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Security Options for Dispatching 
There are several security options that control how users interact with EPASS Dispatching, such as editing calls 
in the Call Count Calendar or allowing dates to be "overbooked". 

To Access the Dispatching 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. The Security screen opens. 

4. In the Keyword search box, enter Dispatching. 
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Dispatching: Review Call Count & Routing/Maintenance - Call Count & Routing 

These grant permission to edit or review the Call Count Calendar. You can allow full screen routing 
but not allow users to drag and drop calls. Even if they can drag and drop calls, they can be 
prevented from overbooking. The close date function is separated from the routing screen vs call 
count calendar. This is more to protect staff from accidently closing the day while in routing. The 
route board also separates who can drag and drop calls. 
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Trip Charges and Delivery Fees 
When you do deliveries or service calls in further away regions, you can define both the trip charge and the 
delivery fee to this map zone. 

 

Using this feature is much more practical if you have drawn out your map zones in Google Maps but it work 
perfectly fine if you manually select the map zone also. 

By defining the trip charge, when a service invoice is created, it will populate the trip charge field on the 
Dispatching tab along with showing it in Mobile Technician. You can also have your invoice print form 
customized to show the trip charge if desired. 

On a sales invoice, once you fill in the delivery date, it will add the misc. code for the delivery. If you change the 
invoice from delivery to pick up, you will need to remove the misc. line manually. 
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The invoice type must have the above options enabled for these to trigger. 

Auto Delivery Charge  

Priorities - Maximums and Units 
The Priorities tables allow defining a Maximum per Zone per Day along with defining how many units this priority 
occupies. You could restrict the First Call priority to 1 per truck per day and you can set a Compressor priority to 
take 3 units. 

 

On Monday, for SVCA, we have limed the First Call to 1. 
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On Thursday, for SVCB, we allow 99. This is the default when we converted to the new setting, essentially 
meaning it is unlimited. 

On Saturday, for SVCB, we have zero. We do not allow any First Calls on Saturday for this map zone. 

The dispatching units is set at 1 for this example, so every First Call will automatically take 1 units. This is will 
allow you to define a priority such as a compressor job that needs to take 3 or 4 units. 

Editing the Dispatch Details of Multiple Invoices 
Overview 

By using the Multi-Edit Field feature, you can edit the dispatch details of multiple invoices at the same time. 
Information that you can update include dates, Job Status, Notepad entries, Special Requests, and Ship To 
details. 

To Edit Multiple Invoices: 

1. Open Invoicing Maintenance. (Go to Invoicing > Maintenance.) 

2. Search for the invoices that need updating. 

3. In the search results area, multi-select the invoices: 

o Select the first invoice by clicking in the multi-select area. 
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o Hold down CTRL and select additional invoices by clicking in the multi-select area. 
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o Click Multi-Edit Fields. 

 

Update Dates: 

• You can update the Requested, Schedule, Pickup and Follow Up dates. Click the checkboxes of the 
dates you want to update and enter the new date in the dropdown. 

 

Update Job Status: 

• To update the Job Status, click the checkbox and select a new status from the dropdown. 

 

Add a Notepad Entry 

• Click the Add Notepad checkbox and enter the note text. The text is added as a new entry in the 
Invoice Notepad. 

!  
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Update Special Request: 

• Click the Update Special Request checkbox and enter the request text. This replaces the Special 
Request on the Primary Call. It doesn't replace past dispatches. 

 

Update Ship To Details: 

1. Click the Ship To Fields tab. 

2. Select the checkboxes of the shipping fields that you want to update, and then enter the new information 
in the corresponding text boxes. 

 

 

 

• If you change the City, the Tax2 Code and Tax2 Percentage might change as well. EPASS 
will automatically update the State and ZipCode based on settings in the City table. 

• If you change Address1, City, and State, Google Address Validation may notify you to re-
validate the address. 
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Route Reconciliation 
Route Reconciliation, on the Routing screen, is used primarily by service companies to make sure all the 
information for a day’s service calls was entered correctly. 

It works well if you are using Mobile Technician or hand keying in the service orders after the technicians return. 

 

Date Activity Entered and Using OR Call Date: The date selection changes based on the ‘Analyze’ option at 
the bottom of the screen. 

When using Labor Line and Detail from same trip #, it is either based on date created or service date. Date 
created will select lines based on the actual date the line was keyed into the invoice whereas service date is 
better to use when you are processing technician’s paperwork that they have brought in possibly a couple days 
late. 

