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Ceres 4 Quick Access Guide

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

Purpose of this document

This document provides an overview of how to set up and use many of the new user interface tools in
Ceres 4.

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

This document provides an overview of how to set up and use many of the new user interface tools in
Ceres 4. The information in this document is not tied to a particular role center or security role. You may
find that your pages may look slightly different. Many of the components defined here are only
enabled with the Ceres 4 Windows client. If you are using the Web client, then user specific page
customization is restricted.

Please note that the word “customizing” in this document refers to using the base Ceres capabilities to
tailor the end user experience and does not involve creating custom code.

Ceres Object release 4.00.00 is required for this functionality.

Shortcut Keys Cross Reference

The Shortcut Keys have changed between earlier versions of Ceres and Ceres 4. Below are some of the
most commonly used shortcut keys. All shortcut keys are displayed on each menu, next to the
application menu item.

RTC Shortcut Key Description Classic Shortcut Key
F1 Online NAV Help F1

Ctrl +N New or (insert) F3

Ctrl + DEL Delete F4

Alt + Down Arrow Open drop-down on fields F6

F5 Refresh the Page Escape

F7 Open Statistics on Card Pages F9

F8 Copies values from the line above F8

F9 Post F11

Shift + F9 Post and Print Shift + F11

Page Elements

Address Bar

o * |[M » OrderProcessing » Agency Orders & | | Search (Ctrl+F3)

The Address Bar includes:

e Back/Forward button — Moves you sequentially from record to record

e Travel History (drop-down arrow) - Lists all Pages visited recently

e Navigation path (hierarchical context) — You can move up or down the path using the arrows or
by clicking an entry in the path

e Refresh (F5) — To update/refresh the Page you are on

e Search field — System will look for matches to the Page Name as you type. Use the icons and
navigation path displayed in the search results to help you choose which Page to select.
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Command Bar

- HOME ACTIONS MNAVIGATE 0

The Dynamics NAV button lets you selected the Work Date, Language, Server, or Company. You can also
Exit the database from this button.

Y
I}Pags

Print & Send ¥

Set Work Date..

Select Language...

Select Server..

Eq Select Company...
=

Customize K
Help k
Exit

Other Command Bar features are:
Bl ome | acons  navieaTE  RepoRT

e Menu Buttons — Some menu buttons do not display on certain Pages, if they do not apply.
o Home — Contains the most often used functions for this page. Through page
customization you may promote or demote options from the Home tab.
o Actions — Action type options associated with the Page, such as View, Edit, or New
functions.
o Navigate — All other information associated with Page, such as Dimensions.
o Report — Any report associated with the Page.
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Page ]
=" Print & Send »
Customize »

Help 3

e From the Command Bar Drop Down you can access the following features:
o Page
=  Copy Link to Page
o Print & Send
=  Email as Attachment
= Send to Microsoft Word
= Send to Microsoft Excel
=  Print Page
o Customize
= FactBox Pane
= Limit Totals To
= Customize Ribbon...
= Customize This Page...

=  Microsoft Dynamics NAV Help (F1) — Provide access to the base NAV Online
Help, information about the current Page, and the Help About screen. Please
refer to the procedure documents for Ceres specific Help.

= Page Notes

=  About This Page

= About Microsoft Dynamics NAV

Ribbon Bar
- HOME ACTIONS NAVIGATE REPORT
Ii F‘ﬁ Ei e 4 r(‘\ @ Agency Journal IE IE D Y 2 Goto
1 New j ];l Matriks Documents L) X o Previous
Agency Agency View Apply  Cash Receipt Resend - Agency Open Agency MNotes  Links Refresh Clear
Order  Invoice 7< Delete Template..  Journal B Statistics Account Detail Entries Filter P Mext
A Ribbon Bar:

e Caninclude New, Manage, Process, Report, Show Attached and Page sections.

e Tasks can be promoted to the Home Ribbon to allow you quick access to what you frequently
use.

e Most options shown are available from the Command bar menus; however you will find some
instances where links have been added to tasks elsewhere in Ceres.
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Status Bar

Finance Cornpany  Friday, Sugust 22, 2014

The Status Bar includes:

Company button — Displays the Company you are currently working in. You can change the Company by
clicking on the Company Name.

Work Date button — Displays the current work date. You can change the work date by clicking on the
date field.

