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Orders Overview

Genebank clients may send request for germplasm (“request orders”) through various means:
e public website
e email
o faxes
o telephone

Each organization will determine their valid methods for accepting orders. This document will describe
how orders will be processed in GRIN-Global, with the emphasis is on receiving orders via the Public
Website. For many organizations, users will search the organization’s GRIN-Global Public Website for
desired accessions and then add them to their shopping carts — eventually submitting their carts for
order processing.

Relationship of “Standard” Orders to Public Website Orders

Because the Curator Tool and the Public Website are independent programs —you do not need one to
run the other — the orders entered into the Public Website by researchers and other organizational
clients are not stored directly in the GRIN-Global standard order tables. Instead, incoming Public
Website orders must be converted into GRIN-Global standard orders.

The table structures for the two order types:

order_request
% order_request_id

original_order _request_id we.b_order_reque.st

web_order_request_id o= §  web_order_request_id
local_number weh_cooperator_id
order_tvpe_code ordered_date
ordered_date intended_use_code
intended_use_code intended_use_note
intended_use_note stakus_code
completed_date noke
requestor_cooperataor_id special_instruckion
ship_to_cooperator_id created_date
final_recipient_cooperator_id created_by
order_obtained_via modified_date
feedback_id modified_by
special_instruction mwned_date

naoke awned_by

created_date
created_by
modified_date
modified_by
owned_date

owned_by

Besides incoming PW web orders, genebank personnel can use the Curator Tool to input orders directly
into GG. Their orders will be stored in the order_request table.
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Public Website Orders Diagram

In GG, the germplasm requestors generally submit their orders via the GG Public Website. (They could
also submit orders via the telephone or email if the organization allows that.) Using the Curator Tool’s
Order Wizard, genebank personnel responsible for order fulfillment can review those incoming web
orders and convert them into standard GRIN-Global orders.

During the order processing, genebank personnel will continue to use the Curator Tool Order Wizard to
manage and monitor the status of the order. (There are several order-related dataviews that can also be
used in the Curator Tool, but the Order Wizard with its comprehensive windows uses business rules and
greatly facilitates the order process.)

Public Website

RS
[ ]
Web Order

Request ID #3

GRIN-Global

Web Order Order Request
Request ID #3 ID #7

Order Request
1D &7

Web Order
Request ID #3

____________________ _ﬁ._._._ e Curator Tool
(Order Wizard)

E During this order process, the Web Order Request record becomes the basis for a GRIN-Global

Order record. The Web Order Request record’s ID is its primary key field; the GG Order Request
record created from it will have its own unique record ID. Although the records are inter-
related, the two record IDs (and the records) are distinct.
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NPGS Specifics

High-level Differences Between GRIN Classic and GRIN-Global

In GRIN the Data Prep tables were used when adding bulk orders (multiple orders at one time). With
GRIN-Global most of the incoming orders will be web orders. Instead of emails, you no longer need to
create spreadsheets to be used with Data Prep tables. (There aren’t any “Data Prep” tables in GG;
instead you can drag data from spreadsheets into GG dataviews.)

In GG you will still receive emails announcing the incoming web orders, but the data will already be in
the web order, eliminating the need to copy the order specifics from the email’s text.

If you need to manually input multiple orders at one time, you can use the drag and drop method to
drop the order header information into the Curator Tool, via the Get Order Request dataview. After the
orders have been added into GG, you then have two methods to get the order item data into the
database.

Method 1: Dragging Order Items into the Order Wizard (recommended)

The first method is to select your new orders in the Order Request DV and start the Order Wizard. In the
Order Wizard, for each order, drag the order items data from a spreadsheet or the search grid into the
grid at the bottom of the order wizard.

Method 2: Dragging Order Items into the Order Request Items Dataview (alternate method)

In the second method, after you have created the order requests, you could use the Curator Tool’s Get
Order Request Item dataview and drag and drop the order item data into that dataview for the orders.
The Order Number, the Accession, and the Inventory are required fields. It is recommended that you
also supply unique Item Numbers (especially use new Iltem Numbers if you are adding items to an
order).

Web Cooperators and GG Cooperators in the Curator Tool

Generally, the public website user creates his or her own web cooperator record. Note that two types
of cooperator records exist in GRIN-Global: web cooperator records and standard (used within the CT).
These two cooperator record types are stored in two different GG tables.

Using the Order Wizard, a genebank employee can easily create a standard cooperator record from a
web cooperator record or relate an existing standard cooperator record to a web cooperator record.
Generally the associating of the web cooperator record to a GG standard cooperator record is done
when a web order is being processed into a standard order.

specifically state “web” when referring to a web cooperator record. References to the standard
GRIN-Global cooperator records will omit any prefix or may state “... standard cooperator
record.”

To differentiate the two kinds of cooperator records throughout this document, we will
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As an aside, using the GRIN-Global Admin Tool, the GG administrator can also associate a cooperator
record to a web cooperator record:

User Users - localhostisglexpress - Administrator

General | Pemissions | Groups |

Idzer Marne:

| | Set Pazsword... Paszword must be et before zaving

Enabled

Cooperator Informatian

General |'web Login ||Contact Info | Geographic | Mates |

Current Cooperator iz [none)

Title: Firzt Mame: Last Mame:

| Full Mame [far dizplay):

Jaob: Dizcipline:

| | | Aaranamy w

Order Request and Order Request Items Records
A germplasm order request has two main sections: the order request, which some refer to as the “order
header,” and the order request items section, which lists the details of the items being requested:

Order
HEquEET.
Wb
Circles Oedened Circiey Local Divwranr lloms | Srde Fral Intended Special Irbereded Lise
Reguedt  Date Feguest  Mumber Sie D Type Recipient Use Irestruciions MHote
i
7 A 3 2001 55 [mfal 5 Distribatiors | Reisieager. Mar.. | Education huary i thes cocer | Prubile echacation

Order Request ltems

B ot M [ | o s fomwon BUR duny
14 7+ Rsipnge:, Matin, DEMS |1 P1 503262 Pl SEed Soncall S0 | Hebarthus lubsiosis: | T0CE Count o

15 7 - Aleimnge:, Matin, DEMA | 2 Pl 503273 F 50327 FErcam] TU | Helanthus lubsosus 0 count 5

16 7« Remged, Matn, DEMS |3 P 503N P ST Becann] TU | Hebanthus lubsiosie: 0 count {11}

17 7+ Reimnger, Matin, DEMS | 4 P1 503266 Pl S0EEE Foecaim] T | Melanthus lubsosus 1 oount

18 7 - Feingei, Mate, DEMS |5 Pl 503265 Pl SO37E5 B5ncandl S0 Hebanthus hubsosu | 10 ot
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The Order Request includes general information about the order, such as:
e the requestor’s contact information
o how the order was obtained
e who the ultimate recipient is

The individual items being requested are just that — the order request items — and each item will be
stored as an individual record in the order request items table. In the previous example, the order
contained 5 items.

