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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
Invoice T Service ] Dispatching T Invoice Cont. ] Warranty T Documents ] MNaotepad
View Print History Related Invoices o st 0K
Invoice # | 500020007 472042020 | Schedule Date {nn/00,00 _|Pickuploosoo/00 |
Cancel
_ JobStatus  |PARTSIN | |PARTS IN
Invoice Type | |SALES INVOICE PO Number | Detai
Payment Type [cop~ | [PAYMENT BEFORE DELVER  Reference |
Ship To [ssssss1212 | Histoy | Notes | BilTo [8585551212 ] History | Address |
272 DIEGD, JOSE [~ Financed |NOTE for: DIEGO, JOSE
1 7398 HYATT ST
SaN DIEGO, Ca, 92111 Driveway is hidden by large trees. AR
Customer (858) 5551212 Look for the red mailbox. Balance
Notepad d@email.com
Customer Phone Log Customer Phone Log
Salesperson 1 | i | Total 263371 Created [vz — [4/20/2020 [13:40
Salesperson 2 = | Modified
| Jii Jl| % | 0000 S| [ [ |oo/00/00 |
Sale Referral | Joi | Finished I Igg,'gg;gg ]
. . |4/20/'2020
Min Deposit | 000 % | Posted | |oo/00/00 |

Invoice Audit Trail

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

the method (print, email).

B3 « View Invoice Print History

™

User Date Time

View Print 4
KR

Method

04/20/2020 |13:56:18:366 | Print

Print Form Email Format

PLAIN PAPER

History
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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.

Split From PS0O0008451-wWC 2/16/2015
Related
Invoices
New Invoice View Invoice Edit Invoice Add Relation
History Clicking this button will show you the customer purchasing and service history for both items

and models.

These toggle between the notes (seen on the right) and the address (seen on the left). You
Notes and  can have the customer notes appear as shown by enabling Popup Customer Notes in
Address the Invoicing Variables > General tab The note that appears is from the Customer > Map
tab > Note field.

This will bring up a window with the customer notepad as found in the customer record. The
Customer customer notepad is for customer centric information such as credit issues that you wish to be
Notepad aware of anytime dealing with this customer. They should not be related to a specific invoice,
use the invoice notepad for those notes.

Clicking this will bring up the AR Balance screen for this customer. If this box is green, the
AR customer has a credit balance. If this is orange, the customer has a current balance. If it is red,
Balance 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.
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https://epass.software/about/welcome-to-epass-user-conference-2025/


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

EPASS

s orTwARS R&D Business Systems Ltd.

User Conference 2025 TF: 888.629.4218

Wednesday, October 22" — Friday, October 24 sales@epass.software
Invoice

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

Invoice Cont. Tab

-

£ Review Invoice # 500020002 - GEORGIE, DANIEL s

Invoice T Service T Dispatching T Invoice Cont. ]/ Warranty T P=ADocuments T E=INotepad

Tax2 |sp | [SANDIEGO TaxExemptSD |
I 7750 & Tax Exempt |

Tablel l _I I Deletel oK
Code l Description I UserCreated I DateCreated I TimeCreated I
Detail
Table2 | 11
Code | Description I User Cre... | DateCreated I TimeCreated I
ShipMethod [Complete Ship v | Caer | 1 I™ Void
Print Method I Invoice Ll Ship Via I _]
~ Taxes
Branch lDefault _] lAppIiance Sales & Service Tax Exempt 1 I

Table1 These two areas can be renamed through Tools > System Maintenance > Variables >
znd Table Invoicing > Titles tab and are used to track referrals and marketing campaigns. Table 1 is
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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 . . .
This is the tax 1 exemption number. Tax 1 is no longer used.
Exempt 1
Tax
Exempt This is tax 2 exemption number. Since tax 2 is defined as ‘SD’, it reads ‘Tax Exempt SD’.
SD
Tax This is tax 3 or Country tax. In Canada this might be GST for provinces with both PST and
Exempt GST.
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" To add fles and Inks: Copy from Fie Exploces and Paste, or chck Add
Shawe Document [—— Edt

13+ Edit Invoice # 4545 - LI, JACKSON o B
Irvice | Sevice | Dispaiching | ImwoiceCort |  Wanarly | [S)Documents =IMotepad
"-"!'W n P!;Hg: &) View DispatchTrack Delvery Becaipt oK
[abe | Time | Document I Lz I
10/27/20.. 152330 Glengany Homes. ok CHRIS Cancal
GRM22 1517 _Hewdl salOng cav F
Detal
I Thumbrad
i+
pe
p=

| Dm'

