
 

 

AP Serial Costing 

The AP Serial Costing utility in EPASS is designed to streamline the process of matching purchase orders 

(POs) with supplier invoices, significantly reducing the manual effort involved in costing individual serials. This 

tool allows users to import and cost multiple POs and invoices from various suppliers simultaneously, either 

manually or through automated data file imports. Users can enter PO numbers directly or import supplier invoice 

files in Excel or CSV format, and then proceed to cost each serial by referencing the supplier’s invoice. The 

interface provides detailed columns for model codes, quantities, quoted and invoice costs, and allows for batch 

or individual serial costing. 

The process includes verifying invoice data, marking serials as costed, and finalizing the transaction through 

the Add AP Transaction window. For added efficiency, users can configure supplier settings to auto-create AP 

transactions without manual confirmation. The system also supports importing supplier data files using 

predefined templates, with error reporting and logging built into the workflow. Overall, Serial Costing enhances 

accuracy, saves time, and ensures consistency in financial tracking across purchasing operations. 
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About Serial Costing 

The purpose of the Serial Costing utility is to cross-reference your POs with the supplier invoices. Serial Costing 

enables you to import and cost multiple purchase orders and invoices from multiple suppliers at the same time, 

reducing the manual work required to cost individual line items for each invoice. 

 

Importing of PO and invoice data can be done manually by searching and importing your POs from EPASS or 

importing a supplier invoice data file (either an Excel file or an EDI file in CSV format). You can also automate 

the process by scheduling an import of a supplier invoice data file. 

Once the data is imported, either manually or automatically, you need to cost it. 

 

To access the Serial Costing utility, you must enable the Purchasing System: Serial 
Costing security option. 

 

Importing PO Data from EPASS 

In this method, you'll import models and serial data into Serial Costing by manually entering the POs that the 

product was ordered on. Before starting, you'll need the PO numbers and the Supplier Invoice numbers. 

Importing PO Data: 

1. Go to Purchasing > Serial Costing. 
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2. In the PO# field, enter a PO number, and then click Add. If you have additional POs you want to add, 

repeat this step for each PO before moving on. 

 

 

 

If you need to remove a PO, select it from the list and click Remove. The Clear button removes all 

PO numbers that you've added. 

 

3. Click Search. The model data from each PO is loaded into the Serial Costing screen. 
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The Serial Costing screen is broken up into several columns of information: 

A Model Code Each model that was ordered on the POs. 

B Qty Ordered/Qty Received The quantity ordered and received. 

C Qty To Cost The quantity of serials that need to be costed. 

D Quoted Cost The quoted cost for each model. 

E Invoice Cost The original invoice cost. 

4. Click Expand All Rows to view the serials for each model. 
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Costing Each Serial: 

Starting with the serials for the first model in the Serial Costing window, follow this method to cost each serial. 

1. Enter the Supplier's Invoice #. 

 

2. Go to the first serial line, and enter the cost of the serial as per the supplier's invoice in the Invoice 

Cost column. 

 

3. Click the Costed checkbox. The invoice number that you entered in the Supplier Invoice # field is 

automatically entered in the Supplier Invoice column. 
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If you don't want to cost a serial, clear its Cost check box. Any serials that do not have their Cost 

checkbox selected will not be costed. If there are any errors during the costing process (for 

example, Model record is locked), error messages are displayed in the white box above the 

progress bar. 

 

4. Repeat steps 3-4 for each serial, then move on to the next model and repeat the process. 

 

 

Remember to update the Supplier Invoice # field when costing models that appear on a different 

invoice number. 

 

5. When you are finished, click Cost. 

6. The Add AP Transaction window opens. Verify that all the information is correct in this window. If 

necessary, enter a Cost Center for each Distribution line. Click OK and repeat for any additional Add 

AP Transaction windows that open. 
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In each Supplier’s settings (Supplier record > PO Variables tab) you can select to auto create the 

AP transaction without displaying it on screen. Make sure that you are comfortable with the settings 

before enabling this option. 

 

 

The costing process is now complete. 
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Rather than costing each individual serial, you could also cost all model serials at once by clicking 

the model's Costed checkbox. This marks all the model's serials as "costed" at the quoted cost and 

on the invoice number that is currently in the Supplier Invoice # field. 
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Importing Supplier Data Files 

Before Starting 

• Before you can import the data file, you need to create a Supplier Invoice Template for each one of your 

suppliers. 

Importing the Supplier Data File 

1. Go to Purchasing > Serial Costing. Click Import. 

 

2. Select the Template code from the dropdown. 

 

https://help.epass.software/help/Purchasing/SerialCosting/CreatingSupplierInvoiceTemplate
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3. The Import Folder field is populated with the import folder path that was entered when the template was 

created. If this path isn't correct, you can change it here. 

