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Customer Management

Customer Management within EPASS provides a comprehensive framework for managing customer records,
streamlining invoicing, and enhancing communication workflows. Users can create and maintain detailed
customer profiles that include contact information, billing preferences, sales referrals, and service history. The
system supports flexible data entry through both Customer Maintenance and invoice creation, with features like
preferred contact methods, opt-out options, and mapping tools for dispatching. Tabs such as Pricing, Credit, and
Notepad offer granular control over customer interactions, pricing structures, and internal documentation.

Advanced configuration options allow businesses to tailor the system to their operational needs. These include
AR variables for default payment types, customizable phone and email settings, and robust security controls for
credit limits and invoice approvals. EPASS also supports automated emailing of AR statements using SMTP
protocols, with options for branding, internal CCs, and HTML messaging. The platform’s integration with Google
Maps and mobile technician sync ensures efficient service delivery, while tools like the Update Key and
Customer Code management help maintain data accuracy across records and invoices.

Creating a Customer

The details of each of your customers, such as their name, address, phone number, and email, are kept in a
customer record in EPASS. Customer records are used throughout EPASS. You can create a new customer
record either in Customer Maintenance or when you start a new invoice.

To Create a New Customer Record
1. Do one of the following:

o Go to Customer > Maintenance, and then click Add.

3.+ Customer

Search Options Click here to make thi

Search For H By ‘Accuunl # j Mate

[anp =] For | By [Last Name v| Mate
- Account # E%,'Mu:cuunt# | Last Name | Fist Mame | Address
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(- User Created
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e When adding a new invoice, click the Ship To browse button to open the Select Customer window.
Click Add located at the bottom of the window.

F'aymenl Type ICOD _I ICUD

ShipTo | i |

| laM )

e e~ e g wy e e ]

The Add Customer Window

'3 Edit Customer 6045551212 Harrs o] ® =]

Details | Colacts | Malinghdd | Map | Pricing | Ciedt | Malinglin |  Web | Documenis | Notepad

Accound § |..-..'.5.5.-;.: 212 9 Dperu'T olal Invoices: 240 ousg::—':m;m
LastName  [Ham: oK

W DoMot Mad
FistMame  [Chis P 1 [604) 5551212 [~ DoMot Emad Cancel
m'i |55 Main Street Phuone 2 E n ¥ DoMot Text _
2 | ness Phone | [ DoMotMMS —
Ciy [Vaneouver | Fax I
Dithes Phione Update
State ec [~ Conbact
Zplode  [VIS249 Irfo
Contact | Email | ypemai@gmail com| [~ Decine
Bil To Account | |
vievste | Update
Open
Table 1 [WEB Sale Referal [ExamMP _] [E<AMPLE SALES REFERAL Invoices
W: Way | Type | Vahe |
Phone Phone 1 [B04) 555-1212
B Tedt Phonel Text [604) 5551212 Sel
o &Emal Emal Ealss]

A. Account#: The customer code can be a maximum of 20 characters. We recommend using the
customer phone number without any dashes, slashes, or spaces. For corporate accounts, we recommend a
short version of the name. EPASS can assign a system generated number, if you prefer.

B Name and Address: Enter the customer's name and address. Click for additional notes).

C. Contact: Clicking the Contact Browse button opens the Contacts tab where you can enter multiple
contact names and numbers for this customer record.
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D. Bill to Account: The bill to account is used for a third-party biller, such as a tenant/landlord. Click for
additional notes).

E. Table 1: Table 1 is typically used to track sales referrals. Click for more info).

F. Preferred Contacts: Lists the customer's preferred methods of contact. You can add and arrange
these by clicking the Set Preferred Contacts button.

G. Open/Total Invoices: Click this hyperlink to view the customer's current invoices.

H. Phone Numbers: Enter the customer's contact numbers. The titles, such as Home Phone, Cell Phone
etc., are defined in Tools > System Maintenance > Variables > Accounts Receivable > Titles tab. This is also
where you define if the phone number can be text enabled.

I. Emails and Web Address: Enter the customer's email addresses and website. If a customer doesn't
want to provide an email, you can click the Decline checkbox. Note: The Decline checkbox is tied to a security
option. Users need the security option enabled) on their account to use the Decline checkbox.

J. Sale Referral: Click the browse button and select the referral method. These are populated from the
Sales Referral table (Tools > System Maintenance > Sales > Referral).

