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Agency Scheduling

Purpose of this document
The purpose of this document is to describe the process of creating and managing Food Bank
shopping, pickup and delivery monthly schedules and Agency appointment times in Ceres. The

Scheduling functionality may be used just in Ceres, or in conjunction with Agency Express 3.

Ceres Object release 5.00.00 is required for the functionality described in this document.
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Creating Schedules and Appointments in Ceres

Scheduling in Ceres is based upon a Schedule Template and Location Code. There are currently three
different types of Schedule Templates to work with:

1. Deliver
2. Pickup
3. Shopping

For each Schedule Template, it is possible to have one or more locations. For example, under the
Deliver Schedule Template, we might want separate calendars for locations MAIN and OFFSITE. In
such a scenario, we would need to create appointment lines for Schedule Template = Deliver and
Location Code = MAIN, as well as Schedule Template = Deliver and Location Code = OFFSITE. The
following sections will describe how best to set this up.

Note: If you use Agency Express the Schedule templates must be named exactly “Deliver”,
“Pickup” and “Shopping” in order to function with Agency Express.

Creating Master Schedule Lines

The first step in the scheduling process is to create Master Schedule Lines for the Schedule Template
and Location you wish to work with. Master Schedule Lines are essentially a blueprint for a particular
calendar; they are not the actual appointment lines but rather appointments slots that appointment
lines will eventually be created from. The following instructions and associated screenshots will
provide added detail.

To create Master Schedule Lines, open the Agency Scheduling Matrix. This is accomplished from the
Departments Menu by clicking Agencies & Receivables > Agency Relations > Agency Scheduling as
illustrated:

Agency Relations - Microsoft Dynamics NAY

° A Finance Company » Departments » Agencies & Recervables »  Agency Relations »
Departrnents

B Agency Relations
¥ Financial Management

4 Agencies & Receivables

. Lists
Agency Relations Contacts
Order Processing Parent Sgencies
Marketing Agencies

Agency Days and Hours

Irwertaory & Fees
Responsible Person

Agency Express

CMobile Documents Setup

Microsoft Dynamics CRM Contact Types
¥ Purchasing

Tasks
Parent Agency Credit Management

b Warehouse Agency Credit Management
Human Resources
b Roadnet Sgency Appointment Conflict List
Agency Activity Resiew

> i Tasks

[N | RS

¥ Donation
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Upon selecting Agency Scheduling, you will be taken into the Agency Scheduling form. From here, you
will need to specify:

1. The Schedule Template you wish to use,
2. The Location Code you wish to work with, and the

3. Date Filter. (This defaults to the current date + 9 days)
a. Toview other date ranges, hit either Next Set or Previous Set before “Show Matrix”.

Set buttons located at the top of the form. For this example, we are going to work with Schedule
Template Deliver and Location Code MAIN.

mEdit-AgencyScheduling =
Bl ove acrons Finance Compary - Ma-.[ )

1 E '
1! L\]
» . & & K>
Mext  Previous nehflote Motes  Links Refresh Clea Go
Matrix J Set Set Filte to

Show Attached Page

Agency Scheduling

General A
Schedule Template Filter:  DELIWVER - Date Filter:  |07/31/19,.08/09/19)
Location Filter: hALIMN -

Click Home = Show Matrix to view the appointment data for the Template, Location, and Date range.
Currently there is no appointment data in this calendar.

View - Bgency Scheduling fMatroe
HOME = ACTIONS
M
[ o © T ik

Create Create Standing Show Showas | Refresh Clear  Find
Appointments  Appointments as List  Chart Filter

eSS

Agency Scheduling Matrix -

Appo,.. 07/31/18-Maximurm - 07/31/19-Scheduled  07/31/19-Standing

Time -
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To generate appointments, we must first start by building the Master Schedule Lines. Select Actions >
Functions > Create Appointments to open the Create Appointments page.

Note: In this example, the function to Create Appointments has been added to the Home
ribbon for ease of access. You will run the function from whichever ribbon you have assigned it

to.

Wiew - Agency Scheduling Matree
HOME ACTIONS

Appaintments J/ Appointments

c

a5

Agency Scheduling Matrix ~

i)

Show as
Chart

[

7~
7

Filter

age

T

Refresh Clear

Find

From here you can specify information about the Calendar you wish to create.

