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Job Costing Accounting Methods 

In the world of SedonaOffice, the term Job Costing refers to accounting for Revenue and 
Expenses which are related to a Job in order to determine the profitability of the Job.  There are 
various Job Costing Accounting Methods available within the SedonaOffice; ultimately, the 
method or methods your company will implement will depend upon the preference of your 
company or advice from your company’s accounting professional.  There is no correct or 
incorrect method; after evaluating all the available choices, only your company can decide what 
will work best in your own business environment. 

 

Job Costing Accounting Methods: 

 Immediately recognize – Recognize Job Revenue and Expenses as they occur. 
 Use WIP – Accrue Expenses into Work in Process accounts and recognize only when a 

Job Invoice is produced. 
 Accrue All - Accrue both Revenue and Expenses until the end of the Job. 
 Percentage of Completion – Corrects distortions to recorded Revenue based upon Job 

Costing Estimates. 

Immediately Recognize 

When selecting this method, when any expense is posted which is linked to a Job, that 
amount is recorded immediately to the Actual Expenses of the Job.  When a Job Invoice is 
posted, the Income is posted immediately to the Job. 
 

Use WIP 

When using the WIP method, when any expense is posted which is linked to a Job Number, 
those amounts will record to the WIP Accounts you have setup for Parts, Labor, etc.  WIP 
accounts are balance sheet accounts.  When a Job Invoice is produced, by default, the same 
percentage of the Job being invoiced is used to relieve any amounts in the Job’s WIP 
accounts.  For example, if you produce a Job Invoice for 40% of the Job, 40% of any amounts 
in the Job WIP will posted to your Cost of Goods Sold accounts. 
 

Accrue All 

The Accrual method is designed to post both Revenue and Expenses in WIP accounts as 
Expenses or Job Invoices are posted.  When a Job is closed, the amounts previously invoiced 
will move to the Revenue accounts associated with the Invoice Items that were invoiced, 
and the previously posted Job Expenses will move to your specified Cost of Goods Sold or 
Expense accounts. 
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Percentage of Completion 

The percentage of completion method is used to more correctly present your Job Revenues 
for a given accounting period.  Using this method requires accurate estimates for Revenue 
and Expenses.  Each month a report is generated to determine whether Jobs have been 
under or over invoiced based upon how much of the Job has been invoiced to date and the 
estimated expense left to be incurred.  Based upon the review of the Over/Under Report, 
you will need to make over/under billings billing journal entries every month so that you 
have accurate monthly financial statements.  These journal entries should be reversed the 
following month because the following month your work in process will be different and 
you will have different over/under billings amounts.  
 
 

The Job Costing Accounting Method may be one type used for any type of Job or can be 
determined by the individual Job Type.  Some companies use one Job Costing Accounting 
Method for residential Jobs and a different type for larger/commercial Jobs.  It is all a matter of 
preference to your company. 

 

Once you have determined your Job Costing Accounting Method, the corresponding setups are 
easy. 
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Job Setups 

Your Job Setup tables are configured based upon the Job Costing Accounting Method that will 
be implemented.  There are three main Job Setup tables that control which G/L Accounts are 
used for posting Job transactions: 

Financial Setups 
Job Management Setup Processing 

o Material WIP 
o Material Cost of Goods Sold (COGS) 
o Labor 
o Commissions 
o Overhead 
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Install Company 
o Material WIP 
o Miscellaneous WIP 
o Labor 
o Overhead 
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Job Type 
o Material WIP 
o Material Cost of Goods Sold (COGS) 
o Miscellaneous WIP 
o Labor 
o Commissions 
o Overhead 
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Non-Financial Setups 
There are several non-financial type setup tables; some are required and others are optional. 

