Paid Vouchers (An Outside Party Pays For Job Costs)
Sometimes an outside party pays for costs that you would like to track as costs of a job in order to produce Job Cost

and Variance Reports using the CHS program.

If an outside party pays for job costs:

1 - There is a zero net cash effect to your company’s cash balances.

2 - In order to track those job costs in the program, and ensure that there is no effect to your cash balances,
OR to reports that show Contract Balances Due from customers, they must be offset by a ‘revenue’ entry.

3 - Itis as if your company received the money to pay for the cost from the outside party, and then your
company immediately paid the cost, thus causing no increase or decrease to your cash balances, OR to the

Contract Balance due from the customer.

The program handles the above situation with the

‘Paid Voucher’ features described in this Help
Document.

This can be handy if:
1 - A customer pays for a job cost.
2 - An outside party like a Title Company,
Lender, or Investor pays for all jobs costs

If Outside Party Pays Jobs Costs... & | | iX]

To record job costs that someone else pays to the vendors, a feature to post "Paid Vouchers" 15
avatlable in CHS. Taing "Paid WVouchers" will have a zero effect to the accounting books, but
WILL allow the Job Costs to appear on job cost reports.

1 - Post the Job Costs patd by the outside party on the AddEdt Vendor Bills screen. Select the
Wendor that they patd. After entenng the costs, Tse the button on that screen to "Post as Paid
Woucher". Follow the mstructions on the window that pops up to post the voucher.

2 - The process will use a cleanng cash account for Voucher Entries that will end up with a
balance of zero. The Job Costs will be posted to the G number selected for the invoice entry.
An offsetting entry will be created and posted to the same G/L number as "Patd Youcher
Eevenue" This offsething entry will appear m the hst of Eevenues on Job Cost reports. The net
effect to profit on your books will be zero.

HNOTE: Paid Voucher Invoices can first be posted as TTNPATD to pay later so that they wnll
appear on unpaid reports. In that case, After they are patd by the cutside party, go to the
AddiEdit Vendor Bills window. Then select the Vendor and use the button on the toolbar
labeled "Ouick Edit Bils". Select "Unpatd Bills for Vendor". Then use the button to "Edit" the
bills to bring the entries back to the data entry window. Then use the button on the window
labeled "Post as Pad Voucher".




Posting a Job Cost Paid By An Outside Party
Task Menu To post Job Costs Paid By An Outside Party, clickuemdor Bills, Checks
View C button under th&ask Menu on the Navigation/Home window. On thiayables
iew CHS Setup Steps

Selectionswindow that opens, click the button label&bst New Vendor Bills
Job Budget, Bids, Costs (J§) and Credit Card Charges.

Joh Status, Scheduling (J,

OR, simply type VB’ in theIndex field on the Navigation/Home window tondex- [ ITIRIE bl
/

Purchase Orders (PO) bypass the ‘Payables Selections’ window.

Change Orders (CO)

Continue to the next page for more about posting Job Costs Paid By An Ouig
Vendor Bills, {;“hecks (BI) Party.

de

Cur Payahlewlerﬁuus: Add/Edit Vendor Bills and Payables Checks
{ Post NEW Vendor | Review / Edit POSTED Set Up or Post
i Bills and Credit Card VYendor Bills and RECURRING Bills
iCharges (VB in index)! Ledgers (VL in index) (RR in index)
e e e
SE'EFEI AdEdit Vendok Bills/ Quick Checks/Misc Cash Deductiéns (VB in index) | 'E"]| ? | Home | X |
Che [FENT M CNAIRAPPL - MCNAIRS APPLIANCE GALLERY -]+ | & alert itvendor Over POMO's  Post Entries to Pay Later {Alt+N) |
dre . .
PRIOR Add First Invoice Line | e T e Il AlertIf Genl Liab Ins. Expired  op  post or Print Check (Alt+K) |
Period ons Alert it Wark Cornp Expired -
Entry OR Allocate One Cost to Several Jobs | Sl Sereet Alert Mist Vendor Expirations  OF% __Postto Credit Card (Ait=D) |
To select atask on invoice line, try these keys: Alt+5 | then F4. Alert if Cutstanding Waivers OR Post as Paid Voucher (Alt+T) |
Job Date Due Invoice # GL Account Job Cost Code Amounts Mrkup % | Select GL#E12
pol FELIVISTAY -~ | 4| Ozf23for | on2jzsjor [5505 2232007 [1430-DIRECT - [+ +] om] toofreal -] o.00%
Tr! [Select Task « Descript, [McMair-Tokal Appliance Package  [1092 |NONE - | Dept|cH] - | +f OnIT $ $3,139.21 | Back Chg || PAYOR ID
FF | =Delete Line  [POMWO  [3511VISTAW-SS0SE-467 - | <Mone | Tvpe[MATERIALS | +0 TOTAL $3,139.21 | Mew Line |

