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About this Guide 

This Guide is for use by SedonaOffice customers only.  This guide is not meant to serve as an 

operating or training manual, its purpose is to provide an overview of the content contained 

within, and to be used as a reference guide only. 

SedonaOffice reserves the right to modify the SedonaOffice product described in this guide at 

any time and without notice.  Information in this guide is subject to change without notice.  

Companies, names and data used in examples herein are fictitious unless otherwise noted.  In 

no event shall SedonaOffice be held liable for any incidental, indirect, special, or consequential 

damages arising out of or related to this guide or the information contained herein.  The 

information contained in this document is the property of SedonaOffice.  

This guide may be updated periodically, be sure to check our website at www.sedonaoffice.com 

for the most current version. 

Copyright 2009  
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How Commissions are calculated on Jobs 

SedonaOffice allows you five optional ways of calculating the commission on a job by creating 

commission types that fall into one of these five categories.  You can create as many 

commission types that you need, but they all must be one of these five types. 

 

Recurring 

The commission is calculated based on the total recurring for a job.  

Non-Recurring 

The commission is calculated based on the total non-recurring (installation and parts) for a job. 

Estimated Profit 

The commission is calculated based on the estimated profit.  This number is determined by 

values entered on the Job Cost form. 

Gross Profit 

The commission is calculated based on the gross profit.  The number is determined when the job 

is closed and all costs are figured against the job. 

Other 

The type allows you flexibility to key in whatever base amount that you need.  This type is 

typically used for bonuses and adjustments. 
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Employee Commission Plans 

Once the commission types have been defined, you can then assign which commission types 

apply to each employee in the company.  The rate of the commission is assigned to the 

employee in Employee Setup.  This way, employees can share the same commission type but be 

paid at a different rate. 
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Job Types and Commissions 

Defining commission types at the job type level will allow you to let the system automatically 

calculate the commissions based on the job that is sold.  This is a great feature when you pay 

different commissions to the same employee based on the type of job.  You can still pay 

commissions to jobs that are not assigned commission types but by predefining the commission 

types by job, you prevent data entry errors. 
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Job Commission Auto Fill 

Within the commission entry for a job, you will be able to select the Auto-Fill button to have the 

system fill in all of the commission for the job based on the setup described above. 
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When the Auto-Fill option is chosen, SedonaOffice will populate the commission for that 

salesperson on this particular job type.   If there is a second salesperson and he has been 

allocated a percentage of the commission, those will also be auto filled. 
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Additional Commissions to Managers 

You can setup a manager to receive a commission based on the commission paid to the 

salesperson of record on a job.  This is done in employee setup by setting a commission rate for 

the supervisor.  Any non-recurring commissions paid to this employee will generate commission 

of the same type but using the defined rate for the supervisor. 
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Commissions Due on a Dollar per Dollar basis 

Commissions that post to the GL are accrued and can be tracked as commissions owed per 

salesperson.  As payments are applied to the job, those commissions show as DUE on the 

commissions due report. 

 

 

The report below shows a job that has been invoiced and 50% payment has been received for 

the job.  This report will perform a dollar per dollar calculation and tell you what is due in 

commission to the salesperson based on the payments received. 
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Using Payroll Timesheets to Track Commissions Owed and Paid 

By using the feature to post commissions to the GL, we can maintain an accrual of commissions 

by salespersons for each job.  The Payroll Timesheet entry will track payments to salespeople 

and provide a means to know what’s due to them. 

The Payroll Timesheet process in SedonaOffice is designed to allow you to track and post all of 

the payroll information.  Though SedonaOffice doesn’t create the actual paychecks and manage 

the earnings and taxes, it does allow you to manage job costing and commissions. 

Continuing with our example here, we’ll use the Payroll Timesheet entry to “pay” commissions 

to the salesperson on our test job. 

First, we’ll go into the Payroll menu and select the “Timesheets” option and create a new payroll 

batch. 
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Then, we’ll go into that batch and pay commissions to the salesperson on our test job. 
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After this batch is posted, the commissions paid to this salesperson will now appear in the job 

record.  You can see a debit has been applied to the accrued account in the amount paid on the 

last timesheet post. 

 

 

This data allows us to create a report for each salesperson showing the earned, paid, and due 

commissions for each job.  Two examples of reports in SedonaOffice that exist today are the 

Commission Due and the Commissions Due 50/50. 
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Notes: 

 


