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Introduction

Sales Commission Overview
There are four ways to handle commissions in PrintStream:
e Manual Entry
e  Commissions Report
e  Auto Commissions
e .Net Commissions Entry

The purpose of this guide is to describe each in detail.

Contact Information
EFI Support

US Phone: 855.334.4457 (first select option 3, then press option 8, then press option 1)
US Fax: 415.233.4157
US E-mail: printstream.support@efi.com

Regular Service Desk hours are 8:00 AM to 7:00 PM Central Time, Monday — Friday. Outside of these hours,

you may leave a voice mail message and an on-call support representative will be paged. Response time is
based on the severity of the issue.

Note

For problems involving infrastructure (i.e., computers, networks, operating systems, backup software,

printers, third-party software, etc.), contact the appropriate vendor. EFI cannot support these types of
issues.

EFI Professional Services
US Phone: 651.365.5321
US Fax: 651.365.5334

E-Mail: ProfessionalServicesOperations@efi.com

EFI Professional Services can help you perform EFI| software installations, upgrades, and updates. This group
can also help you implement, customize, and optimize your EFI software plus offer a range of training options.
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Manual Entry

Calculate the commission manually on an invoice-by-invoice basis. This manual calculation can be input in the
Miscellaneous tab in the AR Invoicing screen; prior to posting the invoice.

Z) ARInvoicing Entry - Company: 01 - EFI --- Plant Code: 0100
File Batch Invoice Options Utilities Help

o 5 7
A/R Invoicing Entry Lines | Balance Postage | Bil To/Ship To
Active Batches | posted Batches | Miscellaneous Info

Dumrmy Invnice] ‘ﬁ Deposits | Notes | All

Rk 0 Tax Information

2146 Tax id: | |

2145

2157 Add Tax: | = | |
2158 -

2182

2168 QOrder Information

2229 - Summary Invoice .
- Invoice Salesrep: [Von Eallard -
= R — o =
-

Estimate Salesrep: |

vy

2315 o
2316 Cuztomer's Time Stamped Maotes |

2325

Inveice Information

2334 . -
2345 Inwoice Type: [Standard Status: Change...

e

2348 }
Transaction date: -
g S/222mM3 - Reference: |
2348 Invoice date: | 5 222013 ==
2355
2357 = Due Date: | g /21/2013 = Terms: days
2334
2389
23585
2387 MET Invoice Formats
2338 Default Customer
2415 Invoice Format: |[N0ne] ﬂ
2418 Invoice Format: |[N0ne] ﬂ

2422

¥
|
|
0
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These manual calculations are captured on the AR Commission by Salesrep Report. This report can be
generated by Payment Date or by Transaction Date and whether the invoices have been Paid, Unpaid/Partial,
or Both by the date range indicated.

@ AR Reporter for the Company: (01) EFI - Plant Code: 0100 01 5an Rafael
File Option Transaction Reports  Custorner Reports Month End Reports  Master File Reports  Job/T

01* AR R'Ep[}rter =] Commission Report @

Transaction Reports This Report pulls the Commision Amount entered at the Invaicing
Customer Reports Stage under the Misc. tab. Also all future Payments are being
ignored.

Maonth End Reports d - —

Master File Reports Selection Criteria

SR @ Payment Date © Transaction Date

Sales Reports Date Range Select Invoices
Date From: | 5/1/2013 - ) Paid {*) Both
_ "y UnPaid / Partial
Sales Summary by SIC Code DateTo : [5m31:2013 ~]

Invoice Salesrep

o Frum:| = Tu:| =
Commission By Salesrep

[] show details for Invoices with Multiple Jobs

Commission on Final Jobs Print | Preview | Done

Note Please be aware the Cash Receipt program allows an invoice to have the payment allocation removed
in the event it was paid accidentally. Therefore, if an invoice is marked as paid and the Paid option is
selected on the Commission report as part of the selection criteria, the salesreps commission for the
invoice prints on the report. If the payment against the invoice is then removed and later paid again, this
same invoice prints on the report again if the Paid option is selected. A security event can be enabled to
prevent invoices from being unpaid.

