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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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s
Search for Security Options

Keyword |dispatching

Secunty Dption

Systern Maintenance

[¥] Dispatching: Review Call Count & Routing

[#] Dispatching: Maintenance - Call Count & Routing
[#] Dispatching: Full Screen Routing

[¥] Dispatching: Drag/Drop in Routing

[v] Dispatching: Allow Overbooking in Rouling

[¥] Dispatching: Close Date in Call Count

[¥] Dispatching: Close Date in Routing

[¥] Dispatching: View Invoice Total for a Route

[v] Dispatching: Route Board

[¥] Dispatching: Drag/Diop in Route Board

B Dispatching: Mapping

[¥] Dispatching: Google Map Zone Lookup

[¥] Dispatching: Map Zone Defining

[¥] Dispatching: Validate Addresses with Google Maps
[¥] Dispatching: DS-01 Route Shest

[#] Dispatching: Data Export to Route\View

[#] Dispatching: View All Departments

oK

Power User

Add
Secunty

Cancel

Select Al

Deselect

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.

|88 Review Map Zome NAN N <
e Cox |
Drescripton [MAMTUCKET

Trip Chasge Code |N.ﬁ.N :J

Delivery Misc Charge [DELNAN | |DELIVERY NANTUCKET

Dispatching - Call Court

Monday [ o
Tuesday [ o
Wednesday [ o
Thursday o
Fiiday [ o
S aburday [ o
Sunday [ o
Drepartrent Al
/] DELIVERY

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.

-4 -

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



EP‘}SS R&D Business Systems Ltd.

User Conference 2025 TF: 888.629.4218
sales@epass.software

Wednesday, October 22™ — Friday, October 24"

m |

Settings 1 1 Settings 2 ] Settings 3 I Se

[ Export Towty Claims

[T Ewclude W aranty Amount from Total
[¥ Total open BO Lines

[ Trp Charge

[~ Delivery Charge

[T171 <171 <
Oo0orFrQ

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.

w|
Code FIRST aK
Description  |FIRST CaLL
Cancel
Color . 'rl
First Call —
LastCal [~
Dizp Urits 1
M aximum Per Zone Per Day
yev Map Zone |I.lon|Tue|Wed|Thur| Fri ISat |Sun|
SVCA ‘1 K ‘1 1 ‘1 " ‘u ‘
e | SVCB 2 |2 |2 |89 [0 |0 |o
_ Dese |

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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8+ Invoicing

Search Optionz

Search Far |

|&ND v | Far |
AMD +| Thereiz a |M|:u:lel Code I

When your cursoris It =l E2|ivoice#  [customers
H H hin Tree | WMAYCOR
in the_, multl-s_.elect — 1 |707ea87805

area, It turns into an ] 35 | 4814438

arrow. [ ] 41 |DOYLE
45

= EI
- HS i 79 (7998922
- LA | 80 |6330343
- LIN ] 21 |8330343
o b [ ] 91 |7985358
- NEW [ ] 92 [BALTUSKA
G [ 93 (2060086
-y, [ ] 95 |GARY
STIL [ ] 102 3350643
. TC ] 103 |3350643
Ty [ ] 116 | 4032236361

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

o Hold down CTRL and select additional invoices by clicking in the multi-select area.

B3 - Invoicing
Search Options

Search For

aMD o+ | For
4ND | Thereiza |Model Code I
es :‘v @ilnvuic&# | customer #

inTree [ MAYCOR
7075867825

(F=T=iW

Hold down CTRL
while clicking in the
multi-select area.

3350643
3350643
4032235351
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o Click Multi-Edit Fields.

RN |.|'1 2LUDD %1 |'|| U L& 200U | UI.."I:."II | T | Mo | 140,00 |
Add ‘ Edi ‘ Multi E dit ‘ ""F“iglgg'“ Delste E

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.

I )

B3 - Muti Edit Invoice Fields [

Selected Invoices T Ship To Fields T Impart Invaices
¥ Update Requested Date  |3/14/2022 | Ok,
[+ Update Schedule D'ate |:3,-'3IJ,-'2I:|22 J Cancel
[~ Update Pickup Date IUWUU-"UU []
[+ Update Faollow Up Date IDEUEE-"EE J
M ll_Jd_i- I_L mioL.. | |

Update Job Status:

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

| PUgLE roiay O Lraue |- e

¥ Update Job Status ST _| |THIRD &MD FINAL CALL

™ Addbhlatanad |

Add a Notepad Entry

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

| Upadare Job Srarls | I |

v &dd Naotepad Called customer - date change accepted)

! = Ilndaka Gronisl Banoast T
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Update Special Request:

o 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.

‘Wear shoe covers during insallation]

v Update Special Fequest

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.

- )

B3 - Muti Edit Invoice Fields [

Selected lnvoices T Ship To Fields T Impart |rvaices

Update Last Name  |Johnson i

Update FirstM arne |5 ave

Update Address 1 11234 Main Street
Update Addriess 2 |

IJpdate City | J
|Jpdate State |

Cancel

<l <l =l

Update Zip Code |

< 1 71 7171

Update Phone 1 |555) 555-5555
|Jpdate Phone 2 |

|Jpdate Buziness |
Phone
Update Fax |

0 O

IJpdate Email

o 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.

\J

[

e 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.

& | Dispatching - Route Recenciliation =] — (57 Dispatching - Route Reconciliation =2 EC]
=]
[ Feconciiation
oK oK.

Call Date [10/11/2017 —I Cal Date [10/1/2017 | l—l

Route | J %ﬁlﬂeco{ds Cancel = Route [ ju |AE Reconds Cancel

W ~

Fomat [Grandsd = Fomat [Siandad

Anabyze [Dispach Date and 3l Detal =l e el Tispaich Date and all Detal -
abo line and Detal fio g

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.

