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SN-15 Inventory Ordering 
This report is primarily used by companies who look at sales trends so they can fulfill min/max ordering. This 
report also has an option to fulfill backorder quantities and has the same capabilities as OE-04 Written Models 
report. 
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Report Parameters 

• Supplier: This option will let you select one or multiple suppliers. 

• Stock/Non-stock: This option will let you select Stock, Stock OR QOH > 0 OR QOO > 0 (Select all 
models that are Stock, or any model (Stock/Non-stock) where QOH is greater than 0, or QOO is greater 
than 0), Non-stock or All (Stock & Non-stock Models). It defaults to All. 

• New: This option will let you select the model level. Options are All, New, Used, Damaged, and 
Accessory. It defaults to All and other options are not commonly used. 

• OEM: 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 responsible for a handful of brands, you can create an 
OEM in the OEM Table and then 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. 

• Product: This option will let you select one or multiple products. 

• Invoice Type: This option will let you select one or multiple invoice types. 

• Job Status: This option will let you select one or multiple job statuses. Some companies will only order 
product once it is in ‘Scheduled’ status. The job status allows you to define if you can select this job 
status only once the minimum deposit has been reached and if the job status is dispatched. 

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

• Inventory Type: This option will let you select one or multiple inventory types. The inventory type is used 
to define inventory. I.E. Appliance, Electronics, Furniture, Mattress etc. If one buyer is responsible for 
electronics inventory types, then you can create inventory types in Inventory Types Table and then 
assign the inventory type to each model. This way the user responsible for ordering electronics would run 
for inventory type electronics and it will grab all the models that belong to that inventory type. 

• Location: This option will let you select one or multiple model locations. I.E. The model location 
on invoice detail. This is useful if you are only ordering for specific locations or regions. 
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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. 

 

 
 

• Sort By: Report can be sorted in different ways: 

o Model 

o Product/Model 

o Brand/Model 

o Supplier/Model 

• Active: This option will let you select Active, Active or QOH > 0, Inactive Models or Both (Active and 
Inactive Models). It defaults to Both. 

• Order based on: This option will let you fulfill min/max quantity, and/or written quantity. I.E. It is a not 
shipped model line on invoices or both min/max and written quantity. It defaults to last used. 

o Min/Max Only: This option will only look at Min/Max quantity & not Written quantity. 

o Min/Max + Written: This option will look at both Min/Max quantity and Written quantity. 

o Written Only: This option will only look at Written quantity and not Min/Max quantity. 
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• Sales History on: Options are finished or written. I.E. This option will let you see the sales history on the 
report based on either finished/delivered sales or written sales. 

• Print Description on Separate Line: If this option is checked, it will print the full model description on a 
separate line. 

• Exclude Not Saleable Locations: If this option is checked then it will exclude locations flagged as not 
saleable in Tools > System Maintenance > Tables > Locations. 

• Order from Terminal Location: If this option is checked 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 based on the location on the model line in 
invoice detail. This option is commonly selected where inventory is 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. 

• Reduce QOH/Written if Serials Reserved: If this option is checked then it will reduce the QOH and 
written quantity shown on the report if a serial number is reserved to an invoice. I.E. If QOH = 1 and 
Written = 1 but the written invoice has reserved the serial number that is on hand, it will reduce the QOH 
to zero because the one on hand is reserved. It will also reduce the written to zero because the one that 
is written has a serial already reserved to it so we do not need to order one for that invoice. 

• Show Models with Order Quantity = 0: If this option is checked then it will show models that do not 
need to be ordered. It will include models where EPASS has calculated that zero need to be ordered 
either based on the min/max and/or written depending upon the options chosen on the report selection. 

• Print Model Note: If this box is checked then it will print the model note from Serial Inventory > 
Maintenance on the report. This is particularly useful when you can import helpful information such as 
long description, sales price information, future IRs etc. from the price list templates. 

