Shipping & Receiving
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Receiving a PO Manually

Using Purchasing > Maintenance, find the PO you are receiving. With the PO selected, you can see Receive is
now available in the Purchasing menu.

Purchasing | Item Inventory  Serial Inventory  Custormer  GL
Maintenance A7) d o=
is Print |
PO Export
PO Import

Print Receiving Document ’

() Order ’

»
Cost Fr Receive & Cost

Freight Allocation Receive All

e Receive Only: normally what is done if you only have the packing slip.

e Receive & Cost: receive and cost at the same time; typical for items as the invoice comes with the
shipment.

e Receive All: receive the whole PO with the option to edit quantities received; only for items.

There is the option of clicking the R in the toolbar, as well, which is the same as Receive Only. Or you can click
the little arrow and see the same options as are available in Purchasing > Receive.

|O-R~ |&-=2|E

Models

When you go into receive mode for the PO, the first model to be received pops up.
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B3 - PO Serials for Model YMMV1175Z, PO # 1154 - Add e @ S
i: Model  |riby11752 Description  |MAYTAG OVER THE RANGE MICRON | |# R
Ordered |-|_ Received ||:|_ Ordered For Location | | |Main Stack
|5&riﬂ| |L|:|n:ﬂti|:|n |F‘.&turn |E—uppli&r Inwoice |R&n:&'r'.fe+:| |Cust
>
poum Order
Serial || Date Received |4;1 442020 J  om
Location | | FRun# | bl Ordered
Actual Cost | 0.00 Floor Flan | _ 154?'DD
Eive
Freight | 0.00 Floar Due |4;1 422020 J 0.00
Discounts | 000 Trust Document | %
Cost | 0.00 Trugt Line # | 1] ed .
Standard Cost | 3200  Binlocation = | & o0
i ) ) bl Costed
Supplier |mvoice | Serial Type |',r_-,'|_|_ j T om
Freight Irrvoice # | v dwalable [ Retun Refresh
Dye Lat |
Feat
. | ces / Paoints
440
Auto # I )4 Cancel Header

Enter the serial number for the piece you are receiving. If the model is set as an auto number (Serial Inventory >

Maintenance > First tab of a model) then EPASS will ask for a quantity.

Location

Enter the location the piece is being received to. Default is main stock.

Dye Lot

This is only used in flooring. Each production batch has a specific dye lot number assigned to it. Each production
batch can be sufficiently different enough to cause problems if different dye lots are used for the same job.

Features
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These are features specific to this serial number. This is commonly used for damaged pieces to note the
damage. This is typically filled in after receiving, such as when you unbox a piece for delivery or are returning a
piece to the supplier.

Date Received
The date the piece is being received on.
Run

May also be called FD#, Series #, Revision number etc. This is an identifier number used by manufacturers
commonly seen in the electronics and appliance industries and is required when ordering parts.

Floor Plan/Floor Due/Trust Document/Trust Line

These are all a part of floor planning. Specifically, this is ‘pay as sold’; you are financing the purchase of the
merchandise that you will pay for as you sell. Typically, you have 90 days to sell and pay for the pieces without
any interest; after which time, this will accumulate interest.

The floor plan is the company. The floor due is the date the amount is due before it starts accumulating interest.
The trust document is the financing contract number and the trust line # is the line number this piece is on the
contract. The trust document and line # is typically no longer required or used.

Bin Location

The bin location the items or serial numbers are being put into. Bin locations are setup in Tools > System
Maintenance > Tables > Bin Location.

Serial Type

The type of serial this is. Serial types are setup in Tools > System Maintenance > Tables > Serial Type.
Available (Checkbox)

This serial is available for sale.

Return (Checkbox)

This serial is being returned to the supplier. This is automatically controlled by the quantity ordered on the PO
detail screen; when the quantity is negative, the Returned checkbox will be checked automatically.

Auto

This tells EPASS to assign sequential numbers to the models being received. This is common in inexpensive
model numbers where there is no serial number, or in furniture or flooring when you don’t have serial numbers
on the product. After you click Auto #, you just need to enter the quantity received for this model and EPASS wiill
automatically assign sequential serial numbers.
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B3 - PO Serials for Model YMMV1175JZ, PO £ 1154 - Auto Number o] B (k|
i :; Model  |viy1175)Z Description  |WayTAG OVER THE R&NGE MICROY
Ordered |1 Received |[g = Ordered For Location | | [Main Stack

| Serial | Location | Return | Supplier Invoice | Received | Cost |

Cluantity l | Date Received |4,.'-| B/2020 J

Location | | Funi |

&ctual Cost | 0.00 Floor Plan |

Freight | 0.00  Floor Due |4/16/2020 |

Discounts | 0.00 Trust Document |

Cost | 0.00 Trust Line # |

Standard Cost | 200 Bin Location |

Features |

k. Cancel

Receive To Location

The Receive to Location feature allows you to specify by PO the location to which the product is received. The
location can default from the PO Number table and also needs to cascade to the individual model lines on the
PO. This location, if selected, would override the location on the scanner during the receiving process, and
would also override the default location when manually receiving in EPASS.

PO Header Receive to Location Code Option and CheckBox

The Receive to Location Code option and checkbox allows you to select a location code and enable the
"Receive to Location" checkbox to apply the same values to the model lines on the PO during ordering. Use this
option when most/all of the models on the PO will be received to one location.
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B+ Add PO Header = B
Supplier T ShipTo T Documents T MNaotepad
PO & | J | SYSTEM Buyer {H_I,Ian Scherpenizze
Supplier | J ak
?j;:' m ]
kin Order Lanicel
| 0.00]
Total Ordered Detail
| 0.00]
Total Costed
| 0.00]
Supplier Mote
Ship Yia |
Sl | | [T Started 29/01/2015
Receive to
Location Code Ordered 00/00/00
Received 000000
Floor Pl
Gt Costed 00/00,/00
Floaor Plan D |
GG : Finizhed 00,0000
Cost Factor | 1.0000

In the Add PO Header screen, select the Receive to Location check box to set the location as the one that
everything on this purchase order will be received into.