User — Display the Id of the user who is logged in on this machine.

Navigation Pane

| »

Role Center
Chart of Accounts

m

Bank &ccounts

Budgets

Parent Agencies
[- Sgencies

Agency Orders

Parent WWendars =

ﬁ Home
E Journals
Fixed Assets

% Cash Flow

|_3 a
—Ii‘l Cost Accounting
s
— || Posted Documents

J.s -
o Administration

Cash Management

EI Departments

41
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The Navigation Pane includes:
e Activity buttons — Home and Departments. You can also add your own Activity buttons (see
Customization section).
e Menu ltems
o Home — Defined as part of the Role Center you are assigned
o Posted Documents — Defined as part of the Role Center you are assigned.
o Departments — Displays the options or sub menus under each Department
e Vertical and horizontal resizing controls — Dotted bard, both within with Navigation Pane and
Content Area.

Pages - Home vs. Departments

Pages listed in the Home Navigation Pane can also be found under the applicable Department. These
represent two separate instances on the same Page.

For example, if you type Vendors in the Search field, two with different icons display. Vendors can be

accessed from the Home Page or from Departments. The system maintains separate settings for
customizations.

5 '-.fendu:urs|

[T Parent“endars Haome
Wendors Home
Wendors Departrments/Financial Managerment/Payables
FarentVendors Departrments/Furchaze/Flanning

MM “Wendars Departrments/PurchasePlanning

M “endars Cepartrments/Purchasef/Order Processing

MM “endars DepartrmentsMfarehouse/Orders & Contacts

If you click on the Vendors menu item, the system will display the Vendor List Page with the content
area. Not all Pages are displayed with the content area; some are modal in that the Page displays as an
additional item in your Windows Task Bar.

Content Area
This area displays content based on the selected menu item. If you click on Role Center, any content

that is linked to your Role Center displays. The content changes based on which Role Center is assigned
and any personalization i.e. customizations have been made.
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Role Center - Accounting Manager

Account Manager Activities ~ My Agencies -~

EE Manage List ' Open @ Find

Payables
A, # Phone Mo, Mame
Edit Pu..
Edit Pa...
Mew P,
Edit Ca..
Edit De...
e 5.,
My Wendors ~
|—'E| Manage List  # Cpen #% Find
Yoo Phone Mo, Marme
Mew ..,
e D,
e B,
My Motifications FrFs
From Created Date  Mote Page
Departments Page
eprrimnin] Departments
[ Financial Management
[ Agencies & Receivables Choose by department
b Purch?se Financial Management Warehouse
b Denetn General Ledger Payahles m Orders & Contacts Goods Handling Multipl...
I Warehouse l?/ﬁ] Cash Management Fixed fssets Planning & Execution Inventary
Hurnan Resources Cost Accounting Inventary Goods Handling Order b, GTIN
I Roadnet Cash Flowr Perindic Activities
b Appian Receivables & Human Resources
R &5
e Adm.\mstratlnn Agencies & Receivables
M Do :.% Agency Relations Inventary & Fees Roadnet
& Order Processing Bgency Express oo Perindic Activtics Setup
Marketing Chobile Documents
Appian
Purchase m
n . . Perindic Activities Setup
“r—r  Planning Inventory & Costing
ur
Order Processing
{3  Administration
ﬁ Home ; Donation ﬁ IT Administration Application Setup
‘o Flanning Order Processing .
E Journals e Matriks Doc
=

On Department Pages:
e Each department (also called module) is displayed in the content area when you select
Departments from the Navigation Pane.
e The Financial Management menu has departments underneath it. You can navigate to a Page
using Choose by Department or choose by Category.
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| »

Depart 14 . .

R Financial Management

General Ledger Choose by department

Cash Management General Ledger Payables

Cost Accounting

Cash Flow Cash Management Fixed Assets

Receivables

Payables 3 Cost Accounting Inventory

Fized fssets

Inventory Cash Flow Periodic Activities

[+ Periodic Sctivities . General Ledger Cons.olidation

l- Agencies & Receivables Receivables -Crzxrrency E:;:EZ?'ES
b Purchase Fizcal Wear Cost Accounting
- Danation R
I Warehouse

0r choose by category
Hurman Resources

[: Roadnet o [ Lists
7| Tasks
ﬁ Home .
[G] Reports and Analysis
E Journals D?I Diocurnents
. €5 Archive
Fixed Assets

.n.* Administration
e Cash Flow

e The categories are defined by the system and every menu item in Ceres is assigned one of these
categories, which has a unique icon display in the Search results.

