goos,
T\

MEMBER BUSINESS
SOLUTIONS

> T
<m
mim
rele)

Agency Order Overview

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

Purpose of this document

This document illustrates how to create Agency Orders, ship products and finish by posting an invoice;
all using the Agency Order function 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 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. An
Agency Order in Ceres allows you to create the initial order, ship product, and finish by posting an
invoice for both 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 Service Desk may be needed if you wish to update these
configuration options.

Ceres Object releases 4.00.00, 4.01.17 & 4.02.19 are required for the functionality described in this

document.

Accessing the Agency Order

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

Order rocessing - MdGgasht Dy NAV

G - Finance Company » Departments » Agencies & Receivables »  Order Processing »
Departments

it Order Processing
I- Financial Management

4 Agencies & Receivables

. Lists
.Agency Relatlnns. Agencies
AR e, Contacts
Marketing
Inventory & Fees Agency Return Orders
et Agency Invoices
Agency Credit Memos
ChMobile Documents Grants
Purchase Web Order Exception List
Donation Approval Entries

Approval Request Entries

v Warehouse Agency Order Inveoicing

Human Resources Agency Order Shipping
Roadnet Grocery Rescue Exceptions
= Appian
-_ ___
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2.

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

-

-
Batch Selection I. = ﬂ

how as List Motes

" i, Show as Chart Q,I_inks

= 4 0O

Batch Selection -
Type to filter (F3) |Name v | 2

Mame Description
FY

Blank Batch

ﬁ HOME = ACTIONS (7]

N
=]
T

TEST Test Batch

ok || Cancel

3. You will see the listing of open Agency Orders that exist within the system. Select one from the list

to edit it, or click New to create a new Order.
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Agency Orders - Microsoft Dynamics NAV — %

° w |[M Finance Company » Departments » Agencies & Receivables » Order Processing »  Agency Orders
- HOME ACTIONS NAVIGATE

N BX & e & R RISl

Mew Edit  View Delete Post.. Postand Release Order Show as Motes  Links Refresh Clear  Find
Print... Statistics Confirmation... Chart Filter

Agency Orders ~ ks
I Financial Management
4 Agencies & Receivables
Agency Relations Mo. Sell-to Sell-to Agency Name Sell-to Address Sell-to City Sell-to State Sell-to 7P Parent
Order Processing Agency Code Agency
Marketing Ne. Ne.
Inventory & Fees A0-00315 B0129 Safehome, Inc. Do Mot Disclose KS 1090
Agency Express AO-00319  BO129 Safehome, Inc. Do Not Disclose KS 1090
CMobile Documents A0-00320 Cl422 Mirrer Inc 6221 Richards Dr. Shawnee K5 66216 1422
b Purchase A0-00325  BO129 Safehome, Inc. Do Mot Disclose Ks 1090
b Denatien AD-00336  BO6S6 Safe Home, Inc. Do Not Disclose Ks 696
I- Wareh
arenouse AD-00344  B0129 Safehome, Inc. Do Not Disclose Ks 1090
Human Resources
AQ-00348 B0129 Safeheme, Inc. Do Mot Disclose KS 1090
I Roadnet
b Appian A0-00353 1422 Mirror Inc 6221 Richards Dr. Shawnee K5 66216 1422
I Administration A0-00354 1422 Mirror Inc 6221 Richards Dr. Shawnee KS 66216 1422
Matriks Doc AQ-00355 B0129 Safehome, Inc. Do Mot Disclose KS 1090

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 Service Desk or your Ceres VAR as appropriate.

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

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.
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MNew - Agency Order - AQ-00393 - The Salvation Army

ﬁ HOME  ACTIONS  NAVIGATE  REPORT

Ei L‘ i, [ Release [£ Create Inventory Put-away / Pick.. Statistics lEl |z| D

] Mew q;# 5 Reopen Process [ Matriks Documents oD

View Post.. Postand _ . Order Picking List Mates  Links
7< Delete Print.. R Copy Document.. £ E-mail Confirmation.. by Order