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.Al, you can click the View In Package.Al link located at the top-left of the Documents tab to
view the current invoice in Package.Al. (Note: You must be currently logged into Package.Al for the link to work.)
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i &)
B3« Review Invoice # S00020002 - GEORGIE, DANIEL = | (=] lﬁl
( Invoice ] Service ] Dispatching ] Invoice Cont. ] Warranty ] B=dDocuments ] E=Notepad ]
- Notes
Filter: 0K
IV System Notes |
Date Time Note User |Type
Field Changed - Job Status from [ONORDER] to [PARTSIN] X ) ;
4/13/2020 |14:59:05 |User XYZ Reserved ModelYMEDC465HW Serial:00001. XYZ |sys Detall
4/13/2020 |14:58:54 |User XYZ Reserved Model:YMMV1175JZ Serial:00001. XYZ |sys
4/13/2020 |14:33:36 |Field Changed - Job Status from [CREATED] to [ONORDER] XYZ |sys
4/13/2020 |11:19:43 |Verified XYZ |note

Field 1 |
Field 2 |
Field 3 |
I
I

Field 4
Field 5

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.

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

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

1-5 Invoice and they can also be marked as required, so a person cannot complete an invoice without
entering a value.
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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 Audit Trail

Invoice T Service T Dispatching T Invoice Cont. ] Warranty T Documents T E=dNotepad
View Print Histo Related Invoices feics Diate oK
Invoice # | 500020002 [4/9/2020 | Schedule Date |00/00/00 _|Pickuploo/o00 |

Cancel
. Job Status  |CREATED _| |CREATED
Invaice Type __| [SALES INVOICE PO Number | Detail
Payment Type [cop~ | [PAYMENT BEFORE DELIVER  Reference
Ship To [sss216945 | _Histoy | Bill To |8585216945 | History |
121 GEORGIE, DANIEL [~ Financed |GEORGIE, DANIEL
1423 CAMINO COPETE 1423 CAMIND COPETE
SAN DIEGD, Ca, 92110 SAN DIEGO, Ca, 92110 AR
Customer (858) 521-6345 (858) 521-6345 Balance
Notepad georgie®dan.com georgie@®dan.com
Customer Phone Log Customer Phone Log

2aespattn L 1] Total 143304 Created [z [4/9/2020 [1248

Salesperson 2 & Modified 5

| || %l 0000 | T [z |4n13/2020 1250
Sale Referral I [l |l TR Finished I Iggggg/gg |
Min Deposit I 000 % Posted | [oo/0/00 |

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

'Ei'- Invoice # 9361 - FRANKE, DR. FREDRICK I o | = = |
Type | Pack | Item I Loc ] Description I Qlyl AmountJ Tax 1 | Tax2| Tax3| Status l

‘ Item | Model r Labor T Misc T Comment T Warranty T Payment T Tax T Package T Signature il
Model | 1 Odered [~ g | ~| | 000 I Package Triptt [ 1
Location | W Shipped | 0 Total | 000 | 0.0 Spiff | 0.00
Sku# | Serial |Location | QOH [ 0 Std. Cost | 000 | |
Equiv | | | Not Avail | 0 IUU 200700 [

Brand | Color l Lj Q00 | 0 Lancrﬁ: Cost 000 Status
PO # | Reference | Reserved I 0 Rpl. Cost | 0.00
Created
MWty "5 Months I Baccorder. | [00/00/00
Note - [~ HST Modified
w|| S [ |00/00/00
Commit | Giscount nvaice Total {99
Serial —] Split Line Header | Add | Edit Delete | Exit | 4dd PDA Quote | ‘ I—UUU ’

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.
e REVIEW: Reviewing or looking without the ability to edit
o ADD: Adding a new line item

o EDIT: Editing the highlighted line item
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[ Invoice # 15200 - MARTIN, FRANCIS - Add Model

Model Detail

t Tax2 | Tax 3 | Status
Model YhMY117512 MAYTAG OVER THE BANGE MICROD... 1 99 99 Yes Committed
Model No  YMEDC4E5HW MaYTAG ELECTRIC DRYER 1 74993 No Yes No  Committed
Warranty No  3YRAPPO-750 APPL 36M0 UNDER $750 1 79939 No Yes No
Item No 134503700 DRYER BELT 1 000 No Yes No  Committed

Item I Model T Labor T Misc T LComment T Warranty T Payment T Tax T Package T Signature
Model [Vivi17siz | [MAYTAG OVER THE RANGEMIC Ordered [ 7 [ | [ 49838 [ Package Trip [ 1
Location | | |Main Stock Shipped [ Total [43333 [ on Spifft [ 000
sk [ Seral 1Location i QoH [ 3 Std. Cost [~ 312.00 =

v
Equiv | Nat Avail I
1 R i 0000700 |
Brand  [MAYTAG Qo0 [
: Status
Product Color Written
MICROWAVE OVE [ v| Wiitten [ 3 [Commitied

Mfr Wity | 0 Reference | Original Cost | 0.00 G

Po# | Li5Za Commission| v| [ AutoBackorder  Serials Reserved vz [4/9/2020

Branch  [Default |~ Reserve Exclusive when Ordering I MOdilfgangU/UU

Note I vV 5D

&
; Invoice Total
mmit | Discount
— o | e Header | Add | Edt | Delete | Est | AddFromCat | [ 140
GM%[ o0
Serial and . . .
. The serial number shipped and the location it came from.