Job Tasks  
(required) 

Job Tasks are linked to Job Types; each Job Type must contain at least one Job Task.  A Job Task 
is a major milestone during the process of a Job for which you want the responsible party to 
sign-off as being complete.  Job Tasks also control when you are able to invoice a Job. 
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Job Status  
(required) 

Job Statuses are assigned to Job Tasks in the Job Type setup table and describe where a Job is in 
the process of being complete.  Job Statuses may describe the responsible department for the 
current Job Task or the current event (task) that is awaiting sign-off. 
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Job Phase  
(required) 

Job Phases are used to indicate various stages of a Job.  You must setup at least one Job Phase 
that will be used for Job Invoicing purposes. 
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Labor Tasks   
(optional, but recommended) 

Labor Tasks are used in various areas of Job Processing: 

 Entering Job Costing Labor Estimate 
 Scheduling Job Appointments 
 Manually entering Job Timesheets 
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Commission Types  

(optional) 

SedonaOffice has the capability to automatically calculate and post Job Commission based on 
four basic methods or to manually post commissions to Jobs according to your company’s 
commission structure.  You may enter commissions for informational purposes only or flag 
commissions to post to the general ledger.  The only exception to this rule is when using Gross 
Profit Commission Types; these will always post to the general ledger. 

 

Gross Profit 

When using this Commission Type, the commission amount (if any) will be posted when the Job 
is closed.  The program takes into account all amounts invoiced, less all expenses to determine 
the Gross Profit of the Job.  Based on the Commission Setup of the Salesperson on the Job and 
the Job Type, the appropriate commission will be calculated on the Gross Profit value. 

 

Estimated Profit 

When using this Commission Type, the commission amount (if any) is calculated based on the 
Install Charges and/or Parts that will be invoiced less all Estimated Expenses.  Based on the 
Commission Setup of the Salesperson on the Job and the Job Type, the appropriate commission 
will be calculated on the Estimated Profit value. 

 

Non-Recurring 

When using this Commission Type, the commission amount (if any) is calculated based on the 
Install Charges and/or Parts that will be invoiced.  Based on the Commission Setup of the 
Salesperson on the Job and the Job Type, the appropriate commission will be calculated on the 
total Install Charges and/or Parts for the Job. 

 

Recurring 

When using this Commission Type, the commission amount (if any) is calculated based on the 
Recurring Charges that will be invoiced for the Job.  Based on the Commission Setup of the 
Salesperson on the Job and the Job Type, the appropriate commission will be calculated on the 
total Monthly Recurring Charges value. 
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Estimated to Gross 

This method will calculate an initial commission based on the Install Charges of a job using the 
percentage of the estimated profit of the Job.  When the Job is closed, the software will 
recalculate the commission based on the actual profit of the Job.  

 

Other 

This method will not display a dollar basis for the commission calculation.  The user may enter 
any amount for the basis of the calculation.  
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Job Deposits 

Once a deposit has been received from your customer for a new Job, it will be posted in 
SedonaOffice through Payment Processing and saved as an Advance Deposit for the Job.  Job 
deposits may be in the form of a check, bank draft (ACH) or credit card.  Electronic payments 
are processed a bit differently than checks. 
 

Often times Job Deposits are received before the Customer and/or Job have been created in 
SedonaOffice.  In these situations the payment will need to be handled a bit differently. 
 

  A suggested Job Task would be “Job Deposit posted”. 
 

For SedonaSync Users, you may want to send an email alert to the responsible person   
to move a deposit saved as unapplied cash to an Advance Deposit once the Job has been 
created. 
 

Deposit Received Prior to Customer Creation 

In situations where a Job Deposit is received from a new Customer and you want to deposit the 
payment immediately, you can setup an internal company customer to be used for this 
purpose.  Once the new Customer is created, the deposit payment may be transferred to the 
correct customer. 
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The payment is applied to the “Job Deposits” customer as unapplied cash.  Use the Check 
Memo field to type in details of from whom the payment was received. 
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Transfer Unapplied Cash (Job Deposit) 

Once the new Customer has been setup, transfer the Unapplied Cash to the correct customer.  
If the Job has not yet been setup, the payment must remain as unapplied cash.  The unapplied 
cash may be transferred to the Job Advance Deposit after Job creation. 
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Move Unapplied Cash to Job Deposit 

Once the Job has been created, you will transfer the Unapplied Cash to an Advance Deposit 
linked to the Job. 
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New Job Creation 

The process of creating a new Job will vary depending on whether your company is using 
QuoteWerks or WeEstimate.  If your company is not using QuoteWerks or WeEstimate, when 
creating the new Customer, you will setup the Customer, Site and the System information, and 
then create the Job. 
 