 

 

You can select a single data file instead of a folder location if the invoice data is contained within 

one file. To do this, add the filename and extension to the end of the Import Folder path. 

 

 

4. Click OK. A PDF opens reporting any errors or exceptions with the import. 

 

 

 

The import utility creates a log file during the import process, which is stored in your EPASS folder. 
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5. Repeat steps 1–4 to import invoices from additional suppliers. 

 

6. The model data from each PO is loaded into the Serial Costing screen. 
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The Serial Costing screen is broken up into several columns of information: 

A Model Code Each model that was ordered on the POs. 

B Qty Ordered/Qty Received The quantity ordered and received. 

C Qty to Cost The quantity of serials that need to be costed. 

D Quoted Cost The quoted cost for each model. 

E Invoice Cost The original invoice cost. 
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7. Click Expand All Rows to view the serials for each model. 

 

Costing Each Serial 

Starting with the first model in the Serial Costing window, follow this method to cost. 

1. Verify that the amounts shown in Quoted Cost and Invoice Cost are the same. 
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Any discrepancies between the Quoted Cost and Invoice Cost amounts are highlighted in 

red.  

2. Click the model's Cost checkbox. 

 

3. Move on to the next model and then repeat steps 1 and 2. 

If you don't want to cost a serial, clear its Cost check box. Any serials that do not have their Cost checkbox 

selected will not be costed. If there are any errors during the costing process (for example, Model record is 

locked), error messages are displayed in the white box above the progress bar. 

4. When you are finished, click Cost. 

 

5. The Add AP Transaction window opens. Verify that all the information is correct in this window. If 

necessary, enter a Cost Center for each Distribution line. Click OK and repeat for any additional Add 

AP Transaction windows that open. 
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In each Supplier’s settings (Supplier record > PO Variables tab) you can select to auto create the AP transaction 

without displaying it on screen. Make sure that you are comfortable with the settings before enabling this option. 

 

The costing process is now complete. 
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Printing Labels by PO 

You can print labels for product that you are receiving either by importing a file with the PO numbers, models, 

and quantity details, or by entering each detail manually. With some suppliers, it is possible to find out in 

advance what product you will be receiving; the list of products or packing list can be used to determine which 

labels to print. 

Importing PO Details 

You can import your PO details in two different ways: you can import a CSV (comma-separated values) file with 

the PO number, model, and quantity details or you can import files received from NEAEG (New England 

Appliance & Electronics Group). 

Follow the instructions below for the option that you choose. 
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Importing a CSV File: 

 

 

Your CSV file will need to contain at least these columns: PO number, Model, and Quantity 

 

1. On the toolbar, click the Print Labels by PO button.  

2. Click Import. The Serial Label Import window opens. 

 

3. Do the following: 

o In the Import Format dropdown, select Excel. 

o In the Import Filename field, click the Browse  button and select your CSV file. 

o Enter the line number where your data starts in the CSV file (this is usually line 2, as your column 

titles are usually in line 1). 

o Enter the column letter for the PO, Model, and Quantity. 

4. Click OK. 

Your PO details are imported and ready for printing. Continue with the printing. 

https://help.epass.software/help/Purchasing/PrintingLablesbyPO/#printing-labels
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To Import NEAEG Files 

 

 

There are three CSV files from NEAG that you need to import into the utility: PackListHeader, 

PackListLine, and PackListSerials. 

 

1. On the toolbar, click the Print Labels by PO button.  

2. Click Import. The Serial Label Import window opens. 

 

3. Do the following: 

o In the Import Format dropdown, select NEAEG (3 files). 

o In the Import Filename field, click the Browse  button and select the PackListHeader.csv, 

PackListLine.csv, and PackListSerials.csv files. 

o Enter the line number where your data starts in the CSV file (this is usually line 2, as the column 

titles are usually in line 1). 

o Select the Import Expected Serial Number box. (If this is left unselected, the serial numbers 

don't print on the labels.) 

4. Click OK. 
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Your PO details are imported and ready for printing. Continue with the printing. 

 

Printing Labels 

1. Check off all the pieces that are expected to be received. The counter at the bottom left of the screen 

should match the count on the packing slips. 

 

2. If the amount of models ordered is less than you received, you can change the quantity of labels that will 

print. For example, if you only received 15 of the 20 GSD3400GWW that were ordered, click on that line 

to highlight it, click in the Print Qty column (where the number 20 is) and you can change the quantity. It 

https://help.epass.software/help/Purchasing/PrintingLablesbyPO/#printing-labels
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will take a second to respond for you to key in the quantity. Once the quantity has been changed, either 

click away from that box or press ENTER. 

 

3. Once all the product that is expected has been checked, select your Label Size from the dropdown, and 

then click Print to print the labels. 

 

 

 

 

 


