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Pre-Orders and Standing Orders

Purpose of this document
The document discusses the process of creating Pre-Orders and Standing Orders in Ceres.

Pre-Orders can be thought of as a queried forecast. Meaning, the Food Bank would like to know the
guantity of a purchased item each queried Agency expects they will order. This information then allows
the food bank to determine how much of a given Item they should purchase in order to fulfill the

expected demand. Pre-Orders are normally a one-time order to fulfill a requirement. An example would
be pre-orders for turkeys at Thanksgiving time.

Standing Orders can be thought of as blanket orders that are repeated at intervals until the entire order

has been depleted. As an example, an agency may wish to receive 10 cases of a product a month for the
next six months.

Ceres Object release 4.51.85 is required for the functionality described in this document.
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Setup

Allocation Journal Setup

Navigate to ltem Journal Templates by clicking Departments = Administration = Application Setup 2>
Warehouse = Inventory = Lists = Item Journal Templates.

m Inwventory, Lists - Microsoft Dynamics MaY

oov Finance Compary » Departments » Administration » Spplication Setup » Warehouse » Inventory » o Lists

‘Departments

Inventory, Lists

I Financial Management
[ Agencies & Receivables Locations
b Purchase Product Groups
I Danation
CItem.lournalTemplates )
- Wiarehouse

m

T BOM Journal Templates

[ Roadnet

This will open the Item Journal Template Screen. Highlight the ALLOC template and then on the ribbon
select Navigate - Batches

m Item lournal Templates - Microsoft Dynamics MNay

e ¥ |[M Finance Company » Departments » Administration » Spplication Setup » Warehouse » Inwventory » Item lournal Templates

Bl o e

: i Item Journal Templates -
Financial bManagement

3

[» Agencies & Receivables

I Purchase L Marne Description Type Rec.. Mo, Series  Posting Source Reason Reas.

> Donation 3 Mo, Series  Code Code Cod..

I Wiarehouse ALLOC Allocation Journal Allocation ] ITERIML ALLOC
Hurnan Resaurces COUNT Phys., Inventory Count Journal Phys, Ireve.., [} PHYSIMNWIML COUMNT [}

b_eReis ITEM Itern Journal Item i ITERUNL il

This will open the Item Journal Template Batches Screen. Add at least one Pre-Order journal line. If you
have multiple locations and want to control pre-orders by location, enter a batch for each location. In
our example we have setup two locations, one for Kansas and one for Houston. Only the fields
applicable to pre-orders will be described.
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[tem Journal Batches -

Pre-Order

Pre-Order Allocation

Marne Description Mo, Series Posting Mo, Reason Code  Reas.. Document Default Ent Pre-Order Location
Series Cod..  Batch Mame  Type Allocatio.., Code

PRECRDER Fre Crder Journal ALLOC = Pre-Order

HOUSTOM Houston Pre-Orders aLLOC [} Pre-Order

kAN Kansas Pre-Orders aLLOC [} Pre-Order

Pre-Order Allocation Type — This field is used to indicate whether the batch is related to pre-
orders.

Pre-Order — This batch is related to pre-orders.

None — This batch is a regular allocation batch and not related to pre-orders.
Location Code — This field is optional but recommended for multiple location sites that are using
pre-orders. Enter the appropriate location for the batch. When pre-orders are sent to the

allocation journal, the process will attempt to locate an allocation batch with a matching
location code. This will facilitate separating pre-orders by location when necessary.

Inventory Setup

A new Pre-Order FastTab has been added to the inventory setup screen.

m Edit - Inwentaory Setup

- HOME

[o ][ @]
[Finance Company - Master Ceres 45 Testin... (24

@ 2 Goto

View

o

Links

4 Previous

Refresh Clear
b Mext

MNotes

Inventory Setup

General
Location
Dimensions
Mumbering
Kitting
ADCS
Posting

Filter

Pre-Qrders

Pre-Order 8lloc Inl Ternplate:
Pre-Order &lloc Inl Batch:

ALLOC
FRECRDER

Qty, Limits &pplication Method: | LT T
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Pre-Order Alloc Jnl Template — Specify the Allocation Journal Template to be used for the
creation of allocation orders from the Pre-Order Worksheet. If one does not exist you will need
to create one.