If your company is creating a new Job for a new customer from either QuoteWerks or 
WeEstimate, a System record is not created during the import process.  Once the basic 
information is entered for the new Job, you will open the new Customer record, setup the 
System information, then return to the Job record and import the System Information into the 
Job System form. 
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New Job – New Customer from QW or WE 

The process for creating a new Job for a new Customer from a quote from QuoteWerks or 
WeEstimate is the same.  The only difference is the icon that is displayed for Job Importing 
within the Job Queue. 
 

Job Queue – QuoteWerks Import Button 

 
 

Job Queue – WeEstimate Import Button 
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Clicking on the Import Button will display a listing of all Quotes ready to process; highlight the 
Quote to be imported from the list, and click on the Create Job button. 
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The Customer Information form will be displayed; once data is reviewed and adjusted as 
necessary, proceed to the Site Setup form.  When finished click on the Save button. 
 

 

 

The Job Work Order form will be displayed; the four required fields must be selected to be able 
to save: Job Type, Install Company, Salesperson and Sold Date. 
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The Job System form will be displayed.  Select a System Type, and click on the Apply button to 
save.  At this point you will navigate to the Customer Explorer record for this Job and create the 
System record.  Once finished, you will return to the Job System form to import the System that 
was created within the Customer Explorer. 
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On the main application toolbar, click on the Customer Tree button to open the Customer 
Explorer. 

 

 

 

From the Customer Tree, you will highlight Systems, right-click and select the New System 
option. 
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Fill out the System Information and click on Save when finished.  Close the Customer Explorer 
to return to the Job record. 

 

 

 

On the Job System form, un-check the New System checkbox.  To the right of System Account 
field, click on the System lookup button, highlight the System record within the list then click on 
the Save button.  Click on the Apply button on the Job System form.  A message box will be 
displayed confirming you want to import the System Information into the Job System form; 
click on the Yes button to proceed. 

 

 If any information entered on the System form was incorrect, make certain to update the 
Job System form as well as the System record on the Customer Explorer.  If a Service Ticket 
needs to be created prior to the closing of the Job, the Service Ticket will have the most 
accurate System information.   
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When the Job is closed, the System information on the Customer Explorer will be replaced with 
the System information from the Job. 

 

 

 

The next step will be to review the items imported from the quote (Install Charges, Parts and 
Recurring) and review/enter the Job Costing Estimate. 
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New Job – Existing Customer from QW or WE 

The process for creating a new Job for an existing Customer from either QuoteWerks or 
WeEstimate is similar to a new Customer; the only difference is the Order Confirmation form.  
This will display the existing Customer Number and information.  If the quote was for an 
existing Site, that information will also be displayed. 
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New Job – Manual Setup 

Once a Customer, Site and System have been created, the new Job will be manually created.  
There are five basic steps in Job Setup: 

 

 Job Work Order 
 Job System 
 Install Charges 
 Recurring Charges 
 Parts List 
 Job Costing Estimate 

 

Work Order 

Depending on your company policies and procedures, fill in the Job Work Order form as 
completely as possible. 
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Job System 

Import the System information by clicking on the lookup button to the right of the System 
Account field. 
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Install Charges 

 

or 
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Recurring Charges 

 

Or 
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Parts 
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Job Costing Estimate 
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Itemizing Labor Cost Estimate 
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Job Expenses 

Tracking and accounting for Job related expenses may seem a bit daunting, however having a 
good internal process in place helps to make the job costing much easier to manage.  Entering 
expenses for Jobs on a timely basis is essential in providing information to management and 
operations to make business decisions. 

 

Job Expenses can come from multiple sources to contribute to the overall costing of a Job. 

Parts     Subcontract Labor 

Labor     Equipment Rentals 

Commissions    Plans/Submittals/Fees 

Freight     Travel 

 

The Job Costing form breaks down estimated, actual and WIP amounts in to specific groups. 

