EPASS Purchasing 1 - Ordering
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The Purchasing Module in EPASS is designed to streamline and manage the entire procurement process—from
creating purchase orders to receiving and costing inventory. It integrates with other EPASS systems like
inventory and accounts payable to ensure smooth operations.

Key Features

Supplier Management: Add, view, and maintain supplier details for invoicing and payments.
Purchase Orders (POs):

Create POs manually or via quick add options.

Add detailed line items for products and services.

Split and release POs based on availability or delivery schedules.

Receiving Inventory:

Receive items manually by locating the PO and updating received quantities.

Assign received items to specific locations using the “Receive to Location” feature.
Costing & Invoicing:

Match POs to vendor invoices for accurate costing.

Handle serial costing and label printing for received products.

EDI Integration: Supports Electronic Data Interchange (EDI) for automated supplier
communication.

RetailDeck Configuration: Allows integration with RetailDeck for importing product and pricing
data.

< Additional Capabilities

Price List Import: Upload supplier price lists via Excel templates.
Shipping Defaults: Automatically assign “Ship To” addresses based on store or technician needs.

Reporting & Analysis: Filter and analyze released/unreleased orders and quantities on order
(QOO0).
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Price List Template

A price list template allows for you to import a supplier price list via an Excel spreadsheet. You can import model
information into EPASS via associated columns in your spreadsheet.

System Maintenance

In System Maintenance you can add, edit, review, or delete a price list template.

Tables | Variables

Markup Fs
Miscelaneous
Miscellaneous Type

OEM

Package

Payment Type

Picker

PO Number

Prigrity

Product

Product Major

Product Minor

Prompt

Qualification

Repair

Return Inttiated By

Return Qutcome

Return Reason v

o
* Code | Deseription | |
oDs0 Parts taht are dropship
DURQ DURDCHERS GE TEST
ECPTS ECHO SHINDAMA PARTS —i
FP FP
FRASE Fraser Valley Import Test
FRIGI Frigicaire
FRIHOD FRIGIDAIR HOT SHEET TEST
GBaG GAGGENAL
e JcemesT |
GE AZTEC GE AFTEC
GEB GE
GEOT ge 07 hamai test
GEC GE CAFE
GEN WWIGEN ﬂ
Erint | Bewview | Budd | Edit ] Delate | Exit ]

Ideally you will create a template for each supplier and fill in the column fields with the column letter where the
information resides on the supplier Excel spreadsheet.
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Give each price list template a name and a brief description like GE and GE TEST as above.
Column example

If on the GE Excel spreadsheet the model code is in column A, then you will fill in ‘A’ in the code column field
and, if the description on the GE Excel spreadsheet is in column D, then on the template you fill in ‘D’ in the
description column field.

info
The following characters can't be used in the import file's Description column:
e single quote (')
e double quote (")
e percentage (% )
e asterisk ( *)
e colon(:)

e semi-colon ( ;)

General | Pricing ] Discounts ] Price Tag ] Related

[~ Do Hot Update Costs or Pricing

Code

Descr'q:l‘inn IGE TEST

[ Convert Description to Upper Case
File Name |DAGE and Cafe 1-20-14 HAMAI PL xisx

Type I!.Hadel j Format IEIGEI
Suppber Code ISERUEE

Code Column [C E— r Match Models

T Lef Led L]

Starting With
Description Column |p Root Model Code Column
'\—: For Retail Deck Templates you MUST use COLUMN names, and not column letters!
-4-
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9. Edit Price List Template Whirl RE WHIRLPQOL RETAIL PRICELIST *

General T Pricing T Dizcounts T Price Tag T Related

Code |'W'hir| AE [ Do Mat Update Costs or Pricing

Description [y /HIRLFOOL RETAIL PRICELIST
[ Conwvert Description to Upper Caze
File |E:'xF'rice Lizt Template WHI slsx

Type |Model | Format |Evncel

Suppliel Code |WH|HL RE
M atch Models
Code Column A [ Startingwith  Use Supplier Code fram Brand T able

Description Column |5 Foot Model Code Calumn

&dd Models ™

Stock @ Use 3¢ for irmvalid Code Modifier Column

T8 7 o

r
Active |7 Brand/Product Codes Brand Calumm IB—
Update Models Fraduct Column L Mapping
Root Model [ Description I | Inventory Type Column
bake Active W Make Mot Obsolete T | Remove All Special Characters fram Cade r
Brand [ Inventon Type [
Product [ Mote u Link Column I—
Suppli [~ Bi B
HPRLEt " Picture Full Path Calunn
Cilar B

Mote Column  |pg Color Calurnn | SEU Columin Pointz Column
Active Column Stock Column Bin Column Obsolete g
Equivalent &llow Package ity Tupe Wiy Months  [E

) ‘wiarranty Immediate
WWeight En_alng _ Fieserved Auto Murnber
Ship Ay Dizcontinued

n]
Cerial LPC Tl e

Being Dizcontinued
Ilze the W aranty kManthz fram the Brand table

171

(1] 8 Cancel
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Warranty Months

You can import the number for ‘warranty months’ via this column field. If this field option is used, it will fill in the
warranty months on the model.

The price list template also imports whether the model ‘Allow Package Wty’ is checked and what ‘Warranty Type’
it belongs to.

MODEL | MODEL cont.| Pricing | Picture | Documents | Notepad | PriceTag | Package |
. - Spiff1 = Spiff 2

Supplier [ke _| |ke¥ Groue Amt | 0.00 ||Amt | 0.00 OK

Warranty [ iz ¥ Atow Package Wy start[goi00i00 | || Start[ 000000 |

Warranty Type  [arL 1 [ArcextwarranTy ALLoy = [oowooo ] |[End [onoooo ]| Ceance!

ExtWarranty | 1 Points o

When the warranty months are filled in then when entering the model on an invoice the warranty months will be
filled in on the detail line.

g e . o] & ek
Type IPwchlnm ||.nl:[bowwn ] mr] Armurrt]'llx'lf'rmtzi'l'u:‘olsnm Iﬁ
Comment Mo  ACCES Piease visil our accessory depariment o 0.00
Model Ha 10501 Tesl Model =1 =3885 Mo L[] Ho Committad
MisC Ho DEL DELAERY =1 -28.50 HNo Ho es
Comment Mo ACCES Please visit our accessory depariment... [1] 0.00
Labar Yes NF Mick F. 0 0.00 HMe ies Ho
Misc Mo DEL DELNVERY 1 2850 Mo Ho Yes
Commant Mo NOINS HO METALLATION 5 REQUIRED 0 0.00
Fackage a4 Lid 1 111.00 Mo Ho Ho Commihed

TYITED 1 -
Rem Maodel '[ Labor T Misc T Comment T Warranty T Payment ] Tax -] Package T Signature )
Model  [uislssFc | [WICROWAVE Ordered | T [ T OO0 [ Package Tripe [ 1
Lecation | ] [mam Shpped [ Total [ ooo seit [ o000
SKU 2 Serial | Location | goH [ o Delvery -
|
Equitv HatAval | [ 20170926 |
Brand 3 BRAND Color | ~.-| Qo0 | [ Status
Product [DumMary Reference | Reserved I 1 Rpl Cost ! 0.00 Committed
c Created
b oo -] [fanai [2017-0528
Mr Wty 12 Months [ Auto Backorder [~ Reserve Exclusive when Ordering Modified
Hote B N T [2017-0528
I -

Cofeni Deseget
Sepal | Splt Lioe

[~ Invpice Total
Headar Add i Edut Dedate Exit Add From Can | MI_II I_m
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Active, Stock & Obsolete

This allows for you to designate a model as any of the above via your supplier Excel spreadsheet during the
import.

You assign the columns to the price list template that represent the Active, Stock and Obsolete checkboxes so,
on import, the model will be set to the option(s) selected in the spreadsheet.

£ Edit Model JVM1860WF, MICROHOOD 1.8CUFT 1100 WATTS o] @ (=
[ mopeL | MODELcont | Pricng | Piture | Documents | Notepad | PriceTag | Package
Model [_;-.,.q,r.gg.;,-,_: W Active [ Stock [~ Obsolete [ Substituted
Descripton  [JICROHOOD 1.8CUFT 1100 WATTS L
venlory Type ] _i | Hew lllew j e |

Pricing Tab — Spiff 1, Spiff 2, Sale Price

You can import the applicable spiffs and sale price(s) from the supplier Excel spreadsheet. Fill in the column that
associates to Spiff 1, Spiff 2 and/or Sale Price, as well as the Start and End date columns, if applicable. This will
fill in the spiff and sale price fields on the model during the import.

