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Order Staging

Purpose of this document

This document will illustrate how to use the Agency Order/ Pick staging functionality in Ceres. Once an
Agency order has been picked, food banks need to keep track of the number of pallets and where the

product is staged, by agency by order. Staging helps to find the Shipping Pallets and ensure that no
pallets are missed during truck loading.

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

The staging functionality in Ceres was enhanced to support multiple workflow models by tracking as
much information as possible within Ceres.

The staging enhancements are based on Inventory Picks (Ship Option 2) and include:

1.

Default Staging Area — Standard pre-defined staging areas that can be linked to an Agency,
Zones and FBC Storage Requirement. The default staging areas flow when the Inventory Pick is
generated based on the “Create Pick By” field on the Location Card

Staging Areas — Free form staging areas that can be entered manually on the Inventory Pick.
This field will default from the Default Staging Area field but can be overridden.

Shipping Pallet Tags — Tag that can be printed and placed on the agency pallets that are staged.

Shipment Report — Report that lists the Agency Orders that have been shipped but not invoiced.

Staging Areas Setup

1. The setup of default Staging Areas starts with defining Agency Pallet Staging Areas. Staging Areas
can be accessed from Departments = Warehouse = Setup = Staging Areas.

m Setup - Microsoft Dynamics AW

e v Finance Campary » Departrnents » Warehouse » Setup »

. Sety 8
I+ Financial Management
[ Agencies & Receivables .
, Lists
= Purchasing
I Danation ADCS
4 Mifarehouse M?n?fnrms ]
Finiformms Functions Group
Orders & Contacts Pallets
Planning & Execution Sgency Pallets
Goods Handling Order by Or...
Goods Handling Multiple Or... Administration
b Irventony Locations

Hurman Resources

bGTIN ( Staging Areas )

2. To create a new Staging Area select Home 2> New.

Order Staging Page 3 of 16 Last Reviewed 6/15/2020



g

m Edit - Staging Areas E'@
o Ceres 5.0 Testing [2

ﬂ D'j x @ £ Refrash
O Motes . Cl=ar Filter
>

M ew Wiew Celete Show as

List Chart |:_,:|, Links i Find

3. Then update the fields as follows.

m Edit - Staging Areas E'@
Bl o Ceres 50 Testing [ )
|j D'j x m £3 Refrech
- MNotes . Clear Filter
Mew Wiew Delete Show as . .
List Chart @Llnks & Find
Staging Areas - Type to filter (F3) Location Cade | 2| W
Mo filkers applied
Location Code Description i
Code
HOU » STAG-C Staging Caoaler Area for Houston
HOL ETAG-0 Staging Dry Srea for Houston =
HOL STAG-F Staging Freezer Area for Houstan
kAN AGC-1 Agency Srea for Kansas
kel TGh-1 Stage Dry Area Lfor kKansas m
kbt sTGD-2 Stage Dry Area 2 for Kansas
ke TGD-3 Stage Dry Area 3 for Kansas

Location Code: Select the Location you are creating a new staging area for.
Code: A unique identifier for the new staging area.

Description: A brief description of the staging area.

Linking and Updating Staging Areas

1. A Staging Area can be linked to an Agency, Zone or FBC Storage Requirement.
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2. Link a Staging Area to an Agency from Departments = Agencies & Receivables = Agency Relations

- Lists = Agencies.

a. Select the Agency and then open the Card.
b. Open the Shipping FastTab
c. Select or input a value in the Staging Area field

- HOME ACTIONS
@ U] Mew

Wiew Fesend
X Delete

General
Address & Contact
Inwoicing
Payments
Inform ation
Shipping
Location Code:
Zone Code:
Delivery Zone Code:
Delivery Info.:

m Edit - Agency Card - B0129 . Safehorme, Inc,

NAVIGATE REPORT

E |z| ﬁ @ Agency Return Crder alal
.

ﬁ Agency Invoice
Agency Open Agency | Agency o, . Ship-to
Account Detail Entries Crder P Agency Credit Mems  Addresses

BO129 - Safehome, Inc

Safehome, Inc, | TEGTT
John Smith | karenk@esopro.com

GEMERAL | GEMERSL

30
AN - Shipment
- Shiprrent Method Code: PICELP
FOME 1 - Order Handling Group Code: HAaRY KSDE
Battered wormen's s.. Order Routing Group Code: CLUSTER

Default Ship-to Code: DEFAULT
Preferred Delivery Time:

Preferred Pickup Tirme:

]

Contact [

( Staging Area:

3. Link a Staging Area to a Zone from Departments - Warehouse = Administration = Setup =2

Locations.

a. Select the Location and then open the Card.
b. Select Home - Zones.
c. Select or input a value in the Staging Area field.

