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Background 

Dundarave Village is located in the picturesque seaside town of West Vancouver. It is developed by Alair Homes 
and built by Kingston Construction. This development consists of two buildings carefully designed to take 
advantage of the inlet's breathtaking views. Having nurtured a 5 year relationship with the owner of Alair 
Homes, the Builder Sales Manager of Andersons Appliances secures the bid to supply appliances for these 
homes. 
 

Credit 

The contract is reviewed by the various departments and the information is submitted to the Credit Department 
so that they can do the credit check. Alair Homes, being a reputable company with a solid credit history is 
given 30 day terms with a credit limit of $1.5 mil. Credit Manager sets up the customer in EPASS. 

Credit Limit and Payment Terms 

Set up the credit limit and payment terms. 
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Project 

Meanwhile, the contract receives final sign-off by the owner and is forwarded to the Builder Sales Assistant to 
enter into the Projects module. Standard appliances and the option of an appliance credit are offered to the 
homebuyers but at this point, Andersons Appliances has no idea how many will take the standard or opt to use 
the builder allowance and therefore, 222 of each appliance will be entered into the project module. The 
project's start and end dates are August 30, 2024 to August 29, 2025. Delivery is linked to the model and added 
to the project.  

Add User Security 

Before adding the project, make sure you have security access.  
 

 

Add the project 

There are 2 ways that you can do this: Manual and Import Project Utility 
Manual 
Go to Customer > Project 



 

 
 - 5 - 

Unit 204 – 9639 137A Street • Surrey, B.C.• V3T 0M1 

 
 
 

 

 

 



 

 
 - 6 - 

Unit 204 – 9639 137A Street • Surrey, B.C.• V3T 0M1 

   

 
 
 
 
 
 
Import Project Utility 
Fill in the spreadsheet with the project information. 
 

 
Go to Customer > Utilities > Import Project. Select the file and click OK. 
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If the project fails to load, an exceptions report will appear on the screen. 
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Export Project Utility 
To make changes to the project, you can export the project using the Export Project Utility to a shared folder. 
Edit the project information and upload the changes using the Import Project Utility (refer to point 2 above). 
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Link the Project to the Customer  

After the Project has been set up, link the project code to the builder. By linking the project to the builder, EPASS 
will add the project pricing to the invoice when an item, model, labor, misc, warranty is added to the invoice. 
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Update the Project Quantities 
Import Project Utility 
 
After each unit is sold, the builder has a better idea of the split between standards and builder allowances. It is 
determined that the percentage split is 75/25. The Builder Sales Assistant updates the spreadsheet and imports 
it back into EPASS.   
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Builder Sales Quotes 

Create a quote for the standards. We will use the quotes to make multiple copies of the invoices.  
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Note: The invoice types for Multifamily Sales Quote and Multifamily Sales Invoice must have the same Invoice 
Numbering Series in order to use the same invoice number with different suffixes when using the multiple 
copies function. 
 

Invoice Contacts 
Security Option 

Enable the security option “Tables: Contact Type”  
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Contact Type Table 

Add the Contact Types 
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Contacts Tab on the Invoice Header 
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Standard Appliance Quote 
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To view the project cost and the gross margin in the invoice detail, make sure the highlighted fields are selected 
in the invoice type table. (Project Price ($992.75) - Project Cost ($859.75) )/ Project Price ($992.75) *100 = Gross 
Margin 13.4% 
 

 

 

 
The standard appliances quote has now been created.  
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Convert Multifamily Sales Quotes to Invoices 

The Builder Sales Assistant writes up 166 invoices for standards. We will copy 5 invoices to demonstrate how 
this works.  
 
Multiple Copies 
 
Use the “Multiple Copies” function to complete this step quickly.  
 
Note: The invoice types for Multifamily Sales Quote and Multifamily Sales Invoice must have the same Invoice 
Numbering Series in order to use the same invoice number with different suffixes when using the multiple 
copies function. 
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Standard Appliance Invoices 

Add Invoice Suffixes that relate to the address. 

 

 

 

Multi Edit Invoices 

Once the invoices are copied over, you can multi edit the invoices. 



