
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 - It is 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.



Posting a Job Cost Paid By An Outside Party
To post Job Costs Paid By An Outside Party, click on ‘Vendor Bills, Checks’
button under the Task Menu on the Navigation/Home window.  On the ‘Payables
Selections’ window that opens, click the button labeled ‘Post New Vendor Bills
and Credit Card Charges’.

OR, simply type ‘VB’ in the Index field on the Navigation/Home window to
bypass the ‘Payables Selections’ window.

Continue to the next page for more about posting Job Costs Paid By An Outside
Party.



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 labeled ‘Post as Paid Voucher’.

Continue to next page.



Posting a Job Cost Paid By An Outside Party - continued

On the window that pops up after using the ‘Post
as Paid Voucher’ button, there is information
about handling Paid Vouchers.  Please review all
of the information on the window.

The program needs to use a ‘Voucher Clearing
Cash Account’ to post in/out entries so they will
not have an effect on any of your bank accounts.
Follow the instructions on the window to set up
that account.   After it is set up, it will automati-
cally appear in the field for selecting the
‘Voucher Clearing Cash Account’.

Once the Voucher Clearing Cash Account is in
the field, simply use the button labeled ‘Post the
entries as Paid by Voucher’.

After using the button, the program will post the
appropriate entries and pop up a message saying
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.



Quick Review of the Paid Voucher Entries

To quickly glance at the Paid Voucher entries for the vendor, re-select the vendor on the Add/Edit Vendor Bills window.
Then click ‘Quick Edit/Review’ on the toolbar at the top of the window and select ‘Paid Bills for Vendor’.

Notice that 2 entries
will display for every
Paid Voucher Entry.

One entry has a zero
Cost Code so that it
will NOT display on
job cost reports.

The other entry has the
cost code used in your
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 appropriate zero net effect to
your company’s accounting records.  It also takes care of the fact that this entry should NOT be included on a 1099 as if your company
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 use the ‘Review/Edit Bills’
button on the toolbar at the top of the Add/Edit Vendor Bills window.  Then select
‘All Bills For All Vendors ’.

OR, you can simply type ‘VL’ in the Index
on the Navigation/Home window.

To print a report of  ALL Paid
Voucher Entries WITHOUT includ-
ing the offsetting entry that was
used to clear your books, FIRST
select a range of cost codes that
does NOT include the zero cost
code.

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.



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 the ‘Vendor Ledger Reports’ button on the toolbar at the top of the ‘Vendor Transactions and Led-
gers’ window.  Then select ‘Ledger of Paid Voucher Entries Only’.

Notice that this report could be VERY handy if you are required to send
a report of invoices to BE PAID by an Outside Party that pays all of the
invoices for the job.  It displays all of the Vendor information needed
for the Outside Party to pay the vendor.   As with all reports in the
program, this report CAN be emailed to another party.

No Zero
Cost
Codes!



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.

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

Find the job and use the ‘Select Task’ field to
select ‘Revenues Received Report’.

Notice that there will be a Category titled ‘Paid
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.



Delete Paid Voucher 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.  (VL  in the Navigation/Home Index)  Find the entry to delete by using the From/To criteria ranges on the window.

Use the ‘Select Task’ field to the left of the entry to select ‘Delete Record’.

Notice that you can tell it is a Paid Voucher entry by the check number!

After selecting ‘Delete
Record’, the window shown
here will pop up.  Read the
information on the window
and use the button to delete
the entries, if appropriate.



Edit Some Fields In Paid Voucher Entries

Some fields in a Paid Voucher entry CAN be Edited by finding the entry on the
‘Vendor Transactions and Ledgers’ window.  Then use the ‘Select Task’ field 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 the ‘Change’ 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.