Pre-Order Alloc Jnl Batch- Specify the default batch to be used for the creation of allocation
orders from the Pre-Order Worksheet. If one does not exist you will need to create one. In
multi-location companies that wish to segregate the allocation orders by location, it will be
necessary to create multiple batches and on each batch, specify the location for that batch.

Qty. Limits Application Method — Specify the Application Method for imposing quantity limits
on Pre-orders.

Always Allow — Selecting this method will allow the agency to exceed any quantity limits
currently imposed on the item without any warnings.

Allow with Warning — Selecting this method will allow the agency to exceed any
guantity limits currently imposed on the item, however, the system will warn that
requested quantity exceeds limits and will prompt for verification that it is okay to
ignore the limit.

Don’t Allow — Selecting this method will enforce currently imposed quantity limits and
will not allow the order to exceed those limits.

Item Setup

It is necessary to indicate which items are eligible for pre-orders or standing orders. This is done by
placing a checkmark in the field “Eligible for Pre-order” on the Replenishment FastTab of the Item Page.
Iltems that are not designated as eligible will cause the import to fail if they are specified on the Excel
import templates.

m Edit - Itern Card - 10018 . Chocolate Sryup

- HOME ACTIONS NAVIGATE REPCRT Finance Company - Master Ceres 4!
D D E E — 1 7 Apply Template... |z| |z| |z| Send Approval Request
q ] New E ’ Em Copy Nutrition Info From ...
View Requisition  [tem tem - Ite Agency Purchase
< Delete  Worksheet Journal Reclasslﬁcatlon Journal Tracing ﬁ Statistics T ansactlor’l Detail Order Status Order Status o L
10018 - Chocolate Sryup
General 1001% | CASE | 6,047 v
Distribution FIFC | 0.00  DOM v
Replenishment -~
Replenishiment Systern: Purchase - Ordering Policy
Purchase Eligible for Pre-order: i
Wendor Mo.: -
Wendaor Iterm No.:
Purch, Unit of Measure: CAZE

Lead Time Calculation:
Tiers: 1]
Height: 1]
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Excel Templates

Although pre-orders and standing orders may be entered into the pre-order worksheet manually, the
more streamlined process allows for importing the data from an Excel spreadsheet. The layout of the
Excel Spreadsheet is simple and involves just 3 fields. An example template is shown here.

A E C D
1 |Agency No. ltemNo. Quantity
2 |BEI'125I 1EI-EI'1E-. 55
3 A0442 10013 60
4 |AD592 10018 65
5

Agency No. — Enter the agency number associated with the pre-order or standing order.

Item No. — Enter the item number from inventory that is being pre-ordered. It is important that

items to be used in pre-orders have been properly setup as shown above in the Item Setup
section.

Quantity — Enter the quantity pre-ordered by this agency for the item specified. If the import is
for standing orders, this quantity should be the entire quantity for the standing order. For
example, if an agency will have a standing order for 12 months, requiring 10 of the item to be
ordered each month, you would enter 120 in the quantity field (12 times 10).

Pre-Order Worksheet

It is important to note that both Pre-Order and Standing orders are both done from the pre-order
worksheet. The main difference between Pre-Orders and Standing Orders is that Pre-Orders typically
represent a single order that once allocated in complete. Standing Orders, on the other hand, represent
a larger order quantity, that will be allocated onto several agency orders over time.

Access the Pre-Order Worksheet by clicking on Departments = Warehouse = Inventory = Tasks =
Pre-Order Worksheet.
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m Inwventary, Tasks - Microsoft Dynarmics MAY

e hd Finance Company » Departrments » Warehouse » Inventory » Tasks
Departments

................................... IHUEHTOW, Tasks

= Financial Management
= Agencies & Receivables Iterm lournals
b Purchase Bk Journal
I Donation
Ttern Reclass. Journals
4 Warehouse
Orders & Contacts Phys, Inventory Jlournals
Flanning & Execution Rewvaluation Journals

Goods Handling Order by Or.., (Pre-@rderWnrksheet)
Goods Handling kMultiple Or..,