Order Dataviews

In the Curator Tool, there are five order-related tables and dataviews used to display the order
information. Since most order related work is handled via the Order Wizard, working directly in the
dataviews is discouraged. However, listed here for reference are the five main GRIN-Global order-
related dataviews:

Dataview Description

order_request Provides general information about the order such as the date and type of
order, requestor, final recipient, etc.

order_request_item Lists the specific data about the material used to fill the order such as the
Accession and Inventory IDs for the material, the Quantity On Hand, the
Quantity Shipped, the form of distribution (seeds, grams, etc.) and the
storage location from which the order was filled.

order_request_action Every time the status of the order is changed, an Order Request Action
record is generated. Statuses that are built into GG include Shipped,
Cancelled, Partially Shipped, Filled, and so on. (Each organization can
determine what ORDER_REQUEST_ACTION codes they need for their
organization’s order fulfillment process.)

web_order_request Provides general information about web orders such as the date and type
of order, requestor, final recipient, etc. This web order request is
generated by a requestor using the GRIN-Global Public Website.

web_order_request_item | Lists the specific data about the web order material (this is the details
portion of the web orders coming from the GRIN-Global Public Website)
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Order Wizard

Rather than use the order-related dataviews, most Curator Tool users will find the Order Wizard to be
more satisfactory for reviewing and managing order requests.

Web Orders
Many of an organization’s orders will be generated from the GRIN-Global Public Website. Use the Order
Wizard to convert these web orders into GG order requests.

Start the Order Wizard
Although not absolutely necessary, before invoking the Order Wizard, in the Curator Tool, decide what
list folder in the left panel will be your active list. The advantage then is that as you create new orders
and save them, you will be prompted to add items in your active list. Another consideration not
essential (but recommended), before clicking the Order Wizard button, open the Order Request
dataview as the active dataview. In the following example, the user has a folder labeled “Friday’s
Orders” ready:

File  Tools  Help

QSearch... :\ Accession Wizard ;:\ Cooperator \Wizard .-f-Order Wizard

3
Show fsts from: Acoessiond | Orders . iet EEIOrI:Ier Wizard liu:un Acceszion Source | Inventor
Reizinger, Martin, 150DA, ARS W Order web Order —
Riequest D Qrdered Date E——— Criginal

[] Include Sub-Folders

Images | ShThstff | Orders 4 ¥

= = Orders Roat Folder
= Friday's Orders

Start 1
Start the Wizard by clicking the Order Wizard button:

& GRIN-Global v1.8.19.0

File  Tools  Help

QSearch... :\ Accession Wizard .‘;\ Cooperator Wizart .-‘-'_*'.-Order izard
2

Show lizts from: : —
Accessions || Accesszion lnventory Mame | [nventamy || Invenl

Reizinger, Martin, USDA, ARS | | -

Step 2

Click the Web Orders tab; select the appropriate radio button: (My Web Orders, My Site’s Web Orders,
or All Sites’ Web Orders — typically My Site’s Web Orders); for processing new orders the New Order
checkbox should be checked:
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& Order Wizard v1.8.30.0

Jd_ 4 |D of 0 | bkl | b X |Order Number: OrderMumber |Items: TternCount |HSave |F‘Save and Exit

“wieb Order Filters
(O My'wieh Orders 9 (&) My Site's Web Orders O &l Sites' wWeb Orders Diate: l:l
Wb Item Status: [ Accepted Order New Order
@ ‘weh Find [] Canceled Order

‘web Orders
of4 | b b | - ~ Navigation bar

Create Mew Order Request o Create Mew Cooperatar

7013 10080

| really like plants. Research uge nates - | will need these azap
... — T T Ty T

“wieh Order

wieb Order
lFE)equest Itern Cooperator Request

Itern Mumber Accession Mame T axon Geography

3 reizinger, martin, ... | 76 13 Pl 18393 COR Rosbarough Rubus hybr. United States, Te... E
E39 reiginger, martin, ... | 76 158 Pl 18582 COR Glen Moy Fiubus idasus United Kingdom, ... —
B35 reiginger, martin, ... |76 1 Fl 04610 COR IDAEDBATUS Fiubusz innominatuz | China, Jiangsi
e - i eAArta o ImarARA TR P e L

In the example ab-c;\_/_é:_fﬁere are four new web orders. The person using the Order Wizard can review
each web order using the lower Navigation bar to move among the records and decide how to proceed.

Step 3

Click the Create New Order Request button to initiate a new GRIN-Global order request. If the incoming
web order did not have a valid cooperator associated with it, you will be prompted to create a new
cooperator:

Order |f-\ctions || Web Elrdersl

Ordered Date Qwner Site QOrder Type Original Order Final Recipient
3/3/2013 1200004y | | || Distribution v/ | |
Local Murnber Status Completed D ate Order Obtained Via Requestor
| | - £8 Order Wizard Cooperator Missing v1... |._||E||£|
Intended Usze Intended 1
| Research “ | Entu:umu:ulu:ugl The recipient in thiz web order is not listed in the Cooperator
Feedback Total Cost notes - budgEiERES
| | | | Wwiould you like to create a new Cooperator now'?

\eb Order R Dat [Clicking ez will create the Cooperator and add it to the new

20 Linder fequest L ata . Order Request. Clicking Mo will create the Order Reguest

“web Order Reguest  Cooperator Email Address with Final Recipient left blank),

48 || |
Special Instructions

UPS it

L Tes J [ Mo J
Not If the Create New Cooperator button is clicked when processing the web order, you will have
e

an opportunity to generate a standard cooperator from the user’s web cooperator information.

(However, the lookup tables may need to be updated):
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&) Lookup Table Loader, v1.8.7.0

B[S

Click. any Load buttan [or the Load All buttan] to begin loading. .. Fezource Dermand
(0 Low O Med (& High
~
Accession Source Lookup [llllllllllllli [ Reload l e
] I ] 1
Cooperataor [Big) Lookup [lllllllllllll‘ ’ |Ipdate ]
11 L 110 1 I
] Titation Lookup L L L LLLLE DL e Feload 17 =
Code Walue |0 Loakup [lllllllllllll‘ ’ Reload ]
Cade Walue Lookup [lllllllllllll‘ ’ Reload ]
Cocoerstor Groum Lackus fl'm""m%uaad_]_[
7 = = 2 L
Cooperator Lookup [lllllllllllll‘ [ Update ]
L4 w
Connected to; http://training, ars-grin, goviaRIMNGlobal/GUL asm:x

In this example, the genebank worker clicked "Yes” to respond to the question “Would you like to create
a cooperator now?” and then typed in the string “reisin” — the cooperators whose surname began with

that character string were listed:

rder |.t'-\c:ti0ns Wweb Orders

Original Order

Ordered D ate Owner Site Order Type
BM/2013B2550PM | | &) Lookup Picker v1.8.7.0
Lacal Mumber Status

HIMT: For big lists, uze the test filter to sharten the list search.

