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Food Drive Overview

Purpose of this document

This document illustrates how to setup, manage and track food drives conducted by the food bank in
Ceres. There is a supplemental document covering Food Drive Enhancements as well.

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

The food drive process provides the user with the tools necessary to setup, manage and track food and
fund drives conducted by the food bank. It allows for the tracking of both monetary donations through
cash receipts journals, deposits and product donations through the donation order process. Food drive
contacts and food drive donor information assists the user in coordinating food drive tasks. Food Drive
Statements provide the needed information to track the metrics of the food drive.

Creating Food Drives

1. To access Food Drives, go to Departments = Donation = Planning = Food Drives.

m Planning - Microsoft Dynamics NAV

o A Finance Company * Departments » Donation * Planning »
Departments Planning
I Financial Management
I Agencies & Receivables Lists
b Purchasing Items
4 Donation Parent Donors
Bianning Donors
i : Food Drive Donors
Order Processing
I Warehouse Donation Orders
Human Resources Food Drive Donation Orders

2. A lList of foods drives that have been setup in Ceres will display.

P Food Drives - Microsoft Dynamics NAY — O >
G * | » Donation » Planning *» Food Drives fs] Search (Ctrl+F3)
_ HOME ACTIOMS MNAVIGATE REPORT Ceres 5.0 Testing 'a
1 @ @ s [a X ] L, | O e
- o= E. Clear Filter
MNew Orders Food Drive Edit View Delete Show as Motes Links .
Orders Chart M Find
-~
Departments Food Drives - Type to filter (F3) Mo. - = |
L Ei -
Financial Management No filters applied
I Agencies & Receivable:
b Purchasing MNo. Mame State ZIP Code
4 Donation
- FDO1 Go for the Green MO 64127
Planning
Order Processing FDO2 Juliette Low MO 64129
I Warehouse FDO3 MALC Stamp Out Hunger
Human Resources FDO4 Food for Fines MO
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3. Select Home = New to create a new food drive. Select Home = Manage = Edit to edit a food
drive.

m Food Drives - Microsoft Dynamics NAV
G ¥ | Finance Company * Departments » Donation » Planning * Food Drives
v HOME ACTIONS NAVIGATE REPORT

OE B ()& X i) [l T ik

New ) Orders Food Drive Edit View Delete Show as Motes Links Refresh Clear Find
Orders

Chart Filter

4. From the Food Drive Card, update the fields on the General FastTab as needed.

FD1 - Go for the Green
General ~
No.: ‘FD1 ‘ Start Date: | v‘
Title: ‘Go for the Green ‘ End Date: | w ‘
Name: ‘Go for the Green ‘ Donation Amount: 0.00
Gross Weight Received: 1,346

No.: This is the main identifier for the food drive, which can be entered as any combination of
text and numbers. Ceres can be set up to automatically number each Food Drive Card for you,
or you can enter the number manually.

Title: Enter a descriptive title of the food drive. Many food drives are annual so it might be
helpful to enter a time period as part of title (For example: Spectrum 2020 or USPS Spring 2020).

Name: Enter a name associated with the food drive. This field needs to be filled in for the
Name to display on the food drive list.

Start Date: Here you can enter the starting date of the food drive.

End Date: Here you can enter the ending date of the food drive.

Donation Amount: This field displays, in S, the total received in donations posted to this food
drive. Double click on the field to see the entries that make up the amount shown.

Gross Weight Received: This field displays in pounds the total received in donated product on

posted donation order to this food drive. Double click on the weight to see the entries that
make up the amount shown.
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5. Move to the Address & Contact FastTab and update the fields as needed.

Address & Contact

Address Contact

Address: ‘ ‘ Phone No.: ‘

Address 2: ‘ ‘ Fax No.: ‘

City: ‘Kansas City v ‘ E-Mail: ‘

State: ‘MO ‘ Home Page: ‘

ZIP Code: ‘ v‘ Please see Food Drive Contacts for more detail
County Code: || v

Address: Enter the street address or the mailing address of the food drive. If the food drive
consists of multiple sites it is suggested that you enter the address for the main location on the
General Tab.

Address 2: An extension of the Address field. Up to 50 characters can be added here, using any
type of text or numbers.

City: Enter the city where the food drive is located.