• Show Stock/Non-Stock Line: If this option is checked then it will show if the model is stock or non-stock 
on the report. 

• Show QOH per Location: If this option is checked then it will break out the QOH per location. 

• Break QOO and QOH out by Serial Type: If this box is checked then it will print QOO and QOH by 
serial type. Only select this if you use serial type to separate your builder, retail, and clearance inventory 
as then it is beneficial to breakout both the QOO and the QOH by serial type. 

• Exclude not released quantities from QOO: If this box is checked then it will exclude purchase orders 
that are “not released” from the QOO. I.E. If you use releasing on purchase orders then you probably do 
not want to include purchase orders that have not been released in your QOO since those are not 
coming in yet. 
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• Written Qty only up to Ending Date: If this box is checked then the written quantity on the report will 
only include invoices scheduled for pickup or delivery up to the ending date. If this box is not checked, 
the written quantity shown on the report will be for all product regardless of when it is being picked up or 
delivered. 

• Ending Date: This is the cut off for the invoice schedule date and invoice pickup date. It will show you 
everything that is being delivered or picked up to this date. 

• Show All Models with a Written Qty (even though QOH is sufficient): If this option is checked it will 
show all the models with written quantity regardless of the QOH. 

• Exclude Non Dispatched Job Status: If this option is checked then it will exclude non-dispatched job 
statuses set on the invoice. I.E. Meaning Do Not Dispatch is checked in System Maintenance > Table > 
Job Status Table. 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 and other companies place the responsibility on the 
salesperson to update their invoices properly or else product will not be brought in. 

• Include Invoices Already Ordered For or Serial Number Reserved: If this option is checked then it will 
include invoices already ordered for or that already have a serial number reserved. 

• Exclude COD Invoices not paid for: If this option is checked then it will exclude COD invoices not paid 
in full. Most companies have policies that they will not order product until it is paid in full. If you wish to do 
this and are going to be strict about the policy, then this option is good for you. This goes back to putting 
the responsibility on the salesperson. 

• Exclude Invoices Not Credit Approved: If this box is checked then it will exclude “Not Credit Approved” 
invoices. See Credit Approval Process. 

• Only Show Invoices that have reached the minimum deposit: If this box is checked then it will only 
show invoices that have reached the minimum deposit. I.E. If you have a minimum deposit rule in place, 
which is set on each invoice type, then do you only want to see invoices that have reached that 
minimum? This is similar to excluding COD invoices not paid for. 
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At the top of the report, there is an Order button. Once you click on Order it will open the “Create Orders” window 
(see below) where it will show each model with a written quantity. 

If Include Stock Orders is checked, then it will show models that need to be ordered based on the min/max 
quantity. Select the models you want to order and then click on Create PO to create the PO. 
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Clicking on the 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. 

 

Once the PO number is generated, either copy the PO# from the report and paste it into Purchasing > 
Maintenance or use Purchasing > Find POs to find the PO number then either print, email or use the Purchasing 
> PO Export function to send the PO to the vendor. 
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Exclusive Reserve and Unique Selling Price 
This function allows users to reserve a specific serial number on the invoice, so that only ‘that exact serial 
number’ will be shipped to the customer. 

Reserve Serial and Exclusive Reserve Security Options 

The multi-layered security options for the serial reserving system in EPASS allow you to create unique security 
option profiles to meet the needs of your staff and business. 
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Instructions for accessing the security options, as well as examples of different security option profiles are shown 
here: 

To Assign or Remove Reserve Security Options 

1. Go to Tools > System Maintenance. On the Tables tab, select User Security, and then click Open. 

2. Select a User Group from the list, and then click Security. 

3. In the Keyword search box, enter RESERVE. In the list on the left, click Serial Inventory. 

4. Select the security options from the list. 

 

Security Option Profiles 

Allow the User to Only Reserve Stock or Non-Stock Serials marked as "Reserve Exclusive" Allow the User to 
Reserve all Stock Serials Allow the User to Reserve a Stock or Non-Stock Serial, but not Exclusive Reserve 
Allow the User to Reserve Stock and Non-Stock (special order) Serials Allow the User to Reserve Any Serial 