Order Staging
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[P Edit - Zones - KAN - Kansas City Warshouse
- HOME = NAVIGATE
=3
DBEX EE 4 & Y b
New View Delete Show as Motes  Links Refresh Clear  Find
List Chart Filter
Zones - Type to filker (F2) 1
Locat, Code Description Bin Class E.. Zone  Max Pallets  Exclude from Lo, Inwt Pick It Pick Mew | Staging &res  paclude from Mot
Code Code T Ranking Wihse, Dac. Re.. Mos. Printing..  Pag.] manare B
kAN COOLER Cooler Zone CLR 0 1 @] Yes  LFICKR Both Pick .. STGR-1 ]
KaN DRY Dy Zane DRY 0 1 [} Yes  I-FICKD Both (Pick a.. STGO-1 [} ]
AN FREEZER Freezer Zone FRZ 0 1 | Yes  I-PICKZF Both (Pick ... STGF-1 =]
AN FREEZERZ Freezer Zone 2 FRZ 0 1 | Yes Both (Pick ... STGF2-1 =]
AN GR Gracery Rescue Zone ALL S 0 1 Yes Both (Pick ... =]
AN KIT END Completed Kits ALL L. 0 1 | Yes Both (Pick ... STGD-1 (] =]
AN KITTING Kitting Zane ALL 0 1 | Yes Both (Pick ... (] =]
AN RECEMWE Receiving ALL RE... 0 1 | Yes Both (Pick ... =]
AN SHOP Shopping Zone ALL S 0 1 | Yes Both (Pick ... =]
AN STAGE Staging Zone ALL S 0 1 | Yes Both (Pick ... \ / =]
4. Link a Staging Area to a FBC Storage Requirement from Departments = Administration >
Application Setup = Warehouse = Inventory = Food Bank Number Codes = FBC Storage
Requirement.
a. Select or input a value in the Staging Area field
m Edit - FEC Storage Requirerments EI@
B o Ceres 5.0 Testing [2]
= 7 X iy [ T
\j = P < H
MNew View Delete Show as MNotes Links Refresh Clear Find
List Chart Filter
FBC Storage Requirements ~ Typetofiter (F3) | Code Ml
Mo filters applied
Code Description UMC Storage  Inwt Pick Inwt, Pick Mewe  Excl, Sorting[ Staging Area
Requirerne..  Mos, Frinting.., Pag.. fro., Sequenc..,
Dry DRY I-PICKD Baoth (Pick a... [l [
FROZEM Frozen FROZEM I-PICKZF Pick Dacum...
REF Cooler REF I-PICKR Wiawe Pick D..
HEA WAGE Salvage, unsorted DRY Both (Picka.. [}

5. The Staging Area linked to an Agency, Zone or FBC Storage Requirement flows to the Default Staging
Area field on the Inventory based on the “Create Pick by” field on the Location Card when the picks
are generated. The “Create Pick by” options are:

Blank: The Staging Area field will flow from the Agency to the Agency Order and from
the Agency Order to the Default Staging Area field on the Inventory Pick.

Zone: The Staging Area field will flow from Zone to the Default Staging Area field on the

Inventory Pick.
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6.

FBC Storage Requirement: The Staging Area field will flow from the FBC Storage
Requirement to the Default Staging Area field on the Inventory Pick.

