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Allocated Agency Orders Overview

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

Purpose of this document

This document will discuss creating Allocated Agency Orders and also sending allocated orders to
Agency Express. It will also cover processing edited and rejected allocated orders.

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

Allocation Journals may be used to efficiently allocate item quantities to specific agencies and build
Agency Orders as a group. Once an item is allocated in the Allocation Journal, the quantity allocated
for that item cannot be distributed to another agency.

Allocations can be created in several ways.
1. Manually
2. Via percentages set on the ltem Allocation Group.

3. Import from an Excel Allocation spreadsheet

This document will also discuss sending allocated orders to Agency Express and processing edited or
rejected allocated orders.

Ceres allows for the balance of Quantity to Allocate to remain in the Allocation Journal if its entirety is
not allocated. The balance can be subsequently and repeatedly consumed as desired (full balance,
partial balance) via the Get Allocations function on the Agency Order or the Create Orders function on
the Allocation Journal.

Ceres Object release 4.00.00 is required for the functionality described in this document.

Creating Manual Allocation Journal Entries

1. The Allocation Journals can be accessed from the Departments - Warehouse = Inventory 2>
Tasks menu.
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Inventory, Tasks - Micresoft Dynamics NAV

e - | Finance Company » Departments » Warehouse » Inventory » Tasks
e
b Inventory, Tasks
I= Financial Management
I Agencies & Receivables Item Journals
b Purchase BOM Journal
I Donation
Itern Reclass. Journals
4 Warehouse
Orders & Contacts Phys. Inventory Journals
Planning & Executicn Revaluation Journals
Goods Handling Crder by Or... Allocation Journals
Goods Handling Multiple Or...
Leased Storage Journal
4 Inventory
Reports
o GTIN

2. If using multiple Allocation Journal batches, select your Batch from the dropdown (F4) found in the
Batch Name field.

Edit - Allocation Journal - DEFAULT - Default Journal

ﬁ HOME = ACTIONS  NAVIGATE

Delete efresh  Find
s A
Batch Name:  DEFAULT ¥ | Item Journal Batches Llﬂlﬂ
Line No. Na. Agencyl ﬁ HOME =~ ACTIONS (7]
Fs
L] ZX Iz & i) (& | S
0 ./J ./—‘ & E Clear Filter
New Vie Edit Delete Edit Post Postand Sho Show as Notes Links

List Journal Print as List  Chart i Find

IS younnarn pawanics e r T

Mo filters applied

MName Description Mo, Series Posting Mo. Reason Code Reas.. Document
- Series Code  Batch MName
Man... E
AlLLOC 1
RESID Residual Allocation Journal ALLOC [}
[ ok |[ cancel |

Each batch has a field called Document Batch Name. It will be populated on the Allocation Journal Line
when a new line is created. This field will be used on Agency Orders to have the ability to link
allocations to a specific Agency Order batch. In this manner, allocated orders can be sent to Agency
Express as a batch instead of an order by order basis.
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3. Click OK to select the batch
4. Enter or select the Item No. to allocate.
5. Enter or select the Agency No. for which you are allocating the item.

6. Inthe Location Code field, enter or select the Location Code from which the product will be
retrieved. This will determine the Available Quantity for allocation.

Edit - Allocation Journal - DEFAULT - Default Journal = | B s
ﬁ HOME ACTIONS NAVIGATE |
Delete Find

Batch Mame:  DEFAULT -

Line Ma. Item Mo, Agency No. Description Lecation Qty. Available to Quantity  Unit of Qty. to Allocate Qty. Allocated €

Code Allocate Measure 4

Code 4

10000 10026 1722 Tea KAM 91 5 CASE 5 0H

20000 10018 1722 Checolate Sryup KAMN 519 10 CASE 10 0H

0| - 0 0 0 0

7. Inthe Quantity field, enter the quantity to allocate for this Agency. The Quantity to Allocate field
will update with this value.

a. When Allocations are created by running the Suggest Allocations function or entered
manually in the Allocation Journal, the Send to VOX field will default as un-checked (No).
The Send to VOX field can be updated by running the Toggle the Send to VOX. The Send to
VOX field can be updated from Actions = Functions = Toggle Send to VOX.

8. If other items should be allocated to this Agency, or if the same item should be allocated to other
Agencies, repeat Steps 4 through 7 to create the additional allocation journal entries. The Qty.
Available to Allocate will update each time a quantity is entered to show the reduction in available
guantity for a specific item:

9. There are now two options for placing allocated product onto Agency Orders:

a. Generate Agency Orders from the Allocation Journal for these Items, Agencies and
quantities, or

b. Wait until an Agency places an order and then add the allocated Items to that order (if
desired).