Final Recipient

“Web Order Request Data Filter -» | reizin

wWebh Order Request  Cooperator

|3 | | Reisinger, Joe, Davis Enterprizes, 198 5. Cochrans Green Circle, The 'woodlands,| Show Only Choices
r, b artin, DB

Special Instructions

willz, Maryland, United States
Mote Reizinger, Martin, uzda, 207 m, Iv, Maryland, United States

Reisinger, Martin, USD&, ARS, Watl. Germplasm Resources Laboratom, Beltsville, iz_current_address

Wahd For This:

Fiefrezh List

Ship All Remaining ltems

Order
Request [tem

- 1

Order Humber Itermn Mumber

gg_order_wizard_v194 draft.doc
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Fl 650431

-
Requested —

MName
M ame

Inwentony

Fl 50431 9¥nca...
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A blank Final Destination field is the result of answering No to the choice when prompted to create a
new cooperator:

¢ Order Wizard v2.0.4078.30082 EH@[’E
4 4 2 ofz | b bl | 4k X | Order Humber: 2 | Ttems: 0 | 4 save | [ Save and Exit
Order Filters
&) Selection O My Orders ) My Site's Orders ©) Al Site's Drders Order Status

[] Cancel or abort order it &
Partial shipment
Ship order item W

Oider | ctions | Web Drders

Order Date Site Order Type: Original Order Murnber Final Destination
[av25/2m1 70886 P | | | [oiswbution— ~e] | | \
Local Mumnber Status Status Date Order Obtained Via Urdered by

web Drder Request Data Ship Ta

“wieb Order Request |d Cooperator Email dddress Phone Mumber

i I | | | ‘

Notes Source of ltems

Note that Final Destination is a required field so it must be supplied to continue. When answering with
Yes, a new cooperator record is created and the Final Destination information is filled in. The Ordered
by and the Ship To fields are also filled in; these can be overridden if necessary with different
cooperator information:

Ord d vi.9.4.0

@ Selsction O MyDdesr O MpStw's Ondess ) AN Siet' Oy . ®
240411 -~
=0l g =
Ouder | Actiors | Web Ordens|
Final Recipient
Ordeed Date Oversss Sike Ordet Typs ignsl D mjd. =¥ : = ;
[1zama | [pamu | (Dt sl [ Feizinger. Matin A, Reizinger Resource Group. Inc., 207 Melancthon Avenue, Lutherville, Ma
— L e ~ - ]
Locwl Humber o b Fequestor
[ T ] - Reizinger, Mastin A, Reisinger Rezource Group, Inc., 207 Melancthon Avenue, Luthervills, Ma
Interded Ure
[ | ShioTo
Total Cost tin, USDA, ARS, Natl Gemiplasm Resounces Laboratory, Beltzvills, Mardand, United Stakes
$0.00
‘Wieb Order Hlaquent Daia - : ﬁ -+
‘Web Oider Regueat  Wieb Cooperator Emad PPrimasy Phone -

L |

| A

Using the Order Wizard to Create a New Order

The Order Wizard can be used to create new germplasm order requests that come to the genebank via
emails, phone calls, or other means. (The wizard can also be used to manage any existing order,
including adding additional items, regardless of how the order originated.)

When starting up the Curator Tool, the left tab in the list panel will be active and display the lists

BRIe] under that tab. Consider setting up your folder hierarchy under that left tab so that the lists
help with tracking your orders by status or date received or some other criterion. Although not
necessary, when working with orders in the Curator Tool, have the folder active in which you
intend to use for pointing to orders. Also helpful but not required, in the right grid, you may
want to select the Get Order Request dataview as your active dataview.

Save frequently, and save often! (when using the Order Wizard). Also, use the Save button
BRTel when initially creating the order; otherwise you will receive an error message.
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When an email comes into the site with an order specifying the accessions, these accessions can be
dragged from the email into the Order Wizard grid and the Order Wizard will select the relevant
inventory (but we are getting ahead of ourselves).

Step 1
Click on the Order Wizard button to start the wizard:

& GRIN-Global v1.8.24.0

File  Tools  Help

QSearch... -Eﬁ..ﬂ\ccession \iizard ;ﬁ.CDoperator Wizard g\-Order ‘izard

ks
|Show lits: from: Site Dldel$| Order Hequewions Accezsion Inventory Mame | lnventom | [nventon &
Reizinger, Martin, LISDA, AR5 L7 Order
Request ltem Order Mumber iz Accession Irventony

[ Include Sub-Folders o Mumber
Orders |Demgt| Dermal | DStout & * 3 mar 73107 rei mar 73107 reild9
= FZ Orders Root Folder 7EE3854 246703 1 mar 73107 rei mar 73107 reil3
= .: ;:dezr:smz 769855 246703 2 mar 73101 rei mar F3101 16103
o 246703 TERIEEE 246703 3 Pl 213702 Pl 213702 10nc
W 248707 7EBISET 246703 4 NSL 30865 NSL 30865 10¢
: Sjg;;g VERIBRS 246703 5 Pl BOSEAS Pl G0BG43 01 e
=l E._:'u' Arecessions for Mew Orders 7EE3853 246703 B Pl 213700 P 213700 95nc
i mar T rei 7REIRE0 246703 7 Fl 213705 Pl 213705 84nc

Step 2
On the top navigation bar, click the Add new (plus sign) button to create a new order:

¢ Order Wizard v1.8.10.2
4.4 1

Df1|/ 4l

}( |Order Mumber: -1 |Items: [}
A Order Filters by

() Selection () My Orders e's Orders (O Al Sites' Orders

Find

Order |.-’-‘«c:tiu:|ns wieb Orders

Ordered Date Dwner Site Order Type [I]riginal Order Final Recipient
14317204 | |DBMU || Distribution v/ | ||
Cocal Humber Complefed TTate rder Obtained Yia Requestar
| | | | ||
Intended ee Intended Use Mote Ship To
[Mull v |

Total Cost

[aran ]

The wizard automatically fills in the:
O Ordered Date (with the current date)
0 Owner Site (with your site code based on your Curator Tool User ID)
0 Order Type (with the order type Distribution)
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Step 3

Complete the Final Recipient field — click in the field and type the first few characters. When you click
OK, the Requestor and Ship To fields fill in automatically with the same cooperator. For orders where
the Ship To or Requestor fields need to be different, simply choose a different cooperator for the

appropriate field.
" Order Wizard v1.8.10.2

44 | 1 of 1 | L] ‘ |Order Mumber: -2 |Items: a ‘HSave
Order Filters Frinting
() Selection () My Diders y Site’s Orders () Al Sites’ Orders
Find ‘