Location
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,
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how many have been written to invoices, and the serial numbers you have, depending on
your security level.

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

Not Avail seen in when clicking QOH as above.

This link will open a window and show you the quantity on order. You can filter the screen
QOO0 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.

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

Written
type.
This is the cost for the piece. Which cost shows in here depends on settings
STD Cost 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.

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

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

SPIFF
do so.

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

PO# 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.

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

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

exclusive reserved or partially reserved.
Reserve . . C . . . .
Exclusive When this model is ordered for this invoice, the serial(s) will be reserve exclusive to this

When Ordering

invoice.

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

Status 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.
. Clicking this will bring up the totals for the invoice. This is the same as clicking Total on
Invoice Total L
the header of the invoice.
GM% This is the gross margin percentage for the entire invoice.

-12 -

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


https://help.epass.software/help/Invoicing/Reports/OE-04_Written_Models_Report.htm

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

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.

[ Edit JobStatus FIRM FIRM DATE — X
Code [FIRM 0K
Description

[FIRM DATE =
[ Update Invoice Header [~ Obsolete
[” Cancelled [ Do Not Dispatch
[V Show in ePASS Mobile Tech [~ Require Minimum Deposit
|~ Update Invoice Header from Maobile Tech =R 5
¥ Show on Distributor Site '
v Show on Dealer Site Cascade To | ;I
v Include in {Open Parts List} Special Field e S e
[ Immediate Ship CascadaTo |PEND _'__l
[~ Do Not Update to Ordered For / Fully Received
[~ Auto Email
Email Format; | _] [T Uselt

. cice [ Email To: |SoldTo ~]
*Make sure you also set up invoice print forms for your Invoice Types, otherwise
invoices will not be attached
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Cascade to job status must be set up as follows.

B9 Edit JobStatus PEND PENDING = X
Code [PEND oK
Description IPENDING

Cancel
[~ Update Invoice Header [~ Obsolete
|~ Cancelled v Do Not Dispatch
I— Show in ePASS Mobile Tech '— Hequi[e Minirum Deposit
I~ Update Invoice Header from Mobile Tech I Reciie ltemModel L aborwarramt L
[~ Show on Distributor Site P ;
[~ Show on Dealer Site Cascade To I _"J
|-l ilncludg in {G?en Parts List} Special Field [ :Fecuas 3 5eals o be Reserved
[~ Immediate Ship Cascade To | =
[~ DoNot Update to Ordered For / Fully Received
1 Auto Email
Email Format: I _.,J [ Uselnvoice Type Email Format

Attach nvoice [ Email To: lSoldTo __‘_I

*Make sure you also set up invoice print forms for your Invoice Types, otherwise

e invaices will gt be attac 3 PRI 2 Lo
ey J ,.,.W_i —2_ J S ‘,M# o lluf

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”.

B3+ Add Invoice ] = |‘ EI ’ 23 l
Invoice 1 Service T Dispatching ] Invoice Cont. ] \Warranty T Documents ] MNotepad
‘. lhwoice Date Requested Datelgg /00/00 _] oK
Invoice # | by SYSTEM |6/29/2021 _| ScheduleDate |g/29/2021 |Pickupoo/o0/00 |
Cancel
Job Status ] _] l

Invoice Type g4, _| |RETAIL SALES PO Number Code | Description | :] Detail
Payment Type EST ESTIMATED

y l,CDD —I ICUD Reference ESTIMATED ESTIMATED
Podium Integration enabled [~ Opt Out FINISHED FINISHED
Service At 4111 | History | Bil To INSNP INSTALL SERVICE NOT —
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When all serials are reserved, the job status “FIRM” will appear in the drop-down.

[ Mem | Model | Lsboe | Mgc | Cowment | Wamanty | Payment |

Tax | Packsge | Signatuse |

82900 [~ Package Tipt [ 1

Model  [rrnT1425vW | [FRIGIDAIRE 139CU. FT. TOPFF  Otdered | 1 ~!