Cancel Reserve Security Option 

The Cancel Reserve security option enables a user to remove Exclusive Reserve status from any serial 
number, and to remove the Reserve Exclusive when Ordering selection on an invoice model line. 

https://help.epass.software/help/Invoicing/Sales/ExclusiveReserveUniqueSellingPrice#Security_Option_Profiles_
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Enabling the Reserve Exclusive when Ordering option will tell Purchasing to exclusive reserve order for this 
invoice and disabling the option will tell Purchasing NOT to exclusive reserve order for the invoice. This option is 
only applicable for a backorder and is not needed to reserve a serial number that is already in stock. 

System Maintenance > Invoicing Variables 

If you check Allow Oversell if Exclusive Reserve serials are available then you must also check Force Reserve 
when Selling Obsolete/Inactive Models first for it to work. 

Force Reserve when Selling Obsolete/Inactive Models can work independently. 
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System Maintenance > Location Table 

 

On a specific serial number, when arriving into the location, it will update according to the options marked on the 
location code regardless whether reserve exclusive is checked, what serial type it is, or if it is marked as 
available. 

Change to Serial Type: you can select whether a serial type is updated when moved into this location. 

Non-Saleable: whether serials transferred to this location will be made available. 

Exclusive Reserve & UN-Exclusive Reserve: only one option can be checked per location (either the serial 
arriving in this location is made Exclusive Reserve, or it is made UN-Exclusive Reserve). 

UN-Reserve from Invoice: determines whether when the serial moves to this location it should be UN-reserved 
from an invoice. 
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Zero Unique/Tag Price: if checked, the product will be updated with $0 Unique Sell Price and Tag Price. This 
would then have it on reports as zero and trigger for someone to review the Unique Pricing for this serial. 

'Special' Serial Types: you set a serial type to be 'special' or not in Tools > System Maintenance > Tables > 
Serial Types 

 

PO Maintenance 

When in a PO, the Order Exclusive checkbox tells the system that when the serial number is received, it will 
be Exclusive Reserved for the selected invoice(s). You must select an invoice in order to be able to check Order 
Exclusive. 
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Reserving Exclusive Serial from Model 

When in the serial screen for a model, and if the serial number is NOT Exclusive Reserved, you can then choose 
to regular Reserve it or Reserve Exclusive. 

 

If the model serial # is marked Exclusive – YES, you can ONLY Reserve Exclusive from the serial screen. 
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You highlight the serial # you want to reserve exclusive and click on the Reserve Exclusive button. You will then 
select the invoice you want to exclusive reserve the serial # for and click OK. 

 

EPASS now updates the Ordered for Invoice column with the invoice number. 
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At this point, if you go to the invoice (example #5435), it will note Reserve Exclusive on the invoice model detail 
line and the serial type is RETAIL. 

If you have security and want to UN-reserve it you follow the same steps except click on UN-Reserve It. 

Reserve Exclusive from Invoice 

When in an invoice, you can access the serial screen to Reserve Exclusive by clicking on the QOH link. 
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You then select the serial # and click on Reserve Exclusive. 

 

You will get a Select Location pop up where you select the location the serial currently is in (this is a double 
check in case the serial states one location but you know it’s in another or you are just confirming the location). 
Click OK. 
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You then get a reminder pop up that this serial has a Unique Sell Price. Click OK. EPASS now updates the 
Ordered for Invoice column with the invoice number. Click exit. 

If you have security and want to UN-reserve it you follow the same steps except click on UN-Reserve It. 

 

Unique Selling Price (USP) 

Allows a unique sell price to be assigned to a serial number. When you update the Unique Sell Price field, the 
serial number will also automatically by set as Reserve Exclusive and Available. 
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Unique Sell Price: the field will highlight red when a unique sell price is entered. 