4 Irevertory

Allacation lournals

Reports Leased Storage lournal

[ (STTR

This will open the Pre-Order Worksheet as shown here.

m Edit - Pre-Qrder Worksheet
- HOME ACTIONS NAVIGATE

x I:@ ﬂ‘: == = ’jﬁl [3 Get Standard Worksheets... H

|E| Save as Standard Worksheet..,

Delete Get Calculate Qty. Autofill Qty. to Send-to Allocation Agency Find
External Data  Available Allocate Allecation Journal ~ Journal  Order
Mame: |m vl
Location Code:  KAN
Line Ma, Agency Agency Marme Itern Mo, Itern Description Planned Quantity Oty to Allocate Re
M,
I i i
Creating Worksheets

If no worksheets are created the Name and Location Code will be blank and it will be necessary to create
a new worksheet. This can be done directly from the drop-down in the Name field.
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Marre: [n | @

Location Code: KAN -
Pre-Order Worksheet Marmes I,\\, = -E."i
Line Mo, Agenc
Ngcu. Y - HOME Finance Company -... 6
0 ﬂ £3 Refresh
B Edit List ey Show as Chart Notes . Clear Filter
MNew
25 Delete Q}Links {# Find

Pre-Order Worksheet Names -

Type to filker (F3) Marme A Y
Marne Description Location Aszsigned-to
Code ser
DEF.E.LILT .......... efault Warksheet kM
DEFALLTL  Default Warkshest 1 KaN
Hou Houston Waorksheet Hou
kA Kansas Woarksheet kA

Create as many Worksheets Names as needed. It is recommended that in a multi-location setup that you
keep a separate Worksheet Name for each location although that is not required. Also, you may wish to

segregate Pre-Orders from Standing Orders if your Food Bank does both types of orders. In the example

shown below we have created two Worksheet Names for the Kansas location to segregate the two types
of orders. Once you have created all necessary Worksheet Names, you can click on the worksheet name

you wish to use and press OK or simply double-click on the desired worksheet name.
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Pre-Order Waorksheet Mames | = @
Bl o Finance Company -.. (2}

ﬂ =2 View List £ Refrash
I}, Show as Chart Motes . Clear Filter
Mew
> Delete @Links i Find

Pre-Crder Worksheet Names -~

| Marme - | > (v
Marme Description Location Azsigned-to
Code User
DEFALLT Default Worksheet kA
DEFALLTL Default Worksheet 1 kA
HoU Houston Waorksheet HoU
kA Karnzas Pre-Order Mifarksheet kA
KAN-5TD Karsas Standing Orders kA

Name — Enter the name of the worksheet.

Description — Enter a more meaningful description of exactly what this worksheet is to be used
for.

Location Code — Enter the Location Code for this Worksheet. This location code will be used to
select the proper allocation journal batch with a matching location code for multi-location Food

Banks.

Assigned-to User — This optional field can be used to specify the user assigned to these orders.

Pre-Order Worksheet Lines

m Edit - Pre-Order Worksheet
- HOME ACTIONS NAVIGATE

x 2y L == = |9 Get Standard Worksheets... [H]
EIQ B ESave as Standard Workshest..
Delate Get Calculate Qty.  Autcfill Qty. to Send-to Allocation Agency Find
External Data  Available Allocate Allocation Journal  Journal  Order
Marre: m -
Location Code:  KAN
Line Mo, Agency Agency Mame Tterm Mo, Ttern Description Planned Quantity Qty. to Allocate Remaining Oty Qty. on Q)
MNa. to Allocate Allocatia...
1] 0 0 1] 1]
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Line No. — This field is generated by the system. Any system error messages may reference the
line number field to help the user find the line causing the specified error.

Agency No. — Enter a valid agency number for the pre-order or use the associated assistbutton
to open a list of agencies to select from.

Agency Name — Once an Agency is selected the Agency Name will populate and show in this
field to help the user verify they have chosen the correct agency. Agency name does not
populate until the planned quantity is entered.

Item No. — Enter a valid item number for the pre-order. The item setup must have been
previously completed indicating that the item is available for pre-orders. As such, only items
previously setup for pre-orders will be available in the assistbutton list of items to choose from.

Item Description — Once an Item has been selected the Item Description will populate and show
in this field to help the user verify that they have chosen the correct item.