Order |Act|ons | ‘e Orders|

Ordered D ate Owaner Site Order Type COrriginal Qrder Final Recipient e
[1r31/201¢ | [oBMO | [Distrution v | i

>

Local Mumber Completed D ate Order Obtained Yia Fequestor "

Intended Use [ENEEENE €8 Lookup Picker v1.8.10.2
Mooy | o . .
HIMT: For big lists, uge the test filker ta shorten the list zearch,
Total Cost § —
|—|$D.DD Filter - |r3|sm

Reizinger, Emma, . . .. Show Only Choices
Reizinger. Joe. Daviz Enterprizes, 198 ¢ Walid For This:
D e : h

. Maiie, RRG, 207 Mel -
L I L2 o £ o iz_current_address

‘web Order Request D ata .
‘“web Order Aequest  ‘Web Cooperatar Email

ger, Mait =
Reizinger, Martin, Al MPGES L
Fieisinger, Martin, USDA&, ARS. Matl Ge
FReisinger, Michele, . , ..

Special Instructions

[ Mew Row a Renurmber ltems Ship All Remaining It
Order Request Eouested Requested
ltem D 3 Dirder Mumbier Item Mumber| | Resfresh List 3513 Tasm Gen

Step 4
In the Order Wizard window, input the other fields, such as Local Number, Special Instructions, as
needed.

The Original Number field is blank for all new orders. It is used when an order is split. It refers

tote to the order request key field of the original (or "parent") order primary key field number.
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Step 5

There are multiple approaches that can be taken to assign inventory to the order. In the following
sections, Step 5a through Step 5d, each approach will be described in further detail.

Refer to Approach Description
Step
5a Input an Accession key, an  Use this approach when you know the desired Accession ID,
Accession Name, or a Name, or Taxon information. The wizard’s Inventory Picker
Taxon in the Order will accept any one of these three fields. If there is a match,
Wizard’s inventory Picker you then decide and select which inventory to apply to the
5b Drag either accession Dragging inventory records rather than accession records
records or inventory will perform somewhat better (when selecting accessions,
records from the Search the software must perform additional processing to select
Tool grid the inventory)
5¢ Drag accession key(s) or The accession key is comprised of three fields:
inventory key(s) from a ) ) )
spreadsheet, Word doc, or Accession Accession Accession
an email Prefix Number Suffix
The wizard will interpret an inventory key based on the four
fields:
Inventory Inventory Inventory Inventory
Prefix Number Suffix Type
5d Drag accession or inventory = The wizard will find all the inventory related to the
records from the Curator accession and will highlight the inventory that is available
Tool and ready for distribution.

Step 5a

Use this approach when you know the Accession Number, Accession Name, or Taxonomy information.
The wizard will display related inventory. You then decide and select which inventory to apply to the
order.

One example when this approach is handy is when you need to change what inventory (lots) are needed
—for example, for a regeneration order (most of the lots will not be the distribution lots since you are
going back to original seed or a previous parental lot).

Perhaps the easiest way to create new orders from the requestor’s email using the Order Wizard may be
to copy and paste the Accession ID into the Inventory Picker.
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First click the Add New icon (the Plus Sign) icon; click the New Row icon; then paste the Accession
Number, Accession Name, or Taxonomy into the respective field in the Inventory Picker window.
Select the desired inventory row from the Inventory Picker window; click OK:

°* Order Wizard v1.9.4.0

[4 4 |z ofz | b Pl |d= 1 der Number: | Items: 0 | 4 5ave | ) Save and Exit
Order Filkers Frinting
(¥ Selection ) My Orders ) My Sie's Orders ) Ml Sikes' Orders | v|

| |
Order | Actions || ‘web Dlders|

Ordered Date Owiner Site Order Tupe Original Order Final Recipient
|2.-"4.-"2D14 | |DBMU | | Digtribution w | | | |F|eisinger, Martin &.. Reizinger Resource Group, Inc., 207 Melancthon Avenue, Lutherville, Ma |

Local Mumber Completed D ate Order Obtained Yia Requestar
| | | | |F|eisinger, M artin &., Reisinger Resource Group, Inc., 207 Melancthon Avenue, Lutherville, Ma |

Intended Use Intetded Use Mote Ship Ta
| [Mull) ~ | |F|eisinger, M artin &, Reisinger Resource Group, Inc., 207 Melancthon Avenue, Lutherville, Ma |

Tatal Cost

—

& Inventory Picker

wieb Order Request Data
‘wieb Order Fequest  ‘wWebl

|:| I: Accession Number:

. . Accession Name: | |
Special Instructions | —

aronomy: | |

’I, Inventary Inventony Inventary Inventory Site m:;?éﬂgnce ls s ] | vl
¥z Prefix Mumber Suffix Type Policy Distributable?
fleiiicd) 1 MAR 1204 tei ED COR RUBLIS N
Order Request ar 111213 1ei - DEMU STYSTEM M M
Item 1D » 4 » \
Mar 111213 el TC LB MaR Y A
ar 111213m rei2 SD DEMLU MAR hd \d
mar 1114130 el " LB SYSTEM N a3

< 1l
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Step 5b: Dragging inventory or accession records from the Search Tool grid
Drag from the Search Tool grid, either accession records or inventory records.

You can highlight records (inventory or accession) found in the Search Tool and drag them into the

Order Wizard’s grid:

,-_ & GRIN-Global v1.8.33.0

€ GRIN-Global Search v1.8.33.0

=162

Biasic Query | = Under Constuction ™|
- Order Number: Orderhum|
1) Order Fiters Limit; |500 £
c & Selection O My Ligers () My Site's Orders O Al Find:
E O Defaul ® |\nvent0ry v|
] -2 -
[—]. M atching
E = Gind ‘ O Anyword & All'words O List of tems
Drder | Actions | ‘weh Orders | @acoession lakonomy_species_id IN (23214, 23215, 23216, 23217, 23218, 23219, 23220, A
23221,23222, 23223, 23224, 23225, 23226, 23227, 23228, 23229, 23230, 23231, 23232, =
Ordered Date Site Drder Type 23233, 23234, 23236, 23237, 23238, 23239, 23240, 23241, 23242, 23243, 23244, 23246, =]
23247, 23248, 23249, 23260, 23262, 23253, 23264, 23285, 23256, 23257, 23258, 23259,
| || | (e 23260, 23261, 23262, 23263, 23264, 23065, 23266, 23267, 23268, 23268, 23270, 23271,
Local Mumnber Completed Date 23272, 23273, 23274, 23270, 23276, 23277, 23278, 23279, 23280, 23281, 23282, 23283,
Intended Use Intended Use Mate [ Add To Query ] [ Clear Cuery ]
[l = Accessions | Inventory | Orders || Cooperatars || Mame Group || Accession Source || Taxonomy Species || | [ show
otal Cost |
“wieb Order Fequest Data Inventory Inventaory Inventary Imventary .
‘web Order Request  ‘weh Cooperatar Email P lzent Prefi Hurber Suffix Type A

|[]