The specific setup of Master Schedule Lines is flexible to allow customization per food bank. Be certain
to include a Start Time and an End Time. If there will be a mid-day break (a lunch break for example)
be sure to include a second Start Time and End Time as illustrated in the screenshot. Also, be sure to
select the Create Master Schedule Lines checkbox. The Time Interval indicates how much time exists
between appointments slots. In this example, the first appointment is at 7:30 and one occurs every
hour through 10:30, with a lunch break and afternoon appointments starting at 12:30 and ending at

2:30.

Edit - Create Appointiments

B o

ACTIONS

Create Appointments

Create Appointrment Lines:

Greate Master Schedule Lines:

Schedule Ternplate Marme:
Location Code:
Starting Date:

Ending Date:

Starting Time:

Ending Time:

Starting Time 2nd):
Ending Time (2nd):

Tirne Interval (Minutes):

Flaimurn Weight:

Flavimurm Mo, of Appointrrents:

Optional: Used if there is 2 break in the schedule {ex, lunch break)

f=lfeEs
 Finance Campany —..L2]
il ->
Motes  Links Refresh r Go
=r to
0
@)
[DeLTvEs| o
BRI -
1231790998
1243179998
T:30:00 Abd
10:30:00 A4
12:30:00 P
2:30:00 PM
60
]
1]
ok
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Note: Do not be concerned with the Starting Date and Ending Date when generating Master
Schedule Lines, the 12/31/9998 is used behind the scenes for special processing, it does not
concern us here.

When you are finished with your setup, hit the “Execute” button at the top of the page. Clicking OK
cancels the task.

Note: In order to synchronize properly with Agency Express, Starting/Ending Times must
include minutes that start with :00, :05, :10, :15, :20, through :55. It cannot start or end with
any minute in-between five minute intervals. For example: 07:30:00 AM is a valid start time,
but 07:32:00 AM is not.

When the master appointment lines are generated, you will receive a notification prompt:

Microsoft Dynarnics NAY @

o Appointment Lines have been generated,

You will notice that the Agency Scheduling Matrix now has a list of times on the right hand side of the
page. These are the Master Schedule Lines, they form the general structure of the calendar. Without
the master appointment lines generated, it would not be possible to create appointment lines.

Agency Scheduling Matrix ~

Appo.. 07/31/19-Maxirnurn 07/31/19-Scheduled  07/31/19-Standing
Tirne

F:30:00 Ak

£:30:00 AkA

9:30:00 Ak

10:30:00 &b

12:30:00 Pha

1:30:00 PrA

2:30:00 P

Now that this has been completed, you can create Appointment Lines.
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Creating Appointment Lines

Select Home > Create Appointments (or Actions = Functions = Create Appointments) to open the
Create Appointments page.

Wiew - Agency Scheduling hatrie
HOME ACTIONS

| ~
) B < T ik
Create reate Standing Show Showas | Refresh Clear  Find
ppointments J Appointments as List  Chart Filter

Once the page has open, begin by selecting the Create Appointment Lines option. Next, select an
appropriate Schedule Template Name, Location Code, Starting Date, and Ending Date. Starting Time
and Ending Time must correspond to what was entered when creating the Master Schedule Lines. For
example, if Master Schedule Lines are for 7:30am — 2:30pm, we could not create an Appointment Line
for 3:30pm as no placeholder exists for it on the master calendar. The Time Interval will auto-populate
based upon the Master Schedule Lines. Max Weight and Max No. of Appointments are set by user
discretion. In this example, we have chosen a Max. No. of appointments per time slot of 1.

Note: If you are using Standing Appointments Only, this will need to be set to 0. Once all fields
have been filled in, hit Execute to create Appointment Lines. As above, clicking OK cancels the
task.
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Edit - Create Appaintrments IE]
- HOME = ACTIONS
2 IS
d © ->
Links C Go
to
Create Appointments
(Create Appointrment Lines: E)
Create Master Schedule Lines: =l
Schedule Template Mame: IDELI\;"EI?J -
Location Code: BAAIM -
Starting Diate: 87172019 -
Ending Date: 213152019 -
Starting Tirme: T:30:00 kA
Ending Time: 10:30:00 AbA
Starting Time (2nd): 12:30:00 P
Ending Time (2nd): 2:30:00 Ph4
Tirne Interval (Minutes): &0
Flavirmurm Weight: 0
Mavirmurm Mo, of Appointmernts: 1
Optional: Used if there is a break inthe schedule {ex lunch break)
~
[ ox
.

A dialog box displays the process and when completed:

catige
| Microsoft Dynamics Ay
tin
i Creating DELIVER Appointrment Lines: 083119
T:30:00 A
i
dinc
ticrosoft Dynamics [N @ i

rting Tirne (21

o Appointrment Lines have been generated.

ding Tirne (Zn

0K
e [ ok ]

Click OK.