[nvaices] $3,139.21 | Insur Deducts] $0.00 | Disc] $0.00 |

$3.139.21 |



Posting a Job Cost Paid By An Outside Party - continued
Post the cost just like any other invoice that is posted on the Add/Edit Vendor Bills window. (See
Help documents about posting Vendor Bills.) Select the Vendor that was paid by the outside
party. After the invoice entry is created, use the button labetest as Paid Voucher

Continue to next page.

|&ddjEdit Mendors | Activities/MNotes  |[Review/Edit Bills = |Quick Edit/Review = |POMWO Mgt |Lists of Checks |Credit CardNedaers |Cash Balances |Waivers Tracking | Current

Add/Edit Vendor Bills/ Quick Checks/Misc Cash Deductions (VB in index) | IE"1| % | Home | X |
LG MCNAIRAPPL - MCNAIRS APPLIANCE GALLERY -] + | Alert if Yendor Over POAWO's \, Post Entries to Pay Later (Alt+N) |
PRIOR Add First Invoice Line | Delete All Entries AlertIf Genl Liab Ins. Expired Post or Print Check (Alt+K) |
Period on's Alert if Waork CGormp Expired }
Entry OR Allocate One Cost to Several Jobs | I Screen Alett Mise Vendor Explrations OR \\Fost to Credit Card {AR-+D} |
To select a task oninvoice ling, try these keys: Alt+S, then F4. Alert if Outstanding Waivers  OR Pc:sl as Paid Voucher (Alt+T)
Job Date Due Invoice # | GL Account Job Cost Code Amounts Mrkup % | Select GLA121
5E11YISTAY j +| ozizzfor | 0zjz3i07 |9S0S 2232007 (1430-DIRECT » |+ + QT l.DDITDtaI - | 0.00%
Select Task « [Descript.  [Mchair-Tokal Appliance Package  [1099 |NONE ~ | Dept|cHI « |+ UNIT % $3,139.21 |pack chg || PAYORID
¥R, | =Delete Line POMID 381 IVISTAY-SS0SE-467 - | =More | Tvpe[MATERIALS «|+0 TOTAL $3,139.21 | Mew Line

[nvoices] $3.139.21 | Insur Deducts] $0.00 | Dise $0.00 | §3.139.21 |




Posting a Job Cost Paid By An Outside Party - continued

Add/’Edit Vendor Bills/ Quick Checks/Misc Cash Deductions (VB in index) | 'EW| ? | Home | X |
[ERLEEE M CNAIRAPPL - MCNAIRS APPLIANCE GALLERY -] + | Alert ifvendor Over POMIO's  Post Entries to Pay Later (Alt+N) |
PRIOR Add First Invoice Line | Delete All Entries AlertitGenl Liab Ins. Bxpired — gp  post or print Check (Alt+K) |
Period ons Alert if Work Comp Expired -
Entry OR Allocate One Cost to Several Jobs | JScreen Alert Misc Vendar Expirations OR  Post to Credit Card (Alt+D) |
To select a task on invoice line, try these keys: Alt+5 | then F4d. Alert if Cutstanding Waivers ] Post as Paiid Voucher {AR+T) |
On the window that pops up after using the ‘Pst Post Paid Voucher Entries ml Bl X
as Paid Voucher” button, there is information f oo e e e e 1098 - CASH - VOUCHER CLEARING ACCOUR] -]
about handling Paid Vouchers. Please reviewjal— - -
. . . o print a report of Paid Voucher Entries after they
of the information on the window. are posted, use the butkon on the toalbar ko Post the entries as Paid by VYoucher