& - Edit Model IVM1850WF, MICROHOOD 1.8CUFT 1100 WATTS B =
MODEL | MODEL cont.| Pricng | Pcwre | Documents | Motepad | PriceTag |  Package
~ Spiff1 Spiff 2
Supplier [kev _| |ev GrOUP Amt | 0.00 || Amt | 0.00 oK
Warranty [712 ¥ Allow Package Wiy Start| gorooroo | || Start| gorooroo |
Cancel
Warranty Type  [aLL ] [ACexTwarraNTY ALLGY (B |oomomo | [[End Joooe _|
Ext Warranty | _| | Points 0
MODEL | MODELcont |  Pricing | Pctre | Documenis | Hotepad | PriceTog |  Packnge
Markup [ [Deszi Oiriginal Coat I—m 0K |
Cost Type Laat Brand Retate [ 50000
Average Cost I—m Supp List m Landsd Coat I—m Cannst
Last Cont [ 30 Discount % 0.000
Standard Cost m Replacement Cost [ goo
Hew Cost [ 310 Caleulate Prices ] Effective Dale [tomome |
|5|-q |L|l| | Description i(bw|
1 L1 ;D"; L1 ILAST'
Fl [ |Fioar Price LAST|
3|3 | Contractor Special [LAST|
(3 [ |Empiayes Pricing | LAST]|
[3 [T [LET S |PROY|
* | | |
Sale Price
¥ Upaate Pricing on mpon Frios |
W Update Cost on Impart Sian [oarooma ]
End [oomome ]
-7 -
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General | Pricing 1 Discounts | PiceTag | Related

Costl i Use Coat Standard ~|
Cost2 | Use Cost Average vI
Brand [ ListPrice Code | ListPrice | ListPrice2 | Project Cost | Recalculste Using |
ALL L1 H Use Column Value
ALL L2 4 Use Column Value
Add Edit Delete
Update Serial Standard Cost INe\rer
- Spiff1 -
Amount Column Start Date Column | End Date Column

Spiff2 -
Amount Column Start Date Column
Sale Price

Price Column Start Date Column

=]

I End Date Column

| End Date Column

e

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

On the discounts tab, you can fill in all the columns relating to the different discounts we receive from this
supplier. In this case, the price list template uses three of the possible five discounts this company uses.

B3 Review Price List Template RDC RETAILDECK

*

General T Fricing T Dizcounts T Price Tag T Related
End of Manth Dizcount &
Iadc_eom'l I
Truck Load Dizcount 7
Iadc_eomZ I
R Dizcount 8
Iadc_eom3 I
Cash Back Dizcount 3
Dizcount 5 Exchange
-8 -
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Price Tag tab
Allows you to import the price tag descriptions
|
' General 1 Pricing ] Discounts \] Price Tag ] Related '

Description

Feature 1 Feature 2 Feature 3

Feature 4 Feature 5 Feature &

Feature 7 Feature 8 Feature 9

Feature 10

Dimension1 Dimension2 Dimension3

Price tag fields commonly come from your website provider or price tag program. Usually, the manufacturers do
not provide enough good data, but if you can get a feed from any other source and wish to import this into
EPASS to possibly print your own price tags, then this will work very well for you.

-9-
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Related tab — for Models only

[ |
General | Picng |  Discounts | PriceTag | Related
Eem
fem 1 |.n._.n\ i |,q,=\ 3 |AA 4 | 5 ]
Prompt 1 [68 2| > ] 2l
== All current Rem 1-5 values will be erased for ALL MODELS in the spreadsheet before importing the
new values
Moded
Model 1 |',e., 2 |_.!. 3 |',e., 4 |:\ 5 ;,.:'
Prompt 1 [53 2 | 3 [ 4 [ 5 ]

== Al current Model 1-5 values will be erased for ALL MODELS m the spreadshest before mporting
the new values,

Hisc

Mise 1 [,e.._.n. 2| 3[ 4| S]

Prompt 1 [55 2 | 3 [ 4 | 5 |
==t &l current Misc 1-5 values will be erased for ALL MODELS in the spreadsheet before importing
the new values.

Comment
Commem'l|m 2| 3| 4| 5 |
Prompt 1 [BB z | 3 | 4 5

== Al current Comment 1-5 values will be erased for ALL MODELS in the spreadsheet before

imoorting the new values

Warranty

Warrln'r)rl[.cuo. 2 | 3 [ 4 | 5 i

Pompt 1 [68 2 e | Al 3]

== Al current Warranty 1-5 values will be erased for ALL MODELS in the spreadsheet before

imoorting the new values
0K | Cancel

Related items allow you to attach a variety of items, models, misc., wty, and comments to models so that when a
salesperson sells a model, it automatically can sell a wide variety of related products. This makes the
salesperson much more efficient, and it always reminds them of the add-ons they should be soliciting. The add-
ons can also be as simple as hoses, or what warranty to sell or numerous other products.

This feature will let you import related item/model/misc./comment/warranty (1-5 fields) as well as prompt
“Yes/No” for each field.

It will wipe out or replace related items/models/misc./warranties/comments even if a model currently
has all 5 filled in and you are only importing 1 column; the remaining 4 would become blank.

-10 -
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Creating a PO
Start by clicking on Purchasing > Maintenance > Add or by clicking on the Quick Add toolbar option:

9 ePASS - XYZ Company - Play
File Inveoicing Purchasing Ite
E-B&-=-|mq

[ Create Invoice

Create PO
Create ltem
Create Model

Create Customer

& : == =]
Supplier T Ship Ta T Documents T Motepad

PO # SYSTEM Buyer |BOE JOMES

Supplier | J e
Tonel Jar - \—l
Min Order Cancel
Tatal Ordered Detai
Total Costed
) Reksend
Supplier Mot
vppler e ‘ Effective 00/00/00
Ship Via | Started 4/2/2020
Canfitmations Ordered 00400400
Confirmed [ 00400400 Received 00400400
Autharized [ 00400400 Costed 00400400
Received [ 00/00400 Finished 00400400
Paid [ 00700700 Created 4/2/2020

Uzer KR
Recaive to

Location Code
I™ Receive to Location

Flaor Plan
Floor Plan Days il
Cost Factor 1.0000

PO
The first field is the PO # series followed by the PO #.

PO # Series (optional) can be defaulted by the supplier or at the terminal level. This allows different
departments to have different PO numbering series, i.e. sales vs service.

PO # defaults to "SYSTEM" to take the next available number for this PO. This can be overridden and a
number typed into the field "SYSTEM" is in.

Buyer

-11 -

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



EPASS

sorTwanrS R&D Business Systems Ltd.
User Conference 2025 TF: 888.629.4218
Wednesday, October 22" — Friday, October 24" sales@epass.software

This is the buyer name which can be defaulted by filling in the Salesperson Code in Tools > System
Maintenance > Tables > User

Supplier

The supplier you are ordering from. Start typing to see the suppliers available for selection. The name
and address will populate along with any minimum order.

Supplier Note
Populates from the supplier record and prints on the PO.
Confirmations
¢ CONFIRMED: Note, user code entered, date
¢ AUTHORIZED: Note, user code entered, date
e RECEIVED: Note, user code entered, date
o PAID: Note, user code entered, date
Receive To Location Code And Checkbox

Location code where the pieces will be received. When Receive to Location is checked it will override
any location selected on a scan gun. This is only for receiving models.

info

e Selecting a Location is optional, unless the Require Location to be Selected on PO Header option
is active in Purchasing Variables
(Tools > System Maintenance > Variables > Purchasing > General tab). If this option is active, a
Location must be selected from the dropdown list.

-12 -
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5

General T Frinting T Bin Labels T Part Labels T Discount Labels T Integrations

Last PO Mumber | 53

k.
Bar Code D elirmiter |
Default [tem Quated Cost |Last ﬂ Lancel
Default Model Quoted Cost |Driginal j
| Backorder lterms for same Location as lnvoice 7 - R ST sl et D =it

W] vt Sl Byt B [v Transfers Default Batch Number

] ] — LCreate Transfer Request when receiving to
[ Wwaming If Customer an Credit Hald a different location than ardered for

[ Sernial Type Required [not ALL]

I+ “wireless / Single Barcode Solution

o If the Supplier is set up with EDI, then you must choose a location that is set up with EDI as well.

Floor Plan

If this PO is floor planned, fill in the flooring company and this will be defaulted to serial numbers as the
pieces are received.

Floor Plan Days
The floor plan due date will be defaulted based on the days entered here.
Cost Factor

If this PO has import duties or currency exchange the rate can be filled in here. For example, if the
import duties add 25% to the cost of the inventory, then a piece that costs $100.00 will have a factored
cost of $125.00. This is for both items and models.

Released (Checkbox)

If checked, this defaults all lines on the PO to be released. Checked is the default. If unchecked, all lines
default to not released. To release some of those unreleased pieces, the split/release form in the PO
detail screen allows lines to be split and marked if they have been released. Releasing can be used for
large orders where you want to receive the inventory in stages or you are placing an advance order for
seasonal product.

Effective/Started/Ordered/Received/Costed/Finished/Created/User

-13-

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

Effective date is no longer in use.

Date and time stamps of when the PO was started, ordered, received, costed, finished, created, and
which user completed the action. This is the system date (the actual date).

PO Detail

PO Detail is where you purchase what you need to sell and service customers. Click the Detail button on
the header to get there.

Supplier T Ship Ta T Documents T Motepad
PO & | J | SYSTEM Buyer |
Supplier  [yHIRL | [WHIRLPOOL CANADA LP -
Serial PO BOx 7ol =
eria
ALL | [STHA
Type | = TORONTO, ON o
tin Order PSS ZRZ S SHIEE
| DDD' Phore: 1 [800) 663-7478, 1 [300] 661-2545 Detai
Total Ordered etal
| 0.00]
Total Costed
| DDD' [+ Released
Supplier Mok
izt Effective 00/00,/00
Ship Vi | Started 4/13/2020
Confirmations Urdered Q040000
Confirmed | | [o0/00/00 | Received 100400400
Authorized | | [00/00/00 | Costed 00/00,/00
Received | | [o0/o0/00 | Finizhed 00/00/00
Paid | | [00/00/00 | Lreated 4/13/2020
User S
Receive o
Location Code | J
[ Receive to Location
Floor Plan |
Floor Plan Drayps 0
Cogt Factor 1.0000
Po Detail

Going into detail for the first time on a purchase order, a small popup window asks which type of detail line to
add.