.01 choose by category
[T Lists
7| Tasks
[i] Reports and Analysis
E?. Documents
L0 Dpchive

.;1.* Administration
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List Page

Ageﬂcies - Type to filter (F3) Mo, | 3| W Agency Sales History.., A
Filter: « Mo Agency Mo A1764
N N Add G 5 p Orders: 2
o, ame ress ity Fate Tnvaices: 0
. . Return Qrders: 0

A1764 Scarborough Childrens Home Do Mot Disclose i51e] = .
= Credit Memos: i
ADRAIN AE3 Adrnin Prograrm Card Pstd. Shipments: 5
B0124 Safehame, Inc. Do Mot Disclase K Pstd, Inwoices: 4
EN310 Mewhause, Inc, Do Mot Disclose A Pstd. Return Rece... 0
BO3548 Riose Brooks Center Do Mot Disclose A 1P, Clrali (i 0
BO458 House of Hope, Inc, Do Mot Disclose le Agency Statistics - Bi.. -

BO55% Hope House, Inc, Do Mot Disclose BACH

BOAS6 Safe Home, 1 Do Nat Discl Ks Agency No.: AL
afe Home, Inc, o Mot Disclose Balance (§: 65.78

B1007 FALTH., Inc. Do Mot Disclose le Sales
B1404 Synergy Services- Lo Mot Disclose A Outstanding Ord... 0.60
B3055 il Domestic Winolence Do Mot Disclose 43 Shipped Mot Imw.., f.oa

Within each Page there may be a:
e Command Bar — Actions, Related Information, and Report menus (see Page Elements for more
details
e Ribbon Bar — New, Process, and Report areas(see Page Elements for more details)
e FactBox Pane (displays to the right of List)
o Caninclude data-related facts about a specific record. Not defined for all List Pages in
Ceres
o Caninclude Links and/or Notes
= Always display below and data-related FactBoxes
= Links and Notes are entered from the Card Page
= Links can be opened from the List Page
= Notes can be viewed for the List Page
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Agency Sales History.. ~

Agency Mo A1764
Orders:

Inwoices:

Return Orders:
Credit Mermos:
Pstd, Shiprments:
Pstd, Inwoices:
Pstd, Return Rece...
Pstd, Credit kerm...

Lo R e [ CH T & B T e N e N o |

Agency Statistics - Bill-t.. w

suppl. Addresses v
Links Ex
Link &ddress Descrig

CAMATDOCYDocurment.,  Signatu

Motes ~

e Filter Pane
o Basic filtering: Input a value in the Type to filter field. You can change the field you want
to filter by clicking on the down arrow to the right of the No. field. The fields that display
in the drop down are the same fields that display on the List Page

Agencieg - Type to filter (F3) Ma. | 3| w

Filter; = Mo

o Basic Sorting: Sorting is accomplished by clicking on the column you wish to sort by.
Clicking that column again toggles between Ascending and Descending.
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Agendies ~ e e T ortAscending —

T

Mo, Marne Address City r" State \

— o

»

Y0100 Food Bank of &laska 2121 Spar fvermue Anchorage Al Ib !

WO025 Bay Area Food Bank 5248 Mobile South Street Theodore Al r

Y0101 United Way Community Fo.. Post Office Box 310460 Birrmingharm Al | &

Y102 Food Bank of Maorth &labama  Post Office Box 18607 Huntswille AL

YG29 Montgormery Area Food Bank 521 Trade Center Street Fontgomery AL

Y060 Food Bank of Mortheast 3406 South Culberhouse Ro., Joneshoro AR,

YG2E River Walley Regional FB Post Office Bowx 4069 Ft. Smith AR,

NLILERE Brkansas Food Bank 8121 Distribution Drive Little Rock AR,

YlG4h Morthuvest Arkansas FOOD., 1378 June Self Drive Bethel Heights AR,

WO024 The Cormrmunity Food Bank  Post Office Box 26727 Tucson a7 I

Y038 St Many'sMestside FB Allia,,  Post Office Box 1310 Sun City a7 I

Y0103 United Food Bank 358 East Javelina hesa a7 I

Y0104 Southeast Arizona 401 East Maley Street Wil o, a7 I
AT

Y175 St Mary's Food Bank 2831 MNorth 31st Awenue Phoenix \ y
R AR Azcnriatinn Of Arvivnna 00N Mtk Tentral Senne Phraeniv !
e Page Title button — Includes filtering options, as well as the option to Save View as

o Advanced filtering: Click Page Title button to the right of the Agencies field and place a
check mark by the Advanced filter and Limit totals fields