When using Dispatch Date and Detail, it will show all lines added to the invoice for that same schedule date. 

Include Detail from Split Invoices: If you commonly split warranty invoices into two to separate the COD 
portion from the warranty portion, you will want to use this option. 

Format: You can select either Standard or Check-in. The different formats follow the same rules based on the 
other fields above, but they are laid out differently and the Check-in format also includes the restocking and 
overstock details for each technician. 
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In the print outs below, you will see all the lines that were added to the invoices. This way you can review either 
what the technician entered or what the CSR entered for the technician to make sure nothing was missed. 

Standard Format 

This is a sample of the Standard route reconciliation format. 

 

Check-in Format 

This is a sample of the Check-in route reconciliation format: 
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It includes a truck restocking report for each location: 

 

It also includes an overstock report for each location: 
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Exporting Dispatch Data 
You can export your dispatch data for import into several third-party platforms, including Package.AI and 
DispatchTrack. 

Set Up 

To Export your Dispatch Data: 

1. Select Invoicing > Dispatching > Data Export. 

 

2. Do the following: 

A. Enter the date range. 

B. Select the platform that you want to import the data into. 

C. Select the Department you want included in the export. 

D. Select this checkbox if you want to export your EPASS Route to Package.AI. 

E. Select the Branch, Job Status and MapZone you want included in the export. 
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F. Enter a path and filename for the export file. Note: The file path must already exist or the export won't 
complete. 

3. Click OK. 

EPASS creates the export file. 

Example 

 

Data Fields Included in the Export 

    

Order Number Bill Name Bill Address1 Bill Address2 

Bill City Bill State Bill Zip Phone1 

Model Description Quantity Delivery Date 

Delivery Type Customer Code Ship Name Ship Address1 

Ship Address2 Ship City Ship State Ship Zip 

Phone2 Phone3 Email Deliver Quantity 
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Amount Delivery Charges Taxes Service Time 

Cube Truck Account Request Start Time 

Request End Time Order Detail Number Comment1 

Comment2 Comment3 Latitude Longitude 

Unload Time Balance Map Zone Priorities 

Installation Estimate Points Scheduled Window Start 
Time Job Status 

Location Directions Qualifications LaborRateCode 

Serial# Salesperson Branch ProductDescription 

Service Brand Code Service Product Code Service Model Code Service Serial 
Code 

Service Date 
Purchased 

Service Performed 
Description SalesPersonEmail ProductCode 

Color Serial PO Sales Referral Code PO Number 
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Reference    

 
The data exported is dependant on the export format. Some of the data fields listed here may not 
appear in every export format. 

Batch Email and Text 
EPASS supports batch texting and emailing. You can set up templates including pictures of the staff in either 
texts or email and receiving back text messages from customers. 

Texting is done through a logical text number, not a physical cell phone. You may decide to have one text 
number per department of your company; I.E. one for deliveries and one for service. The benefit with separating 
the departments is the text responses from customers will go to the correct side of the company. 

Texting also allows your delivery and service crews to send pictures back to EPASS which will be automatically 
attached to the documents tab of the invoice. 

Formats 

There are two tables in System Maintenance for setting up email formats and text formats. 
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Both formats allow you to setup standardized messages. In the two examples shown above, you will notice 
special fields such as the customer's name and schedule date are inserted. These formats can include many 
properties including the picture of the driver, the picture of the route or various attachments such as coupons, or 
a link to a survey etc. 

When you are in invoicing and have an invoice selected you can have both the email formats and text formats 
available to quickly send a message to a customer. This could be as simple as a thank you for coming in, or 
maybe a message to let them know all their products have arrived and we can now reschedule them. 

The routing screen also allows texting or emailing so, as the day is being put together or if technicians call in 
after they complete their last stop, they can have you send an ‘on the way’ message. 

 

Terminal Settings 

In Terminal Settings, there are two tabs controlling what email or text formats you have access to, along with 
your default email format. 
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User Security 

In the User Security table, you define a user's default text number along with which text numbers they have 
access to use. Remember, you might have more than one text number to separate sales from service or 
different branches. In a multi-branch company, it would too challenging for staff to receive text messages from 
customers in other branches or receive service text messages on the sales side of the business. Staff simply 
would not know what the message was in relation to. 
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Job Status (Auto Email) 

In the Job Status table, you can setup automated emails. As an invoice job status is changed to ‘Parts In’, 
EPASS can send the customer an email letting them know to call in and reschedule. 