The program needs to usév@ticher Clearing
Cash Accountto post in/out entries so they wil

not have an effect on any of your bank accounts Add/Edit Chart This process needs a Cash account on the Chart of Accounts labeled "Cash - Youcher Clearing Acct”,

Review/Edit Bills, Then select All Bills For all
Yendors, Onkhe screen thak opens, seleck the . .
Wendor Ledger Report For Paid Woucher Entries anly, E)(It, o Mot Post As Paid b‘,r' Youcher

of Accounts Ee sure to mark it "Yes" as a Cash Account,

Follow the instructions on the window to set u
that account. After it is set up, it will automati
cally appear in the field for selecting the

Set up Youcher ||after the Voucher Clearing cash account is set up, use the button to the left to select it as the contral
Control Account ||account For the Youcher Clearing Cash account, Then select it abowve,

‘Voucher Clearing Cash Account’.

Once the Voucher Clearing Cash Account is i
the field, simply use the button labeldtbst the
entries as Paid by Voucher

After using the button, the program will post t
appropriate entries and pop up a message sayl
it has done so. It will clear the entry from the
Add/Edit Bills window.

Continue to the next page for information about

reviewing the Paid Voucher entries.

This feature is to be used when an OUTSIDE PARTY PAYS THE BILLS, It is availlable in order to use CHS to
track Job Costs and showe themn as paid with a zero effect to your accounting and cash balances,

CHS will rnark the original entry or entries as paid by the "voucher Clearing Cash Account” selected above,
atncl will post those to the GfL Account number selected in the ariginal payable entry, Offsetting (balancing)
entries wil LSO be posted to the GJL Account nurmber selected in the original Payables entry, Howewer, i
the offsetting entries, the Cost Code will be set to zero and the entry will be assigned the "PAID WOLICHER
CLEARIMG" Deposit Category,  The original entries with cost codes (other than zera) will show up on Job
Cost reports as COSTS, and the offsetting entries will show up on Job Cost reports as REWENUES,

nﬂ
|Effne zero arnount entry will be created and posted to the Youcher Clearing Cash account selected abowe,

The result of all Paid Youcher entries is that there is a zero effect to cash, a zero effect to the G/L account
selected for the original entries, AMD there is a zero bottom line profit effect from these entries on Job Cost
Reports.

1099 NOTE! Since a "Paid voucher" entry is not actually paid by your comparny, the zero net effect of these
entries on your books means that they will NOT be induded in the grand totals for 1099',

WEMDOR LEDGERS HIMT! To view how ruch has been paid to a Wendor for a selected Job's Costs, do not
inchude the zero cost code in the range of cost codes to review, If the zero cost code is included in the
ranges, both sides of the Paid Youcher entry will display causing the totals to be zero,




Quick Review of the Paid Voucher Entries

To quickly glance at the Paid Voucher entries for the venel@elect the vendoion the Add/Edit Vendor Bills window.
Then click Quick Edit/Review’ on the toolbar at the top of the window and selPetid Bills for Vendor’.

|AddjEdit Mendors | Activities/MNotes  |Review/Edit Bills = § [Quick EditfReview = J|POAWO Mot |Lists of Checks