Agendies -
Filters
Aduanced filter Shift+F3
Lirmit totals Ctrl +Shift+F3
Y. Clear Filter Ctrl+Shift+4
Views

E.:' Save Wiewns A3,

= |nthe Show Results section select the fields and the values you want to filter by.
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Agendies ~

how results:

......................................

X ‘Where  Blocked  viis
» And Dorrnant s Mo
x> And State  * s ks

Click on the down arrow to the right of any one of the filter fields and select All
for a list of additional fields you can filter by. Scroll down or type the first letter
of the field until you find the field you want to filter by. Please note that the
fields in the drop down lists are in alphabetical order.

S0Licy(3) A, Ruling End Date
S0Licc3 A, Buling Mo,
S016cHi3y Contact

0103 Date Received
S0Licy(3) Expiration Date
50163 Mame

S025chi3) Mo,

S01c3(3 Phione Mo,

Ceres 4 Quick Access Guide

S02c)i3) Shared
5026chi3y Shared Mo,
Address

Address 2
Affiliation Count

Sgency Approval Date
LAgency Disc. Group
Agency Fee Group
Sgency First Order Date

[ S TT I L

In the Limit totals to: section select the fields and values you want to filter.

Limit totals to filters are the equivalent of flow filters in earlier versions of Ceres.
You can use Limit totals to filters independently or in conjunction with Show
results filters.

Limit totals to:

XK Wihere Department Filter T s 1000

.......................................
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o You can use filter shortcuts:

= * (asterisk) works as a wild card (i.e. No. = B* returns all numbers that start with
B)

= .. (period, period) works as range (i.e. No. = B0100..B0500 returns all number
within the defined number range.

= | (pipe) works as an or (i.e. B0129|B0458 returns the two records with the
defined numbers

See Filtering Criteria Procedure for a more comprehensive list.

o Once you have set your filters, you can save the view by selecting Save View as. In the
Name field, input the name of your view and then click the OK button. All saved views
appear in the Home Navigation Pane.

Agencieg - Type to filter (F3) Mo,

Show results:

> Where Blocked = i3

X And Darrmant = s Mo
x ,ﬂq.hd ,ﬂ,ddresj - is'_ Enter s vmlie .
= ndd Filter Save Wiews B3 @
Limit totals to: o Add this Wiew to the Mavigation Pane
* Mihere Departrment Filts
Marme: |
= Add Filter
LActivity Group:  Home -
Mame te
[ ] 4 ] ’ Cancel ]
Central llinois Food Bank

o To delete a saved view, find the view in your Home menu. Right click on it and select
Customize Navigation Pane. Once you have found you view in Lists: select Remove and
then click on the OK button.
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Customize Mavigation Pane

Navigation Pane - Customization

Organize buttons and places in the navigation pane

Mawigation pane buttons:

(“Hnr‘ne

| = lournals

0 Fixed fAssets

T Cash Flow

Tl Cost Accounting
=" Posted Documents
qq’.&dministratinn

& Cash Management
3.Depar‘tments

Fowe Up

ke Dowen

Remowve
Rename

[ e,

Lists:

Lo B S|

Sgencies

Balance

Sgency Orders
Parent Vendors
Wendors

Balance

Furchase QOrders
Purchase Invoices
Parent Donors
Donors

Donation Crders
Tterns

Rerninders

Finance Charge Mernos
Ihcoming Docurments

Agencies -Test

m

)

howe Up

ke Dowen

hAawe Ta..,

Copy Tau.
Rernowe

&dd

’ Festore Defaults

| oK

) Coams

—

= Column Height. To change the column height on a List, right click on any
field and then select Choose Column Height. Select 1, 2, or 3 as the height.
Select Apply to all Lists to change the height on all List Pages.

Credit Lirnit {$) Balance Due  Blocke
2] Ascending
2] Descending
#%  Find Ctrl+F

Choose Calumns...