AO-00393 - The Salvation Army

General +#
Mo.: A0-00393 Location Code: KAN -
Sell-to Agency Mo. [c1722 - Zone Code: -
Parent Agency Mo.: 1884 - External Document No.:
Sell-to Contact No.: - Assigned User ID: -
Sell-to Agency Name: The Salvation Army Appointment Time: -
Sell-to Address: 6723 State Avenue Shopper: -
Sell-to Address 2: Shopper Name: Michael James
Sell-to City: Kansas City - Your Reference:
Sell-to State: KS Order Modifications: -
Sell-to ZIP Code: 66102 - Order Version: 0
Sell-to Contact: Majors William Heaver Status: Open 4
Sell-to Contact Phone: 913-232-5400 Fund No.: UR -
Sell-to Contact Phone Ext.: Mobile Pantry: ]
Posting Date: 8/20/2014 - Send to Voxware: 0

Outstanding Picks: 0

Order Date: 8/20/2014 - Posted Shipments: 0
Shipment Date: 8/20/2014 -

# Show fewer fields

Press the 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 Shipment Date by using the Work Date

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.

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
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line.

Note: Availability of items is subject to numerous factors including location, agency qualifiers and
item qualifiers and warehouse Zone and Bin types.

Additionally, if Ceres4.01.17 is installed the Available Quantity calculation may be delayed
depending the value of the “Qty. Available Calc. Method” field on Inventory Setup.

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. ltem, 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).

9. If you wish to change the location for this line, in the location field, select the Location where the
Iltem 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
[ Line ~
Type MNo.

Functions - B Order = % Find  Filter Clear Filter

Available  Description
Quantity

96 Tea

10 Snacks

10026
10256

Item

Item

4 T

Location Pallet Mo. LotMo.  Bin Code Quantity

Code

KAN 5
KAN 8

11. Select the Dimension values that apply to the item for this Order. If you require a Department
and/or Projects, you will need to 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.
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AO-00393 - The Salvation Army

[# Line ~ Functions - B Order = @ Find  Filter Clear Filter
Shipment Ship by Date  Zone Code WAP/Pick UNC Storage  FBC Storage  Allocation Department  Project Code  GL Branch Grant Code  *
Date Status Requireme... Requireme.. Code Code
8/20/2014 DRY DRY 1000 CIRHOPE
8/20/2014 DRY DRY 1000 CIRHOPE
“ T ¢
Invoicing 7o
Bill-to Agency MNo.: 1722 Due Date: 8/20/2014 -
Bill-to Contact No.: Payment #€count % 0
MName: The Salvation Army iscount Date: -
Address: 6723 State Avenue Payment Method Code: -
City: Kansas City Tax Liable: [}
State: Tax Area Code: R
7IP Code: Cancel Order: [}
Contact: Reason Code: R
Department Code: f1.000] / Grant Nox v
Project Code: CIRHOPE - Direct Debit Mandate ID: -
Payment Terms Code: - Credit Card No.: M

Cr. Card Number (Last 4 Digits):

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

Note: If Ceres4.01.17 is installed the Available Quantity calculation may be delayed depending the
value of the “Qty. Available Calc. Method” field on Inventory Setup.

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. Item, Location, Zone, Bin, Pallet, or

Lot).

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

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
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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

Edit - Agency Crder - AD-00393 . The Salvation Army

HOME ACTIONS NAVIGATE REPORT

L& 70O

Release Reopen Calculate
Delivery Charge

12345 ER Copy Document...

o O

— — &  Send-
Lalculate  Validate  Get Std. Cust,

Grants  Web Order Sales Codes... i More -

2. Ceres will calculate the appropriate charge and insert a delivery charge line on the Agency Order.

AO-00393 - The Salvation Army

[# Line ~ Functions - B Order = () Find  Filter Clear Filter
No. Available  Description Location Pallet Mo. LotMo.  Bin Code Quantity Unit Fees Lin
Quantity Code

[m. | »

435000

: Delivery Fee KAN - 1 70.00
10026 96 Tea KAN 5

10256 10 Snacks KAMN 8
4 | i

0.30
2.60 -

Calculate Grants

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

- HOME ACTIONS MAVIGATE REPORT
12°g° E Copy Document...

Df 0 I"\- . - &b E7Send -

Release Reopen Calculate Calculate alidate  Get 5td. Cust.
Delivery Charges,_ Grants eb Order Sales Codes.. = More ~

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.
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AQ-00393 - The Salvation Army

[# Line ~ Functions ~ B Order ~ {# Find Filter Clear Filter
Location Pallet Mo, Lot No.  Bin Code CQuantity Unit Fees Line Amount  Grant Grant Cubic
Code Excl. Tax Unapplied Allocation
Amount
KAM 1 70.00 70,00 [
KAM 5 0.30 1.50 = 1.50
KAM g 2,60 20.80 = 20.80

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.