10. To receive a reminder that allocated quantities exist, the field Allocations Exist must be checked on

Agencies & Receivables Setup = General FastTab. This generates a reminder when the order is
placed.
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Agencies & Receivables Setup

General

Discount Posting:

Credit Warnings:

Stockout Warning:

Shiprment on Invoice:

Return Receipt on Credit Memo:

Invoice Rounding:

Ext. Doc. No. Mandatory:
Appln, between Currencies:

Logo Position on Docurments:

Mo Discounts

No Warning

OOoOoO0O®

MNone

Center

- Sync Posting Date / Shpt. Date:

Delivery Charge Type:
Delivery Charge Mo.:
Delivery Charge Description:

Inventory Lookup:

llzcations Exist:

Calculate Agency Fees from:
Reason Code Mandatory:

Suppress Printing of Shpt:

Importing Allocation Journal Entries from Excel

Using a simple Excel spreadsheet, you may create the Allocation Journal Entries and then import those
entries directly into the Allocation Journal. The design of the spreadsheet is very simple and includes

three fields: the Agency Number, ltem Number, and quantity to allocate.

1. Create an Excel spreadsheet with these three columns and be sure to include a header row with

exact titles as shown here in this example spreadsheet:

A B D
Qty. to Shipment

1 Agency No. Item MNo. Allocate  Date

2 AD440 10026 12 D6/25/14

3 AD392 10026 11 06/25/14

4 |B0129 10026 10 D6/25/14

5 |B0310 10026 15 06/25/14

6 B0458 10026 12 D6/25/14

7 Bloo7 10026 11 06/25/14

8 AD440 10018 12 D6/25/14
Elﬁ. 0592 10018 11 06/25/14

10 BO129 10018 10 D6/25/14

11 BO310 10018 15 06/25/14

12 BO45S8 10018 12 D6/25/14

13 B1007 10018 11 06/25/14

14

1=

2. Click Actions = Functions = Import Allocations from Excel

Allocation Overview
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Edit - Allocation Journal - DEFAULT - Default Journal

ﬁ HOME | ACTIONS = NAVIGATE

:—l Food Bank Kit Allocations

>

Impaort Allocations
from Excel

- Create Orders...
‘ElTeggle Send to VOX

3. Enter the Branch Code if you are using branches otherwise leave this field blank. (??? Remove
Branch Code)

4. Enter the Location to be used for the quantity allocations.
5. Enter the Shipment Date if you want to overwrite the imported shipment dates.

6. Next using the Workbook File Name ellipsis (...) browse to the where the allocation spreadsheet is
stored and select it. Use the Worksheet Name ellipsis (...) to select the sheet on the workbook to

use.

Edit - Import Allocaticns from Excel l | (=] |_ﬂh] 1

ﬁ ACTIONS (7]

[

Batch Marme: DEFAULT

Location Code: | -
Shipment Date: -
Import From A

Waorkbook File Mame;

Worksheet Mame;

QK l ’ Cancel

7. Click OK to import the file. The entries will show up in the Journal.
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Batch Name:  DEFAULT

Line No. Item No.

20000 10018
30000 10026
40000 10018
50000 10018
60000 10018
70000 10026
80000 10026
90000 10026
100000 10026
110000 10026
120000 10018
130000 10018
140000 10018

-

Agency Mo, Description
a7z Tea

1722 Chocolate Sryup
AD440 Tea

B0310 Chocolate Sryup
B0458 Chocolate Sryup
B1007 Chocolate Sryup
Ansa2 Tea

B0129 Tea

B0310 Tea

B0458 Tea

E1007 Tea

AD440 Chocolate Sryup
A0592 Chocolate Sryup
B0129 Chocolate Sryup

Location
Code

Qty. Available to

Allocate

91
519
86
509
494
452
T4
63
53
38
26
471
459
448

Quantity  Unit of
Measure
Code

CASE
10 CASE
12 CASE
15 CASE
12 CASE
11 CASE
11 CASE
10 CASE
15 CASE
12 CASE
11 CASE
12 CASE
11 CASE
10 CASE

Ln

8. Once imported, you may work with these allocations similar to any other Allocation Journal

entries.

Qty. to Allocate

10
12
15
12
1
1
10
15
12
1
12
1
10

9. If the Send to Voxware Default field in the Voxware Setup is checked, then the Send to VOX field
will default as checked (Yes) when the Import Allocations from Excel function is run. The Send to
VOX field can also be updated from Actions = Functions = Toggle Send to VOX.

Generating Agency Orders directly from the Allocation Journal

1. Before creating orders, you may use any of the fields in the Allocation Journal to filter and create

orders for selected subsets of the allocations. New fields have been added for additional filter

criteria including Document Batch Name, Order Handling Group, Order Routing Group and

Shipment Method Code. Only the Document Batch Name is editable, the others are flow-fields

from the Agency and may not be changed on the allocation journal.

