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This guide provides an overview to germplasm order processing in GRIN-Global (GG). It explains

BRIl the steps involved when a germplasm requester (“requester”) using the GG Public Website
requests accessions and the institution processes the incoming order. The genebank’s
processor (“order fulfillment person”) uses the Curator Tool and typically the CT’s Order Wizard
to manage the incoming order.

The Appendix contains this document’s revision notes. To review the Curator Tool’s version
changes, please refer to the online Curator Tool User Guide.

Review the Table of Contents which contains links to the document’s sections

Comments/Suggestions:
Please contact feedback@ars-grin.gov with any suggestions or questions related to this document. This
and other GRIN-Global —related documentation can be downloaded from the GRIN-Global Training page.
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Orders Overview

Orders Overview

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

Each organization will determine their valid methods for accepting orders. This document describes how
orders can be processed in GRIN-Global, with the emphasis is on receiving orders via the Public
Website. Typically, germplasm requesters will search an organization’s GRIN-Global PW for accessions
and then add them to their shopping carts — eventually submitting their carts for order processing.

The “shopping cart” feature is modeled after other websites — the user can continue “shopping” and add
items (in this case accessions) into the cart. Assuming the user is logged in, she can also add items to a
“wish list” and check on her order history.

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 order requests entered into the Public Website by researchers and other public
requesters are not stored directly in the GRIN-Global standard order tables. Instead, incoming Public
Website orders must be converted into GRIN-Global standard orders.

order_request Shown here are the table structures for the two
® order_request id order types. Notice that the order_request

original_order_request_id . T
web, crder_request.id vl @ wab, crder. request id contains the web_order_request_id field so that
Iocal_number weh_cooper ator_id it can link to a web_order_request. (Conversely,
order_type_tode ordered_ate the web_order_request does not contain a key to
ordered_date intended_use_code
ntended e, code S p——— the order_request. If a germplasm requester
intended_use_note status_code refers to an order number, she would be referring
completed_date ot to her web_order_number.)
requestor_cooperator_id special_instruction
ship_to_cooperator_id created_date . .
final_recipient._cooperater_id created by Genebank personnel will typically use the Curator
order_obtained_via modified_date Tool to input orders directly into GG in the
Fesdback id modified by order_request table. But they too can use the PW
special_instruction owned_date . .
e suned by to input orders — it is a matter of preference and
treated_date workflow which method a site may ultimately
created_by Choose.
modified_date
modified_bey
owned_date
owned_by
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PW Order Processing

In GG, the germplasm requesters 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 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 Web Orders to Orders Conversion (Diagram)

Public Website GRIN-Global

Web Order Order Request
Request ID #3 ID #7

o
(&

[

I

I

I

| Web Order Order Request
I Request |ID #3 1D #7
I

[

I

I

I

I

I

Web Order
Request |ID #3

____________________ _%._._._ il Curator Tool
(Order Wizard)

i 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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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, when processing an incoming request, 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.

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

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 - localhostisqlexpress - Administrator

General |F'ermissinns Groups

Idzer Hame:

| Set Password... Pazzword must be set before saving
Enabled

Cooperator Information

General |\Wweb Login Contact Info Geographic | Motes

Current Cooperator ig [hione]

Title: First Mame: Lazt Mame:

Full Marme [far dizplay]:

Jaok: Digcipline:

| | | Aaranarm w
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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:

Order
Request
Wik
Order Dedesed Doy Local Dhwvrny I Order Fnal Intended Special Irberded Lise
Aeguest  Date Reguest  Mumber Site D B Tepe Fiscipient Use Ingtsuctions Hote
i
T eaim E] 20010 575 el 5 Diaributions | Reismger. Mar.. | Education baary waf thee coder | (Pulbde: echcatiorn
Order Request ltems
Duantiy
Igvn 4 Quantity On Quantiy
[tem Order Reguest ACCermion Inevendony e Oy Hand =
o Humber Hard Uris Shipped
14 7 - Roinge:. Martn, DEMS |1 Pl 503262 P SCets B8ncaill 50 | Helanthus lubsons | P38 oo 100
15 T - Fleimngs, Matin, DEMA |2 Pl 500279 Pl S00ETY S9rcam] TU | Hebsnthus ubsons | 0 oot 5
16 T« Retangs, Matin, DEMA |3 P 50632 F1 ST HBecam] TU | Hebanthus lubsosis 0 Count i}
17 7 - Fletnger, Matin, DEMS | 4 P Sa2EE Pl SO22EE Poncaim] TU | Helanthws ubsions 0 SOt 5
18 7 - Fmangs, Matn DEMS |5 Pl S0G26S F1 SOGEES ESrcanl 5D | Hebarthus lubsone: 0 oot a

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

The individual items being requested are just that — the order request items (specific accessions). 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 multiple 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 some of the main GRIN-Global order-
related dataviews:

Dataview

Description

order_request

Provides general information about the order such as the date and type
of order, requester, 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.

gg_order_processing.doc
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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_attach | Attachments (.pdf, .docx, jpg, xIsx files, etc.) can be submitted with a web
order (before the order is converted to a standard GG order). (Additional
programming work needs to be done to allow additional documents be
attached after the order is processed in the CT.) Attachments can also be
directly dragged and dropped into this dataview in the CT.

web_order_request Provides general information about web orders such as the date and type
of order, requester, final recipient, etc. This web order request is
generated by a requester 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)

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.

Manually Creating Orders in the Order Wizard

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 create new orders in the Curator Tool’s Order Request DV. Then 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 Item Numbers if you are adding items to an
order).
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Germplasm Requester (using the Public Website)

Genebanks or institutions using GRIN-Global to manage their germplasm data will most likely implement
the GG Public Website and ensure the PW is publicly available to their germplasm requesters. While it is
not absolutely necessary for a requester to register an account on the Public Website, it certainly makes
it easier for the user. A user with an account will be able to search his order history, create a “wishlist,”
and edit his profile, and have multiple shipping addresses which can be selected from for a specific
order. Probably any serious user will ultimately create an account.

- The PW user account is completely separate from the genebank’s Curator Tool user account. A
GG administrator can link the two accounts together via the Admin Tool, but both accounts will

maintain unique usernames and passwords. It is recommended that genebank personnel who
fill germplasm requests should have a PW account so that he is familiar with the account
settings and pages and can better assist the public germplasm requesters.