Appliance Company Ds-02
Route Reconciliation Report
Date Created: Qet 2, 2017 Technician : All
Report Date: Oct 8, 2017 Syatem Date: Oct 8, 2017 Svatem Time: 12:21:31 pm Page: 1
Invoice # Inv Type  Status Brand Model Bill to I Sold to Customer Total
Payment Type Serial
Job Status Date Purchased
Type Job Statu Svc Date Time InfOut Item Description Location Cost Qty Ext Price
sVl
5211 H3 Open WHL ABC 179.99
cop 12345 4017274240 CHAPUT, TIM
RESEARCH 4017274240 CHAPUT, TIM
Warranty 123H03 COOKTOP: ELEC/GAS ( 1 17695
s2@ 2 HS  Opem oo
CoD 7742537292 LUPERON, FREDDY
RESEARCH 7742537282 LUPERON, FREDDY
0 0.00
SV2
£238 SA Open WHL FRGEWI1243AAW 73.45
oD 8608852093 BURZYCKI, JESSICA
3CHED Mar 10, 2010 8608892093 BURZYCKI, JESSICA
Labor 10:8/17 NF Nick F. 0.00 5
Pavment CH o812 0 73,43
5289  HS  Opem  GE  TBXISIAAW T T T T s
coD 2223147 FRASER. MR JOHM
RESEARCH Tul 15, 2013 2223147 FRASER, MR JOHN
Labor 10:8/17 NF Nk F. 0.43 50.00
Ttem L1 WRSX208 COLD CONTROL IHain 16.00 1 27.20
Payment M 1122 0 30,74
5290 H3 Open JA JED33412338Q 150.00
coD 7813356435 TOMA, GEORGE
RESEARCH Tl 12, 2013 7813356435 TOMA, GEORGE
Labor 10/8/17 NF Nick F. 0.00 150.00
Payment C 0 150.00
Current ltems : 3 27.20
Current Labor : s 265.00
Current Misc : 3 0.00
Current Warranty : S 179.99
Current Payment : § 30419
Total Invoices : 5 § 48418

Check-in Format
This is a sample of the Check-in route reconciliation format:
-11 -
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Date Created: Oect 6, 2017 Technician: All
Report Date: Oet 11, 2017 System Date: Oct 11, 2017 System Teme:  2:40:04 pm Page: 1
V1
2438 RESEARCH 0.00
Hs Open
7550255 DAVIS, ANN MARIE Labor: 0.0 10:062017
Model: gall2i3 Parts: 0.00
Serial: 11 Mise: 0.00
Tax: 0.00
Total: 0.00
Payment Total: 0.00
Balance: 0.00
Service Tech Comamissicn: 0.00
2437 Pl 17430
Hs Open
4165008001 YACCOV, NOAH Labor: 0.00 100062017
Model: JT12345 Parts: 1H0.00
Serial: Mise: 50.00
Date of Purchase: Jan 1, 2017 Tax: 14.30
Total: 17430
Payment Total: 0.00
Balance: ___ 17430
Service Tech Commissicn: -130.00

It includes a truck restocking report for each location:

Truck Restock Location Code: ™
Code Description Unit Main Old Main New Oty
341241 DRYERBELTDRUMDR(2) EA 20 18 2
42005 CALK COMPOUND EA 3 2
4201260 Cold Control K 4 1
DAC A300 CLEANER. CERAN 100Z 0 5 5
DMS08-5.5 TEST 1 0 1
It also includes an overstock report for each location:
Location Overstock Location Code: m™
Code Description Bin QOH Min Max
0016319 001632 1 0 0
0016320 0016319 AAl5 10 0 0
0042137 BAKE ELEMENT 2 0 0
DD63158 THERMOSTAT 1 0 0
73114 SOY74 1 0 ]
-12 -
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Exporting Dispatch Data

You can export your dispatch data for import into several third-party platforms, including Package.Al and
DispatchTrack.

Set Up
To Export your Dispatch Data:

1. Select Invoicing > Dispatching > Data Export.

& - Exporting Dispatching Data o B |3l
Date From [2/1/2022 i 0K
|2/28/2022 L]
Cancel
Fomat  [Package Al - with Detal |
Department  [DELIVERY I}
DELIVERY
o ¥ Export ePASS Route to Package Al
Branch __| |warehouse Management - Play
Job Status [FIHH | |[FIRM DATE

C:\MyDocuments\PackagedlDetail csv

o File Name

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.Al.

E. Select the Branch, Job Status and MapZone you want included in the export.
-13-
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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

BD
Branch

o O o

ProductDescription
1138 GAS RANGES
1138 TOP LOAD WASHERS
1138 WASHER AND DRYER ACCESSORIES
1138 ELECTRIC POWERED DRYERS

1138 FRENCH DOOR FRIDGES

F £

Service Brand Code  Service Product Code

BK

ABC

XYZ
RTC
EPD

FD
&, &5 &8

Data Fields Included in the Export

Order Number

Bill City

Model

Delivery Type

Ship Address2

Phone2

Bill Name

Bill State

Description

Customer Code

Ship City

Phone3

FV O O O O O O O

-14 -

BL

Bill Address1

Bill Zip

Quantity

Ship Name

Ship State

Email

1101 THX
1102 FLT
1103 SKY
1104 TRL
1105 RIM

Service Model Code

BN

F O O O O O O O O O

Bill Address2

Phone1

Delivery Date

Ship Address1

Ship Zip

Deliver Quantity

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

Service Serial Code

113
124
113
125
116
4



EPASS

s o T W A R =&

User Conference 2025

Wednesday, October 22™ — Friday, October 24"

Amount

Cube

Request End Time

Comment2

Unload Time

Installation Estimate

Location

Serial#

Service Brand Code

Service Date
Purchased

Color

Delivery Charges

Truck

Order Detail

Comment3

Balance

Points

Directions

Salesperson

Service Product Code

Service Performed
Description

Serial PO

-15-

Taxes

Account

Number

Latitude

Map Zone

Scheduled Window Start

Time

Qualifications

Branch

Service Model Code

SalesPersonEmail

Sales Referral Code

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

Service Time

Request Start Time

Comment1

Longitude

Priorities

Job Status

LaborRateCode

ProductDescription

Service Serial
Code

ProductCode

PO Number

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

'\El 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; |.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.