Allocation Journal ~

Batch Mame:  DEFAULT
Line MNo. Trern No.
20000 10k

40000 10015
50000 10018
60000 10015
120000 10018
130000 10018
140000 10018

2. Set filters such as Shipment Method Code, Order Handling, etc.

Allocation Overview

-

Agency No.

arz
BO310
B0458
B1007
AD440
AD597
B0129

Description

Chocolate Sryup
Chocolate Sryup
Chocolate Sryup
Chocolate Sryup
Chocolate Sryup
Chocolate Sryup
~ Chocolate Sryup

Location
Code

Page 8 of 25

Qty. Available to
Allocate

519
509
104
482
a7
459
448

10018

Quantity

10
15
12
1
12
1
10

Ttem Mo, - | B

Unit of Qty. to Allocate Qty. Allocatec
Measure

Code

CASE 10 |
CASE 15 !
CASE 12 |
CASE 1 !
CASE 12 !
CASE 1 |
CASE 10 !

Last Reviewed 1/26/2021



Note: Voxware users will want to pay special attention to the Send to VOX field and set it accordingly
before creating agency allocated orders. Please refer to the Voxware section of this document for
more information.

3. Click on Create Orders function once the Allocation Journal list is properly filtered for the desired
records.

HOME ACTIONS NAVIGATE

:—l Food Bank Eit Allocations
T =5
o I Create Orders...
Suggest  Import Allocations ™
Allocations fram Excel "‘=IToggle Send to VOX

4. Enter the Posting Date and Shipment Date for the orders to be created. If you are using Document
Batches, then you may select the Agency Order Document Batch you wish the orders to be created
in. The Document Batch Name will default from the Template Batch and can be used to override
the existing Document Batch Name field on the Journal Lines.

Note: A blank Document Batch Name is a valid value. The Posting Date will be filled in with the current
work date if it is left blank. If the Overwrite Shipment Date is left blank it will use the existing Shipment
Date on the Allocation Line.

IFEdit _ Create Orders From Allocati... (5= | ) [IE3 |

ﬁ ACTIONS (7]

Posting Date: | -

Owerwrite Shipment Date: -

Docurnent Batch Mame: -
’ oK ] ’ Cancel

Note: Since Allocation Lines can have different Shipment Dates, the ‘Create Orders’ process will create
Allocation Orders by Shipment Date (with the Shipment Date on the Request Page as blank).

5. Click OK to create the orders.

6. The Allocation Journal will be updated to show the quantities allocated.
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Allocation Journal -

Batch Name:  DEFAULT

Line No.

Itern No.

10018
40000 10018
50000 10018
60000 10018

120000 10018

130000 10018

140000 10018

-

Agency No. Description

C1722 Chocolate Sryup
B0310 Chocolate Sryup
BO458 ~ Chocolate Sryup
B1007 Chocolate Sryup
AD440 Chocolate Sryup
AQ592 Chocolate Sryup
B0129 Chocolate Sryup

one order per Agency.

Location
Code

10018

Qty. Available to
Allocate

519
500
104
482
am
459
448

Quantity

o o o o o o o

Item Mo,

Unit of
Measure
Code

CASE
CASE
CASE
CASE
CASE
CASE
CASE

Qty. to Allocate

o o o o o o o

Qty. Allocated

10
15
12
11
12
11
10

[0

IGr
HE
HE
HE
HE
HE
HE
HE

8. If the Send to Voxware Default field in the Voxware Setup is checked, then the Send to VOX field
will default as checked (Yes) when the Suggest Allocations function is run. The Send to VOX field
can also be updated from Actions = Functions = Toggle Send to VOX

Example order created from this function:

AQO-00396 - Safehome, Inc.

General

MNo.:

Sell-to Agency MNo.:
Parent Agency Mo.
Sell-to Contact No.:
Sell-to Agency Name:
Sell-to Address:
Sell-to City:

Sell-to State:

Sell-to ZIP Code:
Sell-to Contact:

Sell-to Contact Phone:

Sell-to Contact Phone Ext.:

Posting Date:
Order Date:

Shipment Date:

Lines

[ Line -
Type Mo,
Item 10018

AD-00336
B0129
1090

Safehome, Inc.

Do Mot Disclose

KS

MNecole Foreman

503-608-3631

574

8/20/2014 -
8/20/2014 -
8/20/2014 -

Functions - ﬁ Order = % Find Filter

Available
Quantity

448 Chocolate Sryup

Description

Clear Filter

Location Code: KAMN
Zone Code:

External Document No.:
Assigned UserID:

Appointment Time:

Shopper:

Shopper Name:

Your Reference:
Order Modifications:

Order Version:

Status: Open
Fund MNo.: UR
Mabile Pantry: [
Send to Voxware: [

Outstanding Picks:
Posted Shipments:

Location
Code

KAMN

Pallet No.

Orders will be created based upon the number of Agencies in the Allocation Journal. There will be

v Show more fields

Lot Mo.