K. Open Parts List: Clicking this hyperlink opens a list of the customer's open parts invoices.

L. Opt Out Checkboxes: Select the communication methods that the customer wants to 'opt out' of.
Click for additional notes).

M. History: Click to open the customer's invoice history.

0. Update Open Invoices: Allows you to update the customer name and address fields on any or all
open invoices for the customer. In large projects you may have many invoices that all have the wrong address
due to changes since the original quote or bid was put together. This will let you quickly update all those
invoices.

Customer Window Tabs
o Mailing Address tab
e Mapping tab
e Pricing tab
e Credit tab

e Documents tab
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e Notepad tab

Mailing Address Tab

£+ Review Customer MARTIN MARTIN oo B [

[ Details Contacts dailingAd(T Map T Pricing ] Credit ] Finance ]MailingLiskT ‘Web ]Dncuments] B=INotepad

[V Same as Physical Address
Address 1 [
Address 2 |

City
I ‘J History
State
Zip Code
Phone

Same as Physical Address (Checkbox)

If this customer would like an alternate mailing address for the bill or communications to be sent to, this can be
unchecked and the address, phone, email can be filled in. This is useful for vacation properties where the bill
needs to go to the office or the primary residence in the city.

Mapping Tab

B3 - Edit Customer 3438794561 Stark =] 2 [
Dretailz T Contacts TMaiIing AddrT Map T Pricing T Credit T tailing List T YWieb T Diocuments T Maotepad

tMap Zane
Add Department Map Zone Ok
METRO WwANCOUWVER
Edit
LCancel
Cielzte
History
Map Reference | [~ Un-plot Address

Directions Make all deliveries to rear entrance|

Cusztamer facing -
prinks on Foute
Sheet and most
Inwoices

Internal Mote

Appears on
Ihwoice Header

Call to open access gate.

-4 -

https://epass.software/about/welcome-to-epass-user-conference-2025/



EP‘,ASS R&D Business Systems Ltd.

s o T W A R =&

User Conference 2025 TF: 888.629.4218
Wednesday, October 22" — Friday, October 24 sales@epass.software
Map Zone

This is the area or map zone for the customer. This is not required and can be filled in during the invoicing
process. A different map zone per dispatching department can be defined and EPASS can pre-populate the map
zone through the Google Maps integration and /nvoicing > Dispatching > Ultilities > Define Map Zones.

Map Reference

The cross streets or the page and x/y coordinates, if you provide the same map book to all staff. This is not
commonly used anymore since Google Maps integration was introduced.

Map
This will show a map of the address. The dispatching and mapping options of EPASS are required.
Un-Plot Address

If you have previously plotted the address in Google Maps incorrectly, this will erase the Google Mapping
coordinates forcing the address to be re-validated.

Directions

Commonly used for difficult addresses or building/gate access codes for apartment buildings or gated
communities. Directions can print on route sheets and invoices.

Internal Note

This note doesn’t print on the invoices but appears in the Invoice Header.

Pricing Tab
Details ] Contacts ]MailingAddrT Map I Pricing 1 Credit ] Finance T MailingLisl] ‘Web ]Documents] E=INotepad
P.0. Number | Expiry Date |00/00/00
Branch {Default | [%vZ Company - Play
LCancel

Use Project Pricing [

Item List Price Code L1 | [MsRP History
Serial List Price Code L1 _| |MsRP

Other List Price Code L1 _| [MsrP

Labor Rate Rate 1 v | [ Show Invoices Hyperlink

Invoice Delivery Method | Print v

Last Activity Date 4/7/2020

Created Conv  |5/24/2007

Modified KR 4/9/2020
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P.O. Number

When filled in, this PO number will appear on invoices until the associated expiry date.

Expiry Date

The expiry date of the standing PO number.

Branch

The branch that this customer belongs to. The branch is used in both invoicing and accounts receivable.
Use Project Pricing (Checkbox)

When checked, this customer will not use regular list prices; it will use project pricing as defined in the
project. Customer > Project. When checked, the list price code shown on this tab for models is no longer used.
Once checked you can select the project this customer belongs to.

Item List Price Code

The list price level the customer will be given for item lines.
Serial List Price Code

The list price level the customer will be given for model lines.
Other Price List Code

For future use.