Choose Header Height

d

2,000.00
2,000.00
1,000.00
1,000.00

Ceres 4 Quick Access Guide

1193.81
975.86
0.00
246,58

Page 15 of 26

Mumber of Lines in Header

1

Phore Mo
Callection hMethod:

Phone | =

Blocked:

m

2
3

Apply To Al Lists

Payrnent Terms ...
Payrment hethod..,
Latest Payrment D.., £

L am oA

over

L5 Lp'ﬂ_'"Ju
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e Choose Columns. To add, remove, or change how columns display, right click on the field in
the List and then select Choose Columns. The fields on the left in the Available columns list
are the fields that you can add. Whereas the fields on the right in the Show columns in the
order are the fields that currently display.

o Click on the Add >> button to add fields

o Click on the Remove << button to remove fields

o Click on the Move Up or Move Down buttons to change the order in which the fields
display

o To make scrolling easier, select Add Freeze Pane to freeze fields on the List

o Torestore the system defaults, click on the Restore Defaults button.

Customize Agency List - Caollections = @
Display options Choose which columns to show on the list
Choose columns Huailable calumns: Show calumns in this order
FactBaxes - : Mo
Agency Fee Group Marne

Ribbon Balance on Date ($) Payment Terms Code hoeve Up

Branch Code Credit Limit ()

Callection Method Balance Due (F)

Countrg/Region Code Blocked

Currency Code Phone Mo,

E-tail ’ Contact
Fax Mo, Daormant Quick Entry

FBC Agency Cateqgory Code | = Attribute Count

FBC County Code Affiliation Count

FBC Size Code Tier Count

Fin, Charge Terms Code

Fund Mo,

IC Partner Code

Language Code

Location Code

Payment Method Code

Profit (5 =
Rerninder Terrms Code
Responsible Person Code

Sales ($) -

Restore Defaults

[ ok || cancel |

Charts

You can create charts on the fly in a list page. However the chart settings are not retained when you
close Ceres. See Customization section for more information. You can also:

e Display the chart pane via the Customize Navigation Pane
e Select two or three elements for the chart

o Two elements = Two dimensional chart

o Three elements = Three dimensional chart
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e You can use multiple values within one dimension

Customization Options for Other Entities

To customize pages, select the Drop-Down Command button on the command bar and click on
Customize:

fgencies - Microsoft Dynarmics MAY

G * | Finance Compary ¥ Home » Agencies »

=

Page g Filter Pane

Print & Send »
FactBox Fane

Set Work Date..

Choose Columns...

Select Language...
Choose FactBoxes...

Select Server..,
Customize Ribban...

Eq Select Company...
L= Custornize Chart...
Customize L ) )
I:} Customize This Page..
Help ]

Custornize Mavigation Pane.,
Exit

e Filter Panes — Allows you to hide or show the Filter Pane on the page.

e FactBox Panes — Allows you to hide or show the Fact Boxes on the page.

e Choose Columns... —Allow you to control the order of each field in the list as well as
determining which fields are to be displayed.

e Choose FactBoxes... - Allows choose which fact boxes are displayed on the page if you are
showing fact boxes.

e Customize Ribbon — Allows you to customize the command ribbons displayed on this page.
You can hide options you do not use, reorganize, and promote your most used functions to
the home section on the ribbon bar.

e Customize Chart... - Allows you to create and specify the criteria to display a chart on the list
data displayed.

e Customize this page — This is an alternative way to access many of the above features from
one centralized page.
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e Customize Navigation Pane — Allows you to add, change or delete options from the menu
system.

Card Page and Customizing

Ed\t—AgEncy Card - &A0442 . Synergy Services- EI@
- HOME ACTIONS NAVIGATE REPORT (2]
Ii LEH @ > e [4 Agency Joumnal Izl D e | Y 2 Goto
ﬂ Mew 3 D)Matn'ks Documents L &~ x 4 Previous
Agency Agency View Apply  Cash Receipt Resend Agency Open Agency Motes  Links Refresh  Clear
Order  Invoice X Delete Template... Journal B Statistics Account Detail Entries Filter P Mext

