
Working with Commission 
 

If you are not yet aware of the price your contractor charges. 
 

1. Add a ‘Commission Income account’ to your chart of accounts. 
 
2. When entering bill of goods/services purchased from a supplier indicate on the bill 

that this is a billable service. To do this select the customer you will be billing in the 
‘Customer: Job’ column. 

 
 

 
 
 

 
3. The next time you call up that customer QB you will be reminded that the customer 

has billable time outstanding, and to click on the ‘Select the outstanding billable time 
and costs to add to this invoice?’ button to record this in the invoice. 

 

 
 

4. Select the correct bill by highlighting it and ticking next to that bill line. 
 
 
 



 

 
 
5. If you select to ‘print the time and costs as one invoice item’. The commission won’t 

show on the customer invoice. 
6. The Description line will print on the invoice. You may wish to change this line to 

indicate the service sold rather than ‘Total reimbursed Expenses’. If so edit it at this 
stage and then Print, Save and Close. 

7. To see your commission earned select from the reports section ‘Jobs time and 
mileage’ and then Profit and loss by job 

 
Select the appropriate date range and you will see ‘commission on reimbursed expenses’ 
 
Note: This is an income account category and can be edited in name to be more recognisable 
to you. 
 
 
 
 
 