Detailed information on setting up and modifying a PW user account is contained in the online Public
Website Guide and can also be found in the Public Website Help feature.

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.

Processing Web Orders
Many if not most 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 and save new
orders, you will be prompted to add corresponding order 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. Inthe following example, the user’s active folder is labeled “Friday’s
Orders”:

File  Tools Help

QSearch... o Aocession Wizard g% Cooperator Wizard |a Order Wizard

Ja
> g6 el Jianit ACCessions | Orders | et GEIOrder Wizard lion Accession Source | Inventor
Reizinger, Martin, 504, ARS w
Ordler Ordered Date Web Oider Original

Request D Request

] Include Sub-Falders

Images | SMTAstuff| Orders | 4 *

= = Orders Root Folder
= Friday's Orders
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Order Wizard

as by genus or species. Alternatively, the folders may be set up for new orders, pending orders,

A user can organize his incoming orders by the day, week, month, or some other criterion, such
completed orders, etc.

Start 1
Start the Wizard by clicking the Order Wizard button:
File Tools Help
- (Q Search... +* Accession Wizard g% Cooperator Wizard | ¢* Order Wizard

Show ks fom: [] ShowA 1 ['g3e | Accessions | inventory | Orders | Accession Action | Accession inventory Neme |
Reisinger, Mattin, USDA.ARS v | Web
[] Include Sub-Folders Request ID Date Al o, [t Lq
e1Tab | Demo0324 | Demo0z * | * | 198904 9/15/2008 198904 - Lubberstet, T... | 201
55 e1Tab Root Folder 200573 12/15/2008 200573 - Millard. Mark J.... | 20
?a_-f MR Accs anaaTs Amamnnn ANNITT Dodene A o Al
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:

- Order Wizard v1.9.6.41 - olEN
Web Order Fiters .
) Selection @) My Web Orders e ) My Ste's Web Orders ) Ml Stes'Web Orders  Date: |
‘Web Order Status: D 5 i Order E New Order

mme[ﬂw%

o e s e @)
P43 of3 | b bl |dp K |Hems 1

Request tem Cooperator WR eb wl tem Number Accession Site Name Taxon Geography

W [NTAn [1 [MR201501REI | DBMU | Bautuidng g di... | Prunus amencana | United States, M... |

In the example above, there are three new web orders. (The Navigation Bar indicates “3 of 3.”) The
person using the Order Wizard can review each web order using the Navigation bar to move among the
records. (The orders do not need to be processed in any specific sequence.)

Step 3
Click the Create New Order Request button (4, above) 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
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create a new cooperator:

Web Order Filters

O Selection (® My Web Orders () My Ste's Web Orders () Al Stes' Web Orders  Date: |
Web Order Status: ] Accspted Order  [v] New Order

| WebFnd | |[L] Canceled Order

P43 of3| b M

Items: 1

w2 Order Wizard Cooperator Missi.. — O
e Puvans — Prewous | =

' The racipient i this web order is not listed i the Cooperator
27 Moo wr | ] e

imﬁmhwmsmwm‘?
|(Qicking Yes wil create the Cooperator and add & to the new

|with Final Recipient left blank).

Rem Number Accession Site

|Order Request. Clicking No will create the Order Request

Name Tawon

MR 201501 REl | DBMU

| Du tudng o di.. | Prunus am

If the Create New Cooperator button is clicked when processing the web order, you will have
an opportunity to generate a standard cooperator from the user’s web cooperator information.

(However, the lookup tables may need to be updated)
£ Lookup Table Loader ¥1.8.7.0

Click. any Load buttan [or the Load All button] to begin loading. .. Fiezource Demand
O Low (O Med (& High
| ! Accession Source Lookup ![M !l Feload l ! =
[ o e o o |-
| | | i LCitation Lookup iilllm i[ Reload J‘ i =
| Cade alue ID Lookup “|||||||||||||[ ‘[ Adoad | ‘
Code Yalue Lookup IIIIIIIIIIIIII' [ Reload J
— 2l Coparator GuoupLoskup— [LUENSURURERENN [ Belad |
S T T 1
: I Connected bo; http:,l',l'training.alrs—grin.govJ’GRINGIDbaI,l’GII_II.asmx I -

In this example, the genebank worker (order processor) 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

gg_order_processing.doc
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Order Wizard

surname began with that character string were listed:

= —

rder |.~'—\c:ti0ns Wweb Orders

Ordered D ate Owner Site Order Tupe Onginal Order Final Recipient
6/4/20138.2550PM | | &) Lookup Picker v1.8.7.0
Local Mumber Status

HIMT: For big lists, uze the test filker to shorten the list search.

weh Order Request Data Filter - |reisin |

YWeb Order Request  Cooperator i

|3 | | Feisinger. Jog, Davis Enterprises, 'IEIS S, D:uchrans Green Elrcle The Woodlands, Show Only Choices
nger, Martin, DEMU Wald For This:

Mote Fieizsinger, Martin, usda, 207 m, Iv Maryland L|n|ted States

Reizinger, Martin, US0A, AR5, Matl. Germplazm Resource: Laboratom, Bekzville,

is_curent_addiess

Special Instructions

Ship All Remaining lkems

Order e
Fequest [tem Order Humber Itern Murnber Accession Inventary E:;L;emed Marne =
D =

» 1 1 Pl 650431 Pl 50431 97nca.

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

4 4 | 2 of 2 | kbl | gk K |Order MNumber: -2 |Items: a |H5ave ‘Hsava and Exit
Order Filters o
rder Status
(%) Selection O My Orders ) My Site's Orders () Al Site's Orders

Cancel or short order it A
Partial shipment
Ship order item

E

Order | Actions | ‘web Orders

Qider Date Site: Order Type Original Order Murnber Final Destination
[325/2011 7:06:55F | | | |pistibtion | | | |
Local Mumber Status Status D ate Oider Obtained Via Ordered by

“Web Order Request Data Ship To

‘Wweb Order Request |d Cooperator Email Address Phone Mumber | |

[10 I || |l Souce of liems
Notes | |
|

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
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Order Wizard

cooperator information:

| Final Recipient
| Reisinger, Maitin A Reisinger Resource Gioup. Inc., 207 Melancthon Avenue, Lutherville. Ma |

F Requester

. Reisinger, Mastin A _ Reisinger Resource Gioup. Inc.. 207 Melancthon Avenue, Luthemville, Ma|

Editing the Items in the Grid

If desired, the items in the grid may be edited — for example, you may select a different Inventory lot or
a different quantity to be distributed. In this example, the person filling the order changed the Quantity
Shipped and is in the process of selecting a different lot from the Inventory Picker window. (To display
the window, double-click in the Inventory field in the grid.)

