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Job	  Management	  Setup	  Basics	  
The	  SedonaOffice	  Job	  Management	  module	  is	  designed	  to	  track	  income	  and	  expenses	  
on	  installation	  or	  major	  upgrade	  work	  by	  implementing	  one	  of	  four	  Job	  Costing	  
methods.	  	  These	  four	  Job	  Costing	  Methods	  are:	  
	  
• Recognize	  Immediately	  
• WIP	  (Work	  in	  Progress)	  –	  Relieve	  Expenses	  When	  Invoicing	  
• WIP	  (Work	  in	  Progress)	  /Accrue	  Income	  –	  Expenses	  &	  Income	  Recognized	  When	  Job	  Closes	  
• Percentage	  of	  Completion*	  

The	  software	  is	  able	  to	  accommodate	  using	  different	  Job	  Costing	  methods	  based	  upon	  
the	  Job	  Type.	  	  Small	  jobs	  may	  be	  setup	  to	  recognize	  income	  and	  expenses	  as	  they	  occur	  
where	  large/long-‐running	  jobs	  may	  be	  setup	  to	  use	  one	  of	  the	  other	  three	  costing	  
methods.	  
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G/L	  Accounts	  Setup	  	  
Depending	  upon	  which	  Job	  Costing	  Method	  is	  used	  will	  determine	  which	  G/L	  Accounts	  
must	  be	  setup	  within	  the	  chart	  of	  accounts.	  
	  
Recognize	  Immediately	  (Income	  and	  Expenses)	  
	  

G/L	  Account	  Description	  
G/L	  
Account	  
	  Type	  

Where	  Used	  

Material	  Cost	  of	  Goods	  Sold	   CGS	   JM	  Setup	  Processing,	  
Job	  Type	  

Labor	  Cost	  of	  Goods	  Sold	   CGS	  
JM	  Setup	  Processing,	  
Install	  Company,	  
Job	  Type*	  

Deferred	  Labor	   OCL	  
JM	  Setup	  Processing,	  
Install	  Company,	  
Job	  Type*	  

Commission	  Expense	   EX	  or	  CGS	   JM	  Setup	  Processing,	  
Job	  Type*	  

Commission	  Deferred	   OCL	   JM	  Setup	  Processing,	  
Job	  Type*	  
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WIP	  –	  Relieve	  Expenses	  when	  Invoicing	  is	  performed	  
	  

G/L	  Account	  Description	  
G/L	  
Account	  
	  Type	  

Where	  Used	  

Material	  Cost	  of	  Goods	  Sold	   CGS	   JM	  Setup	  Processing,	  
Job	  Type	  

Material	  WIP	   OCA	  
JM	  Setup	  Processing,	  
Install	  Company,	  
Job	  Type	  

Labor	  Cost	  of	  Goods	  Sold	   CGS	  
JM	  Setup	  Processing,	  
Install	  Company,	  
Job	  Type*	  

Deferred	  Labor	   OCL	  
JM	  Setup	  Processing,	  
Install	  Company,	  
Job	  Type*	  

Labor	  WIP	   OCA	  
JM	  Setup	  Processing,	  
Install	  Company,	  
Job	  Type*	  

Commission	  Expense	   EX	  or	  CGS	   JM	  Setup	  Processing,	  
Job	  Type*	  

Commission	  Deferred	   OCL	   JM	  Setup	  Processing,	  
Job	  Type*	  

Commission	  WIP	   OCA	   JM	  Setup	  Processing,	  
Job	  Type*	  

Miscellaneous	  WIP	   OCA	  
JM	  Setup	  Processing,	  
Install	  Company,	  
Job	  Type*	  

	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  

Notes	  
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WIP	  &	  Accrue	  Income	  –	  Recognize	  Income	  &	  Expenses	  when	  the	  Job	  closes	  
	  

G/L	  Account	  Description	  
G/L	  
Account	  
	  Type	  

Where	  Used	  

Material	  Cost	  of	  Goods	  Sold	   CGS	   JM	  Setup	  Processing,	  
Job	  Type	  