I= = ]
* Code Subect | Masiaoe [ variables
TONFIRMATI ORDER COMEHANK, YOU FOR OUR ORDER. pLEASE CLICK. THE -
DEVER'VE 5 ToFisihl arme) us | e
FARTSIN Fursdi Tears
1 b}
=1 &
Cods [DELVERY TieE W Puewbaloe oendey [ Code [FaRTEm
iR [Devaiy Corfimaiion Sublect [PAFITS AR IN 0 FiESCHEDULE
Serd To [akdTe - Insert Special Fields Inchuds Invoicell in subject b7
Mezrage [5ohdT oFeath ame) {5 ckdT ol asthiame] - pst a Inervdy rerancder that =YZ Apphance Compans vl ba delvmeng you product today Sencher Naere [Pasts Drepuastrrmen
| betwszan (DispstchTima) snd [DispstchT ema+3 haous).
Sender Emad [ ot Btz com
CCEmad |rIa-uh@nﬁunss £0m
Adiachmenl | _l
A |
_Delee |
Insert Special Fields
Mettagm Chon, {50 ToF et s} 15 ol T ol ariiame)
The peats fon o {5 woblodel] have antved and we would Be o eschedule pou senac
yons parlnst Cormaanmnce.

Plaace call mooo b0 v caniscchile.

Inchude Fcus Pichas [
A himasnt

A0
100/ S0M3)
Must be resterosd. shared fles
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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.

eePASS - Appliance Company
Eile  Inwoicing Purchasing [Item Inventory  Seral inventory Customer Financing GL AR AP  Tools Window Help

E~Eo~-EHr h@ XY OO0 2o OEs il PEES~ & 8 @« 3 ) §

B« Invoicing
Search Optiore Click here to make this pour default Search
Search For I By ||mrcvic:! # j Matching | Equal - Search
]ANDj Fea | By |Eust~:uma t j Matching | Equal v | Status |Al -

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.

-17 -
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B3 Edit Terminal for Branch Default, Appliance Company - x
Terminal T Printers T Prirt Forms T Email Forms r Text Forms )

oK

PRODUCT IN PRODUCT HAS ARRIVED
THAME YOU THAME YOU EMAIL Cancel
‘WEB ORDER WEB ORDER S

ﬂmw| sod | Edt | Deee | Dupicate

Default Invoice Form  [PRODUCT IN _| |PRODUCT HAS ARRIVED

B3 Edit Terminal for Branch Default, Appliance Company — X
Teminal | Printers | FintFoms | Emaifoms | TextForms |
Text Format
Code Desciiption 114 I
(5| DELIVERY TIME Delivery Canfirmation
[] THANE YOU THANE YOU FOR YOUR BUSINESS Cancel |

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.

-18 -
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—n T
o | lime |G ||
bl | M sarisn e Lui. L1l T
¢ TFO CFO e i Ok, I
| tusve CUSTOMER SERVICE Geoun [ 0 vz
i DWHER WNER Group e e
PARTS SERVICE & INVENTORY Geoup
SALES SALES STAFF Gep [ | Paswos o
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It Irvvgrbon | Ok You should alwaps uze the full network path, for exsmple
Seriad Inwerkory \SERVER\Roports\MyFoldes
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Serial Irerboey Cost
Bccourts Popetle w_‘ Salespesson —m| Dedauk Techriciantor Labor [ ]
En:cnmts Flecerabin
virpes ; ==
g%:y Mlanterarce Tw ,ﬁm
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:;:Lﬂﬁ;# Select A1 :
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e s S
SFASS Moble 5 st T
Uzee Hame I Uz Homer |
Sﬂy Patavoid [ Pastwecnd
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Patsweed |—
Ddu Tu.d Nunhu [ =]
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.

3 Edit JobStatus Pl PARTS IN - 4

Eo P! 0K
D escription [PARTS IN
Cancel
[~ Update Invoice Header [~ Dbsolete
[~ Cancelled [ Do Mot Dispatch _
W Show in ePASS Mobile Tech [ Require Minimum Deposit
[~ Update Irvoice Header from Mobile Tech [ Immediate Ship
[V Show on Digtibutor Site v Inchude i {0pen Parts Listh S pecial Field
! [V Show on Dealer Site
| " Auto Emal
E rnvail Fomat: IP'&"HTSM EI [ Uszelnvoice Type Email Fomat
Bitach Invoice [V Email To: |SoldTa -]

Rinsssmanissssmaasssbim

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

-

B Customer 0 MM o | @ || &
Details | Contacts |MaiingAddi| Map | Picing | Ciedt | Finance | Maiinglist| Web | Documents| Motepad

Showe W Tests [ Spstem [ Notes W Credit W Credt Onky Fiter : |
Date |Tu'ne Hate Iuaar Hote Type |
&3 Review Invoice # 5291 - LUPERON, FREDDY o B
Irvvoice T Senvice ] Dispatching ] Irwodce Cont. T Y atranty T Dacuments ] E=IMotepad |
Maotes
: : Fiter: 1] 4
[V Spstem Motes [V SoldToTests [ Bill ToTests  Since: [2017.0914 |

n Er AT | EdE Pie

Date Time Note: User [Type

Ed& Dispatching Ca

2017-09-14|06:53:33 |Field Changed - Spacial Request from [ to [AFTER 3PM PLEASE] XYZ |sys Detai

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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& Ship To (==