Receiving Receive To Location (in EPASS, Barcoding, and Mobile Salesperson)

If Receive to Location is selected for the model line on the PO, it will always receive to this location. In
purchasing, EPASS will not allow you to change the location on the serial number. In barcoding, EPASS will
ignore the current location setting on the scanner and force it into the location that was specified on the PO
model line.

PO-13 Receiving

This report shows which inventory has been received, whether manually or through the scan gun, from a certain
supplier or specific employee in a given date range, as well as the estimated delivery date. This can combine
multiple POs and span multiple supplier invoices. This will allow you to print a report that should match the bill of

-6-

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



ErionSS

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

lading from the vendor so you can show EPASS agrees with their paperwork and, when this is handed to
Accounts Payable, they can also see everything is in order.

To Run the Report
1. Go to Purchasing > Reports > PO-13 - Receiving Report.

2. Enter the report parameters.

Enter a specific PO# or leave

blank to return all POs 7./ PO - Receiving Report o] & =
received within the date D ate Received From |9H28H2024 J
range. 0.
F : To |9/26/2024 |
PO# 123454 Lancel
Supplier | ********** _| |.-ﬁ.IIFEE|:DrI:IS
Received By | _| &l Records Excel
Location | ***** _ |.-'1‘«|| Records
Group By IDate Received j

, -
Select to group results by
Date Received, Date
Received/Location, PO,
and User.

v Show Descriptions and BO Customer [nfo

3. When finished, click OK to run the report (a PDF of the report opens) or click Excel to export the report to
an Excel sheet.

Example - PDF
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Andersons Appliances PO-13
P/O Recerving Report
Reecsiving Date From: Miar 01 2024 To:  Mar 30,2024 Supphisr. Al Rscords Receved By:  All Records
Location: Al Group By:  Date Raesived
Report Date:  Sep 26,2024 System Date:  Sep 262024 Syvitem Tume: 1331 pm Page: 1
PO Supplier Type Dste  lamw/ Model® Recaived Cty'Serisl Location Bin Coat Suppliee Imv e Usae
Chescrptan BO lewoioe Salesperson  Bold To Last Mame Jub Seatus Dl Piciogp Diabe:
Date Received: 2024-03-11
REET BRADLEE R Model 031124 CLIDSOWOR 123908 BWH 11,420.38
50 WINE FRIDGE. GLASS RH
RSET BRADLEE R Model 0311724 CWHOETOWFP BETESO BAH 2,886.50
24 DISHWASHER. 55
RSAT BRADLEER Model 0311724 DF438S0S/PALP 587234 SWH 19,022 51
4% DF BLANGE, § BURNER, 1§
RSAT BRADLEE B Model 01124 DWHDETOWFP BET1ZD BAM 258858

Example - Excel

r A | ] | < [ | E | F | [ | H
1 PO-13 PO - Recelving Report - Andersons Appliances
2 |
3 | Date Received From : 31,2024 Date Received To ; 3730/3024 Supplier : All Records
4 Received By : &1l Records Location :*==** Group By : Date Regeived
5 | Report Date : Sep 36, X4 Systern Date : Sep 26, 2004 System Time : 1324
=
T
8 PO Ttim 8/ Model i Deseription by Serial Cost Bim Location Line Type Supplier Invoice
4 R8T CLIAOWT R 20 WINE FRIDGE, 61123508 1142034 Model "12345
10 RS67 OWHDENWEP 24 DISHWASHER, S75678%) 2.556.56 Madel 15467
11 RS67 DF4EE50/5/PfLP &8 DF RANGE, & BUIG6T234 19,022.51 Model Ss5a1
12 | K567 DWHDSTTWFP 24 DISHWASHER, 57567123 2,556.56 Model “eeanr
13 |reses ELN13653 26 WALL MOUNT Hi67123 81637 Model Tssse
14 RS6Y WEWESIOHE ~37 FRONT LOAD WT8934 1,380.06 Model 1154
15 RS9 WGDGLIHE 7.4 €U FT FRONT LC T35 290,51 Madel 55741
16

You can also choose the PO in Purchasing > Maintenance and click the arrow by the printer icon in the toolbar
which provides additional options.

DEE

Purchase Order

Receiving Document by PO#
Receiving Document by Supplier invoice#

e Receiving Document by PO#: Which inventory was received today for a given PO.
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e Receiving Document by Supplier Invoice: Which inventory was received for a specific supplier invoice
#. The supplier invoice number is supplied as a part of costing a PO

OE-10 Shipped Serials

This report will ensure that you haven’t missed finishing open invoices. I.E. it will show you all 'Open’ and
'‘Committed'’ invoices in the system that have serial numbers assigned on them but not finished. This commonly
happens with customer pickups when the sales staff forget to hand in the paperwork.

rﬂ Shipped Serials Report | = |: =l :|ﬁ|ﬂ
Deli
pie,:;:uey Date Shipped From  |3/29/2020 Il ] 4
L To [329/2020 |
..... e |.-5.II LJ Cancel

KIr'ﬂm:uiu:na Status |.ﬁ.ll LJ
Branch | “““““““ J |.ﬂ-.IIFIE|:|:|rds
Salesperson [ _ | &l Becords

Mone
er

I Only show invoices with all product shipped

‘halezperson

Show Cost |Standard Cost
Shipped From Locati | anhadard Loz
e ‘ I Group By |Salesperzon -
Branch | p

Report Parameters

Parameter Description

This is the date the inventory was shipped. This is tracked by EPASS as the
serial inventory is scanned out or the serial number is added to an invoice
through the invoice detail screen. It defaults to yesterday’s date.

