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Agency Preferred Days and Hours Setup

Purpose of this document
The Agency Preferred Days and Hours functionality provides Ceres users with the ability to record the
days and hours of operation for agency deliveries. It specifies the hours of operation that the foodbank
may conduct business with the agency. It differs from agency days and hours, which is used to specify
the operating hours for the agency that clients have access to the agency.

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

Accessing Agency Preferred Days and Hours

Agency Preferred Days and Hours may be accessed from either the Agency List or the Agency Card. In

either case it is accessed from the Navigation ribbon available on the Agency Card or Agency List. Go to
Departments = Financial Management > Receivables = Agencies.

m Recersables - Microsoft Dynamics MAY

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

4 Financizl IManagement

Gereral Ledger

Lists

Parent Agencies

Cash Management

Cost Accourting
Cash Flow Agency [nvoices
Agency Credit Mernos
Requests to Approve
P.aya:ulej Soproval Request Entries

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

I sgencies - Microssft Dynarmics AV =S|
° v [0 Finance Company » Departments » Agencics & Receivables » Agency Relations » Agencies 2| [search (Ctrl+F3)
Bl rov:  acrons | wavieate | RepoRT Ceres 5.0 Testing [
= 2 @ E ] E._ s} & swopeen = [ Statistics g o @ W Delivery Restrictions ﬁ ﬁ
v L [2) Attributes & Activity Review ¥ [ Entry Statistics [ 0} | # Handling Capabilities
Comments Dimensions Contact Shipto  Supplemental _ ledger  Leased Std Agency  Qualifiers Agency Days | Preferred Days| ) ) Invoices Crders
- Addresses  Addresses |- Web Portal Governance Entries Storege Entries 11" Fees & Pounds  Distribution Codes and Hours [Estanding Appointments
Departrents Agendies - Type tofiler 3 | Name v 2| ~  PowerBl Reports A
b Financial Management -
Lirit totals: 07/01/18..06/30/20 Select Report »
4 Agencies & Receivables
Show results: Get started with Power BI
Agency Relations
Onder Frocessing X Where  Blocked v is
Marketing X And  Doment v Mo Agency Distribution ..~
Inventory & Fees + Add Filter Agency No. 80134
Agency Bpress Ongoing Orders: 6
CMobile Docurnents Ho. Hame Address City State ZPCode  Contact Phone Ho PhoneBt.  Email  *  Ongoing Invoices [}
Micrasoft Dynamics CRR Ha. Gngoing Return .. ]
b Purchasing FUEEY Pantry Agency 123 Misn Street Meridian D 83725 503-608-3631 =l Ongoing Credit 1
b Danation WS0-A Uplift Organization Post Office Box 5757 Kansas City Mo 64127 Connie Winterfield 555-503-1111 Karenk@es— oo Shipments 5
b Warehouse 20442 Synergy Senvices-2 Do Mot Disclass MO 0442 Contact 1 Posted Invaicest 243
Human Resources
A0592 TLE For Children and Do Mot Disclose Kansas City Mo Fobert Drurnmond IleoniTT8 posted Retum R 1
b Roadnet
n A6 JBLTEST 133 Test fve Kansas City Mo 54127 Jakel@esop  Posted Credit Me. 2
ppian
| A, Leased Storage ALI4 Scarboraugh Childrens Ho... Do Not Disclose Mo Elizabeth Sarkain williamhi®

To edit an existing record click on the line you wish to change.
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Edit - Preferred Days and Hours Li
i
Bl o
=
\j ]

MNew Wiew
List

ACTIONS

Delete

Day of
Wieek

Lgency

* Sunday
Monday

Tuesday

ist

NAVIGATE

X [

Standing
Appointments  to

Preferred Days and Hours List -

tarning
Openi..

£:00:00 A
B:00:00 444
S00:00 AR

=2 T4 (4 & T i
Copy Show as MNotes  Links Refresh Clear  Find
Filter

Chart

Afternoon Frequency Comments

Closing Hour
EVERY WWEEK.

tarning Afternoon
Closing Hour  Opening..