 

There is also an option to use the email format associated with the invoice type. You may have one message for 
your COD customers and a different one for your charge or warranty customers. In this case, the email format is 
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related to the 'Parts In' job status but, if this was related to a completed job status, you might send your retail 
customers one email and your builder customers something completely different. 

info 

Programming is required to setup the Auto Email feature. 

Notepad 

 

In both the invoice notepad and the customer notepad, you have new features allowing you to filter what you 
see. 

There are a series of checkboxes controlling what you will see. Some options, such as credit or credit only notes, 
are also security controlled. In the customer notepad, you have checkboxes for texts, system generated notes, 
regular notes, credit approval notes, and credit department only notes. 

The invoice notepad allows you to control system notes and sold to or bill to text messages along with a date. 

In both areas, you have a filter option which will allow you to search your notepad entries for the word(s) entered. 

Customer Properties 
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In both Customer Maintenance and in Invoicing you can setup how the customer wishes to be contacted. This is 
very important for batch texting, emailing, and printing to work properly. 

In the example above the customer has a home number, cell number, and has agreed to be texted. He has also 
not chosen to opt out of any of the methods of communication. As per his preferred contacts list, we will attempt 
to call him on his cell phone first, text his cell phone and lastly call his home number. 
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Batch Emailing & Texting 

 

Currently the Batch Email and Text procedure allows you to send both emails and text messages to all the 
customers scheduled for delivery for tomorrow, or send a thank you to everybody that was finished today. 

The first screen is where you select the department, invoice status, date range etc. Once you click next, all the 
invoices will be selected and you will see a preview of what EPASS plans to send. 
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1. Use Delivery Method to Determine Email Customers: The customer print/email setting from the pricing 
tab of Customer Maintenance populates the delivery column on this screen. When this checkbox is 
checked, it will use the print/email option from this column. When this is unchecked, it will use the 
preferred column to determine how we contact the customer. The preferred column comes from the 
preferred contacts screen section from the Invoice Header shown previously. 

2. Refresh Invoice List: You can correct invoices, customers and select to refresh this screen. Sometimes 
you have to fill in an email address or set the preferred contacts to allow texting etc. 

3. Email/Text indicator: The red circle with a line through it means this invoice will not be emailed or 
texted. In the examples above, we do not have email addresses, text numbers, or the customers are set 
to ‘print’ for their delivery method. Some have an icon indicating they will be texted and emailed; the very 
last one is only being emailed. 

4. Email for # Invoices: You can select if the email goes to the sold to or the bill to customer, or if all the 
invoices are being emailed to the technicians using To Dispatching Route for all Invoices or being sent to 
a specific email address. You can also select the invoice print format, the email format, and what 
attachments will be included. Keep in mind, the email format may already have defined attachments. 
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There is also an option to use the invoice type email format. This way each different invoice type will 
receive their own format. 

5. Text for # Invoices: For the invoices being texted, you can select which customer the text goes to, which 
text format is used, what text number the messages are sent from, and an option to only send one 
message to each customer. In this case, even if they have both text and email selected, they will not be 
sent two messages. There is also an option to not attach the invoice. 

Receiving Text Messages 

Text messages may be coming in from customers or drivers sending in either text or pictures. 

 

A driver who sends this message is attaching 2 images for invoice SV00012345. The additional verbiage ‘this is 
the information I want to text back to the office’ will be added to the notepad by EPASS. 

This allows the drivers to both send back images and notes all in the same text message and EPASS will 
automatically be able to attach these text messages for you. 

If the invoice number cannot be validated by EPASS, then all users that have access to that text number receive 
a notification that there is an unresolved text message. They can then see the text message and drag/drop it to 
the correct location. 

Text Message Inbox 
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When you click the text message icon, not the down arrow to the right of it, you will open the text message inbox. 
Here you will see all text messages for the customer you have selected or you can search messages, reply, 
mark as read and also send a new message. 

 

If you had clicked the down arrow to the right of the text icon, you would have all your text formats available to 
select. This is a very quick way to send a text message if you already have a customer or invoice selected. 

If you double click on any of the text messages, the complete conversation will open up, similar to how you are 
used to see text messages on your cell phone. 

If EPASS was not able to validate the invoice number in this text message, you can drag/drop the attachments to 
the invoice they belong to. You do not need to drag them to a network share first or anything, you simply drag 
the attachments from the text message to the documents tab of the invoice. 