-14 -
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B3 Add PO De.. X

Select the Type of Detail
yaL wizh ta Add.

[ ok ]

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

Cancel |

B Order Only: PO #1158 - Add ltem = B |
Type | Rel | Item/Model Code | Description | Drdered| f-‘a.mu:uunti Heceivedl Sugl Statusl BO [rw # | R
< >

Item T Model T Comment T Freight
Itemn || [l | binimum Order
E quivalent | Bin | QoH| 0 Qo0 | 0 ] AL
Total Ordered
SKU [ Rate[ o :[ oy 0.00
[ Recalc List Received
Lizt Price 0.00 Suggested 1] Location 0.00
Total Received
Average Cost 0.00 Ordered 1 Reference = ECEIEEDD
Last Cost 0.00 Received ] BO Invoice # Costed
Supplier Cost 0.00 Prev Received ] Last Received 00,0000 Ll
: Tatal Cogted
Guoted Cost 0.on Total Received ] ETA Date 00,0000 Iiﬂﬂﬂ
Uit Cost 0.00 Ext Unit Cost 000 Facking Slip # Refrezh
Freight 0.00 Factar 1.0000 Supplier [rvoice # v Part Label
; : [ Bin Label
Total Cost Ext Factored Cost Freight | # :
otal Cog 0.00 st Factored Cos .00 reight [revoice L peces
[ Ok, | Cancel ‘ Freight | Header |

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

-15-
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e Add: Adding a new line item

o Edit: Editing the highlighted line item

e Order Only: Adding line items to the PO

e Order & Receive: Adding and receiving line items on the PO

e Order, Receive & Cost: Adding, receiving, and costing line items on the PO

e Order All: Order all line items on the PO

e Receive Only: Receiving line items on the PO

e Receive & Cost: Receive and cost all line items on the PO

e Receive All: Receive all pieces on the PO

o Cost: For costing the line items on the PO

[Eﬂ- Order Only: PO #1158 - Add Model

Model Detail
£ - Order Only: PO # 1158 - Add Model o] B =)
Type | Rel | Itern/Model Code | Description Ordered Amount | Received | Sug | Statuz | BO I 8 | R
< >
fem T Model T Comment T Freight
Model J || J | Recsived |DWDWDD J Minimurm Order
,7 ,— Ivoice | Oy | Reference | Date | 0.00
Sl S g ois D Total Ordered
List Price 0.00 Reserved 0 oog
Received
Average Cost 000 Ordered 1 oo
Last Cost 0.00 FReceived 0 Total Received
s : 0.00
COriginal Cost 0.00 Frev Received 0 I Order Exclusive Select Al Costed
Landed Cost oo Total Received 0 [ Released 0.00
Standard Cost 000  Location I—_| Serial Type AL = Tatal Costed
0.00
Quoted Cost 0.00 [ Receive to Loc BO Invoice #
_ Refresh |
Discounts 0.00  PReference ETA Date |DD£DDJDD J
Urit Cost 0.00  Eut Unit Cost Iiuuu Packing Slip # Ii
Factar 10000  Ext Factored Cost 0.00 Supplier Invoice # 2z
Serial | | 0K | Cancel | Freight Header

-1
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If you use your own internal SKU numbers, it will show up here. EPASS can generate SKU numbers
automatically by enabling them in Tools > System Maintenance > Variables > Serial Inventory > Auto Assign
SKU Number checkbox.

QOH

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

Q00

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.

Reserved
This link will open a window to show you the invoices this is written (reserved) to, based on invoice type.
Order Exclusive (Checkbox)

The pieces on this line are ordered exclusively for the BO invoice # shown which means the exact serial number
received must be shipped to that invoice.

Released (Checkbox)

If checked, this defaults this line on the PO to be released. Checked is the default. If unchecked, the line defaults
to not released. To release some of those unreleased pieces, the split/release form in the PO detail screen
allows lines to be split and marked if they have been released. Releasing can be used for large orders where
you want to receive the inventory in stages or you are placing an advance order for seasonal product.

Discounts

You can have up to 10 different discounts such as a truck load, an early payment, or cash back. These are setup
in Tools > System Maintenance > Variables > Purchasing > Discount Labels tab.

Rate: the dollar amount or the percentage for the discount
Method: either a dollar amount or a percentage.

Discount 1-10: The titles (Discount 1) can be changed on the Discount Labels tab.
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B3 - PO Model Discount Detail (3]
Rate Method  Discount 1 Rate Method  Discount B
| I e ~] | 0.00 | ooo |3~ | 0.00
Digcount 2 Digcount 7
| ooo |3 || 0.00 | ooo s || 0.00
Digcount 3 Dizcount 3
| 000 |3 || 0.00 | noo |3 | 0.00

Dizcount 4 Digzount 9

B
| ooo |3 || 0.00 | ooo g || 0.00
B

Digzount 10
| 0.00

Dizcount &

| 000 |3 || 0.00 | noo |3

Cancel

Comment Detail

E3- Order Only: PO # 1158 - Add Comment = = (==

Type | Rel | Item/Model Cade | Description Ordered Amaount Fleceived| Sugl Status| BO Ire | R

tem | Model I Comment | Freight

Minirnun Order
0.00

Comrment Taotal Ordersd

0.00

Received
0.00
Total Received

0.00
Costed

Reference # 0.oo

Total Costed

0.00
Refresh

Pieces

0K | Cancel | Freight | Header |

-18 -

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



EPASS

sorTwaAnRrRa R&D Business Systems Ltd.
User Conference 2025 TF: 888.629.4218
Wednesday, October 22" — Friday, October 24" sales@epass.software

Comment Code

If you have pre-defined comments, type in the comment code or choose from the drop-down to have that
comment added to the invoice.

Comment Description

If you selected a comment code then the full comment will be filled in here. If you do not want to use a comment
code, you can skip to this field and just type in whatever comment you want. This will print on the PO.

Reference
Reference number for this line.

Freight Detail

B3 Order Only: PO £ 1158 - Add Freight e ™
Type | Rel | Itern/tModel Code | Description Ordered Amourt Heceived| Sug| Status| BO I # | R

ftem T HModel T Comment T Freight

kinirum Order

0.00
AmaLint Total Ordered
Q.00
GL Account | J | Bt

Reference # .00

Mate Total Received

0.00

Cosgted

0.00

Total Costed

Q.00
Refrezh

Pieces

4 Cancel Freight | Header |
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Amount

The amount of the freight charges.
GL Account

The GL account the freight charges are going to. Start typing and the menu will open to select the number you
need.

Reference

Reference number for this line.

Note

A place for you to type a note. This will print on the PO.

Toolbar Options

OvRT k;ivj

Purchase Order

Receiving Document by PO#

Receiving Document by Supplier invoice®

Printer Icon

o Purchase Order: Opens the print selection window for printing the PO.

e Receiving Document by PO#: Prints the receiving document for this PO.

e Receiving Document by Supplier Invoice #: Opens the print window to print the receiving document by
supplier invoice number based on the date or date range received.

Envelope Icon
Email the PO.

Column Icon
This toggles auto-scroll in the PO on and off.
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OE-04 Written Models

This report is the ordering report for written models only; it is focused on just-in-time ordering. It includes
min/max quantities as information but does not use the min/max in its calculations. It is used as a worksheet to
see what needs to be ordered and for when.

Once you run the report, you can choose to order everything on the report or specific entries.
To Run the OE-04 Report:

1. Go to Invoicing > Reports ...1 > OE-04 Written Models Report.

2. Enter the report parameters on the Section 1 and Section 2 tabs.

3. When you've finished entering the report parameters, click OK to run report now, or click schedule to run
the report at a specified time and date.

Selection 1 - Report Parameters

Selection 1 T Selection 2
OEM lﬁ | &l Records
Brand  |™* | Al Records
Froduct b ajor | xxxxx J |'.-;-,'|| Fecards
Product Minor [ | sl Records
Product | “““““ J |.-“-‘-.I|Fiec|:|ru:|s
Parameter Description

This option will let you select one or multiple OEMs (Original Equipment
Manufacturer. The OEM is used to define groups of brands. If one buyer is

OEM responsible for a handful of brands, you can create an OEM in Tools > System
Maintenance > Tables > OEM Table and assign the OEM to each brand. This
way one single OEM of ‘WP’ can pull Maytag, Jenn air, and Whirlpool etc.

Brand This option will let you select one or multiple brands.
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Parameter Description
Product

Major/Minor/Product This option will let you select one or multiple major, minor, and product categories.

Inventary Type  [wsee _| |4l Recards
Shipping Method [ | [anRecords
Job Status [ | [anRecords
Invoice Type [ _| |&ll Records
Payment Type [ | &l Recods
Parameter Description

This option will let you select one or multiple inventory types. The inventory type is used to
define inventory. If one buyer is responsible for electronics inventory types, you can create

!;\veentory inventory types in Inventory Types Table and then assign the inventory type to each model.

yp This way the user responsible for ordering electronics would run it for Inventory Type
Electronics and it w

Shibbin This option is commonly used in wholesale distribution businesses, not in retail. This relates

MetI::)dg to different shipping terms. Examples include express shipping, and factory shipping only,

etc.

This option will let you select one or multiple job statuses. Some companies will only order
product once it is in a ‘scheduled’ status. The job status allows you to define if you can

Job Status select this job status only once the minimum deposit has been reached and the job status is
dispatched. There are options on the Selection 2 tab to restrict by the deposit being reached
or the invoice is dispatched and even for COD invoices not paid for.

