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Holdback job types are typically used on government or general contractor type jobs where the customer 
requires you hold back a certain percentage of each invoice and bill after the job is closed; normally this is 
30 days after the completion of the job.  Sedona Office provides the functionality to accomplish this. 
 
Hold-backs invoices are associated with a particular invoice item (Company Maintenance/Accounts 
Receivable Tables/Invoice Items).  This hold-back invoice item is associated with an asset type G/L 
account instead of the normal revenue type G/L account.  You will need to establish a G/L account with 
an OCA account type code as well as the invoice item to be used for hold-back invoices. 
 
When you create a job type (Company Maintenance/Job Management Tables/Job Types) to be used for 
hold-back situations, you will need to enter the hold-back percentage, an item code for the hold-back 
amount, and the hold-back G/L account. 
 
Setup 
 

1. The first step is to create a G/L asset account for the hold-back.  Make certain that the Account 
Type is set to OCA (other current asset). (Please see illustration 1.) 

 
Illustration 1. 
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2. The next step is to create an invoice item for the hold-back portion of the invoice.  You will use 

the G/L asset account that was created in the previous step 1.  Also make certain the taxable box 
is unchecked.  (Please see illustration 2.) 

 
Illustration 2. 

 
 

3. The next step is to create your Hold-Back job type.  You will enter the appropriate hold-back 
percentage, the invoice item created in step 2, and the G/L account created in step 1.  (Please 
see illustration 3.)   

 
Make certain when creating the job type codes, they indicate in the name they are of a hold-back 
type.  Otherwise you would have to cancel the job and re-enter all of the information.  Once a job 
is saved, the job type cannot be changed.  For more information on the ability to change the job 
type, refer to Reference Document Percentage Invoice Job Types item 2.  
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Illustration 3. 
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Example Hold Back Job Billing 
 
In the example provided below, two Install Charge lines have been created in the Installation Charges 
window.  (Please see illustration 4.) 
 
Illustration 4. 
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In Illustration 5, you will see that this job is set up two job tasks to bill this job in two separate steps; 
Progress Bill 1 and Progress Bill 2. 
 
Illustration 5. 
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Illustration 6. 

 
 
 
 
Once the job task Install Phase 1 has been approved, we will be able to invoice the customer.  Illustration  
6 above indicates that this task has been approved and you may now create an invoice for this job. 
 
Note on the Invoice column on the Task list: 
 
For each job task line, there is a selectable checkbox “Invoice”.  If this box is checked on for the job task, 
once this task has been approved, you will have the capability to create an invoice.  For progress invoices 
the task prior to invoicing must have the Invoice box checked.  For percentage type invoices, the task that 
defines the percentage amount to be invoiced must have the Invoice box checked to be able to create an 
invoice.
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Invoicing for Hold-Back type jobs is done the same as any other job invoice.  Navigate to the Main Menu 
Tree to Job Management, and then select the Job Queue.  Once the Job Queue window is on your 
screen, your will click on the dollar bill icon at the top of this window.  This will show you a list of all jobs 
that are ready to be invoiced.  Highlight the job line that you want to invoice, then click on the Invoice 
button on the lower right of the window. (Please see Illustration 7.) 
 
Illustration 7. 
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When the invoice appears on the screen, you will notice in the top left portion is the job type in bold font 
“Job Invoice – Holdback 10%”.  The invoice that is previewed shows both installation lines in the body of 
the invoice.  Since we only want to invoice the first phase of this job, you would highlight the second line 
and press the delete key to remove line two charges.  The next time you are ready to invoice the job, the 
remaining installation line or lines will appear in the invoice preview window.  You may also at this time 
change the percentage of materials to relieve from the material work in process account.  This only 
applies if your job type is not set up to expense material at the time of issue (see the job type setup 
window in illustration 3 above).  Also notice the memo field has been populated with the comment 
“Invoice Holdback 10%”; this will print on your customer’s invoice unless you change this text. (Please 
see Illustration 8.) 
 
 
Illustration 8. 

 
 
 



 

Reference Document 
Hold Back Job Types 

Setup and Functionality 
 

Page 9 of 12 Date Last Revised: 09/04/2004 
 

 
Below in Illustration 9 is a sample of how the invoice will appear using the Standard Invoice form.  Notice 
that the original amount billed is shown, the holdback amount of $50.00 is labeled as payments/credits, 
and in the lower description portion is the memo field “Invoice Holdback 10%”.  So the net due on this 
invoice after tax and holdback is $485.00. 
 
Illustration 9. 
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What General Ledger Transactions Happened Behind The Scenes? 
It is important to understand how Sedona Office handles the General Ledger activity with this type of 
invoice transaction.  Using the invoice just created as an example, this is what is happening to the G/L 
once the invoice has been posted: 
 
Debit  Accounts Receivable   $535.00 
Credit  Revenue (G/L account associated  -500.00 

with the invoice item Install) 
Credit  Sales Tax Payable    -35.00 
 
This is the normal transaction that occurs for all job invoices. 
 
Now, to handle the hold-back, this is the G/L flow: 
 
Credit  Accounts Receivable   -50.00 
Debit  Unapplied Credits    50.00 
 
Debit  Hold-Back Account (G/L associated  50.00 
  With the holdback invoice item) 
Credit  Unapplied Credits   -50.00 
 
 
In essence, this removes the holdback dollars from accounts receivable and posts to the new hold-back 
asset account.  The holdback asset account is relieved when all invoicing is complete and the job is 
closed.  When the job is closed, a window will appear prompting you to enter a date for the invoice that 
will be system generated for all the holdbacks associated with this job.  (Please see Illustration 10.) 
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  Illustration 10. 

 
 
 
 
 
 
On the date the job is closed, you will enter the Hold-Back Invoice Date.  Once the job has been closed, 
Sedona Office will automatically create an invoice with the date you specified for any and all holdbacks 
for the particular job.  (Please see Illustration 11.) The description of each holdback line will reference the 
original invoice for which a holdback was retained. The General Ledger transactions that occurred in my 
example scenario are as show below: 
 
Credit  Hold-Back Account (G/L associated -100.00 
  With the holdback invoice item) 
Debit  Accounts Receivable    100.00 
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Illustration 11. 

 
 
 
 
Related Reference Documents: 
 
Job Change Orders 
Percentage Invoice Job Types 
 
If you have any questions regarding the content of this document, please contact us by emailing your 
questions or comments to www.support@sedonaoffice.com , or you may contact the Sedona Office 
Helpdesk at (734) 414-0760. 
 
 