Bin Code

Quantity

10

9. At this point the Allocation Journal can be cleared (if the next allocation will involve different
Items/Agencies) by highlighting the lines, right-clicking and choosing Delete Line. The lines can
also be left intact and the Quantity can be updated by Agency Express to show the Quantity to
Allocate for the next time.

Allocation Overview
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Handling Remaining Quantity via Agency Express Setup

Once the order is submitted back to Ceres, the Quantity difference between Allocated and Requested
Quantity or Remaining Amount can be handled in several ways. The Agency Express Import process is
taking this in consideration based on Allocation specific setup options on the Inventory Setup:

Inventory Setup

General <
Automatic Cost Posting: Fl Prevent Megative Inventory:
Expected Cost Posting to G/L: Enable Lot Costing:
Automatic Cost Adjustment: Day - Copy Comments Item Inl: v
Average Cost Cale, Type: Ttem - AZH Inventory Value: 158
Average Cost Period: Day - Max, Pick Labels per Item : 2
Copy Comments Order to Shpt.: 7 Allecated Qty Remaining Action:  Create New Allocated Order -
Copy Comments Order to Rept.: ] Residual Alloc, Inl. Template: IALLOC| -|
Outbound Whse. Handling Time: Residual Alloc. Inl. Batch: RESID -
Inbound Whse. Handling Time: Pallet No. Required Default: [l

Allocated Qty. Remaining Action. Select one of the options

Blank - This is the default setting. No action is taken. The Remaining Amount is put back into
regular inventory to be placed on another order. This is how all earlier versions are handling
the remaining quantity.

Update Allocation Journal - Ceres locates the corresponding Journal Line and updates the Qty.
to Allocate as the remainder between the Allocated Quantity and Requested Quantity. An
Allocation No. from the No-Series, specified in the Inventory Setup, is created and populated
on the line. If the line no longer exists in the Journal, Ceres will create a new line for the
remaining Quantity.

Create New Allocation Journal - Ceres will create a new Allocation Journal

Line entry in the Allocation Journal Template and Batch as specified in the “Residual Alloc. Jnl.
Template” and the “Residual Alloc. Jnl.Batch” fields specified on the General FastTab of the
inventory Setup Page.

Create New Allocated Order - Ceres will create a new Allocated Order with a single line for the
remaining Quantity.

Create New Allocated Order and Send to Web - Ceres will create a new Allocated Order, same
as above, but will also automatically send this order back up to the web.

Note: For the “Create New Allocated Order” and “Create New Allocated Order and Send to

Web” options, Ceres will create only one Agency Order document which will contain all Web
Order lines (per Web Order) for which the Quantity was reduced.
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Residual Alloc. Jnl. Template and Residual Alloc. Jnl. Batch: These two fields determine which
Template and Batch will be used when an Allocation Journal line needs to be updated but is
missing or a new allocation journal is specified for the remaining amounts.

Allocation Nos: The Allocation Nos. series are used for creating a unique Allocation No. for having
a link between an Allocation Order and the Allocation Journal Line for update purposes.

When Allocation Journal Lines are completely allocated, they can be removed from the Journal.
This can be done by highlighting the line, right-clicking and choosing Delete Line.

Appointment Consumption Setup
When allocated orders are created for Agencies with standing appointments, Ceres can be configured
to use those appointments for the created allocated order. There are two parameters on the Agency &

Receivable setup page called Appointment Consumption Method and Confirm App. Consumption.

Based on the setting of these parameters Ceres may use standing appointments for the allocated the
order. Refer to the General FastTab of the Agency & Receivables Setup:

Agencies & Receivables Setup

Discount Posting: | - Sync Posting Date / Shpt. Date: ]
Credit Warnings: No Warning - Delivery Charge Type: Account (G/L) hd
Stockout Warning: Delivery Charge Mo.: 485000 -
Shipment on Invoice: ] Delivery Charge Description: Delivery Fee
Return Receipt on Credit Memao: = Inventory Lookup: Al -
Inveice Rounding; 0 Allocations Exist:
Ext. Doc. No. Mandatory:
oe. He. Mandatory O Calculate Agency Fees from: Ttem -
Appln. between Currencies: Nene -
Reason Code Mandatory:
Lego Position on Documents: Center - Suppress Printing of Shpt
Company Position on Documents:  Left - Use Parent Agency:
G/L Freight Account Mo - Shepper Mandatory:
Default Posting Date: Work Date - Same Fund on Sales Lines: ]
Al Show Availabl tity: v
Default Quantity to Ship: Remainder - ways Show Available Quantity
Show Requested Qty. Message: |
Copy Comments Blanket to Order:
Clear Back Orders:
Copy Comments Order to Invoice:
Agency Top Off Text Code: TOPOFF -
Copy Comments Order to Shpt.
Copy Crmts Ret.Ord. to Cr. Memo: Require Shipment Method Code: ]
Copy Crms Ret.Ord. to RetRept: Default 501(c)(3) from Parent:
Allow Tax Difference: | Appointment Consumption Method:  Both Order Types -
Calc. Inv. Discount: 0 Confirm App. Consumption: Both Order Types -
Calc. Inv. Disc. per VAT ID: = Delivery Consump. Lead (Hours): 4
Tax Bus. Posting Gr. (Price): M Pickup Consump. Lead (Hours): 3
Exact Cost Reversing Mandatory: Exclude Fem from CM: [&] |
Check Prepmt. when Posting: O Allow Pallet Mo, Change CM/RTO:
Archive Quotes and Orders:

Appointment Consumption Method: Select one of the options.