Labor Rate

The price level the customer will be given for labor lines.
Invoice Delivery Method

Print, email, or both. Based on this setting, the Invoicing > Batch Print Invoices and Invoicing > Batch Email and
Text options will print or email the invoices accordingly.

Show Invoices Hyperlink

It shows the number of open/total invoices for this customer both in Customer Maintenance and in Invoicing. Do
you want this hyperlink shown? For high volume accounts, you will want to uncheck this option so it does not
take the time to calculate and show the hyperlink every time you add or edit an invoice.
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Last Activity Date

The last day anything was posted to the account through invoicing or accounts receivable.
Created

User ID and date of the user who created this customer.

Modified

User ID and date of the last user who edited this customer.

Credit Tab

Details ] Contacts ] Mailing Addr] Map T Pricing ] Credit ] Finance T Mailing List ] Web ] Documents] E=ANotepad
Account Type |Open Item | Balance | -40.429.91 oK
InvType Code [ il YTD Purchase | 0.00
Payment Type [ il Last Year Purchase | 3.928.00 Cancel
Tax Eod Average Papment Days 0

ax Code |GST il . | History
Salesperson Code [ Bl [ Fiance Company
Parent Company Code I _] [V Allow Charge
Credit Manager User Code | o [~ Credit Hold | 0 Credit Hold Days Credit
Credit Limit Gl 0.00 [~ Force Credit Approval Notepad

] |~ 30 Day Account
Do Not Allow to Save Accounts/Credit Cards [ -
IV Statement | Print Only | Credit
Saved Accounts/Credit Cards Del [V Bill Service Charge Status
Ll [~ Invoice PO Required

Tax 2 Exempt | [T Donat Service
Tax3 Exeinpt l [T Always synch in Mobile Tech
Finance Document [ -_]

Invoice PO Required (Checkbox)

If checked, invoices cannot be saved unless they have a PO number filled in. Used for corporations that will not
pay you for your products or services unless you have a PO number. The user will be told the PO number is
required to complete the invoice.
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Do Not Service (Checkbox)

When checked you cannot select this customer on an invoice. It will stop the user with no password override.
Use this only when you have a customer you never wish to deal with again. It is highly recommended that you fill
in the note field on the map tab to explain the past issue.

Always Sync in Mobile Tech

When checked, this customer will always be synchronized in the EPASS Mobile Technician program. Commonly
used for warranty companies so they can always be selected on an invoice in Mobile Technician.

Documents Tab

The Documents tab allows you to attach any form of document, web site, program, etc. for future retrieval. This
is simply a link to the document; it is not a copy of the document. The document itself must be saved in a
network location that is accessible to all users.

* Drag and Drop your files and links, Copy and Paste, or click Add.

Document oK
14:04:34 Crystal Beports ActiveX Desianer - 23E1.pdf
LCancel
History
Show Document Add Edit Delete

Notepad Tab

The notepad is an internal diary or record of events for this customer. Notes can be added and modified as
needed. The system will save the date, time, and user who made the notes. You can print, review, add, edit, and
delete notes from this window. You can filter notes or show specific types of notes only:
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o TEXTS: displays text messages in the notepad.

o SYSTEM: displays system generated notes in the notepad.

o NOTES: displays regular notes users have entered in the notepad.

e CREDIT: displays credit department notes in the notepad.

o CREDIT ONLY: displays notes that are only for the credit department in the notepad.

Security controls which notes you can see along with add, edit, delete buttons.

Details T Contacts TMaiIing Addr]/ Map T Pricing T Credit T Finance ] Mailing ListT ‘Web TDocumentsTlENotepadTé

| Show W Tests W Systern [V Notes W Credit ¥ Credit Only Filter : |

Date Time Note User |Note Type
211602017 20:19:55 |Field Changed - Address from [123, , , ] to [123, Richmeond, BC, V6Y XXX] | XYZ |[sys

History [

Pint | Review Add

Field 1
Field 2
Field 3
Field 4
Field 5

— — t— — S—

History
This will display the customer's sales and service history.
Field 1-5

These are user defined fields. One or more can be made mandatory. The title and properties can be modified
in Tools > System Maintenance > Variables > Accounts Receivable > Titles tab.
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Customer Defaults
AR Variables

Default New Customer Payment Type

This is an invoicing and AR default. When enabled and you add a customer, the payment type code on the credit
tab of customer maintenance will be defaulted to your terminal settings default, which is commonly COD. This
makes it easier to separate your COD customers from your AR customers in both invoicing and when running an
Aged Trial Balance. Now you will be able to get an ATB of just your COD customers who have slipped through
without paying.