 

 

Google Maps Integration 
Start by setting up the address validation in Accounts Receivable variables: 



 
 

 
 - 27 - 

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

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

Tools > System Maintenance > Variables > Accounts Receivable 

 

1. Click the Customer 2 tab 

2. In the Validate Address With field, set it to Google 

3. Click OK. 

We highly recommend that you make sure all branches are validated with Google. 

Then, open Dispatching variables: 

Tools > System Maintenance > Variables > Dispatching 
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1. Click the Mapping tab. 

2. Set Maps to Google. 

3. OPTIONAL - If you would like to store customer address information in upper case, this will convert the 
address that Google finds, to upper case. 

4. Click OK. 

 
Restart EPASS for the changes to take effect. 

 

Before first use - validate addresses with Google 
Run this utility before using EPASS with Google Maps integration for the first time. 

This guide will help you validate customer addresses with open invoices. 

This utility helps to automatically validate as many addresses in advance as possible. 

Mapping becomes faster if the address has been validated. Note that no addresses are ever changed by the 
utility, just validated. 

Step 1: Find the "Validate Addresses with Google" button. 

1. Click Invoicing. 

2. Click Dispatching. 
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3. Click Validate Addresses with Google.

 

Step 2: EPASS will show "# of Addresses to be Validated" 

Before starting the utility, EPASS shows how many addresses need to be validated: 
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After running the utility, EPASS shows a progress update of validating the addresses: 

 

If you have no addresses to validate, EPASS will show you this screen: 

 

You have successfully run the utility to validate customer addresses with open invoices. 
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Invoicing Maintenance and Address Validation 
This guide will help you add an invoice for an existing customer and validate their address with Google Maps. 
You will also be able to view the nearest service calls to a specific customer. 

Step 1: Go to Invoicing Maintenance 

1. Click Invoicing 

2. Click Maintenance 

 

Step 2: Add a new invoice for a customer 

1. Click Add 

2. For this example, we will click the button in the "Service At" field. Alternatively, you can also type in the 
customer's account number, if you know it 
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Step 3: Search for, and select a customer 

1. Enter some search criteria to find your customer 

2. Click Search 

3. Click on the customer's information that you would like to select 

4. Click Return 

 

Step 4: Unsolved Addresses 

If the customer's address is unsolved, you will receive this notice. Click OK to validate the address with Google 
Maps 
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Step 5: Validate the Address using Google Maps 

If Google Maps does not recognize the address completely, it may ask you to validate the address by specifying 
where on the map the address is. This is the same process as validating an address when adding a new 
customer, through Customer Maintenance. 

 

Fixing the Address: 

You may drag the marker to anywhere on the map, or take suggestions from the left hand side of the screen. 
Alternatively, you may also want to edit the address in the "Your Address" field, and try searching for it again. 

Once you are happy with your marker location, you can choose 1 of 4 options: 

Return Latitude/Longitude Only: 

• This option will keep the address that you have manually entered in the "Your Address" field. It will also 
save the latitude and longitude coordinates of the marker on the map. 

• This option can be useful with addresses that do not exist yet on Google Maps, such as new building 
developments, new streets, etc. 

Return Current Address Without Zip Code: 
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• This option is useful if you have a spelling mistake in the "Your Address" field, and would like to take 
Google Maps' suggested "Current Location" as your address, without the zip code. 

Return Current Address: 

• PLEASE NOTE: For Canadian addresses, there will be no option to return the current address with a 
Postal Code! Google Maps has too many inaccuracies when retrieving Postal Code information for 
Canadian addresses. 

• This option is useful if you have a spelling mistake in the "Your Address" field, and would like to take 
Google Maps' suggested "Current Location" as your address, with the Zip code. 

Cancel: 

• Discards all changes, and returns back to the "Add Customer" screen. 

• This customer will not be validated again, until you attempt to view their address information on any of the 
mapping screens in EPASS. 

Step 6: 

Click the Dispatching tab to see calls around this customer. If a call is in a rural area, and you would like to see 
which days your technicians/drivers will be close to the area, you can do this easily by clicking the Map button in 
the Dispatching tab. 

This will allow you to easily schedule this service call on the same day that you technicians/drivers are close by. 

1. Click the Dispatching tab 

2. Click Map 
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Step 7: View nearby calls on the "Invoice Call Radius" screen 

• Double check to make sure the department and date range are what you want. 

• The default setting for the department is the same as the current invoice. 