Material	  WIP	   OCA	  
JM	  Setup	  Processing,	  
Install	  Company,	  
Job	  Type	  

Labor	  Cost	  of	  Goods	  Sold	   CGS	  
JM	  Setup	  Processing,	  
Install	  Company,	  
Job	  Type*	  

Deferred	  Labor	   OCL	  
JM	  Setup	  Processing,	  
Install	  Company,	  
Job	  Type*	  

Labor	  WIP	   OCA	  
JM	  Setup	  Processing,	  
Install	  Company,	  
Job	  Type*	  

Commission	  Expense	   EX	  or	  CGS	   JM	  Setup	  Processing,	  
Job	  Type*	  

Commission	  Deferred	   OCL	   JM	  Setup	  Processing,	  
Job	  Type*	  

Commission	  WIP	   OCA	   JM	  Setup	  Processing,	  
Job	  Type*	  

Miscellaneous	  WIP	   OCA	  
JM	  Setup	  Processing,	  
Install	  Company,	  
Job	  Type*	  

Accrued	  Job	  Income	   OCA	   Job	  Type	  

	  
	  
	  
	  
	  
	  
	  
	  

Notes	  
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Percentage	  of	  Completion	  
	  

G/L	  Account	  Description	  
G/L	  
Account	  
	  Type	  

Where	  Used	  

Material	  Cost	  of	  Goods	  Sold	   CGS	   JM	  Setup	  Processing,	  
Job	  Type	  

Labor	  Cost	  of	  Goods	  Sold	   CGS	  
JM	  Setup	  Processing,	  
Install	  Company,	  
Job	  Type*	  

Deferred	  Labor	   OCL	  
JM	  Setup	  Processing,	  
Install	  Company,	  
Job	  Type*	  

Commission	  Expense	   EX	  or	  CGS	   JM	  Setup	  Processing,	  
Job	  Type*	  

Commission	  Deferred	   OCL	   JM	  Setup	  Processing,	  
Job	  Type*	  

Accrued	  Job	  Income	   OCA	   Job	  Type	  
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Job	  Management	  Setup	  Tables	  
There	  are	  financial	  and	  operational	  setup	  tables	  that	  affect	  all	  aspects	  of	  managing	  Jobs	  
in	  SedonaOffice.	  	  The	  Financial	  setup	  tables	  and	  options	  affect	  how	  income	  and	  
expenses	  are	  handled	  for	  a	  Job.	  	  The	  Operational	  setup	  tables	  affect	  operational	  
activities	  and	  do	  not	  have	  any	  financial	  impact	  on	  a	  Job.	  
	  
Financial	  Job	  Setup	  Tables/Options	  
	  
Job	  Management	  Setup	  Processing	  	  

o Labor	  Expensing	  Method	  	  
o Labor	  COGS	  	  G/L	  posting	  account	  
o Labor	  WIP	  G/L	  posting	  account	  
o Commissions	  Expensing	  Method	  	  
o Commission	  COGS	  G/L	  posting	  account	  
o Commission	  WIP	  G/L	  posting	  account	  

Install	  Company	  

o Labor	  Expensing	  Method	  
o Labor	  COGS	  	  G/L	  posting	  account	  
o Labor	  WIP	  G/L	  posting	  account	  

	  

	  

Job	  Type	  

o Material	  Expensing	  Method	  	  
o Material	  COGS	  G/L	  posting	  account	  
o Material	  WIP	  G/L	  posting	  account	  
o Revenue	  Recognition	  Method	  
o Labor	  Expensing	  Method	  	  
o Labor	  COGS	  	  G/L	  posting	  account	  
o Labor	  WIP	  G/L	  posting	  account	  
o Commissions	  Expensing	  Method	  	  
o Commission	  COGS	  G/L	  posting	  account	  
o Commission	  WIP	  G/L	  posting	  account	  

	  

	  