Invoice

Type This option will let you select one or multiple invoice types.
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Parameter Description
Payment This option will let you select one or multiple invoice payment types. This is the payment
Type type specified on the invoice header.
Branch EEEEREH J |'||:|.'" HECDrdS
Location e | |&IRecords
[ Only show QOH breakdown and Spaoken For from theze locations
todel Number From | __| |Beginwing of Fil

To  |zzzzzzzzrzezezzez_ | |End of File

Last Mame From |

T|:||

Parameters Description

This option will let you select one or multiple branches. Access to this is based on

Branch .

security.

. This option will let you select one or multiple model locations as per the invoice detail.

Location . . . , . :

This feature is used if you are ordering only for certain store locations.

If this option is selected, it will only show QOH for the selected locations on the report.
Only Show . . . . . . . - .
QOH This option is mainly used by companies with multiple locations in different States; this

way you can only see the warehouse in the East coast if ordering for 'East' location.

Model Number

From and To This option will let you filter the report by model number (default is all models).

Last Name From  This option will let you filter the report by the customer's last name (default is all
and To customers).

info

-23-

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

Selecting a Location is optional, unless the Require Location to be Selected on PO Header option is active in
Purchasing Variables (Tools > System Maintenance > Variables > Purchasing > General tab). If this option is
active, a Location must be selected from the dropdown list.

B3
General T Frinting T Bin Labelz T Fart Labels T Digcount Labels T Integrationz
Last PO Number | 53
1]4
Bar Cade D elimiter |
Default Ikem CQuoted Cost |Last j Cancel
Default Model Quaoted Cost |Elrigina| ﬂ
| bBackorder ltems for Dame Location as lnvoice ©° —F - 1 R Eeee R e
[ Auto Spit During Cost v Transfers Default Batch Mumber 3
] _ — Create Transter Request when receiving to
[ Warning If Customer on Credit Hald a different location thar ordered for
[ Senal Type Reguired [not ALL)
v ‘Wireless ! Single Barcode Solution
Bil Ta From | | |Eeginning of File
To | | |End cf File
Starting D ate |5;4;2|:|24 J Specific [nvoice
. 0R
Ending Date  |7/4/2025 [u |
[ Ewxclude Empty Dates
Exclude PO Effective Date After ||:||:|,.'|:||:|.,.'|:||:| J
Supplier From | | |Eegining of File
Supplier To |zzzzzzzzzz J |Er'u:| af File
Parameters Description
Bill To From and This option will let you filter the report by the invoice's Bill to code (default is all
To codes).
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Parameters Description

Starting/Ending
Date

Specific Invoice

Exclude Empty
Dates

Exclude PO
Effective Date
After

Supplier From and
To

This is invoice schedule date and invoice pickup date. It will show you everything
that is being delivered or picked between this date range so that you can order the
product in. For suppliers like GE, Whirlpool, and Electrolux, you can do that in a
shorter time frame (2-3-4 weeks) however, for speciality suppliers, you will need to
run 3-4-5 months out in advance.

This option will let you run the report for a specific invoice; instead of running the
report for a date range. This can be handy for large orders or projects or where you
need to place one PO per invoice. The One PO per Invoice option also exists on the
OE-04 Report.

If this option is checked, it will exclude invoices with empty schedule date and/or
pickup dates. If this option is not checked and both the schedule date and pickup
date are empty, the invoice start date will be used.

If this option is checked, it will not show QOO where the PO has an effective date
which is after an ending date you specify.

This option will let you select one or multiple suppliers.

Shiow Cozt
Sort By

b odel Active
todel Stock

Reference Fram

Fiegion

| Mone ﬂ
| Model -l

|Both
|l

|Inw:|i|:e b odel j

|:xxxxxxxxxxxxxxxxxxxxx:
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Parameters Description
Select to view these costs in the report: None, Average, Last, Standard, Landed, Original,
Show Cost

or Replacement.

Sort By Select how the report is sorted.

Model Stock This option will let you select stock, non-stock, or all. It defaults to all.

Reference This is commonly used to indicate if there is a special buy, special dating, or if the product
From must be ordered under a specific contract number or, in the case of furniture, color code
Region Select to filter the report by one or more regions (default is all regions).

Selection 2 - Report Parameters

Selection 1 T Selechion 2

[v Exclude Retuns

[ Sort by Reference

[v Include Invoices Already Ordered For
v Ewclude Models with Available Qky
[ Exclude Mon Digpatched Job Statuz

Parameters Description

Exclude

Selecting this excludes return invoices from the report.
Returns
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Parameters Description

Sort By

Reference Selecting this groups invoices by Reference.

Include
Invoices
Already
Ordered For

Selecting this includes in the report invoices that you have already ordered for.

Selecting this excludes model with available quantity. For example, if your inventory is

Excl
clude . accurate and you have flagged the showroom location as ‘not available’, the only
Models with . . . ) : o
. available inventory is the warehouse and other valid locations. This is a helpful as you
Available Qty

only see models you need to order.

If selected, the report excludes invoices where the job status is set to Do Not

Dispatch in Tools > System Maintenance >Table > Job Status. Most companies will
want to see estimated dates on the report and then check with the sales staff to see if the
date is good or not.

Exclude Non
Dispatched
Job Status

[v Ewclude COD [nvoices not paid for

v Inchide Mon-Committed Senial #
[ Order for Terminal Location
[ Ewxclude Reserve Exclusive From Spoken For and Ordered For

[v Only zhow invoices that have reackhed the minimun depozit

Parameters Description

Exclude COD

. . If selected, COD invoices not paid in full are excluded from the report.
Invoices not paid for
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Parameters Description

If selected, the report will include open serials from the invoice detail in the QOH.

Include Non- We recommend leaving this option selected. This option is only relevant if you
Committed Serial # have disabled Auto Commit Serial # In Invoicing in Serial Inventory
Variables.

If selected, when the purchase order is written, it will populate the location on the

model line in the purchase order from the Model Delivery location set

in File> Terminal Settings. If unchecked, it will order the product from the model
Order for Terminal location in invoice detail. This option is commonly selected where inventory is
Location received into multiple locations so the ordering person’s terminal settings will be

set to where the product is expected to arrive. This is also connected to the

Interstore Transfer system so EPASS can coordinate movement of product when

it arrives in a different location than it needs to be delivered from.

Exclude Reserve If selected, the report excludes “Reserve Exclusive”. We recommend this is
Exclusive From always selected as this inventory is not your normal ‘in-box’ inventory; it is ‘open-
Spoken For and box’ or ’as-is’ and, in those cases, you want that inventory excluded from the
Ordered For ordering numbers.

[v Exclude Invoice Mot Credit Approved

[v Exclude Mot Releazed Quantities in Q00

[v Show only Spoken For inventory with a pazst Delivery Date or |_1 daysz in the future
[v A/rite BillT oCode to PO Packing Shg

Optional Fields On Report
[v bodelMate v PO MNumber [v Bill To Customer

[ Deposit [ MapZone [w Ship To City
[ ATS [ Break 000 and QOH out by Senal Tepe
[~ Show Requested Date [~ Selling Price
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Parameters Description

Exclude Invoice
Not Credit
Approved

Exclude Not
Released
Quantities in QOO

Show Only Spoken
For
Inventory...Days in
the Future

Order Only for Key

Report Only Where
Key QOH is
Insufficient or
QOH<

If selected, invoices that are 'not credit approved' are excluded. See Credit Approval.

If selected, the report excludes purchase orders that are “not released” from the
QOO. For example, if you use releasing on purchase orders, you probably do not
want to include purchase orders that have not been released in your QOO since
those are not coming in yet.

This option controls which invoices with Spoken For serial numbers appear on the
report. You have the option to choose number of days in the future. This value is
also saved so that the next time you run this report, it will be filled in.

This option is only used for members of NEAEG (Key) that are also importing the
QOH details from the group. If this option is selected, the report will only show the
models where the QOH has been imported from the buying group.

If this option is selected, the report shows models where the supplier QOH is less
than what you need to order or below the amount keyed onto the screen. This helps
you identify low stock models at the group which may or may not be available since
the buying group QOH information is not always up to date.
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Parameters Description

Selecting this option will write the invoice's Bill To code to the PO's Packing Slip #
field when the PO is created from the OE-04 Order screen.

e = =
5 Ordeer Oy PO 2 RS179 - Review Model
TS CUFT FROWT L 1038 5 [V 1 5 1) 4
Hioded DwalESE0UG 24 DISMWASHER, 42084 BL 55 1 23490 [1] 1 0 USOO0000e
Hioded HSIMEINTG  VICUFT CTM_BL 55 1 HiM 1] 1 0 USO00000Z
el HERITENSG  ~30INDUCTION AAMGE, BL 55 1 20 o 10 Usoo0ooies
Hodel HEMETIO0ATG 30 CHMNEY HOOD, BL 55 1 130580 o 1 0 USO0D0O0Zs
Hided RFZMENSE 364 DOOR FRIDGE. BL 55 1T 33000 o 10 UsSo0DonCE
Hoded ‘WEFSIBRAT00 27 FRONT LDAD WaSHER, BL 1 145200 1] 10 USOOD000e
i€ >
Hodel UK [onviasTaoosv | [7.5CUFT FRONT LOWD DRYER, BL 55 Feecerved [D00000 | [ Miriomum Drdes
H H Seral @ L [ m
Write BillToCode s T w5 sxfd b
to PO Packing Slip ListPice TARZEI Hesenved 5 |~ noscr
bwerage Coat | Gia 54 Ordered 1 [ oW ¥ ﬂﬂﬂ
Lt Lot l S5 Fecerved ] Tkl Recered
Cisigensd Cioat 1000 PrevRecened U [ Oude Exclutive Sdact A e ]
LandedCost | op0  Tobsl Receied 0 [ Relessad ReqShpDae  [Er2mes A1 m
Staned Cost 10909  Location W fun of SFGIZ025 ™ RSD Confimed | Tetal Costed
Dusted Coat ThEE I Pecave ko Loz Sedal Trow faiL = |I Mmﬂm
Enshary BOlwoicer  [UGmOOOGGE | _Peedh |
Dmcgurts | 0o
Uit Conit
Facior
Sl | Concelfiatanca |

Optional Fields on

Report Select or clear the optional fields you want to appear on the report.