For Estimated and Actual Costs there are five groups; Parts, Labor, Overhead, Other and 
Commissions.  For WIP there are six groups; Material 1, Material 2, Labor, Overhead, 
Commissions and Other. 
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Part Expenses 

Part expenses are posted to a Job when a Purchase Order is received or when manually 
entering an A/P Bill for an expense item with a job expense type of M (Material).  Inventory Part 
Receipts are automatically coded with the job expense type of M. 

 

G/L Transaction when receiving a Parts PO linked to a Job 

 

Using WIP 

Debit – Material WIP Account (Job Type-Detail form) 

Credit – Inventory Receipts Account (G/L Account Defaults for A/P) 

When the Job is invoiced or closed, amounts move from WIP Material to the Material 
COGS account specified on the Job Type. 

 

Expensing Immediately 

Debit – Material COGS Account (Job Type-Detail form) 

Credit – Inventory Receipts Account (G/L Account Defaults for A/P) 
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Labor Expenses 

Labor Expenses are posted to Jobs from Timesheets; either automatically when dispatching Job 
Appointments, manually entering timesheet into Job Timesheet batches, manually entering Job 
Timesheets into individual Jobs or Payroll Timesheets. 

 

G/L Transaction when posting Labor to a Job 

 

Using WIP 

Debit – Labor WIP Account (Job Type-Costing form or Install Company for the Job) 

Credit – Deferred Labor Account (Job Type-Costing form or Install Company for the Job) 

When the Job is invoiced or closed, amounts move from WIP Labor to the Labor COGS 
account specified on the Job Type or the Install Company. 

 

Expensing Immediately 

Debit – Labor COGS Account (Job Type-Costing form or Install Company for the Job) 

Credit – Deferred Labor Account (Job Type-Costing form or Install Company for the Job) 

 

 

 

 

 

 

 

 

 

 

 

 



        Job Management 

 

 

SedonaOffice   Page 41 of 55 

Commission Expenses 

Commission Expenses are posted to Jobs from the Job Commissions form or manually entering 
Payroll Timesheets. 

 

G/L Transaction when posting Commissions to a Job 

 

Using WIP 

Debit – Commissions WIP Account (Job Type-Costing form or JM Setup Processing) 

Credit – Deferred Commissions Account (Job Type-Costing form or JM Setup Processing) 

When the Job is invoiced or closed, amounts move from WIP Commissions to the 
Commissions COGS account specified on the Job Type or JM Setup Processing. 

 

Expensing Immediately 

Debit – Commissions COGS Account (Job Type-Costing form or JM Setup Processing) 

Credit – Deferred Commissions Account (Job Type-Costing form or JM Setup Processing) 
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Miscellaneous Expenses 
Miscellaneous expenses are posted to a Job when a Purchase Order is received or when 
manually entering an A/P Bill for an expense item.  Depending on whether your company is 
using WIP and how your Job Expense Types are setup will determine whether Miscellaneous 
Expenses will process through WIP accounts or be expensed immediately. 

Job Expense Types 

When a Purchase Order or an A/P Bill is entered for an expense item, the User is able to select a 
Job Expense Type for the item.  Each Job Expense Type is coded Y or N to use WIP.  If a Job 
Expense Type is coded to Use WIP, when the PO is received or a Bill is entered, the amount will 
post to the Job WIP.  If no expense type is selected, the default type is “O” and will expense the 
amount immediately. 
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Custom Job Costing Buckets  
 

Prior to this version, the job costing buckets had been predefined as Material 1, Material 2, Labor, 
Overhead, Commissions, and Other. With this release, users may define the names of up to 3 
custom job buckets which fall into the expense type of “Other” (e.g. Permits, Freight, Equipment 
Rental, etc.). Expenses that do not fall into these groupings will still show in the job expense type of 
“Other” on the job costing screen. 

 

  

The new buckets will be visible on the job costing section of a job ticket, but they will not be visible 
on any of the job costing reports within Report Manager. All of the costs appearing in these buckets 
will continue to remain in the “Other” job costing section of those reports. 