Location T | ¥ Shpped [T 0 Tod  ["82900 | 387 Seff [ 000

SKU# [ Senal |Locaton | Q0H [7n  SdCost [ 82900 T —

Equv [ | ‘ NotAvel [T 0 Avg Cost [~ 417.48 ]

Band B 200 [ on

Product [T Coor | <] Witen  [a I”'"‘“’

MWy [T Eestures | Invertory Type [ Giasted

PO# [ Releence | [V AutoBackoder  Serials Reserved L [6/2372021

Bronch [Defak | Commission| =] T~ Reserve Exchusive when Ordering | Moﬁ“mm/oo

! . | Fey | Mmoo
J°'°?""| R
Sww | spaige | | Hesder | add | ga | pewe | Emt | adaromcse | |HHIEN Iw./

| M | f
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(5% Edit tnvoice # SA00010199 - BROWN, KEVIN =SS
Invoice ] Service ] Dispatching ] Invoice Cont. T Wattanty T Documents T C=INotepad |
View Print History i

Reipteg voices | Date Rmstedbatelwfowoo I 0K
Invoice # | SA000101%3 [6723/2021 _| SchedueDate [672972021 [Pk wo[00/00/00 |
JobStatus [fun| | | ' :

Invoice Type a4 | [RETAIL SALES PO Numbet = [ | foe
Payment Type [COD _] ICOD Rikance anSHED FINISHED
Podum Integration ensbled [~ Opt Out 'INSNP INSTALL SERVICE NO
Sevice At [1111 | Histoy | Bil To INSP INSTALL SERVICE PRO

cmp I Financed g:gagemsn zgg::gmmosms

077 i tatus
315 12227 N SPRING CREEK RD ; sionuac 8

PARKER, CO, 80138 NC s 01 CONFIRMED
o= | |soseasss, 456789 .lm
Notepad emal] @email com mSyaoo.com

Customer Phone Log Charge Account $ Ph

Salesperson1 [5og | [60B Totasl | 89864 Created |[ [672572021 [11:40
s son 2 - ' Modified
slesperson 2 1] %l 0000 |0 | | j00/00/00 |
SaleRefend [FLYER | [Mad r___.___ Finished [ joo/00/00 |
MinDepost [ 2000 % | Posted | {00/00/00 |
invoice Audt Tral

When the serials are not reserved, “FIRM” is not an option in the Job Status drop-down.
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No APF2 CUUAPR2 - 1 10000 Yes e e

tem | Model | Lsbox | Msc | Comment | Wonsty | Poawment |  Isx | Pockage | Sgnstue |
' Model [Frmia2svW | [FRIGIDAIRE13SCU.FT.TOPFF Odeed [T 7 [(1 ][ 82300 I Package Tt [ 1
Location By Y Shpped | 0 Tod  [“gm00| 00 Sedf [ 000
skug | Seral | Location | Qo0H [ 11 Std Cost [~ 82300 m e
Equv I | | NotAvad I 0 Avg Cost I 417.48 [S/_—H'Zﬂﬂ
Band P Q00 [on
Product [DUMMY Codex | -| Wiittery | n lm"'
MEwy [0 Eestwes [T ety Type[ Created
PO l Refetence I ¥ Auto Backotder lL [612912021
Branch [Defat ] Commission | "~ ] I Reserve Exchusive when Ordering ' "%
Note 00 - | ™ HST ’
| I .| rest | X owooro ]

Comms_| Omeget | | ThoceTowl | o
S $°Nz.| Heades | 2dd | g | peete | Ex | Addfmwllllll [ 1.007.04 ‘/

s

| GMX[ 500
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(5% Edit Invoice # SAD0010199 - BROWN, KEVIN o] ® ==
" lnvoice |  Sewice |  Dispatching | InvoiceCort |  Wananty | Documents | [ONotepad |
View PrintHistory ~ Relstedinvoices | . .~ RequestedDate[poroo/o0 | oK
Invoice 8 | SA00010193 [672972021 _| SchedueDate [g/29/2021  _ |Pikuwpfooroo/o0 |
: Cancel
JobStatus | [fiq | |
Invoice Type [sa | [RETAIL SALES PO Number | Cod e | +| jpeat
Podium Integiation enebled [~ Opt Ot ENTIERE [ENTIERE RESPONSABI | GE
Service At [4111 | Histo | BilTo EST [ESTIMATED chvery
T  Fianced |LESTIMATED ESTIMATED

S I INSKP INSTALL SERVICE NOT, |
e 60588888, 456783 ——
NoI;T}! email@email com TﬂAéyaoqcorn

Cuystomer Phone Log Charge Account Cuystomer Phone Log

Salespesson[gop _] [B0B Tl [ 83864 Created [0 62372021 [i1:40
S 2 i - Modified .
Seoen <] l x| 0000 | e [C [672372021  [11:49
Sale Referal [FLYER | [Mai 67280 Finished | jo0/00/00 |
MinDeposit [ 2000 % Posted | [00700/00 |
Invoice Audt Tra