Bl o

NAVIGATE

DO\ ) New =
View Zones  Bins
< Delet
elete

MAIN - MAIN WHSE

General
Address & Contact
Warehouse

Require Recebve:

Fequire Shipment:

oo

Require Put-away:

Use Put-auwiay Worksheet:

=]

Require Pick:

Tres. Short Handling Method:
Bin Mandatary:

Directed Put-away and Pick:
Use ADCS: 1}
Enable Agency Pallet Tracking: ]

Default Bin Selection:

m Edit - Location Card - MAIM . MAIN WHSE

Inventory  Online
Pasting Setup  Map

Clear to Itern Journal

Last-Used Bin

D Y 2 Gote
Lo ] x 4 Previous
Links Refresh  Clear

Filter P Mext

Ceres

Directed Picking Option:
AR Ternplate:
Existing WAP Deletion Method:

Base
kAN -
Delete Existing WAP Lines

=

Ceres 5.0 Testing [ 74

Prttetiree-ferreSmy P
M (Create Pick byt

i
FBC Storage Requirernent

Pick Creation Sort Order:
Pick Line Sort Order:
Require Inv. Pick on Transfers:

- Movernent ¥fer, Template Name;

o
TRAMSFER

m

It’s assumed that the value that flows to the Default Staging Area field on the Inventory Pick is a
standard pre-defined staging area where the product is staged until it is loaded on the truck or is
picked up by the Agency. Thus the Default Staging Area field is un-editable on the Inventory Pick.

I Edit - Inventany Pick - Inwt. Pick .

B o

ACTIONS

NAVIGATE

IPD-02661
REPORT

EI%

ency To arksheet efres| revious
= & M Agency Top Off Worksh o o £ Refresh o Previ
§Cl i

q ] Mew HE# q::'pPrint... = = Motes . Clear Filter B Next

View Post.. Postand Get Source . Shipping Tag  Shipping .
X Delete Print.. Document., =1E-mail {(11x85)  Tag(6x4) |ailinks < Goto

Inwt, Pick - IPD-02661
General

Mo Paosting Date: 11/15/2018 -

Location Caode: Shiprment Date: 11/15/2018

Source Document: Agency Order - External Docurment Mo.:

Source Moy A0-01091 - External Docurment Mo, 2:

Agency Mo B01249 Assigned User I0: HAH

Agency Marme: Safehome, Inc. Picked By:

Shopper: AESHOPRER-0000000003 Shipment Method Code:  PICKUP

Shopper Mame: Rick Ferreira Appointment Time:

Shopper Email: tickfl@lesopro.com Pallet Court: 3

Order Handling Group Code:  HARMW KSDE R Start Date: 1271272019

Order Routing Group Code: CLUSTER - Start Tirme: 5.30:11 PM

Mo, of VOX Errors: End Date: 12/12/2019

Default Staging Area: 5TGD-1 ) End Tirme: 53445 PM

Staging Areas: STGD-1
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7. The Staging Areas field on the Inventory Pick defaults based on the Default Staging Area field but
can be overridden. The Staging Areas field is free form filed where generic text can be inputted to
indicate where the product is staged, such as: back east wall; center aisle

I Edit - Inventory Pick - Inut. Pick . IPD-02661 [ro| - [ESa]
- HOME = ACTIONS  NAVIGATE  REPORT | Ceres 5.0 Testing [2]
Ei L‘ éﬁp Ir@ [T Agency Top Off Worksheet Eo EO Refresh 4 Previous
- L] Mew i = Print... ) HE’ ] HEF’ Motes . Clear Filter P Next
o xpaee | P P SSOIE o TN Y Qe scew
Invt. Pick - IPD-02661
General =
Mo IPD-02661 Posting Date:
Location Code: ] - Shiprment Date: 11415420148
Source Document: Agency Order - External Document Mo,
Source Mo A0-01081 - External Docurent Mo, 2:
Agency Mo B01249 Assigned User ID: AH -
Agency Marmne: safehome, Inc, Picked By: -
Shopper: AGSHOPPER-0000000003 Shiprrent Method Code:  PICKUP -
Shopper Marne: Rick Ferreira Appointment Time:
Shopper Email; rick@esopra.com Pallet Count: 2
Order Handling Group Code: HARW KSDE - Stark Date: 12/12/2019
Order Routing Group Code:  CLUSTER v Start Tirne: 53011 Ph
Mo, of VOX Errors: End Date: 12/12/2019
pefaut Staging Area; — End Time: 5:34:45 P
(Staging Areas: back eastwall; center aisle )

8. When the Inventory Pick is posted, the Default Staging Area and Staging Areas fields flow to the
Posted Inventory Pick. This way Shipping Tags can be printed from the Inventory Pick and the
Posted Inventory Pick.