12:00:00 Phd
12:00:00 P
12:00:00 PR

2447

Last

hadifie...

[ 330
[ 332000

[ 33z

Last
hadifie...

ESOPRONR...
ESOPROMR..
ESOPROVR..

Type to filter (F3)

Agency Contact

John Srith
lahn Srnith
John Smith

To create a new line, either move the next available line and begin entering, or click New in the Home

Ribbon.
m Edit - Preferred Days and Hours List
- HOME ACTIONS NAVIGATE
BT X @ B TE
1) &5
Mew View Delete Standing Copy Show as
List Appaintments  to Chart
Preferred Days and Hours List ~
Agency Day of Farning tarning Afternoon
Mo, Week Dpeni... Clasing Hour  Opening...
B0129 * Sunday 8:00:00 Ak 12:00:00 P4
E0124 bonday Bi00:00 Ak 12:00:00 Pk
B0129 Tuesday 2:00:00 Lk 12:00:00 PhA

Afte
Claos

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

Enter the hours of operation by filling in the Morning Opening Hour, Morning Closing Hour, Afternoon
Opening Hour, Afternoon Closing Hour and Frequency. You can use F8 to copy from the line above.

Frequency could be Weekly, Bi-Weekly, Monthly or similar.

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

Check the 24/7 field if appropriate.
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Preferred Days and Hours List ~

Agency Day of Marming karning Afternoon Afternoon Frequency Comments
Mo, Week Openi... Closing Hour  Opening... Closing Hour

BO129 Sunday 8:00:00 L&kd 12:00:00 Ph EWERY MYEEK

BO129 Manday 8:00:00 &k4 12:00:00 P

BO12Y Tuesday 2:00:00 ApkA 12:00:00 PRA

BO129 Miednesday  R00:00 AR S:00:00 PRA |

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

=)

Micraosaft Dynarnics MALY @

e Do ywouwwant to renarme the record?

e J[m ]

Copy to Functionality:

If you have several Agencies with similar hours you may use the copy function to update other agencies.

To use this function select the Home = Copy to function.

Agency Preferred Days and Hours Setup

m Edit - Preferred Days and Hours List
- HOME ACTIONS NAVIGATE
= EZX| B\ ] [ S
\j 0 > < H
RE= View Delete Standing Show as Motes  Links Refresh Clear  Find
List Appaointment! Chart Filter
Preferred Days and Hours List -
Agency Day of karning karning Afternoon Afternoon Frequency Comments
Mo, WWeek Openi., Closing Haur - Qpening.. Clasing Hour
B0129 Sunday 8:00:00 AkA 12:00:00 PR EVERY WEEK
B0129 Monday 8:00:00 AkA 12:00:00 PR
BO129 Tuesday 0000 Ak 12:00:00 P
B0129 Wednesday 80000 Akd 5:00:00 P4 |
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From the Copy Agency Pref. Days and Hours FastTab you can filter the copy from records. By default the
current Agency, and all days will be used. You may change the filters to only copy a particular day or

days. Please note that if you copy records to another Agency and the record already exists, the existing
records will not be overwritten.

Edit - Copy &Agency Pref, Days & Hours | = @
Bl crons Ceres 50 Testing [ 2]
T

Clear
Filter

Preferred Days & Hours A

Show results:

2K Where Sgency Mo, ™ s BO1249

K And Day of Week = is Select awvalue
<= Add Filter

Copy to Agency “

Show results:
> W here Ma, = s
== Add Filter

Limit totals to:

== Add Filter

Microsoft Dynamics MO @

Copy the Agency Preferred Days and Hours for B0129to0 1
Sgencylies)?