HOME ACTIOMS MNAVIGAT REPORT
@ E+ I, [£: Create Inventory Put-away / Pick.. [] Statistics
] New =

& Reopen Process [} Matriks Documents
View Post.. Postand )
7 Delete Print.. 23 Copy Document... = E-mail

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.

2. If your Location is not setup 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 = Picking List by
Order.

Edit - Agency Order - AC-00393 . The Salvation Army

HOME ACTIONS NAVIGATE REPORT

Ij E+ E‘l‘ [ Releass [ Create Inventory Put-away / Pick.. [7] Statistics |E!
q MNew HE# 5 Reopen Process Matriks Decuments
P 1
View Post... Post and . QOrder
X Delete Print.. E2 Copy Document.. =1 E-mail Confirmation...

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

Agency Order Overview Page 10 of 32 Last Reviewed 1/26/2021



Picking List by Order

1 of 1 =S = T4 - Find | Mext
Picking List by Order
Location: KAN Order Date:  5,/20/2014
QOrder Number:  40-00393
Page: 1
Sold Ship
Ta: The Salvation Army To: The Salvation Army

Majors William Heawer Majors William Heaver

6723 State Avenue 6723 State Avenue

Kansas City, 66102 Kansas City, 66102

Ks Ks

Ship Via: Agency No: C1722

Shipment Date: 8/20/2014
Terms: Shopper: Michael James
Unit of Quantity Quantity Qty. to
Bin Code Item No. Pallet Mo. Lot Mo. Measure Ordered Shipped Pick Picked

10026 Case 5.00 0.00 5.00
Tea
10256 Case 8.00 0.00 8.00
Snacks

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

Note: If Default No. of Copies are setup, inputting an amount below will override the setup.

Options -

Mumber of Copies; |

Print Campany Address: [
Archive Document:

Log Inkeraction:

5. Click Print. Below is a sample Order Confirmation
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Agency Order

1 of 1

100%

Find

Mext

© eSoftware Professionals

AGENCY ORDER
Page: 1
Agency Order Mo: AQ-00393
Agency Order Date: 5/20/2014
Sold Ship
To:  The Salvation Army To:  The Salvation Army
Majors William Heaver Majors William Heaver
6723 State Avenue 6723 State Avenue
Kansas City, 66102 Kansas City, 66102
K5 KS
Ship Via Agency ID 1722
Ship Date 3/20/2014 P.O. Number
Terms P.Q. Date 5/20/2014
SalesPerson
Gross
Item Mo. Description Unit Quantity Cubic Feet Unit Price Total Price Weight
Delivery Fee 1 70,00 70.00
10026 Tea Assorted Herbal Case 5 2 0.30 1.50 15
10256 Snacks Combo’s Case 3 203 260 20,80 208
Amount Subject to Sales Tax 0 Subtotal: 92.30 223
Amount Exempt from Sales Tax 9230 Invoice Discount: 0.00
Tax: 0.00

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
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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

2. Select the Agency Order from the list and click Actions = Edit

3. Enter today’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 field, you will be completing a partial shipment.

You can return to the Order later to post more shipping or delete the backorder. See Clear
Backorder Procedure for more options.
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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 Post or select Post & Print to post the transaction and print
an invoice.

Edit - Agency Order - AQ-00393 . The Salvation Army

BBl ove  Actons  mavieate  RepoRT

Izi L] New

WView

L Release |_:-_5- Create Inventory Put-away / Pick..

Recpen Process

Post and
Print

Post...

7% Delete & Copy Document.. =7 E-mail

Note: 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

Microsoft Dynamics NAV [-Zij

0::

) Invoice

@ Ship and Invoice

| ok || Cancel

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.

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

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

Planning & Execution - Microsoft Dynamics NAV

Q0
]

Departments

Financial Management
Agencies & Receivables
Purchase

Donation

A ¥ VO VW

Warehouse
Crders & Contacts

EPIanning 8¢ Execution |

Goods Handling Crder by Or...
Goods Handling Multiple Or...