Blank - This setting will not consume any appointments for created allocation orders.
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Manual Orders Only - This setting will not consume any appointments for created allocation
orders. It only affects manually created agency orders.

Allocation Orders Only - This setting will direct the system to search for a standing
appointment and/or appointment time. If a viable appointment is found (as described below),
the system will attempt to use that appointment based on the logic described below.

Both Order Types - This setting will direct the system to search for a standing appointment
and/or appointment time. If a viable appointment is found (as described below), the system
will attempt to use that appointment based on the logic described below.

Appointment Consumption

If a Standing Appointment exists for the combination of Agency, Shipment Template (based on
Shipment Method), and Shipment Date, the Appointment Time on the Standing Appointment will be
selected for the Order. If no Appointment Time exists for that Shipment Date, but there is a Shipment
Date in the future available, the Shipment Date and Appointment Time from the Standing
Appointment will be used.

If no Standing Appointment can be found or used, the system will then try to find an Appointment Line
to use. To do this, two new fields (“Preferred Delivery Time” and “referred Pickup Time”) added to
the agency card will be used to determine the agencies preferred time. Using the appropriate time
based on shipment method of the order the system will search for an Appointment Line for the
Order’s Shipment Template, Shipment Date, and Preferred Time (based on Shipment Method). If an
appointment is found then that Appointment Time will be used. If no Appointment Line can be used
for the Shipment Date, the system will look for the next available date at the Agency’s Preferred Time.

Confirm App. Consumption: Select one of the options

Blank - This setting will not prompt the user when an appointment will be consumed for the
created allocation orders.

Manual Orders Only - This setting will not prompt the user when an appointment will be
consumed for the created allocation orders.

Allocation Orders Only - This setting will prompt the user to confirm the usage of an
appointment line before it is used. If the user does not confirm the appointment, then Ceres
will not consume the appointment time and use it.

Both Order Types - This setting will prompt the user to confirm the usage of an appointment

line before it is used for both manual orders and allocated orders. If the user does not confirm
the appointment, Ceres will not consume the appointment time and use it.
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Voxware

Voxware is used by some food banks to facilitate the order fulfillment process. If you are using
Voxware, it is important to decide whether or not, orders created via the allocation process are to be
sent to Voxware for picking.

When using both Suggest Allocation and Import from Excel automated functions to create allocation
journal lines, the field on the allocation line called Send To Vox is set by default based on two
parameters. These parameters are on the Vox Setup Page shown below.

The two parameters are Enable VOX Communications and Send To Voxware Default. If both of these
parameters are checked as shown below, then by default, the Suggest Allocations and Import from
Excel functions will both set the Send to Vox field to Yes (checked). If either of these parameters or
both are unchecked, then by default the Send to Vox field is set to No. It should be noted that even if
the Send to Vox field is set to Yes and Vox is not installed at your food bank, then the field is simply
ignored.

Voxware Setup

General -~
nable VOX Communications: Scan Frequency (Seconds): 120
NST Qutbound VOX Directory: c\temploutbound\ end To Voxware Default:
Outbound VOX Directory: chtemphobh Append FBC Sorting Sequence: [
Inbound VOX Directory: chtermphiny, Sherts / Cuts Handling Method: hd
Processed Inbound VOX Dir.: chtermp'processed\ Auto Post Negative Adj. O
VOX Pick Hdr Outbound Code:  HEAD Journal Template Name: TEM v
VOX Pick Line Outbound Code:  LINE Journal Batch Name: VoK v
Send Full Pallets to VOX:
VOX Pick Hdr Inbound Code:~ HEAD Enerulraleste 0
Rounding: 0
YOX Pick Line Inbound Code: LINE . .
Rounding Precision: 0.00
Pallet Cubic Feet: 0,00 .
Rounding Type: MNearest -
Pick Check Digit Color Code: Red -

1. Once the allocation lines have been created on the Allocation Journal, there is a function that
allows you to toggle the Send to Vox field on all the allocation journal lines on and off.

2. Totoggle the Send to VOX field, selection Actions = Functions = Toggle Send to VOX

Edit - Allocation Journal - DEFAULT - Default Journal

HOME ACTIONS MNAVIGATE

S :—l Food Bank Kit Allocations

.

