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Job Management-Overview  
The SedonaOffice Job Management module ƻǇŜǊŀǘŜǎ ōŀǎŜŘ ƻƴ ŜŀŎƘ ŎƻƳǇŀƴȅΩǎ ǎŜƭŜŎǘƛƻƴǎ 

within a complex group of setup tables and options.  5ŜǇŜƴŘƛƴƎ ƻƴ ȅƻǳǊ ŎƻƳǇŀƴȅΩǎ ŘŜǎƛǊŜŘ 

end result in recording information to the General Ledger and producing meaningful reports, 

will determine how your company will set up these options. 

Many of the Job Management Reports have grouping and/or sorting options.  Your setup in 

these areas will affect how you are able to view job information on reports. 

Å Job Type 

Å Branch 

Å Install Company 

Å Salesperson 

Å Project Manager 

Å Installer 

Å Job Status 
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Setup Tables & Options 
One of the key setup tables in Job Management is the Install Company.  Most companies 

operating under a single branch will typically create one Install Company. 

Install Company Setup  

The Install Company is a required field on each job and is used in scheduling, costing and 
reporting.  The Install Company determines: 

Å The name of the Company that will print on Job Tickets. 
Å How Labor will be expensed and which G/L accounts to use when recording timesheets to 

a job. 
Å Which WIP G/L account to use for Materials. 
Å Which WIP G/L account to use for Miscellaneous Job expenses. 

Á This selection ties into the Job Expense Types that are flagged to use WIP. 
Å If scheduling job with the Appointment Summary, how will timesheets be generated when 

the installer is dispatched to the job. 
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Job Expense Type Setup 

Job Expense Types are used when coding miscellaneous expenses on a Purchase Order or and 

Accounts Payable Bill.  There a two Job Expense Types; System Defined and User Defined. 

System Defined Expense Types 

The System Defined Expense Types are: Labor, Material, Commission, Overhead and Other.  

The Use WIP option may not be modified on the System Defined Expense Types.  The 

application determines whether to use WIP for Labor, Material, and Commissions based on 

the setting in Job Setup Processing, the Install Company on the Job and the setup of the Job 

Type for the Job.  If using the automatic Overhead calculation, this expense is realized as soon 

a timesheets are entered for a Job since the Overhead calculation is based on labor hours or 

dollars expended.  If a Purchase Order or Accounts Payable Bill is coded with the Expense Type 

of Other (O), this expense is recorded to the job immediately ς you cannot use WIP for this 

Expense Type. 
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User Defined Expense Types 

You may add as many Job Expense Types as needed for your reporting purposes.  Each 

Expense Type you create may be flagged to Use WIP.  If an Expense Type is flagged to Use 

WIP, the expense will post to the Miscellaneous WIP account specified on the Install Company 

setup associated with the Job.  When the Job is invoiced, the User may manually allocated a 

certain percent of WIP to be relieved or the application will automatically transfer the 

amounts from WIP to the expense G/L account of the A/P Bill item.  Where miscellaneous 

expenses are expected for a Job, you should create a Purchase Order for these expenses.  This 

will ensure all miscellaneous expenses costs are recorded to the Job.   
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Job Setup Processing Setup 

The Job Processing Setup contains defaults to use when posting costs to a Job.  If defaults are 

not specified at lower setup levels, these rules will be used. 

Å Material WIP ςIf using WIP for parts, this G/L account will be used when parts are issued 

to a Job.  If the Material WIP G/L account is different on the Install Company, the 

application will use the G/L account from the Install Company of the Job. 

Å Job COGS ς This is the Cost of Goods Sold account that will be used for parts used on a Job.  

If a different COGS account exists on the Job Type, the application will use the Job Type 

COGS account. 

Å Labor ς All timesheets posted for a Job will use these G/L accounts and expense method 

unless the setup values are different on the Install Company or the Job Type.  The Job Type 

setup will always be used if any Labor setup exists for the Job Type. 

Å Commissions ς Commission entered on a Job will use these G/L accounts and expense 

method unless the setup values are different on Job Type.  The Job Type setup will always 

be used if any Commission setup exists for the Job Type. 

Å Overhead ς Overhead is posted to the G/L at the time a timesheet is posted to a Job.  The 

application will use these G/L accounts unless the setup values are different on the Install 

Company or the Job Type.  The Job Type setup will always be used if any Overhead setup 

exists for the Job Type. 
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Job Type Setup 

The Job Type setup has added many new options with the release of V 5.2.  These new options 

allow you to setup your jobs in a fashion to help reduce data entry errors and to expedite the 

job data entry process.  This section will explain each new Job Type option and the 

functionality of the option. 

Job Type ɀ Detail  

Two new fields have been added to the Job Type Detail form.   

Å Lease - This is a field for informational and reporting purposes only. 

Å Allow Override Task List - If this option is selected, you will be able to create a second task 

list that is saved with the Job Type.  When a job is created that has this option activated, 

the User may select to use the Override Task list instead of the Primary Task List. 
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Job Type ɀ Items  

You may create a list of Item Codes that may be used with a Job Type.  User has fewer items to 

scroll through to make a selection ς reduces data entry errors and shortens data entry time.  If 

your company regularly sells packages at a fixed price, you may create a Job Type for this 

purpose with the associated default pricing ς again shortening data entry time and errors. 

Important Notes: 

If you create a list of Item Codes for a Job Type, the User will only be able to select from the 

Item Codes on the Job Type setup. 

If you do not set up a list of Item Codes for a Job Type, the User will still have access to all 

Item Codes to make a selection. 

Make certain to include all recurring and non-recurring Item Codes on your list.  This list of 

Item Codes is used for Job Install Charges and RMR Charges. 
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Job Type ɀ Accounts 

You may create a list of G/L accounts that may be used with a Job Type for miscellaneous 

expenses.  The User has fewer items to scroll through to make a selection ς reduces data entry 

errors.  When entering a Purchase Order or A/P Bill, the User will only be able to select from 

the list of G/L accounts associated with the Job Type of the Job. 
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Test Case #1 ς Residential Intrusion System 
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Test Case #2 ς Commercial CCTV System 

 










































































