
 

 

Invoicing 

Sales Invoicing system provides a comprehensive framework for managing customer invoices with precision and 

flexibility. It begins with the Invoice Header, where essential details such as invoice type, customer information, 

scheduling, and job status are entered. Tabs like Invoice, Invoice Cont., Documents, and Notepad offer tools 

for tracking print history, related invoices, customer notes, tax exemptions, and uploaded documents. The 

system also supports marketing tracking through customizable fields and ensures visibility into customer 

balances and invoice audit trails. 

The Invoice Detail section is where items are sold, payments are processed, and serial numbers are managed. 

It includes features for tracking inventory, costs, gross margins, and purchase orders. EPASS enforces business 

rules such as requiring all serials to be reserved before certain job statuses can be selected, and ensuring 

minimum deposit thresholds are met before progressing with invoice finalization. Additional functionalities 

like Copy, Merge, and Summarize allow for consolidated invoicing across large projects, enhancing customer 

experience and operational efficiency. 

 

Invoice Header 

The invoice header is where you enter important information about the invoice, including the Invoice Type, the 

customer's Ship to and Bill to information, the Schedule or Pick Up date, and the Job Status. 

This topic identifies and describes key components of the Invoice Header. 
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Invoice Tab 

 

View Print 

History 

Clicking this shows the who printed the invoice and when, what print form was used, as well as 

the method (print, email). 
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Related 

Invoices 

Clicking this will show any related invoices. An invoice is related when copied, split, or a 

manual relation is created by clicking the Add Relation button. 

 

History 
Clicking this button will show you the customer purchasing and service history for both items 

and models. 

Notes and 

Address 

These toggle between the notes (seen on the right) and the address (seen on the left). You 

can have the customer notes appear as shown by enabling Popup Customer Notes in 

the Invoicing Variables > General tab The note that appears is from the Customer > Map 

tab > Note field. 

Customer 

Notepad 

This will bring up a window with the customer notepad as found in the customer record. The 

customer notepad is for customer centric information such as credit issues that you wish to be 

aware of anytime dealing with this customer. They should not be related to a specific invoice, 

use the invoice notepad for those notes. 

AR 

Balance 

Clicking this will bring up the AR Balance screen for this customer. If this box is green, the 

customer has a credit balance. If this is orange, the customer has a current balance. If it is red, 

the customer is overdue and it will show the number of days overdue. If it is gray, the customer 

does not have a balance. 

Total Clicking this will bring up the totals for the invoice. 

https://help.epass.software/help/Invoicing/Related_Invoices.htm
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Invoice 

Audit Trail 
This will bring up the Invoice Audit Trail report with this invoice number populated. 

 

Invoice Cont. Tab 

 

Table1 

and Table 

2 

These two areas can be renamed through Tools > System Maintenance > Variables > 

Invoicing > Titles tab and are used to track referrals and marketing campaigns. Table 1 is 

commonly used to identify which design or cabinet company referred the business and Table 
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2 would identify which Facebook or Google ad brought in the business. See Using Table1 and 

Table2. 

Branch This is the branch in EPASS the invoice was written in. 

Tax2 
This is your tax 2. This is the most commonly used tax and it covers State/County or Provincial 

tax. 

% This is the percentage for tax 2. 

Tax 

Exempt 1 
This is the tax 1 exemption number. Tax 1 is no longer used. 

Tax 

Exempt 

SD 

This is tax 2 exemption number. Since tax 2 is defined as ‘SD’, it reads ‘Tax Exempt SD’. 

Tax 

Exempt 

This is tax 3 or Country tax. In Canada this might be GST for provinces with both PST and 

GST. 
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Documents Tab 

 

These are the documents that have been uploaded to the invoice. You can view, add, edit, or delete them from 

this window. Please remember to make sure your documents are stored on a shared network path that all users 

will have access to or else they will not be able to view the documents. 

