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Introduction
This document describes TimeLog's recommendations for handling voucher agreements. It 
describes how a project can be set up to achieve proper revenue recognition and reporting, 
and the best invoicing process.

The setup and handling of vouchers is the same, regardless of whether when booking as 
revenue, you use the percentage-of-completion method, or the completed contract method.

Characteristics for this price model
 − The voucher is pre-billed at an agreed price, which covers either a certain number of 

hours of work, or work for the voucher’s value. The voucher does not include purchasing/
expenses or travel expenses.

 − The voucher is pre-billed, once.

Goals
To achieve the proper billing, revenue recognition and reporting, it is important to:

 − Regularly keep track of the amount of hours or money the customer has remaining on 
their voucher.

 − If you book revenue by the percentage-to-completion method, the work is recognized 
as revenue as it is done, and not as the time of invoicing, which was already at the time 
of the voucher's initial purchase.

System requirements
The method requires that you use the TimeLog EVM extension.

Note
Field and function names and screen 
shots are based on TimeLog Project 
5.4, as it appeared when this docu-
ment was written, and can therefore 
deviate in name and appearance 
from the current version of TimeLog 
Project.
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Approach
Project setup
The project is created with the desired main information and the relevant customer. Depen-
ding on whether you have sold a certain number of hours, or work for a specific value, enter 
the agreed amount in the project budget in time or currency.

With subsequent acquisitions, the project budget should be revalued accordingly.

The activities where time should be registered are set up as tasks with the invoicing type of 
Time & Material, so that consumption over the voucher’s value can be invoiced separately.

Fig. 1
Tasks created with settlement type, 
Time & Material.

The relevant employees are allocated to the individual tasks.

The hourly rate for each allocation should correspond to the hourly rate according to the 
voucher. If you wish to compare the actual invoiced rate with the normal sales price for 
the relevant type of services, you can alternatively choose the “normal” hourly rate on the 
allocation. In this way, the Reg. (EUR) column will show the price and number of hours that 
could be invoiced if they were settled by consumption, while the Booked as Revenue (BAR) 
column will show what is actually used on the voucher. This will, however, only be done on 
the project level, and also creates the disadvantage that the hours will be suggested to be 
booked as revenue at the hourly rate, so that you will manually correct the amount that 
should be booked as revenue on the booked as revenue statement.

In the Payment plan, a fixed-price project rate is created that corresponds to the voucher’s 
price and an invoice date that answers to the agreed date – usually, the date that the voucher 
was purchased.

Fig. 2
The employee is allocated at an 
hourly rate which corresponds to 
the price of the voucher divided 
by the number of hours on the 
voucher.

Fig. 3
Payment plan with a fixed-price 
project rate that represents the 
voucher.
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Registering time and expenses
Time consumption and expenses on the project are registered as usual.

Finances and invoicing
The voucher is invoiced
By billing, you add the fixed-price rate that represents the voucher to the invoice.

In addition to the rate, the invoice potential will show all time registrations, as they are regi-
stered as if they should be settled by time spent. These registrations should be invoiced, but 
noted at a later time as non-billable.

Fig. 4
The fixed-price rate is added while 
the time entries remain unbilled.

After pressing Book, the voucher is invoiced while the individual time registrations are still 
open.

Booking as revenue
The hours that have been used on the voucher are booked as revenue concurrently. For 
example, once a month in connection with invoicing.

By booking as revenue, you can decide if all the consumed time is to be included. If there 
is time spent, that you do not believe can be taken from the voucher, you can write off the 
amount of hours/the value that is to be booked as revenue. This makes it possible to read 
from the project exactly how much is left on the voucher.

Fig. 5
This results in a single invoice line.

Fig. 6
All time tracking is added to the 
revenue recognition journal.
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Marking time registrations as non-billable
As the voucher was already invoiced at the time of purchase by a fixed-price task, the individual 
time registrations that are registered on tasks settled by time & material are not invoiced. They 
are therefore made non-billable from the debtor list by clicking the drop-down arrow from 
the relevant project to open a window that shows the registrations. Here, the registrations 
are marked, then the function ”Make non-billable” is chosen, and OK is clicked.

Fig. 7
This results in one or more lines on 
the document.

Fig. 8
If there is a certain portion of the 
time that should not be deducted 
from the voucher, for instance due 
to time spent on matters unrelated 
to the client, then the number and/
or amount can be reduced. In this 
example, the number of hours is 
reduced from 4.50 to 4.00, whereby 
the recognised value is decreased 
correspondingly.

Subsequent time periods
In subsequent periods, nothing should be invoiced, but the registered time should be con-
tinually marked as non-billable, as described above.