Planned Quantity — This is the total number that this agency intends to order of the specified
item. Since the pre-order system is specifically designed to assist food banks in ordering product
for future orders, no check will be made as to whether or not the product has enough available
inventory to fulfill the requested quantity.

Note: Quantity limits are not enforced at this point in the process.

Qty. to Allocate — Enter the quantity of the pre-order or standing order to allocate in this
allocation run. This field will normally be zero until you are ready to create allocations via the
“Send-to Allocation Journal” function. Enter the quantity for each line in this field on all lines to
be sent to the allocation journal. There is a function called “Autofill Qty. to Allocate” that can be
used to complete this field on all lines at once.

Remaining Qty. to Allocate — This field is calculated automatically and represents the difference
between the Planned Quantity and the quantity that has already been allocated. This field is
used more in standing orders where the Planned Quantity represents a total to be allocated
over several orders.

Qty. on Allocation Journal — This field is calculated automatically and represents the total of this
pre-order line that currently exists on allocation journals. This is the total of quantities open on
allocation journals that have not been made into agency orders.

Qty. on Agency Order — This field is calculated automatically and represent the total of this pre-
order line that currently exist on open agency orders.

Qty. Available — This field is calculated automatically upon running the “Calculate Qty.

Available” or the “Send-to Allocation Journal” processes. It represents the current available
inventory that can be used to fulfill the pre-order allocation run.
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Allowable Quantity — This field is similar to the Qty. Available, however it will respect quantity
limits if the inventory setup has been set to not allow pre-orders to exceed quantity limits. In
these cases the allowable quantity will display the quantity with the quantity limits imposed.

Unit Gross Weight. — This is the unit gross weight of the item specified on the line.

Ext. Gross Weight — This is the product of the Planned Quantity multiplied times the Unit Gross
Weight for the item specified.

Order Date — Enter the date of the order. This field will be sent to the allocation journal. When
importing from Excel, you will be able to specify this date on the import request page.

Shipment Date — Enter the date of shipment for this order. This field auto-populates with the
current date when lines are manually entered in the pre-order journal. This field will be sent to
the allocation journal. When importing from Excel, you will be able to specify this date on the
import request page.

Created By - This field will be populated by the system with the User ID that created the line or
imported the lines from Excel.

Date Created - This field will be populated by the system with the system date the line was
created or imported from Excel.

Time Created - This field will be populated by the system with the system time the line was
created or imported from Excel.

Item Details FactBox

The Item Details FactBox will display the pertinent item information filtered for the location specified on
the pre-order worksheet.

Item Details -
Mo 10013R
Quantity on Hand: 375
ity on Agency Order: 261
Oy, on Donation Crder n
Oy, on Purch, Order: n
by, on Item Journal: 1]
Oy, on BOR Journal: n
Base Unit of Measure: CASE
Pack Size: 12 /22 0z
Itern Category Code: Do
UMC Storage Requirernent Code: DRy

Manual Entry of Journal Lines
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Entering lines into the journal directly is acceptable. Alternatively you may use the import feature, which
is documented in the Worksheet Processes under the Get External Data function.

Line Mo, gency Mo, Agency Mame Itern Mo, Itern Description Planned Quantity Oy, to &llocate Remaininy
( } o Al

10000 An5s92 TLC For Children and 10018R éRaspberr}r Sryup 0 0

Note: The default sorting order of the lines is not setup for manual entry. If you wish to
manually enter lines, it is suggested that you change the sort order of the lines by clicking on the
Line No. Field header to change the sort to Line No. You may need to click it a second time to
ensure that the sort is ascending indicated by the up arrow pointing up in the header.