AD442 . Synergy Services-

General # ~ | % Agency Sales History.., ~
Mo AQ442 Search Name: SYNERGY SERVICES- ey itos QB
Orders: 2
Parent Agency Mo.: 442 - Balance ($): L838.00 Treeices: i
Marrie: Synergy Services- Credit Limit () 1,000.00 Return Orders; 1 (8
Address: Do Mot Disclose Respansible Persan Code: - el ot i i
Fund N R Pstd. Shipments: 15
City: - aneie: M Pstd, Invoices: 16
State: Mo FBC Courty Code: MO-LAFAYET M Pstd, Return Rece.., 0
ZIP Code: - FEC Agency Category Code:  ABUSED - 1 Pstel. Credit Mem. . L
Country/Region Code: - UNC Activity Status: HOLDMAR - Agengy Statistics - Bi. -
Phane Mo @ Agency &pproval Date: 2/26/1996 = P— ez
Phone Ext. Nos Agency First Order Date: 8732012 Balance (§): 1,898.00
Prifmary Contact o . Manitoring Expiration Date: 5/30/2015 - Sales
Blacked: - Qutstanding Ord... 5.40
Contact: Mathan and Belinda Smith Lot Dot o T S st e .00
ast Date Modified:
Dormant; ) ' Qutstanding Inv.., o0
Last Modified By SWPROSNDCC Total (4 1,003.40
Credit Lirnit ¢ 1,000.00
v Show mare fields Owerdue &mount,., 1,808.00
c i Total Distrubuted... 0.00
-
emmuniction Lbs. Distributed: 2,375.00
Invoicing GEMERAL @ |
Snnl Addreccac Hoa T

A Card Page can include:
e Command Bar
e Ribbon Bar
e FactBox Pane
o Notes—You can add notes from the Card Page. You can also notify of send the note
to other users to alert them of an action that needs to be taken. You can also save
your notes.
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FastTabs

Motes # oA

To: -
Motify: [
I Save

|| cancel

o Links — Allows to link documents to a specific Page.

AD447 . Synergy Services-

General

A0442 | Synergy Services- Mathan and Belinda Srith v

Communication v
Irwaicing GEMERAL v
Payments v
Shipping KaM | Partial | DELTVER v
Kitting v

Infarm ation
State Specific
501030

FastTab

o Can be opened or collapsed by clicking on the up/down arrow on the right

o You can add, hide, or remove fields on a FastTab

o When a FastTab is collapsed, some field values can display on the FastTab. To
display the field needs to have an Importance Status of Promoted. The options are:
Standard = Always display; Additional = Only display when you click on the Show
more fields button on the FastTab, and Promoted = Display the field value when the
FastTab is collapsed.

Customization Options

The same customization options listed above apply to Card Pages. Other options that are available are:

Re-organize the FastTabs by removing or re-ordering them.
Add or remove tasks from the New, Process, or Reports areas of the Action Pane.
Create a custom area of the Action Pane.

Task Page and Customizing

Typical examples of Task Pages are documents or journals were task are performed. Below is an Agency
Order Task Page
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Edit - Agency Order - 80-00315 . Safehorne, Inc,

[E=1 EoR (=

- HOME ACTIONS MNAVIGATE (7]
Ei [ Post... & E1 | [i] Picking List by Order £3 Refresh 4 Previous
i} ﬁpost and Print... D} B2 K= Order Confirmation.. MNaotes E. Clear Filter p Mext
View
X EmCopy Document.. [ Links = Goto
AC-00315 - Safehome, Inc
General Frals Agency Sales History.. A -
Mo.: £0-00315 Lacation Code: KAN v Agmgy g B0129
Orders: 10
Sell-to Agency Mo BO129 Zone Code: - .
Irvoices: 0
Parent &gency Mo 1090 External Document Mo.: Return Orders: 1
Sell-to Contact MNo. Assigned User ID: - el iemmesy v
Pstd, Shiprnents: 53
Sell-to Agency Marne: Safehiome, Inc, Appointment Time: :15:00 Ahd - Beiie). Trvaiiaass 49
Sell-to Address: Da Mot Disclase Shapper AGSHOPPER-0000000003 - Pstd. Return Rece.., 1 |E
Sell-to City: Shopper Marne: Rick Ferreira Ptk Gl N 2
Sell-to State: ks Your Reference: PO1T06GS Agency Line Details .
Sell-to ZIP Code: Order Modifications: Shopper Only - T Mg S
Sell-to Contact: Order Version: 1 Substitutions: 0
. & Fees: 0
Sell-to Contact Phone: Status: Open 4 gency faes .
Agency Line Disc.., 0
Sell-to Contact Phone Ext: 574 Fund Mo.: UR v
Pasting Date: 2/3/2013 - Mubile Pantry: o Motes ~
Order Date: /442013 - Send to Vaaware: Click here to create a new note,
Outstanding Picks: 0
hi t Date: 2/21/2013 -
lprment Date e Pasted Shipraents: 0
v Show more fields
Lines v
Inwoicing E01249 2/8/2013 | Mo v
Shipping 2/21/2013 | Partial v
DeliveryAfeb v
Appian v