Add/Edit Vendor Bills/ Quick Che
LR MCNAIRAPPL - MCNAIRS APPLI

Notice that 2 entries

Unpaid Eils For Yendor
Credit Card Charges faor Wendor

Paid Eills For Yendaor {cannot edit here)

will display for every = PATD Invoices For: Sorted Showing Most Recent Paid Date First | IS
Paid Voucher Entry. .
y MCNATRS APPLIANCE GALLERY
One entry has a zero ;ng Dhalt;‘ sslzzzrl:;:lt 14§DL : CHDEDL WJDh = Diﬂilt;h?:e lmcmﬂlﬁiiicl_riiﬁ?; Vauch |ﬂv§;~31 ;;t;‘ll m':;Sh : ;; iI-IEI [Iialilt; F'\-I*: ZZ:: :
Cost Code so that it iy Do | e 23-FEI:|-EI? T
Feb- 3

) i Z3Feb-07  |5505 «en;ﬁ‘ 351 1vISTAYS505-Tot - |Mchair-Total Appliance Pa $3.139.21 1093
will NOT display on B =l a2 '

job cost reports™

The other entry has the To edit , tlose this window, then use the button on the toolbar labeled ‘Review/Edit Bills'. Then select
cost code used in y e option labeled 'Faid Bills For Yendor'. On the window that opens, find the entry and edit as needed.

TOTAL $0.00 |

entry so that it WILL
display on job cost
reports.

The entry with a zero cost code will be a negative entry that offsets the original entry. This causes the appropriafesrmnet

your company'’s accounting records. It also takes care of the fact that this entry should NOT be included on a 1098a@s playgur

paid the vendor.

Continue to the next page for more information about reviewing Paid Voucher entries.




Review Paid Voucher Entries On A Report

To review or Edit Paid Voucher Entries, you can useReyiew/Edit Bills’
button on the toolbar at the top of the Add/Edit Vendor Bills window. Then select

*All Bills For All Vendors .

|Add/Edit Yendars | Activities/Motes | |Review/Edit Bills ~ | | Quick EditjReviews = [P Mgt |Lis

Add/’'Edit Vendor Bills,

all Bills For Yendar
Unpaid Bills For Yendor
Paid Eills For Yendor

1sh Deducti

S—

&ll Bills For all Yendars \

[ B ]

PRIOR Add Eir51|
Period L
Entry OR Allocate One

To select a task on invaice line, t

Unpaid Bills For Al Yendors
Priot Period Entry Reporks

Al Entries
sBCreen

~/

/=

To print a report of ALL Paid

OR, you can simply type ‘VL' in the Index

on the Navigation/Home window.

LY, Yendar Transaction Ledgers . - ‘

Voucher Entries WITHOUT includ-| (VL I Index)

From To From To
ing the offsetting entry that was IWENDORS AME ~ [zuRICH + | Reset | [DEPTID H - Jon - | Reset
used to clear your books, FIRST Show All | [MvOICE DATE 01/01j33 02/23/07 | Reset | [DOCUMENT MUM 000184562 |void 11644 Reset
select a range of cost codes that WEMDOR TYPE AGEMT = |SUPFLIER. | Reset STATUS FalID * JUMPALD v | Reset
does NOT include the zero coSt~~ OB 3E11VISTAY -~ |TESTI * | Reset L MUMBER 1000 - [99999 * | Resat
code. COST CODE 1 - 9991 ~ | Reset COST TY'PE l * VAR-TURMKE - | Reset

Vendor Transactions and Ledgers (And Edit/Review Records)

2]

I N =) T =)

I mnTE I [ | =

Fa™™

D B I mEnT I Bl =] I mECTDIn TSR I T e I

You can also use other criteria ranges to narrow down the data to display in the window, OR on a Paid Voucher report.

Continue to the next page for an example of a Paid Voucher report.

neAT I!._"



Review Paid Voucher Entries On A Report - continued
After making your criteria selections, you can print a report of Paid Voucher Entries based on those selections
by using theVendor Ledger Reports button on thdoolbar at the top of the ‘Vendor Transactions and Led-

gers’ window. Then selectédger of Paid Voucher Entries Only.