Worksheet Processes

All worksheet processes can be accessed from the Page ribbon.

m Edit - Pre-Order Worksheet
- HOME ACTIONS NAVIGATE

x Ij(— E‘:‘-ﬁl = =7 ,jﬁl [3 Get Standard Worksheets.., H]

IE Save as Standard Worksheet..,
Find

Delete Get Calculate Qty,  Autofill Gty. to Send-to Allocation  Agency
External Data  Available Allocate Allecation Journal  Journal Order

Get External Data

This process is used to import the pre-orders from Excel. Click on Home = Process = Get External Data.

m Edit - Pre-Order Worksheet
- HOME ACTIONS NAVIGATE

x ﬁ"- = = jE| [3 Get Standard Worksheets.., H]
= o IE Save as Standard Worksheet..,
Delete (Calculate Qty, Autofill Gty. to Send-to Allocation  Agency Find
External Data | Available Allocate Allecation Journal  Journal Order

This will open the import request page as shown here.
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Edit - Pre-Order Irmport =] @
Bl crons Finance c..[2}

Options A
Worksheet Mame: [l

Location Code: M

Order Date: I| -
Shiprnent Date: -
Importing

YWarkhook File Marme:

Woarksheet Mame:

Schedule.., ‘ l 0] ‘ l Cancel

Order Date — Enter the date the orders are to be dated. This is normally today’s date by can be
any valid date. This date will flow to the allocation journal when that process is run.

Shipment Date — Enter the date that these orders will be delivered or picked up by the agency.
This date will flow to the allocation journal when that process is run.

Workbook File Name — Use the ellipsis (...) to open a file location dialog to located the pre-order
Excel template you wish to import.

Worksheet Name — Use the ellipsis (...) to select which Worksheet Name to import from the

options presented. If the indicated Workbook has only one Worksheet Name, this field will be
completed automatically when you click on the ellipsis.
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Edit - Pre-Qrder Irmpoart

Bl crons

Options

Worksheet Marne:
Location Code:
Order Date:
Shiprnent Date:

Importing
YWifarkbiook File Mame:

YWifarksheet Mame:

o [ S
[Finance Company -.. k2]

[l
[l
476/2020 -
4716/2020 -

ChProgramDatat\Microsoft\Microsoft Dynarm..,

N
| schedule.. | | ok ||| Cancel |

Click OK to process the worksheet. If the worksheet is processed without errors, the process will
complete and the journal will populate as shown here.

m Edit - Pre-Order Worksheet
- HOME ACTIONS NAVIGATE
x 2 n‘:" = 1= H 3 Get Standard Worksheets.., '] [H]
B [&5ave as Standard Worksheet..
Delete Get Calculate Qty,  Autofill Qty. to Send-to Allocation  Agency Refresh  Find
External Data  Available Allocate Allocation Journal  Journal  Order
Marne: kAN -
Location Code:  KAN
Lire Mo, Agency Agency Marme Ttern Mo, Tterm Description Planned Quantity Oy, to Alloc
Mo,
20000 40442 Cookies On Dernand 10018R Raspberny Shpeup 1]
nnnn A0592 TLC Faor Children and 10018R Raspberny Sheup 65
10000 B0129 Safeharme, Inc. | 10018R Raspberny Sraup 55

Common Import Errors

An invalid agency number is specified in the template. You will receive this message.

Pre-Orders and Standing Orders
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Microsoft Dynarmics MAY @

Q The field &gency Mo, of table Pre/Back Order Invt Line contains a
walue (BO129¥) that cannot be found in the related table (fgency),

An invalid Item number or an item not setup for pre-orders is specified in the template. You will receive
this message.

F =

Microsoft Dynarmics MALY @

Q The field Ttern Mo, of table Pre/Back Order It Line contains a
walue (10018FX) that cannot be found in the related table Tterm),

An invalid quantity or a negative quantity is specified in the template. You will receive one of these
messages.

Microsaft Dynarnics MAY @

Q The walue "3548" can't be evaluated into type Decimal,

Microsoft Dynarmics MAY @

Q Planned Quantity must not be less than Qby, on Allocation Journal

and OQby on Agency Order,
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Calculate Qty. Available

This process is used to import the pre-orders from Excel. Click on Home = Process = Calculate Qty.

Available.

m Edit - Pre-Order Worksheet
- HOME ACTIONS NAVIGATE

x 2 n‘:‘% IE‘ = 35 [ 3 Get Standard Worksheets.., H
& o [&5ave as Standard Worksheet..
Delete Get Calculate Qty, JAutofill Qty. to Send-to Allocation  Agency Find
External Datay, ~ Available Allocate Allocation Journal  Journal  Order

This process is only available when quantities have been entered in the Qty. Allocate field. Otherwise
the system will not know how many of each item is required in this allocation run.