Lazt Mame / Company [JONES

Fiest Hame [rEITH 114

Address 1 [£643 BEVERLY CRESCENT

Addess 2 [ L

City VRNCOLVER State |BC Zip Code: Ve 456 Dpa Dot

Test Opt Dk pticns aie only u

Home [604) 263075 WM updated when choiing peata

Cel (604 1231234 ﬂ = E Undate Cusstomer Customen

—— —— r ™ DoMotMal

Fa B ™ DoMotEmad

Emad [ ke dbusiness. com [~ DoMot Test

Irvsrcacon Cradrvnny lp"“'—_l [~ DoMotMMS

Method =

Diascton: THIS STREET TO THAT STREET

Picfemcd Contacts | Woy | Type [ Value -

Cysigemss Phove Log | Phone Ced (604) 1231234 T sa |

A Ted CelTest [ED4p 1231234 Predeimed
B Prome Home [E04) 2530735 Corlacts
5 - Edit Customer 2630735 JOMES

Detsits | Contacts |MaiingAdd| Msp | Pricing | Credt | Finance | Mai

P.0. Munber | Expity Date [00,/00/00 |
Brarch [ __| |Head Office Apphance Compary
Use Project Pricing o

Item List Price Code ||_1 J |F|¢t,g,i

Sesial List Price Code.~ |L1 _| |Retail

Other List Price Code  |L1 _| |Retail

Labor Rate |Riate 1 w| ¥ Show Invoices Hyperink
Invoice Dielivery Method | Print |

Last Activity Date

Created

Modiied vz |20171007

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

eePASS - Appliance Company

File 'Ingnicing | Purchasing ltem |

Maintenance

Gﬁ Print »
Email >

IE] Finish 4
Copy g
Archives

&% Find Invoices

& Dispatching >
.Inventory Returns |

@ Request Transfer

Request Transfer Maintenance

Batch Print

IR o

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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B Cotesia o rvecice | ) Recipients and Send | (5 Rurring Log |

Step 1 - Select Criteria
Batch emailing has changed|
ou still sefect &l of your criteria on this screen, but when you click Next you'll get a preview of what will be emailed or texted
before actually sending it.
Deputmert R - U
™ Firih Dtw
R Soliu B = € Iveice Dste
% Schacule Date [ Inchude Do Mot Dispatch Invoices
T Pichup Date
Invoice Typer  [eeme ] B Riecoeds Fiom | 20179007 | Te |zm 710407 |
Papmerk Type: [~ _| [ Reconds I 2
Y
MapZore [~ | [AIRecods I B ToCode 2 m'
JebStahg [ B0 Rocoeds
wamia I—
Prouts | ] [FaFiwcmds  Reldserce ’:
Frashed By [ | (o2 Recceds [z
[ Inchuds E siemabe Invosces
=
Next
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i
. Batch Email / Text Invoices fo] @ (==
Crieria for Irvoice Recipients and Send | (& Runring Log (2]
Ste 2 - SEI’Eﬂt HEGi ients and Send [T Usze Delvery Method to Delermrre Email Custonmess Invvoices in List: 12 Bedrezh Invoice List
Irwvoice 3 | Sold To Prefesred Delrvery | Sold To Emai Route Emal | Bill To Prefemed | Opt
@1 5211 CHAaPUT, TiM PRINT CHAPUT, TIM
&2 5238 BURZYCEILJES... PRINT BURZYCEI JES...
& 3 5241 SKOLAS,JOHMN PRINT SKOLAS, JOHN
&4 5263 JACKIE, JACKIE PRINT JACKIE, JACKIE
s 5261 SMITH, KYLE PRINT SMITH, KYLE
1] 5283 JOMES.KEITH Teut PRIMT  keith@rdbusiness, com [B04) 1231234 ACTIVE PROFE..
&7 5264 SMITH, BERTHA PRINT SMITH, BERTHA
2 5287 SMITH, EATHE... Emal.Ted PRINT  katherme@kasthennec.. [B04) 2303162 SMITH, KATHE... Emal Test
N E] 5ZEE GRALTON.KAS. Test PRINT GRALTOM. KAS... Text
S0 5263 FRASER.MR.J.. PRINT FRASER. MR J...
By 5290 TOMA, GEORGE EmailTed PRINT  gatoma@owiomacom (781 3356435 TOM&, GEORGE  Email Text
e 12 5251 LUPERON, FRE... PRINT  fupeioniEnewengland... LUPEROM, FRE...
O o 2
“/¥ Email for 4  Invoice(s) Blge 5 )
* ToSold-To Customer = ToBill-To Customesr " ToSokd-To and Bl To Customess To Irvoice Customer using
" To Dispatching Route for &1 Invoices # SoldTe ¢ BillTe  SoldToandBillTo
" To THIS Email Address for All invoices [ Text Format [DELIVERY TIME =]
Invoice Fomat [WILSON =] EmsiFomst [CONFIRMATION =] [ Uselnvoice Type Emad Fomnat | | ot T o Humber [7reesasenn ~|
™ Ondy Send One Email/Text per Custorner
PAERCT — _ _ _ [ Do Net Attach Invoics
Add | C:\Users\Mick Faicla Surface\Pichues\Camera RollvwIN_20M1608071_21_36_26 Pro.jpg -Lrj
Delete Send

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.

< NEW MESSAGE

6011231234

SV00012345 thisis
additional information |
~ want to text back to the
7/ office ©

143 KB

A driver who sends this message is attaching 2 images for invoice SV00012345. The additional verbiage ‘this is
the information | 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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chasing  ltem Inventory  Serial Inventory Customer Fipancing GL AR AP Tools Window Help

A OXX OD B0 OB &M fb@@ﬂ@--?s Ba-5S

{4 Conversation List = [

‘Yous Text Phone 8 e 2o e BIRLS Sent / Reply m Since Date

‘tows Text § ePASS User | Cell Phone B Name / Descopton " Date Time Message

* 7786545621 [734) 230-7576 2252015 (031930 PM Test fiom Dusachers to AkD

L 779654562 (778) 996-9159 26-2015 07-51:17 AM Inw #1035 & burich of pood looking entlemen
& 7736545621 [B04) 618-8509 1-21-2015 12:2847 PM Mz

& TTEEE45E2 [778) S88-85E7 3E-2014 093454 AM Meat

* 7TO5545621 (504) 220-3162 35.2014 10:56:45 AM Thank you

* FTREER45E2 [381) 533.2291 211-2014 11:31:46 AM | ksl

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.