Special Instructions

Mew Fow Fenumber ltems
ﬁéf:{g‘equat Order Murmber Item Mumber iy

(3]

104

104 .04
Pl 158730

o1 d

FI 53061

e
_// qu_statusLeftMessage I

ux_statusCenterMessage (http:ff199,133.55,31 /GRINGlobalfGUI.asm:x)

IRo

Dragging inventory records rather than accession records will perform somewhat better because when
selecting accessions. the software does additional processing to determine the inventory.

gg_order_wizard_v194 draft.doc
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Step 5c: Dragging accession or inventory keys from a spreadsheet

If you have one or more accession or inventory keys, you can drag them from a spreadsheet, Word doc,
or an email message into the grid area on the Order Wizard. The Order Wizard is capable of using the
three fields of an accession key (accession_prefix, accession_number, and accession_suffix or the four
fields of an inventory key (inventory_prefix, inventory_number, inventory_suffix, and inventory_type.

v Accession Accession  Acc
Prefix MNumber Suf
3|DPRU 104
I7JDPRU 138
'SIDFPRU 438
HJ|DPRU 198
B|DPRU + 283
2 DPRU e 375

Before dragging into the Order Wizard, click the Add new button in the Order Wizard:

¢ Order Wizard v1.B.28.0 EEX
Jd 4! of 1| b K ®< | Order Mumber: -1 | Items: 0 | 4 5ave | Save and Exit

Order Filters
(®) Selection () My Orders () My Site's Orders ) Al Sites' Orders

Find ‘

Order | Actions || web Drdersl

Ordered Date Owner Site Order Type Original Order Final Recipient
8/15/2013 | [DBMU | [Distibution vl | | |
Local Mumnber Completed D ate Order Obtained Via Fiequestor
Intended se Intended Use Mote Ship To
[Null | | |
Feedback Tatal Cost

‘w'eh Order Request Data = Note

‘web Order Request  'web Cooperatar Email Primary Phane

Special Instructions

[ Mew Flow ] [ Fenumber ltems Ship &ll Femaining ltems
ﬁ:l:-I:Ir[I;Hequest Order Number Itern Mumber Accession Ireeentary Site: E:ﬁ::ded ?:E;:Sted Geography i
> 1 1 DPRL 104 DPAL 104 0000... DAV Black Heart Prunus avium | United States, N..
-2 -1 2 DPRU 138 DPRU 138 FL Dl terton Glany Prunus avium United Kingdom, ...
-3 -1 3 DFRU 438 DFRL 438 0000... | D&V Satsuma Prunus zalicina United States, ‘W
-4 -1 4 DPRU 133 DPRLU 133 0000... | D&Y Fa15-37 Prunuz webbii United States, Ca...
5 -1 5 DPRU 285 DPRU 285 FL DAl ELE-3-DHaplaid Prunus persica United States, ‘Wi...
3 | >
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Step 5d: Dragging Accession

You can select Accession or Inventory records from the CT, and then drag them into the Order Wizard

or Inventory records from the Curator Tool

grid. When dragging accession records, the program automatically chooses the best inventory to fill the

order request (based on a set of programmed business rules) and adds the appropriate inventory to the

order.

When coming from the CT, remember to drag the record from the grid, not the item from the list in the

left panel.

In the following example, if the user dragged the accession record to the Order Wizard grid, which
inventory would the wizard choose to use, since three of the four inventory records have a status of

Available to send?

Show lists from:

"0 mar 7307 rei

"0 mar 73107 rei 5D

"0 mar 73101 rei0305a 5D
"\ mar 73101 rei0306a 50

Answer: inventory mar 73101 rei0905a SD -- Why? Of the four inventory records, this is the only

inventory record whose fields Is

Available? and Is Distributable? are both s

& GRIN-Global v1.8.24.0
Fie Took  Hel
i (Q Search... % Accession Wizard J& Cooperator Wizard &~ Order Wizard
|
Show lists from H ste | Onders | Order Request ltem | Accsssions | Accassion Inventory Name | Invertory | Inventory Action | Accession Inventory Attach 4 *
= Pl fcoasion | Accession | Acoession | o . Ay H
[ Includs SubeFolders Prefix Nurmber Suf g L
5
Tobacoo | Source | Drders | Search | (€21 : m & Aionia melanocarpa Maronia One Unied States, M=l
= B Orders Rook Folder o = be
P Orders K & Order Wizard v1.
= 5 Hew Orders > N - ;
T e 7101 i £ i of 1 l E‘L]l] r Humber: -1 | ltems: 0
0 man 7310 i Dider Fiters
" mar 73101 18l 5D @® Selection O sOiders (O Al Sites' Drders
0 man 73101 /09055 50
S e 7310 05065 5D
Fird
Order | Actions | web Orders
Ordersd Date Dirier Sits Drder Tope Original Order
[s/9r2m3 | oMU || Diztibution > [
Lol Numbet Status Completsd Date Drder Obtained Yia
Intended Lise Intended Lise Note
[tum v
Fasdback Total Cost
yeh Orcler Fiequest Diats
| b Drcer Feisst  Coopetator Ernail At Phite Number
o T \ |[ || I
Special Instnuctions
Data Ediffg
Eibaa"e]
| a,
*a.
[] Hat-Syne Traeview with Dataview .'.. [ New Row ] [ Frerumber ltems
e
| showing rows: 1 of 1 | Connected to: hifgsfrai| [rder PSS ey Mumber e Humber e [
.~
-

gg_order_wizard_v194 draft.doc

Site Orders | Order Request ltem | Accessions | Accession Inventory Name| Irventory |Invent0ry Action | Accession Inventary Attach € ¥
Inventary | Inventon Inventory | Inventory | Inventory & . ls |z Auto ls Avvailability g
[ Include Sub-Folders D Prefiv | Mumber | Suffix Type ceession Distributable? Deducted? | Available? Status

Tobacco Source| D":|ETS| Search| (4 ¥ 4 rei ed l
= = Orders Roat Folder 4310638 | mar T sD mar 73100 rei [N M M Available to send
£5 Orders 4310781 | mar 1803053 |50 mar P30T el (Y ¥ ¥ Available to send

=T Mew Orders

=7 mar 7O e 4910784 | mar 1eil906a | 50 mar P30T rei |Y Y M Available to send
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Actions (Order Actions)

Various actions may be applied to an order request; essentially an action indicates that some event
related to the order has occurred. For example, a New Order action is automatically generated when
the web order is converted to a standard order. Similarly, an action of Order Shipped is automatically
generated when an order is shipped.