• The default setting for the date from to date to is one week. 

• The default setting for zone and route is ALL. 

• You can adjust any of the above settings when desired. 

• Just click Search to refresh the map after making any adjustments. 

• Adjust the radius of the red circle to see the closest service calls to your marker on the map. This will 
allow you to easily gauge how far away the other calls are. 
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You have successfully added a new invoice for a customer and have seen the nearest service calls to a specific 
customer. 

View Routes on an Interactive Map 
You can view and edit all service calls and/or deliveries, on an interactive map of your area. You can view 
multiple routes and days simultaneously, which can help you cut down on drive time! 

Click the Globe icon to see the "Dispatching Map" screen 
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Choose your Department and Date Range, and then click "Search" 

 

Validate any Unsolved Addresses 

• You may encounter a pop-up that says "Some of the addresses you searched for have not been 
validated." 
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o These addresses do need to be validated if you want to see them appear on the map. 

o Click Yes to validate these addresses. 

 

Validate the Address using Google Maps 

If Google maps does not recognize the address completely, it may ask you to validate the address by specifying 
where on the map the address is. 

The following screen capture shows the address validation screen. 

• Addresses not validated will appear in the top-left corner of the screen. 

• As the addresses are validated, it will automatically switch to the next one. 

• When all addresses have been validated, it will automatically display the map. 

• VIEW INVOICE: If you cannot figure out the address, click the View Invoice button to see the customer's 
contact information. You can always call them to verify the address. 
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Fixing the Address: 

You may drag the marker to anywhere on the map, or take suggestions from the left hand side of the screen. 
Alternatively, you may also want to edit the address in the "Your Address" field, and try searching for it again. 

Once you are happy with your marker location, you can choose 1 of 4 options: 

Return Latitude/Longitude Only: 

• This option will keep the address that you have manually entered in the "Your Address" field. It will also 
save the latitude and longitude coordinates of the marker on the map. 

• This option can be useful with addresses that do not exist yet on Google Maps, such as new building 
developments, new streets, etc. 

Return Current Address Without Zip Code: 

• This option is useful if you have a spelling mistake in the "Your Address" field, and would like to take 
Google Maps' suggested "Current Location" as your address, without the zip code. 
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Return Current Address: 

• PLEASE NOTE: For Canadian addresses, there will be no option to return the current address with a 
Postal Code! Google Maps has too many inaccuracies when retrieving Postal Code information for 
Canadian addresses. 

• This option is useful if you have a spelling mistake in the "Your Address" field, and would like to take 
Google Maps' suggested "Current Location" as your address, with the Zip code. 

Cancel: 

• Discards all changes, and returns back to the "Add Customer" screen. 

• This customer will not be validated again, until you attempt to view their address information on any of the 
mapping screens in EPASS. 

After validating the addresses, you will be taken back to the Dispatching Map screen 

Left clicking the icons will be similar to the Invoice Call Radius screen, as seen in the Invoicing Maintenance and 
Address Validation guide. 

Right clicking icons will have a few new functions that are not found in the Invoicing Maintenance and Address 
Validation guide. They are listed below: 

• Assign to Route: allows you to assign the current service call to any of your technicians and/or drivers. 

 

• Change Sequence: allows you to change the priority of the service call. For example, 1 makes it the first 
call, and 3 would make it the third in sequence. 
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• Un-plot Address: tells EPASS to forget the longitude and latitude intersection of this address location. 
This situation might arise if someone accidentally validated this address incorrectly. This option can be 
selected to help fix their mistake. 

You have now finished the Google Maps integration. 

Defining Map Zones 
This guide will help you draw your geographical zones on Google Maps in EPASS. From there, you can overlay 
those zones onto any of the other maps throughout EPASS. Also, if you choose to, you can have the zone 
automatically filled in for new customers, based on which zone their address falls into. 