Shipping Tag

There are a few options for Shipping Pallet Tag reports available, with slightly different sizes and
configurations. They contain most or all of these fields. Your Ceres VAR can assist you in setting up the
proper report to print from the Inventory Pick page.

1. A Shipping Tag can be printed and placed on the product or pallet that is being staged to identify
who it is for and where is located. The Shipping Tag can be printed from an Inventory Pick
(Departments = Warehouse = Good Handling Order by Order = Inventory Picks) or from a Posted
Inventory Pick (Departments = Warehouse = Archive = History = Posted Documents = Posted
Invt. Pick).

2. The fields that print on the Shipping Tag are as follows
Shpt. No.: Inventory Pick No.
Order Staging
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Order No.: Agency Order No. or Source No.

Parent Agency No.: Parent No. associated with the Agency on the Inventory Pick. This field does
not display on the Inventory Pick Header

Agency No. and Name: Agency No and Name on the Inventory Pick Header

Text below the Agency No and Name: Shipment Method Code Description. Deliver in the
example below.

Date: Shipment Date

Default Staging Area: Does not print since the Staging Areas field defaults based on this field.
Staging Areas: Prints based on whatever value is in this field.

Picked By: User Id.

Pallet Count: Must be filled in before the Shipping Tag will print. Multiple Shipping Tags will
print based on the value in the Pallet Count field. On each tag the number of pallets will

dynamically print as Pallet 1 of XX. For example, if a pallet count of 2 is entered then 2 Shipping
Tags will print. The first tag will print Pallet 1 of 2, and the second tag will print Pallet 2 of 2.

Order Staging Page 9 of 16 Last Reviewed 6/15/2020



Order No. AO0O-01091
B0129 - Safehome, Inc.

PICKUP / 11-15-18

back east wall; center aisle / Picked by:
ESOPRO\KJK

Pallet 1 of 2

3. If a pick document was posted with a Pallet Count of 0, the Pallet Count on the posted pick
document must be updated first before a Shipping Tag can be printed. Posted pick documents can
be accessed from Departments 2 Warehouse - History - Posted Documents = Posted Invt. Pick.

Order Staging Page 10 of 16 Last Reviewed 6/15/2020



m Wiew - Posted Inwt, Pick - PCK+-00010
- HOME ACTIONS MNAVIGATE REPORT
o E3 Eg & &
Mavigate | Shipping Tag Shipping Motes  Links Refred
11x 85 Tag(Ex4)
PCK+-00010
General “
Mo PCK+-00010 External Docum..
Location Code: kAN - External Docurmn..,
Source Moy A0-00006,., - Azzigned User ID: -
Agency Mo Foa41 Picked By: -
Lgency Marne: Kingzway Mi... Shiprment Meth... -
Order Handling Gro.., - Appnintraent T
Order Routing Grou... - (F'allet Caunt: D
Default Staging Lrea: - Tart Date:
Staging Areas: Start Tirne:
Posting Date: 11972012 Erd Date:
Shiprment Date: 12742012 Erd Tirme:

4. To update the Pallet Count on the Posted Inventory Pick. Find the Posted Inventory Pick you want to
update from the List. From the Posted Invt. Pick Card select Actions = Update Pallet Count. In the
New Pallet Count field input the number of pallets. Click the OK button to update the Posted
Inventory Pick.
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Edit - Updt. Posted Pick Pal., — | & |[s25s]
Bl crons Ceres.. [2

Options ~
Mo Pk +-00010
Mews Pallet Count: 2
| 0] 4 | ’ Cancel

5. Once the Pallet Count field has been updated on the Posted Inventory Pick, the Shipping Tag can be
printed.
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m Wiewy - Posted Inwt, Pick - PCK+-00010
- HOME ACTIONS MNAVIGATE REFPORT
Update
Pallet Count
PCK+-00010
General =
Mo PCK+-00010 External Docurm..
Location Code: k] - External Docum..
Source Mo A0-00006... - Azzigned User ID: -
Sgency Mo FO941 Picked By -
LSgency Marne: Kingzsweay Mi... Shiprment Meth... -
Order Handling Gra.., - Appointment Ti...
Order Routing Grou.., - ( Pallet Caunt: D
Default Staging Area: - Start Date:
Staging Areas: Start Tirne:
Pasting Date: 118,2012 End Date:
Shiprnent Date: T2 Erd Tirne:
Shipment Report