Once appointments have been created, you will notice that the Agency Scheduling Matrix has
additional data under the Maximum column. This indicates that Appointment Lines have been
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successfully generated. No data will appear in the Scheduled and Standing columns until later. At this
point our Calendar is complete. Orders may now be scheduled against it.

Agency Scheduling Matrix -

Appa.. 07/31/19-Ma... 07/31/19-5c.,.  07/30/19-5ta..  08/01/18-Maximum 03/01/19-Scheduled 08/01/19-Sanding  08/02/19-Ma... 08/02/19-5ch..  08/02/19-5ta..
Tirne -

B3000AM
83000 AM

10:30:00 &M
12:30:00 P
13000 BM
23000 PM

[ e R R R S =
[ e S ST R S S =

Note: This process must be completed for all combinations of Locations and Schedules that
you are using.

Marking Days Off
Note: This must be done PRIOR to synchronizing schedules to Agency Express, if using.

If you anticipate being closed for a holiday, or will be operating on a revised schedule, you need to
mark days/times off of the calendar. This prevents appointments from being scheduled during a time
when the food bank is not open. In this example appointments have been created for the month of
August. The Food Bank has a Company Picnic on August 16™, so appointments need to be removed for
that day.

To do so, first make sure that the Matrix is displaying the time frame that includes the date you are
planning to remove. (You may need to return to the Agency Scheduling start window and choose Next
Set until that date is included). Once the Matrix opens, locate the date and right click the Maximum
Appointments Column and select Advanced Lookup.

Type to filter (F3 |Appointment_ime - | 2| M
Filter: DELTWER. = BAAIN

08/16/19-Ma... 08/16/19-3ch...  08/16/19-5ta...

FZ Copy Cell
Lookup F4
Advanced [ookup  Ctrl+F4

Dnll Diowen Shift+F8

This opens the Appointment Detail Schedule window:

From here, select Actions = Functions = Check Remove Time on All.
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Edit - &ppointrent Detail Schedule - DELTVER . MAIN « 81672019 - 7:30:00 &M | Edit - Appointment Detail Schedule - DELTVER . MAIN . 8/16/2019 . T7:30:00 AW |

Bl rove | acons BE o | acmons
> = > X
X e

Check Remove | Uncheck Remove ~ Remove Check Remove UncheckRemaove — Remove
Time on All Time on All Times Time cn All Time on All Times

DELIVER - MAIN - 8/16/2019 . 7:30:00 AM DELIVER - MAIN - 8/16/2019 . 7.30:00 AM
Filters Filters
Schedule Temnplate Mame: Appointrent Date:  8/16/2019 Sthedule Template Mame: Appointment Date:  8/16/2019
Location Code: hAAIN Location Code: AT
Rem.. Appoin... Mo, of Mo.of  Max Mo, of Scheduled Rem...  Appain... Ma. of Mo.of  Max. No. of Sched
Time  Tirne a Sched. Standing  Appointrme... Weight Time  Time " Sched, Standing  &ppointme.. W
Appts, Anpts, Appts. Appts,
] 7:30:00 AM 1 @] 7:30:00 AM 1
[T 8:30:00 &b 1 [  8:30:00 AM 1
[ 9:30:00 &n4 1 [ 9:30:00 AM 1
[ 10:30:00 Ak4 i @] 10:30:00 &0 1
[ 12:30:00 PM 1 @] 12:30:00 PRA 1
[ 1:30:00 PR 1 [ 1:30:00 PrA 1
[ 230:00 PR 1 [ 2:30:00 PM 1

This will cause all times to be marked for removal from this calendar. If you do not want to mark the
entire day for deletion, can selectively check which times you wish to remove by manually checking
the Remove Time checkboxes as appropriate.

Once you have selected times to remove, hit Actions 2 Remove Times. Confirm that you wish to
delete the lines by pressing “Yes”.
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Edit - Appointment Detail Schedule - DELIVER - WAIR - 8/16/2019 . 730000 A0

- HOME | ACTIONS

2 9 (X

Check Remove Uncheck Remave Remave
Time on All Time on All Times

Functions Remove Times

DELIVER - MAIN - 8/16/2019 . 7:30:00 AM

Filters
Sthedule Template Mame:  DELIVER Appointrment Date:  8/16/2019
Location Code: R AIN
Rerm...  Appoin.. Mo, of Mo.of  Max Mo, of Scheduled
Time  Time - Sched, Standing  Appointme... Weight
Appts, Appts,
[¥]  T:30:00 AbA 1
8:30:00 AkA 1
9:30:00 AkA 1
10:30:00 &h4 1
12:30:00 PR 1
1:30:00 PRA 1
2:30:00 PRA 1
hicrosaft Dynarnics WAV =

You are sbout to perrmanently delete T Appointrent Lines, Lines
with booked appointments or that have been sent to the web will
not be deleted, Cantinue?