Ordering From the Report

Once the report finished running, a PDF of the results appears. From here you can choose to order some or all
of the listed models.
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™ oo aen PR gooe vt Do Dedker &1

Appliance Sales & Service
Written Models Report

Brand: Al Records Product: All Records

Job StatesAll Records
Payment Type: All Records
Invoice Type: All Records
Suppler From :

Ship Method:All Records

Suppler To - zzrrerrrrr

OE-04

Model From:
Starting Date:  May 1. 2009

Tow zezerrerrrresrrrs
Ending Date: Jum 1, 2020

Branch: All Records
Include Mon-Committed Senal #5 No

Report Date: May 1. 2020 System Date: May 01, 2020 System Time: 3:12 pm Page: 1
lpdel 8 Gty Lec PON 50 &  inwoiced Date Customer # Hame Branch, Status Dl Date
Felpronts Cradst Held
FFMO00s ! 103.00 SO0 2000 ALV BRI DANIEL GEORGEE Defmt CREATED 5302020
FFoRES Teul: 1 p0E: 3 QD Bl Q0N @10 Alin: 0 M @ Mabs=3, S1F=1
eom-Sa0ck
PIRGSRIB 1 695 SO0 4132010 Esssizil | JOSE DIEGD Defst | EST

LIENYMY

At the top of the report, there is Create one PO per Invoice, Order, and Order All buttons.
CREATE ONE PO PER INVOICE:

If this option is checked, it will create one PO per invoice. This is commonly used for higher-end

distributors where they prefer each invoice to be its own PO.

ORDER:

This option is used if you don’t want to order everything on the report. Once you click on Order, it will
open a “Create Orders” window where you can select the models you want to order and then click

on create PO to create PO.

& Guss O EE=
o | S laCote | Gold ToMase £
=1 PR ES, AP [Z 10500
=] PIKGERID 1 [ o ] CeEGD 5
O Sx i 1 N s 8
(o THEE LRSS 2 P2 CEGD E
(o] WVIITEE 2 SN DEGD b
3 ¥
Select Al | I techate Stk Dudeny Eueel ] Cioste PO I Careol ]

Clicking on Create PO button will generate the PO. After EPASS has created the PO, you’ll notice the report

refreshes and now it displays the list of POs that were automatically created.
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C# 1| Orcles | PO Musrier | RSV Exchative | Modsd Code | Qi | sl | Locaton Code | Ires PO Code | Salespwszon | Irvoics Code | Invoice Start Date | Seld T

O 162 FIEGERTE 1 SON00004 AN A o

o mns FFE000RE 1 SO0020006 4n4anmn 8585

e ORDERALL:

If you want to order everything on the report, you can do that simply by clicking the Order All button.
™ Comaln e P peiw rveicn iachen Ciacies i

Appliance Sales & Service OE-04

Written Models Report

Bramd: All Records Product: All Records Adodel From: To:

Jab Status:All Records Ship Method:All Records Startmg Dates  May 1. 2019 Endmg Date: Jun 1. 2020

Payment Type: All Records

Invoice Type: All Records Branch: All Records

Supplier From : Supplier To : zzzzrerees Inclede Mon=Committed Senial #'s No

Report Date: May 1, 2020 System Date: May 01, 2020 System Time: 3:37 pm Page: 1

Mloded 8 Gty Lec POS ST 5P  Iewpsca Date Customar # Name Branch.  Siatus D Date

Rebsrence Crpdis Hald
ST i IR ] SOOI 13200 BEESSAINI2 TOSE DIEGD Defwlt  E3T
SKTE0 Tetal; ! e 2 CROO £ S QMY @70 Ais; 0 Maw; @ Malw=2
Noa-Siock Quasnry Spoken For |
Iogics Customey Qi Job Status Dofvery Date  Davs In B,
SO0QI0002 GEORGIE 1 EST 1]
AT T ARSI 0 200 o TOAwT N T FI TR T E T TPICE TErLry TaPute  EST SR

Clicking on Order All button will generate the PO.

311.00 S00020004 4/13/2020 858
Total: 1 QOH: 2 QOO0 / Stock QOO: 0/
A e oo 2
>
Customer
o GEORGIE
@l Ordered Successfully! 42002020 858
Total: 2 b/ Stock QOO: 05
o 3
Vo Customer
S00020002 GEORGIE
S00020004 DIEGO
312 .00 S00020007 4/20/2020  858:
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Once the PO # is generated, either copy the PO# from the report and paste it into Purchasing > Maintenance or
use Purchasing > Find POs to find PO number, then you can print, email or use the Purchasing > PO
Export function to send the PO to the vendor.

Hr R
— S ==]
Search Options Click here to make this pour default 5earch
Search Far | By |PD # j Matching  |Equal -
Seith
|ANDﬂ Far | BylSuppIier ﬂ Matching | Equal b

- Supplier

1163 |MISC ' 05/01/20 | 05401420 311.00

1164 |WwHIRL 05/01/20 | 08/01420 1608.00

B3 Order Only: PO # 1162 - Review Model o] & |3
Type | Rel | Item/td odel Code| Description | Drdered| .&mount| Fleceived| Sug| Statusl BO I # | A

todel METAL FILTER FORWVENTILATI..

wWHIBLPOOL PRODLUCE FR

1 108.00 0 1 0

< >
tem T Model T Comment T Freight
Model  UK| lp1KG6R1B _ | |wHIRLPOOL PRODUCE PRESERVER Received 10040000 | [ Minimum Order
Serial # | Location | Invoice | 0.aon
sku QoH 1 200 1 | | | Total Ordered
List Price 1299 Reserved 1 114.35
Received
A Cast Ordered
wverage Cosl 0.00 rdere 1 ,7000
Last Cosgt 000 Received il Total Received
. . 0.0o0
Original Cost noo  Prev Received 0 [~ Order Exclusive Select &l B
Landed Cost oog  Total Received 0 [ Released 0.0o0 5
Standard Cost 695  Location ,—_| Serial Type ALL . Tatal Costed
Record Count 0.00
Quoted Cost 695 [ Receive to Loc BO [rvoice # 500020004
Discounts 000  Reference ET& Date 00400400
. &g of 5/1/2020 | J
Unit Cost [ 000 EsUntCost [ gog PackingSip# [

Customize Home Sereen Factor 1.0000  Ext Factored Cost ,7000 Supplier Invoice # ,7 IIlPleces

Seial | CanceIBaIance| Add | Edit | Delete | Exit | | ChangeElA| Freight | Header |
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PO-14 On Order

The PO-14 On-Order report sounds like just an open PO report, but you might not be aware of the various ways
it can be used. In addition to showing you POs that are on order, it can also show you orders that you haven’t
been invoiced for yet (or you were invoiced but someone forgot to cost the PO), or it can you show returns
you’ve sent back where you haven’t received credit for them yet.

As with every report in EPASS you need the appropriate security in order to run it:

. S
(5 Security for User: ePASS Demo User = pX

e — [ Sy Optor )
ltem | mr enlt ory Transfer Maintenaree - Transfer Report 0K
Serial Inventory Reports: PO-11 Pricing Report
Serial Inventory Lists Reports: P0-12 Recommended PO's
Serial Inventory Costs Reports: P0-13 Receiving Report Cancel
Accounts Payable
Accounts Receivable Reports: PO-14 On Order
General Ledger Reports: PO-15 Backorder Fill List
History FEl Db OO A0 Dt | ol

On-Order Report

One of the key fields on this report that really controls what information it will retrieve is the Show selection. To
run the report as an on-order (open POs) report you'll need to select “On-Order Only”.

-

E PO - On-Order Report Ii| =) I£|
Sort By I Supplier ﬂ 0K
Supplier From | | |Beginning of File
T [222222222._| [End of File Coed
Date From 0o/00/00 |
Date To [10/06/2017 _|
Show On-Order Only |
Replace Zero
Quoted Cost with 13" ﬂ

Without using any of the other options, On-Order Only would just show you everything currently on order. Since
showing everything might be too much you could narrow the report down by using the date range (do you really

-34 -

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



EPASS

sorTwaAnRrRa R&D Business Systems Ltd.
User Conference 2025 TF: 888.629.4218
Wednesday, October 22" — Friday, October 24" sales@epass.software

need to see everything that was ordered today?), or you could use the following options to look at a more
specific set of data.

Show only where ETA date has passed: This works together with On-Order Only but will only show where the
ETA date has passed, so you can focus on the product that is late. When this option is checked you can also
choose to Include blank ETA Dates.