|

f TramactiumT Pasgwords T Titles T web TEmaiI Statemem]
' G/ 1 Customer 1 1 [:uxtumerz] Posting ] Statemts] SWC Charges

I_ Require Address I_ Shiow Euuntry Field oK
. Default Mew Customer

I Require City r Payment Type Cancel

[~ Walidate City

[~ Bequire Zip

[T Bequire Directions Preferred Contacts  Set Prefered Contacts |

[T Require Z2one o ay [ Type I
H Fhone Cel

Iv Get Map Zone from Google Defined Zones
B Test  Cell Text

[v Default Phone 1 from Account # E Phore Home

[v FRequire Phone 1

™ Require Mailing Category

[v Email Addreszs Reminder

[T Do not allow a duplicate SSMN number
v Update Finished Invoices on Upd Key

Validate Addiess with Gaoogle -

Customer Label |1 H=* 4w L]
Invoice Delrvery Method |Print L]
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Customer Maintenance

-

B3 + Customer

— Search Options Click here to make this pour default Search -

_] Matching W

Search For [smith By |address 1

R&D Business Systems Ltd.
TF: 888.629.4218
sales@epass.software

-')'E-

|_|

AL‘!E

Bill-To Account -
IAND LI For | By | Phone # Matching Equal
Email
Mailing Address 1
@ Account # = Last Mame State Address 1
- Last Name #12723432 | TRANSWO Contact 115 11360 HAMMERSMITH WY
- User Crsatsd TRAVELERS |1 UseiCreated 054 Smith ave
4543033 D¥RMOSEDateCreated ¥ b06-4178 SMITH
Q997 itk [ bk [99 conith 2we

| Address 2 | Bill-To Account |Blanch |
HICH MOMD
Burnaby Dsfault
BURNABY 2

Rurnahn TMiafanlk

In the tree view in Customer Maintenance, you can search for customers you created or you can use
the UserCreated and DateCreated options in the search to allow you to search for customers you created today.

B3 Edit Customer 8154691504 FEHRENBACHER E [
Details | Contact: |MalingAdd| Map | Piicing | Credt | Finance | MalingList| 'Web | Documents| Notepad
Accournt#  |2154691504 Openy/Total Irvoices: 00 Open Parts List
Opt Dut oK
LastMame  [FEHRENBACHER
Teut [~ Do Mot Mail
FistMame  |DONALD Home ¥ |[815) 463-1504 3| [ DoMNotEmai Cancel
Addiess1  [34SMITHST Ced r [~ Do Mot Text _
Addess2 | Business Phone [ |735-0641 ™ Do Not MMS History
Ciy [FRANKFORT | Fa r|
Other Phone Update
State fic r
ZpCode  |BDM23 Info
Contact I ] e I
Bill Tu.ﬁ.l::c-:uil __| Biling Emad [
Website |
Sale Refenal [ ||
Prefened
Bl Way | Type | Vale |
Set
Prefened
Contacts

Update Contact Info: You want to use this checkbox when you discover the customer’s contact info needs to be
updated. They might have moved, phone numbers changed or any reason like this. The next time you select this

customer it will warn you to update the contact information.
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PASS X

0‘ Please update Customer Contact Information!

oK Cancel

Sale Referral: You can setup a default sale referral for customers. If you make sales referral mandatory as part
of invoice entry, this will speed up invoicing and stop you from asking repeat customers the same question every
time.

Preferred Contacts: For your repeat clients, builders, and property managers etc. it is very beneficial to setup
the preferred contacts. Any time a client tells you to call their cell first or text them first, you will want to set this
up. This controls how the customer information is shown in invoicing and how the batch emailing and texting
procedures choose how to contact a customer.

