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Purpose of this document

This document illustrates how the Warehouse Receipting functionality works in Ceres.
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Purpose

Ceres supports Warehouse Receipts, Put-aways and Shipments. These functions are useful for smaller
volume warehouses where the food bank does not want to handle these transactions individually. The
Inventory Workflow Procedure outlines the available Ship and Receive Options in more detail.

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

Accessing the Warehouse Receipt

Warehouse Receipts require a released order before they can be properly created. Once the order is
released, the receipt can be created directly from the order, created via a direct reference to the order,
or the receipt can be created such that it encompasses several orders into one receipt. For the purpose
of this document, we will explore the last two options.

1. The Warehouse Receipt can be accessed from Departments 2 Warehouse = Planning & Execution
- Warehouse Receipts.

Planning & Execution - Microsoft Dynamics NAY

o - Finance Company » Departments » Warehouse » Planning & Execution »
Depart ts . .
eparimen Planning & Execution

I» Financial Management

I Agencies & Receivables List

I151s

I Purchase Trems

I Donation Monstack Items

4 Warehouse Stockkeeping Units

Orders & Contacts Kit BOM=

‘Planning & Execution Warehouse Receipts
Goods Handling Order by Order o TIFEnts
Goods Handling Multiple Orders Lots
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2. Click Home = New to create a new Warehouse Receipt.

] Edit - Warehouse Receipt - =
P Edit - Wareh Receipt - WREC-00002 =]
- HOME ACTIONS MNAVIGATE e
L] alculate Cross-Dod! 2Tres TevIous
q = = IE; i Calculate C Dock 3 Refresh o Previ
T
U] Mew HE# = Print.. Notes T Clear Filter p Mext
View Autofill Qty. to  Post  Postand Use Filters to Get Get Source . i
7< Delete Receive Receipt  Print Sre. Docs... Documents... [Z) Posted Whse, Receipts [ Links - Goto
WREC-00002
General A Item Details - Wareh... a  *
Mo WREC-00002 Posting Date: 2/11,/2014 - Item No.: 10183
. Identifier Code:
Branch Code: - Vendor Shipment No.: Base Unit of Meas... CASE
Location Code: CA - Assigned User ID: - Put-away Unit of ... CASE
Zone Code: DRY - Assignment Date: e, AT ot L e EE
Item Tracking Co...
Bin Code: DRY3 - Assignment Time: Special Equipmen...
Document Status: - Sorting Method: - Last Phys. Invt. Dn..
Net Weight: 0.00 =
Lines " Warehouse Class ...
[ Line ~ i Find  Filter Clear Filter Notes "
Source Source Mo. Item No. Description Pallet Mo. Lot No. q .
Dacument Click here to create a new note,

Purchase/Da... DO-00130 10183 Sauce 1305-00785 LOT-03062

3. Press the Enter key to have Ceres automatically assign the next document number in the No. field.
This will also fill in the Posting Date.

4. Inthe Location field, specify the Location where product will be received. This will also fill in the
Zone Code and Bin Code fields based on setup from the Location card.

Note: Warehouse Receipts can only be used with Locations where Require Receive has been turned
on. Further information on how to activate this field can be found in the Location Overview

documentation.
5. If necessary, change the Zone Code field to the Zone where the Items will be received.
6. If necessary, change the Bin Code field to the Bin where the Items will be received.

7. Inthe Vendor Shipment No. field, enter the shipment number from the Vendor’s document.
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8. On the Assigned User ID field, use the lookup to select the user in charge of receiving the products.
This will also fill in the Assignment Date and Time fields, which provides a date stamp for when the
Iltems were received into the warehouse.

Get Source Documents

The Warehouse Receipt is designed so that it retrieves data from a source rather than manually typing
the receipt information. The first method of retrieval involves the Get Source Documents function.

1. From the Warehouse Receipt, click Actions = Get Source Documents.

Edit - Warehouse Receipt - WREC-00002 [ =2 ]
- HOME  ACTIONS — NAVIGATE (7]

B Autofill Qty. to Receive E+ g‘ g EE#

3 Delete Qty. to Receive
-l Post Postand Postand Print Print...
iz Calculate Cross-Dock Receipt  Print Put-away

Y

Use Filters to Get
Sre, Docs...

R

Get Source
ocumentst,

2. Select the order you would like to receive from the list and click OK. The Warehouse Receipt lines
will populate with Items to receive from the order.

Edit - Warehouse Receipt - WREC-00002 = =R |
BBl -om: | Acions  nNavieate (2]
Y = Autofill Qty. to Receive = o o - o L,
€
||=D 552 Delete Qty. to Receive = = =
Use Filters to Get  Get Source ___ Post Postand Postand Print | Print..
Sre. Docs... Documents... 8[Calculate Cross-Dock Receipt  Print Put-away
WREC-00002
General - Item Details - Wareh... -~ -
Me: WREC-00002 Posting Date: [r11/2014] - Ttemn No.: 10183
Identifier Code:
Branch Code: -~ Vendor Shipment No.: e EiaE
Location Code: cA -~ Assigned User ID: -~ Put-away Unit of ... CASE
Zone Code: DRY - Assignment Date: s ML e s
Item Tracking Co...
Bin Code: DRY3 - Assignment Time: Special Equipmen...
Document Status: - Sorting Method: - Last Phys. Invt. D...
Net Weight: 0.00 =
TS & Warchouse Class ...
B Line ~ @ Find  Filter Clear Filter — .
Source SourceMo.  Item Ne. Description Pallet No. Lot Ne. Quantity Unit Gross  Ext. Gross Weight
Document Weight Click here to create a new note.
Purchase/Do... DO-00130 10183 Sauce 1305-00785 LOT-03062 100 39.00 3,900.00
< m B

User Filters to Get Source Documents

The Warehouse Receipt can be used to retrieve Items to be received from multiple sources by using the
Use Filters to Get Source Documents method.