. — O S
Ordered Date Owner Ste = Inventory Picker -

s L Lo Accession Number: MR 2015 REID218A

Local Number E,

iood) Murbier )

intended Use Taxonomy:

l Iventory Inventory Fventory invertoty Inventory Is Defaut

Tolat Cot Prefx Number Suffe Type ste Maintenance  jverion? i
$0.00 Policy
Web Order Rsquest Data MR 201502 REIEA = DBMU SYSTEM N N

Web Ordor egpost  Wak Cooperinr MR 201502 REI8A cT DEMU MAR N N

14254 Reisinger, Martin, AR > pr— 5 DBMU

Special nsructions

|need asap - thanks!

I < b g

New Row Renumber teme ‘ Ship All Remaining tems
: : — / OK Cancel A —
| . L= F 4 = Quantity
o, B o b S i Name Taxon Hand Hend Lints Status Shoped

3 MR 2015 REIC21... | o |DBMU Viis viera subs .. |Colombia, Sucre | 1950.00000 | count | Avaiable | 50.00000 [
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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.)

Tip

Tip

When starting up the Curator Tool, 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 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
when initially creating the order; otherwise you will receive an error message.

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... :\ Accession Wizard .‘;\ Cooperakor Wizard f_"\ Crder Wizard

Iy
|Sh0w lists from: Site Orders | Order HEqUEions Accession Inventory Mame || Inventory | Inventory &
Reizinger, Martin, USDA, AR5 - Drder
Fiequest [tem Order Humber e Accession |rwentorny
[ Include Sub-Folders D Mumber
Orders | Demol || Demol | DShout € * » mar 73107 rei mar 73107 reild
= = Orders Root Folder 7ER9854 24ET03 1 mar 7307 rei mar 73107 reild
= : Drdzrismz 7663855 246703 z mar 73107 rei mar 731071 r2i03
-
& 245703 7EE98RG 2AET03 3 Pl 213702 Pl 213702 10nc
W 246707 7ERIEET 24703 4 MSL 30865 MSL 30865 10
: 322;12; 7EE9858 246703 5 Pl 608643 Pl BO8E43 OTne
=-FT Accessions for Mew Orders 7EE98R9 2AET03 g Pl 213700 Pl 213700 38N
¢ mar T30 rei 7RGIEE0 246703 7 Pl 213705 Pl 213705 S4nc
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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 of 1 | Pk |>{ |OrderNumber: -1 |Items: 0

Order Filkers by
() Selection () My Orders e'$ Orders () Al Sites' Orders

Find

'l Order |.éu:ti|:|n$ || Wwieh I:Irders|

Ordered D ate Dwner Site Order Type J]riginal Order Final Recipient
1143172014 | | DBMU | | Distibution v/ | ||
Cacal Humber Completed CTale rder Obtained Yia Regquestor
| | | I ||
Intended Use Intended Usze Note Ship To
| Ml v |
Total Cost
| o oo ]

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)

Step 3

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

appropriate field.

Order Wizard v1.9.641 - B
1 of 1 # X | Order Number: | ftems: 0 {4 Save | (4 Save and Exit
Order Fiters Prntng
@ Selection My Orders *) My Ste's Orders Al Stes’ Orders v
266368
Find Prirt

Orders | Actions | Attachmerts | Web Orders

Ordered Date Owner Site Order Type Original Order Final Recpient

5/28/2015 DBMU Distrbution v Fesinger, Matn A, Reisnger Resource Group, Inc., 207 Melancthon Avenue, L| | Edt
Local Number Completed Date: Order Obtamned Via Requestar
Reisinger, Martin A.. Reisinger Resource Group, Inc.. 207 Melancthon Avenue. L |  Edt
Intended Use Intended Lse Note Ship To
[Nu] v Resinger. Marin A. Reisinger Resource Group. Inc . 207 Melancthon Averwe L) | Edt
Total Cost
$0.00
Web Order Request Data Neke
Wieb Order Request  Web Coopersior Emai Primary Phane
Special Instructions
New Row Fenumber tems

She Al Remarning tems

Omerbedue®  OnderNumber e Number Accession nventory Ste b cogme i Geography

Name axon
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Order Wizard

Step 4

In the Order Wizard window, input the other fields, such as Local Number, Special Instructions, as

needed.

Step 5

The Original Number field is blank for all new orders. It is used when an order is split. It refers
to the order request key field of the original (or "parent") order primary key field number.

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
53 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 An 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 interprets an inventory key based on 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.

[

As of version 1.9.5, Order Request Items in the Order Wizard grid can be copied (using Ctrl-C)
into a spreadsheet. At this time, you cannot paste Order Request Items into the OW grid.
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Order Wizard

Step 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 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).

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.
When Inventory Picker window displays, select the desired inventory row from the window; click OK:

BNil=liES
4 4 |z afz | b Pl |d= 1 der Number: | Items: 0 | [ 5ave | [ Save and Exit
Order Filters Frinting
(%) Selection ) My Orderz ) My Sike's Orders ) Ml Sites' Orders | v|

| |
Order | Actions || Web Drders|

Ordered Date Oiwner Site Order Tupe Original Order Final Recipient
|2.-"4.-"2D1 4 | |DBMU | | Diistribution v | | | |Fieisingel, M artin A., Reizsinger Resource Group, Inc., 207 Melancthon Avenue, Lutherville, Ma |
Local Mumber Completed D ate Order Obtained Yia Requestor
| |Heisingel, I artin &, Reizsinger Resource Group, Inc., 207 Melancthon dvenue, Lutherville, Ma |
Intended Use Intended Use Mote Ship To
| [Mull] w | |Heisinger, M artin A, Reizinger Resource Group, Inc., 207 Melancthon Avenue, Luthervillz, Ma |
Total Cost

ET— DX

E5 Invento ry Picker

“wieb Order Request Data
‘web Order Request  'web

|:| I: Accession Mumber:

Accession Name: | |

Special Instructions

axonamy: | |
/. : 2
’, Inventany Irventon Iventony Inventory Sit h?\'??tm}' Iz =
¥z Prefis Mumber Suffia Type Lz Pj:gyenance Diistributable’? = —
New Fow 1 MR 1204 e BD COR: RUBLS N N
Order Request Mar 1112130 rei = DEMU SYSTEM N N
Itemn |D ey . 4 - W " H
» 1 01 DEMU i Y B
b ar 111213m el TC DEMU MAR s A
I ar 111213m Teid SD DEMU MAR Y Y
mar 1114130 el - DEMU SYSTEM M H
< | 5
[ Ok [ Cancel ]

T gg_or... B2 Mic... » Mm2Wi. ~| “)ARSF. ®s . v 3G, | BEGRIN-..
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Order Wizard

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
Basic Query | ** Under Construction ’“‘l
Order Number: Orderhum)
pl| - Order Filters Limit:
= @ Selection O My Ligers ) My Site's Orders Ol Find: =
[ ) Default ® ||nvent0ry v|
- -2 .
— . M atching
£ Fird ‘ O Anywiod & Allwiords ) List of ltems
Order | Actions | Wb Orders| @accession taxonomy_species_id IN (23214, 23215, 23216, 23217, 23218, 23219, 23220, ~
23221, 23222, 23223, 23224, 23205, 23226, 23207, 23228, 23229, 23230, 2323, 23232, |
Ordered Dale Ste Circler Type 23233, 23234, 29096, 23737, 21235, 23239, 23240, 23241, 23242, 23247, 29044, 73246, E
23247, 23248, 23249, 23250, 23252, 23253, 23254, 23255, 23256, 23257, 23250, 232509,
| I | ituin 23260, 23261, 23262, 23263, 23264, 23265, 23266, 23267, 23268, 23269, 23270, 23271,
Local Murber Completed Date 23272, 23273 23274, 23275, 23276, 23277, 23278, 23279, 23280, 23281 23282, 23283, n
Intended Lze Intended Usze Note [ Add To Query ] [ Clear Query ]
INuil e fcoessions | Inventory | Diders | Coaperators | Name Group | Accession Source | Tasonamy Species| . | [ Shoy
otal Cosl |
‘wieb Order Request Data Irventory Irventory Inwventory Inwventorny .
‘wieb Order Fequest  Web Cooperator Email Fi ety 1 Prefis MNumber Suffix Type faces ol
|| || |0} - | 535559
Special Instuctions
Mew Fow Fenumber ltems
Eéﬁﬂ[l;iequest Order Mumber Item Murmber A /
R
g / qu_statusLeftMessage I ux_statusCenterMessage (http: /199, 133,55, 31 /GRINGlobal{GUI. asm:)
| F

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

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.

Accession Accession  Acc

Prefix Mumber Suf
r3|DPRU 104
7|DPRU 138
'SIDPRU 438
L1|DPRU 198
BJDPRU + 285
2 DPRU Ty 375

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

* Order Wizard v1.8.28.0

4 4 | 1 of 1 | Bk ®< | Crder Number: -1 | Teems: O | ) save | [ 5ave and Exit
Order Filters
(&) Selection ) My Diders () My Site's Orders () All Sites' Orders

Find ‘

Order | actions | Web Drders|

Ordered D ate Owner Site Order Type Original Order Final Recipient
|9/15/2m13 | [DBMU | | Distribution v | | |
Local Humber Completed Date Order Obtained Via Fequestor
Intended Uze Intended Uze Mote Ship To
[Nl ~| | |
Feedback Tatal Cost

‘wieb Oider Request Data Mote

Wweb Order Request  “Web Cooperator Ermnail Primary Phone

Special Instructions

[ Mew Fow ] [ Renumber [tems Ship All Remaining Items
ﬁ;ﬁlﬂelrtl;lequest COrder Number Itern Murnber Accession Ireeentony Site E:?;;esmd ?:E;:Sted Geography

> 1 1 DFRU 104 DPRU 104 0000... | DAY Black Heart Prunus avium | United States, N...
-2 -1 2 DPRU 133 DPRU 138 PL Dty terton Glorye Prunus avium United Kingdom, ...
-3 -1 3 DPRU 438 DPRU 438 0000... | Day Satzuma Prunuz salicina LUnited States, W
-4 1 4 DPRU 138 DPRU 133 0000... | D&y F31537 Pruruz wehbil United States, Ca...
5 -1 5 DPRU 285 DPRU 285 PL Day ELE-3-DHaploid Prunus persica United States, 'w...

£ | ¥
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Order Wizard

Step 5d: Dragging Accession or Inventory records from the Curator Tool

You can select Accession or Inventory records from the CT, and then drag them into the Order Wizard
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 — see the online Inventory document for

complete details) 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?

Shoslietlion Site || Orders | Order Request ltem | Accessions | Accession Inventary Name| Inventory |Invent0ry Action | Accession Inventory Attach € #
Inventary | Inventon Inventory | Inventory  [nventory & . ls |z Auto ls Availability sl

[ Include Sub-Falders D Prefic | Mumber | Suffix Type ceesson Distributable? Deducted? | Available?  Status
Tobacco Source| D":|ETS| Search | |4 * 4 7 18 - mar 73101 rei d l

"0 mar 73107 rei 5D
"0 mar 73101 reil305a SD
"0 mar 73101 reil306a SD

= P Orders Root Folder 4910638 | mar Tei sD mar P30T rei [N M M Available to send
[ Orders 4910781 | mar 1eil305a | SD mar FI0 el |V ¥ ¥ Awailable ta send
=T Mew Orders
=7 mar 73100 rei 4310734 | mar rei0306a | 5D mar 73100 rei | Y M Available to send
W0 mar 73101 e ™

Answer: inventory mar 73101 rei0905a SD -- Why? Of the four inventory records, this is the only
inventory record whose fields Is Distributable? and Is Available? are both set to “Y.”

Editing Items in the Grid

If desired, the items in the grid may be edited — for example, you may select a different Inventory lot or
guantity to be distributed. In this example, the order filler changed the Quantity Shipped and is in the
process of selecting a different lot from the Inventory Picker window. (To display the window, double-

click in the Inventory field in the grid.)