Credit tab
B3 - Edit Customer 8154691504 FEHRENBACHER (o] @ b
Detas | Cortacts |MalingAdd| Masp | Picing | Credit | Finance | MaiingList| ‘Web | Documents| Motepad
Account Type -] gamce I 000 oK
Iy Type Code | ] YTD Purchase [ 000
Paymenit Type | ] Last Vear Puichase | 0.00 Lancel
Awerage Papment Days ]
Tax Code [z = | Mooy
Salesperzon Code | | - F T
Credit Manager User Code | _ [ Alow Charge
Crecht Limit | 0,00 [~ Credit Held 0 Credit Hold Days Credit
Do Mot Allow to Save Accounts/Credit Cards r ™ Force Credit Approval Nolepad
[v 30 Day Account
Saved Accounts/Credi Cards Del v S (P Oy =l —
| = ¥ Bil Service Charge Shatus
[~ Inveice PO Requited
Tax 2 Exampt | [ Do reot Sesvice
Tax 3E armpt | u Alwag..'s E_I.I'IEhHHBIJh Tech
Finance Document [ J
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Both invoice type and payment type make the invoice entry faster and easier.
Salesperson code can be used to default when you have accounts that always deal with one specific person.

Do Not Allow to Save Accounts/Credit Cards: when checked, you cannot save a credit card to this account.
Commonly used for corporate accounts where their employees will buy for their own personal use and you do
not want to accidentally save an employee’s credit card to that account.

User Security

History security controls which tabs can be edited along with who can edit charge customers or the tax fields for
a customer.

-
::',T"'Dﬁhg Secunty Option A
urchasing =
Item Inventory Eml.tunar Maintenance _ 0K
Senal Inventary Maintenance: View Open Parts List
Sernal Inventory Lists Maintenance: Add
Serial Inventory Costs Maintenance: E dit (Basic) Cancel
Accounts Payable . .
Accounts Receivable Maintenance: E dit Map Zone

General Leﬁer [v] Maintenance: Edit (4/R)
[v] Mairtenance: Edit [(WEB)

System Mainte , ,
Mfsgzgin;m nenee [V] Maintenance: E dit Charge Customers Select Al
Wireless Inventory Maintenance: Edit Tax
Financing M airt : Delet
ePASS Mobile Sales I Mairtenence: Delete
ePASS Mabile Service Maintenance: Update Key Power User
General Maintenance: Copy _—
Text Numbers AJR Histor
Overmides E N d- ; - Add
otepad - Print Secuiily
[v] Notepad - Add —
Notepad - Edit
Notepad - Delete v
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Custom

er Contacts

- Review Customer 7075711905 SMITH

==

Contact 1
Diesciption
Pl
Emad

Contact 2
Description
Fhone
Emsd

Contact 3
Dresenphion
P
Ernad

Detsis | Contacts |Maingddd] Map | Frcing | Credt | Finence | Madnglit| ‘web | Documents| Hotepad

R&D Business Systems Ltd.

TF: 888.629.4218
sales@epass.software

[MicE FasoLa Contact 4
[DESIGNER Descaiption
[[604] 4331115 Fiow
[NICK.FAIDLAZERASS. SOFTWARE Emad
[FrAN SCHERPEMISSE Contact 5
[DEVELOFER Diescrption
[1604) 4351116 Phone
[N SCHERPEEPASS, SOFTWARE Emmal
[MiMI CORSENI Contact &
[DIRECTOR Diescrption
[1604) 4381115 Phone
[MIMLCORSINIEE PASS SOFTWARE Emal

Histeey

E3 - Review Customer 7075711905 SMITH

Detailz T Conlacts THziug.ﬁ.dl:kT Map ﬁ
Accourt B |T075711905 Dper
LastMame  |SMITH
FistMame  |KATHLEEN Heen
Addiess1  [2019 SLATER ST Cel
Addess 2 | Busir
City [SANTA ROSA | P
State [ca Othe
Zip Code 95404
Contact [NICK FaIDLA ] Emai
Bil To Aceount ] g

Web
T

Prefered M Tha-

To get here, click on the contacts tab or use the browse button next to the contact field.

The contacts tab can be used for any projects where you may have multiple contacts such as the builder, on site
manager, architect etc. or this can also contain the housekeeper’s info or anybody you need attached to this

customer.

When you search by phone number or by email, all the contact fields are also searched.
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Phone Titles

The titles shown in Customer Maintenance and which phone numbers are text enabled are user configurable.

|

j G/ J Customer 1 J Customer 2 ] Posting _] Statements SYE Charge
Tlansaclinnsl Pazswards ] Titles ] Weh TEmaiIElaIemmT

Titles for custom fields used n Customer Mantenance E

Cancel
Field 1 |Birthday [~ Mandatory
Field 2 |NDteo$ ™ Mandatory
Field 3 | ™ Mandatory
Figld 4 | [~ Mandatory
Field 5 | [T Mandakory
Phione 1 ]Hgm ™ Test
Phone 2 [Cell M Test
Business Phorie  [Business Phone Tt
Fax |Fax [ Teut

You can define the names or titles appearing on the phone number fields in Customer Maintenance. This makes
it easier for staff to consistently put the cell number in the second phone number field. It is also important for
clients wanting to text their customers to be selecting the correct ‘text enabled’ phone number fields. As regular
customer maintenance, a CSR can check off if this is a cell number and the customer has approved us sending
them text messages.