Note: If you fill in the City field before the ZIP Code field, and if the city is linked to a single ZIP
code in the ZIP Code table, the program fills in the ZIP Code field automatically. If there is more
than one ZIP code linked to the city in the City field, the program displays a list of ZIP codes for
you to choose from. If the city is not set up in the ZIP Code table, you must enter the ZIP code
manually.

State: Enter the state where the food drive is located.

Zip Code: Enter the zip code for this food drive.

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, Ceres will fill in the city field automatically. If there is more than one city linked to the zip

code, Ceres 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.

ZIP Code: 66208 ~|

Country/Region Code: |4 Code City

Last Date Modified: 64127 Kansas City

Last Modified By: 64127 Kansas City

Gross Weight: 66104 Kansas City
66208 Prairie Village

Country Code: Select the Country Code from the lookup list, primarily used to determine the
address formatting on documents applicable for the selected Country.
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Phone No.: Enter the primary phone number for this food drive. The field is 30 characters in
length. A consistent format when entering the number, such as: (123) 456-7890, is
recommended.

Fax No.: Enter the fax number for this food drive. The field is 30 characters in length. A
consistent format when entering the number, such as: (123) 456-7890.

E-Mail: Enter the primary contact’s e-mail address for this food drive. You can enter a maximum
of 80 characters, both numbers and letters.

Home Page: Enter the home page address for this Food Drive. You can enter a maximum of 80
characters, both numbers and letters.

6. Move to the Shipping FastTab and update the fields as needed.

Shipping
Location Code: ‘ v‘ Assessment of Schedule:
Drop Off Date: ‘ v‘

Drop Instructions:

Materials:

Location Code: Enter the Location where the food drive product will be received.

Drop Off Date: Enter the date the product is scheduled to be dropped off or picked up for this
food drive.

Drop Instructions: Use this field to describe detailed instructions regarding the delivery of the
food drive product to the food bank.

Assessment of Schedule: Use this field to describe the scheduling for delivery and pickup of
product, any difficulties getting materials to the locations, and back with full barrels, etc.

Materials: Use this field to describe the materials needed at the locations, including barrels,
posters, flyers, etc.
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Food Drive Contacts

1. To setup contacts for a food drive, select Navigate 2 Food Drive = Contacts. On the Food Drive

Contacts Page, you may enter as many contacts as necessary.

m Edit - Food Drive Card - FDO1 - Go for the Green

- HOME  ACTIONS  NAVIGATE  REPORT
= ~ i o
- ab

Orders Posted Food Drive
Orders Orders

Comments| Contacts | Donor

Food Drive
Posted Orders

2. To add a new contact, Select Home = New.

3. Enter the Contact Name, E-Mail address, Phone No., Job Title. If this contact is the primary contact

for the food drive, check the Primary Contact field.

m Edit - Food Drive Contacts
- HOME ACTIONS
= < TS|
MR
MNew View Delete Show  Show as Notes
List List as List  Chart
Food Drive Contacts -
Name E-Mail Address Phone No.
gBob Brown brown@fooddrive.com
Tim Smith tsmith@fooddrive.com

& © W

Refresh

Links

Type to filter (F3)

Job Title

FD Manager

O

Ceres 5.0 Testing ﬂ

S

Clear Find
Filter
Name v 3 |
Filter: FDO1
Primary
Contact
]
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Food Drive Donors

1. To setup or link donors to a food drive, select Navigate = Food Drive = Donor. On the Food Drive
Donors Page, you may enter as many donors as necessary.

A one

ACTIONS
=] [w ®
= .

Comments Contacts |Donor

m Edit - Food Drive Card - FDO1 - Go for the Green

NAVIGATE

i =

Orders Posted
Orders

REPORT

D

Food Drive  Food Drive
Orders Posted Orders

2. Select Home = New to add a donor.

3. Enter the Donor No. or do a lookup and select from the list of donors. The Parent Donor No. will fill
in automatically if the donor is assigned to a parent donor.

®7] Edit - Food Drive Donors

- HOME

Food Drive Donors -

Food Donor
Driv... MNo.
FD1 FDO0026

as L -:.'. Chart

Donor Name

All Systems
T1177 Target

O

Ceres 5.0 Testing 'a

>

= x ) 2 N ik

\j — = s Pt

MNew View Edit Delete Sho Show as Motes Links Refresh Clear Find
List Li

Filter

Food Drive No. | >

Type to filter (F3) ~

Filter: FD1

Parent Food Drive Name

Donor No.