4254

Special Instructions

Orders | Actions | Attachments | Web Orders
Ordered Date Owner Ste
5/28/2015 DBMU
Local Number
Intended Use
Research
Total Cost
$0.00

Web Order Request Data
Web Order Request  Web Cooperator

Reisinger, Martin, AR

! Inventory Picker = =
Accession Number: MR 2015 REI0218A
Accession Name:
Taxonomy:
Inventory
Inventory Invertory Inventory inventory s Defaut
Prefoc Number Suffix Type Ste :’;:mm Inventory? s Avi
MR 201502 REIEA o DBMU SYSTEM N N

MR 201502 REIBA cT DBMU MAR N

N
L 201502 'REIBA 50 DBMU MAR ) Y

need asap - thanks!
< >
New Row Renumber ftems Ship All Remaining ftems
OK Cancel
y [i
tem Number Accession nvermory Sre Nase Taeen Geograpny Hand Hand Unts Qs Ry Qsm q
» MR 2015 REI021 DEMU Vitis vinfera subs .. |Colombia, Sucre imwouo Vl:oui Available 50.00000 f
gg_order_processing.doc Page |19


http://www.ars-grin.gov/npgs/gringlobal/docs/gg_inventory.pdf

Order Wizard

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 (Inspection)

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

Order | Actions | Wweb Orders

E;?Eﬁgquea g;dqedest Action Name Started D ate E;?;:ea? L
b 240954 - Dowd, ... | Curator alerted about order 17420013 501 PM Complete
325444 240954 - Dowd, ... | Mew Order 174203 7:34 PM Complete
325471 240954 - Dowd, ... | Order filled ready to ship 17452013 222 AM Complete
325445 240954 - Dowd, ... | Order pending 1142013 359 PM Complete
320E16 240954 - Diowed, ... | Order shipped 14714/2013 751 &AM Complete
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Order Wizard

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: ORODER_REQUEST_ACTION
Walues [29) | Referenced By [2 41
Language: | Englizh w
"W ale Tithe D ezcription Lazt Tow

IAPHIS Order zent o APHIS 10/5/201
APHISASKED Ewport reguirements requested 10/55201
CAMCEL Cancel or abort order 10585201
CURALERTED Curator alerted about order 1055201
CURATOR Order Status 43020
CURCLEARED Curator cleared an arder 10454201
CURWAIPROF Order waiting for IP expiration 10455201
CURWAREGEM Order waiting for regeneration 1045201
DOME Completed in-house order 1085201
ESSREQUEST Endangered Species Statement requirement 10/55201
FORWARD Fonward order to another site 1055201

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:

DrderlJ Actions | }Viab Orders

g::i:est Action Name Staited Date glt::?:lgz‘lj pae ﬁ]cht::;?amn EDGT;DIE{Ed
240411 - Pollard, ... | Curatar alerted about order 1A7/20133:26 .. | Complete date 14742013
240411 - Pallard, ... | Curator cleared an order 1A7/2013120... | Complete date 17203
240411 - Pallard, ... | Curator cleared an order 1A17/20139:26 ... | Complete date 141742013
240417 - Pollard. .. | Curator cleared an order 1A7/2M3522 ... | Complete date 1A7/2M3
240411 - Pollard, ... | Mew Order 12/30/2012 3:07... | Complete date 142/2013
240411 - Pollard, ... | Order filed ready ta ship 1/18/201310:53... | Complete date 141842013
240411 - Pallard, ... | Order pending 14272013821 AM | Complete date 14242013
240411 - Pallard, ... | Requestor solicited for addionali... | 1/2/2013 447 &M | Complete date 14242013
240411 - Pollard. ... | Order shipped 1/18/20131:39 ... | Complete date 1/18/2M3
240411 - Pallard, .. | Order zent to APHIS 173172014 [Null] 143172014
» 240411 - Pollard, ... | Order filed ready ta ship 143142014 [Mull]

Completed
Date Format

Complete date
Complete date
Complete date
Complete date
Complete date
Complete date
Complete date
Complete date
Complete date
[Mull]

[Mull]

Action I "
Ciost noperatar

7o.00
28.00

Stebbins, Fober
Feitsma, Kathleg
Millard, Mark J.,

EBrenner, David,

Stebbing, Rober
Friffrer, Liza, LIS
Stebbing, Rober
Stebbins, Fober
Stebbins, Rober

Reizinger, Emm

S
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Order Wizard

Dlde'l Actions | Web Orders |
Ordered Date Ovarier Site Order Type Original Order Final Recipient
11/2/201312:00008M | [NCT | | Nonesearch, non v | | 240411 - Pallard, Tyler, | |Pollard, Tyler, . 11770 El Camara Drive.
Local Mumber Completed Date Order Obtained Yia Requestar
|2EI1 2214 | |'|,.-"| 8/2013 12:00:00 Al |PLIELIE | |F'0I|alc|, Tyler, . 11770 El Camara Drive)
Intended Use Intended Uze Note Ship To
| [Mull] ol ! |F'o||ard, Tyler, , 11770 El Camara Drive)
Taotal Cost
$103.00
wieb Order Request Data Note
Web Order Request  “web Cooperator Email Frirmary Phone NEF letter sent.
|| || |
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Order Wizard

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 EEX

| | 1 of 1 ‘ .y ‘ K ‘OrderNumber: -1 |Items: 1} |HSave |H5aveand Exit
Order Filters e
rder Status
® Selection O My Orcers O My Site's Orders O AlSites' Orders [[] Caneel or abort order it &
[[] Partial shipment =
] Shipped order item v

Order |Acti0ns ‘web Oiders

Ordered Date Owner Site Order Type Original Order |0 Final Recipient
|n30as2011 | [svs | [iswibuion  ~| | |
Local Mumber Status Completed date Order Dbtained Via Fegquestor
Web Order Request Data y Ship Ta
‘wieh Order Request ID Cooperator Email Address Phane Mumber

Nate

—_— \_/\.x ) \_/\xj\'/ ~

[ Ship &l Remaining ltems

Source of ltems

Requested
Réfnaer g:q?:est Itern Murnber Accession Inventary Item Mame T axanomy Taxan
Name
3 : [ 1 Pl 543955 DPRU 1643 000 . |Sun Crest Prunus dor
£ | >
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:

Walue Title D ezcription
CAMCEL Cancel or abort order itemn

HOLD Hold Hold iterm [long term]
INSPECT APHIS

MHEW P e

PEMDIMNG Pending

QUALITYTEST [uality Testing

SHIFFED Shipped order item

SPLT Split out arder item
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Order Wizard
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):

[ Mew Fow ] [ Fenumber ltems ] [ Ship &ll Femaining ltems ]

Esternal IPR #PVF
Source Restriction W arning

Quantity Units [of Distribution
Shipped Shipped) Form

Item Status...

i Reports...