Edit Invoice

If a serial is unreserved in an invoice with a

15 Serial 2 for Model 201, MODEL ST/ TEST Lucky Gold
Summaey
Loclaoulooolwmlny_my_ﬂ
13 0% 5 0 0
02 1 1 1§ 0 0
0840 n £2 3 0 0
1 £ 13 21 0 0
10 2 2 pa) 0 0
101 2 2 4 0 0
102 & 43 2 0 0
103 0 1 1 0 0
105 1 0 0 0 0
n 0 3 & 0 0 -
Suppber Inventory
*|Suppber | WHS |0OH]| QOH ETA | Q00| QOO ETA

“FIRM” job status, then the job status will cascade to “PEND”.

lectrical MO ,,QV,T
Detads
£7 ||secals Avaltoc |Bin |Supol invoice | Ordered for n{Received | Cost Std_Cost |Fioor D
1 T [ 12182013 74947 N
___Jooo0t No |UK 7142016 000 82800
__Jooot3 |AR  10A |COSTED UTLIY 422008 | 9000.00 000 4372t
. 10A |COSTED UTLN 472008 | 9000.00 000 43
__|oo01s 104 |COSTED UTLI 47272008 | 9000.00 000 4372t
__|o0043 104 |COSTED UTLM 472008 | 9000.00 0.00 4
___|o0044 104 |COSTED UTLA 4272008 | 9000.00 0.00 4372¢
{00083 | 10A |COSTED 472312008 180.00 000 4372t

00068 ARD 41372008 180.00 0.00 42
__|ooose b 4732008 180.00 0.00 43¢
__|oooss 4372008 180.00 000 42t

00099 4 422008 180.00 0.00 a2
:00100 4 All senal numbers are not reserved. 2008 180,00 000 a2
__Joo10s T The Job Status will be set to: PEND 422008 180.00 000 a2

001 4772008 180.00 000 a2t
JKi

Yes l No |
B T i e | Ed | Delete |
-18 -
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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.

-19 -

Invoice |  Sewvice | Dispatching | InvoiceCont |  Wanany | Documents | [=INotepad
View PrintHiiory  Reblediwoices | . p o Requested Date[7/2172021 | oK
Invoice [ SAO0010193 [6/29/2021 _| SchedueDate (77212021 |Pickupfoo/oo/00 | ‘

Cancel
- JobStatus  [PEND __| |PENDING ——
nvoice Type RETAIL SALES I
- PO Number | Das
Pay Type jcoo  _||cop Reference |
Podium Integration enabled [~ Opt Out GE
Service At [4111 | Histor | BilTo [1111 ] _Histoy | _Delveyy ||
BROWN, KEVIN [~ Financed [BROWN, KEVIN
316 12227 N SPRING CREEK RD 12227 N SPRING CREEK RD
= PARKER, CO, 80133 PARKER, CO, 80138
Cunome; | 80588888, 456783 60588888, 456789
Noteoad emadl1@email com m(@ya00.com
Customer Phone Log Charge Account Customer Phone Log
Salesperson1[508~ | [B0B Total | 1.007.04 Created [ [672372021 [11:40
S 2 Modified :

alesperson 2 | i || x[ 000 [ e [C [672572021 [T
Sale Referal |FLYER | [Mail Finished | Im/w/w l

. |Gl29/2021
MinDepost [~ 2000 % Posted | [00/00/00 |
Invoice Audt Trail

https://lepass.software/about/welcome-to-epass-user-conference-2025/
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.ﬁu:c;p Invoice = 'SA0001018¢ | = I = I &3 |‘

COPY INVOICE

-~ Original Invoice

Invoice # [ SA400010193 oK

Customer |1 111

|BROWN Cancel

New Invoice [~ Multiple Copies [—Zj

Invoice # [ SYSTEM [V Swystem Number

v Copy Detail
[v Copy Service Tab

v Copy Notepad

[ Reverse All Quantities
v Copy Dispatch Units
v Copy Documents

Invoice Type  [5a | |RETAIL SALES

Requested Datel?/21 /2021 l
Schedule Date ]?/ 2142021 l
Pick Up Date IUU;‘UU;‘UU ]

Job Status M _] l
Code | Description | :]
EST ESTIMATED
ESTIMATED ESTIMATED
) FINISHED FINISHED Lo
INSNP INSTALL SERVICE NOT PRO