th ||vendor Ledger Reports - [lEail:I Reports |Credit Card Report |Pi

i — = Ronulor Verdor Lod L Notice that this report could be VERY handy if you are required to send
endar Iransaction Ledger - Regular vendar Ledgjer . . .
| == ? ? i a report of invoices to BE PAID by an Outside Party that pays all of the
de Yeme e Uat= B Cly iin ekl el s invoices for the job. It displays all of the Vendor information needed
Ledger Summed By Job | for the Outside Party to pay the vendor. As with all reports in the
Ledger Summed By GL Mumber program, this report CAN be emailed to another party.
Ledger Summed By Cost Tvpe - : - - By - . =
Lodiger summed By [voice Number VENDOR LEDGER - Paid Voucher Entries Only
Ledger ‘With Mo Credit Card Wendors Toreview Job Cost Paid Youcher entries withiout the Youcher Revenue offsets, try selecting a range
7 of Cost Codes that does nat include the zero cost code.
—_ Ledger OF Paid Youcher Entries onky
hiE From To From To
— Ledger With Mo Retainages No Zero |FEMDORS AEY PURICH DEFT ID H oH
ME Ledger Wwith Retainages Cnly Cost IMYOICE DATE 1/1/1992 2( 23/ 2007 DOCUMENT MUK [000184562 Woid 11644
05 ; YEMDOR TYPE  |AGEMT SUPPLIER. STATUS PAID UMPAID
Codes!\ [1zg W|LIVISTAY  |TESTL L NUMBER 1000 99999
COST CODE 101 9991 COST TYPE 0 WAR-TURMKEY
DATE DUE INVOICE DESCRIPTION GL# JOBE# DATEFD CEK # CosiCode TOTAL
ALSET AR ADSTIN STAR ROCFING
ATSSTAR  AUSTIN STAR ROOFING
lole WATER RIDGE RID. CFFICE PHONE: (5121353-4444
Fia¥ NMULBER.: (5127444 5555
LUSTIN, TX 787041430 EIvIATL: ansstan@ arperhere com
10 Maw 06 10 Mar 06 65427 12354 1430 HIIEIVER  10Map 06 FY-025 4030 $5000
TOTAL AUSSTAR $50.00
MONATRAPPMUNATRS APPLIANCE GALLERY
225 BURNET RDD. CFFICE FHONE:  (512)454.4526
Fi X NUMBER. (5127 4060900
AUSTIN, T 787157 EIvIAIL: patick@ armparhere.com
23Feh-07 23-Feb-07 53052232007  M-NairTotal Appliswee 1430 F1IVETA  23F&07 FYV-2081 5505 $3.13 21
Packaze v
TOTAL MCNAIRAPP $3.13021

GRAND TOTAL

$3.189.21




Review Paid Voucher “Revenue” Results

As explained on the first page of this document, Paid Voucher entries must be recognized as a Job Revenue
since an Outside Party paid for a job cost that has been posted to your books.

Find Job

e g Jobs Management —
Lyl g

ACCOUNTING Managerment Wind ]
To Edit or Review a Job's Setup, Double Clict

Chart of Accounts, Financials ;;ri?laéﬁr‘u:
COST CODES Managemept” Window Select Task

Add New Job
Cost Codes, Master Pricipgef, General Matls [Ty P4 key) Job Cade
elect Task jSEill'-.-'ISTP.'-.-' 3811
JOBS Managemenf Window (J0O) Yista Wiew

Activitiez/Motes For Thiz Job
Actual Job Costs Reports
Budaget/Bidz ‘\Wark shest
Change Orders

Cloze Job Info

Delete Job

Edit Jab

Eztimated Coztz at Completion
Home Buyer Online Setup
Purchase Orders - Add/Edit
Purchasze Orders/Costs Management

Jobs and Job Lists

ITTCATTMADC A TMMARWADT T Adaasnras

Yendor Transachio

To review the result on a “Revenues Received”
report for the job, selecibbs Management Win-
dow on the Navigation Home window.

Find the job and use th8elect Taskfield to
select Revenues Received Repadrt

Notice that there will be a Category titldeiid
Voucher Clearing on the ‘Revenues Received’
report. All Paid Voucher entries will display under
this category.

Since the Job Cost reports will include Paid Voucher job cost
entries, the Revenue reports MUST also display it n order to

cause a zero net effect to your books AND to calculations for
‘Contract Balances Due’ from the customer.

