14012572 — Agency Invoice w/ VAP Det. (Report show separate VAP and handling fees and the
Grant Information is shown in summary form)

Report 14012574 — Agency Invoice Grant/VAP Det. (Report show separate VAP and handling fees and
the Grant Detail information)

Related Topics

Location Overview
Zone Overview
Bin Overview
Agency Orders with Grants
Agency Express Managing Web Orders
Inventory Picks and Enhancements
Agency Delivery Zones and Deliver Fees
Cancelling and Archiving Agency Orders
Agency Credit Memos
. Agency Return Orders
. Item Overview
. Order Handling Groups Order Routing Groups
. Agency Invoice Credit and Recreate
. Agency Clear Backorders
. Delivery Zones and Delivery Fees
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