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Cancelling Agency Orders

Purpose of this document

The Cancel Agency Order process provides the ability to delete Open Agency Orders that will not be
fulfilled, recording an image of the deleted Agency Order along with a user defined/selected Reason
Code. Using the archived Agency Order functionality will provide the user the ability to view deleted
orders and the reason for deletion. The purpose of this document is to outline the workflow process for
cancelling Agency Orders.

All of the restrictions for deletion of open agency orders will still apply. If deletion of the agency order is
prohibited for any reason, this process will also respect those restrictions and not allow the cancellation
of open agency order. See Agency Order Overview and Agency Express 3 Managing Web Orders for

more information.

Ceres Object release 5.00.00 is required for the functionality described in this document.
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General Workflow

Setup

The process of canceling an Agency Order will attempt to email the Agency notifying them of
cancellation. The email address used for this notification is found on the Communication FastTab of the

Agency Card. It does not send to the associated Shopper.

m Edit - Agency Card - B0129 . Safeharne, Inc,
- HOME ACTIONS MNAVIGATE REPORT

@ |z| |z| ﬁ £1]) Agency Return Order alal (e
U Mew \j.-f-.gency["v:ice - -
View Resend Agency Open Agency  Agency o, . Ship-to  Contd
7< Delete Account Detail Entries Crder Eb' Agency Credit Meme | addresses
BO129 - Safehome, Inc
General
Address & Contact
Address
Show on Map
Contact
Primary Confact Code: REACOM-0139 -
Contact Mame: lohn Smith -
Phane Ma.: 555-444-3333 '@
(Email: karenk@esopro.corm ) '-_'D
Horne Page:
Agency Order

To Cancel an Agency Order, a Reason Code on the Invoice Details FastTab must be provided. The Reason

Code will be selected from a list of valid Codes.
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m Edit - Agency Order - AO-01643 - Friendship House
HOME ACTIONS NAVIGATE REPORT
Calculate Grants

Process
m Validate Web Order

AO-01643 - Friendship House
General
Lines

Invoice Details

= D} Release Calculate Delivery Charge LL_,;JGet Recurring Agency Order Lines...| 2 Cancel Order Er_"'- Create Inventory Put-away/Pick... ETPcst and New... @ E'pPick

:2 Copy Document... end ~ u; Create Whse. Shipment \ l2s Pa
[z Copy D ETSend L"'.C Whse. Sh g 1 Pall
E|Archive Document T-;':I,Create Agency Pallet E{ [F.‘E,Lot

4/16/2021 | 4/16/2021 | 4/16/2021 Open v

Payment Method Code:

~

Reason Code:

D)

v

Grant No.: ~
Department Code: v
Project Code: v

v Show more fields

1. Toinitiate the process of cancelling the Agency Order, select a Reason Code. In this example, a
Reason Code CMR15 was selected denoting the Agency did not pick up the product.

Reason Code;

Cancel Order:

Order Handling Group Code:
Order Routing Group Code:
Default Staging Lrea:
Route :

Skop

ChRS
COME0L
COUMT
CRM
CRM13
CRM14
CRM15

Mlew  Adwvanced Set as default filker column

- |

Description o

Test arder imvoiced

Consolidate Pallets

Phyical

Unused

Wrang prograrm number £ e
Agency cancelled order_On hold
Man Pick Up

2. Next click Actions = Functions = Cancel Order to indicate that you wish to initiate the Agency

Order Cancellation process.

3. Adialog box will appear asking you to confirm your decision to cancel the Agency Order. Select Yes if
you wish to continue with the Agency Order cancellation process. Select No if you have made an
error or do not wish to abort the Agency Order cancellation process for any reason. This is the last
chance to cancel the process. Selecting Yes will perform the appropriate database checks to ensure
that deletion is allowed, and if there are no restrictions prohibiting deletion, the order will be

cancelled.
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Microsoft Dynarmics MAY @

0 Order £0-01318 will be deleted, Do wou want to continue?

o] ]

4. Below is an example of a restriction that may occur stopping the cancellation of the Agency Order.
Agency Order deletion is not allowed if there are outstanding warehouse documents pending
against the Agency Order. In below example, there outstanding inventory pick documents open
which results in an error message. It will be necessary to clear any restrictions before continuing
with the cancellation process.

AC-01318 - Scarborough Childrens Home

6 The Agency Document Line cannot be deleted when a related Warehouse Activity Line exists, (Select Refresh to discard errors)

5. Clear the restrictions and proceed with the cancellation process. Click the Cancel Order check box
and select Yes to continue.

-

Microsoft Dynarmics MAY @

0 Order £0-013128 will be deleted, Do wou want to continue?

e )w

6. After clicking Yes in the confirmation dialog box the process begins. This message will be displayed.
You can view/print the respective documents if necessary from the agency order archives.

=

Microsoft Dynarmics Ma @

One or rmore related posted documents have been generated
during deletion to fill gaps inthe posting number series, You can
wiews or print the docurnents from the respective docurnent archive,

7. Atthis point, the latest version of the Agency Order has been archived and the Agency Order has
been cancelled. If the Agency email address was valid, an email notifying the Agency of the order
cancellation has been sent. Below is an example of the email received.
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=g Reply {52 Reply All [ Forward

15 BM

Tue 3/31/2020 1:15
William Hart
Sales Order AO-01318 has been cancelled.

To  Willam Hart

Sales Order AQ-01318 has been cancelled.