Date Shipped From &
To

This option will let you select either delivery invoices, pickup invoices or all (both

Type delivery and pickup). It defaults to All.
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Parameter Description

Invoice Status

Branch

Salesperson

Only show invoices
with all product
shipped

Show List

Show Cost

Group By

This is invoice status box. Options are All, Open (will include committed also)
and Finished. It defaults to All but typically you only want to select Open.

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

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

If this box is checked then it will only show invoices where every model line has
been delivered.

If this box is checked then it will show the selling price in the report.

This option will let you select the cost and it will show on the report. Options
are None, Serial Cost, and Standard Cost. Access to this is based on security.

Group the report by: Salesperson, Shipped by Location, Invoice, Branch.
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OE-48 Shipping Lead Time

This report will let you see the average time it takes to complete an invoice from the date the invoice was created
until it gets shipped. I.E. it will provide you with the time frame it took to fulfill a customer invoice. It will help you

Appliance Company OE-10
Shipped Serials Report
Date Shipped From Apr 12, 2020 To: Apr 13, 2020 Inv. Stamus: All Group By : Salesperson Salesperson: All Records
Report Date:  Apr 13, 2020 System Date:  Apr 13, 2020 System Time:  1:45 pm Branch: All Records Page: 1
Invoice Date Shippedﬁold To Last Inv StartDate  Job Status Model Brand Serial Costloc User
ANN KEIRSTED
4173 4/13/2020 FRAMNK 9/13/2006 1050 GEH 555 255 PP
Sub-Total Cost: 2.55
BOB JONES
4531 4/13/2020 WATSON 4/3/2020 1050 GEH SFDSF1274 255 02 PP
Sub-Total Cost: 2.55
DIRK BREWKA
S00005872-1 4/13/2020 STEVENS 4/3/2020 ASAP P1951M70CMBL BEST 121545 521.00 PP
Sub-Total Cost: 521.00
NICK FAIOLA
3522 4/13/2020 Test Customer 3/20/2003 1050 GEH 888888888 0.00 AAA PP
3595 4/13/2020 Smith 7/3/2003 E84HB51F JOH 0000001 0.00 PP
ABO0020047 4/13/2020 SMITH 4/9/2020 F120008-2 SMI 00001 0.00 UNK PP
Sub-Total Cost: 0.00
PAUL DAVE
S000057390 4/13/2020 DEFREITAS 11/21/200 ASAP FFEF3009PB XX 6756411 401.53 BE
Sub-Total Cost: 401.53
Grand Total Cost: 927.63

measure where the hold ups are and ask the question of why did it take so long from invoice start date to
schedule/pickup date, or finished date of the invoice to complete this customer invoice.

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

# | Shipping Lead Time o B[]
Date From {1 ,/2020 | K
To |B/29/2020 [
Date Type |S-:heu:|u|e.-"F"iu:kup Dahj Eznz]
Report Type | Dretal ﬂ
Irvoice Type Group By bl

Date From & Date To: This is the invoice start date range used to compare with the date type selected to
calculate the shipping lead time.

DATE TYPE: The options are Finish Date or Schedule/Pickup Date.
REPORT TYPE: The report can be run in either summary or detail.
GROUP BY: The report can be grouped by either branch or invoice type.
OK: Click OK to print the report.

Cancel: Click Cancel to cancel the report.

Appliance Sales & Service OE-48

Shipping Lead Time

Date From - Jun 1, 2020 Date Type - Schedule/Pickup Date  Group By: Branch

Date To: Jun 29, 2020 Report Type:  Detail

Report Date:  Jun 29, 2020 System Date:  Jun 29, 2020 System Time: 322 pm Page: 1

* Avg Per Unit includes 'Rebate” Miscellaneous amounts Avg per PreTax Total Tnvoice Tnvoice Avg Lead Time

Branch Inv Type Invoice # Units Unit Trvoice Start Date  Sched/Pickup Date Lead Time Days

Default SA 500020007 6 55299 331796  05/31/2020 06/03/2020 3

Default SA 500020017 1 169.00 169.00  05/27/2020 06/03/2020 7

Default WTY SV00060016 0 0.00 114.00  06/10/2020 06/16/2020 6

Defanlt WTY SV00060017 0 0.00 105.00  06/12/2020 06/16/2020 4

Branch: Default Count: 4 Total: 7 721.99 3,705.96 20 5.00
Grand Totals 4 7 721.99 3,705.96 20 5.00
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In the above example, we have selected to compare to the schedule/pickup date. It shows the Lead Time
column. L.E. it is the number of days calculated between the invoice start date and the invoice schedule/pickup
date and an avg. lead time in days. |.E. it is the total number of lead time days divided into the total number of
invoices created in the selected time frame.

Processing an Exchange:

-13-
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To complete an exchange, you would copy the finished invoice — (unselect System Number and check off
‘Reverse Quantities’).