Go for the Green

Go for the Green
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Create Food Drive Donor List

1. You have the option to create the Donor list automatically from posted donation orders. This option,
if used, will delete any donors currently assigned to the food drive and replace them with the donors
from all posted donation orders associated with the food drive. To use this function, select Actions
- Functions = Create Donor List.

m Edit - Food Drive Card - FD0O1 - Go for the Green
- HOME ACTIONS NAVIGATE REPORT

D O ¥ =

Orders Food Drive Close Create
Orders I

2. Ceres will prompt the user with the following message. Select Yes to create the Donor List. Selecting
No will cancel the process and the Donor List assigned to the food drive will remain unchanged.

Microsoft Dynamics NAV *

Do you wish to auto generate the donor list from the posted
donation orders?
Warning: This will clear the current entries.

Donation Orders associated with a Food Drive

1. To access donation orders associated with the food drive select Navigate = Donation / Food Drive
Donation = Orders, Posted Orders, Food Drive Orders, or Food Drive Posted Orders.

m Edit - Food Drive Card - FDO1 - Go for the Green

- HOME  ACTIONS  NAVIGATE  REPORT

=) == ‘O. ﬁ = ﬁ

Comments Contacts Donaor Orders Posted Food Drive  Food Drive
Orders Orders Posted Crders

Note: Only posted orders are shown in food drive statements, and the Gross Weight Received field
on the Food Drive Card.
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Printing Food Drive Statements

1. To access Food Drive Statements, select Report = General 2 Statement.

m Edit - Food Drive Card - FDO1 - Go for the Green

- HOME  ACTIONS  NAVIGATE = REPORT

[

Statement

2. On the Food Drive Tab, set a Food Drive No. filter. On the Item Ledger Entry Tab, enter a date range
in the Posting Date field. Other filters can be set based on how you want to run the report.

Edit - Food Drive Statement O >

Bl :crons Ceres 5.0 Testing L 7|
T
Clear
Filter

Saved Settings

Mame: Last used options and filters w
Food Drive A

Show results:
X Where No. = is FDO1
<= Add Filter

Limit totals to:
< Add Filter
Item Ledger Entry ~

Show results:
X Where Posting Date  ~ is 01/01/12.12/31/18
X And Source No.  ~ is Enter a value,

- Add Filter N

Print.. - Preview Cancel
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3. Click Preview to preview the report or Print to print a hard copy. Below is an example of a Food
Drive Statement.

FDO1

No.

FDO0026
FDO0026
FDO0026
FDO0026

Posting Date
2312015
3/26/2020
3/26/2020

Report Totals

Food Drive Detail
Ceres 5.0 Testing

FoodDrive: No.: FDO1

Food Drive Information
Go for the Green

Posting Date

7162012
7162012
7162012
TH6/2012

GIL Account
No.

100001
100000
100000

Item Enfry: Posting Date: 01/0112.12/3118

Document No.

FD-00004-1R
FD-00004-1R
FD-00004-1R
FD-00004-1R.

Document No.
CRJ-00021
CRJ-00043
CRJ-00044

Fhone:

Item No. Description
09999 Food Drive
09999 Food Drive
59999 Food Drive
99999 Food Drive

Total For Donor FDOD026

Food Drive Totals

Description

Test

Cash Donations from FD!
FD! Cash Donation

Contact:

Unit
Quantity Mea

322 1B
204 LB
586 LB
144 1B

Daonation Amount Total

§3,775.00

of
sure Code

Amount

100.00
1,225.00
2,450.00

3,775.00

422020 3:54 FM
Page 1
ESOPROWKJIK

Ext. Gross
Weight

322
204
586
144

1,346

1,346

1,346
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Closing a Food Drive

1. Atthe completion of the food drive you may close it. Closing the food drive will not prevent you
from posting additional monetary contributions or posting donor orders to the food drive. The close
process will flag the food drive as closed and it will no longer appear on the Food Drive List. To close

a food drive, select Actions = Functions = Close.

m Edit - Food Drive Card - FD0O1 - Go for the Green
- HOME ACTIONS NAVIGATE REPORT

D O (¥ &=

Crders Food Drive Close Create
Orders Donor List

2. If this food drive is associated with un-posted Cash Receipt or Deposit Lines, they must be posted or
deleted before you can close a Food Drive. If not, the below message will display.