Order Actions are used to document the processing and current status of the order. Each organization
and the sites within organizations will follow their own unique standard operating procedures in
completing workflows — the action records are a means for documenting the steps in the workflow.

Action Code Title

NEW New Order

PENDING Order pending

APHISASKED Export requirements requested
CURALERTED Curator alerted about order
CURCLEARED Curator cleared an order
PATHSEED Path test needed and sent
PATHPASSED Pathologist approved the order
ORDFILLED Order filled ready to ship
APHIS Order sent to APHIS

An example of an order’s actions from the Order Wizard:

Order | Actions | web Orders

E;?Eﬁgquea g;d;[:e st Action Mame Started D ate E;?;Ea? g
b 240954 - Dowd, ... | Curataor alerted about arder 1/14/2013 5:01 PM Complete
325444 240954 - Dowd, ... | Mew Order 172013 7:34 PM Complete
325471 240954 - Dowd, ... | Order filled ready to ship 1/74/2013 2:22 AM Complete
325445 240954 - Dowd, ... | Order pending 1/14/2013 3:59 PM Complete
32BETE 240954 - Diawed, ... | Order shipped 1414/2013 751 &AM Complete
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The action codes are stored in the ORDER_REQUEST_ACTION code group which is maintained by the
GRIN-Global administrator The following partial screen is from the GG Admin Tool:

Group Mame: ORDER_REQUEST_ACTION
Values [29] | Referenced By [2 /1)
Language: | English w
Walle Title Drezcription Last Tow

BPHIS Order zent to APHIS 105201
APHISASKED Expart requirements requested 10454201
CAMCEL Cancel or abort order 10/58/201
CURALERTED Curatar alerted about arder 1054201
CURATOR Order Statusz 44304201
CURCLEARED Curator cleared an order 1055201
CURWAIPROP Order waiting for [P expiration 10/5/201
CURWAREGEM Order waiting for regeneration 10454201
DOME Completed in-houze order 10454201
ESSREQUEST Endangered Species Statement requirement 10484201
FORWARD Fanmard order to anather site 1054201

Contact your GG administrator if additional codes are needed.

Tracking Expenses

If desired, you can assign expenses with an action. The Order Wizard will tabulate the total expense
associated with the order’s cumulative actions:

Dldereb Orders

Order
Request

240411 - Pallard, ..
240411 - Pollard,

2404171 - Pallard, ..
2404171 - Pallard, ..
2404171 - Pallard, ..
2404171 - Pallard, ..
240411 - Pallard, ..
240411 - Pallard, ..
2404171 - Pallard, ..
240411 - Pallard, ..
2404171 - Pallard. ..

Action Name

Curator alerted about arder
Curator cleared an order
Curator cleared an order
Curator cleared an order
Mew Order

Order filed ready to ship
Order pending

Order shipped

Order sent to APHIS
Order filled ready to ship

Action: | Web Orders

Ordered Date Owiner Site
1/2/201312:00:00 Ak | |NC7

Laocal Mumber

Requestor zolicited for addianal i...

StatedDate | o0 e D
1M7/2013326 .. | Complete date 141742013
1/17/201312:01 .. | Complete date 141742013
117/2013926 .. | Complete date 111742013
117/2013522 .. | Complete date 111742013
12/30/2012 3.07... | Complete date 14242013
1/18/201310:53... | Complete date 141842013
1/2/2013 :21 &M | Complete date 14242013
1/2/2013 4:47 AM | Complete date 14242013
1/18/20131:39 .. | Complete date 1/18/2013
143142014 [Mull] 143142014
1/31/2014 [Mull]
Order Type Original Order

Narrresearch, non- % | | 240417 - Pollard, Tyler,
Order Obtained Via

Carpleted Date

20122214 1/18/201312:00:004 | |PUBLIC
Intended Use Intended Use Maote
[Muil] w
Total Cost
$102.00
weh Order Request Data
‘web Order Request  Web Cooperator Email Frirary Phane

]
Completed Action c "
Date Farmat Cost ooperatar

Stebbins, Rober
Reitsma, Kathleg
Millard, Mark .,

Brenner, David,

Stebbing, Rober
Frifrer, Liza, LIS
Stebbing, Rober
Stebbing, Flober
Complete date Stebbing, Rober

[Muil] 75.00 Reisinger. Emmg
IR TR

Complete date
Complete date
Complete date
Complete date
Complete date
Complete date
Complete date

Complete date

Final Recipient

Pallard, Tyler, . 11770 El Camara Drive|
Requestar ‘
Pallard, Tyler, , 11770 El Camara Drive:
ShipTo

Pallard, Tyler, . 11770 El Camara Drive|

Mote
HER letter sent.
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Step 6: Include Order Actions
Use the Order Wizard Actions tab to add any appropriate actions.

Step 7
While working within the Order Wizard, we recommend periodically clicking the Save button to save
your order. (When you are finished, click on the or Save and Exit button.)

£ Order Wizard v2.0.4224. 21682 CTEX
{ |1 of 1|+ bl | aF A | order umber: -1 | Items: @ | 4 save | 1 Save and Exit
Order Filters
(®) Selection O My Orders O My Site's Orders O &)l Sites' Orders i Status

Cancel or abort order it A
Partial shiprent =
Shipped arder item hd

Order |Actinns ‘web Orders

COrdered Date Owrer Site Order Type Original Order 10 Final Recipient
|na/0as2011 | [svs | [Distibuion | | | |
Local Mumber Status Completed date (Order Obtained Via Requestar

‘wieh Order Request Data = Ship Ta

‘web Order Request ID Cooperator Email Address Phane Number

Note Source of [tems

[ Ship All Remaining Items ]

Requested
E;?::D g:adci:est Itern Murnber Accession Inventory Itern M ame Taxonomy Taxon
Mame
» B 1 Pl 543356 DPRU 1643 000... |Sun Crest Prunus doi
< | >
Step 8

Drag more inventory or accession records as needed to build the order items.

Item Status Codes

Step 9

In the Order Wizard grid, each item that has been requested for the order is listed. Each item has its own
status. (These status codes are stored in the Code Group ORDER_REQUEST_ITEM_STATUS. The GG
administrator can modify these codes to match the codes to the organization’s needs.)

Order Item Status Codes:
Yalue Title Description
CAMCEL Cancel ar abort arder item
HOLD Hald Hald itern [long term]
IMSPECT APHIS
HEWS M
FEMDIMG FPending
CUALITYTEST Cuality Testing
SHIPPED Shipped order item
SPLIT Split out order item
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For all items in the grid, when the status is NEW or PENDING in the Item Status column, clicking on the
Ship All Remaining Items button will change the status to SHIPPED.

Whenever the status is something other than NEW or PENDING, the Ship All Remaining Items button
has no effect.