&P Tools Window Help

E[_'|@L% @ &
New Text ‘
DELIVERY TIME

THANK YOU

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:
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Tools > System Maintenance > Variables > Accounts Receivable

5 Edit Accounts Receivable Variables - Branch: Default l = | |_£hl
[ SWC Charges T Tranzactionz T Paszwaordz T Titles ]
GAL T Cuztomer 1 T Customer 2 T Pozting T Statements
v Fequire Address /IF Default Phone 1 from Accaunt # Ok
[v Require City [v Require Phone 1 Cancel
[~ “alidate City [~ Require Mailing Category
[v Require Zip v Email Address Beminder e
[ Require Directions [ Darnot allow a duplicate S5M number
v FRequire Zone [v Update Finizhed Invoices on Upd Key
Yalidate
Address | Gongle Customer Label |4very 5160 |
wih
_' F'mt Invoice Delivery 1=
[Goodle b ethod | Print j
MNone

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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ra It
[y Dispatching Variables e[ |
Call Caunt T Settings T Prinritii? Mapping
Covntry |L|5.-5. j — 1]4

Maps Google Cancel

[v Corvert Google Feturned .-’-'-.ddr.é_s-s- to pper Case

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.
o2
\E 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.

By ePAS:
File

F1 hasing Item Inventory Serial Inventory Customer GL AR AP Tools Window Help

‘Maintenan-:e Eﬁ|@§|é|ﬂ"”*|ﬁ|@|@
Print b

Email k

B Finish C

Copy 3

Payment On Account
Archives
ﬁ Find Invoices

Quick Cash 4
05 Y| Dispatching 2 b Call Count Calendar
Routing
ﬁ Request Transfer
Data Export
Request Transfer Maintenance
Data Import
Eatch Print
Reports
Batch Email
Reports .1 3 Litilities Map Zone Defining
Reports .2 4 = Validate Addresses with
Reports .3 4

Warranty EDI
Extended Warranty Export F

Cash Qut

Invoice Posting

Posting History

Invoice G/L Cost Posting

Service Truck Stock Transfer

Utilities 4

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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i B’

3. Validate Addresses with Google Maps = =

# of Addreszes to Be Validated: 1

By clicking on the Start buttan belaw, it will validate all
open invoice addresses, and any that return a 100% match
will be marked az walidated.

Start

L A

After running the utility, EPASS shows a progress update of validating the addresses:

i N

3. Validate Addresses with Google Maps ==

# of Addresses to Be Yalidated: 1
# aof Addreszes Were YWalidated: 1
# aof Addresses Cannot Be Validated: O

L A

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

By Validate Addresses with Google Maps (=] 1= o)

# aof Addresszes bo Be Walidated: 0

There are no addresses to validate.

L A

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

Invoicing | Purchasing Item Inventory 5e

& Frint b
Email k
B Finish 3
Copy F

Payment On Account
Archives

ﬂ Find Invoices

o T N

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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B3+ Inveicing
—Search Options Click here to make this your del
Search For I By IInvu:uiu:e it ;I t atching ‘
I"""‘ND LI For I By IEustDmer # LI Matching ‘
- Statug E?a l Invoice # | Customer # | Hame | Address

- Irvaice Type
- Salezperson

Review

Edit |

— Record Count
—  EAEET

o AddInvoice =) & ==
Invoice T Service T Dizpatching T Irwoice Cont. T W arranty T Daocuments T Maotepad ]
Invoice Date Schedule Date Pick up Date 0K
Invoice & | SYSTEM |29/01/2014 | {o0/00/00 _ | |oosoosoo |
Cancel
Job Status | _| |
Invoice Type |oy | |COD SERVICE PO Mumber | Detai
Payment TPpEICDD _I I':':'D Reference |
Service At |—H Bil To | ]
[~ Financed
Salesperson 1 | 1] Total | gop Created | [o0/00/00 |
Salesperson 2 | J | 5 | 0.000 Status IDpen Modified I IEIEIr"EIEIr"EIEI I
Sale Referal | _|| Posted I Finished | |29£D1H2D14 |
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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

B3+ Select Custorner EI@
Search Options Click here to make this your default Search
Search For |SMITH 5y By |Last Name | Matching |Startof Field ~ ~
Search ]
|aND | For | By [Account # =| Matching |Equal -
[ Account $ | Account # * Last Name First Mame | Address 1 Address 2 Clty Bill- To Account Bran[ﬂ
__ Last Mame “|E127091376  |SMITH JASON 17000 BETH AVE N MAPLE GR Defa
E127152505  |SMITH RICK 2212 0akLAND RD HOFKIMS Defa
SMITH DIANE /LUC 4114 BLAISDELL AVE S MINNEAPOI CAPITAL Defa
1818 14TH AVE S #11 MINNEAPCDI
_|B1ZF15727 |SMITH CRAIG 5244 149TH 5T APPLE WAL Defa
_|B1Z770736E  |SMITH LOGAN 10686 COLORADO AVE M BRODKLYM Defa
_ |B127933E24  |SMITH DavID 4411 THOMAS 2VE S MINNEAPD Defa__y
_ |6128034436 |SMITH CRAIG 11505 OLD ROCKFORD RD PLYMOUTH Defa
_|6128042989  |SMITH D&WID & CL& 2460 MORSOM CIR EAGAN Defa
_|F128228971  |SMITH Ak S JOE (4033 13TH AVE S MINNEAPD Defar
_|B128229551  |SMITH RUSSEL 4237 DAKLAND AVEMUE MINNEAPD Defa
_|B12E23me |SMITH TODD & JILL| 4600 EMERSON AVE 5. MINNEAPD Defa
_ |B12850E550  |SMITH BETH 5922 EDGEBROOK FLACE EDEN PRa&I Defa
_ |E128658566 |SMITH MICHELLE |1733 IRVING AVE 5 MINNEAPD Defa
_|B128671134  |SMITH AL 17075 GEORGET O/ 'widy ROSEMOU Defa
= _|F128679333  |SMITH LI &0 1321 LA SALLE 5T WAYZATA Dafan
eturm R TN X TE T [atatay daAr L ARTI AT L A L L me o
4 »

Recaord Cout

bty | Beven

Add ‘ Edit ‘ Delete Copy | Eucel ‘ Exit ‘

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

Address Validation —

! Customer address is unsolved. Click 'OK' to search Google Maps.

oK
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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.