When a serial number has a unique sell price, you can only Reserve Exclusive (you cannot regular reserve it). 

When you reserve exclusive a serial with a unique sell price, you will get a message to check your pricing. The 
invoice detail line STD cost and Spiff $ will update according to the serial detail when exclusive reserving the 
serial for that invoice. 

It is common that a serial number with a unique sell price is designated a different serial type such as SCLEAR 
Showroom Clearance. If so, you will also want to update the serial type on the individual serial number from 
RETAIL to SCLEAR. 
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Mass Unreserve Utility 
There is a new Invoicing utility to mass unreserve serials from invoices. If you have multiple serial numbers that 
should no longer be reserved, you can use this utility to remove the reserved status. 

Set Up 

Before the utility can be run, the Mass Unreserve Serials security option needs to be enabled for an appropriate 
user group. 

To Enable the Security Option 

1. Go to Tools > System Maintenance. On the Tables tab, select User Security, and then click Open. 

2. Select a User Group from the list, and then click Security. 

3. In the Keyword search box, enter MASS. Select Utilities: Mass Unreserve Serials. 

 

4. Click OK. 

Run the Mass Unreserve Utility 

 

 
Only one user can run this utility at a time. 

  
 

1. Go to Invoicing > Utilities > Mass Unreserve Serials. On this screen you’ll narrow-down which serial 
records to include in the utility by selecting specific invoice, model, and serial criteria. 
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A Select the Invoice Type and Job Status from the dropdown lists. You can select single, multiple, or all 
records. 

B Select the Branch and Salesperson from the dropdown lists. You can select single, multiple, or all 
records. Note: The Salesperson dropdown only refers to the Salesperson1 field. 
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C Select a Date Type from the dropdown as well as a Start Date and End Date range. The utility will only 
include serial records that include the selected date type and fall within the date range. 

D 

If you want to select specific models to unreserve, select this check box. 

 

E Select the Inventory Type, Supplier, Brand and Product from these dropdown lists. You can select 
single, multiple, or all records. 

F Select Active or inactive inventory, Stock items or non-stock items, and items that are Being 
Discounted or not. 

G Select single, multiple, or all Locations from the dropdown, as well as the Serial Type. If you also want 
to Include Exclusive Reserved Serials, select the checkbox. 

2. Click OK. The Mass Unreserve list grid opens. The grid lists all serial records that match the criteria you 
set above. 
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3. Select the records that you want to unreserve. If you want to unreserve all of them, click Select All. 

4. Click OK. 

The utility runs and unreserves the serial records that you selected. 

 

Example 

A model is unreserved on a PO transfer request. 
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Auto Reserve 
Overview 

The purpose of the Auto Reserve utility is to allocate serials on hand and reserve models to open purchase 
orders. Before running the OE-04 Written Models and SN-15 Ordering reports, it is important to first reserve what 
is currently in inventory and allocate models to on order POs. 

This guide is intended to help you understand how the utility selects serials to reserve based on selected options 
and parameters. 

Security Options 

There are two security options associated with the Auto Reserve Utility. 

• Utilities: Auto Reserve Serial Numbers gives the user access to the Auto Reserve utility. 

• Auto Reserve Serial - Override COD Balance gives the user the option to include invoices with a COD 
balance when the utility is run. 

To Enable the Security Options 

1. Go to Tools > System Maintenance. 

2. On the Tables tab, click User Security, and then click Open. 

 

3. Select a User or Group from the list, and then click Security. 
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4. In the Keyword field, enter auto reserve. 

5. Under Invoicing, enable Utilities: Auto Reserve Serial Numbers. This allows the user to access the utility 
from the Invoicing menu. 

 

6. Under Serial Inventory, enable Auto Reserve Serial - Override COD Balance. This give the user the 
option to include invoices with a COD balance when running the utility. 
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7. Click OK to close the Security Options window. 