- Inventory
I GTIM
Hurnan Resources
Roadnet
' Appian
= Administration
Matriks Doc

Finance Company » Departments » Warehouse » Planning & Execution »

Planning & Execution

Lists

Iterns

Monstock Items
Stockkeeping Units
Kit BOMs

Transfer Crders
Warehouse Receipts
Warehouse Shipments
Lots

Tasks

Create Invt. Put-away/Pick

W mrlec ks :
= =

=

[=ip -

Pick Worksheets
Movernent Worksheets
Internal Movemnents
Itemn Reclazs. Journals
Pallets

Clean up Inv. Picks

2. 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.

3. 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 — 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.

4. In this example the Qty. to Handle was changed to 5 instead of the 8 requested.
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Lines ~

7.

Functions » [ Line ~ i Find Filter Clear Filter

Locat... Zone Code Pallet Mo. Lot Mo. Lot Mo. Expiration Bin Code Current Bin Quantity Qty. to Handle Qty.
Code Blocked Date

KAN DRY 1301-00007 LOT-02487 MNone 04-108-A 04-108-A 5 5

KAN DRY 1202-04004  LOT-447597  Mone 041324 04-132-A 8 @

LU 3

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.

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.

To post the pick the Post or Post and Print option from the command ribbon or select click Home -
Process, then choose Post or select Post & Print to print an invoice.

Edit - Inventory Pick - Invt. Pick . IPD-02479
ﬁ HOME ACTION GATE REPORT

= B [==| Agency Top Off Worksheet
& (O & \[&

EE"I Print...
View Post.. Post and
Print...

@det Source

xDEL‘.‘tE Dlocument... ElE-ITIaH

Choose from “Ship” or “Ship and Invoice” and press OK. The recommended option is SHIP.

Microsoft Dynamics NAY I&
0::

() Ship and Invoice

| ok || Cancel
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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. Note that the Agency Order must be in the

released status.

Edit - Agency Crder - AQ-00393 . The Salvation Army

B rove acons  navieaTE  ReporT
@ Edit E+ E‘l‘ [ Release @ate Inventary Put-away / Pick, Statistics
L] Mew = ﬁ? Reopen Process
View Post.. Postand

7 Delete Print.. 2 Copy Document.. =1 E-rail

rﬂl Matriks Documents

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. Press OK to create the picks.

-

Edit - Create Invt. Put-away/Pick/Movement

ESIES)

ﬁ ACTIONS
LS
Clear
Filter

Options

Create Invt. Put-Away:
Create Invt, Pick:

E =

Create Invt. Moverment:
Print Document:
Print as 5ingle Document:

Show Erron:

i

Sort by Appointment Times:
Pick Creation Sort Order:

Warehouse Request

Show results:

X Where Source Doecument  ~ is

¥ And Location Code v s
== Add Filter

X And Source Mo, ¥ is AQ-00393

2]

Agency Order

Enter a value,

OK ] ’ Cancel
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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 NAV [&J

0 Mumber of Invt, Pick activities created: 1 out of a total of 1.

4. Below is a sample of the printed Picking List.

Picking List August 20, 2014
Finance Company 8:45:50 AM
Page 1

WWH

Warehouse Activity Header: No.: IPD-02480

Location Code KAN

No. IPD-02480
Qty. to Unit of Qty.
Source No. Due Date Item No. Description Lot No. Pallet No. Bin Code Qty. (Base) Handle Measure Handled
AO-00393 8/20/2014 10026 Tea LOT-0248 1301-000 04-108-A 5 0 CASE
NRY Assorted Herbal ~ 24 /3 0z
AO-00393 /2002014 10256 Snacks LOT-4475 1202-040 04-132-A g 0 CASE
NRY Combao's ~ 18 /12 ct cartons

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.
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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.

Creating Warehouse Shipment from Agency Order

1. To create a warehouse shipment from the Agency Order, select Actions = Warehouse = Create
Whse. Shipment from the Actions command bar of the Agency Order. Note that the Agency Order
must be in the released status.

Edit - Agency Order - A0-00393 . The Salvation Army
- HOME ACTIONS MNAVIGATE REPORT
D 6\ — = — 123 E[g Copy Document... R
v ~ ~ ~ b El%end - v “ar
Release Reopen Calculate Calculate  Validate Get 5td. Cust, Request = Create Inventoky Create Whse.
Delivery Charge  Grants  Web Order Sales Codes... + Mare - M Put-away / Pickd ~ Shipment

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

Microsoft Dynamics NAV I&

o 1 Warehouse Shipment Header has been created. One or more of
the lines on this Warehouse Shipment Header require special
warehouse handling. The Bin Code for such lines has been set to

blank.

