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Agency Ship-to Addresses

Purpose of this document
Agency Ship-to Addresses provide the ability to have one or more shipping addresses for one Agency.
One of the Ship-to Addresses may be designated as the default ship to address. In the case of multiple
ship-to addresses, the default should be set to the address that is most often used. During Agency Order

entry, the default ship address will be used; however the user can override it at that time.

Ship-to Addresses can be shared as outlined in the Supplemental Addresses document, the functionality
has some overlaps.

Ceres Object release 5.00.00 is required for the functionality described in this document.
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Accessing Agency Ship-to Addresses

1. Agency Ship-to Addresses can be accessed from the Agency Card by going to Departments 2>
Financial Management = Receivables - Agencies.

Receivables - Microsoft Dynamics AW

o v | Finance Compary » Departments ® Financial Management ¥ Recetvables »
Departments Receivables

4 Finzancial Managerment
General Ledger

Cash Managerment

Papent Agencies
Cost Accounting m

Cash Flon Agency Iroices
; ! Agency Credit Mermos

- Requests to Approwve
Payables Approval Request Entries

| i

The list of Agencies will display.

2. Select the Agency you wish to edit or add a new Ship-to Address to by clicking on it to highlight and
then go to Navigate = Agency = Ship-to Addresses:

Agencies - flicrosoft Dynarnics MAY
° v ||:| Finance Company » Departments ¥ Financial Management ¥ Recetszbles » Agencies
- HOME  ACTIONS ~ NAVIGATE = REPORT
|j| }) E| 2 9} & Shoppers 1 [ Statistics
‘ Attributes 8 Activity Review - e [" Entry Statistics
Comments Dimensions Contact upplemental . Ledger Leased .
- Addresses = Web Portal Governance Entries Storage Entries 1= Fees & Pounds
Agency History
Departrnents Ag endes -
4 Financial Managerment
General Ledger
Cash Management Mo, L Mame Bdress City State
Cost Accounting
Cash Flow F1125 St Buqustine Episcopal Ch., 2732 Benton Bouleward Kansas City i}
Receivables Fi3L Our Saior Lutheran Church | 4153 Rainbew Bouleward Kansas City KS
Payables F1139 Lutheran Church OF 711 Berton Boulevard Kansas City (0
Fired fasets F1140 Bridge of Hope Comrurity 1925 M, 1ith Street Kansas City MO
Invento
o i F1L4L Haven Center, Inc., 735 Walker Svene Kansas City [
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This will display a List of Ship-to Addresses currently setup for this Agency. Select New to create a new

Ship-to Address. Right-click on any existing line and select edit to update an existing record, or click

Edit from the Home Ribbon.

m Wiew - Ship-to Address List - F1140 - Bridge of Hope Cormmunity

- HOME MAVIGATE
T &
g /)a X

Edit J View Delete

Mew show  Show as

Chart  |ablinks

Ship-to Address List - Typetafilter (73] Cod

Code . Hame City

FAIHUSME Bridge of Hope Community

FA1140-5T1 Bridge of Hope Community  Kansas City

New, Aanage View Show Attached

=8 ol =Y
Finance Company - Ma.. (2

@' Notas

£ Refresh
¥, Clear Filter
# Find
£ M
Fitter: F1140
Lacation

Code

General FastTab

Edit - Ship-to Address - F1140 Bridge of Hope Community FA1140-541 Bridge of Hope Community

- HOME
@ Edit INE F S Y>( 2 Goto
U] Mews L) Previous
Wiew C ofe Motes Links  Refresh Clear
X Delete Filter I Next

F1140 Bridge of Hope Community FAT140-SA1 Bridge of Hope Community

General
Code: Fal140-581 Contact:
Mame: Bridge of Hope Community FaxMo.:
Marne & Email:
Address: 20100 E. Cheyenne Way Home Page:
Address 2 | Location Code:
City: Kansas City - Shipraent Method Code:
State: 1A Shipping Agent Code:
AP Code: Gfill4 - Shipping Agent Service Code:
CountryfRegion Code: - Last Date Modified:
Show on Map TaxLiable:
Phone Mo.: 888-521-1234 @ Taxdrea Code:
Site Address:

@%

Finance Company - Master Ceres 50 Testing Database - esopro-st...