To change the status of one or more items in the grid, right click on the item(s) and then select a status
from the Item Status menu (or select the Item Status cell(s) in the grid and right click):

[ MNew Row ] [ Renumber ltems ] [ Ship All Remaining ltems ]

External IPR #PVP
Source Fiestriction Warning

Quantity Units [of Distribution
Shipped Shipped) Form

Item Status...

i Repoarts...

count

Cancel or abort order item

e

Shipped order item
Hold
Split out order item
APHIS
Mew
Pending
CQuality Testing

Finding Existing Orders with the Order Wizard

The Order Wizard can be used to find existing orders for review or additional processing. Start the Order
Wizard and input or paste the order number in the text box next to the Find button; click Find. Multiple
order numbers can also be inputted or copied into the box. Other methods for finding specific orders are
explained below.

¢ Order Wizard v1.9.4.0

; Id 41 of 1 | b Bl | 4 X | Order Mumber: 240954 | Items: 9

Order Filters
(*) Selection ) My Orders ) My Site's Orders () &l Sites' Orders

| Find

Order |Actinn$ “wieb Orders

240954

Ordered Date Owner Site Order Type Original Order Final Recipie

R R T T T | I Tavmnme ~ vmoeea e e

Radio Buttons: My Orders, My Site’s Orders, and All Site’s Orders
You can also use the relevant radio button to filter the orders. When any of these buttons are used, the
Find box is filled with various Order /tem status checkboxes:

¢ Order Wizard v1.8.24.0

d_ 4 1 of 7 | b Bl | &k X | Order Number: 56811 | Items: 66
Order Filters
) Selection (%) My Orders ) My Site's Orders () Al Sites' Orders Type: |[Nu||] vl Date: |
Item Status: (7] Camcel or abort order [ ] Hald Order item iz mews [ ] APHIS

Find [] Shipped order tem  [] Split out order tem [] Order item is under pr[_] Quality Testing

Order |Actions Wweh Orders
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Type and Date Filters
You can filter for a specific order type or date; here the user is selecting a Type:

tes' Orders Type: Drate:

“itern iz new | [] APH

itern iz under pr[ ] Quall g e L\\
Germination
Germplasm introducti
Herbariumreidentific.

- Information only
Original Qrdgr MNon-regearch, non-ec ™

| [BEE11 . Binart ¥ athlaan] [Binart F athlaos 1SR4 ARC

Copying Existing Order Numbers into the Order Wizard
You can search for multiple orders by dropping a list of order numbers into the Find box. In this
example, five cells containing order request numbers were copied from Excel.

El

4=

Order Request ID  Orde

5 246702 9/s/
5 246703 9/s/
7 246707 a/6/
3 246712 a/6/
3 246723 a/a/

n

Observe the navigation bar at the top. Notice that record 1 of 5 is currently displayed. The first number
in the Excel list was 246702 — the wizard is displaying the first found record. Using the navigation bar to
move through the records will show that five order records were found.

£ Order Wizard v1.9.4.0
i |1 of 5 | | |'='|.|'=' }( |OrderNumber: |Items: 2

Order Filters
(%) Selection ) My Orders ) My Site's Orders ) Al Sites' Orders

246702
Find 7
\

Order | Actions Wetﬁrders

Ordered D ate g Owner Site Order Type Qriginal Order Final Recipient
1722013 12:00:00 gl [COT | | Distribution | (208702 - wilcon, Jeft, | [wilcow, Jeff,, 606 . 86th Stiest, Kansa
Local Mumber s Completed D ate Order Obtained Via Requestor
13077 \ [6/17/2013 120000 ] | | [wilcon, Jeft, , 608 'w. 86tk Strest, Kansa
i | |
LS ]
[ New Row ] [ .‘Henumber Items ] ** Order Contains IPR ltems ™
L3

E;ie:[?equest &:ler Mumber Item Mumber Accession Inventary Site E:?ﬂfﬂe(
» 246702 - Wileox, ... 1 Pl 612959 S42903.01 5D coT GaA 161

FEEIEE0 24B702 - ‘Wilzow, ... |2 Pl 635119 543430150 |COT GAIB0EE

Finding Web Orders

Beginning with Curator Tool version 1.9.4, the Web Order tab has a similar Find functionality as the
Order tab. The Web Order Find searches the status of the Web Orders; in the Order Find, the search is
against the Order Item Statues data.

Selecting Records before Starting the Order Wizard

The Order Wizard can be launched and used to display order details about selected Order Request
records. Typically, before starting the Order Wizard, you may be viewing data in the Accession or
Inventory dataviews. In order to see their related orders in the Order Wizard, consider creating a list of
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orders from the selected accessions or inventory records. In other words, you must have the Order
Request dataview active to display orders in the Order Wizard.

Step 1: Select specific accession (or inventory records)
d GRIN-Global v1.8.24.0

File  Tools  Help

QSearch... -E’i’.nccessionWizard W Cooperator Wizard g\-Order Wizard

Shaow fists from: | Site || Orders | Order Request Item| Accessions |Accession Ineventary Mame | Inventory || Inventory Action | Accession Inventory Attach ||F

Rieisinger, Martin, USDA. 8RS v | _ . .
Accession D (EEEER (HEEEER (AEEEER Tason Mame Origin
[ Include Sub-Folders Prefix Mumber Suffis 9
Orders | DStout || Traits2 ||E 4k > G 4 urus dome Prince Englebert
| F=r Orders Root Folder : 4 funus do axk e Urited Kinge
&-FD Orders 1540615 DPRU Prunus domestica [Doneckaya Kons... | Latvia
U 248702
& 246703 1612451 DPRU Prunus domestica Sans Mayau United State:
o 24E712 . .
& 245723 1552545 DPRU 1839 Prurus domestica ‘whagenheim Fruh... | Germany
T Accessions for Mew Orders 1552558 DRRU 1960 Prurnus domestica Timpurii Rivers Romania
i Mew List 1552559 DPRU 1963 Prunus domestica Anna Spath Fiomania
= Mew List (1] ; =
= New List 2) 1852560 DPRU 2006 Prunus domestica Tim Former Serbi.
1562561 DPRU 2011 Prunug domestica Wi Former Serbi.

Step 2: Make a List of these Accessions

&) GRIN-Global v1.8.24.0

File  Tools Help

QSearch... :i Accession Wizard “.i Cooperator Wizard é Order Wizard

Showe fists from: | Site || Orders || Order Fequest ltem | Accessions | Accession Inventory Mame || Inwentary || Inventom Action || Accession lnvento
Reizinger. Martin, USDA, 8RS w

] | 2 | ccession D Accession Acoession Accession T axon Name

A [ Include Sub-Falders Prefix MNurnber Suffix

A | orders | DStaut || Traits? ||E b 1226720 Pl 300259 Prunus domestica Pocegaca

M ||l F= Orders Root Falder 1563954 Fl 131228 Prunus domestica Frince Englebert

== Orders »
W 246702
W 24E703
W 246707
W 246712
W 246723

[ Accessions for Mew Orders
a, Mew List

= Mew List [1]

= Mew List (2]
o Pl131228 %
( PI1300253
 Pl126382
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Step 3: Open the Order Request dataview
One option in this step is to consider creating a list of the orders. In any case, highlight the orders (build
an order list if desired), and then click the Order Wizard button...