3. After clicking OK on the creation notification, the new warehouse shipment created will be
displayed.
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Edit - Warehouse Shipment - WSHIP-00041

B o

ACTIONS NAVIGATE
@ Edit s E+ E‘l‘ D Y |—|} Get Source Documents... D Fa'| = Goto
] Mew = v [ Create Pick.. oD et 4 Previous
View Autofill Qty. Post Post and Release Use Filtersto Get Motes  Links Refresh Clear
X Delete to Ship  Shipment.. Print.. rc. Docs... = Print.., Filter P Next
WSHIP-00041
General -
MNo.: SHIP-00041 Posting Date: 8/20/2014
Location Code: KAN - Assigned User ID: -
Zone Code: - Assignment Date:
Bin Code: - Assignment Time:
Document Status: - Sorting Method: R
Status: Open -
Lines -
[# Line - % Find Filter Clear Filter
Source Source No. Item No. Description Pallet No. Lot No. Quantity Qty. to Ship Qty. Shipped  C
Document
Agency Order  AO-00393 10026 Tea 1301-00007 LOT-02487 5 5 0
Agency Order  A0-00393 10256 Snacks 1202-04004 LOT-447597 g g 0

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.

I Edit - Warehouse Shipment - WSHIP-00041

Bl o

5. Below is a sample of the warehouse shipment document.
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ACTIONS MNAVIGATE
Edit = ~uf
et ED Y
Ei Ij Mew E v
View Autofill Qty. Post Post and Release Use Filters to Gep
2 Delete to Ship  Shipment..  Print., Src. Dogs..

E— zet Source Documents..,
=1 Create Pick..
= Print...
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Warehouse Shipment

August 20, 2014

Pagel
Finance Company WWH
Location Code KAN
Assigned User ID
No. WSHIPO

Unit of
Location Zone Measure Source

Item No. Description Code Code Bin Code Quantity Code Document Source No.
10026 Tea KAMN DRY 04-108-A 5 CASE Agency Order AQ-00393
10256 Snacks KAN DRY 04-132-A 8 (CASE Agency Order AOQ-00393

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 ~ % Find Filter Clear Filter
Source Source No. Item Mo, Description
Document
Agency Order  AC-00333 10026 Tea
Agency Order  AC-00393 10256 Snacks

Pallet No.

1301-00007
1202-04004

Lot Mo.

LOT-02487
LOT-447597

Quantity Qty. to Ship Qty. Shipped  (
5 5 0
8 8 0

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
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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

Planning & Execution - Microsoft Dynamics NAV

T —

QO-
]

Departments
* Financial Management
* Agencies & Receivables
* Purchase
» Donation
4 Warehouse
Orders & Contacts

‘Planning & Execution !
Goods Handling Order by Order
Goods Handling Multiple Orders
I= Inventory
o GTIN
Hurman Resources
» Roadnet

* Appian
» Administration
Matriks Doc

Finance Company » Departments » Warehouse » Planning & Execution »

Planning & Execution

Lists

Items

Monstock Items
Stockkeeping Units
Kit BOMs

Transfer Orders
Warehouse Receipts
Warehouse Shipments

Tasks

Bin Contents

Create Invt, Put-away,/Pick
Put-away Worksheets

Pick Worksheets
Movement Worksheets
Internal Movements

Itermn Reclass. Journals
Pallets

Clean up Inv, Picks

2. Click New to create a new warehouse shipment.

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.

Agency Order Overview
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WSHIP-00042

General
Mo WSHIP-00042
Location Code: -
Zone Code: -
Bin Code: v

Document Status:

Status: Open

Lines
- [ ¥R — —

Posting Date:
Assigned User ID:
Assignment Date:
Assignment Time:

Serting Method:

8/20/2014

4. Click on “Get Source Documents” in the Actions command ribbon to select form a list of shipping

request associated with this location.

Mew - Warehouse Shipment - WSHIP-00042

ﬁ HOME = ACTIONS  NAVIGATE

W5HIP-00042

12w
< Delete to Ship  Shipment.. Print..

& = [T & [
L

Autofill Qty. Post Post and Release Use Filters to Get
Sre. Docs...

Y

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

|_|: Get Source Documents...
(178

-

= Print...