1. From the Warehouse Receipt, click Home = Use Filters to Get Src. Docs.
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Edit - Warehouse Receipt - WREC-00002 [=|-E ==
- HOME | ACTIONS = NAVIGATE @

Y ITE; &y Autofill Qty. to Receive ET E‘; E‘; Eﬂ

By Delete Qty. to Receive
Use Filters to Get | Get Source Post Postand Postand Print Print...
Src. Docs..

Documents,., 8(Calculate Cross-Dock Receipt  Print Put-away

2. When you use the filters for the first time, you will need to set up a filter. In the future, you can re-
use your filter. For this document, we are creating “03CBM1”.

Edit - Filters to Get Source Docs. - Inbound '?'@
Bl -ov:  actons o
A ~
X rPY¥Y ©HK

Delete Run Medify = Refresh Find

General
Show Filter Request: [ Do Mot Fill Qty. to Handle:  [T]

m

Code Description

DRY Receiving of Dry Product

3. Inthe Code and Description fields, enter a name for your filter.

4. Click Home - Modify to display the Source Document Filter Card — Inbound Page. Here you can
define the filters for what documents the Warehouse Receipt should attempt to retrieve
information from. For receiving of dry product, we will only consider Item 10183 - Sauce from
Purchase or Donation Orders.

a. Click on the General FastTab.

b. Remove the checkmark from Sales Return Orders and Inbound Transfers.
c. Inthe Item No. Filter, enter the desired item number.
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Edit - Source Document Filter Card - Inbound - Inbound . DRY = @

Bl -ove  actons (7]
a = Goto
@ ] Mew ’ Y

~ x 4 Previous

View Run Refresh Clear
> Delete Filter P MNext

Inbound - DRY

General A

Code: DRY Inbound Transfers: E

Description: Receiving of Dry Prod... Shipping Agent Code Filter:

Source Mo. Filter: Shipping Agent Service Filter:

Ttem No. Filter: 10183 - Do Not Fill Qty. to Handle:  []

Source Document:

Variant Code Filter: || -|
Sales Orders:
Unit of Measure Filter: CASE - Service Orders: F
Shipment Method Code Filter: - Purchase Return Orders:
Show Filter Request: E Outbound Transfers:
Sales Return Orders: E Shipping Advice Filter:
Purchase Orders: Partial:
Complete:
Sales T
Purchase T
Transfer T
Service T

5. Click Home = Run. This will retrieve information based on your filter and place the results in the
Warehouse Receipt lines. Notice the Source No. column, which shows the originating document.

Lines .g.* ~
[ Line - % Find Filter Clear Filter
Source Document Source No. Item No. Description  Pallet No. Lot Mo. Bin Code Quantity Unit Gross Ext. Qty. to
Weight Gross Receive
Weight
éPurchasefDonation Order DO-00130 10183 Sauce 1305-00785 LOT-03062 DRY2 100 39.00  3,900.00 100

6. You may delete any lines you do not wish to receive.

Receiving

1. Move to the Lines of the Warehouse Receipt.
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2. Verify the Zone and Bin to receive the item. You may change the values as necessary.

Lines # A
[ Line - % Find Filter Clear Filter
Source Document Source No. Item No. Description  Pallet No. Lot Mo. Bin Code Quantity Unit Gross Ext. Qty. to
Weight Gross Receive
Weight
éPurchase«'Donation Order DO-00130 10183 Sauce 1305-00785 LOT-03062 DRY2 100 39.00  3,900.00 100

3. Update the Qty. to Receive field with the actual quantity that is being received into inventory.

Note: If the Qty. to Receive is lower than the Quantity field, you will be completing a partial receipt.
You can return to the Warehouse Receipt later to post more receiving. In the example below, the
user will receive part of the first item now and the remainder at a later point in time.

Lines ¥ o~

[ Line - # Find Filter Clear Filter

Source Mo. Iterm Mo. Description  Pallet Mo. Lot No. Bin Code Quantity Unit Gross Ext. Qty. to Qty.  Qty. Qutsta
Weight Gross Receive Received
Weight
DO-00130 10183 Sauce 1305-00785 LOT-03062 DRY2 100 39.00  3,900.00 90

4. Repeat the steps above for each line.

5. Once you have verified the data, click Actions = Functions, then choose Post, or select Post &
Print to print a receiving document. Either action will receive the items and create a Warehouse
Posted Receipt.

Note: The receipt can be reprinted from a Warehouse Posted Receipt. The option selection (Receive
or Receive and Invoice), is configurable in Ceres via the "Invt. Put-Away Default Posting Opt” located
on the Posting FastTab of the Inventory Setup page. The setting of this field will determine which
option users are presented with when choosing Post or Post & Print but can be overridden if
desired.

Related Topics:

Donation Order Overview
Inventory Workflows

Item Overview

Location Overview

Purchase Order Overview

Iltem Purchase Replenishment
Warehouse Put-Away Overview

NouswNe
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