Show only where not confirmed: On the PO Header window there is a Confirmed field. You can use this to
enter when you received confirmation from the supplier that they actually received the PO. If you are maintaining
the confirmed field, then you could use this check box to find only the POs where you did not receive
confirmation. You may want to double check with the supplier if they did receive those orders.

Show On-Order Only Ed
Replace Zero i -
Quoted Cost with 1-3° —

v Supplier Invoice Required to be Costed

v Show Cost

[ Include header comments [ Include detail comments
[ Show only where ETA date has passed

v

[~ Show only Returns

[V Include Items

[ Include Models

[~ Show only where not confirmed

Here is a sample of items on order on the report.

FOs= Suppher Brand Item # / Comment Description Ref /BOInv#5SF Ord Rec On OrderExt Rec'd Cost Date Ord ETA Date
1625 STATE AMA WPL 283811 P-1 AGITATORREPAIR K 5 0 ] 0.00 37372007
1825 STATE CRS PAN1 P R SWITCH 1 0 1 0.00 5/3/2007

Not Costed Report
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Another way you can use this report is show items that have not yet been costed. These items would not be on
order at all; they have actually been received but you just haven’t received the invoice from the supplier yet, or
the costs were not entered into EPASS. To run the report for not costed inventory choose the Not Costed
Only option.

5| PO - On-Order Report e [=
Sort By ISuppﬁe: ﬂ 1] 4
Supplier From | | |Beginning of File
To |222222222;__| |End of File Eence
Date From joo/00700 |
Date To 10/08/2017 |
Show Nat Costed Only :J
Replace Zero
Quoted Cost with 1125t B

[v Supplier Invoice Required to be Costed

Iv Show Cost

[T Include header comments [ Include detal comments
[ Show only where ETA date has passed

vz

| Show only Returns

v Include ltems

[ Include Models

[ Show only where not confirmed

Supplier Invoice Required to be Costed: This means an item on a PO is not considered “costed” until you
have entered the supplier invoice number. This is how a company would normally operate; it's important to track
all supplier invoice numbers especially if you provide warranty service.
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1] PO - On-Order Report =
Sort By ISuppEe: ﬂ 0K
Supplier From | | |Beginning of File

To [zzzzz2z2_| [End of File ﬂ.
Date From joo/00/00 |
Date To 10/08/2017 |
Show Not Costed Only |
Replace Zero
Quoted Cost with |-3% E

[V Supplier Invoice Required to be Costed

[v Show Cost

[T Include header comments [ Include detal comments
[ Show only where ETA date has passed

vz

[ Show only Retuns

v Include ltems

[ Include Models

I Show only where not confirmed

Returns Not Costed

Just as important as making sure your POs are being costed is making sure you have received credit for your
parts returns, and that the credit invoice was entered on the return PO. You can track this using the PO-14 by
selecting Not Costed Only and checking Show only Returns. Now the report will show you everything you sent

back to the supplier where you did not yet receive credit (or it was not keyed into EPASS).

WH 5303281147 GASVALVE -1 -1
WH 5308010887 KNOB-TIMER -1 -1 Q
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You can also run the report for On Order & Not Costed to show items that are still on order AND items that have
been received but were not yet costed. Typically they are run separately but there are occasions where you may
want to just look for any discrepancies whether it is an on-order issue or something was not costed.

8] PO - On-Order Report o|® =]
Sort By |Supplier j 0K,
Supplier From | | |Beginning of File
1o 222222222 | [End of File pinost|
Date From |oo/00/00 |
Date To |10/06/:2017 _|
Show IDn Order & Not Costed ;]
Replace Zemo
Quoted Cost with |Last ﬂ

v Supplier Invoice Required to be Costed

v Show Cost

[ Include header comments [ Include detail comments
[~ Show only where ETA date has passed

F I

[~ Show only Retuns

v Include Items

[ Include Models

I~ Show only where not confirmed
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Outdated Sale Prices and SPIFFs

Serial Inventory > Utilities > Remove Outdated Sales Prices and Spiffs

Serial Inventory I Customer Financing GL AR AP TJToels Window He

m PEEE- S 8 s

Maintenance
Scan Senal

Senal

Purchase
Reserved

Transfer

Transfer Requests
Update Model
Update Key

Supplier Price List

Sales Changes

o Wireless Inventory L4
Reports ... 1

Year End Roll
Calculate QOH, Booked
Recalculate List Prices
Mass Update

Update Standard Cost
Make Models Inactive
Mass Delete Models
Peopulate Warranty Type
Update Supplier

Import Web ID's

Impert Min / Max

Mass Update Key

Unique Sell Price Export

Erase Outdated Sales Prices: based on the ‘end date’, it will wipe out any sale prices that have expired up to
that date.
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Erase Sale Prices with no date range: it will wipe out all sale prices.

' Clear Sale Price / Spiff o B S|
End Date on or before | 2017-10-10 J OK
[¢ Erase Outdated Sale Prices Cancel

[~ Erase Sale Prices with no date range

[v Erase Outdated Spiffsi

[~ Remove Spiffs with no date range

Erase Outdated Spiffs is selected: based on the ‘end date’, it will wipe out any spiffs that have expired up to
that date.

Remove Spiffs with no date range: it will wipe out all spiffs.

Adding or Viewing Suppliers

In EPASS, a supplier is anyone you will be receiving invoices from or anyone you might need to write a check to.
To Add or view a Supplier, go to AP > Supplier > Maintenance or Purchasing > Supplier to open the Supplier
Maintenance Screen.

Viewing Suppliers

Use the search options on the Supplier Maintenance screen to search for and view supplier records.
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B3 - Supplier IEI = \EI
Search Optiong
Search For |rnan:nne By |Code tatching | Start of Field - Search
Ii_?, | Code | Name |Addr&55 | Phone | Supplier Type | CostCenter |
—F|MARCONE  |[MARCONE |One City Place [(314)883-8188 | | |
Mame
Address
City
Phone
Supplier Tupe
AP Current AP Histary ‘ Beview Add ‘ Edit ‘ Delete ‘ E xit ‘

Select a supplier in the search results area and click the buttons at the bottom of the window to do the following:

o AP Current: Opens the AP current screen for the currently selected suppler. (Security dependent)

e AP History: Opens the AP history screen for the currently selected supplier. (Security dependent)

o Review: Views the supplier record in review mode. You can not edit any information while in this mode.
o Edit: Views the supplier record in edit mode. While in this mode, you can edit the supplier information.
o Delete: Deletes the supplier record. (Note: Deleting a supplier record can't be undone.)

Adding a Supplier

Click the Add button to add a new supplier record. Fill out each tab as follows:
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&5 Add Supplier o] ® |
Supplier | A/PVarisbles | FOVaisbles | Document | Notepsd | EDlAecounts | EFT |  Discounts
Code [ACME ™ Obzolete Ok
Name JACME Supply Inc. Cancel
Address 1 {1234 Main Street Telephone 1 |[5551 5551212
Address 2 [Suite 80 Telephone 2 |
City [Seatie Fax [555) 5552525
State ity Cust Service Phone |
Ziplode |33[|I]¢ Email |hfn@acmsmp{,-.cm
Contact 1 |oe Srith Website |
Contact 2 | Account # (123486
Immediste Reserved | 8
Days
Hote =This nobe appesrs when you add a new ansaction into Accounts Papsble »
Tranzaction Processing for this supplier. ™|

Supplier Tab

Parameter Description

Code The 10-character identifier for this supplier within EPASS. It is best practice to use a short
version of the company name.
Used when this is a supplier you no longer deal with. Stops you from creating new

Obsolete . : .
transactions for this account but keeps all the history.

Name The full name of the company or person.
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Parameter Description

Address 1 Street name and number.

Address 2 Unit number, rural route, stn. number, etc.

State State or Province.

Zip Code Zip or Postal Code.

Contact 1

and Contact Name of your contact(s) at the company. For example, your account manager or sales rep.
2

;’re]ljephone 1 Primary and secondary phone numbers. EPASS automatically formats phone numbers so
Telephone 2 all you need to do is type in the 7 or 10 digits.

Fax number. EPASS automatically formats phone numbers so all you need to do is type in
Fax .

the 7 or 10 digits.

Place to store the customer service phone number separate from Telephone 1 and
Customer . . .
Service Telephone 2. EPASS automatically formats phone numbers so all you need to do is type in
Phone the

7 or 10 digits.
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Parameter Description

Used to store an email address for the supplier. You can separate multiple email addresses
Email by a comma or a semicolon. Note that the title, Email, is a hyper link and clicking on it will
launch Outlook with the “To:” field populated with that email address.