Commission	  Types	  

o Assigned	  to	  Job	  Types	  

Employees	  	  

o Salesperson	  Commission	  Types/Rates	  
setup	  

Installers	  

o Hourly	  Labor	  Rates	  
o Link	  to	  Primary	  Install	  Company	  

Job	  Expense	  Types	  

o Use	  WIP	  or	  Expense	  Immediately	  

	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  
	  

Notes	  



2013	  SedonaOffice	  Users	  Conference	  
Marco	  Island,	  Florida	  

Job	  Management	  1	  
Presented	  By:	  Carolyn	  Johnson	  

	  

	  
Page	  10	  of	  26	  

	  

Operational	  Job	  Setup	  Tables	  
	  
The	  Operational	  setup	  tables	  affect	  operational	  activities	  and	  do	  not	  have	  any	  financial	  
impact	  on	  a	  Job.	  
	  
Job	  Status	   	   	   	   	  

o Indicates	  Progress	  of	  a	  Job	  
o Assigned	  to	  Job	  Type	  default	  Tasks	  
o May	  be	  overridden	  on	  a	  Job	  
o Filter	  on	  many	  Job	  Costing	  Reports	  

Job	  Approval	  Type	  (Optional)	  

o Operational	  Approvals	  to	  begin	  Job	  
o Assign	  by	  Job	  Type	  

	  

Job	  Phases	  (Optional*)	  

o Material	  Purchase	  Plan	  
o Billing	  Plan	  for	  Install	  Charges	  
o Labor	  Resource	  Planning	  

	  

Labor	  Tasks	  

o Types	  of	  Labor	  performed	  
o Can	  break	  down	  estimate	  by	  Labor	  Task	  

&	  compare	  
to	  actuals	  

	  

	  
	  
	   	  

Notes	  
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Financial	  Setup	  Tables/Options	  –	  Which	  G/L	  Accounts	  in	  which	  Tables	  are	  Used?	  

There	  are	  key	  setup	  tables/options	  which	  determine	  which	  G/L	  Accounts	  and	  methods	  
are	  used	  when	  posting	  Income	  and	  Expense	  transactions	  to	  a	  Job.	  	  Depending	  on	  each	  
company’s	  setup,	  the	  SedonaOffice	  application	  will	  select	  G/L	  posting	  accounts	  and	  
methods	  from	  various	  setup	  tables.	  
	  
The	  Job	  Management	  Module	  uses	  a	  “pecking	  order”	  when	  determining	  how	  to	  process	  
financial	  transactions.	  
	  

1. Job	  Type	  Setup	  

2. Install	  Company	  Setup	  

3. Job	  Management	  Setup	  Processing	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

	  

Notes	  
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Job	  Type	  Setup	  

The	  Job	  Type	  setup	  is	  a	  grouping	  of	  values	  used	  for	  both	  Financial	  and	  Operational	  
purposes.	  	  Four	  of	  the	  available	  setup	  forms	  of	  the	  Job	  Type	  contain	  options	  that	  may	  
have	  a	  financial	  impact	  on	  the	  job.	  	  These	  four	  forms;	  Detail,	  Costing,	  Items	  and	  
Accounts,	  contain	  control	  G/L	  accounts	  used	  for	  posting	  Income	  and	  Expense	  
transactions.	  
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Install	  Company	  Setup	  

The	  Install	  Company	  setup	  table	  is	  used	  primarily	  to	  establish	  G/L	  posting	  accounts	  and	  
methods	  for	  posting	  Labor	  expenses	  to	  a	  Job.	  	  The	  Install	  Company	  determines:	  
	  
• The	  name	  of	  the	  Company	  that	  will	  print	  on	  Job	  Tickets.	  
• Labor	  Expense	  Method;	  immediately	  or	  using	  Work	  in	  Process.	  
• Which	  G/L	  accounts	  to	  use	  when	  posting	  Labor	  to	  Jobs.	  
• If	  scheduling	  job	  with	  Job	  Appointments,	  how	  much	  time	  will	  be	  expensed	  to	  a	  Job.	  

If	  G/L	  accounts	  are	  not	  setup	  on	  the	  Install	  Company,	  then	  all	  Labor	  transactions	  will	  use	  
the	  G/L	  posting	  accounts	  from	  either	  the	  Job	  Type	  or	  Job	  Management	  Setup	  Processing	  
setups.	  