Kelly Clarkson

kAN
PICKLP

6/18/2019

m

A Show fewer fields

Code: This is the main identifier for the Ship to Address, which can be entered as any

combination of text and numbers.

Name: Enter the Ship-to Name. You can enter a maximum of 50 characters, both numbers and

letters.
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Name2: An extension of the Name field, if needed.
Address: Enter the Ship-to Address. Additional addresses, phone numbers, and contact
information can be setup using the Supplement Address functionality.

Address 2: An extension of the Address field.

City: Enter the city associated with the Ship-to Address.

State: Enter the state associated with the Ship-to Address, such as a suite number or building

number. Up to 50 characters can be added here, using any type of text or numbers. Enter it as

you want it to appear in printed documents.

Zip Code: Enter the zip code of the Ship-to Address.
Note: If you fill in the ZIP Code field with a ZIP code that is linked to a single city in the
ZIP Code table, the program fills in the City field automatically. If there is more than one
city linked to the ZIP code, the program displays a list of the relevant cities for you to
choose from. If the ZIP code is not set up in the ZIP Code table, you must enter the city
manually.

Country/Region Code: Select the Ship-to Address country/region code

Show on Map: If selected, a window will prompt the user to select “This Address” or “Other”:

Microzoft Dynamics KAY @

o Showe trap with:

@ This address
(71 Other

l 0K l | Cancel

If This Address is selected, a map will open with the Location of the address on the Card.

If Other is selected, a second window will open to ask the user to select how to display the map:

Microsoft Cynamics AV @

o Shin rnap with:

@ Directions from rriy comparty

7 Directions to my company

71 Directions from another address
71 Directions to another address

K ] Cancel
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If Directions from my company is selected, the address from the Company Information settings
in Ceres will be set as the Starting Address and the Agency’s address will be set as the To
Address.

If Directions to my company is selected, the address on the Agency Card will be the Starting
Address and your company address will be the To Address.

If Directions from another address is selected, a window will pop up asking to select a TYPE of
address to select from:

Edit - Online Map Addre..| = [ = &3]
[] Fron 12
Cl'ahle Selection: *|)
Lookup Code:
Distance In: Bank
Foute: Contact
Customer
D Ernployee
Job
Location N
Resource
Wendor
Ship-to Address
Order Address

Based on the TYPE selected, the Lookup Code field will provide available options (example
shown is Customer/Agency):

Agencies
- HOME = ACTIONS  NAVIGATE  REPORT

- = = = 1] Agency - Dist. List
/7 |Q il i il _
[id] Aged Accounts Receivable

[

B . Mew Edit  Wiew Delete &N Agency  Agency - Order
EAR=ORlE MaptadreS EWE ; Accﬁgntcge‘tail Sta%emefnt JIJgSunﬁrnar_,.r [i] Agency - Payment Receipt 14
[] [0 | | epo

Table Selection:  |Customer - Ag=ncies .
Gookup Code: v)

Distance In: kil -

Ianee e Mo, 4 Mame Address City State

Route: Quickest -

Pantry Agency 123 Wlian Street Meridian I
Uplift Organization Post Office Bow 5757 Kansas City 00!

Ok Cancel

Synergy Services-+ 101 Test Street +q+ Boise D

Fynergy Services-2 Do Mot Disclose M0

Select Distance in Miles or Kilometers and Route: Quickest or Shortest.

The Destination Address will be the ship-to address of the Agency that you are currently
viewing.
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Finally, if Directions to another address is selected, a window will pop up as before, but the
Agency Ship-to address will be the From Address and the address selected in the window will be
the To Address.