[ Yes Mo

All appointment lines for August 16" are now deleted and cannot be scheduled against as they no
longer exist.

Agency Scheduling Matrix -

Appo... 08/1.. 08/10/1.. 08/10/.. N8/L. O08/1. 08/1.. 08/12/L.. D08/12. 08/12.. 0813.. 0813/, 08/13/.. 08/14/.. 03/14/ . O08/14/. 08/15/19-.. 08/15/19.. 08/15/19-5.) 08/16/19-Maxi...
Time &
Sche... Schedu.. Sched.. Sche.. Sche..  Sche..

T:30:00 Ak 1 1 1 1
8:30:00 A0 1 1 1 1
S:30:00 Ak 1 1 1 1
10:30:00 &0 1 1 1 1
123000 I 1 1 1 1
L30:00 P 1 1 1 1
Z30:00 P 1 1 1 1
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Synchronizing Appointments (Calendars and Appointment Lines)

Before Creating Standing Appointments, it is recommended that you first Synchronize Calendars and
Appointments. Standing Appointments are sent to AE as soon as they are generated, so it is better to
have the ‘template’ for those standing appointments sent to the Web before you create them.

There are two pieces of scheduling data to be synchronized: Calendar data (In the Web Processing
Queue they display as Type = “Schedule Master” entries and in the folder structure for AE, they are
ISM files) and Appointment data (In the Web Processing Queue they display as Type = “Appointment”
entries and ISQ files for AE).

To synchronize Calendars, go to Web Synchronization Options and choose Calendars in the drop-down.
Then Home = Synchronize (clicking OK does nothing):

m Edit - Web Synchronization Options EIE@
Bl v o Finarce Conpa. [2]
3 rorece | &
Q\ ’é-_"‘; Update Agency Qualifiers Motes
View

£5) Delete History ;'])Ll'nks 3>

Web Synchronization Options

chaIendars ) |L]

Agencies and Shoppers

Ttems and Qualifiers
Shoppers
Calendars

Appointments Microzoft Dynamics MAWY @
Delivery Fees

9 Synchronize rmaster calendar data with Agency Express?

ok ] Loves J[ Mo ]

Note: Once you synchronize a calendar with the web you cannot make additional changes to
it. For example, if you synchronize a calendar and realize later that you forgot to mark off a
holiday, you must reach out to TechBridge as you cannot remove that date after the calendar
has been synchronized. It is extremely important to make sure your calendar is correct before
you send it to the web.

Click YES to Synchronize. A Warning will pop-up to confirm that you have confirmed your dates before
you send the Calendar to AE:

hicrosoft Dynarmics Maw @
IMicrosoft Dynarmics [NAW

9 Warning!
Youwill not be able to re-synchronize calendar data once it is
transmitted to the web.

Please check to ensure you hawve marked off any non-operating Master Schedules: 0%
days (holidays, etc) -ZI
)

Processing:

Do youwish to proceed?
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When the Master Calendar has been synchronized, it will return you to the Web Synchronization
Options window.

To synchronize appointment, select Appointments from the drop-down, then Home = Synchronize:

m Edit - Web Synchronization Options EIE@
HOME = ACTIONS [ Finance Compa... L2
ﬁ I&_"‘g Update Agency Qualifiers Maotes

£5) Delete History [ Links >

Web Synchronization Options

(.ﬂ\ppuintments |L]

Agencies and Shoppers

Iterns and Qualifiers
Shoppers

Calendars
Appointrnents
Delivery Fees

In the Web Processing Queue, Calendar entries will display as Type = Schedule Master:

Unprocessed Entries

Web Frocessing Queue (Filtered)
Process Outhox  Process Inbox a Statistics  Refresh Wiew Reset  (Hp Find  Filter Y;\ Clear Filter

Inbour... Type Action ] Date
Outbo... = -

{Outhound  (; Schedule Master ) Send DELIVER MATM 08/01/1307:30 2 8/1/2019

Appointments will display as Type = Appointment.