44 EPASS - Appliance Sales & Service
File Invoicin chasing Item Inventory Serial Inventory Customer GL AR AP Tools Window Help

QL K% O & PEER S |H @ 1T s

Maintenance

& Print »

Email L4
Finish

Ctrl+P

Archives Split Ctrl+L
@4 Find Invoices Merge (All Statuses) 4 COPY INVOICE
Quick Cash Merge (Open Only) 4 i Original Invoice
» Invaice #
{5 Dispatching Merge (Finished Only) 500020066
Merge and Summarize 4 Customer |4163082693 [BUTTON BENJAMIN Cancel

Inventory Returns

AND | For |00/00/00 I .
Request Transfer - New Invoice " . -
@ 9 —— I~ Multiple Copies 2j
Request Transfer Maintenance AND v | Thereisa |Model Code vl L2 SO0020086-EX [ System Number
. Copy Detail ¥ Reverse All Quantities
Batch Print Include Quate [+, B = I3
. I b ZI EZ e Customer %] [V Copy Service Tab [~ Copy Dispatch Units Iap Zone | PO #
Batch Email and Text Include Searchin Tree [~ 500020066 |4189082693 DEL
e — ¥ Copy Motepad ¥ Copy Documents
Reports .1 - Status I~ Copy Referencs

- Invoice Type
- Salesperson Invoice Type  [54 | [SALES INvOICE

Reports .2 »
Reports .3 »
Scheduled Reports

Schedule Date |00/00/00 l
Pick Up Date  [00/00/00 |

JobStatus  [FINISHED | [FINISHED

Warranty EDI
Parts Warranty / Returns
Extended Warranty Export

Cash Out

Invoice Posting

Ld | o
Record Count
’V Frint | Detail BReview | Add | Edit | uilti Edit | M;:;ilggil | Delete

Posting History

Invoice G/L Cost Posting

Exit |

. Excel
Utilities

-14 -
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Then delete the lines you do not need;

B (== =]
Search Options Click here to make thiz your default Search
Search For [20068 By [Invoice # x| Matching [End of Field | Search
[4MD ~] For [00/00/00 | By |Scheduls Date = Matching [Equal | stats [~
AND w| Thereiz a |Model Code j af | Matching |Equa| j
Includ I > '
el e Yes E; * Invoice # |Cu5tnmer# |Name Address |Sche~d Date| Status | Inv Type | 5P | Total Balance| Job Status |r.|ap Znne| PO#
Include Search in Tree [ BUTTON BENJAMI 1 00 |FINISHED
—————— L 3 |BUTTON BEMJAM] A o SA NG FINISHED DEL
[#- Status

- Irwvaice Type
[ Salespersan

ld | 2

Fecord Count

Print Deetai | Beview | Add ‘ Edi ‘ ‘ Hiul Edit ‘ Delete Exgel ‘ Exit ‘

ieldz
& - Invoice  S00020066-EX - BUTTON, BEMJAMIN - Review Model =R E=h =

Type | Pack | Ikem | Lo | Cescription | E!t_l,l| Amount| Tax | Status | G0H |

Madel No  WPwWEGZOHC SOCU FT.14CYCLES, 11 OPTIONS.. 4 -1.33800 NYN Commited 10/10
W arrant

Ma 214
- Model Mo WED
W arranty Mo 271499k

MM
| YN
-40.93  NMN

1/1

Cormitted

ltem Model T Labor T Mizc T Comment T W armarity T Pawment T Tax T Package T Signature
Model  |weps120hw | [7.4 CUFT ELEC DRYER Ww/Hami  Ordered [ 1 | || 1.000.00 [© Package Trip#[ 1
Location | | |Main Stack. Shipped o Total -1.000.00 | -31.5  Spiff 0.00
Sk # Serial | Location | QoH 1 Std. Cost 525.00 l—_|
Equiv ! ! ot Al i T
Brand  |UNKDWN Qoo 1
Praduct |PRICE LIST IMPOF Colaor —_|v \Written I—D féatus-u .
arnmitte
P Fr Wty il Features Inventory Type Created
FO# [ Reference [ [ AuoBackorder [z [1/16/2024
- t odified
Branch  |Diefault Commizsian | [ Reserve Exclugive when Ordering | £ Il:;DHDD.-"DD
Mate ‘ v 77
r
: Invoice Total
Discount
— Header | Add ‘ Edt ‘ Delte | Esi ‘ Add Fram Cart ‘ M 260364
GM X[ 329
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Now you can add the model again as a positive number.

B3+ Invoice # SOD020066-EX - BUTTON, BENJAMIN - Review Model =] ]
Type I Pack I Item I Loc I D escription I [ty I Amount I Tax I Status | G0OH I
Model Mo WwPwWBEE2ZOHC S.O0CU FT., 14 CYCLES. 11 OPTIONS... A 1,338,000 NN 10410
"W armant Mo ‘Washers 2 Y'ear $1000-$1439.93 1 M
Fadel : 5.0CU FT., 14 CYCLES, 11 OFTIONS. 1 0o MM
W arranty Mo 2Y1499wS Washers 2%'ear $1000-$1439.99 1 E0.99 MMM

Item I Model T Labor T Migc T Comment T ‘wiarranty T Bayment T Tax T Package T Signature
Model [wrwes20Mc _| [5.0CL.FT. 14 CYCLES, 11 0PTI Ordered [ 1] || 1.33800 [~ Package Tiptt [ 1
Location | _| |Main Stock Shipped [ i Totsl  [133800 [250 Seif [ om0
SKU # | Serial |anatinn | QoH I 10 Std. Cost I 1,003.00 I—_,
Equiv I Mat Avail |

0 IDDHDDJDD I
Brand  [UNKOWN gog [ o

. Status

Product  |PRICE LIST IMPOF Color I ,l ‘winitten |

16 |Committed
b fr by I 0 Features I Inventary T_l,lpel Created
PO # I Reference I [~ Auto Backorder IXYZ |1J1BJ2024

L todified
Branch  [Dafault Cornrmssmnl -l [~ Reserve Exclusive when Ordering I—UI IDEWDD.;DD
Mate A v 77
. r