Used to store a website URL for the supplier. Note that Website is a hyperlink which will

Website . )
open up your web browser to the URL stored in the field.
Account # Your account number with that supplier. This can be printed on checks.
Immediate . : .
Reserved Used as part of the ATS (available to sell) calculation for models. The typical number of
Days days it takes from when you place an order to when the product arrives.
This note appears when you add a new transaction into Accounts Payable > Transaction
Processing for this supplier.
B3 - Edit AP Transaction for Supplier MARCONE, Invoice 84196 = = [
Invoice T Adjustment T Quick Pay T Check
Supplier |t44RCOME _| [MaRCONE
—— 100 BRasanh AP Control
Note Invoice #  [3a19 Amourt 0.00 2210 =
Invvaice D Date  [2020-04-17 L Hold
vaice Date 20200417 e — [~ Do Mot Post
Due D ate |2|:|2|:|_|:|4_1? J G/ 6325 _
Supp. Mote |_NOTE FROM AP SUPPLIER RECORD-— To Be Distributed
Tranzaction | 0.00
M obe
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A/P Variables Tab
£3 - Add Supplier b= & s
Supplier | A/P Variables] PO Vaisbles | Document | Notepsd | EDlAccounts |  EFT |  Discounts
Name For Checks  [ACME Supply and Service Incorporated -
Check Memo |
Type [EFT _] [eFT Cancel
Bl Ta Supplier [123 _| 123 Name
[~ Use Discounts From Original Supplier
Cost Centes [PURCH&SING | |Purchasing Dep
Addiional Bill To Suppliers Invoices Credits
Add
_I Due Date Terms |Days et Invoice | | Days Adtet Invoice =
Delete I
Due Days [ o0 | i]
TLN. Number | Discount Date Terms [Days Aftes Invoice v ]
™ Require 1099 Dizcount Days 1]
Discount GAL - [1050 | Discount Percent 0.000
Purchase G/A [ ,_J Spiit Payments - Use Due Date r
Y10 Puchase
Cracit G/L [ ] ST Charged | 12,450.93
Freight G/L | || PiintAccount on Check | 23t Year [ T1s,689.23
BankAccort! | o ¥ Inwertory Supplier PrevisstYesr | 16,998.45
Parameter Description
Name for Enter the Supplier's full name as it should appear on a check. If this field is left blank,
Checks the Name field on the Supplier tab is used instead.

Check Memo Check styles can be customized to print this check memo field if desired.

Populated from Tools > System Maintenance > Supplier Type. A way to group similar
Type suppliers based on how you pay them so you can run reports and checks separately for
those suppliers you pay by check vs suppliers paid by credit card.
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Parameter Description

Bill to Supplier
and Additional
Bill to

Use
Discounts
from Original
Supplier

Used for your inventory suppliers where you are financing the purchases. For example,
you are purchasing Whirlpool product, but it is being financed by Wells Fargo you would
put the suppler code for Wells Fargo into the Bill to Supplier field for Whirlpool. This will let
you write the PO for Whirlpool but, when it comes time to key in the AP invoice, the
supplier code will flip to Wells Fargo. Additional Bill to Suppliers lets you add additional
choices for who the supplier will be set as when creating the AP invoice. This also includes
the supplier themselves. In the Whirlpool example you may normally go through Wells
Fargo but occasionally you pay Whirlpool directly; you can add Whirlpool into the list of
additional suppliers.

To use the early pay discount percent from the original supplier instead of the Bill To
Supplier on an AP Invoice, select the checkbox “Use Discounts from original Supplier”.

B3+ Review Supplier WHIRLPOOL Whirlpool e B |3
Supplher AP ‘U’ariahlesT FO % anables T Document T Motepad T EDI Accounts T EFT T Digcounts
Check Memo ||
ok
Tl | M
Bil To Supplier  [w/ELLSFAR _ | wELLS FARGD
W Use Digcounts From Onginal Supplien
Cost Center | J |
Invoices Credits
Due Date Terms |Days After lrvoice j |Da5ls After lrevoice j

Due Days | 15 | ]
Digcount Date Terms Diaps After Invaice

T.LN. Number |
) Dizcount D ays 0
[~ Require 1039
Dizcount GAL [050 | Dizcaunt Percent 1.250
Ehreheen Bl | J Split Paymentz - Uze Due Date v
A ¥TD Purchase 0.00
ELHELE | ) 687 cherged
Freight G/L | || W PrintAccount on Check | L3t TR 0.00
v | tory Suppl '7
Bank Account | J nventory suppher Prev Last Year 0.00

Make sure the “Update A/P” and “Auto Create A/P Invoice during Costing” checkboxes are
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selected on the PO Variables tab.

R&D Business Systems Ltd.
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£+ Review Supplier WHIRLPOOL Whirlpaol Canada Inc. ===
Supplier T A/P Vanables TP sT Document T MHaotepad T EDI Accounts T EFT T Digcounts
[v Update &/F v Auto Create AP Invoice during Costing ok
Branch e _ | |&n Records
Floaor Planning |
Floor Plan D ays I—D Line Type Im
bin Order [ 0o HuotedCost I—L| LeadTime [
Cost Factar [ 1ooog EDIFomat ‘whirlpool v | Frint Item -
ETA Daps 0 EDI - Uze RDD From I—_|
EDI Out Folder |C:\Dizpatch J
e o Brary o= ] [BliRzcord
Ship via Default PO #  Itern Default Location
| | | ]
PO Mote Created
[ |5/26/2018
Modified
|51 |a/25/2021
[ Mate to Purchasze Order
[~ Req Ship Date Required

Cost Center

Allows your company to monitor spending by department. Tools > System Maintenance >

Cost Center. If it’s filled in and you create an invoice for this supplier, it will populate the
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Parameter Description
cost center field with this value by default.
(G Rad Rp Tanaaction Sl ez
Invoica E \] Guick Pay ] T
Suppber [ [l |||
Aot [ 000 - Discowt AJF Conivl
e [ | Amount| [T [z210 |
woceDete [zt ] | Dwe [0 ] F ::'mpm P
DueDste  [oamomn ] | G | | ot Payenerks [ - i
Migte I To Be Oistribeted FINANCE Finsncs Dep
non ;.I..;EHASIHG ::\:;‘ﬂ?qnsip
SALES Sales Dep
Drkuten ]
] [Cencrignen [ cent Cantae fumaunt
[
3 . _
[ | Cancel ot | Bevew | 2 | s
T IN. Number Fill in the supplier's Tax Identification Number here.
o . Require 1099: There is a Crystal report in Help > Online Documents which will list all
and Require L . . . . . .
1099 invoices and adjustments from Supplier History for suppliers with the Require

Discount G/L

Purchase G/L

1099 checkbox checked

If your supplier provides early payment discounts, this is the GL account you want those
accumulated into. This can be left empty if this supplier uses the same discounts GL
account as defined in Tools > System Maintenance > Variables > Accounts Payable >
General tab. Do not use an inventory asset GL; we do not want to reduce our inventory
because we pay our invoices early. We want to accumulate those funds to reduce our
COGS or expenses.

Invoices are not always straightforward; there are commonly multiple GL accounts
involved with multiple distributions.

When you click on the Purchase hyperlink, the screen below opens up and you can start
defining all the allocations. This distribution does not affect the GST calculations. GST
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Parameter Description

calculations are always done in advance on the invoice total.

Distribution
GL Code Rule RuleAmount
5050 % of Remainder 33.
§050-1 % of Remainder 30.
P |6050-3 % of Remainder bl 1040.
Fiule
*

% of lmvvoice Total
% of Remainder

Distribution: Your options are Flat $ (a fixed dollar amount will be applied to the GL
account), % of Invoice Total (you can allocate 10% to go to a specific GL account), % of
Remainder (you might allocate % of the remaining balance to a GL account).

In the screenshot above, notice one line that has 33.33% of remainder going to 6050
followed by 50% of the remainder going to 6050-1 and 100% of the remainder going to
6050-3. These three lines essentially divide the remaining amount in three.

The first line takes 1/3 of the remainder. Now we have 2/3 left to allocate, that is why the
second line takes 50% of the remainder. The last line takes 100% of the remainder
because we do not want to leave any funds unallocated.

This is the GL account credit invoices will go to. In the parts business this is important to
Credit G/L separate since, with most credits regarding a warranty claim, we want to affect COGS not
inventory asset.

The bank account can be left empty for the majority of your suppliers and it will use the
default bank account in Tools > System Maintenance > Variables > Accounts Payable >
General tab but, in cases where you want a supplier to use a specific bank account, fill it
in. I.LE. The payroll company may get paid from a payroll account or, for companies like
R&D that deal in multiple currencies, you want your Canadian and US suppliers to be paid
from the correct account. This is connected to the check run as the check run separates
batches by the bank account. |.E. It will not pay a supplier that uses the payroll bank
account when running checks from the general bank account.

Bank Account
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Parameter Description
These fields control how the due date is defaulted during invoice entry in Accounts
Payable > Transaction Processing.
Days After Invoice: Sets the due date of the invoice as X number of days after the invoice
date where X is the value in the Due Days field. For example, if the invoice date was Jan.
2nd and due days was 30, the invoice due date would be set as Feb. 1st.
Due Date Day in Next Month: Sets the due date as the value in Due Days for the next month. If the
Terms invoice date was Jan. 2nd and due days is 21, it would set the invoice due date as Feb.
Invoices and 21st.
Credit Days Day in Two Months: Sets the due date as the value in Due Days two months from now. If

Discount Date
Terms/Discou

the invoice date was Jan. 2nd and due days is 21, it would set the invoice due date as
Mar. 21st.

Split Payments - Use Due Date: This allows you to split the payments equally and will use
the same date for each future payment. If the invoice due date is Mar. 21st, and it's split
into 3 payments, the future payments will be due on March 21, April 21, and May 21.