Note: If you use Standing Appointments only (no open or pre-reservation appointments) for a
calendar, you will not see any appointment lines until you generate Standing Appointments.

Creating Standing Appointments

Standing Appointments are default appointment days/ times that can be established for Agencies.
Using Standing Appointments only (Maximum No. of Appointments = 0) for certain calendars means
that the Agencies cannot free-select appointments on AE, but must choose from available standing
appointments. There are two ways to create standing appointments in Ceres:

1. Automatically via the Create Standing Appointment batch routine
2. Create standing appointments manually (usually single appointments as needed)
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Automatic Standing Appointments

To automatically create standing appointments, you must first complete Standing Appointment Setup
for the agencies in question. Once the Standing Appointment Setup (template) has been completed for
an agency, it should not need to be modified unless a change has occurred due to their hours of
operation or to the schedule itself).

From an Agency card, select Navigate = Distributions = Standing Appointments:

m Edit - Agency Card - BO129 - Safehome, Inc,

- HOME ACTIONS REPORT
) Comments ___.‘_L.:Ship-to Addresses ﬁ!—‘«gency Activity Review g‘.ﬁ Agency Training Wz Delivery Restrictions
Js Dimensions E=Supplemental Addresses [u] Agency Reporting Requirements [—] Agency Certifications e Qualifiers o Handling Capabilities
&) Contact & Shoppers = Agency Attributes dk More = %Agenq’ Days and Hours E‘.Std. Agency Codes

This opens the Standing Appointment Lines for that Agency. If no standing appointment lines exist,
that is because they have not been created yet.

Edit - Standing Appointrient Lines = ]
- HOME ACTIONS Finance Company - Master Ceres 50 Testing Da...
- 1 1= ~
C e I () Yx ﬂ
View  Edit Setup Mote MNotes  Links Refresh Clear  Find
List Filter
vManage Pro Page
Standing Appointment Lines - | Type to filter (F3) Schedule Template Mame [ 3| v
Filter: B0129 « RAAIMN
Sche.., Locat.., Agency Name Appo.., Day of \Week Appo.., Man.. Mew ey UMC
Tern.. = Code = Date - Time 4 Date.. Appointrent  Appointrment  Activity
Marne Date Tirme Status
There is nothing to show in this vien,

To open Standing Appointment Setup, click the Setup option from Actions = General:

Edit - Standing &ppointment Lines

Bl o | acmons

Create
Standing Appts.. L3 Delete Al

Functions

[TE] Create Single Appointment

2% Delete Single Appointrent
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If a template already exists, then the setup lines will display, if not, you will need to create the
template lines per the needs of the foodbank and agency:

Edit - Standing Appt. Setup Lines = '@
HOME Finance Company - Master Ceres 50 Testing Databas... e
T = Ty )
= - g ']
N BX i & © W
MNew View dit  Delete Show  Show as nel Motes  Links Refresh Clear  Find
List : ¢ Chart Filter
Standing Appt. Setup Lines ~ || Agency No. Ml
Filter: B0129
Agency Schedule Location Description Week Mo, in - Day of Week Date in - Appointment Every X Weeks Ewvery X 'Weeks Last
Mo, “ Ternplate Code Month Month  Time Appointrment Date
Marme
B0129 DELIVER MAAIN 1st Wednesday of month 1 Wednesday 0 %:30:00 Ak 0
Bo129 DELIVER rABIN Third Wednesday of month 3 Wednesday 0 9:30:00 AkA 0
E0129 DELIVER hAAIN 25th of month 0 25 %:30:00 AM 0
E0129 + DELIVER hAAIN Every 3 weeks I 0 10:30:00 204 3 14252018

Agency No: The agency number that is associated with the standing appointment setup.

Schedule Template Name: Enter which type of standing appointment is being created. Enter
either PICKUP or DELIVER.

Location Code: Enter the location for the appointment. This should always match the location
this agency is serviced from.

Description: This field allows you to enter a description matching the setup for others to easily
see what the standing appointment setup is. Examples would be “Every Wednesday” or “1st
Thursday of the Month”.

Week No. In Month: Use this field to specify which occurrence of the appointment day in the
month (1-5). Entering a 2 here would indicate the 2™ occurrence of the appointment date in
each month. If any Agency has appointments on the 2"¢ and 4" Wednesdays in a month, it
would be necessary to enter these only multiple lines, one with a 2 in the field and a second
line with a 4 in this field. If the agency has an appointment every week, simply enter a zero (0)
in this field indicating that the appointment occurs every week.