Existing records will MOT be owve riritten,

ves || MNo
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In the Copy to Agency FastTab filter the Agencies you want to copy to. In the example above, Ceres will
copy all days of the week for Agency 1011A to Agency A0592. Press OK to copy the records.

m Edit - Preferred Days and Hours List
- HOME ACTIONS NAVIGATE

0 =X B OB T3] o & Y ik

MNew View Delete Standing Copy Show as MNotes  Links Refresh Clear  Find
Filter

List Appointments  to Chart

Preferred Days and Hours List ~

Agency Day of farning Marning Afternoon Afternoon Frequency Comrnents
Mo, Wifeek Dpeni.., Closing Hour - Opening.. Closing Hour
~ Sunday 2:00:00 A 12:00:00 PR EVERN WYEEK
C1724 Monday 2:00:00 &k4 12:00:00 PR
C1724 Tuesday 2:00:00 AR 12:00:00 PrA
C1724 Wednesday  8:00:00 Ak

Agency Preferred Days and Hours Page and Report

An Agency Preferred Days and Hours List page can be displayed that is based on the setup outlined
above. To view the List, go to Departments—> Agencies & Receivables = Agency Relations = Agency

Preferred Days and Hours.

m Agency Relations - Microsoft Dynarmics MNAWY

Gov Finance Comparny » Departrments » Sgencies & Receivables »  Agency Relations »
Depart t :
Gl Agency Relations
= Financial Management
4 Agencies & Receivables List
; ists
Contacts
Order Processing Parent Agencies
Marketing Agencies

Appney Davs and Honrs

R S C Agency Preferred Days and Hours )
FETpOTEOTE FErran

Chdobile Documents

Irventone & Fees
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Agen..
Mo,

B0129
B0129
B0l
B01z29
B055a
B055%
B1404
B1404
17
17
1724
C1724

Day of Maorn...
ifeek Open.
Sunday 8:00:00 AR

Manday &:00:00 Ak
Tuesday &00:00 Ak
Wednesday  :00:00 &k

Sunday 9:00:00 &84
Monday 2:00:00 A8
Sunday 9:00:00 A8
Monday Q:00:00 A8
Sunday B:00:00 Ak

Monday B:00:00 Ak
Tuesday §00:00 AR
Wednesday B:00:00 Akd

Agency Preferred Days and Hours -

Mlarning
Clasing..

12:00:00 PR
12:00:00 P4
12:00:00 P4

11:00:00 &8
12:00:00 &8
12:00:00 20
12:00:00 20
12:00:00 PR
12:00:00 PR
12:00:00 PR

Afternoon

Opening..

1:00:00 PR
1:00:00 PR
1:00:00 PR
1:00:00 PR

Afternoon Frequency  Comments
Closing ..

EWERY WEEK

300:00 PR 2 WEEKS test

20000 PR 2WEEKS Monday

20000 P 2WEEKS test

20000 PR 2WEEKS Monday
EVERY WEEK

247

O

OoocoooOoEOEOEO

Last
Modifie...

3/3/2020
3/3/2020
3/342020
47172020
3/342020
3/342020
3/342020
3/342020
411472020
411472020
41142020
4/1/2020

Last
Modifie...

ESOPROAR...
ESOPROAR..
ESOPROAR...
ESOPROMR...
ESOPROMR...
ESOPRONR...
ESOPRONR...
ESOPRONR..
ESOPRONR...
ESOPRONR...
ESOPROR..
ESOPROVR..

Typetofiler F3 | Agency Na.

Agency Contact

Jahn Smith
Jahn Smith
John Smith
John Smith
Gary Ashmare
Gary Ashmare
Robin Wade
Robin Wade
Bryan Chenault
Bryan Chenault
Bryan Chenault
Bryan Chenault

Agency E-mail

karenk@esopro.com
karenk@esopro.com
karenk@esopra.com

karenk@esopra.com

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

i

* | Finance Company » Departments » Agencies & Receivables »  Agen

Page

Print & Send

Set Work Date..

Select Language...

Select Server..

Select Company...

Customize

Help

Exit

m Agency Preferred Days and Hours - Microsoft Dynamics Bay

I
Y '| Email as Attachment

ﬂa Microsoft Waord
Hﬂ Microsoft Excel

Eﬂ Print Page...

Related Topics

1. Agency Overview

2.

Parent Agency Overview

3. Agency Days and Hours
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