Setting Up the Custom Job Costing Buckets  

Navigate to the Setup Processing table for JM in the SedonaOffice Setup tables. A new tab has been 
added entitled “Custom Job Costing Buckets.” Define the three custom job buckets. If WIP will be 
used, place a checkmark in the box and define the General Ledger Numbers for WIP that should 
represent each bucket. 
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Defining the New Job Expense Types  

New job expense types must be defined for use with these buckets. The first expense type to 
appear on the job costing screen must be assigned the number “1” in the Custom JC Bucket field. 
The second will be given number “2” and the last number “3.” All other job expense types will 
retain the number “0” and will continue to appear in the bucket entitled “Other.” 
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G/L Transaction when receiving expense PO’s linked to a Job 

 

Using WIP 

Debit – Miscellaneous WIP Account (Job Type-Detail form) 

Credit – Inventory Receipts Account (G/L Account Defaults for A/P) 

When the Job is invoiced or closed, amounts move from Miscellaneous WIP to the 
Expense G/L Account specified on the PO Receipt. 

 

Expensing Immediately 

Debit – Expense G/L Account specified on the PO or the A/P Bill 

Credit – Inventory Receipts Account (G/L Account Defaults for A/P) 
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Job Invoicing & Credits 

Jobs Invoices are created exclusively from the Job Queue for any and all billable charges on 
Jobs.  Job Install Charges/Parts may be invoice progressively or all on one invoice.  Recurring 
Charges may be invoiced on the same invoice with Install Charges or may be invoiced 
separately.  

 

  Any Job Invoices that need to be credited off must be initiated from the Job; Job 
Tools/Invoices – highlight the Invoice and select the appropriate right-click option. 
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Invoicing - Job Tasks & Job Phases 
Your company determines when a Job may be invoiced; this is controlled by two elements on 
the Job: 

 A Job Task being approved which is flagged for Invoicing 
 Install Charges/Parts match the Job Phase on the Job Task which was approved [for invoicing]. 

The only exception to the above rule is at the end of the Job; once all Job Tasks have been 
approved, if amounts remain to be billed, the Job is automatically placed into the Billing Queue. 
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Jobs Ready to Invoice List 
The Jobs Ready to Invoice List displays any Jobs with amounts available to be billed where a Job 
Task which is flagged for Invoicing is approved.  This does not necessarily indicate you make 
create an Invoice.  If there are no matching Phases for the Job Task and Install Charges/Parts, 
when attempting to create the Invoice, no charges will be listed. 
 

In the example Ready to Invoice List below, Job Number 136 appears twice in the list; this 
indicates that two Job Tasks flagged for invoicing have been approved. 
 

Also in the List below, notice that Job Number 143 does not list a Phase Code; this is because all 
Job Tasks have been signed off – the application has automatically placed this Job in the list. 
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Progress Invoicing 
Progress Invoices may be created for a percentage or a specific amount of Install Charges.  
Utilizing the Invoice Comment field on Job Tasks is a way to communicate to the person 
responsible for invoicing what and how to bill the Job Invoice. 
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Creating a Progress Invoice 

In this example, we will be invoicing 50% of the Install Charges all of the Parts listed on the 
Parts tab. 
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Next we will modify the Qty field for the Install Charge on the Invoice Line and enter more 
details in the Invoice Memo field. 
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Creating the 2nd Progress Invoice. 
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Invoicing Recurring Charges 

If recurring services have been sold on the Job, you may invoice for these charges along with 
the Install/Part Charges or on the same invoice or on a separate invoice. 
 

Synchronizing Recurring 

If there is existing Recurring being billed on the Site, you may synchronize the new Job recurring 
by setting the Next Cycle Date to the existing Recurring line(s). 
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Crediting-Off Job Invoices 
If any Job Invoice needs to be credited-off, this must be initiated from the Job Invoice List.  If 
only a portion of the Invoice was incorrect, you still must credit off the entire invoice and re-
invoice after credit has been completed. 
 

The Job Management module keeps track of what amounts remain to be invoice for the Job by 
using the Job Billing Queue and creating credits from within the Job.  Any Invoices or Credits 
performed outside of the Job are not properly tracked within Job Management. 
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Re-Invoice Job 
To be able to Re-Invoice a Job, you must have a Job Task approved with the same Phase as the 
Install/Part Charges to be re-invoiced.  Most likely you will need to add a new Task to the Job’s 
Task List for this purpose. 

 

 

 

 

 

 

 

 

 

 

 

 