Phone No.: Enter the primary number for the Ship-to Address telephone number. The field is 30
characters in length. A consistent format when entering the number, such as: (123) 456-7890,
123-456-7890 or (123) 456-7890 is recommended.

Contact: Enter the name of the person you regularly contact at this Ship-top Address.
Fax No.: Enter the Fax No. for this ship-to address if applicable.

E-Mail: Enter the email address for this Ship-To Address. You can enter a maximum of 80
characters, both numbers and letters. In the field is a button with a picture of an envelope on it.
If your program is integrated with an e-mail system, you can click this button to open a window
in which you can create and send a message. If you have entered an address in the E-mail field,
Ceres automatically fills in this address in the To... field.

Home Page: Enter the home page for this Ship-to Address. You can enter a maximum of 80
characters, both numbers and letters. If your program is integrated with the Internet, you can
click the button to the right of the field to access the agency's home page.

Location Code: Enter the default location code for the Ship-to Address. If the Ship-to Address
has a Location Code, the program (Ceres) will always suggest items from that particular
inventory location when you enter agency orders for this Ship-to address.

Shipment Method Code: Select a Code for the shipment method to be used when you ship to
this agency.

Shipment Agent Code: This field is used to specify a 3" party shipping company to be used to
deliver to the Agency.

Shipping Agent Service Code: This field specifies the service level to be used when shipping via a
3" party shipping company specified by the shipment agent code. You must first select the
Shipment Agent code before selecting a shipping agent service code.

Last Date Modified: This field is maintained by Ceres and displays the date the Ship-to Address
was last modified.

Tax Liable: Sales tax related field that is currently not being used.

Tax Area Code: Sales tax related field that is currently not being used.

Site Address: This field designates this Ship-to Address is a site address.
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Information FastTab:

Information A

Roadnet Location Type: (e -

Roadnet Location Type: Select a Roadnet Location Type from the drop-down, if applicable.

Creating a Default Ship-to Address for the Agency

For Agencies that have multiple Ship-to Addresses in addition to the main agency address, this function
automatically creates the default Ship-to Address to be the same as the Agency’s main address. When
you use the function, it copies the name, address, contact, and phone number from the agency card into
a ship-to address with a code of DEFAULT.

1. To use this function select Actions = Functions = Create Default Ship-to from the Agency Card.

m Edit - Agency Card - F1141 - Hawven Center, Inc,
- HOME  ACTIONS =~ MAVIGATE ~ REPORT

D {ﬁ [ Create Default Ship-to

2 Copy Data From Agency

Bgency  Agency Send Approval Cancel Approval | Resend Templates  Apply
Order  Retum Order Reques Template...  Save as Template...

equest Approval NCuons

2. Ceres will prompt you with a message confirming you want to create the default Ship-to Address.

Ilicrosoft Dynammics AN EI

Do you wish to crezte 3 default Ship-to Address record for agency
Fiid1?

3. Press Yes to complete the function (or hit Enter or tab). If the Agency already has a default Ship-to
Address, you will receive an error message stating that the address already exists. Upon successful
creation Ceres will report this with the Update complete message.

Microsoft Dynamics MAY @

0 Update complete,
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Ship-to Address List - Typetafilter (73] Code Md B

Fitter: F1141

Code . Hame City Lacation
Code

DEF.i\.UlT‘ Hawen Center, Inc, Kansas City

Note: After creating a default ship-to address, the system will assign the code of DEFAULT to the
Agency’s Default Ship-To Code: on the Shipping FastTab of the Agency Card.

Shipping
Location Code: - Shipment
Zone Code: . Shiprment Method Code: — PICKUP -
Delivery Zone Code: . OrderHandling Group Co..  HARVWER
Delivery Tnfo.: Order Routing Group Code:  HARVVEB
(Default Ship-to Code: DEFALLT v)
Preferred Deltery Time: -
Preferred Fickup Tirme: R
Staging Area:
Related Topics
1. Agency Overview
2. Agency Order Overview
3. Supplemental Addresses
4. Appian Integration and Overview
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