Starting the Auto Reserve Utility 

• Go to Invoicing > Utilities, and then click Auto Reserve Serial Numbers. 

How does the utility know which invoice model to select? 

The utility selects models based on the selection in the Invoice Model Selection dropdown. 

 

There are 3 options to choose from: 

• Only check models NOT linked to a PO 

• Only check models that ARE linked to a PO 

• Check all models (linked to a PO or not) 

Selection Criteria 

The following criteria must be met in order for the invoices to be selected by the utility: 

• Invoice Status is Open or Committed. 

• Invoice is not an Estimate. 

• Models have not been reserved. 
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• Models are not exclusive reserve. 

• The quantity on the models is greater than 0. 

• Models have not been fully shipped. 

• Invoice Type allows reserving. 

• The current date, less the Schedule or Pickup Date, meets the limit on reserving serials in advance for 
the Invoice Type. For example, if the Schedule or Pickup Date = Mar 31/22 and the current date is Mar 
18/22 then the difference is 13 days. The 13 days is compared to the max number of days to reserve on 
the Invoice Type. 

• If Payment Type is COD, then the invoice must not have an outstanding balance. 

info 

COD invoices with balances can be included by selecting the Include Invoices with COD Balance checkbox. 

 

When you run the utility with this setting checked, EPASS will prompt you for confirmation. 

https://help.epass.software/help/Serial%20Inventory/invoicing/sales/ExclusiveReserveUniqueSellingPrice
https://help.epass.software/help/Serial%20Inventory/invoicing/sales/LimitingReserveSerialInventory
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If the checkbox is unavailable, then you don't have the necessary security. See Security Options earlier in this 
guide for more information. 

• If Payment Type is COD, check that Customer Credit Hold is not selected. (Open the Bill To Customer's 
record and then go to the Credit tab.) 

 

Parameters 

https://help.epass.software/help/Serial%20Inventory/AutoReserve#security-options
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How does the utility know which open purchase orders to select and which serial numbers to reserve? 

 

There are 3 options to choose from: 

• Only Process Inventory on Hand 

• Only Process Open Purchase Orders 

• Process both Inventory and Open Purchase Orders 

Only Process Inventory on Hand 
When this option is selected, the following rules apply: 

https://help.epass.software/help/Serial%20Inventory/AutoReserve/#only-process-inventory-on-hand
https://help.epass.software/help/Serial%20Inventory/AutoReserve/only-process-open-purchase-orders
https://help.epass.software/help/Serial%20Inventory/AutoReserve/process-both-inventory-and-purchase-orders
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• The serial is available 

• The serial is not linked to an invoice 

 

Only Process Open Purchase Orders 
When this option is selected, the following rules apply: 

• The PO is not linked to an invoice. 

• The PO is not an exclusive order. 

• The PO is released. 

• The PO allows backorder invoices to be linked. 

• The ETA Date must be less than Invoice Schedule / Pickup Date. 
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Process Both Inventory and Purchase Orders 
When this option is selected, the following rules apply. 

1. The utility will first check inventory on hand: 

o The serial is available. 

o The serial is not linked to an invoice. 

2. Then it will check the open purchase orders: 

o The PO is not linked to an invoice. 

o The PO is not an exclusive order. 

o The PO is released. 
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o The PO allows backorder invoices to be linked. 

o The ETA Date must be less than Invoice Schedule/Pickup Date. 

 

 

 

 

 

 

 

 



 
 

 
 - 36 - 

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

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

Changing Multiple POs 
If you need to make changes to a large number of Purchase Orders at once, for example, to change prices due 
to an increase, you can use the Mass PO Export and Mass PO Import utilities. 

PO data is exported to an Excel sheet with the Mass PO Export utility. You can then edit the data in Excel and 
import it back into EPASS with the Mass PO Import utility. Use these utilities together to cancel model or item 
lines on a PO by “zeroing” the quantity ordered. 