Day of Week: Enter the day of the week the appointment is scheduled on. The drop down will
allow you to choose from all 7 days.

Date in Month: This field is used when the appointment doesn’t fall on a particular day but
rather on a date in the month. For example if the agency always picks up on the 1 of the
month you would enter a 1 here. If this field is used, then you should not be entering any
information in the Week No. in Month field or the Day of Week field. They are mutually
exclusive. If the agency picks up twice a month on the 1t and 15%, you would setup this up on
to different lines one for each pickup.
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Appointment Time: Enter the time slot for the appointment. This field is validate in the
Master Schedule and must be a valid time slot for the Schedule Template Name and Location
Code provided.

Every ‘X’ Weeks: Use this field in place of the Day of Week and Day of Month for
appointments that occur every ‘X’ weeks where X represent the number of weeks between
appointments. For example, if any agency had a delivery every 2 weeks, you would enter a 2
here. Enter any number greater than 1.

Every ‘X’ Weeks Last Appointment Date: Enter the date of the last appointment date when
using Every ‘X’ Weeks appointments. This will be used to calculate the next appointment for

the agency.
Edit - Standing Appt. Setup Lines = '@
- HOME Finance Company - Master Ceres 50 Testing Databas... e
T = T }
M L ! Ml
N BT X T & © Y #h
MNew View dit  Delete Show  Show as nel Motes  Links Refresh Clear  Find
List : Chart Filter
Standing Appt. Setup Lines ~ || Agency No. Ml
Filter: B0129
Agency Schedule Location Description Week Mo, in - Day of Week Date in - Appaintrment Every X Weeks  Ewvery X\Weeks Last
Mo, “ Ternplate Code Month Month  Time Appointrment Date
Marme
Bo129 DELIVER rABIN 1st Wednesday of month 1 Wednesday 0 9:30:00 AkA 0
Bo129 DELIVER rABIN Third Wednesday of month 3 Wednesday 0 9:30:00 AkA 0
E0129 DELIVER hAAIN 25th of month 0 25 %:30:00 AM 0
E0129 + DELIVER hAAIN Every 3 weeks I 0 10:30:00 204 3 14252018

Example Standing Appointment Setup

The first Standing Appointment Setup Line indicates scheduling standing appointments for agency
B0129 every first Wednesday of the month at 9:30am.

Line number two indicates scheduling a standing appointment for the same agency on the third
Wednesday day of every month at 9:30am.

Line number three indicates scheduling standing appointments on the 25 of every month at 9:30am.

Line number four indicates using a setting for every x number of weeks (cannot be set to 1 or used
with Week No. in Month, Day of Week or Date in Month). In the Last Appointment Date column, use
a date that will correspond with the last appointment date before the first appointment date for this
agency based on. When Create Standing Appointments is run, the system will update the “Every X
Weeks Last Appointment Date” with the last standing appointment created for the time frame, so that
the system knows where to start the next time the process is run.

Once satisfied with the Setup page, hit OK to go back to the Standing Appointments page.

Note: Standing Appointment Setup is generally relatively static. In other words, you shouldn’t
anticipate having to change this very often once completed unless an agency, or even the food
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bank, deems it necessary. You will need to complete this for any agency that you wish to
automatically create standing appointments for, but once setup is complete, you should not

need to revisit often.

Creating Standing Appointments from the Agency Card (less common):

Now that setup is complete, you can automatically create appointments for this agency. This is done
by selecting Actions—=> Functions = Create Standing Appointments. You will notice that the Create
Standing Appointments routine is pre-filtered for the agency you are working with. We will run the
routine globally in the next section, but for now, leave the agency filter in place. You will need to enter
a date filter. Typically we enter a date filter that matches the date range for the calendar we just
created. Because we just created appointment for the month of January, we will create standing
appointment for the month of January as well. Once the filter has been entered, hit Preview to create
standing appointments for your agency.

m Edit - Standing &Appointment Lines

ACTIONS

[F5] Create Single Appointment
7< Delete Single Appointment
.. | [} Delete Al

Standing Appointment Lines ~

Sche..
Term..
MName

Locat.,
< Code -

Agency Marme

[E=5 o8 ==
Finance Company - Master Ceres 50 Testing Da...
L5
15
Setup

Type to filker (F3) | Schedule Template Mame ~ | =
Filter: EO129 « MAIN
Appo.., Day of Week Appo.., Man.,  Mew e UNE
Date - Tirre “  Date.. Appointment  Appointment  Activitye
Date Time Status