If you have multiple AR variables configured in EPASS, please make sure the phone number labels and which
numbers are text enabled are the same for all branches.
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Emailing AR Statements

Tools > System Maintenance > Variables > Accounts Receivable > Statements tab

=
f Transactiuns] Passwords ] Titles ] web ]Emailﬁtelement]

G/L T Custorner 1 T Customer 2 T Pasting T Statements | SVLC Charges
Type [E-PtainF'a:ler ﬂ [~ Print 0 Balance Statements oK |

Current [22 charged on owerdue

L-Plain Paper A

Overdie 023 | D-Nebs 3066 Ver 2

Overdue 3059 | E-Dependable

Overdue 60+ | E-%nlumbjne 3063

Service Chaige Message  [Service Charge H:N:rhrl‘sa$3432-1 Laser

Comment [ | i|-Nebs LI0BS Laser
JJ-Graugnard Laser v

There are many statement types supported by EPASS, a few are generic and many have been customized with
client specific parameters. This is very similar to how we make custom invoice print forms for clients.

Current/Overdue 0-29/0Overdue 30-59: These are the messages that will appear on the statement based on
their oldest outstanding balance.

Service Charge Message: Although not directly related to statements, if you run service charges, what do you
want it labelled as in EPASS?

Comment: You can setup a standardized comment code to print on the bottom of statements. This could be a
special event or seasonal message. This only works on some statement formats.

AR Variables

Tools > System Maintenance > Variables > Accounts Receivable > Email Statements tab
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B
GL | Customer1 | Customer? | Posing | Statements ] SV Charges

Tramact'u:um] Passwonds ] Tiles ] web ] ~ee -

Statement Email

Email Protocol [SMTP ~ ok |

Sender Mame  [Nick Faiola — I
ge
Sender Emal

|nfaiola@rdbuesiness. com
CC Email

|ar@rd:-uslrves$ =]
Email Subject |‘|"l:n..| statement is allached
Aftachment | _l
__Add_|
Delete |

Email Mess80% |Thank you for yous business.,

This tab allows configuring how the email will be sent.

Email Protocol: This can be either MAPI (Outlook) or SMTP. SMTP is much more common and flexible. MAPI
requires you have Outlook installed on your PC or server; it does not support using Outlook in Office365.

Sender Name/email: What name and email address do you want the statement to come from. When you are
using SMTP, the provider (i.e. Gmail) will override the sender information with the SMTP variables user details.

CC Email: It is a good idea to cc the statements to an internal email address. This lets you prove the statement
was sent plus allows you to retrieve the same statement the client is calling about long after it was sent.

Attachment: You can attach logos or anything else desired. Please use the full URL address to the file; do not
use paths such as ‘D:\documents\handouts\statement message.pdf’ as this may work for your PC but may not
work anywhere else in the company.

Email message: This will appear in the body of the email and can contain full HTML to make a very attractive
message.

SMTP Variables
Tools > System Maintenance > Variables > SMTP

The SMTP settings must be provided by your email provider or IT department.

-17 -

https://epass.software/about/welcome-to-epass-user-conference-2025/



EP‘}SS R&D Business Systems Ltd.

s o T W A R =&

User Conference 2025 TF: 888.629.4218
Wednesday, October 22" — Friday, October 24 sales@epass.software
|
SMTP Name or IP Address:  |mail shaw.ca 0K I
IV Outgoing server(SMTP) requires authentication Cancel |

[pei mao@gmal. com
Passwud: I MEXXEXEEHNHKXNH

Outbound Email Post; | 2% TranspotVia: [ =
User for Eror Message: WM | WM
Use Branch SMTP Settings I

SMTP variables are used for both AR statements and invoice emails. These settings primarily refer to the SMTP
account. The SMTP user name will override the sender details for some providers such as Gmail. We are not in
control of this; it is controlled by the SMTP provider.