Note:	  
The	  Parts	  WIP	  and	  Misc.	  WIP	  fields	  on	  this	  form	  are	  no	  longer	  used;	  the	  G/L	  accounts	  
used	  for	  both	  of	  these	  WIP	  accounts	  is	  now	  determined	  by	  the	  G/L	  accounts	  setup	  on	  
the	  Job	  Type	  setup	  table.	  

	  
	  

	   	  
Notes	  
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Job	  Management	  Setup	  Processing	  [setup]	  

The	  Job	  Management	  Setup	  Processing	  form	  contains	  default	  G/L	  accounts	  to	  use	  when	  
posting	  costs	  to	  a	  Job.	  	  If	  defaults	  are	  not	  specified	  at	  lower	  setup	  levels,	  (Install	  
Company	  or	  Job	  Type)	  these	  rules	  will	  be	  used.	  

	  

	  
	   	  

Notes	  



2013	  SedonaOffice	  Users	  Conference	  
Marco	  Island,	  Florida	  

Job	  Management	  1	  
Presented	  By:	  Carolyn	  Johnson	  

	  

	  
Page	  18	  of	  26	  

	  

	   	  

Notes	  



2013	  SedonaOffice	  Users	  Conference	  
Marco	  Island,	  Florida	  

Job	  Management	  1	  
Presented	  By:	  Carolyn	  Johnson	  

	  

	  
Page	  19	  of	  26	  

	  

Job	  Billable	  Items	  
Job	  Billable	  Items	  are	  the	  various	  services	  which	  will	  be	  invoiced	  to	  the	  Customer	  
through	  a	  Job	  and	  may	  consist	  of	  one	  or	  a	  combination	  of	  three	  elements:	  	  
	  

• Install	  Charges	  

o One	  total	  amount	  for	  the	  entire	  contact	  

o Multiple	  line	  items	  for	  various	  services	  

• Recurring	  Charges	  

o Monitoring,	  Service	  Agreements,	  etc.	  

• Parts	  

o Inventory	  Parts	  
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Install	  Charges	  

Install	  Charges	  are	  selected	  from	  a	  list	  of	  Invoice	  Items	  on	  the	  Installs	  form	  of	  the	  Job.	  	  
The	  list	  of	  selectable	  Items	  may	  be	  restricted	  based	  upon	  the	  Job	  Type	  setup.	  	  
Depending	  on	  the	  tax	  rules	  associated	  with	  the	  location	  of	  the	  Job	  Site,	  you	  may	  need	  to	  
create	  more	  than	  one	  Install	  Charge	  line	  to	  be	  invoiced.	  
	  

	  
	   	  

Notes	  
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Recurring	  Charges	  

If	  recurring	  services	  such	  as	  Monitoring	  or	  a	  Service	  Agreement	  were	  sold	  with	  the	  Job,	  
these	  items	  are	  setup	  on	  the	  Recurring	  form	  within	  the	  Job.	  	  Recurring	  services	  may	  be	  
set	  up	  and	  do	  not	  have	  to	  be	  invoiced	  with	  the	  Job,	  but	  may	  be	  set	  up	  to	  begin	  invoicing	  
at	  some	  time	  in	  the	  future.	  
	  

	  
	  

	  
	  
	  
	   	  Notes	  
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Parts	  Charges	  

If	  the	  Customer	  is	  to	  be	  invoiced	  for	  some	  or	  all	  of	  the	  parts	  individually,	  then	  the	  
billable	  amount	  for	  each	  part	  will	  default	  into	  the	  Job	  Materials	  form	  based	  on	  the	  
default	  Sales	  Price	  for	  each	  Part.	  
	  
Note:	  	  Parts	  may	  only	  be	  invoiced	  if	  the	  Job	  Type	  setup	  has	  been	  set	  to	  allow	  this.	  	  
Invoicing	  for	  parts	  is	  allowable	  if	  the	  Zero	  Part	  Price	  option	  has	  not	  been	  selected	  on	  the	  
Job	  Type	  setup.	  
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