[ ePASS - Google Maps Address Validation = |
" = ] <aan
Tips: 3 = - o
m  Drag the marker to your desired location and drop. ~ ;_. 35 33
m  Or, right click on the map to “pin point” a location. | { > 5
By % .
o
Your Address: s, g
o B @ zsn
1818 14TH AVE S5 #11, MINNEAPOLIS, & lﬁj
MM 55404, USR St E 18th St E18ths
Yy B
Result: 5 e
Could not find, here is an approximate location: Il o E18th 5t
[ ? ;;
Current Location: _f:.
Address:
1818 14th Avenue South #11, Minneapalis, MM
55404, USA _— 1200 H::F .
. . = 19th St 9th &
Latitude, Longitude: & =) Trinity First gl 1500
44 964423 -83.255822 - Lutheran School E 19th 5t
Other Suggestions: - _' _
® 5 :
L] ]En (’il
7 ol
& =
lin " 2
Franklin ey i -
Iy a8 Community o I'“I||1neapu||s
merncan .=
. B Ma Iaa:lta Ehotag } A s of Uz INEEIRERIp eror_
L Lir P Gogoje,PAnbAT. E P
Return LatitudeLongitude Only Return Current Addrezs without Zip Code Return Current Address

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:

o 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.

e 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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e 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:

e 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.

o 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:
e Discards all changes, and returns back to the "Add Customer" screen.

e 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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B - Add Invoice E =] @
Irvaice T Service Dispatching T [reeice Cont. T Warranty T Docurments T MNaotepad
All Calls ok,
Primary] Zone—= Date Route Units. | Department| Special Request
Cancel
Dretail
add | 4 4
Primary Call Only
tap £one tap Ref Schedule Date  Trip Status
UEEE | [NORTH MINMEAPOLIS | jooso0/00 || 1] =
Req Route | J |
iz | | Requested Time  |00:00 | [ Completed
Department |H|:|F'K|N5 v Uritz 1 In |00:00
Pricrities Qualifications Call Seq 1] Out |00:00

Special Beguest
Delete Delete 1

Step 7: View nearby calls on the "Invoice Call Radius" screen
o Double check to make sure the department and date range are what you want.
e The default setting for the department is the same as the current invoice.
e The default setting for the date from to date to is one week.
e The default setting for zone and route is ALL.
e You can adjust any of the above settings when desired.
o Just click Search to refresh the map after making any adjustments.

o 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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Validate any Unsolved Addresses

e 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.

-

ePASS Mapping l-‘-]

l.\'

Some of the addresses you searched for have not been validated.

Routes cannot be shown until all addresses for that route have been
validated.

Do you want to validate/fix these addresses now?

e

= = =J

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.

-39 -

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

-

-
[ Validate Addresses I_‘_‘_J':' )
Un-Validated Addresses h":jﬂ &, —
-, y e Satellite
: 13418 ESSEX CT, EDEN PRAIRIE, MN - A 3 Wiy, 13500 m
2, Inw 970572 650% INDIAN HILLS RD, EDINA, MM E bt e |I-J_r _i i
3. Inv 97133: 5020 YVONNE TERRACE, EDINA, MN ( ) 3 .{7_3
4, Inw 96201: &472 MERRIMAC LN N, MAPLE GROVE, MN 5 -~
5, Inv 57115: 2632 W 44TH ST UNIT 2, MINNEAPGLIS, MN Wallace— LRk
. Inw 97097: 4528 10TH AVE S, MINNEAPOLIS, MM Writing __.\_;}‘L‘P
7. Inv 97D68: 5607 GREEN CIRCLE DR £311, MINNETONKA, MN g_ .,_‘\Q'\'»“
8, Inv 36803: 28259 DREW AVE S5, MINNEAPCLIS, MN L|-|_| :\J\}"" G
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+ A
Address  |13418 ESSEX CT T @
City [EDEM PRAIRIE State [Mn 2 £
7ip Code  [sE347 [indude Zip Code T . . kT" )
? ak Point
_— Intermediate
S Elementary Schoal
Result @
Yes! Address iz for a2 precise location. T
cch,
P18 sy
@ Current Location Yo, o é‘oﬁ
13418 Ezsex Court, Eden Prairie, MN 55347 < A p\}‘c’
- b@
i
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B Map data 2014 Google TemsoflUse Reportamap emor
" Update Customer & Invoice |Update with Current |Update to Curent Address Undate to [  Add View Invoi
" Update Invoice Only Latitude / Longitude Orly without Zip Code EGICELCRLTED 1238 i Ireoice
e J
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:

e 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.

e 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:
o 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:

e 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.

o 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:
e Discards all changes, and returns back to the "Add Customer" screen.

e 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:

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

1 a1 -~ o - .
L {247} Plainview

Assign to Route Unassigned

Change Sequence  * TH11

Invaoice r TH1n Hey

Show Surmmary TRES gk
& street view (32]

Un-plot Address

HYT-‘El
o 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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Assign to Route b

o SR
o Irvoice LA X

Show Summary
& street view
B5t Un-plot Address B5th 51 &!

EEth St NW
011042013

e 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.