Marne: kAN -

Location Code:  KAN

Lire Ma, Agency Agency Marme Ttern Mo, Itern Description Planred Quantity | Oy, to Allocate
Mo,

20000 &0442 Cookies On Dernand 10018R Rasphberry Snoup 1] 1]

30000 A0592 TLC Far Children and 10018R Raspherry Shup 5 fi5

B0120 Safehormie, I, 10018R Rasphetty Sreup 55 55

The result of the calculation will update the two fields “Qty. Available” and “Allowable Quantity”. “Qty.
Available” is the total available and “Allowable Quantity” is the quantity available with quantity limits

applied if limits are in place and being enforced.

MNarme: Kar -
Location Coder  KAN

Lire Mo, Agency Agency MNarme Itern Mo, Item Description Oty Sevailable Allowakble

Mo, Quantity

20000 Anadz Cookies On Demand 10018R Razpberry Sryup 280 280

20000 A05a2 TLZ For Children and 10018R Razphberry Sryup 280 280

BO129 Zafehorme, Inc, 10013R Rasphberty Sreup 280 280

Autofill Qty. to Allocate

This process is used to import the pre-orders from Excel. Click on Home = Process = Autofill Qty. to
Allocate.
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m Edit - Pre-Order Worksheet

Bl -ove  actons
X B &

Delete Get Calculate Qty. | Autofill Qty. to
External Data  Available Allocate

NAVIGATE

. [ 3 Get Standard Worksheets..,
= B D ik

E Save as Standard Worksheet...
Find

Send-to Allocation  Agency
Allecation Journal  Journal Order

Use this process to complete the “Qty to Allocate” field automatically with quantity remaining to
allocate. Here is the journal prior to running the process. Notice the quantities are all zero.

Matme! far -
Location Code:  KAM

Oty to Allocate

Planned Quantity

Line Mo, Agency Agency Mame Itern Mo, Itern Description
Ma,
20000 A0a42 Cookies On Demand 10018R Raspberty Sryup 1]
0000 A0582 TLC Far Children and 10018R Raspherty Srpup 5
1000 Bo12a Safehorne, Inc, 10018R Razpherty Srpup a5

After running the process the quantities have been updated.

Mame: [ -

Location Code:  KAN

Flanned Quarntity Oty to Sllocate

Line Ma, Agency Agency Mame Tterm Mo, Tterm Description
Mo,
20000 ADd42 Cookies On Dermand 10018R Raspherry Sryup a0 m
30000 AD592 TLZ For Children and 10015k Raspherry Srpup a5 i
10000 B0129 Safeharme, Inc, 10015R Raspherry Srpup a5 a5

If the quantities show up in /talic Red font, then either the product is not available or you may have not
used the “Calculate Qty. Available” process. Always use the “Calculate Qty. Available” process after
using “AutoFill Qty. to Allocate” to update the quantity available and identify potential inventory
shortages. Here is an example of the “Qty. to Allocate” if we have not re-run “Calculate Qty. Available”.

MNarme: kM -

Location Coder  KAN

Oty to &llocate

Planned Quantity

Line Ma. Agency Agency Marme Itern Ma. Itern Description
Mo,
20000 20442 Cookies On Dermand 10018R Raspberne Stypup 1] &0
noon Ans92 TLC Far Children and 10018R Raspberne Stypup 65 65
noo0 Bo129 Safehorme, Inc, 10018R éRaspberr}-’ Shyup 55 55
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Save as Standard Worksheet

This process is used to save the current Pre-Order Worksheet as a Standard Worksheet. This would
facilitate the ability to keep and reuse very common standing orders or pre-orders. Click on Home 2>
Process > Save as Standard Worksheet...

m Edit - Pre-Order Worksheet

- HCOME ACTIONS MNAVIGATE
x 724 ‘71- =57 = 2= ﬁ Get Standard Worksheets... H
Brf ef [&5ave as Standard Worksheet..
Delete Get Calculate Qty,  Autofill Qty. to Send-to Allocation  Agency Find
External Data  Available Allocate Allocation Journal  Journal Order

The request page will open for you to complete.

o [ )
[Finance Company... (2

Edit - Sawe as Standard Gen. lournal

Bl crons

Location Code:

Save Assigned-to User:
Sawe Order Dates:
Save shiprment Dates:

Save Quantities:

kA

HEEE

Options A
Marme: TURKEYS -
Description: |h’hanksgiuing Turkey Qrder

(814

|| cancel

Name — Enter a unique name code for the worksheet to be saved.