Cancel or abort order item
Shipped order itern ”
Hald

Split out order item
APHIS

Mew

Pending

Quality 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

; 4 4 of 1 | b bl | 9r X | Order Number: 240954 | Items: 9
Order Filters
(*) Selection ) My Orders () My Site's Orders () Al Sites' Orders

Find

Order |.-’-‘-.c:ti0ns wieb Orders

240954

Ordered Date Owiner Site Order Type Original Order Final Fiecipie
[a

armmamam me oo aes | e | P | [mammes e L e -
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Order Wizard

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

| |1 of 7 | | |'-J|}=' % |Order Mumber: 56311 |Items: BE
.I Order Filters
| ) Selection (#) My Orders ) My Site's Orders () Al Sites' Orders Type: |[Nu||] vl Date: |
Item Status: [] Cancel ar abort order ] Hold Order item iz news ] APHIS

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

| Order | Actions || wieb Drders

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

tes' Orders Type: Date:

item iz new | [] APH
ibern is under br[ | Qual ficpib tion [:'

Germination

Germplazm introductr—
Herbariurmreidentific.
|mformation anly

Onginal Ordg Mon-regearch, non-ec
| [EE011 - Dinart ¥ atbloce] Dot ¥ athlooe S04 ADC

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.

1 Order ReguestID  Orde
E 246702 9/5/]
] 246703 9/s/]
7 246707 9/6/|
B 246712 9/6/]
b 246723 9/9/,
0

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.
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Order Wizard

r

& Order Wizard v1.9.4.0
Jd 4 J: of5 | b Bl | dF X | Order Mumber: | Items: 2

Order Filters
(*) Selection ) My Orders ) My Site's Orders 0 Al Sites' Orders

246702
Fird
'y

S Ly
Order | Actions | Weﬁ ders |
1

Ordered Date 1 Owner Site Order Type Original Order Final Recipient
[6/17/2013 12:00.00 AMgl [COT | | Distribution v | 245702 - wilcow, Jelf, | [wilca, Jeff, , BOBW. B6th Street, Kansa
Lacal Mumber F Completed Date Order Obtained Via Requestar
13077 \ B/17/2013 1200004 | | [witcon, Jeff, . BOB . B6th Steet, Kansa
gt S |
e
[ MewRow | [ gRenumberltems | 1% Didler Contains IPF Items *
*
|
E;?::Sequeﬂ &der Mumber Item Mumber Accession Inwentary Site E:m;estec
D GAT8
7EBI5ED 245702 - Wilcow, ... | 2 Pl 635119 5435430150  |COT GAJ8056

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
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)
& GRIN-Global v1.8.24.0

File Tools Help

(Y Search... i Accession Wizard % Cooperator Wizard & Order Wizard

Sy 45 (i | Site: || Orders || Order Request Item| Accessions |Accessi0nlnventol}l Mame || Ireventorny || Irwventorny Action || Accession [nventory Attach ||F
Feizinger, Martin, USDA, ARS w
J | A ion 1D Accession Accession Accession T N iigi
7 Include Sub-Folders coession Prefix Number Suffis E| ame figin
| Orders | DStaut || Traits? ||E 4 L | TLNUE { it | United King
| F= Orders Roat Falder ! unus domestica i ] United Kinge
= 'F@ Orders 1540615 DFRU 2404 Prunus domestica Doneckaya Kons... | Latvia
W 246702
& 246703 1612451 DPRU 2419 Prunuz domestica Sans Moyau United State:
o 246707 12 I Matherlands
o 246712 . .
o 246723 1552545 DPRU 1839 Prunuz domestica ‘wagenheim Fruh... | Germany
B Accessions for New Orders 1552558 DPRU 1960 Prunuz domestica Tirnpurii Rivers Romania
8 Mew List 1552559 DPRU 1963 Prunus domestica firina Spath Fiomania
T Mew List (1
I%; Maw List {2} 1552560 DPRU 2008 Prunus domestica Tim Former Serbi,
1552561 DFRU 20m Prunuz domestica Wi Former Serbi,

gg_order_processing.doc Page |26



Order Wizard

Step 2: Make a List of these Accessions

& GRIN-Global v1.8.24.0
File  Tools  Help
Q Search... -:i Arcession Wizard a@ Cooperator Wizard é\'-Order Sfizard

Show lists fram:
|F|eisinger, Martin, USDA, ARS v

[ Include Sub-Falders

Orders | DStout | Traits2 ||E ‘b

Site | Orders || Order Fiequest ltem | Accessions | Accession [nventory Mame || Imvenbany || Inventary Action || Accession [nvento
A ion D Acoession Acoession Acoession T M
CEESSION Prefix Number Suiffix axon ame
1226720 [l 300259 Prunus domestica Pocegaca

)| || FZ Orders Root Folder
=-FT Orders

B9 246723
#-FT Accessions for Mew Orders
----- 4, Mew List

[T Mew List [1)

=T Mew List (2)

- Pl 126882

1563354

131228

Prunus domestica

Prince Englebert
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Order Wizard

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...

¥, pDha g 4.0
File  Tools  Help

i (O 5earch... % Accession wizard % Cooperator Wizard * Order Wizarsl*

Shioy lizts fram:
Reisinger, Martin, USDA, AR5 v|

[] Include Sub-Folders

Siteg Orders | Orgler Request Itam || Accessions || Accession Inventory Name || Imwentary || Imwenbory Action ||E

18] u=1§ wieb Order
Request 1D Ordered Dats Request

Original Order Local Mumber g

11 - Rigert

Orders |D8tout || Traits2 ||E i

| F=r Orders Root Falder
== Orders
08 248702
W 246703
W 24E707
H 246712
W 246723 »
F-FT Accessions for Mew Orders
w4 Mew List
MHew List [1]

77 Mew List [2)

B o e et

Fl 300254
Pl 126882
225110
174278
162321
112477
103569
57239
5E811

- Harmeni...

s

™

dedddda

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
bar to move among the orders.

f |=|']= b4 |Oru:|er Mumnber: 56811 |Item5: 66

rder Filters L\\}“
[ (¥} Selection ) Fy Orders ) My Site's Orders 7 Al Sites' Orders