A3
EEVENUES RECEIVED (Depositsin Histofical Tableare NOT incduded.)

IS1IVISTAV
11 Vista View - Smith

DOC# DATE
2121

PAYOR
04-Dec0a COMPASSEA Compass Bank

DOC# DATE
5505 L2500 25 Feb-07 MIEC

PAYOR
MISC

i PAID VOUCHER CLEARING i

INTERIM DRAW

DESCRIPTION
Cottipass Bank - Lot Dezer

AMOUNT CONUMBER
$146,3651 02 HONE

INTERIM DR AW TOTAL $146,331.02

DESCRIPTION AMOUNT CONUMBER
MCHATRAPPL-Paid Voucher Feve $3,129.21
PAID YOUCHER CLEARING TOTAL $3,139.21

Total Money Received

$140470.23




Delete Paid VVoucher Entries

Since Paid Voucher entries are handled in a very special way so as not to cause unwanted effects to your accounting
records, there are limits to the data that can be changed for those records. Go to the next page for information on fields
that CAN be edited for Paid Voucher entries, and how to edit them. To edit an entire Paid Voucher entry, FIRST delete it
and then re-enter it following the steps in this Help document.

To DELETE a Paid Voucher entry, open the ‘Vendor Transactions and Ledgers’ window as described on the previous
pages. YL in the Navigation/Home Index) Find the entry to delete by using the From/To criteria ranges on the window.

Use the Select Taskfield to the left of the entry to seleddélete Record

/ Notice that you can tell it is a Paid Voucher entry by the check num@er!
Vendoy Transactions and Ledgers (And Edit/Review Records) g| Bl =] 2| Home | x|
(VL In Index)
From To From To
[WEMDORS MCNATRAPPL = JMCNATRAPPL ~ | Reset | [DEPTID CH - JoH - | Reset NOTE! IF the "Filer
- ords" button is used on
Show All | [MvOICE DATE 01/01/99 02/23/07 | Reset | [DOCUMEMT MUM  [D00184562  [void 11644 Reset thealbar, you may need
VEMDOR TYPE  [AGEMT = [sUPPLIER «| Reset | [sTATUS PALD - JunpPaID = | reset | |bo closeNshis window in order
JOB 3BLIVISTAY - TESTL - | Reser | |GLMUMBER 1000 - [39992 ~ | Reser| |0 use theWeom(To Fields to
COST CODE 0 - 9991 + | Reset | [COST TYPE 0 - [VAR-TURMKE = | Reset cords.
| [ vewDoR DATE DUE DOC GL# | DEPT JOB | DESCRIPTICN | COSTCODE | AMT | STATUS [Cash Acct| PNDATE | ch# o
Sefect « [MCNAIRAP + [23-Feb-07 [23-Feb-07 [5505 1430 «[CH  «[3811%IST « [MCNAIRARFL  00-NONE  » [ -3139.21PAID 1098 - [23-FeNDT [Pv-2081 [
T ik PL 2232007 | A Paid “tucher
> qmcmmp - |23-Feb-07 |2 : _
FL Paid Voucher Enfries P 2

Apply PurchazeMwork, Order to Costs /
Coztz For Thiz Job and Cost Code MCNATES APPLIANCE GALLERY

The entry selected to Edit or Delete is a "Paid Youcher Entny?. Wwhen this entry was posted on the Add/Edit Yendoar Bills screen,
CHE created balancing entries to make sure that this entry did not interfare with the accounting balances. All ofthe entries
associated with the entry selected are shown below. These entries can be deleted, if needed, but cannot be edited here. Ifsome

After selecting Delete fields need to be edited, please read the information about editing fields in the Paid Youcher Help Documents.