Suggest Import Allocation

Allocations from Excel ‘ElTeggle Send to VOX

3. This will change the Send to VOX field to the opposite value, either On to Off or Off to On.
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Automating the Creation of Allocation Journal Entries

If the item quantities to be allocated to each Agency are based on a fixed percentage of the total
guantity available, you can automate the creation of the allocation journal entries without importing
from Excel. This streamlines the allocation process when product is ready to distribute.

1. Go to the Item Card for the item to be allocated. Confirm that an Allocation Group No. has been

assigned to the Item (this can be the Item No., or may be another Item No. where the allocations
have already been assigned).

10018 - Chocolate Sryup

General -~
Mo o018 Quantity on Hand: 1,027
Description: Chocolate Sryup Qty. en Purch. Order: 0

. on Donation Order: 500
Description 2: Nestle Quick Qty. on Donation Order
Qty. on Picks: 0
Pack Size: 12722
ack sze reeoe Qty. on Whse. Entries: 1,027
Base Unit of Measure:  CASE - Qty. on Agency Order. 99
Gross Weight: 18 Qty. on Hold for AE: 0
Shopping List: Blocked: [l
Shelf Mo. Allocation Group No. : 10018 b
Automatic Ext. Text: [ Feature Type: -
Itern Category Code: DON - Length (Inches): 11
Product Group Code: e Width (Inches): 9.5
Eaches per Base UOM: 0 Height (Inches): 8.5
CMobile Related: [ Cubic Feet: 0.51403
Dormant: (] Cube Density: 35.02
Nutritional Analysis Not Complete )
o Stockout Warning: Default (Yes) -
Search Description: CHOCOLATE SRYUP

2. Go to Navigate > Master Data - More = Allocations. This brings up the Item Allocations Page.
3. Inthe Agency No. field, enter (or select using F4 or the dropdown) the Agency No.
4. Enter the percentage of the total quantity available that should be allocated to this agency. The

percent allocated can never be more than 100%, but can be less. To refresh the Total Percent
calculation at the bottom of the Page, press F5.
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Edit - Item Allocations =RNCN X

Bl o @
ﬁ =5 View List Motes =
iicy Show as Chart [ Links h#
Mew
X Delete ]
Agency Percent =
Ma, ‘_
B0129 v 10.00 B
BO310 15.00
B0S58 45.00 - |3
"
Total Percent: | ?G.UU' i

5. When finished entering all Agencies and percentages, click OK.

6. Once all of the items and percentages per Agency have been specified, the next time that
allocations are ready to be distributed, the process can be run to streamline allocations.

7. When you are ready to create allocations, open the Allocation Journal via Departments 2>
Warehouse = Inventory = Tasks (as previously described). Then Select Actions = Functions 2>

Suggest Allocations

Edit - Allocation Journal - DEFAULT - Default Journal

OME ACTIOMNS MAVIGATE

:—l Food Bank Kit Allocations
=>
g [ Create Orders...
Suggest  Jmport Allocations
Allocations from Excel ‘E1Toggle Send to VOX

8. ASuggest Allocations Page will open where filters can be entered to restrict the items/agencies
that will be included in the journal.
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Edit - Suggest Allocations

ﬁ ACTIONS

T
Clear
Filter

Options

Location Code: |

Allocate by Qty: [
Item Allocations

Show results:
XA Where  Agency Mo, T s Enter a value.
XA And Itern Allocation Group Mo. i
<= Add Filter

Item

Show results:
X Where Mo, = s Enter a value.
== Add Filter

Limit totals to:

-

Enter a value,

X Where Pallet Mo. Filter * i Enter a value.

L]

m

Print... *” Preview H Cancel

10.

On the Options FastTab you can select a Location Codes to restrict the location the items will be
allocated from. If you do not wish to allocate the full Qty. Available per item, you can check the
Allocate by Qty. box to specify the Qty. to Allocate for each item.

On the Item Allocations FastTab you can set filters to restrict the Items or Agencies included in the
Journal. . If no filters are entered, all items with quantities available to allocate that have been set
up with agency percentages will be included. (Unless further filters are set on the Item tab)

11. On the Item FastTab, you can select specific Item No’s, Pallets, etc. if so desired.
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12. If Allocate by Qty. was checked on the Options FastTab, choosing Print or Preview will show the
Item Allocations by Qty Page. This allows users to adjust the Qty. to Allocate per item. This new
Qty. to Allocate will be the basis for the report to calculate the allocations.

lr 3
Edit - Item Allocations by Qty. - 10018 I. (=] ﬂ]
Ii HOME — NAVIGATE (7]

Edit F | = Goto
@ ) New |~_';L e Y)( 4 Previous

View Motes  Links Refresh Clear
7 Delete Filter W MNext
10018
Item Qty. Available to Qty. to Allocate
Allocation =~ Allocate
Group Mo,
10018 - 438 200
6W119 60 50
6W4TT 138 100

Percent of Available:

13. Choose Print or Preview to generate the Journal. Print will provide you with a printed copy of the
Suggest Allocations report, while Preview will display on screen. The report shows how many (per

unit of measure) were allocated by Item and Agency No.
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Suggest Allocations

41 of 1 G 3 HE- | 100% . Find | Ni
Suggest Allocations B8/20/2014 5:14 PM
ITC Test Page 1

WWH
Item
Allocation
Group Agency Unit of
No. No. Item No. Description Quantity Measure
10018 BO129 10018 Chocolate Sryup 20 CASE
10013 BOZ10 10018 Chocolate Sryup 30 CASE
10013 BOS555 10013 Chocolate Sryup a0 CASE
6W4T7 AD440 6W119 100311 Corn 6 CASE
6W4T7 AD592 6W119 100311 Caorn 5 CASE
aW477 B0129 6W119 100311 Corn 5 CASE
aW4TT7 BO310 6W119 100311 Corn 7 CASE
6W4T7 BO455 6W119 100311 Caorn 6 CASE
6W477 B1007 6W119 100311 Corn 20 CASE
aW4T7 AD440 6W4T7 100239 Fig Pieces 12 CASE
6W4T7 AD592 6W4T7 100259 Fig Pieces 11 CASE
6W477 BO129 6W4T7 100289 Fig Pieces 10 CASE
aW477 BOZ10 aW4T7 100259 Fig Pieces 15 CASE
aW4TT7 BO455 BW4TT7 100239 Fig Pieces 12 CASE
6W4T7 B1007 6WA4T7 100289 Fig Pieces 40 CASE

14. You will be returned to the Allocation Journal and can view the quantity to be allocated based
upon the percentages set up on the Item:

Note: The Qty. Available to Allocate is reduced on each line as quantity is allocated. If another line is
added to this journal, the Qty. Available to Allocate will reflect what is available.

The allocations created by this function are only suggested allocations based on the percentages
assigned on the item card. If you wish, you may change the quantities as desired by updating the value

in the ‘Quantity’ field.

15. Use the Create Orders process previously described to create orders from these allocations.

Sending Allocated Orders to Agency Express 3

If your food bank has decided to allocate orders to Agencies via the web, by checking Allow Allocation
Orders Online on the Agencies & Receivables Setup = Web Ordering FastTab, then you can push
orders to Agencies regardless of whether that product is normally available to them via Agency
Express.
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All item information is now transmitted to the web so that items that are not permitted for web
ordering will still display related information on Agency Express if included in an allocated order. As
previously mentioned, if you are using batches, but do not have a customization to place allocated
orders into a specific batch, then the allocated orders will be found in the blank batch.

1. If you are not using batches, simply locate your orders via Agencies & Receivables = Order
Processing = Agency Orders.

2. Itis also possible to create the order and then Get Allocations from the Agency Order Lines via
Functions = Get Allocations If allocated orders are created this way, you can create them in the
WEB batch in order to keep them with other Web orders

Lines

B Line - Functions ~ B Order = @ Find  Filter Clear Filter

Type |=] GetFees.. \vailable Description
[% GetLine Discount... puantity
E=] | Insert Ext. Text

Itern E=)) Inse 453 Chocolate Sryup
& | Monstock kems
q Get Allocations ™

3. Itis also possible to mark an existing order as an Allocated Order, by placing a checkmark in the
Allocated Order field on the Delivery/Web FastTab. This field will automatically update from the
Get Allocations or the Create Allocated Order functions.

Delivery/Web

Delivery Info: » Dry Pallet Count: 0
Web Order:
Web Acceptance Status: -
Rejected Reason Code: -
Web Accept. User ID:
‘Web Accept. Date:
Web Accep

- Allocated Order:

Delivery Zone: - Web Allecation Status: -

Shopper: - ‘Web Order Validated:

Shopper Name: Web Transmitted:

4. The orders can be pushed to the web, one at a time, by going to Actions = Functions = Send 2>
Send Allocated Order to Web
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Edit - Agency Crder - AQ-00397 . Newhouse, Inc,

ﬁ HOME = ACTIONS  NAVIGATE  REPORT

= 12325 B
&g O 0 O ¥ =
v — — — &  |[Send- v
Release Reopen Calculate Calculate  Validate  Get 5td. Cust. ~ * Creat

Delivery Charge Grants Web Order Sales Codes... Email Order to Shopper ut-a
Release Functions Send Allocated Order to Web

AO-00397 - NEWhDUSEr Inc. Send Order Confirmation

5. The user will be prompted for confirmation: Select Yes to send the order.

F A
Microsoft Dynamics NAY ﬁ

9 Do you wish to send this order to the web for review?

Loves LMo

6. The user will receive a confirmation that the Order has been set to be transmitted (this does not
indicate success of the actual file transmission):

s 4
Microsoft Dynamics NAY ﬁ

o Allocated order AQ-00397 has been successfully transmitted to the

web for review.