Description — Enter a meaningful description that will help identify the worksheet in the future
when it is needed again.

Location Code — Enter the location code associated with the Standard Worksheet to be saved.
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Save Assigned-to User — Choose whether or not to save the field “Assigned-to User ID” in the
standard worksheet by clicking this field. If left unchecked, this field will be blank when the
standard worksheet is retrieved.

Save Order Dates — Choose whether or not to save the field “Order Date” in the standard
worksheet by clicking this field. If left unchecked, this field will default to the current work date
when the standard worksheet is retrieved.

Save Shipment Date — Choose whether or not to save the field “Shipment Date” in the standard
worksheet by clicking this field. If left unchecked, this field will be default to the current work
date when the standard worksheet is retrieved.

Save Quantities — Choose whether or not to save the field “Planned Quantity” in the standard

worksheet by clicking this field. If left unchecked, this field will be zero when the standard
worksheet is retrieved.

Get Standard Worksheets

This process is used to retrieve a previously saved Standard Worksheet. Click on Home = Process 2 Get
Standard Worksheets...

m Edit - Pre-Order Worksheet
- HOME ACTIONS NAVIGATE

x Ij(— ﬂ‘:rﬂ =z =7 ,jﬁl ﬁ (E{Eet Standard Worksheets.., ) H

E Save as Standard Worksheet..,
Delete Get Calculate Qty,  Autofill Qty. to Send-to Allocation  Agency Find
External Data  Available Allocate Allocation Journal  Journal Order

A list of saved standard worksheet will open for to choose from. Click on the desired worksheet and click
OK.
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Standard Pre-Order Waork sheets = @
- HOME MAVIGATE Finance Company -... 0

ﬂ # Edit 3 Refrezh
4, View [y, Show as Chart Motes . Clear Filter
Mew

> Delete [ Links i Find

Standard Pre-Order Worksheets -

Type to filter (F3) Marme v | = W
Marme Description Location Azsigred...
Code User
TURKEYS | Thanksgiving Turkey Order KA

)

The worksheet will be imported into the current worksheet. Based on what options were chosen when
the Standard Worksheet was saved, the fields Assigned User ID, Order Date, Shipment Date and Planned
Quantity will be updated from the sheet or defaulted. Explanation of this is provided above in the “Save
as Standard Worksheet” section.

Marre: kAN -
Location Code:  KAN

Line Mo, Agency Mo, Agency Marme Ttern Mo, Ttern Description Planned Quantity Oty to Allocate R
20000 40592 TLE For Children and 1001E8R, Raspberry Srpup G5 0
20000 40442 %Cookies On Dernand 10018R Raspherry Srpup 1] I
10000 BO129 Safehome, Inc. 10018R. Raspherry Srpup a5 I

Send-to Allocation Journal

Before running the “Send-to Allocation Journal” be sure to enter the “Qty to Allocate” for this run. If it is
a pre-order that will send the entire “Planned Quantity” to the order, you can use the “Autofill Qty. to
Allocate” process. If you are processing a standing order and you are processing less than the full
remaining quantity to allocate, you must enter the “Qty to Allocate” manually on each line. Here is an
example of allocating less than the full quantity remaining.
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Marne: kAN -

Location Code: KAMN

Line Ma. Agency Mo, Agency Mame Itern Mo, Itern Description Planned Quantity Oty to Allocate Rermaini
to 4

30000 A0592 TLE For Children and 10018R Raspberry Srpup ks 10

20000 An442 Cookies On Demand 10018R Raspberny Srpup 6l 1

o0 Bo1za Safehome, Inc, 10018R Raspherny Srpup b il

s

This process is used to send the allocated quantity to the allocation journal. Click on Home = Process =
Send-to Allocation Journal

m Edit - Pre-Order Worksheet
- HOME ACTIONS NAVIGATE

x - nj:"- = S| [3 Get Standard Worksheets.., H]
D B E‘. Save as Standard Worksheet..,
Delete Get Calculate Qty.  Autofill Gty. to Allocation  Agency Find
External Data  Available Allocate Allecation Journal J  Journal Order

The request page will open and pre-populate the Journal Template Name and Batch Name to send the
allocations to. It will attempt to select the correct batch based on location.