If you use Package.AI, you can click the View In Package.AI link located at the top-left of the Documents tab to 

view the current invoice in Package.AI. (Note: You must be currently logged into Package.AI for the link to work.) 
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Notepad Tab 

 

This is where the system tracks of events or changes on the invoice. The invoice notepad system automatically 

generates many invoice header fields including: Payment Type, Sold To account details, Bill To account details, 

Salesperson 1, Salesperson 2, Minimum deposit percentage, Follow Up date, Schedule Date, Pick Up Date, Job 

Status,Model or Item deletes from invoice detail, and changes to the Reference field. 

You can also add notes manually. These can be printed from this window as well as reviewed, added, edited, or 

deleted. The filter makes it easier to find notes when there are many to look through. 

Field 

1-5 

These are generic fields that can be used to track additional information, in case there is not 

already a place for it. The titles can be changed in Tools > System Maintenance > Variables > 

Invoice and they can also be marked as required, so a person cannot complete an invoice without 

entering a value. 
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Invoice Detail 

The Invoice Detail is where you sell everything on an invoice. It is also where you take payments and signatures. 

You can click Detail from the Invoicing Maintenance screen or the Invoice Header to get there. 

 

Invoice Detail 

When going into Detail for the first time on an invoice, a small popup window asks which type of detail line to 

add. 

 

 

  



 

 

 
 - 9 - 

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

Alternatively, click on the different tabs to add that type of line to the invoice. 

 

Keep an eye on the title bar (the blue bar at the top of the window) as it will tell you what mode you are in. 

• REVIEW: Reviewing or looking without the ability to edit 

• ADD: Adding a new line item 

• EDIT: Editing the highlighted line item 
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Model Detail 

 

Serial and 

Location 
The serial number shipped and the location it came from. 

QOH This is the QOH in the location selected on screen. This link will open a window and show 

you the quantity on hand based on location. It can also show you the quantity on order, 



 

 

 
 - 11 - 

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

how many have been written to invoices, and the serial numbers you have, depending on 

your security level. 

Not Avail 
This is the quantity of pieces not available for sale. This window is that same as the one 

seen in when clicking QOH as above. 

QOO 

This link will open a window and show you the quantity on order. You can filter the screen 

by supplier, location, or serial type. You can show received models or not. This also 

presents the opportunity to view or edit the invoice or PO, if you have the security. 

Written 
This link will open a window to show you the invoices this is written to, based on invoice 

type. 

STD Cost 

This is the cost for the piece. Which cost shows in here depends on settings 

in Tools > System Maintenance > Tables > Invoice Type > Settings 4 tab. You can 

have standard, average, last, or replacement cost. You can only see the cost if you have 

security to do so. 

GM 

This is the gross margin percentage for this model. This is calculated based on the type 

of cost specified in Tools > System Maintenance > Tables > Invoice Type > Settings 

4 tab. You can only see the cost if you have security to do so. 

SPIFF 
This is the spiff amount for this model. You can only see the cost if you have security to 

do so. 

PO# 
This is the PO number this model is ordered on. This will automatically populate when 

you select the backordered invoice during the ordering phase. 
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Auto Backorder 

Having this checked will cause this model to attach to an open PO if available or it will 

appear on the OE-04 Written Models report to be ordered if there is not enough on hand 

to fulfill the invoice. 

Serials 

Reserved 

This shows when there are serials reserved for this invoice whether by manually 

reserving serials or having them backordered on a PO. This label could also show 

exclusive reserved or partially reserved. 

Reserve 

Exclusive 

When Ordering 

When this model is ordered for this invoice, the serial(s) will be reserve exclusive to this 

invoice. 

Status 
The status of the line. This can be open or committed. It should always read committed 

instead of open. If it is open, it will not show up on any ordering report. 

Created Date and user that created this line on the invoice. This is the system date (actual date). 

Modified Date and user that modified this line on the invoice. This is the system date. 

Invoice Total 
Clicking this will bring up the totals for the invoice. This is the same as clicking Total on 

the header of the invoice. 

GM% This is the gross margin percentage for the entire invoice. 

 

https://help.epass.software/help/Invoicing/Reports/OE-04_Written_Models_Report.htm
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Require All Serials to be Reserved 

The functionality provides a way for companies to ensure that all serials are reserved before the user can 

choose that job status. If all serials are not reserved, then it will cascade to a job status that is not dispatchable 

and does not require minimum deposit. 

