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Purpose of this document 

 
This document outlines the enhancements made to the Food Drive Overview functionality. Both are 

included in all versions of Ceres 4.  
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Purpose 
 
The base Ceres food drive functionality (Procedure: Food Drive Overview) was enhanced to better meet 
the needs of the food banks related to data entry, reporting, and routing support.  The enhancements 
include:  
 

1. Data Capture 
a. Separation of food drive donors from regular donors 
b. Separation of food drive donation orders from regular donation orders 
c. Additional fields on the donor cards and donation orders for tracking and reporting 

purposes 
 

2. Routing (see Appian Overview documentation for more details) 
 

3. Reporting 
i. Food Drive Materials Summary 
ii. Food Drive Scheduling 
iii. Food Drive Stops Reports 

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

Food Drive Donors and Food Drive Donation Orders 
 
Food Drive Donors and Food Drive Donation Orders were added to Donation menu. This allows food 
drive activity to be accessed from one menu and non-food drive activity from another. 
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1. To separate the two, a new field called Food Drive Donor was added to the Donor Card and the Food 
Drive Donor Card.  Once this field is toggled it acts as a filter to exclude or the food drive donors 
from the Donor Lists. In other words, only records that are marked as “Food Drive Donor” will 
display in the Food Drive Lists and vice versa.  In the below example, “FD” was included as part of 
the Donor No. to easily identify a food drive donor from a regular donor.   

 

2. To create a food drive order, click on Food Drive Donation Orders and then select New.  
 
Alternatively you can create a new Food Drive Donation Order from the Food Drive Donor List or 
Food Drive Donor Card Page. While on the list or card record for a given Food Drive Donor, 
Select the Food Drive Donation Order Action to display the Food Drive Donation Order in the 
‘New’ mode. 
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3. Tab through the No. field and a document number will be assigned automatically.  If different 
document numbering was setup for food drive orders, click on the ellipsis button to the right of the 
No. field and then select a No. Series Code. 

  

  
 

4. Enter the Donor No. or use the lookup button  to select the Donor No. from the Donor List. Only 
donors that are marked as “Food Drive Donor” will appear in the list.  After tabbing off of this field, a 
number of fields will automatically be filled in (Donor Name, Address, City, State, ZIP, etc.). 
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Note: If the Food Drive Donation Order was launched from the Food Drive Donor List or Food 
Drive Donor Card page, the Donor No. will be automatically assigned by Ceres. 
 

5. Review and update the fields as needed on the General and Shipping FastTabs. For report filtering 
purposes, make sure to select a Location Code on the Shipping FastTab. 

 
6. Scroll down to the Food Drive FastTab and update the information.  The fields on this FastTab were 

created specifically for food drives and will only display on a Food Drive Donation Order.  A 
description of the fields follows. 

 

 

No of Participants: Enter the number of participants that are associated with this order. This is 
information only field in that is does not print on any reports, 

Funds Collected: Enter the $ collected from the food drive.  This is an information field only in 
that amounts entered here are not associated with a Deposit or the Cash Receipt Journal. 

Barrels, Boxes, Posters, Pallets, and Totes Delivered:  In each of these fields entered the total 
quantity that was delivered to the food drive site.  Values entered in these fields print on the 
Food Drive Materials Summary and the Food Drive Scheduling report.   
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Driver Needed:  Check this field if a driver is needed for this food drive.  This field prints on the 
Food Drive Materials Summary and the Food Drive Scheduling report.   

Delivery Information: This a text field where delivery information about this food drive order 
can be entered.  Information entered in this field prints on the Food Drive Materials Summary. 
 
Expected Receipt Date:  Enter the date when you expect to pick up/receive the food drive 
product.  This date prints Food Drive Materials Summary and the Donation Stops report. 
 
Food Drive Drop Date: Enter the date you plan on dropping off the food drive supplies.  
 
Pickup Date and Pickup Time:  Enter the date and time you plan on picking up the food drive 
product.  

 
Barrels, Boxes, Pallets, and Totes Picked Up:  In each of these fields, enter the total quantity of 
barrels, boxes, pallets, and totes that were picked up from the food drive site. These fields print 
on the Food Drive Materials Summary Export FD Scheduling to Excel report. 
 
Vehicle:  From the drop down list, select the vehicle that is needed to deliver or pickup food 
drive product or supplies.  This field prints on the Food Drive Material Summary and the Food 
Drive Materials Summary Export FD Scheduling to Excel report. 

 
Swap:   Check the Swap box to indicate that pallets, boxes, etc. will be swapped when materials 
are dropped off or when product is picked up. This field prints on the Food Drive Materials 
Summary.  
 
Overflow and Overflow Quantity:  Check the Overflow box to indicate that extra pallets, boxes, 
etc. are need to handle the overflow.   In the Overflow Quantity field, input the quantity.  These 
fields print on the Food Drive Materials Summary.  
 
 

Routing 
Food Drive Donation Orders follow the same routing workflow as standard Donation Orders as outlined 
in the Appian document. 

Reporting 
Three new reports were created to support the food drive enhancements.   
 

Food Drive Materials Summary 
 
The report outlines the materials that need to be dropped off or picked up for each food drive site.  This 
report can be accessed from Departments  Donation  Order Processing Documents. 
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Export FD Scheduling to Excel 
 
This is an export the Food Drive Materials Summary grouped by Shipment Method Code which lists 
materials required and to be picked by Donor by Date. The export can be accessed from Departments  
Donation  Tasks  Order Processing.  An excerpt of the report is below. 

 

 
 
 

Food Drive Donation Stops 
 
The new report summarizes the number of stops (i.e. donation orders) by date that can be grouped by 
Location Code. This report can be printed for food drive donation orders or donation orders.   

 
As noted above, the Begin Date and End Date filters are based on the Expected Receipt Date 
field on the food drive donation order.  Please note that location grouping is based on the 
Location Code on the Shipping FastTab of the donation order. This report can be accessed from 
Departments  Donation  Order Processing Documents. 
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Related Topics: 
1. Donor Overview 
2. Donation Order Overview 
3. Food Drive Overview 
4. Appian Overview & Integration 
5. Donor Preferred Pickup Day and Time 

 