Edit - Send-to Allocation Journal = @
Bl crons Finance Company - M...L2)
Options ~ *

lournal Template Mame:  ALLOC

lournal Batch Marme: [ -

Pre/Back Order Inwt. Line A

Show results:

X Where Warksheet Marne ™ i3 1)

X And Type * is Pre-Order

X And Location Cade = i3 ki

X And Agency Mo, ™ i3 Enter 3 walue,

X And Itern Mo, = s Erter awalue,

+ Add Filter i
(0]4 ]’ Cancel
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Journal Batch Name — This field is the allocation batch the allocations will be sent to. Normally it
will be the correct batch based on your setup. You can change the batch if desired by clicking
the drop-down arrow in the field and choosing and alternative batch.

lournal Batch Mame: |M
laurnal
Fre/Back Order [nvt, Ling Term...
ALLOC
Show results: ALLOC
x> Where Warksheet | ol L0c
W A Towe ¥

v Ma...

HOUSTOM
KAMN
PRECROER

-l

Description

Houston Pre-Orders

kansas Pre-Orders

Pre Crder lournal

Click OK to send the allocations. Upon completion of the send, the quantities on the Pre-Order
Worksheet will be updated to reflect the send process. In this example, the Qty. on Allocation Journal
has been updated as well as the Remaining Qty. to Allocate. If the quantity to allocate had been the full
guantity remaining, then those lines would have been deleted from the pre-order worksheet

automatically.

Marne: KAMN -
Location Code: KAN
Line Mo, Agency Mo, Agency Name Ttern Mo,
30000 A0592 TLC For Children and 10018R

20000 Andaz Cookies On Dernand 10018R
10000 BO129 Safehame, Inc, 10018R

Ttern Description

Raspberry Sryup
Raspberry Sreup
Raspbern Sreup

Planned CQuantity

6l
55

ity to Allocate

Rernaining Qty,
to Allocate

Oty on Allocation
lournal

10
1n
5

Qty.

There is a link created between the pre-order worksheet line and the allocation journal line. If the line is
deleted on the allocation journal or the quantity is changed, the pre-order worksheet is updated to

reflect those changes. In this example, we have deleted the allocation journal line for the A0442 — Qty
60 and reduced the quantity from 5 to 3 on the B0129 - Qty 55 line. Those changes have been reflected

on the pre-order worksheet here.

Marme: KanN -
Location Code:  KAN
Line Mo, Agency Agency Marme Trern Mo,
Mo,
T &0442 Cookies On Demand 10018R

20000 A0592 TLC For Children and 10018R
10000 BO129 Safehome, Inc, 10018R

Itern Description

Raspberry Sryup
Raspberry Srpup
Raspberry Sreup

Planned Quantity

Oty to Allocate

Rernaining ity
1 Il i

Oy, on &llacation
lournal

(60

i

60

)

0

a3

10

65
( 55

52

D,

When using standing orders, if you already have an allocation journal batch in process with open lines
linked to a pre-order worksheet, you may still send more pre-order worksheet lines to the allocation
journal. When this occurs you must send them to the same allocation journal batch as the open

allocation journal batch previously used. If you attempt to send them to another batch you will receive

the following error message.
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Microsoft Dynarmics MAY @

Q The Pre-Order lines far this Warksheet cannot be sent to the
Allacation lournal Batch of RICK becuase ane ar moare Pre-Order

lines currently exists in the Allacation Journal Batch of PREORDER.

Once pre-orders have been sent to the allocation journal you can complete the process of converting
those allocations into orders from the allocation journal. Please refer to the documentation related to
allocation agency order overview processing for more information on that process.

Related Topics

1. Allocation Agency Order Overview
2. Agency Orders Overview
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