Job Status Table 

Select the option Require all Serials to be Reserved and choose a job status to cascade to that is not 

dispatchable and does not require minimum deposit. 

The “FIRM” and Cascade To “PEND” job status will be used to demonstrate this functionality. 
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Cascade to job status must be set up as follows. 

 

Invoice Header 

Add Invoice 

FIRM is not an option in the Job Status drop down when you first create an invoice as the invoice details have 

not been added and therefore, no serials have been reserved. 

If you are creating an invoice with line types other than model, you will be able to go back to the header and 

change the Job Status to “FIRM”. 
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When all serials are reserved, the job status “FIRM” will appear in the drop-down. 
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When the serials are not reserved, “FIRM” is not an option in the Job Status drop-down. 
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Edit Invoice 

If a serial is unreserved in an invoice with a “FIRM” job status, then the job status will cascade to “PEND”. 
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Copy Invoice 

The Job Status FIRM can not be selected on Copy Invoice because the serials have not been reserved at this 

point. 
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Split Invoice 

When splitting an invoice with all serials reserved, the FIRM job status is available in the drop-down. 
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Minimum Deposits 

If you require some type of deposit on an invoice you can setup minimum deposit rules in EPASS. This 

configuration will prevent users from changing the job status until a certain percentage of the balance is 

received. The setup includes enabling a setting on the Job Status table and setting the percentage in Invoice 

Type table. 

Job Status 

Require Minimum Deposit: Enables the deposit feature when this job status is used on invoice header. 
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If you set Require Minimum Deposit on the job status and then change the status on the invoice, you will receive 

a message when you press OK or Detail on the invoice. 
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Invoice Type 

Minimum Deposit Percentage: This tells EPASS how what percentage of the balance is required before 

making changes to the invoice detail. 

 

If the Minimum Deposit Percentage is set on the invoice type and then is used on the invoice, you receive a 

warning or reminder that the deposit is required. 
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The invoice cannot be finished with this feature enabled. You will see the deposit info appear on the invoice total 

screen but the invoice status will not changed until the invoice shows at least the minimum amount received. 
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Split Invoice 

When the split invoice function calculates how much money to transfer, it must always leave the minimum 

deposit percentage on the original invoice. It will not allow for a user to override and go over this limit. 
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Reports 

The OE-04 Written Models report and SN-15 Ordering report both have the option to only show invoices that 

have reached the minimum deposit. 

Automatically Round Up Minimum Deposit Amount 

You can have EPASS automatically round up the minimum deposit amount to the nearest dollar for all your 

Invoice Types. This setting is located in the Invoicing Variables and is off by default. 

https://help.epass.software/help/Invoicing/reports/OE-04
https://help.epass.software/help/Serial%20Inventory/reports/SN-15
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To Activate the Setting 

1. Go to Tools > System Maintenance. 

2. Click the Variables tab. 

3. Select Invoicing, and then click Open. 
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4. On the General tab, click Round All Min Deposits Up (nearest dollar). 

 

5. Click OK and then restart EPASS for the change to take effect. 

EPASS now rounds up the minimum deposit amount. 
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Turning on this setting only affects newly created invoices, and does not affect minimum deposit 

amounts on existing invoices. 

 

 

Copy, Merge, and Summarize 

The Merge and Summarize options are commonly used to bring large projects back together so the customer 

receives one consolidated invoice. As with the other Copy Merge function this is just a printout, not a physical 

merge. 

After you have copied an invoice multiple times to generate a separate invoice for each unit, the builder may 

want to receive a consolidated invoice putting this all back together. This may be for the whole project or might 

be just for the suites delivered this week. 

Currently, this procedure will merge all these invoices together but it will NOT accumulate and total each model 

line. 

Lets start with 10 copied invoices: 

 

Now you need to multi select. You must click the yellow highlighted area: 
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Now you can go to Copy - Merge & Summarize to print this out: 

 

As mentioned before this is not currently merging the lines into one line per model with a quantity; it is still 

printing each detail line separately. 

 