-
Source Documents - KAN - Kansas City Warehouse

i HOME = NAVIGATE
=2 A WA &%

Card Sho Show as MNotes  Links Refresh Clear
L Chart Filter

Source Documents ~

Shipment Put-away / Source Source
Date *  Pick Mo, Document Mo,
2/4/2013 Outbound Transfer  TRO-0009
2/5/2013 Outbound Transfer  TRO-0011
9/20/2013 Agency Order A0-00344
9/20/2013 Agency Order AQ-00355
5/7/2014 Agency Order AO-00350
: Agency Order A0-00393

6. The warehouse shipment lines will be created from the source document.

Agency Order Overview

ik

Find

External
4 Document
Ma.
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Type to filter (F3)

| Expected Receipt Date - | 2 | v

Destination
Type

Location
Location
Agency
Agency
Agency
Agency

Destination
Ma.

Filter: Released » Mo

Shipping Shipping
Agent Advice
Code

Partial
Partial
Partial
Partial
Partial
Partial
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WSHIP-00042

General -~
Mo.: WSHIP-00042 Posting Date: 8/20/2014 -
Location Code: KAN - Assigned User ID: -
Zone Code: - Assignment Date:
Bin Code: - Assignment Tirme:
Document Status: - Sorting Method: -
Status: Open -

Lines Frars

[ Line - # Find Filter Clear Filter

Source Source No. Item Mo. Description Pallet No. Lot Mo. Quantity Qty. to Ship Qty. Shipped
Document

Agency Order  AD-00393 10026 Tea 1301-00007 LOT-02487 5 5 0
Agency Order  AO-00393 10256 Snacks 1202-04004 LOT-447597 g g 0

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.

-
Edit - Warehouse Shipment - WSHIP-00042

ﬁ HOME = ACTIONS  NAVIGATE

8 e = O 1)) Y ot

U] Mew
View Autofill Qty. Post Post andy Release Mlse Filters to Get
< Delete to Ship  Shipment.. Print.. Sre. Docs.. = Print..

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

-
Edit - Warehouse Shipment - WSHIP-00042

ﬁ HOME = ACTIONS  NAVIGATE

Bi & New (T E.I. g B Y GE SZupriii"[IJocumenu...

View Autofill Qty. Post Post and Release Use Filters to Ge
2 Delete to Ship  Shipment.. Print.. Src. Docs..

= Print..

9. This will generate the warehouse shipment document to be used for picking the product for the
Agency Order or Orders.
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- August 20, 2014
Warehouse Shipment page 1
Finance Company WWH
Location Code KAM
IAssigned User ID
Mo, WSHIP-O
Unit of

Location Zone Measure Source
Ttem Mo. Description Code Code Bin Code Quantity Code Document Source Mo,
10026 Tea KAMN DRY 04-1058-A 5 CASE Agency Order  AQ-00393
10256 Snacks KAMN DRY 04-132-A 3 CASE Agency Order  AQ-00393

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.

Edit - Warehouse Shipment - WSHIP-00042

ﬁ HOME  ACTIONS  NAVIGATE

D Y E- Get Source Documents...
v E-_E} Create Pick...

Jelease Use Filters to Get

Src. Docs.. = Print...

Post Post and
Shipment.. Print...

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.

Microsoft Dynamics NAV Iﬁ
0::

() Ship and Invaice

| ok || cancel

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.

Below is a screen shot of the default zone specified on the shipping tab for a sample Agency Order.
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Shipping

Ship-to Code: - Shipment Method Code: -
Ship-to Name: The Salvation Army Shipping Agent Code: -
Ship-to Address: 6723 State Avenue Shipping Agent Service Code: -
Ship-to City: Kansas City - Shipping Time:
Ship-to State: KS Package Tracking Mo
Ship-to ZIP Code: 66102 - Shipment Date: 8/20/2014 -
Ship-to Contact: Majors William Heaver Shipping Advice: Partial -
Ship-to UPS Zone: Order Handling Group Code:  HARV WEE -
Late Order Shipping: No Order Routing Group Code: HARV WEE -
Order Email Sent: Default Staging Ares: -
Location Code: KAN - Route:

e Code: [sHoP - Stop:

Qutbound WhEe?

Note (Shipping Option 1): 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 500 and released the order. The
release process as exploded the singular line of quantity 500 and assigned Zone, Pallet, Lot, and Bin.

