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Caveat: TBD (to be developed) 
In the current release, the fields outlined in red, designed for future development, are inactive: 

 

 

Current release 
The release being documented is: 
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Orders Overview 

Genebank clients may send orders via the public website, email, faxes, and even the telephone. 
Obviously each organization will determine valid methods for accepting orders. This document will 
describe how orders can be processed from any source. 

In many organizations, orders typically will be submitted via the Public Website. Users on an 
organization’s Public Website will search 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 the researchers and other organizational 
clients are not stored directly in the tables in which orders entered by genebank personnel in the 
Curator Tool are stored. Instead, incoming Public Website orders must be converted into GRIN-Global 
standard orders. 

The table structures for the two order types: 

   

When orders come via the public website, genebank personnel will review the new web orders and then 
save valid web orders as standard orders in GRIN-Global for further review and processing. 
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Public Website Orders Diagram 

 
Using the Curator Tool, personnel responsible for order fulfillment at the genebank can review those 
incoming web orders and convert them into GRIN-Global orders. During the order processing, genebank 
personnel will use the Curator Tool to manage and monitor the progress (status) of the order.  

 

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 are distinct.  

The curator tool has several dataviews that pertain to the order process.  

The Curator Tool also has an Order Wizard which facilitates the ordering process. The Order Wizard 
provides a set of comprehensive screens in which new order records are added to the GG database, 
either manually when incoming orders come via the mail, emails, or verbally, or by converting the 
incoming web order records when the orders come from the Public Website.  
 

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 cooperator record is done when a web 
order is being processed into a standard order. 
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To differentiate the two kinds of cooperator records throughout this document, we will 
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.”    

Using the GRIN-Global Admin Tool, the GG administrator can also tie together a cooperator record to a 
web cooperator record: 
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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: 

 

The Order Request includes general information about the order, such as: 
• the requestor’s contact information 
• how the order was obtained 
• who the ultimate recipient is  

The individual items being ordered are just that – the items – and each item will be stored as an 
individual record in the order request items table. In the example above, the order contained 5 items. 
Genebank personnel ultimately use the genebank’s inventory supply to fulfill the ordered items.  

Order Dataviews 
In the Curator Tool, two main dataviews are used to display the order information: the Order Request 
dataview, and the Order Request Items dataview. In total, there are five main order dataviews (and 
corresponding tables in the database). Two of these are related to “web” orders being submitted from 
the internet.  The five main GRIN-Global order-related dataviews are: 

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. 

draft_2013sep13_order_wizard.doc P a g e  | 6 



Dataview Description 

 

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)  

 

Order Wizard 

The first three dataviews listed in the above table are Curator Tool dataviews used for editing and 
reviewing order record data. However, rather than use the dataviews, most Curator Tool users will find 
the Order Wizard to be more satisfactory for reviewing order data. (The remaining two dataviews are 
used during by the Public Website for the web ordering process.) 

 

Refer to the Creating New Order Records from Web Orders Using the Wizard section if you are 
processing orders received via the Public Website.  For orders emailed, faxed, etc., continue 
below.  

 

Using the Order Wizard to Create a New Order 

Step 1 

 

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



Start the Wizard by clicking on the Order Wizard button: 

 
 

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

 
 
After you click the Add new button, the wizard automatically fills in the: 

o Ordered Date (with the current date) 
o Owner Site (with your site code based on your Curator Tool User ID) 
o 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 



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 
Step 

Approach Description 

5a Input an Accession key, an 
Accession Name, or a 
Taxon in the Order 
Wizard’s inventory Picker 
window  

Use this approach when you know the desired Accession ID, 
Name, or Taxon information. The wizard’s Inventory Picker 
will accept any one of these three fields. If there is a match, 
you then decide and select which inventory to apply to the 
order.   

 



First click the Add New icon (the Plus Sign) icon; click the New Row icon; then paste the Accession ID, 
Name, or Taxon into the Inventory Picker field.  Select the desired inventory row from the Inventory 
Picker window and then click OK:  





Step 5c:  Dragging an Accession Row 
Alternatively, you can select an Accession record via the Search Tool or from the CT, and then drag the 
accession into the Order Wizard grid.  The program automatically chooses the best inventory to fill the 
order request (based on a set of programmed business rules) and then 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? (answer on next page) 

 



 
 
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?  

 

 

Step 5d:  Dragging Inventory 
You can also drag an inventory record from the Curator Tool data grid or the Search Tool grid to the 
Order Wizard  grid in the Wizard window. The wizard will automatically fill in the order item details from 
the data stored in the inventory record. 

When coming from the CT, remember to drag the inventory record from the grid, not the item from the 
list in the left panel. 
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Step 6: Including Order Actions 
need to elaborate... 
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Step 7 
Click the Save button to save your order. (If you are finished with adding records to the order, click on 
the or Save and Exit button 

 
 

Step 8 
Drag more inventory or accession records as needed to build the order items.  

 

 

For all items in the grid, when the status is Order item is new (NEW) or Order item is under 
processing (PENDING) in the Item Status column, clicking on the Ship All Remaining Items 
button will change the status to Shipped order item (SHIPPED.)   

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

Also, any change to a item status automatically creates an Order Action record. 

 

Step 9 
Click the Save and Exit button to save your order and to exit the wizard. 
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Creating New Order Records from Web Orders Using the Wizard 
Many of an organization’s orders will be generated from the GRIN-Global Public Website. Use the Order 



Step 2 
Click the Web Orders tab; select the pertinent radio button: (My Web Orders, My Site’s Web Orders, or 
All Sites’ Web Orders); for processing new orders select the New Order checkbox.  

 
In the example above, there is only one new web order. 





 

 

A blank Final Destination field is the result of answering No to the choice when prompted to create a 
new cooperator: 

 
Note that Final Destination is a required field so it must be supplied to continue. 
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Finding Existing Orders with the Order Wizard 
The Order Wizard can be used to find existing orders for review or additional processing. You can start 



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 
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) 

 

Step 2: Make a List of these Accessions 
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Order Filters 
The Order Wizard has several available filters. 

Selection 
See the Selecting Records before Starting the Order Wizard section for details. 

Radio Buttons: My Orders, My Site’s Orders, and All Site’s Orders 
When any of these buttons are used, the Find box is filled with various Order Item status checkboxes.  

 

Type 

 

Date 
 

 

 

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: 
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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.  

 
 
Click OK to respond to the prompt: 
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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 remaining unavailable germplasm to 
a new order (to be processed at a later date). Another reason (at least in the current system), 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 just their site’s accessions.  

How to Split an Order 
In the Order Wizard, select the order item(s); right-click. Select Item Status... then Split out order item; 
select OK on the Split Order Confirmation window.  
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