8. To view archived agency order documents go to Departments = Agencies & Receivables = Archive
and then select Agency Order Archives. A list of archived orders will be displayed. Select the correct
Order and double-click on it to open the archived document.

m Sgencies & Receivables, Archive - Microsoft Dynarmics MAY

00O

Finance Cornpary ® Departrments » Agencies & Receivables »  Archive

Agencies & Receivables, Archive

I+ Financial Managerment

4 Agencies & Receivables

History

Sgency Relations

C

Agency Order Archiues)

Order Processing
Marketing
Irventory & Fees
LAgency Express
Chlobile Documents
Microsoft Dynarmics CRM

I+ Purchasing

I= Donation

[ Miarehouse

Agency Return Qrder Srchives
Posted Agency Invoices

Posted Agency Shiprments

Posted Agency Credit Memos
Posted Return Receipts

Processed Grocery Rescue Batches
G/L Registers

Agency Ledger Entries

Detailed Agency Ledg. Entries
Walue Entries
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Agency Order Archives - Tipe
[, Wersion Mo, Date Time Apchived Inter..  Sell-to Sell-to Agency Marme External Sell-to Contact Sell-to ZIP - Sell-to
Archived Archived By Exist  Agenc... Docurme.. Code Court
A0-01318 1 3731742020 L1447 PR ESOPRON. [ a1764 Scarborough Childrens Harne Elizabeth Sartain
A0-01316 303/30/2020 113317 AM ESOPROVIE  [T]  BO353 Rose Brooks Center lohnnie Prince
A0-01316 ?O330/2020 113317 AM ESOPROVIK 7] BO353 Rose Brooks Center lohnnie Prince
A0-01316 1 3/30/2020 1L30:50 AWM ESOPROVIK 7] BO353 Rose Brooks Center lohnnie Prince
A0-01315 1 373042020 1L17:02 &M ESOPROVKIK.  [T]  BO129 Safehorme, Inc, lahn Srmith TEATT
A0-01312 2 32642020 T:26:08 &M ESOPROVR.,  [0]  BO129 Safehorme, Inc, lahn Smith TEATT
A0-01312 1 372642020 T:26:00 Ak ESOPROVR.,  [T]  BO129 Safehorme, Inc, lahn Smith TEATT
A0-01310 2 37442030 11:30:00 &AM ESOPROVR.  [T]  BO129 Safehorme, Inc, lahn Smith TE6TT
A0-01310 1 372442030 :28:35 PR ESOPROME., 7] BO0128 Safehorme, Inc, lahn Smith TE6TT
A0-01309 2 3442030 11:48:46 A ESOPROVR..  [C]  BO129 Safehorme, Inc. lahn Smith TE6TT
A0-01309 1 372472020 T:04:28 AN ESOPROMR.. [] BO129 Safehorne, Ine. lohn Srnith TEETT
A0-01308 2 3/24/2020 12:29:32 PMOESOPROCVR..  [0]  BO310 Mewhause, Inc. Bea Lynn Tucker
A0-01308 1 372442020 12:29:19 M ESOPROVRL, [C] BO3L0 Mewhaouse, Inc, Bea Lynn Tucker
A0-01305 1 3716/2020 10:55:34 &h ESOPROVKIE.  [T]  BO558 Hope House, Inc, Gary Sshrmore
A0-01304 1 3/16/2020  10:55:27 AWM ESOPROVIE  [T]  BO353 Rose Brooks Center lohnnie Prince
A0-01303 2 37162020 10:32:36 &M ESOPROVR..  [7]  BO129 Safehorme, Inc, lohn Smith Toa7T
A0-01303 1 3716/2020 10:32:35 &M ESOPROVR.  [T]  BO129 Safehorme, Inc, lohn Smith Toa7T
A0-01302 2 371642020 10:3L08 & ESOPROVR.,  [0]  BO129 Safehorme, Inc, lahn Srmith TEATT
A0-01302 1 371642020 10:3L:07 & ESOPROVR..  [T]  BO129 Safehorme, Inc, lahn Smith TEATT
A0-01301 1 3716/2020  10:55:18 &AM ESOPROMVKIE  [T]  BO310 Mewhouse, Inc, Bea Lynn Tucker
A0-01300 1 3/716/2020  10:54:59 AM ESOPROVKIE  [T]  BOSS8 Hope House, Inc, Gary Ashmare
9. Below is an example of the cancelled Agency Order. Note the Reason Code is displayed on the
General FastTab.
AC-01318 - Scarborough Childrens Home - 2
General A
Mo Order Date: 373072020
Sell-to Agency Mo &1764 - Document Date: 373072020
Sell-to Contact Mo - Requested Delivery Date:
Sell-to Agency Mame: Scarborough Childrens Home Fromised Delivery Date:
Sell-to Address: Do Mot Disclose External Docurment Mo
Sell-to Address 2 Responsible person Code: b4
Sell-to City: - Carnpaign Mo -
Sell-to State f7IP Code: RO Branch Code: -
Sell-to ZIP Code: b4 Status: Released -
Sell-to Contact: Elizabeth Sartain Reason Code: CRRALS -
Posting Date: 343072020
Lines A
[ Line ~ % Find  Filter Clear Filter
Type Mo, Description Location Quantity  Unit of Tax Group Line Armount  Line Disco
Code heasur.. Code Excl, Tax
Itern 10018R Raspberry Syrup Tap 4 CASE 6,48
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