M =y

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"

e Click Invoicing > Dispatching > Utilities > Map Zone Defining
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‘ Print *

Email s
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Copy s
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Archives

@l  Find Invoices

Quick Cash »
Call Count Calendar

[# Request Transfer Routing
Request Transfer Maintenance Route Board
Batch Print Data Export
Batch Email Data Import
Reports .1 * Reports
Reports .2 ng
Reports .. 3 Walidate Addresses with Google
Warranty EDI

Extended Warranty Export *

Cash Out

Invoice Posting

Posting History

Invoice G/L Cost Posting

Service Truck Stock Transfer

Utilities *

Step 2: Select Your Department and Zone, enter Edit Mode

e Select your department from the drop down menu, or if you do not use departments, then use "ALL"
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5 Defining Map Zones

Departrment | T Mogna
[ROCHESTER = 1 A ol
ALL 'r-ﬂ,( >
HOPKING '2' v e
COMMERCIAL . {E
MISC  ALL :E‘ﬁl h
REAST  ROCHES.. {l i
RNE ROCHES...
ROCH  ALL s
RSO ROCHES... | !
RWEST ROCHES.. e
CT DA Al LM 35"

e Select your zone from the drop down menu

o Click the polygon shape button to enter edit mode
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F
(59 Defining Map Zones
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ROCH  ALL 1
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RWEST ROCHES..
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STPA  ALL
bwer Lake
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Sair
Show Dther Map Z @
aw Other Map Zanes
¥ far Thiz Department ]
Chiist
— Current Zone and Color - Lak
| MISC [undefined)
1 I
I J
¢ €2 (=
HT"-\-\.L___ o
18]
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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

o Select your color. This is optional. The default color is grey. For this example, | have selected yellow
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Save

e Click anywhere on the map to plot your first point

e 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
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e 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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o Simply left click and drag any of the points to adjust the zone
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point to select it.

o
w
S =
=D

e From here, any left clicks will extend your created map zone from the point that is selected (shown by the

red arrow)

e 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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e Click Save when you are done

Step 4: Defining Additional Zones

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

o Draw your next zone on the map just like the last one. For this example, | have picked the color blue
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In this example, | 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

e |tis 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
e 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:
o Exit the Defining Map Zones window

e Click Tools and then System Maintenance

Lock Table

Messaging Systern

Toggle Cost

Toggle List

Change Password...

ePASS Updates

o Click the Variables tab, then click Accounts Receivable
(&5 Op.. olich s |
Tables ‘i'ﬁariahles

Configuration
Compary

[Fvoicing

Cuick Cazh
tanager D azhbaoard
Digpatching
Purchazing

[tem lreventarny

Serial [rventary
YWireless Inventory
General Ledger
Accounts Feceivable 2
Arncounts Payable
System Updates
teszage

SMTP

Financing

ePA55 Mahile
Wiebsite

Server Engine

| Open I Cloze |
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e Select the branch you would like. For this example, | will choose "ROCH". Then click Edit

( B A/R Variables ="

* Branch Code| Description |

Default S&MPLE APPLIAMCE CO.
ROCH SAaMPLE APPLIAWCE CO.

Add edt @) Delete Exi

L A

e Click the Customer 2 tab, and check the box that says "Get Map Zone from Google Defined Zones"
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[ Edit Accounts Receivable Variables - Branch: ROCH [E=R A
[ SWC Charges T Tranzactions Fazswords T Titles ]
G/ T Customer 1 o:ugtumer 2 T Posting T Statements
Iv Require Address [v Default Phone 1 from Account £ Ok
[v FRequire City [v Require Phone 1 Cancel
[ Walidate City [ Require Mailing Categaory
[v Require Zip [v Email Address Reminder
[~ Require Directions [~ Donot allow a duplicate 55M number
[v Require £ohe [v Update Finizhed Invoices on Upd.Kep

g [v Get Map Zone from Google Defined Zones

Walidate Address with | Google v|  CustomerLabel [Avery 5160 |
[revoice Deliven 5
Method P =]

e Click OK
e 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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B - Invoice Call Calendar

-

(=5 =)

[s]

The Invoice Call Exit |
Schedule Date [7/12/2021 MapZone  [pJ | |Bab Jones Calendar will appear.
bl July 2021 L T
_I S _I ANZ a Allowed
T 021 100 2 o8 0 0 0 0 0 0
a4 & 23 A 7 2 3 Tuesday TH32021 20 0 20 0 0 0 0 0 0 m
141 @5) 153 1?4 185 195 12 Wednesday | 7/14/2021 2 0 2 0 0 0 0 0 0 =l Taken
18 19 20 21 22 23 24 Thursday |7/15/2021 2 0 2 0 0 0 0 0 0 2
o5 95 37 28 29 a0 T Saturday |7TAT2021 2 0 2 0 0 0 0 0 0
1 7 3 4 5 & T Sunday TH&2021 500 0| 500 0 i i i i 0 Available
T3 Today: 771242021 Monday THS2021 100 0| 100 0 0 0 0 0 0 98
‘ : | , | Tuesday |7/20/2021 20 1 19 0 0 0 0 0 0
Wednesday | 7/21/2021 2 0 2 0 0 0 0 0 0 Unsaolved
Thursday |7/22/2021 2 0 2 0 0 0 0 0 0 Addr.
23805‘ [I:?] ll;ﬁ':ESSTT[ DI:I] Saturday Ti2ar2021 ] 0 ] 0 0 0 0 0 0 I:I
REF E[I ] b LEI ] Sunday TI25/2021 500 0| 500 0 0 0 0 0 0
EAS['I ) AM I[:I ) Monday TI262021 100 0 100 0 0 0 0 0 0
SMAIEL ]D Pl [IZI] Tuesday |7/27/2021 20 0 20 0 0 0 0 0 0
ELEC é ] AME[ D] Wednesday | 7/28/2021 2 0 2 0 0 0 0 0 0
PLUM[B ]1 J.-’-'«SD[N ]IZI Thursday | 7/29/2021 2 0 2 0 0 0 0 0 0
(1] (0 Saturday | 7/31/2021 2 0 2 0 0 0 0 0 0 =
1 | 3
Invoice # Customer |Address Phone ZipCode | MapRef| Priv] Spec Reg Unitg| Map | Directions Route| Seq|Time [ Job Status
b | 1 |SA00010206 | BROWN KI 12227 W SPRING CR| 6058888820138 2 | B |sffefsff BJ 1 FIRK
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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.