The dollar amount you enter in the AR Invoicing Entry program, Miscellaneous tab, Commission field appears
in the Comm. Amt column of this report.

EFI
H = Dam & Tims Prinmd : 5222013 9:02:20AM
Commission By SalesRep Report
Usar:L 5
Dam Range - 5/1/2012 To 531/2013 (Ey Payment Date)
Salesrap . For All Salesreps.
I # Payment Dt Job. # Job Desc. Batch No Trn.Date Met Sale Inv.Total Payment Amt. Comm.Amt Paid
Salesrep ©  Von Ballard
Customer : 200 Light Bulb
11243 STiz013 999999 Misc. Job 2480 ST/2013 12,055.00 12,286.10 12,098.10 000 N
11256 5/22/2013 17567 Spring Sale 2475 5i22/2013 1.400.00 1.428.00 1.428.00 7140 Y
Light Bulb 13,455.00 13,724.10 13,524.10 71.40
Total For:  Von Ballard 13,455.00 13,724.10 13,524.10 .40
Commisionable - Fully paid Inwoices - Tax - Freight - Postage 1,400.00 1,428.00 1,428.00 71.40
Grand Total : 13,455.00 13,724.10 13,524.10 T1.40
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Commissions Report

_ﬁ

The second option for handling commissions, where a straight commission is calculated on net sales, is to
generate a report called Commissions Report. This report is independent from the reports found in AR Reporter,
and it can generally be found in the main Accounting Menu.

3 CumissinnsRepurté

This report offers several different parameters.

e It can be printed for one or several salesreps.

e You can opt to include or exclude miscellaneous invoices or $0.00 invoices.

¢ You can establish a commission percentage.

e The commission can be reversed out before the calculation of the commissions.

e  The commission can be calculated from the net amount of the invoice (less postage, freight and sales tax).

Salesreps who have been marked as inactive in the Master Files Customer module, who may be referenced as
the salesperson on an invoice, can be generated on this report as well.

-

$ Commission Report

&

(el

Sales Commissron Report

Invoice Tranzaction Date Range

Salesreps for lnvoices

Fram: | 521 /2012 - F'eriu:ud: Year:
To: [ 5/31/2013 = F'eriu:ud: Year:

Commission

Andrea Cox
Chriz Kink.aidy
Claude

Cikdbd Evvempthing
Dbk Sales Guy
Houze Account

Include All
Bemove Al

m

[] Print k4 aster List
Include Mizcellaneous
[[] Exclude $0 invaices

Leah Wariw unzberghe
Linda Pallard O Include Inactive
tichelle e Salezeps
Product Type
Product Type Cornrn % |
Brochures 10
Fulfilment 10 gmme Al
Mizcelansous 10
Foztcard 10 Femove Al
Fresentation Folders 10 —
Saddle Stitched Books 10
Group by

(#) Salesrep / Customer

% (10 &) FReverse out commission first

{7} Straight Percentage on total.

Right click an the Product type ta Edit Carmnn 22

Product Type Coarrn %

Ihciude Invoices as currently
&) Paid

{3 UnPaid / Partial

) Salestep # Product Type O Both

“Double click on the Salesrep / Product type to include it in the Repart.

Preview | Frint

Cloze
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The commission percentages for each Product Type can be edited.

1. Right-click the Product Type once it has been included.

$ Commission Report

Sales Commission He

Invoice Transaction Date Range

1 Commission

From: |5/1 /2013 vl Peliod: Year:| 2013
To: [5/31/2013 +| Period: [ 8 | Year:[ 2013 |

Salesreps for Invoices

Include &ll |

%10 O Reverse out commission first.
raight Percentage on total.
® Straight Percent total

Andrea Cox -
Chris Kinkaidy
Claude

DMM Everything
DMM Sales Guy

m

Remove All | House Account i
Leah VanWynsberghe
m| Include Inactive | Linda Pollard
Salesreps Michelle )M
R les Right click on the Product type to Edit Comm %
Product Type I Comm % l Product T:pe I Comm % l I
40 | -
Include Al Fulfill Edit Commission % |
Miscenaneous T
Remove Al | Postcard 10
— Presentation Folders 10
Saddle Stitched Books 10
2. Enter the desired percentage number and click OK.
Edit Commission % o

Brochures

Change Commission percentage to?