Microsoft Dynamics NAV

8 Unposted Deposit Lines for this food drive exist.

They must be posted before this Food Drive may be closed.

>

3. A message will display will letting you know the food drive has been closed.

Microsoft Dynamics NAV X

o Food Drive 'FD1' Closed.
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Re-opening a Food Drive

1. Once afood drive has been closed you can reopen it. To reopen a food drive, select Departments =
Donation = Archive = History = Closed Food Drives.

m Donation, Archive - Microsoft Dynamics NAY

hd Finance Company * Departments *» Donation » Archive

Lzl e Donation, Archive
> Financial Management

- Agencies & Receivables History
> Purchasing Donation Order Archives
4 Donation Food Drive Donation Archives

Donation Return Order Archives
CCIosed Food Drives)
Posted Donation Receipts
> Warehouse Posted Food Drive Receipts
Human Resources Posted Donation Orders
Posted Donation Credit Memos
Posted Food Drive Orders
Processed Grocery Rescue Batches

Planning

Order Processing

- Roadnet
- Appian
- Adv. Leased Storage

2. Select the food drive you want to reopen.

3. On the Closed Food Drive Card, select Actions = Functions = Reopen.

m View - Closed Food Drive Card - FDO1 - Go for the Green
- HOME ACTIONS NAVIGATE

&
Reopen

4. A message will display letting you know the food drive has been reopened.

Microsoft Dynamics NAYV X

o Food Drive 'FD1° Reopened.
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Entering Cash Donated to Food Drives

Food banks regularly receive cash donations during food drives in addition to donated products. Ceres
has the ability to record cash donations related to a food drive. Cash Receipts and Deposit procedure
documentation is available. How to record cash donations for food drives is outlined below.

Using the Cash Receipt Journal for Food Drive Cash Donations

1. Enter the cash receipt line as you normally would. In the Food Drive No. field select the food drive
the cash donation is associated with.
2. Inthe Amount field, enter the cash donation received.
Cash Receipt Journal - Type to filter (F3) Document Type MK 2R
No filters applied
Batch Name: |AGENCY -
Document  Posting Docum.. Document External Account Type  Account Food Description Amount ()
Type Date Date No. Document No. Drive No.
MNo.
Payment  3/31/2020  3/31/2020 CRJ-00045  FDD1000 Bank Account 1000 FDO1 Food DRive $ dontations 25000
3. Post the Cash Receipt Journal. Once the Journal is posted, the Donation Amount field on the Food

Drive Card will be updated with the amount of the cash donation.
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Using Deposits for Food Drive Cash Donations

1. Enter the deposit line as you normally would. In the Food Drive No. field select the food drive the
cash donation is associated with.
2. Inthe Credit Amount field, enter the cash donation received.
P New - Deposit - DEP-1039 (DEFAULT)
HOME  ACTIONS  NAVIGATE  REPORT
Edit — = IE D ~ Y
@ ) New + = o B Ix =D
View Post... Post and Deposit Test MNotes Links Refresh Clear Go
7% Delete Print... Report Filter to
DEP-1039 (DEFAULT)
General ~
No.: |DEP—'\039 | Posting Date: ‘3;30;2020 v|
Bank Account No.: |1000 vl Document Date: ‘3]3[}]2[}20 v|
Total Deposit Amount: | 550.00| Fund No.: v‘
Total Deposit Lines: 550.00 Department Code: ‘ ~ ‘
Difference: | U.DD| Project Code: ‘ v‘
Lines o
Functions - [ Line ~ &% Find  Filter Clear Filter
Account Account Account Name Food Drive Description Document Document Document Credit Amount
Type MNo. MNo. Date Type MNo.
G/L Account 430000 Events - Support FDO1 Events - Support 3/30/2020 Payment FD200 550.00
3. Post the deposit. Once the deposit is posted, the Donation Amount field on the Food Drive Card will
be updated with the amount of the cash donation.
Related Topics
1. Donor Overview
2. Food Drive Donation Order Overview
3. Donation Order Overview
4. Cash Receipts Journal
5. Bank Deposits
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