 

 
 - 21 - 

Unit 204 – 9639 137A Street • Surrey, B.C.• V3T 0M1 
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Click OK to go to the next invoice until you have completed the editing of all the invoices. 
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Apply Builder Allowances to Customer (Home Owner) Upgrade Invoices 

Background 

The 56 homeowners who chose to select their own appliances will receive a credit from the builder in the form 
of builder allowances which Andersons Appliances will apply to their invoice.  
 
The builder allowance invoice for the builder will now be auto created when the customer’s (home owner) 
upgrade invoice is posted. Let’s look at how to set this up. 

Setup 

 
In the Invoice Type table, there is a new tab called “Builder Allowance”. We need to first set up the upgrade and 
builder invoice type. 
 
First, we will set up the Upgrade Sales invoice type which is what we will be using for the customer’s (home 
owner) upgrade invoice.  
 

Fields Purpose 

Enable Builder Allowance for Customer 
Selecting this option will trigger the builder allowance logic and 
turn on the BA Builder # field on the customer’s (home owner) 
upgrade invoice. 
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Credit Limit Check on BA Builder # 

When this option is enabled, the system will check the credit limit 
of the builder before allowing the user to change the job status on 
the customer’s (home owner) upgrade invoice to a dispatchable 
status (e.g. FIRM). This ensures that the builder has enough credit 
to cover the allowance on the customer’s (home owner) upgrade 
invoice before the products are shipped to the customer. 

Builder Invoice Type 
This is the invoice type that EPASS will use to create the builder’s 
builder allowance invoice. 

Builder Payment Type 
The builder payment type will be taken from the builder’s payment 
type code on the credit tab in the customer table. 

 

 
 
On the Multifamily Sales invoice type, we need to “Enable Builder Allowance for Builder”. This option will trigger 
the logic to auto create the builder’s builder allowance invoice. 
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On the miscellaneous table, there is a new checkbox for Builder Allowance. Enabling this checkbox indicates to 
EPASS that this is a builder allowance. When this builder allowance code is used on the invoice, it will be 
validated against the builder allowance set up on the project. It will take the project price and put it into the 
invoice detail. 
 
Use Inv US00000013 to demonstrate. 
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In the AR Variables, we have added a new option “Include Open BA Amount”. When this option is selected, the 
open builder allowance amounts on the unposted customer’s (home owner) upgrade invoices will be added to 
the builder’s account.  
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Create Invoice with Builder Allowance 

There is a new field called BA Builder # on the invoice header. The BA Builder # needs to be filled so that 
EPASS knows which account to use to auto create the builder’s builder allowance. 
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Lump Sum Builder Allowances 

Refer to Builder Allowances for Custom Homes. 
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Purchasing 

OE-04 Ordering Report for Special Order Models 
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Manual Ordering: Linking the Packing Slip # field to Projects 
Setup 

To use the linking of the packing slip # (builder customer number is entered into this field), the “Link Projects 
using Packing Slip field” checkbox must be enabled in Purchasing Variables. 
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Note: This feature works for manual purchase order entry and Mass PO Creation. 

Manual Purchase Order 
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Mass PO Import 

Refer to Mass PO Creation Document.  
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Warehouse 

Receiving 
OE-04 Generated Purchase Order 

Receive PO RS74 via Warehouse Management System 
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Print Labels 
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Receive Models 
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Manual Purchase Order 
Print Labels 
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Receive Models 
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Shipping 
Dispatching 
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If we change the builder credit limit to $2,000, EPASS will not allow the user to choose a dispatchable job status 
on the customer’s (home owner) upgrade invoice because the AR Balance + Approved Invoices ($4,995.20) + 
Builder Allowance on Customer (home owner) Upgrade Invoice ($6,899.20) = $11,894.40 > $2,000 (Credit Limit) 
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Ship Invoice 

 



 

 
 - 45 - 

Unit 204 – 9639 137A Street • Surrey, B.C.• V3T 0M1 

Administration 

Finish Invoice 
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Post Invoice 
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Accounts Receivable Balance 
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Builder Invoice 
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Reporting 

AR-06 Aged Trial Balance 
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Custom Crystal Report 

Extracted to Excel 
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