9

3. Click Preview to generate the report.

Sales Commissions Report

Frinted - 5/22/2013  11:26:33AM

For LS

Master List : No
Ending Date : 5/31/2013

Include Miscellaneous : Yes
Starting Date : 5/1/2013

Commission Method : Currently Faid Invoices are Included. Reverse out commission first.

| Sub Total for: Von Ballard

Inv# Inv. Date Job# Job Title Product Type Amount %

[Von Ballard |
Customer : 200-Light Buib [USA] |
11255 5i22/2013 1757 Spring Sale Mizcellaneous 1,400.00 127273 10.00 12727
Sub Totalfor : 200-Light Bulb [USA] 1.400.00 127273 12727|

1.400.00 127273 1277 |

Grand Total ...

127273
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Auto Commission

Setup for Auto Commission System

Use of this program requires PrintStream accounting support to add the program to your license file and menu.

Define System Defaults

System defaults are defined in the Master Files Reports, System Maintenance, Features to Purchase. A
password is required, contact PrintStream Support for activation.

Auto Commigzioh System
Ilze Auta Commizzion System [

Auto Post Commizsions fram &5 [w

The two options that need to be set for commission use include:

o Use Auto Commission System — Checking this box activates screen sections on the Salesreps
Screen and Chart of Accounts Screens. Checking this box also automates the creation of a commission
record for every job-related AR invoice that is posted.

e Auto Post Commissions from AR — Checking this box automates the accrual of commission records
to the default commission accrual GL account. This creates a new batch (CA type) for the commissions’
accrual when the AR Invoice (DI) batch posts to the GL.

Designate Control Accounts

The next step for setting up the Commissions module is to designate three control accounts which are debited
and credited when Commissions accrue.

e Accrued Commissions — A liability account that is credited with the commissionable amount upon
posting the jobs final invoice through AR Invoicing.

¢ Commission Expense — An expense account that is debited when the final AR Invoice for a job is
posted.

e Payroll Commissions Accrual — A liability for the commissions to be accrued if the Salesrep is to be
paid through a payroll entry outside of PrintStream.

If these accounts are not in the current chart of accounts, they will need to be added. Once added, these control
accounts should be linked in the Master File Reports, Accounting Structure, and GL Plant Control Accounts
menu item (password protected). Specify the account to credit in the CA (ARCommissionsAccruals) batch, (see
"Accrued Commissions" above). Next, indicate the account to debit in the Commissions Accrual, (see
"Commission Expense" above, ARCommissionsExpense).

If commissions are paid through a payroll system outside of PrintStream, designate the account for the sales
representatives to be paid via payroll and entered into PrintStream through a journal entry
(ARCommissionsPayroll). This is typically a liability account, (see "Payroll Commissions Accrual" above.) This
field is optional if all commissions are to be paid through the PrintStream AP system.

The Salesreps that are to be paid through Accounts Payable will post to the AP Control account designated at
the company Control Accounts level.

If advance payments against commissions are paid to Salesreps, an additional account for the Advances on
Commissions (asset) should be created also. This account is optional unless this function is used.
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System Maintenance - [GLPlant Control Accounts Linkage]

@ File Options

Utility Help

01*Report

FRODUCTIOM SYSTEM

ACCOUNTIMG STRUCT...