PO Fields That You Can Change 

• ETA Date 

• Reference 

• Quoted Cost 

• Quantity Ordered 

• Location 

• Released (Y/N) – Model POs only 

• Receive Location – Model POs only 

• Serial Type – Model POs only 

• Req Delivery Date – Model POs only 

Before Starting 

Enable Security Options 

The EPASS user must have the Utilities: Mass PO Import and Utilities: Mass PO Export security options active to 
use the utilities. 

To Enable the Security Options: 

1. Go to Tools > System Maintenance. 

2. In the Tables tab, locate User Security, and then double-click it. 

3. Select a User Group from the list, and then click Security. 

4. In the Keyword search box, enter MASS PO. Select Utilities: Mass PO Import and Mass PO Export. 
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5. Click OK. 

Changing Multiple POs with the Import and Export Utilities 

Follow this procedure to export current PO data, change it, and then import it back into EPASS. 

Exporting PO Data from EPASS: 

1. Go to Purchasing > Utilities > Mass PO Export. 

2. Select the PO data to export by entering the Mass PO Export parameters: 

 

o Export File Name: Click the Browse button (highlighted) and enter the export filename and 
location. 
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o Supplier/Supplier Type/Serial Type on PO Header: Expand or narrow your PO selection with 
these filters. Select a single entry, multiple, or all (default). 

o Date From/To: Enter the date range of PO’s you want to include in the export. 

o Show: Export PO’s that are On-Order Only, Not Costed Only, or On Order & Not Costed. 

o Ordered for Invoice: Export PO’s that are Ordered for an Invoice, Ordered for Stock, or All. 

o Export Type: Choose to export Models or Items. 

o Select the following options: 

 Show Only Where Not Confirmed: If selected, PO’s that have not been confirmed as 
received by the supplier are exported. 

 Supplier Invoice Required to be Costed: If selected, the PO is exported only if the 
supplier invoice is already costed. 

 Exclude Un-released Lines: PO line items that have been unreleased are excluded from 
the export. 

3. Click OK to start the export. 

Changing the PO Export Data: 

Once the exporter is finished, you can edit the export file in MS Excel. You can change any data in the file 
EXCEPT data in the DateStamp and LineTimeStamp columns. 

caution 

Altering the data in the DateStamp and LineTimeStamp columns will result in data errors when the file is 
imported into EPASS. 



 
 

 
 - 39 - 

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

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

 

Cancelling Models or Items on a PO: 

• To cancel an ordered model or item, in the QTY Ordered column, replace the amount ordered with a “0”. 

 

Save any changes you make to the export file and move on to the next step: importing the data file back into 
EPASS. 

Importing PO Data into EPASS: 

info 

These instructions assume that you are importing an Excel file created by the MASS PO export utility. 

1. Go to Purchasing > Utilities > Mass PO Import. 

2. Do the following: 
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A Enter the file path of the export file or select it using the Browse button. 

B Import Type: Select Models or Items. 

C Select what happens when a model with zero quantity is imported: the record is deleted or the 
quantity is set to '0.' 

D If you rearranged or removed columns in the export file, re-map the columns here. Otherwise, 
you don’t need to edit this area. 
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E Enter the line number in the export file where EPASS should start processing data. If you didn't 
change the export file, you can leave this at the default value of '2.' 

3. Click OK to import the new PO data. 

PO Split/Release 
You can designate (by line or by PO) if it is released/un-released, split PO lines, release/un-release and 
split at the same time, and filter or distinguish QOO and released/un-released QOO in various reports 
and other forms in the system. 

Released means you want the supplier to ship that portion of the order. The unreleased portion will stay 
on hold until it is needed. This is used largely for builders and seasonal products so you can order 
ahead but not have to use valuable warehouse space to store the products until they are needed. 