A Task Page can include:
e Command Bar
e Ribbon Bar
e FactBoxes
e FastTabs — As outlined above you can re-organize the FastTabs and add or remove fields.
e OKButton
o There are some Task Pages that allow the user to edit directly and include the OK
button on the bottom of the Page. Clicking OK simply saves the edits made to the Page
and does not actually process the Page.
o Other Pages involve actual processing, in which case you must click on that button in
the Action Pane or select the function under the Actions menu on the Command Bar.
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Analysis Pages with Trendscapes

Edit - Budget - 2010411 = ==
- HOME ACTIONS MNAVIGATE e
" { } '> P Mext Pericd D a
4 Previcus Period L
Previous Previous Next Next Matriks Refresh Go
Set Column Column  Set Dacuments to
Z010ALL
General =
Budget Marne: | - Wiew by Doy -
Show as Lines: G/L Account - Rounding Factor: Maone -
Showe as Colurnns: Period - Show Calumn Mame:  [7]
Budget Matrix A
Filter Clear Filter
Code Marme Budgeted 0822414 08723714 082414 =
Armount
099500 ASSETS
099600 CURRENT ASSETS
099900 CASH
100000 Cash: US Bank Operating
100001 Test Cash
101000 Cash: US Bank Construction
in3Inmn Cache 11T Banl Canital 2
4 I 3
Filters v
.

Fields on the General FastTab control the way the matrix is displayed whereas the fields on the

Lines FastTab may be different based on the specific Page. Common options on the General

FastTab are:

o Show as Lines or Show as Columns
o View by and View as

o Rounding Factor

o Show Column Name

Lines FastTab. Common filters are :

o Date filter
o G/L Account filter
o Dimension filters
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e (Click Previous Column/Next Column to move the display forward or backward.
e If you have more than 12 columns, click Previous Set/next Set to jump the display forward or
backward.

Customization Options

The same customization options listed above apply to Analysis Pages.

Role Centers

A tailored Role Center can be assigned to each user based on the tasks or roles they perform at the Food
Bank. There are a number of base Role Centers available in Ceres 4 such as Accounting Manager,
Shipping Receiving Manager, Agency Relations, etc. With training, food banks can also tailor the base
Role Center components that are assigned to their users as opposed to the users needing to make the
changes individually. A default Role Center is assigned to each user, and should be reviewed/ updated
via the User Personalization page.
Navigation Pane

e Content in the Navigation Pane is defined as part of the Role Center definition

e Entries in the Navigation Pane open List Pages only

e Links to Lists associated with Cues will always be displayed

Activities Part

Role Center - Product Danation Coordinatar
Activities ~

Pre-arrival Follow-up on Donation Orders

Mew Daonation Order

Mew Donation Return Order

Dutstanding
Donations
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e The Activities Part is not required, but will exist if the Role Center Profile includes any Cues or

Links.

o Cue - A Cue is a visual representation, including a record count, of work to be
performed. Clicking on the Cue displays the list of the corresponding records in the
Content Area. For example, if you click on the Outstanding Donations Cue the following

List displays.

Donation Crders, Cutstanding Donations -

Mo, Donar Mo, Donar Mame

DO-00008  PDO0320 Walgreens

Do-00009  PDO0320 Walgreens

Do-00010  PDO03EE Wal-hart Supercenter #4475
Do-00011  PDO0320 Walgreens

Do-00012  PDO03EE Wal-hart Supercenter #4475
Do-00013  PDO0320 Walgreens

DO-00014  PDO0336 Wifal-Mart Supercerter #4475

Address City State
Suppl Donor Mailing Addre...