User for Error Message: Because SMTP mostly happens in the background, you may not see any error
messages when it attempts to send email. This will allow EPASS to send any errors encountered to the specific
EPASS user.

Use Branch SMTP Settings: If you have multiple branches or simply wish to separate email coming from sales,
service, and admin., you could enable this option and then setup multiple Gmail accounts to send the email from
and define each of them in the branch table.

]' Credit | Finance T Mailing Lisq Web TDwumentsT Notepa | 2. A/R Customer Statements: C-Plain Paper o] B [
Aging Date
Pabee s o ging 8/31/2018 |
- Statement Date  [g,/31/2018 I
YTD Purchase 0.00
Cancel
Last Year Puchase 0.00 Cancel Branch  [ER _ | |AlIRecords
Average Papment Days 0 Customes From [ _ E-Mail [
To
I~ Finance Company | _
[~ Allow Charge Pagment Type [ _ | |ANRecords
I™" CreditHold 0 Credit Hold Days Credit Print/E mail Setting | Use Customer Print/Email Settings
I™ Force Credit Approval MNotepad
[~ 30 Day Account Minirnum # of Months Overdue [AII

¥ Statement

[V Bill Service Chaige

I Invoice PO Required

[~ Do not Service

[~ Always synch in Mobile Tech

Credit Include Transactions

Status for Open Invoices |AII Transactions Included

Tiue A/R - Mo Deposzits from Opes

Print Only Sotby | Account

Email Qnly
Print and Email

E ach statement iz sorted by ||n\ful'ce
Statemnents with
[~ Zeso Balances [ Credit Balances

Aging date and statement date will typically be the end of the month.
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Branch: If different branches of your company email or print their own statements and, you want the address
printed on the statement or the email address the statement is coming from to be unique, then you may want to
run statements for individual branches. In some companies, this is just a matter of separating sales from service.

Payment Type: Not commonly used unless you have separate customer AR and vendor AR and want those
statements separated.

Print/Email Setting:

e Use Customer Print/Email Settings: Using this option and clicking OK will print all customers with
statements checked and selected as Print Only or Print and Email. Using this option and clicking E-
Mail will email all the necessary statements.

¢ Include Email Customers: When you click OK, this will select all customers and is commonly used as a
way to print statements to PDF and then save that document for future review. This can also be
accomplished by using the CC option on the AR statement email settings. Clicking E-Mail would not be
advised as it would email customers that had an email address on file but had not necessarily selected to
receive statements by email.

e Only Email Customers: This will only select customers who have chosen to receive statements via
email. Clicking OK will print allowing you to save this to PDF. Clicking E-Mail will send the email.

Include Transactions for Open Invoices: True A/R — No Deposits from Open Invoices is the option you should
use; you generally do not want to see deposits on open invoices on the statements. Selecting All Transactions
Included will print deposits from open invoices.

Update Key

The update key function will allow you to change the customer code to an new one and will update historical
data with the new code. There is also the ability to update the customer's last and first names.

B3+ Update Key for Customer 0 BRILL-CLARK, BRENDA o @ |3
Mew Customer Code ok
Cancel
Update Last Mame [w Mew Last Mame |RR|LL-CLARK

Mew First Mame |EF|END.-’-‘-.

Mame will be updated on all Inwvaices where this customer is the ald To DR Eill Tal
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Customer Code: This is the code used to search and identify your customer. This code is also know as the
account number and is typically the phone number of the customer.

Update Last Name: Updating the last name will change the customer record but also any corresponding
invoices.

Update First Name: Updating the first name will update both the customer record and invoices that are using this
new code.

Credit Limits

Tools > System Maintenance > Variables > Accounts Receivable > Customer 1 tab

B3 Edit Accounts Receivable Variables - Branch: Default - X

I Tlansac!ions] Passwords ] Titles ] Web TEmaiIStatement]
| G/L I Customeﬂ] Customer 2 ] Posting ] Statements ] SVC Charges

Account Type
o8 " Balance Forward

: Cancel
ItemList |1 | IMsRP .—J

Serial List [1q _| |MSRP
Other List |1 _ | |MsRP [v Service Charges

Labor Ra‘elﬁatm vl [~ Allow Charges

r— Credit Limit [V Print Statements

Enabled [ Amount] 0.00 [v Show Dpen Invoices

Include Open Invoices [V
Only Approved/Dispatchable Invoices [V
Credit Limit Small Amount Prompt [

Ower Credit Limit Small Amount 0.00

Auto Customer Number

Auto Customer Code [~

Last Customer Code ] 1

Carrier | __] ]

Credit Limit Enabled (checkbox): Defaults to unchecked. It's only set on those customers that need a limit set.