Split Invoice

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

-20 -
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Minimum Deposits

If you require some type of deposit on an invoice you
configuration will prevent users from changing the job

a 00010200 (o] = |[=]
SPLIT INVOICE
Original Invoice -
Invoice # | SADD010200 ok
Customer [1111 [BROWN KEVIN Cancel
Schedule Date |?£21 /2021 ]
Pick Up Date IDO/UU/UU ]
JobStatus  |FIRM _| |FIRM DATE
7 New Irnvorice
Invoice # | 54000102001 [ System Number
v Copy Dispatch Units v Copy Special Request
|v Copy Reference [~ Do not create Invoice Relation

Invoice Type  [54 _| |RETAIL SALES
Requested Date|?£21 72021 i ]
Schedule Date l?»"21 42021 I
Pick Up Date IUU/UU:"DU |
JobStatus  FIRM __| |FIRM DATE

Code Description :I

INSTALL SERVICE NOT PRO
INSP INSTALL SERVICE PROVIDE

can setup minimum deposit rules in EPASS. This
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.

-21 -
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-

53 Edit Job5tatus ARCHIVE ARCHIVE | = P |
Code [4RCHIVE Ok,
Descriptian I.-'-‘-.HEHIVE

Cancel
v Update Invaoice Header [ Dbsolete
v Cancelled [ Do Mot Dizpatch
[V Show in ePASS Mobile Tech Iv Require Minimum Deposit
¥ Update Invaice Header from Mobile Tech [ Immediate Ship
[T Show on Distributor Site ¥ Include in {0pen Fartz List} Special Field
v Show on Dealer Site
v Auto Ermail
Ermail Farmat; IF'EHLL ;I [T Usze lrvoice Type Email Format
attach Invoice v Email Tax IEiIIT-:n LI

Samsung Status | pending - HPO45: Nat Available Parts

g;a;'t-.:ze Bk I.-'i‘-.-'l‘-.B: Advance Exchange - In Tranzit from Customer

Semvice Power I.-’-'-.EEEF'TED
Statuz

Department SERVICE
INSTALLATION
SALES b
ELECTROMICS INSTALLATION
TEST

[]SaleziService

TRLICK
ROY ABDI TEST DEPT

[T aa

[bh

[Tee -

Lol Led Led

m

L

A

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.

pass —— i

WARNING! The minimum deposit amount of 54,11 is not received!

OK
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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.

[ Edit Invoice Type SA SALES INVOICE — X

Settings 1 | Settings 2 T Settings 3 T Settings 4 T Required FieldsT G/L Allocation T Printing ]

Default Department [~ Default Department From Terminal oK.

Secondary Department I l.l
Cancel

Enable Branch based Min Deposit W

Minimum Deposit Percentage | 50.00 #%

Department []ALL
@ !

[ 1SERVICE

Sales Division

v| Sales Division 1

V| Sales Division 2 26
Serial Type v/ BLDR A

v CLR

v v

Primary Division I L]
Division For Verification | _v_]

Start Address (@) | o )

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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B3+ Invoice # S000006211 - TECHNOCARE - Review Misc (= = |[=]
Type | Pack. | [t | Loz | Dezcription | II!t_I,Il .-’-'-.mu:uuntl Tax 1 | Ta:-:2| Ta:-:3| Status | A
Mizc Mo 100 Desc 100 1 356 Mo Mo MHa
Comment Mo ACTO Addrezs Moize Complaint ] 0.00
hModel Mo 70004 test 12344 1 500,00 Mo Yes Mo Committed
b odel Mo 71023 CLASSIC LEOPARD 20%16 1 2700 Mo Yes Mo Committed

< |

T

| b

radel T Labar I

[tem T
PASS

Mizc |-| oo I -

Mizc

Mote I

G/L Rev |-|[||:||:|
Cost Db I

Cost Cr

Mizc. Link

LComment

e g, S

WARNIMG! The minimum deposit amount of 5411 is not received!

™

T F'au:l;;ageT Signature

[T Package Tripiil_-|

Fapment Tax

Comment  |4ddress Naise Cormplaint

Cornrizsion
oK
| =
Created
PP |8/1617
e Modified
I cd2 | (0000700
- v Joovooso |

Commit Discount

Seqal Siplit Line

Header | 4dd | Edt | Delle |[ Eut | AddFiomCat |Hﬂ||”ﬂﬂ{lm%m

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.

-24 -

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




EPASS

s ocrtTwanra R&D Business Systems Ltd.
User Conference 2025 TF: 888.629.4218
Wednesday, October 22" — Friday, October 24 sales@epass.software
5. Totals Invoice # S000006211 = ® s
[MVOICE Cal cd2
TOTALS THABLE THABLE
Product Sales . . ... .. 527.00 527.00
Parts Sales .. ...... ..
Labor. . ... oL
Mizcellaneous Charges 356
“Wharranty Sales . ...
TAOTAL . ... .. 530.56 52r.00
+ Calculated Tax . ... 10.54 10.54

+ T ad Adjustments . . ..