Lines F o~
Description 2 Available Quantity Location Code  Unit Fees Excl. Tax = Zone Code Pallet Mo. Lot Mo. Quantity
Peanut Butter Chocolate 1161 11 384 11-PP PAL-2633 LOT-0912 50
Peanut Butter Chocolate 50 11 384 11-pPP PAL-2634 LOT-0912 50
Peanut Butter Chocolate 50 11 384 11-pP PAL-2635 LOT-0912 50 A
Peanut Butter Chocolate 50 1 384 11-PP PAL-2636 LOT-0912 50 )
Peanut Butter Chocolate 50 11 384 11-pP PAL-2637 LOT-0912 50
Peanut Butter Chocolate 50 11 384 11-PP ~ PAL-2638 LOT-0912 50
Peanut Butter Chocolate 50 11 384 11-pP PAL-2639 LOT-0912 50
Peanut Butter Chocolate 50 11 384 11-pP PAL-2640 LOT-0912 50
Peanut Butter Chocolate 50 11 384 11-pP PAL-2641 LOT-0912 50
Peanut Butter Chocolate 50 11 384 11-PP PAL-2642 LOT-0912 50

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

Lines A
Description 2 Available Quantity Location Code  Unit Fees Excl. Tax  Zone Code Pallet Mo. Lot Mo. Quantity Re *
Peanut Butter Chocolate 1161 |11 3.84 500

m

=]

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. 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.
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Item/Description

01BAR10

Bars, Crunchy Granola Peanut
Butter Chocolate
0M1BAR10

Bars, Crunchy Granola Peanut
Butter Chocolate
01BAR10

Bars, Crunchy Granola Peanut
Butter Chocolate
01BAR10

Bars, Crunchy Granola Peanut
Butter Chocolate
01BAR10

Bars, Crunchy Granola Peanut
Butter Chocolate
01BAR1D

Bars, Crunchy Granola Peanut
Butter Chocolate
01BAR1D

Bars, Crunchy Granola Peanut
Butter Chocolate
01BAR1D

Bars, Crunchy Granola Peanut
Butter Chocolate
01BAR10

Bars, Crunchy Granola Peanut
Butter Chocolate
0M1BAR10

Bars, Crunchy Granola Peanut
Butter Chocolate

Amount Subject
to Sales Tax

Unit

Case

Case

Case

Case

Case

Case

Case

Case

Case

Case

Amount Exempt
from Sales Tax

0.00 1,920.00

Order
Qty

30

30

50

50

50

50

50

50

30

30

Qty.
50

30

30

30

30

30

30

30

30

30

In the second example, the summarize option is checked.

Agency Order Overview
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VAP Cubic

Unit Fee Fee($) Feet
3.84 0.8
384 0.8
384 08
384 0.8
384 0.8
384 0.8
384 0.8
3.84 0.g
3.84 0.8
3.84 0.8

Subtotal:

Invoice Discount
Grant Allocation
Tax:

Tatal:

Total
Price

192.00

192.00

192.00

192.00

192.00

192.00

192.00

192.00

192.00

192.00

1,920.00
0.00
0.00
0.00

1,920.00

Gross
Weight

800

800

800

800

800

800

800

800

800

800

5000
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f Edit - Agency - Invoice I. | (=] |£h
ﬁ ACTIONS (7]
T

Clear
Filter

Options -

Mumber of Copies: a
Print Company Address: [

Log Interaction:

Summarize By Itermn:

Sales Invoice A

Notice that line is summarized by Item.

Order VAP Cubic Total Gross
Item/Description Unit Qty Qty. UnitFee Fee($) Feet Price Weight
01BAR10 Case 500 500 3.84 g 1,920.00 8000
Bars, Crunchy Granola Peanut
Butter Chocolate
Amount Subject Amount Exempt Subtotal: 1,920.00
to Sales Tax from Sales Tax Invoice Discount 0.00
0.00 1.920.00 Grant Allocation 0.00
Tax: 0.00
Total: 1,920.00 8000

Agency Order and Invoice Print Options

Ceres provides several order and invoice print options to choose from. With the release of Ceres
4.02.19, 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 14012572 — Ceres Agency Order w/ VAP Det. (Report show separate VAP and handling fees and
the Grant Information is shown in summary form)

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

Invoices

Report 14012571 — Agency Invoice w/ VAP Det. (Report show separate VAP and handling fees and the
Grant Information is shown in summary form)
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Report 14012573 — Agency Invoice Grant/VAP Det. (Report show separate VAP and handling fees and
the Grant Detail information)

NOTE: Ceres 4.02.19 is required for this functionality.

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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