Edit Record
Open 'Window to Split Entry

Record_’1 the window shown | To change a Cost Code in an entry, try Selecting the Task 'Costs For This Job and Cost Code' on the previous window.
here will pop up. Read the

. . . I, Date I, Murn GL# Dept. Job Code | Cost Code | D'ezcription Tatal

information on the window | e e o 3811WISTAY0-0-NONE + [MCNAIRAPFLFaid Voucher F| [$3,139.21) |Paid oucher Entry

and use the button to delel€| T=5rapar [s0s zzszoliasn < Jor 3811VISTANGE05 Tots v [WeNair-Total Appliance Packal  $3,129.21 [Paid Youcher Ertry

the entries, if appropriate. Feb-07 |Pwz20e1 [iogs - [oH H 0-0-MONE = |Faid “bucher Ertry 30.00 [Paid Woucher Ertry
Z3FebmRlpv-2081  [1038 - |oH H 0-0-NONE ~ |Paid “ucher Entry $0.00 [Paid voucher Ertry

N
G000 IDEA! Print a le
aof these voucher entries
before deleting them.

If entries total to Zero, click this button to
automatically delete them. if needed.

TOTAL <-This tatal

ghould be zeral




Edit Some Fields In Paid Voucher Entries

Vendor Transactiong and Lec

(VL In Index)
From
[VENDORS MCMATRAPPL = [MIC
Show All | [NVOICE DATE 01/01/399
WVENDOR TYPE  [AGEMT - |50
J0B SELLVISTAY - TE:
COST CODE 0 -
[ ENDOR DATE DLE on
Select qmcmgmp - |23.Feb-07 [23-Feb-07 |550E
Task PL 223z
TE qmcmmmp - |23-Feb-07 [23-Feb-07 [550=
L 223z

Delete Recaord

Edit Recaord
Open 'Window to Split Entry

Apply PurchazeMwork, Order to Costs
Coztz Faor Thiz Job and Cosgt Code

N\

Some fields in a Paid Voucher entry CAN be Edited by finding the entry on the
‘“Vendor Transactions and Ledgerswindow. Then use theSelect Taskfield to
select Costs For This Job and Cost Code The window shown below will open.

On the List of Actual Job Costs window shown below, click theChange button

to the left of the appropriate line. IF the entry is a Paid Voucher entry, you will
recieve a pop up message to let you know that the Job and Department cannot be
changed. HOWEVER, you WILL be able to change the other fields (like Cost
Codes!) that are displayed in blue text (UNLESS the program informs you of other
reasons they cannot be changed).

NOTE: The window shown below can ALSO be opened from the Estimated Costs
at Completion Worksheet for the job. Simply Double Click on an amount in the
‘Actual Posted Costs’ column on that worksheet.

LIST OF A\LCTUAL JOB COSTS for the selected Job and Cost Code

Bl = 2] x]

3811VISTAV - 3811 Vista View - Smith

bb0b - Total Appliance Package

Review Another Ju:ul:u->|381 1WISTAY  ~| [Budget $3139.21 |Costs To Date $3,139.21 | |To Change the figldz in blue, click
Jobs in above Drop Down List are ones | |Approved CO's (Est. Costs) $0.00 |Ower Budget + CO's §0.00 | |the button labeled "Change to
that have costs for thiz cost code. PO'sWO's $3139.21 |Over POsWOs so.0o | |the left of the line.
Job b arkup Jnl Date Dezcnption | GL Mum | Paid Date Crrawvitt
| Yendor Cost Code Purchazesfork Order Line 1D Aot Coszt Type | Dept |Document Statuz | Check$t | &R Billing [nv #
[ 2 Chang CHAIRA - [3511YISTAY - N-Set PO IENVISTAN-S2058- - $3.139.M oo AP Q272307 |Mchair-Total 1430 - | 0252307 99 i
L ; i
— PL- 5205 | teHonE |FET MeTERT _fcH _ Js50s Appliance  pan PY_2051 iy
] = ARS ALS 2207 F‘au:kage

PAID YOUCHER ENTRY

This is a Paid Moucher entry and special entries have been created to offset this entry, Therefore, the Job and Department
cannot be changed on this screen. To delete this entry in order to post it correctly, use the Reviews or Edit Yendor Bills window,