= Invaoice Total . ... .. 541.10 2.000% E.000%

-Payments . ...
-4/R Payments ... Minimum Deposit: . . . _ _ . 54 11
' - Deposzit Received: . _ . . . 0.00
GHRAEETETS 0o - Deposit Required: _ _ . . . 54 11
=Balance . ... . ... .. 541.10
(]

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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B3 Auto Payment Transfer X
Original Invoice 5441
Before After
Invoice Total: 1767 .29 1767.29
Payment Total: 400.00 0.00
Balance: 1367.29 1767.29
Min Deposit 441.82
— New Invoice 5441-1
Before After
Invoice Total: 1107.38 1107.38
Payment Total: 0.00 400.00
Balance: 1107.38 707.38
Max Transfer Amount 0.00
Amount to Transfer: I 400.00
OK I Cancel

Reports

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

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.

-26 -
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& Invoice # RS00000352 - Nelson, Jim - Add Payment (=@]=]
Type | Pack | tem | Loc | Description | oty| Amount| Tax1|Tax2 | Tax3| status |
Wodel No WRQASICNKZ 9WH 36 FOURDOOR FRIDGE, 19.4CUFT,SS 1  3657.94 No  Yes
Misc No  DELIVERY Delivery Fees 1 100.00 No No

Minimum Deposit is
50% ($2,116.74)

tem | Model | Labor | Msc | Comment | Waranty | Payment | Tax | Package

Payment Type | _][ Amount | 0.00 Tendered
o : ) lvok Tota
ran Default (Andersons Appliances

“pomens

Balance
=

Minimum Deposit 2,117.00

Deposit Received 0.00
Deposit Required  2,117.00 -l
;
invoice Total |
oK | Cancel [ 42248 |EPASS automatically
‘ eu%[ 00 | Jrounds up to nearest
dollar.
To Activate the Setting
1. Go to Tools > System Maintenance.
2. Click the Variables tab.
3. Select Invoicing, and then click Open.
-27-
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B o. -— x
Tablez T Yanables

Configuration

EDmEanH

Huick Cazh
Manager Dazhboard
Digpatching
Purchazing

[temn lreventany

Serial [nventony
Wirelesz Inventory
General Ledger
Accounts Receivable
EPASS Pay

EPASS Reports

4. On the General tab, click Round All Min Deposits Up (nearest dollar).

[ Allow Finishing without Serial Numbers

[ Allow Finishing with Future Delivery Date

- Prevent Finizhing If Serialz are not
Allocated on Warranty Lines

[~ Warning Message on Warranty Contract #

[v Popup Customer Motes

[v Invoice Printing/Emailing Audit Trail

[ 5. Invoic ng Variables =
[ Tax Passwords T Titles T EDI ]
General T Update T Printing T Posting T Labor
Last Invoice # G230
| OK
[v Backorders [ Use Scanner
[ Require Payment for Taken Inventory

[v Warn When Stealing Serials Cancel

[v History Model Breakdown

[ Return Serial &= Original Sale

[+ Return Serial to Current Terminal Loc

[+ Auto Launch Serial Selection

[+ Include Quotes in Customer Invoice count

[ “foid WEB Payments with WEB Branch Token
[+ RoundAll Min Deposits Up (nearest dollar)

Use Date for Splts: ||y gice Start Date -

Copy Estimate to Sale Job Status: |CDN‘-.FEF‘.TED

-~

Kinimum Selling Price: | yopp

-l

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.

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

85 + Invoicing
Search Options Click here to make this your default Search
Search For |-2 By |Invoice # | Matching [angwhere ] Search
IAND L] For I By ICustomel # L‘ Matching |Equal v | Status

—_—

[#- Status 7] * invoice # Customer# | Name Address City Date Create{ Finish Date | Sched Date | Pi

Invoice Type ] 5445 (7075299231 |NEW PORT BULDERS |1907 GARDEN VEW CIR FTNGROVE | SANTA ROSA 2017-10-12| 2017-10-12 |2017-10-12