There iz nothing to show in this wiew,

W

Edit - Create Standing &ppointments

- ACTIONS
LS
Clear
Filter
Standing Appt. Setup Line

Show results:

¥ there  AgencyMe. v is B0120
¥ And Schedule Template Name = s
» And Location Code ™ s MAIN
<= Add Filter

Limit totals to:
3 ‘here [ DateFilter  wlis
4 Add Filter

08/01/19..08/31/19

o [E =]
Finance Company - Mast.. (2]

DELIVER

[ print.. -] [ Preview | [ cancer |

If any errors occurred during this process and a standing appointment cannot be created, an exception
report will print indicating this fact. In this case, no errors occurred so the exception report would not
show any data. You will now notice that standing appointments have been created for this particular

agency.

Agency Scheduling
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m Edit - Standing Appointment Lines

- HOME ACTIONS
E_—,\ [Z] Create Single Appointment
& 7% Delete Single Appointment
Create
Standing Appts.. [} Delete Al

nctions

Standing Appointment Lines ~

'ﬁ?

Setup

===}

Finance Company - Master Ceres 50 Testing Dat...

Type to filter (F3) Schedule Template Name = | =2 | W

Filter: BO129 = MAIN

Sche.. Locat.. Agency Mame Appa.. Day of Week Appo.., Man... Mew Mews UmMC
Tern.. ~ Code & Date - Tirme Date.. Appointrment  Appointment  Activity
Marme Date Tirme Status
DELTVER. AT Safehome, Inc. 8/7/2019 Wednesday 9:30:00 A ] ACTIVE
DELIVER PN Safehome, Inc, 8/15/2019  Thursday 10:30:00 &8 0] ACTIVE
DELTVER. hAAIN Safehome, Inc. 8212019 Wednesday 9:30:00 A = ACTIVE
DELIVER PN Safehome, Inc, 8/26/2019  Monday 9:30:00 A = ACTIVE

The reason there is no appointment for 8/25/19 is that it falls on a Sunday, so the system generated an
appointment for the next available calendar date, 8/26/19.
Notice that the Every X Weeks Last Appointment Date in Setup was updated to account for the most

recent appointment date:

Standing Appt. Setup lines -

Agency Schedule Location Description
Mo, A Template Code

Mame
E0129 DELIVER hABIMN 1st Wedne sday of month
B0129 DELIVER MABIN Third Wednesday of month
BO1249 DELIVER hAAIN 25th of month
BO129 DELIVER MAATH Every 3 weeks

Week No,in - Day of Week

anth

1 Wednesday
3 Wednesday
I}
0

Date in - Appaintment

Month - Time Appointrment Date
0 %:30:00 8k 1]
0 8:30:00 A4 0
25 9:30:00 &M 1]
0 10:30:00 AbA ( 3 8415720149 }

| Type tofilter (F3) Agency Mo,

Every X Weeks  Eveny X Weeks Last

Creating Standing Appointment for Multiple Agencies (most common)

Creating standing appointments for multiple agencies at a time is the most common function. This is
done through the Agency Scheduling Matrix. From the Agency Scheduling Matrix, select Actions 2>

Functions = Create Standing Appointments.

iew - Agency Scheduling hatrix
- HOME
s
= | m | © %
Create Showas | Refresh Clear Find
Appointments,_Appointments Chart Filter
Proces e
Agency Scheduling Matrix -
Appa... 08/01/19-... 08/010/1.. 08/01F. 080, 0BA0..  08/0Z. 08/03/1.
Time - Schedule
Auailable
T:30:00 ArA 1 1
830600 Ak 1 1
2:30:00 Ar4 1 1
10:30:00 A0 1 1
12:30:00 PM 1 1
1:30:00 PrA 1 1
2:30:00 P4 1 1

087034, 08/03..

Sched...  Sched..

Finance Company - Master Ceres 50 Testing Data... a

Type to filter (F3)
08/04...  03/04/...

Sched...  Sched..

034047

Schedu...

o fel=s]

Appointrment Time ~ ‘ 3| v

Filter: DELIVER. » MAIMN

08/05f.. 08/05/. 08/03

i
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This will open the same request form as before. In this case, an Agency No. filter will not be displayed
as you are creating standing appointments for all applicable agencies. Schedule Template Name and
Location Code will default based upon the calendar opened before selecting Create Standing
Appointments. You must input the Date Filter.

Note: This process can only be run for an entire month (the dates created are based on the
appointment lines you created earlier and may not be for an entire month if that’s how you schedule).
The report cannot run without it. Confirm entries then hit preview (or Print if you want a .pdf or
printout) to create standing appointments for all agencies based on settings.