Status of the voucher balance
In the project’s window, you can continuously read how much is left on the voucher in the 
project totals. If the voucher is good for an amount of hours, the Project column can be 
compared in the Work rows under the section Hours with the Estimated column on the same 
row. As long as the Estimated is lower than the Project, there are hours left on the voucher.

If the voucher represents a value, compare the Project column or the Contract Sum with the 
Estimated column in the Work rows, in the section Amount (e.g. ’EUR’). As long as the Estimate 
is lower than the Project, there is value left on the voucher. The reason that the Estimate gives 
a truer picture than Reg. is that some of the hours may be written off, which will not appear 
in the Reg. column, that only shows the original time and value of all the registrations.

The BAR (i.e. ’Booked as Revenue’) column shows what was used by the last revenue recog-
nition. The difference between Estimated and BAR is also the expected value of the time that 
was used since the last revenue recognition.

Fig. 9
Time tracking on time spent is ren-
dered non-billable in a window that 
can be opened from the debtor list.
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If you want an overview of the remaining hours/value for all the voucher projects, use the 
report Budget follow-up, where for each project, you can see the remaining value and the 
remaining number of hours, as well as the use in a given period.

If the voucher is done in value instead of number of hours, set the view option to show Work 
(currency). If you wish to see a status for the all vouchers, uncheck the field Only show projects 
with time tracked during the time period, so that the vouchers without activity in the period 
are also shown. The setting for showing the remaining amount should reflect the setting of 
whether the work should be shown in hours or currency.

Fig. 10
The figures in the Reg. column 
show how much total time has 
been spent on the voucher while 
the figures in the Estimated column 
show how much of the voucher has 
been spent. In this example, the 
number is lower than the recorded 
consumption, because we wrote 
off part of the time during revenue 
recognition.

Fig. 11
The Budget follow-up report – the 
Contract column shows the total 
value of the voucher. 

The Opening columns show how 
much had been spent and, by 
extension, how much was left on 
each voucher before the specified 
period, while the Period column 
shows how much has been spent 
during the time period. 

Finally, the Closing columns show 
how much has been spent in total 
and how much is left on each 
voucher.

Exceeding the voucher’s value
When the voucher is used, the customer can choose to add additional hours on a new voucher. 
If the customer does not wish to add hours, any time used past the value of the voucher is 
invoiced as described below.

Renewal of vouchers
If a customer wishes to renew the voucher, a new fixed-price project rate should be set up 
in the payment plan in the same way that the voucher was set up. Then revalue the hour/
amount in the project’s budget to work with the purchased amount of hours or value.

If the original voucher was exceeded, the relevant hours will automatically fall to the new 
voucher. These hours and subsequent hours are regularly booked as revenue and set as non-
billable. The project continues as usual.



Managing Voucher Agreements
Page 7 of 8

No voucher renewal
If the customer does not wish to renew the voucher, the hours/value are booked as revenue 
up to the voucher's limit, and the relevant registrations are made non-billable. The remaining 
time registrations are invoiced at the desired value in the invoice module, where they all show 
the invoice potential, as the tasks are set up for settlement by time spent. The hourly rate for 
these registrations can be adjusted before invoicing, if they should show another registered 
value than the one covered by the voucher.

Fig. 12
In the project totals, the project 
budget hours or the contract value are 
compared (depending on whether the 
voucher relates to a number of hours 
or an amount) with the BAR column. 
The difference is the residual value of 
the voucher, which must be taken to 
income. In this example, it is six hours.

Reporting
After invoicing, the invoiced voucher amount is figured into the project’s financial tab. The value 
booked as revenue and the hours booked as revenue can be read in the BAR column in the 
project totals, while the temporary image of use (the already booked as revenue value in time 
spent since the last revenue recognition) is shown in the Estimated column in the project totals.

In addition, you can use the Budget follow-up report to manage how much is left on the 
individual voucher.

Fig. 13
On the voucher, the records are 
added to the value of the voucher 
by selecting the entries, choosing 
the Add to invoice function and 
clicking OK.

Fig. 14
On the invoice journal, the records 
recognised as income are made 
non-billable by selecting the 
records, choosing the Make non-
billable function and clicking OK.

Fig. 15
The remaining hours are added to 
the invoice by selecting the entries, 
choosing Add to invoice (or Merge 
and add to invoice) and clicking OK. 

The invoice amount may then be 
edited on the invoice lines.

The invoice is booked and sent to 
the client.
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Work in progress by the percentage-of-completion method
If you book as revenue by the percentage-of-completion method, work in progress can be 
read in the Invoicing/Booking as revenue – Projects report. Here, the Contract column will 
include the voucher’s price, the Booked as Revenue column will show how much value has 
been created and booked as revenue (or consumed) on the voucher, while the Invoiced co-
lumn will show how much has been invoiced. The In Progress column shows the difference 
between booked as revenue and invoiced, and shows what the work in progress consists of.
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