B Dispatching Variables e pd
Call Count T Settings T Prioritie:s T M apping

Country |Canada j

Maps Google - Cancel

Google Maps Api key

[ Convert Google Returned Address to Upper Case
[~ Show Checkmark for Completed Call:

[v Show Drive Time on Map

[v Inchude Time onJob [from Unitsk

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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[ Edit Branch 30 Goemans Stoney Creek x

Branch T Logo T PE Settings T:'ayment Processina/ Tax T SMTP T Location

Code IED O,

Description |Gnemans Stoney Creek

Description for Cancel

Frintitig I

Addrezs 1 |E|EI3 [ueenston Foad

Addiess 2 I

City |Stu:nne_l,l Creek, ON

State I Zip Code |L8G 1B6

Telephone 1 |(905) 5B4-2035

Telephone 2 |

Fan |(905) E64-2857

|50

I 405,741

Start Address _I |
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B Edit Invoice Type GAP STOMEY CREEK APPL. SALES 2 = >

Settings 1 I Settings 2 T Settings 3 T Settings 4 T Required FieldsT G /L Allocation T Prirting )

Default Department DELMERY [~ Default Department Fram Termminal

Cancel

Secondary Departrnent I ;I |

Enable Branch bazed Min Deposit 1

Minirmum D' eposit Percentage I F/00 E

Department [1ALL ~
DELIMERY

IMSTALLATION

Sales Divizion TG Appliance Group Head Office A

[7] Tazco Retail
M) Goemans Retail

Senal Type FLOOR ~
RETAIL W
Primary Divigion RETAIL

=]
=]

Diwizion Far Yerificatio

Start &ddress

[ |Guemans Stoney Creek

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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B3 - Review Invoice £ GO00143597 - DIDOMEMICO, LOW/TINA = |_IEI_||ﬂ

Irvoice T Service T Dispatching T Irveoice Cont. T "warratty T E=ADocuments T =dMotepad

All Calls oK
Primary] Zone Date Route Units | Department| Special Request
Dretail
. _ Driving to Customer

Fewview | Add | Edit | [elete | |7 7.0 km - 22 mins

Primary Call Only
Map Zone tap Ref Schedule Date  Trip Status
[Het | [HAMILTON/HALTON joosooson | | 1} Calls
Req Route | J |

Fioite I I Requested Time |EIEI:EID I vl [T Completed

Diepartment IDELI\-"EHY LI Urits I 1 In |DD:DD I vl
Priofities Qualifications——  Call Seq [0 owfomon [ -] Mo

i s Special Request
Delete Delete
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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I3 Dispatching Map

Departrment Lion's Head! Graveg:hurst r-,-1u-ﬂd§-. nan-
[aLL -l Map Satellite [a00) Ca
[rate From Date To geltql‘nliti;s Mid\oar.d o 'EE‘J
[tirzems | [eseme | 7
Sauble Beach illi
core i Owen Sound ifhe ‘IITZ‘\??]}‘; pull Kawartha
Zonhe I Takenl Allowed l ~ @ a Mountaips Lal-oces
MIaLL 29 574 Saugeen | — i, W & (2
res 1 WOOd o N ¥ 3
[ BEQ 3 \ giorcs i ST ) Barrie e@“o [zs) {
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[ BEGFU 1
[ ELD 7 100
[ BLDR 100
[ ESTIM

FleTa = A la

Route ()
ALL ~
[Vl UNASSIGNED ]
ACH
ANE
BaC 11/7/2018
[v] BEGPU Clinton IOEL #4/5]
Bl 1

R Bluewater
Job Status b

AL S () @)

ARCHIVE
Lambton

EE Sh%'es

{4

BS

cC

EHLG.E‘ v |Sarnia [02]

-Map Optiohg—————————
¥ RouteLines [ Diive Time
[~ OvellayZones | Legend
I~ Summary

Search Result
Call:Found: 229 [ Un-validated
Walid Routes: | 45

[ ] -

|-._1-| 7 Pete'boorou gh
Kiﬂc%rdire

Qui
Brighto
a

Cobourg
o

Goderich
1

'
= Dhfarig

Stratford
o

|
o =il rock
|_‘191_‘ : psit > B ockport Roc
O He
1 17/ 2018 M PY)

|1e) REESIE @)

Tilrs;@:urg

Km Drive Job Total
0.0 00:00 02:30 02:30
145.2 02:07 02:00 04:07 | N
54.1 01:01 02:00 03:01
47.0 00:56 02:00 02:56
61.9 01:28 04:30 05:58
43.7 01:24 04:30 05:54
31.0 01:16 01:30 02:45 |V

Simcoe
)

o
Fredonia

—-—
t

(&) s R,

Map dats ©2010 Google Terms of Use  Report 2 map errar

Chautaugqua

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. Inthe Keyword search box, enter GOOGLE. Select Dispatching: Google Map Zone Lookup.

B9 Security for User: Finanance and Accounting

Search for Security Optionz

Fewmword Igu:n:ugle

Security Option
%gispatching: Google Map Zone Lookup
izpatching: VWalidate Addrezses with Google Maps

4. Click OK.

Looking up an Address and Viewing Map Zones:

1. Go to Invoicing > Dispatching > Map Zone Lookup.
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: | Invoicing  Purchasing  ltern Inventory  Serial Inventory  Custorr

Maintenance @ @ | E ﬁ | @
& Print »

Email 4
B Finish ’

Copy r

Archives

#h Find Invoices

Cuick Cash L4

E Call Count Calendar
Reuting

& Mapping

Data Export !

Batch Print —_

Inventory Returns
@ Request Transfer

Request Transfer Maintenance

2. Enter the full address or zip code, and then click Search.

GODQM ,r'i_.fl,- i +* '2023 Google Tennﬁ;Uae Repm;t":pmhape g
Search for | V358X9 { | @
Result Ciick Search button and see resulf. ;

Location § Sumey, BC V3S 8X9. Canada k of

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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