Edit - Create Standing Appointments o -3 @
Bl :cons Finance Company - Mast... (2]
T
Clear
Filter
Standing Appt. Setup Line a

Show results:

XK Where Schedule Template Mame  * is DELNER)

X And Location Code = is AT
XK And AgencyNo. ™ is Enter avalue,
+ &dd Filter

Limit totals to:

X Where @aternter s 08/01/19..08/31/13 )
S Add Filter:

Print... '{ Preview ' Cancel

If any exceptions are encountered, you will receive a notification and an exception report will display:

Microsoft Dynarmics Ma @

o Standing Sppointment Lines have been created,

3 Standing Appointrnent Lines were not created,

See exception report for details,

Create Standing Appointments
1 of 1 _ g B - 1% - Find | Mext
Standing Appoirtment Exeaptions 8172019 2:15 Phd
Ceres 5.0 Testing PFage 1
ESOPROMVCINT
Schedule
Template Location Appt. Appt.
Agency Ho. Hame Code Date Time Comment
BOT29
DELIVER [ BTAE019 30 Al Standing Appointment Lne already exists forthis program.
DELIER hisIH 212019 Q30 A Standing Appoirtment Line already exists for this progam.
DELIER hd&lH S HE2019 30 A Standing Appointment Line already exists for this progam.
Total records skipped for Agency BOT29 3
Total Records Shipped 3
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Exceptions were reported because | previously created the appointments for B1029 from the Agency
Card.

Standing appointments are now reflected on our calendar. In this example, we have a standing
appointment on the 15th at 10:30 am. Once this standing appointment is used on an order, it will be
deleted and replaced by a scheduled appointment (this process is explained in greater detail in the AE3
Managing Web Orders document), and will display under the Scheduled column instead.

Wiewr - Agency Scheduling Matrix

Bl o acmons

[1men; |
E B i © T i
Create Create Standing Show Showas | Refresh Clear  Find

Appaintments  Appointments as List  Chart Filter

cess

Agency Scheduling Matrix -

Appo.., 08/L..  08/L. O0BL. 004, 0B/13L. 0815, 08/14.  O08/147. 08714/, 08/15/. 08/15/.. | 08/15/19-Standing | 0B/16/19-...

Tirne -

T:30:00 Ak 1 1 1 1
8:30:00 AM 1 1 1 1
9:30:00 Akd 1 1 1 1
10:30:00 Ahd 1 1 1 1
12:30:00 PrA 1 1 1 1
1:30:00 PrA 1 1 1 1
2:30:00 P 1 1 1 1

Manually Creating (SINGLE) Standing Appointments

You can manually create a single standing appointment (an appointment without an Order yet) from
the Agency Scheduling Matrix by selecting Actions = General - Create Appointment.

Yiewr - Agency Scheduling hatrix

BE ove  acmons
E | E

Create Synchronize
Appaintment -

Functions

Most of the fields will default based upon the calendar. You will however need to specify an Agency
and an Appointment Date. When satisfied with entries, hit Create Appt. to create the standing
appointment.
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Edit - Create Single Appointment = ‘@
- HOME  ACTIONS [ Finance ... [?

N j neNc e
LQ Notes
View Create j‘

Appt | [aiLinks >

Create Single Appointment

Schedule Template Mame:  |[EE00E -

Location Code: MAAIN -
Agency Mo.: -
Appaintment Date: -
Appaintment Time: 7:30:00 A

Edit - Create Single Appointment | = || = |[3]
- HOME  ACTIONS [Finance C..[2]
s |

@ E MEOneMote 5
Motes
View Create S
Appt o2 Links >
lanage | Process | Show Attached
Create Single Appointment

Schedule Template Mame:  DELIVER -

Location Code: hAATH -
Agency Mo.! A0592 -
Appointment Date: -
Appointment Time: 730,00 AM

oK

Note: You can also create a single appointment from the Agency Card (or by highlighting the
Agency in the LIST view) by going to Navigate = Distributions = Standing Appointments 2>

Actions = Functions = Create Single Appointment (or you can add the function to your Action

Pane).

Note: It is not necessary to Synchronize Appointments after generating Standing

Appointments as they are immediately dropped in the Web Processing Queue for handling as

soon as they are created.

Agency Express Overview of File Structure and Data Synching

Related Topics

1. Agency Express Managing Web Orders
2. Agency Order Overview

3. Agency Overview

4,

5.

Agency Scheduling
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