How to Mark Commissions as Paid

05/11/2026 4:54 pm EDT

You can Mark Commissions as Paid to remove a Job from a Commissions Report.
If the Job is currently closed, then you will need to Re-open the Job.

This will only affect the Reporting and will not affect GL.

Job - Custom Fields

Once the Job is Opened/ Re-opened, then go to the "Custom Fields" Tab in the Job.

Job Number 5187-3 Peter Parker Peter Parker

Job Type CCTV-Res 555 Spider Way Blvd 555 Spider Way Blvd
Job Status  Parts Daphne, AL 36526 Daphne, AL 36526
New System CCTV

Labor Units 0.0 (0.0 Used)
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Custom Fields

Under the Check Boxes section there should be a box for "Job Commissions Paid*"

By selecting that box and Apply, this will mark All commissions on that Job as Paid and remove that job from the Report.

If you need this to show in the GL:

Then Once the Job is Re-opened, you can add a Negative Change Order to the Commission to offset the positive
Commission on the Job.

Another option is to do manual journal entries that are tied to those jobs and the Salesmen to offset the Commission on
the Job.