. . Inveoice Total

Commit Discount

=y |4|5p,-,mﬂe Header | Add | Edt | Delete | Est | AddFromCat |]_||"|”]_“I | 000
GM °/=| il

You can now put the incorrect serial shipped, back into inventory by manually serializing the negative line.
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15 Review Invoice # 500020066 - BUTTON, BENJAMIN - Review Model e s S L EEi=]
Type | Pack [ ltem | Loc | Description | oty]  Amount| Tax [ Status | GOH |
Model WRWEG2OHE SOCU.FT., T4CYCLES, 11OPTIONS.. 11,3800 NYN  Shipped  10/10 :AD:E‘ Pack JMem __________ [loo|Desoipon | Gy| Amoun|Tax |Steus 1000
Wananty 2r1499wS Wiashers 2 Year $100041493. 93 1 5093 NN B3 - Invoice Serials for Model WFWEE20HC, Invoice # SO0020066-EX - Add

Model WEDE120HW 7.4 CUFT ELEC DRYER W/HAMPER.. 1 100000 NYN Shipped 141 Wananly

Wananty 27143348, Major Appliances 2 Year $1000-41499 1 099 NNH Modsl

Papment cas 0 250364 NNN Commilied Wananly Mo

5 Model  [WFWBE20HC |EEIEU FT_14CYCLES. 11 OPTIONS. £ Ordered 1 Sold o

| serial }an | Return| Features |Received|  Cost | Std Cost | Taken | status

lem | Model | Lsbor | Misc | Comment | Wamany | Faymert | Tax | Package | Signawre o Modol S |
Model  [wrwaszonc 5.0CU.FT., 14 CYCLES, 17 0PT|  Ordered 1 L1 ~| | 133800 " Package THD“I_T Mods! ;— .pn|_1

Location | | [Main Stock Shipped Total 133800 | 250 Spiff 0o Location [ | Serial [4-02285] Taken Taken - w
SKUE [ sena Location GOH St Cost [ 7700300 = sws [ Location [ ] TakenDae [171Er2024

34.93285 Main Stock " ¥ -
Equiv Mot vl T Eir [ Cost [ am BinLecston ]
Brand  [ONKOWN 00 Brend " (L StandadCost [ qjmaoo  Bacodeld |ElC T — |

Shatus

Product [FRICE LIST IMPOF Color | R e Product [FRICE ST Date Fieceived  [373/2023 Status — |

Mivwy [T g Festues Inventory Typs [ Created Mirwy 5 Fealures Created [ [oomomo
Fou | 1181 Reference | ™ AutoBackorder Rz 1/16/2024 POR | Avallable  [F Mocified 00/00/00

Modified

Branch  [Diefauk | Ewmmwssmn| LI I™ Reserve Exclusive when Ordering l— 00700700 Branch  [Dafaat Return Initiated By Retum Reasan
Note a [ Note Feturn Outcome
v r

Dye Lot |

Invoice

Comri =
Head Add Edit Delet Exit Add From Cart ul“mml 250364 Commit_| Discount
S| adsr | | i | clote | i | rom Cart | L oot —

Note: It is always recommended to have both the original invoice and new invoice open at this time.
=/ You can copy the Serial Number from the original invoice by clicking it and highlighting it, you can
then paste that Serial Number on the Negative Line of the exchange invoice.

Once the negative line is serialized. You can then ship the correct serial out and finish the invoice to be posted.
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B> Invoice # SO0020066-EX - BUTTON, BENJAMIN - Review Model = |[= =]
Type | Pack | Item | Loc | Deseription | Qtyl Amountl Tax I Status | QoH |
odel Mo WPwWBE20HC 50CU. FT.. 14 CvCLES, 11 OPTIONS... A1 -1.338.00 WM 1M
Warranty Mo 2vy1493w5 ‘Washers 2 Year $1000-$1499.99 1 6099 MMM
Model Mo WRWEE20HC B.0CL.FT., 14 CYCLES. 11 OPTIOMS... 1 123800 WYMN  Open 1141
Waranty Mo v149%wS wlashers 2 Year $1000-41499 99 1 £099 MMM
£5* Invoice Serials for Model W OHC, Invoice # 500020066-EX - Add [= ] = [[=]
Model IW'FW882DHE |5.D CU.FT., 14 CYCLES. 11 OPTIONS, ! Ordered 1 Sold I 1]
| Serial | Loc | Return | Features. Received Cost | Std. Cost [ Taken Status
] [
ltem Package Signature
I3 Assign Serials to Invoice # S00020066-EX - O X
Triph [ 1
; oo
[] 583022 34372023 34342023 L ,ﬁ
[ 94-32-4993248 1003 1028 34342023 332023 et hd
[ s4-a3285 1003 3/3/2023 34342023 s 00
[ 8433224 1003 1028 3/3/2023 34342023 M
843032453034 e 1003 1028 34342023 34342023 LS |
[ 949238429 1003 1028 3432023 332023 L
[ 8523045293 1003 1028 3/3/2023 34342023 M
[ 8530243 1003 1028 3/3/2023 34342023 W f2024
|
0/00
e 0K I Cancel |
. ’
- - Invoice Total
Commit
Serial Dye Lot | 0.oo
n GM % I 0.0
1] I Cancel

Note: If needing to Update the Serial as it was entered incorrectly at the time of receiving. Please do
B/ so before putting that Serial back on the exchange invoice. (Update Serial will be done with the scan
gun, you can then scan it out to ship and finish the invoice)
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How to Edit an incorrect Shipped Serial

This document will walk you through different scenarios and how to correct an incorrect shipped serial

Scenario 1:
The wrong Serial barcode was scanned and the correct one is in inventory.

