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Hide Dormant Records

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

Purpose of this document

This document discusses how to exclude blocked or dormant master records for Agency, Donors,
Vendors, or Items from Lists in Ceres.

Copyright © Feeding America 2014, All Rights Reserved.

This document may be printed and reproduced only by Feeding America and member organizations.
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Purpose

Hide Dormant Records is an enhancement in Ceres that allows users to exclude blocked or dormant
master records for Agency, Donors, Vendors, or Items from Lists. Any record marked as dormant will be
filtered and that record will not appear on the List. This way the user only sees records that are active.
Filters can be removed so the user can see dormant records as needed.

Ceres object release 4.00.00 is required for the functionality documented in this procedure.

Hide Dormant Records

1. To mark arecord as dormant, toggle the Dormant field on the General FastTab of the Agency,
Donor, Vendor, or Item Card.

I Edit - Agency Card - BOGS6 - Safe Home, Inc.

Bl o

Order  Invoice

ACTIONS

O R L&

Agency Agency View

NAVIGATE

REPORT
7 Apply Template...

T'§ Cash Receipt Journal [} Matriks Documents
B Statistics

Resend

B0686 - Safe Home, Inc.

General

Ma.:

Parent Agency Nou:
Mame:

Address:

City:

State:

ZIP Code:
Country/Region Code:
Phone No.:

Phone Ext. No.:
Primary Contact Mo.:
Contact:

Dormant:

BOGE6
686 -
Safe Home, Inc.

Do Mot Disclose

KS

Rachael Beebe

[3 Agency Journal

Search Name:

Balance (5):

Credit Limit (5):
Responsible Person Code:
Fund Mo.:

FBC County Code:

FBC Agency Category Code:

UNC Activity Status:
Agency Approval Date:
Agency First Order Date:
Menitoring Expiration Date:
Blocked:

Last Date Modified:

Last Modified By:

[i] Open Agency Entries

[ Agency Account Detail

Motes

[ Links

@A

SAFE HOME, INC.
281500
1,000.00

UR -
K5-JOHNSON -

BATTERED -
INACTIVEFE -
8/3/1984 -
10/16/2012
5/23/2008 -
8/6/2014

RXF

v Show more fields

~

-

m

=

[E=NEoR ==

£ Refresh

(2]

4 Previous

¥, Clear Filter P Next

-2 Goto

Agency Sales Histor...

Agency No.:
Orders:

Invoices:

Return Orders:
Credit Memos:
Pstd. Shipments:
Pstd. Invoices:
Pstd. Return Rec...
Pstd. Credit Me...

Agency Statistics - B...

Agency No.:
Balance (5):

Sales

Outstanding Or...
Shipped Mot Inv...
Outstanding Inv...
Total (5):

Credit Limit (5):
Overdue Amoun...

Total Distrubute...
I he Mistributed:

=
m

i A

B0686
2,815.00

0.00

0.00

0.00
2,815.00
1,000.00
2,815.00

0.00
29./04 NN

2. Toggling the Dormant field on the Card automatically sets the filter value to Yes and excludes this
record from displaying on the associated List.
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Agencies -
Show results:
X Where Blocked ~ is
And Dormant ¥ is Mo
4 AddFiler
Ma. MName
B0450 ‘Safe me, Inc.

B1007 F.
B1404
B3055
B3201
0168

ynergy Services-
Willow Domestic Violence
Young Womens Christian A...

Community House Inc

Type to filter (F3)

Address City State
Do Mot Disclose K5
Do Mot Disclose MO
Do Mot Disclose MO
Do Mot Disclose KS
Do Mot Disclose K5
3000 Camphbell Street Kansas City MO

Ma.

|| A
ZIP Code Per Locatin =
Web Code
Crd —
] Hou |E|
| 4
64109 ]

Note: In the screen shot above, Agency BO686 was marked as Dormant so the record no longer displays
on the List when the Dormant filter value is set to No.

3. Toview all records (dormant and active) on the List, clear the Dormant field or set filter value to Yes

and No.

Agencies ~

Show results:
X
And Dormant = is Mo; Yes

+ Add Filter

MNao.

Hope House, Inc.

Safe Home, Inc.
F.ALT.H, Inc.

Synergy Services-

Willow Domestic Viclence

Community House Inc
Victory Outreach

Renaissance West
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Young Womens Christian A...

Type to filter (F3]

Address City State
Do Mot Disclose MO
Do Mot Disclose KS
Do Mot Disclose MO
Do Mot Disclose KS
Do Mot Disclose MO
Do Mot Disclose MO
Do Mot Disclose KS
Do Mot Disclose KS
3000 Campbell Street Kansas City MO
2411 Kensington Avenue Kansas City MO

P.O. Box 260 Independence MO
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Related Topics:

1. Agency Overview
2. Donor Overview
3. Vendor Overview
4. Item Overview
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