Purchasing/PO Header/Supplier 

There is a “Released” checkbox on the PO header, which defaults to CHECKED. If you uncheck it, then 
all PO lines that you add will be considered un-released. If you edit the PO and check/un-check the box, 
a message box will appear asking if you want to release/un-release all lines on the PO? 
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PO Detail 

There is a released column in PO detail. If it is not released then it would say “NO”. There is also a split 
button that opens the split/release form, but it sets focus to the currently selected PO line allowing you 
to split a PO line from PO detail and release or un-release at the same time. 
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Purchasing Maintenance 

A split/release button on PO maintenance 
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Clicking the split/release button opens a new form which lists all models on the PO that have not yet 
been received. 

The columns are model #, ordered for invoice #, QOO (remaining quantity on order for the line), released, 
and a split quantity. 

You can type a split quantity directly in the list, and also check or uncheck released. If you type in a split 
quantity, we will split them in the list so you can choose which quantity is released, and which is not. 
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Once you have gone through the list and split or released as necessary, click OK to batch update the 
entire PO. If you only changed one line, only that one line would get split/released. 

There are also select all and deselect all buttons so you could easily release/un-release an entire PO. 

QOO form (clicking the QOO hyperlink on a Model) 

You can see if a model that is on order has been released or not in the purchase window for that model: 
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Freight Allocation 
The purpose of freight allocation is to apply the freight costs that either come from the manufacturer with the 
invoice or a third party billed separately to the overall item or serial cost. In most cases, freight allocation is 
primarily used for serial inventory but it does allocate freight to items also. The extended cost of the serial 
number will be reflected in the gross margin and the cost of goods sold. It is important to remember, if you use 
this feature, your freight invoices must be allocated to inventory asset not freight expense since this amount will 
become part of the serial cost. 

Freight allocation is accessible from two locations: the purchasing menu or from PO detail. 

Purchasing Menu 

 

Launching the freight allocation screen from the purchasing menu will require the user to enter the supplier 
invoice number for detail to populate. 

PO Detail 
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Launching the freight allocation screen from PO detail (with a supplier invoice already applied) will auto populate 
some detail into the freight allocation screen. 

Freight Allocation Screen 
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1. The supplier invoice number will be pre-filled when launched from PO detail. You can add additional 
supplier invoice numbers in case one freight bill covers multiple invoices from the vendor. 

2. The freight invoice number is mandatory. Use the supplier invoice number when the freight is included in 
the invoice with the product. 

3. Total freight amount. 

4. & 5. You can have EPASS recalculate the standard cost on each serial number to be the new cost once 
freight has been applied plus a flat dollar amount or percentage. 

5. The columns that are important to focus on are as follows: 

o Cost: The original cost of the serial number 

o Old Freight: The previous amount of freight. If you have two freight invoices, you must make the 
freight amount the total of all freight invoices and make the freight invoice number a combination 
of both freight invoice numbers. I.E. 1234/abcd 

o New Freight: The revised freight amount 



 
 

 
 - 49 - 

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

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

o Total Cost: The extension of cost plus new freight 

o Old Standard Cost/New Standard Cost: Only relevant if using #4; the amount will calculate 
automatically 

How freight is allocated 

Freight is evenly divided amongst all the pieces based on their value. I.E. A $100.00 product will get half the 
freight as a $200.00 product. 

EPASS takes the ratio of (Individual Product Cost/The total value of all products) multiplied by Freight Amount. 

Once the freight allocation screen has been filled in, click the Update Inventory button to apply the freight to the 
cost of the models and items. Once you see ‘done’ on the bottom, you can close out of the screen. 

 

If applying freight to an invoice that has already had freight applied, EPASS will give you a warning message to 
confirm if you want to continue. 
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Freight allocation vs the Freight tab in PO detail 

Please be aware that the freight tab in the PO detail and the freight allocation feature are not connected at all. 
The purpose of the freight tab is to be able to enter the expected freight amount, the amount entered here will 
add to the total value of the PO but does not tie into freight allocation. 
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Allocating Freight Inventory Asset 

If using the freight allocation feature, accounts payable needs to be aware as the invoices need to be applied as 
an inventory asset. 
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