1. A Shipment Report was created that is based on the Sales Shipment Header and includes Agency
Orders that have been shipped (Pick Posted) but not yet invoiced. These orders are considered
staged. The Shipment Report can be accessed from Departments = Warehouse = Inventory 2>
Reports = Shipment Report.
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m Reports - Microsoft Dynarmics Ma

QO
]

Departrments

Financial Managerment
Agencies & Receivables
Purchasing

Dianation

|

Yifarehouse
Drders & Contacts

Planning & Execution

Goods Handling Order by Qr..,
Goods Handling Multiple Or..,

4 Inventory
B GTIM
Hurran Resources
Roadnet

Appian

Ay, Leased Storage
Administration
Web Portal

VW WY

ﬁ Home
u Reference Data

E Journals

D YWorksheets

Eﬂ' Posted Documents

ﬁl Departments

Shipment Report

Reports

Reports and Analysis
Itern Transaction Detail
Agency/Ttern Statistics DetfSum
DonorTtermn Rec, Statistics

Prod, Type/Tterm Rec Statistics
Receipts & Distribution Report
M Storage Requirernent Check
Lot Tracking

Lot Expiration

Shipping Pallet Tag

Pallet Tag fxd wef Barcode
Pallet Tag 11x8.5 wifo Barcode
Pallet Tag 18,5 wef Barcode
Bin Contents w' Pallets

Blue Receipt Sctivity Report
Whse, Entries

Itern Quantities by Loc/Bin
Itern Details by Reason Code
Iterns On Hand by Location
Iterns On Hand By Date

Bin Contents by Location
Irventory Analysis

Agency Food Rating Analysis

P, &gency Food Rating Snalysis
Itern Food Rating Analysis
Susailable Leased Storage Bins
Shipment Report

Ireventory Walue - Donated/USDA,
hased

Shipping Tag (11 8.5
Shipping Tag Posted (G x 4
Shipping Tag Posted {11x 8.5)
Shipping Tag 2 Posted (11x8.5)
Itern Batch Update

Finance Comparny » Departrments » Warehouse » Inventory » Reports

2. The Shipment Report Page will display where users can set filter criteria based on how they want to
run the report, such as Shipment Date, Shipment Method, Batch Name, Order Handling Group
Codes, etc.
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Edit - Shiprent Report

Bl cnons
T

Clear
Filter

Agency Document Header

Sorting:  Document Type, Mo, = Sl

Show results:

X Wihere
== Add Filter

Sell-to Agency Mo, ™ s

Limit totals to:

4= &dd Filter

Agency Shipment Header

Show results:

Enter a walue,

Enter a walue,

XK Where ShipmentDate = s

XK And Shipment Methad Code ™ s
X And Batch Mame = s

4 2dd Filter

o o
Ceres 50 Testig )

Enter a walue,

Enter a walue,

Print... '” Presieny ” Cancel

Printing or Previewing the Report

The report can be printed or previewed by clicking on the Print or Preview button.
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Shipment Report

Finance Company

Batch Sell-to

1/27/2014 AD-00331-15
Pickup Time:

Order No. Name Agency Mo. Agency Name
Ship Date Shipmt No. Location Staging Areas
AD-00320 1422 Mirror Inc
9/9/2013  AO-00320-1S STGD-1
Pickup Time:
AC-00344 B0129 Safehome, Inc.
S/20/2013 AO-00344-15 KAN STGD-1
9/20/2013 AO-00344-25 KAN STGD-1
Pickup Time:
AD-00377 1722 The Sahvation Army
1/10/2014 AD-00377-15 KAN STGD-1
Pickup Time:
AD-00381 B0129 Safehome, Inc.

KAN 5TGD-1

Totals:

Totals:

Totals:

Totals:

Gross Weight

170.00
170.00 lbs

36.00
5,104.00
6,140.001bs

117.00
117.00lbs

13.00
18.00lbs

2/28/2020 833 AM
Page 1
ESOPRONRXF

#of
Pallets Route Stop

0 0 0
0 Pallet(s)
0 0 0
0 0 0
0 Pallet(s)
1 0 0
1Pallet(s)
0 0 0
0Palletfs)

Related Topics

Agency Overview
Agency Order Overview
Agency Express Managing Web Orders

Inventory Picks
Zone Overview

Vs wN e
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