If the supplier offers an early pay discount, these fields can be filled out to populate the
early pay discount when the invoice is created. You have two selection options for
Discount Date terms:

Days After Invoice: this will set the discount expiration date X days after the invoice date
where X is the Discount days field. For example, if the invoice date was Jan. 2nd and due

nt Days days was 10 the discount would expire on Jan. 12th.
Day in Next Month: Sets the discount expiration date as the value in due days in the next
month. If Discount Days was 5 it would set the discount to expire on the 5th of the month
after the invoice date.
Discount : . .
This value is used to calculate the early payment discount amount.
Percent
This controls if the supplier charges you GST or HST. EPASS will automatically do this
GST Charged calculation for you based on the amount of the invoice. For example, if the invoice was for
(Canadaonly)  $100 and in AP variables GST is set at 5% it would automatically write a distribution line

for $4.76 to the GST paid GL account.
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Print Account

If selected, this option will print the value in the Account # field onto the check. Note not all

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

on Check check layouts support this option.
Inventory This option controls if you are able to create a PO for this supplier or define this supplier
Supplier on items or models.
YTD YTD purchase shows the total amount of business you have done with this supplier in this
Purchase/Last = calendar year. Last year is the amount done in the previous calendar year and Prev Last
Year/Prev Year is the year before that (2 years ago). You need to run Accounts Payable > Utilities >
Last Year Year End Roll each calendar year end for these numbers to be accurate.
PO Variables Tab
(3. Edit Supplier ACME ACME SUPPLIERS (o] & |
Supplier | A/PVarisbles | PO Variables| Document | Notepad | EDlAccounts |  EFT |  Discounts
v [Update A/F [ Auto Create A/P Invoice duing Costing oK
Branch [emn _| |40 Records
Floor Flanning [ Cancel
FlocrPlanDays [ g LineType Item -
Iin Ordes 000 Quoted Cost »| Lead Time 0
Cost Factor [ o000 EDIFomat ~| Pt jiem -
ETA Daps g EDI-Use RDD From -
EDI Out Folder | ]
Only alow 'Waranty
Clsine hom Bianchi. ™™= | &l Records
Ship Via Defaut PO #  Item Default Location
l [
PO Mote Cieated
[z [4/2872m17
Modified
| 00/00/00
[~ Note to Purchase Order
[~ ReqShip Date Required
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Parameter

Update A/P

Branch

Floor Planning

Floor Plan Days

Min Order

Cost Factor

Description

When checked, at the end of costing a purchase order and the PO screen is closed,
EPASS will launch into AP add invoice. If the person who costs purchase orders is not
the same person that will be entering the invoice into Accounts Payable or the person is
not detail oriented enough to appreciate the importance of entering an invoice into
Accounts Payable, you will not want to use this option.

When set to a specific branch, only invoices from the same branch can make warranty
claims against this supplier. It is used if you have service departments in separate
regions to ensure they are making the claims against the correct supplier.

If you floor plan inventory from this supplier, this would be filled out with the name of the
financing company. This will be defaulted as serial numbers are received from this
supplier.

The number of days for floor planning. This will set the Floor Plan Due Date field on
serial numbers as this many days out from the date it is received.

Sets the minimum dollar amount a PO can be to be ordered. If the quoted cost on the
PO is less than the min order value, you will receive a warning message when closing
the PO.

Used as part of the costing process on purchase orders. It takes the cost of the product
and multiplies it by the cost factor to get the total cost for you. It is commonly used for
import duties or currency exchange. For example, if you where a Canadian company
purchasing from a vendor in the United States who charged you in USD, the cost factor
would be the exchange rate between USD and CAD.
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Parameter Description

Sets the default ETA Date on purchase orders created for this supplier as this many

ETA Days days from the date ordered.

Line Type Sets the default option when adding product to the PO.

Quoted Cost Sets the cost value the PO Quoted cost will be populated with.

EDI Format Usc'ed if you are working with Marcone or Whirlpool to automatically upload your POs to
their systems.

Only Allow . . . .
In a multi branch operation, each branch probably has their own Service Center Number

Warranty . . . . Lo

. and may purchase their parts from a supplier in a different region. This will make sure

Claims from . . : . . :

Branch the warranty claims are only made to this supplier by the branch in their territory.

Lead Time Used as part of the SN-43 Suggested Ordering Report. Typically, only used by furniture

companies due to the significant lead time needed to bring product in.

When printing, emailing, or exporting a purchase order, what value should it print. This

option is used where you have a generic item or model number in EPASS for something

such as washer hoses to make it easier for your sales staff but you have the real item or
Print model number in the equivalent field since you cannot order it as ‘washer hoses’. There

are 3 options:

Item: this prints the item or model code.

Equivalent: If the equivalent field is populated, print that value; otherwise, print the item

or model code.
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Parameter

Ship Via

PO Note/Note
to Purchase
Order

Default PO#

Iltem Default
Location

Created/Modifie
d

Description

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

SKU: If SKU is populated, print that value; otherwise, print the item or model code.

How the product is getting to you. Shows on the purchase order header. Will also be

displayed on the PO when printed or saved as a PDF.

This field will show, when creating a purchase order, on the PO header in the supplier
note field. Will also be displayed on the PO when printed or emailed.

Populated from Tools > System Maintenance > PO Number.

Used to separate your

different kinds of purchase orders such as appliances versus items.

The default location items are received into for purchase orders from this supplier. When

adding an item onto a PO it will set the location to this value.

Item T Kodel T Comment T
Item |341241 J \DRYER BELT DRUM DR.(2) = | = |
. . MvoICE t
E quivalent 13412418 Bin  |0505 QOH| A1 Q00 | &76 [ 5402 "
SKU SKU341241 Ratio [ 7 :[ 24 Y0 | 4%7 eoa | & []5525 1
M e 1
[v Recalc List

List Price 29 2 Suggested 0
Average Cost F.BE Ordered 0

Location IBDK
Reference

Created shows the user ID and date that this supplier was created. Modified is shows the

user ID and date who last edited this supplier.

-54 -

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

Document Tab

ﬁ:: + Edit Supplier E“E,—:‘

Supplier | A/PVariables | PO Vasisbles | Document | Motepad | EDlAccounts |  EFT |  Discounts

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

Date | Time | Document | User

| 1] 4

Cancel

. | |

Here you can attach a link to a file stored on your network. Note, this does not make a copy of the file and store
it in the database; it only stores the path to the file. This means, if is taken from your local computer and dragged
into the documents tab, only when on that particular computer will that file be accessible.

EPASS suggests creating a network share which all users have access to and any files that are going to be
attached to the documents tab be stored within that folder so that all users will have access to them.
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Notepad Tab

R&D Business Systems Ltd.
TF: 888.629.4218

E3. Edit Supplier

(=] e &)

Supplier | A/PVariables | POVasisbles | Document | Notepad | EDlAcceunts |  EFT |  Discounts

Date

| Tirne Hote

Llser | oK,

Cancel

Field1 |

Field2 |

Field 2 [

Field 4 |

Field5 |

The notepad lets users store notes related to this supplier. These are internal notes and not printed out on
anything the supplier would see.

Field 1 to Field 5

These five fields are free to be used as your company wishes. There are no reports within EPASS that directly
look at these fields but a custom crystal report can be made to search these fields and then pull the relevant data
for you. The field names can be redefined and made required in Tools > System

Maintenance > Variables > Accounts Payable > Titles tab.
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EDI Accounts Tab

B+ Edit Supplier =

Supplier | A/PVariables | POVaisbles | Document |  Motepad |EDIAccount]  EFT |  Discourts

0K

Cancel

Review Add Edit | Delete

Used for Warranty EDI integration with Service Bench, Service Power and others.

Adding Item EDI Accounts

B3 - Add EDI Account for Supplier MARCOMNE MARCONE S
Account Tepe tem - K
Brand Code [ Jlj Cancel

Account Humber |

Account Description |

Select a brand code, then fill out the account number field. If the manufacturer has several brands under the
same account, be sure to add a record for every brand. This is the suppliers account number with the
manufacturer.
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Account Description is an optional field.

Adding Serial EDI Accounts

£3 - Add EDI Account for Supplier MARCONE MARCONE ==
oK

Brand Code | _I | Cancel |
Location | [N IMain Stock

Account D ID

Account Mumber |

Account Type

Account Description |

Custom feature. Not used.

EFT Tab

& - Edit Supplier o] @ &
Supplier | A/PVariables | PO Vasisbles | Document | Motepad | EDlAccourts |  EFT |  Discounts

0K

Barking Irvstitution
i u o

Branch |

Bank Account

Contact

Narne

Phone

Esxtension

|
|
|
Fay |
Email [

If you are using the EFT integration with your bank, this is where you fill in the supplier's banking information.

Contact
Here you can fill in the information for the Payables person with that supplier.
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Documents Tab

B Edit i = | @ || 2 ]
~ Suppher | A/PVeriables | FOVaisbles | Documert | MNotepad | EDlAccounts| EFT | Discounts |
| Method | Dizogunt |

| Peicardage 250 1] 4
Peicenlage 5.00

Cancel

| Dollas

&3 Review Discount for Supplier WHIRL WHIRLPOOL CORPORATION |

Brand Code e _| |AiRecods -Il
Discount Number [ ~| |[TRUCKLDAD

DiscountMethod [§— |

Digcount IW

%
1

[ |

Only for Serial Inventory.

Used if you are using Tools > System Maintenance > Variables > Purchasing > Discount

Labels tab “Discounts by Supplier”. Discounts by Supplier is more geared towards volume rebates and related
truckload or negotiated discounts. The key to supplier level discounts is it allows you to define multiple discounts
within Whirlpool, I.E. 2.5% for Admiral and 5% for Amana.

-59.-

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


https://help.epass.software/help/Purchasing/PriceListTemplate
https://help.epass.software/help/Purchasing/PriceListTemplate

	EPASS Purchasing 1 - Ordering
	Price List Template
	Creating a PO
	PO Detail
	OE-04 Written Models
	PO-14 On Order
	Outdated Sale Prices and SPIFFs
	Adding or Viewing Suppliers