Include Open Invoices: Check this box to include open invoices that have not been dispatched in the customer
balance.
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Only Approved/Dispatchable Invoices: Check this box to include open invoices that are approved or
dispatchable.

Credit Limit Small Amount Prompt: Check this box if you want to allow a small amount override by users with
lower permissions.

Over Credit Limit Small Amount: Enter the small amount you are allowing the customer to be over on their credit
limit.

Allow Charges: Defaults to unchecked. Check this box if you want to allow charges.

By default, credit limits and allow charge should not be enabled. This way new customers are COD. The
accounting team will then establish who is allowed to charge and the related credit limit.

Security

Overrides security controls what you are allowed to override.

[ Security for User: 1 -_ X
:;woiﬁins Security Option
"gﬁ Ir?fenrgﬂw [C] AR: Drop Paid lrwoices oK.
Serial Inventory [l AR: Service Charges
Senal Inventory Lists []INV: Schedule COD Invoice with Balance
iggﬂﬂ:t‘fgggh'f;*“ [ INV: Customer Over Credit Limi Cancel
Acceushs Bacatvabls ] INY: Over Credit Limit Small &mount
General Ledger [C]INV: Delete Invoice
History [1INV: Retumn Serial Never Sold
System Maintenance .. .
Messaging INY: Sell Below Minirurn [Irvoice] Select Al
Wireless |nventony [C] 1NV Sell Below Minirurn [E stimate]
Financing INV: Sell Below Minimum (UMRP B
ePAS5S Mobile Sales LI INV: Sel Below Mirirum fand)
ePASS Mobile Service ] IMv: Overide Misc Date Range Power Uszer
Genreral [C]INV: Create Negative Invoice Line
Text Numbers [ IMY: Sell Abowve Contract Approved Add

[C]'WI: Ship Not Credit Approval Security

e Customer Over Credit Limit: This security is required if the amount they are over their credit limit exceeds
the ‘small amount’

¢ Over Credit Limit Small Amount: Give the user access to the small amount field in AR Variables

e Ship Not Credit Approval: This security will allow the user to ship an invoice that is not credit approved
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Balance Screen

The customer A/R Balance screen displays the credit limit.

R&D Business Systems Ltd.
TF: 888.629.4218
sales@epass.software

-~

B3+ A/R Balance

Search Options

Customer |3585216345

| |GEORGIE, DANIEL

Credit Limit: |
A/R Current

500020002
500020006
500020006
500020011
500020015

5 |Default
Default
Default
Default
Default
Default

0.00

5/26/2020
5/25/2020
572542020
572542020
641242020

5/26/202
572542020

572542020

2.153.88
3.589.91
-1,200.00 |CASH Deposit

Search

Customer

Notepad A/R History

15.50

934.19

-150.00 |MASTER CARD Deposit

View |
~ Invoicing
* Invoice Branch Date Delivery Total Balance

| S00020015 |Default 6/26/2020 | 6/25/2020 -147.05 -147.05
=] 500020018 |Default 74742020 352235 352235
= S00020021 |Default 71442020 | 714/2020 1,160.47 1,160.47
(i 500020029 |Default 6/26/2020 (12/30/1899 -2,153.88 -2,153.88
] 500020030 |Default 6/26/2020 (12/30/1899 -3,589.91 -3,589.91

500020033 |Default 7/14/2020 | 7/14/2020 1,046.78 1,046.78

S00020015-1 | Default 6/26/2020 |12/30/1899 £51.88 501.88

SERVICE CHARGE

102

| View A/R Balance | 5,343 48
AR Aging 1
Current I—UUL‘I-
123 [To | 13450

305 [ | 5,477.98
6083 [ o | 0.00
S0+ [ o | 0.00

A/R + Approved Invoices (:)‘ 5.343.48

&7R + &l Open Invoices x{)l' 5,.834.12

e A/R + Open AR Invoices: Open AR invoices means credit approved or dispatchable when Include Open
Invoices is checked along with Only Approved/Dispatchable invoices in AR Variables

e A/R + All Open Invoices: Includes all open invoices with no restrictions or rules
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