To correct this, you would use the Sales Changes option under Serial Inventory Menu

Serial Inventory  Customer GL AR AP Tools Window Help

m 2EER S EH 0% =

Maintenance

TN

Scan Serial

Serial

Purchase

Written

Transfer

Transfer Requests
Update Model
Update Key

Supplier Price List

Search Options Click here to make this your default Search
Search For || By | Invaoice | Matching | Start of Field -
o, Wireless Inventory I I _] I _]
[anD ~]  For | By |Model | Matching [StatofFied  +|

Reports ... 1 L4
Reports .2 4

_’Model |DescLiLtion |Seria|ﬂ iLoc f Invoice # 1Sold To iDate Sold i Cost | List | Returned

Utilities 4

[ Record Count j
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You would then search for the Invoice that was incorrect and select edit

B3+ Serial Sales EI‘ = ‘@
Search Options Click here to make this your default Search
Search For ISDDD2UDBS By |Invoice _I Matching | Start of Field
Search
[aND ~|  For | By [Model =] Matching [StartofField ]

C74CU FT.. 13

Record Count

Review | Edit | Exit

You can then use the little grey box next to the Serial # to select the correct Serial that was delivered to the
customer

By _‘ ‘uﬂ
B Edit Serial Sales: 9532493 for Model WED8620HC, 7.4 CU. FT,, 13 CYCLES, 8 OPTIONS, 5 TE... [ = Bl

Model [wEDBE20HT |7.4CU. FT., 13 CYCLES, 8 DPTIONS, 5 TEMPER: -

Sernial # 9532493 Returned [~ Rental J
} | Cost |—

Invoice # SDSDBdZESSZ 3 : :S 0.00 Cancel

Sold To Customer | ks 3 - - i
. D ate Sold 0.00

Date Delivered 1.338.00

Supplier Invoice person 1 MG |MONICA GELLAR

Freight Invoice # Salesperson 2 | I

PO # 1181 Location [ __| [Main Stock

Date Received 3/3/2023 Brand [ [UNKOWN

AR Product 2 [FRICE LIST IMPORT

Floor Due 3/3/2023 Mew / Uzed Mew

Trust Document Supplier MISC
Trust Line # 0 Modified T 1/11/2024

Features ‘

B Note: After the Sales Change is complete, please check Barcode Labels on Hand. A new
=1 inventory label may need to be re-printed.

-20 -

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



EP‘ASS R&D Business Systems Ltd.

= 0o T W A R =&

User Conference 2025 TF: 888.629.4218
Wednesday, October 22" — Friday, October 24™ sales@epass.software

Scenario 2:

The wrong Serial was shipped and was incorrect at the time of shipping and there is no other QOH. This can be
handled in 2 ways

Option 1
If there was a Warranty sold with the model that was shipped incorrectly, a full exchange invoice would need to
be created to assure the correct Serial is submitted for Warranty.

To complete an exchange, you would copy the finished invoice — (unselect System Number and check off
‘Reverse Quantities’).

4 EPASS - Appliance Sales & Service
File Invoicin chasing Item Inventory  Serial Inventory Customer GL AR AP Tools Window Help

0 EB% OB & PEER | & H © 1T

Maintenance

& Print

Email

Finish

Archives Ctrl+L

@4 Find Invoices

Split
Merge (All Statuses)

COPY INVOICE
Merge (Open Only) i~ Original Invoice

»
»

Merge (Finished Only) » lsate 500020066 6
»

Customer [4163082693 [BUTTON BENJAMIN Cancel
AND | For [00/00/00 | ~ New Invaice

AND v | Thereisa |Model Code v Invics # SO0020066EX | System Number

Quick Cash
[B Dispatching

Merge and Summarize

Inventory Returns

@ Request Transfer

I~ Multiple Copies l_2::|‘

Request Transfer Maintenance

Batch Print Inclide Qucte ] ¥ Copy Detail ¥ Reverse All Quantities
i I_YBS LI &, ice # Customer # v Copy Service Tab I~ Copy Dispatch Units Map Zone |PO #
Batch Email and Text Include Searchin Tree [~ b 4 DEL
R — v Copy Motepad ¥ Copy Documents

Reports .1 »Slatljls [~ Copy Reference
Reports .2 R - Invoice Type )

(- Salesperson Invoice Type  [5a | [sALES INvOICE
Reports .3 4

Scheduled Reports

Schedule Date [00/00/00 |
Pick Up Date  [50/00/00 |

JobStatus  [FINISHED | [FINISHED

Warranty EDI
Parts Warranty / Retums
Extended Warranty Export

Cash Out

Invoice Posting

Ld | ]

Beview Add Edit Ml Edi | MutiEdit
Fields

Posting History

Record Count

T on | o

Invoice G/L Cost Posting

Exit |

Delete Exgel

Utilities

Then delete the lines you do not need, and add the model again as a positive number.
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B == =]
Search Options Click here to make this your default Search
Search For [20066 By |Inwvoice & _v| Matching |EndcfField | Search
[MD ~| For [00/00/00 | By | Schedule Date =] Matching [Equal | Status [ar +]
AND w| Thereiz a |Model Code j af | Matching |Equa| j
Iieeata el | e :" E§ " Invoice # |Cu3tnmer# |Name |Address |Sched Date| Status | Inv Type | sSp | Total | Balance|J|Jb Statug | Map Zune| PO

S00020086 (4189082853 |BUTTON BEMNJAMI 1235
BUTTON BENJAMI1

Include Search in Tree [

0.00 |FINISHED
- Status .
- Invoice Type
[#- Salesperzon

Ld | 2
Record Cournt
Brint Deetai | Beview | Add ‘ Edi ‘ ‘ MuiEdt ‘ Delete Excel ‘ Exit ‘
ields
B - Invoice # S00020066-EX - BUTTON, BEMJAMIN - Review Model == <=
Type | Pack | Item | Loc | D ezcription | IZ!ty| Amount| Tax | Status | GOH |
Model Wo  WFPwWEE20HC S50CU. FT..T4CYCLES, 11 OPTIOMS. . -1 -1.338.00 NYN  Committed 10/10