[ﬁ 225110,174278.162321 112477 ,103569,57239.56511
Find

Order | Actions | web Orders |

Ordered Date Owner Site Order Type Original Order Final Recipie

I.l.l"ll'i.l'll'il'i"l'l"l.i‘li‘l.i‘ll'in‘-l:llIr\nl:lll IIl—h (] - il ..III:I"'"I'l'l

| TP I.r"_I.I.I__..I In:_-.l. Ll
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Order Wizard

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:

AN A LG WL TE L Tad | WAL

& Order Wizard v2.0.4224.21552
4 4 |1 of1 | b bl | fR | Orfler Humber: -2 | Items: 0 | 4 5ave | ) Save and Exit =
Order Filkers Order -
) - . rder Statug det
() Selection ) My Orders () My Site's Orders 3 8l Sites' Orders [] Cancel or abort order t o | |
[] Partial shipment — Hsion
[] Shipped order item hd
— H5E
Order | Ations | Web Orders |
Ordered D ate Owaner Site Order Type Qriginal Order 1D 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.

Requested
Order Item 1D EuradqeL:est IISZTan[ Arceszion Inventary Itern Mame L:ﬁ:omy Taxaon
» P 543956 | DPRU 164300004 FL | Sun Crest | Punus dome
< | »

Click OK to respond to the prompt:
t& Record Delete Confirmation v2.0.42... |L E|fg|

WARMIMNGH You are about to permanently delete 1 records
from the central databasel

Are pou sure pau want ta da this?
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Order Wizard

Attachments

Attachment files can be submitted by the germplasm requester after he submits his order. To do so, he

must go to his Order History and click on the order’s view detail link:
-~

You have submitted 3 germplasm order(s).

order placed on:

June 9, 2015

view detail./ asap please
Order Retﬁt Number: 4271

N

To upload a file, the requester must first click on the Browse... button:

Order Detail Number: 4271 Order Status: ACCEPTED|
Requestor: Ship To:
Eloise Beauchard 207 Melancholy Way
RRG
PHONE: 410.666.0100
FAX: Lville, Maryland 21093, United States
Ordered Items (1 item):
ID Plant Name | Taxonomy | Form Distributed | ltem Status | Maintained by Comments
MR 201502 REI Vitis vinifera | Seed ACCEPTED |DBMU

Intended use for this germplasm:
RESEARCH:Entomological investigations. Research use notes - looking 4 bugs

Special instructions for the order:
asap please

You may have ordered accessions from more than one NPGS site and your order maybe split between sites and may be handled in different ways.
You may receive your material in several shipments.

Order Request Actions:

Action Step | Action D, Action Note
NEW June 015 |New Order created from Web Order by marty.reisinger@ars.usda.gov
— Upload File

Browse...\;No file selected.
Upload ﬂNote: To save and upload a document, the upload button must be pressed.

In the window, he then locates and selects the source file:

© = 4 L » ThisPC » Windows(C) » aGG » v/ €| SearchaGG
Qrganize ~ New folder S -
’
i Videos £ MName Size
4 58 Windows (C) b GHIN
4 | aGG guides
HelpFiles
images

inv_lookup_video
MNPGS_impn
OddsNends

L
I
|
L. international_stuff
I
I
I
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Order Wizard

and will ultimately click on the Upload button to load the file:

Upload File

P1_588791.jpg

Upload Note: To save and upload a document, the upload button must be pressed.

| Eila Nama | lLinlnad Timactamn |

The requester can continue to upload additional files until the order has been shipped.

Whenever an attachment has been added, the genebank receives an email indicating that the order has

had an attachment added:

; Search Inbox
i3 Inbox b
E; t [ 0 From Subject Received Catel
=] Date: Today
] dbmu@ars-grin.gov ‘GRIN-GLOBAL - Public Order Attachment (Web Order Number 4271) (action: Added file 4271_PI_588791.jpg) Tue 6/9/20...
1 dbmu@ars-grin.gov ‘GRIN-GLOBAL - Public Order Attachment (Web Order Number 4271) (action: Added file 4271_eye.jpg) Tue 6/9/20...
d AL saries seoas LDIN CILNBRAL Deblic Owcdas L FALTEY MW T P L AT Addod £1a AT s s covem 2N1E _NE Tarm £10120,

Within the CT’s Order Wizard, the genebank person filling the order needs to click the Update button on

the Attachments tab:
¢ Order Wizard v1.9.6.41 = =
1 of 1 Order Number: 266387 | Iltems: 1 ) Save | |4 Save and Exit
Order Fiters
®) Selection O My Orders () My Stte’s Orders _) Al Sites’ Orders
266387
Orders | Actions  Attachments | Web Orders
e

i il =i Virtual Path Ipmbot Sort Order Tt
v EXC 25537 - Beauch. .. |~ pioads mpor. .. | ~/pioads import

07 266387 - Beauch... | ~/uploads/mport... | ~/uploads/import

3 266387 - Boauch... | ~Ahoods/mpor... | ~/ughoodsAmpot.. |

If the software viewer recognizes the file, it will display in the window.
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Order Wizard

When it doesn’t, it launches the program that recognizes the file. (For example, the Microsoft Word
program would launch a .docx file.)

Orders | Actions = Aftachments | Web Orders

Update... sites and mz
File Download

Do you want to open or save this file?

E‘; j Name: 4271_gg_api.docx

Type: Microsoft Office Word Document, 80.5 KB
From: C:\Users\marty.reisinger\AppData\Local\Temp\...

Open Save [ Cancel

‘ 1 While files from the Intemet can be useful, some files can potentially
0 ham your computer. f you do not trust the source, do not open or

. save this file. What's the risk?
A
ya
oy o Qﬁe i Virtual Pal!}” - Sort Order Tile Descrf
fzms :265387‘ Beauch... \ ‘/Lu)ﬁ;}mm... |'“/udoads/mpon._ :
2017 266387 - Beauch... | lploads/mport.. | ~/uploads/mport. |
3 | 266387 - Beauch# | ~/uploads/impot... | ~/uploads/impo.. |
» ' ' .
Viel

However, after the web order has been shipped (completed) in the CT, the Browse on the Public
Website button is no longer available and the requester cannot attach additional files or documents. If
the requester needs to include additional files with his order, he would need to contact the genebank
and email the file(s) directly to the genebank. The genebank person processing the order can still attach
documents to a shipped order.