B Salesperson —| 5445101 (7075299231 |NEW PORT BUILDERS |1907 GARDEN VEEW CR FTNGROVE [SANTAROSA  |2017-10-12| 2017-10-12 |2017-10-12
- 5445-102 7075299231 |NEW PORT BUILDERS |1907 GARDEN VIEW CIR FTNGROVE | SANTA ROSA 2017-10-12| 2017-10-12 |2017-10-12
|| 5445-103 7075299231 |NEW PORT BUILDERS |1907 GARDEN VIEW CIR FTNGROVE | SANTA ROSA 2017-10-12| 2017-10-12 |2017-10-12
|| 5445-104 (7075299231 |NEW PORT BUILDERS |1907 GARDEN VEEW CIR FTNGROVE | SANTA ROSA 2017-10-12| 2017-10-12 |2017-10-12
] 5445-105 7075299231 |NEW PORT BUILDERS |1907 GARDEN VIEW CIR FTNGROVE | SANTA ROSA 2017-10-12| 2017-10-12 |2017-10-12
P 5445-106 (7075299231 |NEW PORT BUILDERS |1907 GARDEN VIEW CIR FTNGROVE | SANTA ROSA 2017-10-12| 2017-10-12 |2017-10-12
=] 5445-107 7075299231 |NEW PORT BUILDERS |1907 GARDEN VIEW CIR FTNGROVE | SANTA ROSA 2017-10-12| 2017-10-12 |2017-10-12
| $445-108 (7075299231 |NEW PORT BUILDERS |1907 GARDEN VIEW CIR FTNGROVE | SANTA ROSA 2017-10-12| 2017-10-12 |2017-10-12
- 5445-109 (7075299231 |NEW PORT BUILDERS |1907 GARDEN VIEW CIR FTNGROVE | SANTA ROSA 2017-10-12| 2017-10-12 |2017-10-12
Ll 5445-110 |7075299231 |NEW PORT BUILDERS |1907 GARDEN VIEW CIR FTNGROVE | SANTA ROSA 2017-10-12| 2017-10-12 |2017-10-12
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-.a.w
~ Search Options Click here to make this your default Search
Search For |-2 By Ilnvoice # _v_l Matching IAnywhete " Search
|&ND | For | By | Customer # _v| Matching |Equal v | Status IAI vl

- Status EZ)* voice | customer# | Name |cty

,. Invoice Type = 5445 |7075299231 |NEW PORT BUILDERS 1907 GARDEN VIEEW CIR FTNGROVE | SANTA ROSA 2017-10-12

@ Salesperson 0 31 |NEW POF DERS 7 GARDEN VEEW CIR FTNGROV! TA A 2017-10-12| 2017-

5 70 31 NEW PORT BUILDERS |1907 GARDEN VEW CIR FTNGROV - A
5445-102 |7075299231 |NEW PORT BUILDERS |1907 GARDEN VIEW CIR FTNGROVE | SANTA ROSA 201
$445-103 7075299231 |NEW PORT BUILDERS |1907 GARDEN VEW CIR FTNGROVE | SANTA ROSA 2017-10-12

$445-105 (7075299231 |NEW PORT BUILDERS |1907 GARDEN VEW CIR FTNGROVE | SANTA ROSA
5445-106 |7075299231 |NEW PORT BUILDERS |1907 GARDEN VIEW CIR FTNGROVE | SANTA ROSA
31 |NEW BUILDERS |19 DEN VEW CR FT1 ¥
5445-108 (7075299231 |NEW PORT BUILDERS |1907 GARDEN VIEW CIR FTNGROVE | SANTA ROSA
$445-109 7075299231 |NEW PORT BUILDERS |1907 GARDEN VIEEW CIR FTNGROVE | SANTA ROSA
544 10 |7075299231 |NEW PORT BUILDERS |1907 DEN VEEW CIR FTNGROV TA A

Now you can go to Copy - Merge & Summarize to print this out:

0 ePASS - Appliance Company
Eile | Inyoicing ' Purchasing  ltem Inventory  Serial Inventory Customer Financing GL AR AP TJools Window Help

JQ Maintenance @@g@ﬁ) @Ed &IIII|’?|§|E|B'|ISH§|0|F]
& Print 4
Email 14
Finish 4
= g
Payment On Account Search Options Clic
Archives |75_eamh For |-2 By |Invuic
Find Invoices FRIEDMAMNSLE L
= D ~| For | By [ Custor
. WILSOMN
Quick Cash 4
W& Dispatching L4 A tatus 5 * Invoice # Customer# | Name
FREDERICKS waice Type NEW PORT BU
Inventory Returns slesnetson 5445 101 | 7075299231 |NEW PORT BU
WILCOX =P 5445-102 | 7075299231 |NEW PORT BU
(@ Request Transfer HILLMON 5445-103 | 7075299231 |NEW PORT BU
Request Transfer Maint 5445-104 |70 31 |NEW PORT BU
= renster sntenance SALES ANALYSYS 5445-105 |7075299231 |NEW PORT BU
Batch Print FACTORY 5445-106 |7075259231 |NEW PORT BU
Bach Emailand Tt I s T
Reports .1 3 SVC AGREEMENT ?0752992 u
Reports ...2 L4 YALE E—— E—
Fi P
Reports .3 » OLDFIELDS SLEE!
CREDIT APP
Srheduled Rennarte

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.
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