214995 YW azhers 2 vear $1000-$1433.33 1 MMM
74 CUFT ELEC DR AFER. -1 000, BN Committed 1.1
Warranty Mo 2Y1499ka Ma|or Appliances 2 Year $1000-$1499. 1 -40.93 MMM

Item Model T Labar T Mizc T LComment T Wi arranty T Paprnent T Tax T Package T Signature
Model  |wepgtzonw | |7.4 CUFT ELEC DRYER wi/HAME Drdered | B | || 1.000.00 [T Package Triptt [ 1
Location | | [Main Stack Shipped [ o Tatal [ 100000 [315 Seif [ ooo
skUE [ Seral | Location | B0H [ 1 Std. Cost | ga500 =
E quiv Ii | ! Hot Avai ’—D IW‘
Brand  [UNKOWN Qoo [ 1
Product [PRICE LISTIMPOF Coler [T 4| Witen o |8Ct:tr::nitted
Mirwiy [ Featwes [ lnventory Type| Created
PO# [ Referencs [ [ AuoBackerder ez [1/16/2024
Branch  [Defauk Cammizzion ’—L| [~ Reserve Excluzive when Ordering | Modilfi;;mmm
Mote ‘ I 77

r
— Invoice Total
e Header | Add ‘ Edi ‘ Delte | Esi ‘ Add From Cart ‘ NN [ 280364
GMx[ 328
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B - Invoice # S00020066-EX - BUTTOM, BENJAMIN - Review Model =)o s
Type | Pack | Item | Loc | Description | th| Amount| Tan | Status | GOH |
Madel Mo WPWEE2OHC 50CU.FT, 14 CYCLES, 11OPTIONS.. 1 -1,338.00 1010
2¢1499W5 Wiashers 2'ear §1000-41433 93 5099

W airanty
|

warranty 2r1439WS

Itemn Model T Labaor T Misc T LComment T W arranty T Payment T Tax T Package T Signature

[t +]] 1.33800 " Package Triptt [ 1

Tatal 1,338.00 | 250 Spiff .00

Std Cest | 1003200 ,—_|
0o/00./00

Model  |wrweszonc | [S.0CU.FT., 14 CvCLES, 11 OPT| Ordered
Lacation | | |Main Stock Shipped
SKU 8 ,7 Serial | Location | GoH
Equiv ,7 l Mot dwvail
Brand  [UNKOWN Q00

LLEL

. Statuz
Product  |PRICE LIST IMPOF Color - | Wiritten
| | J Committed
b fr i} Features Irecentary Type Created

FOE | Reference | [ Auto Backorder Rz 1/16/2024

Modified

Eranch |Default J Commission | j [~ Reserve Exclusive when Ordering 00400400
Maote ‘ v 77
-
. Invoice Total
Discount

Serial Siplit Line

ﬂeader| Add | Edi | ge|ete| B | Add From Cart | MM oo
E

M % 0o

You can now put the incorrect serial shipped, back into inventory by manually serializing the negative line.

o ERIERES ==
EEI=E] . [==]=]
Type | Pack | ltem [ Loz [ Description [aw]  Amount| Tax [Status | QOH |
Modsl  No  WRWBB20HC 5OCU FT_14CYCLES 11 OPTIONS.. 1 133800 NN Shipped 10410 :ij‘ I Pstk ‘ l;jpwssz {loaillDezipin N e e ‘
Wananty  No  2¥1439w/S Washers 2 Year $1000-1499.99 1 6099 NNN sy Mo 21455a] B - Invoice Serials for Model WFW820HC, Invoice # SO0020066-EX - Add E==on ===
Model No  WEDE120HW 7.4 CUFT ELEC DRYER W//HAMPER,, 1100000 NYM  Shipped 14 M:;';” NE frtiype
\ﬁ;ﬁf No m;:BBMA Maior Appiances 2 Year $1000-1433 EI zﬁgg gg mu I Watarly Mo 2143 Model [WRWEE2OHE [50CU FT. 14CYCLES, 11 OPTIONS, . Ordered | 1 Sold [ 0
| Serial |Loc | Return|Features |Received| cost|std cost|Taken |statu:
T [ | | [
lem | Model | Labw |  Msc | Comment | Wawany | Payment |  Tax | Package | Signalue ST TR
Model  [wrwasz0Hc 5.0CU. FT., 14 C7CLES, 11 0PTI Oidered 1 L1 =] [ 133800 " Package Trph [ 1 Model  [WrwaszZoRC | it [ 1
Location [ | [Main Stack. Shipped 1 Total 133600 | 250  Spiff 000 Looation [ Seial ,784_93233 Taken Taken = b0
sk [ Sl Locaion_ Q0H [0 St Cost [ 700300 — suw [ Location [ ] TakenDate [176r2024
5 iain StocH 2 =
Equiv Mot Avvsil [i} G0700700 B [ Cost 000 Bin Location
Brand  [UNKOWN Qoo 10 - Brand  [ONRTWN Standard Cost 1.003.00 Barcode ID IVOFKZE7F u|
atus
Cok
Product [PRICELISTIMPOT Colr | 7| witen 18 e | Froduct [PRICE LET DaleReceived  [grazzizz ] Staus —
Miwy [ g Festwes [ Inventory Type Created O Fealures Created [ [oomomn.
| 161 Reference | I~ Auto Backorder HIZ 7 d'WJS/Z“Z“ POE Available [V Modiied 0000700 24
- odifie )
Branch  [Diefault | nmm\sslnn‘ j [~ Reserve Exclusive when Ordering ’— 00700700 Branch [Defat | Fietumn Initiated By FRetun Reason :
Note ‘ W 77 Note Retun Oueome [ _]
r
Dye Lot [
‘ Invoice Total
Header Exit 260364 e
| | | | | | L o eine o

You can copy the Serial Number from the original invoice by clicking it and highlighting it, you can

D Note: It is always recommended to have both the original invoice and new invoice open at this time.
=4
then paste that Serial Number on the Negative Line of the exchange invoice.
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Once the negative line is serialized. You can then ship the correct serial out and finish the invoice to be posted.