Suppl Donor Mailing Addre..,

305 M, KT Highuay Olathe Ks
Suppl Donor Mailing Addre..,

305 M, KT Highuay Olathe Ks
Suppl Donor Mailing Addre..,

395 ML K T Highway Olathe K=

Type to filter (F3)

Mo, | > v

Filter: Order = Released = Yes « Mo = Donaor

P Code Pasting Order Date  Shiprent Ex|
Date Date Re
4/25/2014 472572014
732014 Ti32014

6061 1172042014 1172072014
a/a/2014 a/a/2014

6061 a/a/2014 a/a/2014
a/a/2014 a/a/2014

6061 ar8s2014 a/8/2014

o Link — A Link will open the specified Page and are usually reserved for tasks. For
example, clicking on the New Donation Order Link will open up a new (blank) Donation

Order

MNew Donation
MNew Purchase

1 Edl] MEw - Lonation Uraer

Order
Order

E - HOME ACTIONS NAVIGATE
= D S |:—B‘ Create Pallets

(S S = =
E View Post.. Postand Release Copy Create Inventory .
il Print... Document.. Put-away / Pick... [} Matriks Dacuments
fi
=

Donation Order
e General
e
b Mo | Order Date:
) Parent Donor Mo Docurment Date:
! Donar Mo v Donar Order Mo
0|
] Donor Mame: Danor Shiprment Ma.:
1 Address: Danar Invaice Ma.:
| City: h Responsible Person Code:
il

State: Fund Mo

[E=EE A ]
. Clear Filter
= Goto
“  Donor Statistics ~

Gross Weight: Gross Weight

This Maonth: 0.00
This Year: 0.00
Last Year: 0.00
To Date: 0.00
Motes L

Click here to create a new note,

e You can group Cues and Links together under a Header. In the screen shots above, you can see
that Agency and Donor/Vendor activities are linked.
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My Notifications Part

Notifications display on the Home Page, any notes created via the Notes feature where the users
checked the Notify box and indicated a user for the note to be delivered to. The Note here is a link to
the task or card that was the source of the note.

My Motifications ~
Frarm Created Date  Mote Page
SWPROSARXE  8/2272014 Please check on the hamburger patty donation forW.., Donor Card ..,

e Entries displayed are user specific.
e Using the Action menu (lightning bolt), you can open the note or open the associated record.

Microsoft Outlook Part

Allows the user to specify whether or not to display their mail, calendar, and tasks within their Role
Center. This requires that Outlook and Ceres 4 were configured to communicate during initial setup.

Microsoft Qutlook #

Mail
Inbox 1]

Calendar
Tasks

My...Part

Allows the user to display their top or specific records.
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My Agencies i
RS Manage List  # Open % Find

&3, Phone Mo, Marne

B0124 Safehome, Inc,

Bo35a Fose Brooks Center

1422 012-242-1043 Mirror Tne

e The following types of records can be display in the My...Part section

o Agency
o Donors
o Vendors
o Items

e Records are manually added or removed by clicking on Manage List. Users can then open the
specific Card from the Role Center, saving the time of navigating to the List Page and opening it

up from there.

Links Part

Links are a way to link a documents or files to a specific record. Documents or files are linked to Card or
Task Pages, and can be displayed on the List Page. From the List Page, the document or file can be

opened.

Links # oA

Link &ddress Ce
YWladeMATDO O Docurnent.,, Dol
YWladetMAATDOO Docurment.,, Ag
DAClient Backups'_MatrikD...  File

e Links are Role Center specific but are visible by all users assigned to that Role Center.

Ceres 4 Quick Access Guide Page 25 of 26 Last Reviewed 2/14/2018



Customization Options for a Role Center

Just like Pages, each user can customize their Role Center in the Windows client. The components
defined in the customization sections of the document actually customize the assigned Role Center for
the users. Any of these changes would be lost if the Role Center assigned to the User is changed.
e Menus — Re-organize the Action or Reports menus, including removing task, adding heading text
to separate tasks on the menu, or create groups so that tasks are accessed from the submenu.
e Navigation Pane — Re-organize the entries on the Navigation Pane. You can also create a custom
Activity button.
e Customize this Page — Allows you to add or hide Parts on the Role Center.
e Delete Personalization Settings
o Ul Settings — Removes your personal settings
o Automation Settings - Settings stored when you click on default buttons on some
messages, such as Always Allow.
o File Handling Settings — Settings that are stored when you indicate a program to use for
specific file types.

Related Topics:

Ceres 4 Profile Configuration
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