Step 1: Open "Map Zone Defining" 

• Click Invoicing > Dispatching > Utilities > Map Zone Defining 
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Step 2: Select Your Department and Zone, enter Edit Mode 

• Select your department from the drop down menu, or if you do not use departments, then use "ALL" 
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• Select your zone from the drop down menu 

• Click the polygon shape button to enter edit mode 
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Step 3: Draw Your Zone, and Click Save when you are done 

• Make sure you have clicked the polygon button to enter edit mode 

• Select your color. This is optional. The default color is grey. For this example, I have selected yellow 
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• Click anywhere on the map to plot your first point 

• If you make a mistake, don't worry! Simply click the point that you just placed, and EPASS will remove 
that point from your zone 

 

• After placing your first point, place additional points to draw out the rest of your zone. Think of it as 
drawing a shape on a paper map 

• Between each two points that you create, there will be a potential "middle" point that is prepared by 
EPASS in advance, just in case you would like to make your zoning more precise 

• These points can always be adjusted and re-adjusted to make your zoning as precise as you would like 
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• Simply left click and drag any of the points to adjust the zone 

 

• To edit any of your points, simply right click on a point to select it 

• Once the point is selected, a red arrow will indicate which point is the selected; the active point 
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• From here, any left clicks will extend your created map zone from the point that is selected (shown by the 
red arrow) 

• You can also hold down the left mouse button on the white circles, and drag the white circles to adjust 
them 
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• Click Save when you are done 

Step 4: Defining Additional Zones 

• Select the next zone that you would like to work on 

• Draw your next zone on the map just like the last one. For this example, I have picked the color blue 
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• In this example, I am adding a zone right next to my first one. This will cause part of the zone to overlap 
on the border. This overlap in the screenshot above is purely a visual example to show the overlap. 
A small overlap is recommended 

• It is better to have zones that overlap at the border vs zones that have a gap in the middle 

• If you have a call in the overlapped area, it will ask you to choose 1 of the 2 zones it could be in 

• If you have a call in a gap between zones, you will have to manually enter which zone it is in 

Step 5: Set New Customers to your Defined Map Zone (optional) 

If you turn on this option, new customers will have their information stem from your defined map zones. If you 
leave this option off, EPASS will pull their information from the default city zones. 
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If you want to turn this option on, then follow these simple steps: 

• Exit the Defining Map Zones window 

• Click Tools and then System Maintenance 

 

• Click the Variables tab, then click Accounts Receivable 
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• Select the branch you would like. For this example, I will choose "ROCH". Then click Edit 

 

• Click the Customer 2 tab, and check the box that says "Get Map Zone from Google Defined Zones" 
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• Click OK 

• Exit and restart EPASS for the new changes to take effect 

Now, all new customers that are created will stem from your defined Map Zones. 

Additional Feature: 

At any point while using EPASS, in any mapping screen, you can view the zones you have created! 

Simply check the "Overlay Zones" checkbox in any mapping screen. 
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MAP ZONE LOOKUP 

A new feature has been added to the Map Zone Lookup. This feature allows you to view the calls to see which 
days are available for delivery within the specific map zone. 

Right click on the map zone and select View Calls. 
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Mapping Drive Times 
Setup Mapping feature – Drive Times 

This is enabled in Dispatching Variables. The option Include Time on Job (from units) requires you to have the 
minutes per unit set on the settings tab of Dispatching Variables. Make sure the country is set correctly as this 
controls if the distances are in miles or kilometers. 

 

On the branch and/or invoice type, you need to have the start address filled in. This menu is populated by the 
Destinations table. 
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Using the feature in EPASS 

Invoicing 

Invoices will show a box on the dispatching tab; this is the distance from the branch/invoice type destination to 
the customer address. You can mouse over the box to get a tool tip that displays the address it is calculating 
from. 
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Mapping 

There is a Drive Time check box on the mapping screen that will hide the legend if selected. This is the screen 
shown if you have Include Time on Job (from units) enabled: 
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Route: The route code 

Date: The date of the deliveries/service calls 

Miles/KM: Total distance between all calls 

Drive: Total drive time between calls 

Job: Total time on calls (sum of units * minutes per unit from dispatching variables) 

Total: Sum of drive and job giving total time for the day’s calls 

If you do not use Include Time on Job (from units) you get a slightly different screen 

Looking Up an Address and Viewing Map Zones 

You can use the Google Map Zone Lookup utility to view your defined Map Zones. Entering either a zip code or 
full address centers the map on the location. Your Map Zones are overlaid on the map, providing you with a 
quick map zone lookup. 
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Before Starting: 

To use this feature, a user needs this security option: Dispatching: Google Map Zone Lookup. 

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 GOOGLE. Select Dispatching: Google Map Zone Lookup. 

 

4. Click OK. 

Looking up an Address and Viewing Map Zones: 
1. Go to Invoicing > Dispatching > Map Zone Lookup. 
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2. Enter the full address or zip code, and then click Search. 

 

The address or zip code is pinpointed on the map, and your Map Zones overlay if they are defined in EPASS. 
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