B Invoice # 500020066-EX - BUTTON, BENJAMIN - Review Model = ENES
Type | Fack | Itern | Loc | Diescription | Qtyl Amountl Tax I Status | QOH |
Madel Mo wFwBE20HC SOCU.FT.14CYCLES, 11 OPTIONS... 1 -1,338.00 MNYN 11411
warranty Mo 2414935 Wwashers 2 Year $1000-$1499.99 1 6099 MMM
Madel Mo wFwBE20HC SOCU.FT.14CYCLES, 11 OPTIONS... 1 133800 NYN  Open 1M
Warranty Mo 14959000 ‘wiachers 2 Year $1000-41499 99 1 EN93 KKK
E5 Invoice Serials for Model WFW8620HC, Invoice # S00020066-EX - Add [= = |[=]
Model [wFwaE20HC [S.0CU.FT., 14 CYCLES, 11 OPTIONS,:  Ordered 15 [0

| Serial

|Luc |Returr| Features Received Cost | Std. Cost | Taken Status

ltemn Package Signature
53 Assign Serials to Invoice # S00020066-EX [m] *
Trigh [ 1
Serial Ordered For Iy Received Floor Due Features Ec
1003 1028 3 3 3 3 W ﬁ
[ 84-32-4007245 1003 1028 3/3/2023 34342023 M =
[ s4-a3285 1003 3/3/2023 34342023 e ‘00
[] 8453224 1003 1028 3/3/2023 343/2023 kLt
549032489034 e 1003 1028 3/3/2023 3/3/2023 W
[ 34923842 1003 1028 3/3/2023 34342023 M
[ 8523045293 1003 1028 3/3/2023 34342023 M
[ 8530-245 1003 1028 3/3/2023 34342023 e f2024
0400
e (] 8 I Cancel
———1
- - Invoice Total
Commit
Serial Dye Lot | 0.00
GM % | il

o

1] I Cancel

so before putting that Serial back on the exchange invoice. (Update Serial will be done with the scan

D Note: If needing to Update the Serial as it was entered incorrectly at the time of receiving. Please do
=7

gun, you can then scan it out to ship and finish the invoice)
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Option 2
Edit Customer History — Not Recommended if appliance is sold with Warranty

Go into Customer Maintenance, Search for Customer, Select History Button, Select Edit

B3 Customer

i~ Search Option:

Click here to make this your default Search —‘
e, [ 1

Search For |new

By [ccount # L
£+ History for Customer: NEW, NEW LAST - Review Sales

D | For |

[olo =

By ILast Mame

- Account #
Last Name
User Created

Record Count
I

= “ sccount # | Last Name
NEWD72E  |NEW 0725

2024-01-11

Sales

500020063

Sales SA

| Customer # | Finish Date_| Invaice # | Type | Inw.Type | Model | Serial | Sale Amount | Reference [ Note |
HEW 2024.01-11 500020083 3754

Del / Finish Date

1/11/2024 1/11/2024

Sales 1 Wartanly T Service ] Miscelaneous | Commert
Invoice [ Sooo200e3 Inwoice Type  [Sa | [SALESINVOI  Salesperson [MG | [MONICA GELLAR
Model [wED8B20HC | [7.4 CU.FT. 13 CYCLES, BOPTIC Brand < UNKOWN
Serisl EEER Refesrce [ Podet [ ]| [FAICE LST MPORT
Equpmentd# [ BilTo [ ] ®ench  [Defaul _] [Appiance Sales & Service
Run Number [ Quanty 1 Features ]
Sale Amount 1,338.00 Note a
Cost Amount 0.00

Models | Viewlwoce| P | agd @gdﬂ | oot

Excel Exit

Date Modified

History Review

Add | Edit | Delete

Copy | Excel

Credit | Ezit |

After selecting Edit, you can then manually edit the serial number that was shipped to the customer

L kil

B3+ History for

Customer: NEW, NEW LAST - Edit Sales

o] ® (=]

Customer #

| Finizh [ ate | Invoice # | Type

| I, Type

| Madel |

Serial |

Sale Amountl Reference | MHote

ME'

2024-01-11  S00020053
0111 S

ales .6.

S8,

Sales T W arranty T Service T Mizcellaneous T Caormmert
Invaice I SoonzonEs  Invoice Twpe Is,.-.\._ I ISALES |NvO|  Salesperson IMG _I IMDNID’-\ GELLAR
Model |WEDSE20HC | 7.4 CL. FT. 13 CYCLES, & OPTIC Brand pod | JUNKDWN
Serial Reference | Product ¢ | |PRICELIST IMPORT
Equiprnent # I Eil Ta I I Branch |Default [l |Appliance Sales & Service
Fun Murmber I Quantity I 1 Features |
Sale &maount I 133800 Mate A
Cost Amount I 0.00
Del/FinishDate  [111/2024 | [1/11/2024 | v

Models | (0] 4 I Cancel
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