&2 GRIN-Global v1.8.24.0

File  Tools Help
EQSearch... *ﬁ.nccession wizard 4% Cooperator Wizard é\-Order Wizar*

Shows lists hom: Site3 Orders | Orgler Request Item || Accessions || Accession Inventary Name || Inventony || Inventony Action ||E

Reisinger, Martin, USDA, ARS v e o e
TdEre ale
[ Inchude Sub-Falders Request ID Request

Original Order Local Humber O

— - 56811 - Rigert. K....
Orders | DStaut | Traits2 | Del €

| T Orders Root Folder

=5 Orders

o4 246702

£-90 246703

- Harmeni...

S 246723
H-FT Accessions for Mew Orders

» 1 G/ 0- .. Califa...

H-Fr Mew List [1]
=[5 Mew List [2]
'I-’ Fl 131228
'I-’ FI 300259
+ ---'I'y Pl 126882

o 112477
04 103563
78 57239
04 56811

Resulting Order Wizard Window (when multiple orders have been selected):
The Order Wizard displays the first order. The remaining orders can be displayed by using the navigation
lqar to move among the orders.

> Order Wizard v1.8.24.0

| |1 b |I-J.]=l > |0rderNumber: SE511 |Items: 66

Irder Filkers L\\N
[ (%) Selection (3 My Orders ) My Site's Orders () Al Sites' Orders

[ﬁ 225110, 174273,162321,112477 10356957 233,568
Find

Order | Actions | Wb Orders |

Ordered Date Dhwner Site Order Type Original Order Final R ecipis

I.l.l"li‘l.l'li‘ll'i"'l AT nm Akl I Il"\l'll:lll I Il—h 1 s 'l - = I II:I"‘I'\'I" | g Y I.v"_I.I.I__..I In:_-.l. [ gy Iy
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Deleting Order Records and Order Items in the Wizard

Deleting an Order Record
Click the delete button on the record’s navigation bar to delete the current order record:

5 I O DOl T L . T L. L T

{* Order Wizard v2.0.4224.21552

Jd 4 |1 of 1 | b bl | fR | Orfler Humber: -2 | Items: 0 | 4 save | ) Save and Exit =
Order Filters . —
. " o rder Status de
(%) Selection ) My Orders () My Site's Orders ) &l Sites' Orders [ Cancel or abort arder t | [
[] Partial shipment | Nsiar

[] Shipped order item bt
95E

Order | Actions | Wweb Orders

Ordered D ate Owner Site Order Type Qriginal Order ID Final Recipient E

Deleting an Order Item
If you need to delete an order item, select the item’s row (click on the left row header cell) in the order
item grid at the bottom of the wizard window, and then press the keyboard’s Delete key.

Fequested
Order Item D g:adqedest II‘EITJTnber Accesszion Inwentony Item Mame L‘:::nogomy Tawxon
3 P |543956  |DPAUIG4300004FL  (SunCrest | |Frunusdome
< | >

Click OK to respond to the prompt:
=S

WARMINGI Yaou are about to permanently delete 1 records
from the central databazel

Record Delete Confirmation v2.0.42... |:

Are pol sure pau want to do this?

(1] ] [ Cancel
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Splitting an Order

For various reasons you may need to split an order: some of the germplasm on the order may not be
available so a decision is made to send what is ready and move the unavailable germplasm to a new
order (to be processed at a later date). Another reason is that an incoming web order that impacts
multiple sites comes in on one order — a site could move its accessions from the incoming multiple order
and create a new order for only their site’s accessions.

How to Split an Order

When discussing “splitting an order,” there are two primary ways of speaking about this, splitting:
e Incoming web orders
e Partially filled orders when not all of the germplasm is available

Incoming web orders

Incoming web orders may have requests for germplasm stored at multiple sites — the first site to process
that order will split out their site’s items from the incoming order. Later, the other involved sites will
select their parts of the order.

On the Web Order tab, select the My Site’s Accessions Only checkbox when the incoming order needs
to be split:

% Order Wizard v1.9.4.0

[4 4 |44 of 358 | b Bl | o | Order Number: 66745 | Items: 177
"wWeb Order Filters
) Selection ) My'wieb Orders () My Site's Wb Orders (&) All Sites' Weh Orders Date: l:l

Wweb ltem Status: (7] Accepted Order Mew Order

web Find ] Canceled Order
Order | Actions | “w'eb Orders

D4 i1 of 7 | b Bl | 0 |Iems: 11

Create Mew Order Request Create Mew Cooperator

1/8/2014 10:1356 P Reis, Horatio, RRGI
v | || 2105 aylnd, Unked St

Plant Pathological investigations. Research uge notes - need zome with bugs
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When an incoming web order contains requests for germplasm from multiple sites, the first site
to process the order will be processing a new order. Other sites that later process the order, will
need to look for the order by its Web Order Number (its status will no longer be new).

5 Order Wizard v1.9.4.0

BBl | o | Order Mumber: 240411 | Items: 12

- Web Order Filters I
(%) Selection

E ‘wieb Find ]

) My'web Orders () My Site's Wb Orders ) Al Sites' Weh Orders D¢

12

Create Mew Cooperator
L - -

Eeeqbugétdﬁram Cooperatar \évf:qbugirtder Itern Murber Accession Site
Reiz, Horatio, L2 1 Fl £38324 COR
Reiz, Horatio, RR... |12 2 Pl B38763 CoR
Reis, Horatio, RR... |12 3 Pl E13189 CoR
Reis, Horatio, RR... |12 4 Fl E13184 COoR
Reis, Horatio, RR... |12 5 Fl B18072 COR
Reis, Horatio, RR... |12 B Pl B18067 COR
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Partially Filled Orders

The second reference to splitting an order occurs when an order processor splits the order for some
reason, such as germplasm unavailability for part of the order. The order cannot be completely filled,
but rather than wait for all the requested germplasm to become available, the processor will “split the
order” and send a partial order. (And later send the other germplasm when it becomes available.)

In the Order Wizard, under the Order tab, select the order item(s); right-click. Select Item Status... then
select Split out order item; select Yes on the Split Order Confirmation window.

& Order Wizard v1.8.24.0
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Reports

Beginning in CT v 1.9.4, when selecting reports in the grid, only reports that can be printed for selected
individual items will be listed in the menu. Packing slips, picking slips, and other order-related reports
may be launched via the Order Wizard Printing dropdown shown in the second illustration).

Beginning in CT v 1.9.4, the Printing dropdown has a list of relevant reports from which to select.
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