7. The Web Allocation Status for this order will change to “Sent to Web”.

Web Accept. Date: | |
Web Accept. Time:

Allocated Order:
Web Allocation Status: Sent to Web -

Web Order Validated:
Web Transmitted:
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8. Once the order has been Transmitted, the Web Transmitted field will be updated.

Web Transmitted:

Processing Allocated Orders on Agency Express

1. At this point, the shopper must do something with the order. The options are:

a. Accept the order in full
b. Accept a portion of the order
c. Reject the entire allocated order

2. On Agency Express, the Shopper will see an order that has an Agency Order number instead of a
PO number and the status will be ALLOCATED:

Order Management

Reference Number Status Gross Weight Total Price Pickup/Delivery Date

o @ AOR-0194 allocated 10.00 $11.00 | 01/18/2010

3. To edit the order, click the Pencil icon. The user will receive the following message:

Messape from wehpage

1 You are editing an - Allocated” order. You can decrease the quantity allocated, however you may not add new items
ko this order or increase the quantity beyond the allocated quankity., Please remember ba submit the order once you
have completed your changes,

[ ]
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4. At this point, the Shopper can:

Submit Cart

b. Reduce the quantity on any/all lines and click the ‘Submit Cart’ button.

Note: A Pickup/Delivery Date and Time must be selected (if using backward compatibility, it
must be filled in) before submitting the order.

5. The shopper will receive the following window to decide if they wish to submit or not:

Message from webpage P§|

‘:{') Are wou sure you wank ko submit Ehe order?

[ ok l [ Cancel

6. Select OK to submit the order. If cancel is selected, the Shopper will be returned to the order to
make any adjustments, and reject or submit again.

7. If submitted, the shopper should receive the following confirmation:

Message from webpage P§|

L] "_n,, Crder AOR-0196 was submitted successhully,
-}

8. The Order should change status from Allocated Order to New Order and the editing / icon
should no longer be available. The shopper can still decide to reject the order at this time. See
instructions on next page to reject orders.

9. To Reject the order: instead of clicking the Pencil Icon, the Shopper should click the icon
and choose a Cancel Reason Code from the drop-down list (this is just an example list) and click
Submit to send the rejection notice to the food bank:
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Cancel Order Number: AQOR-0194

Please choose a cancel reason code below and click subrmit,

Rejected Order for Other Reason

=]l

Insufficient space at the Agency
Insufficient Credit or Funding
Mo Refrigerator available at Program to store the food.
Mo Freezer available at Program for proper food storage.

€ Submit) Cancel

10. Click Cancel to return to the Order Management window without rejecting the order.

Note: The rejected reason codes above must match those in Ceres exactly for the order to process

in Ceres.

11. If the order is submitted as Rejected, the status will now show as “Cancelled” in Order
Management:

ACR-0194 Cancelled 10,00 $11.00

Processing Submitted (or Rejected/Cancelled) Allocated Orders

1. Once the Allocated Order has been submitted by the shopper, it should be handled like any other
web order.

2. If the order has met the validation/auto-accept criteria, then it will be marked as Accepted. Note
that the order is now marked as a Web Order as well.

Delivery/Web
Delivery Info: Battered women's shelter--address private - Dry Pallet Count: 0
Web Order:
Rejected Reason Code: o -
Web Accept. User ID: DCC
Web Accept. Date: 2/8/2013
Web Accept. Time: 7:51:07.807 AM
- Allocated Order: =3l
Delivery Zone: - Web Allocation Status: IAccepted by Shopper -
Shapper: AGSHOPPER-0000000003 - Web Order Validated: — [7]
Shopper Name: Rick Ferreira Web Transmitted:

3. The Shopper will now see the status changed to “Released” once the acceptance status has been
transmitted to the web:
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Reference Number Status Gross Weight Total Price Pickup fDelivery Date

AOR-0196 15.00 $5.40 | 01/20/2010

4. If the order has been rejected, it will display the Rejected Reason Code when viewed from the
Agency Orders List:

Mo, Sell-to Sell-to Agency Mame Location | Posting ‘Web ‘Web Rejected Reason Code | Web
Agency Code Drate Status  Transm... Order
Mo,

ACR-0194 A-002-1  United Methodist Church - Se...  NOPP 11812010 INSUFFICIEMT SPACE F]

5. Until the order has been changed to Food Bank order processing status, the shopper will still be
able to reduce the allocated order quantity or Reject the order entirely.

6. If the shopper neglects to ever submit or cancel the order, see Allocated Agency Orders — update
Web Allocation Status Procedure.

Related Topics:

Allocated Agency Orders — Update Web Allocation Status
Agency Order Overview

Agency Express Managing Web Orders

Physical Inventory Counts and Inventory Journals
Inventory Revaluation Journal

Voxware Overview and Integration

AE3 Agencies, Shoppers & Items

Agency Scheduling

PN A~ WNE
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