The Order Wizard has an Attachments tab page which supports the attachment files. In the Order
Wizard, attachment files can be manually dragged onto the Order Wizard Attachments page’s datagrid:

: o s Q'R:;Zrest Virtual Path gt Sort Order Title Descri[l
> B 266387 - Bemuch... | ~/uploats/impat... |~Asioads/mpot..

2017 266387 - Beauch... | ~/uploads/import... ~/uploads/import...

2018 266387 - Beauch... | ~Asploads/mpot... | ~AploadsAmport...

2019 266387 - Beauch... ~/uploads/import... ~/uploads/import...
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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 might be 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 Pkl | | order Mumber: 66745 | Items: 177
“wieb Order Filters
(O Selection () My 'wieb Orders ) My Site's Weh Orders (&) Al Sites' Wb Orders Date

Wweb ltem Status: (7] Accepted Order Mew Order

web Find ] Canceled Order

Order | Actions | “w'eb Orders

| 1 af 7 | b bl | | Ttems: 11
[ Create New Order Request ] | My Site's Accessions Only |] [ Create Mew Cooperator
“web Order Request ID Ordered Date Status Intended Use ‘wieh Cooperator
12 1/8/2M4 101356 P Fieiz, Horatio, RRGI
Addrezs Line 1 Addrezs Line 2 Addresz Line 3 City Pogtal [ndes Geography
207 Melroze Lville 210893 tarpland, United States
Mate Intended Use Nate

Plant Pathological investigations. Research uge notes - need zome with bugs

Note 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).
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Splitting an Order

r

Jd 4 J1
Weh Order Filkerz
(#) Selection

E Wieh Find I

% Order, Wizard v1.9.4.0
of 1 | kB | ==

L

(1 My web Orders

| Order Mumber: 240411

) My Site's Web Orders

Items: 12

() Al Sites'web Orders D

12

Wieh Order

“Wwieb Order

Request Item Cooperator Fiz s |tem M umber Accession Sike

D
Reiz, Horatio, 12 1 Pl B38324 COR
Reiz, Horatio, RR... |12 2 Pl B38763 COR
Reis, Horatio, RR... |12 3 Pl E13189 COR
Reiz, Horatio, RR... |12 4 Pl B13188 COR
Reis, Horatio, AR... |12 ] Pl E18072 COR
Feis, Horatio, AR... |12 B Pl E18067 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 Iltem Status... then
select Split out order item; select Yes on the Split Order Confirmation window.

¢ Order Wizand|v1.B.24.0 =)
4 4 | 3 of 3 | L | dh X | Order Mumber: | Items: O | H Save | H Save and Exit
Order Filters Frinting
() Selection ) My Orders ) My Site's Orders O &l Sites' Orders | v|
) |
Order | Actions | web Orders |
Ordered Date Owner Site Order Type Qriginal Order Final Recipient
[3n2/201312:00:00 80 | | | | Distibution v | | [Reisinger, Martin, DEMUI, 207M, Bille, Maryland, Urited States |
Local Murber Status Completed D ate Order Obtained Yia Fequestar
| I | [Reisinger, Martin, DEML 207M. Buille, Maryland, Urited States |
Intended Use Intended ze Mate Ship Ta
| Rezearch w | arietal Development. Research uge notes - Heizing
Feedback Total Cost looksz like these will be Lseful
\web Order Fiequest Data “fou are about to split 1 items from this order.
‘web Order Request  Cooperatar Ernail Address Phone Murmber .
Are you sure pou want to do this?
l6o | I I
Special Instructions
,J
[ MHew Row ] [ Renumber ltems y _ Remaining Items
o Order Request I"_ o e i Quantity On ~
Jtem 1D Order Mumber Item Number Accession P ! Irverlon R TEen Herd Hand Urits =
‘ rightt Cancel or abort order item y; Pl ER0342 85nca... | Argentario Helianthus annuus | 2840200000 count
Shipped order item /, Fl 650340 85 Helianthus anmuu: 2 i} m
Hod ‘ oot |
Item Status... 3 | Split out order item % J m
'_9 Reports... v Order temisnen 0 9 Pl 650346 $4nca... ET
e =T Order item is under processing FI 650343 85nca... |Record count v
< APHIS | 3
Quality Testing
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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).

|
[ Mews Fov ] [ Renumber lkemsz ] ‘ right'c |C|'( ’ Ship All Ren
N

_—

Eéﬁjell[l;ﬁequest Order Humber ACCession Inventory Site E:?ﬂ"fﬂw ?:E;:sted

b 339508 E1105 - Pallak, Li... — To037 o1 oeree... | M7 ] Zea mays 33p. m.)

: Item Status... 3 T

339509 E1105 - Pallak, Li... | 2 B03723 86hece... | NCY Zea mays $3p. m.)
339510 61105 - Pallak, Li... | 3 REFTEn [, D | 3x3_Packet_Label.rpt Zea mays ssp. m.)
339511 1105 - PD”ak, Li.. 4 T PSR | PSR- ) T I Zea mays sp. m. |
339512 E1105 - Pallak, Li... |5 Ames 139233 Ames 192393 91n... | NCF Zea mays ssp. m.)

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

" Order Wizard v1.9.4.0

1 { |1 of 14 | b Bl | 42 X | Order Number: 61105 | Items: 5 | ¥ save | [ Save and Exit
"l Order Filkers i
E () Selection ) My Orders O My Site's Oiders O &l Sites' Qiders 3

B398 FAN9F 2765 F2640 52118 B2062 F2001 £1 869 F1756. 515597 F15R2 £1561 61355 K105 Order-Packing by Accessianipt A
Order-Packing by [rventory with —

Order-Packing by Inventan. pt
Order-Packing General.rpt

| Find

Order |Actions ‘wich Orders

Order-Packing Picking List by Pl

Ordered Date Qwner Site Order Type Original Order Final Recipient Drder-Packing NSGC it v
[4 /26904 120000 am | [MET | [ru wo | [E110F - Pollak Lindabd | [Polak Lindabd LISOA ARS lawa State |niversin Snes Toma TTRE
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Appendix: Document Revision Notes

Appendix: Document Revision Notes

—June 9, 2015

e added detailed information about order attachments

- May 28, 2015

e added information about editing items in the grid

- March 13, 2015

e extensive editing

e screen captures included from 1.9.6.41
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