E -

Additional GL Contral
Accounts

[}
F
Pozting Labar
ActivitiezSpecial Setting]

01 EFI

1 San Rafael

o1a0

Plant Caontrol Account

| GL [GLBranch] GL |  GL | GLAccount |GL Account

AR_GSTT axCrirl

AR_HSTT awCrtrl

AR_PrepayOffzet

AR_PSTTarCrtil

GL Plant Control Sccounts

AR_GQSTTaxCntrl

ARCommigsionsécciuals

—_—

Mair Departr

ARContoliccount td ain Branc| 01 b ain Departr
21 |ARCustomer] abPrepayrient 01 tdain Brarc| 01 Mair Departr 2120 Job Prepay
22 |ARDefaultRevenue o1 td ain Branc| 01 b ain Departr 4000 Salez Rewve
23 LARMizrannt m b ain Rranel 1 b ain Menartr RNON &R Dizrea

Customize your Commission Formula

Customize your commission formula by determining the Deduction Accounts. The PrintStream Commission
modules allow flexibility in customizing a sales commission formula according to the requirements of your

company.

The default commission amount for a job is calculated based on the Invoice Commission Percentage (usually the
sales representative’s percentage) and the Sales Production Amount. The Sales Production Amount is the
Revenue minus taxes, postage, and freight. A custom deduction for certain actual costs logged to the job can be

set up also.

For example:

e The Salesrep is set to 10% and the invoice amount for the job is $137. The sales tax is $7, freight
revenue $10, and postage billed $20. This yields net revenue of $100. “Standard” commission
calculation might be 10% of $100 and would indicate a $10 commission for this sale.

e Using the Commission module, you may add further definitions. For example, commission earned is
reduced by buyout expenses, paper expenses, etc. When a job is Final Invoiced, this job may have $20
in Outside Purchases and $50 in Paper Expenses. The commission calculation now becomes $100 net
revenue minus $20 minus $50 = $30 Production Sale. This Production Sale amount is now calculated
with the Salesreps percentage to yield a $3 Commission for this sale.
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Job costs to be deducted are customizable from the Commissions Sales Production by marking the GL accounts
in the Chart of Accounts Screen.

1. Select the account you wish to deduct from Net Revenue and click Edit.
This setting is done for expense accounts only.

System Maintenance - [GL Chart Of Accounts] !E

# File Options Utility Help [System Maintenance - [GL Chart Of

01*Report.
PRODUCTION SYSTEM
BECOUNTING STRUCT.. Pt
Branch
Q Department wdmin D epartment
G/L Branches [For the
Compary]
Mumber Description | Type N%rmal Keep | Extemal GL= |
2, al Tranz
| 1 (1000 Cash Assets Drehit Forever b
G/L Departmentz [For the | 2 |1040 Accounts Aeceivable Aassts Debit Forever
Campany] | 2 |1200 w/IP M aterialz Assets Drehit Forewver
|4 [12m /I Labar Aasets Drehit Forever
| & |1225 Finished Goods Inventory hiszets Diebit Farever
bt otccouss [Pl RN hvs Dbt e
[Far the Compary) — S .
| 8 (2000 Accounts Papable Liability Credit Forever
$ | 9 [2m0 AP without Invoice Liability Credit | Forever
| 10 {2500 Sales Tax Control Liability Credit Forever
Eank Accounts [For the | 11 {3000 Fetained Eamings Capital Credit Forever
Campany] | 12 |3005 Sales to Customers Income Credit Farewver
| 13 |30 Printing Sales 'Whse Income Income Credit Farever
| 14 |3020 Discounts to Customers Income Credit Forever
) 16 2030 Sales Alowances Income Credit Forever
Eempany Conbol Accourts E 3040 Freight Invoiced to Custamers Income Credit Forever
@ 17 | 3050 Intercarmpany sales Income Credit Forever
1 se : oreve
Link Ta Purchasing 4110 Elsevier Postage Expenses  Debit -
psteml = || {€] ] »

SYETEM MaAINTENANCE add
MASTER FILE REPORT =

This message opens:

Close Sawve External GL Cade

~ -

Not valid for action @

Balances exist for this account
! % Account can not be deleted. Editing is limited.

oK

2. Click OK.
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You can change the Commission deduction indicator for this account by selecting Subtract from the
Allocated amount for the Commissions Calculated as area.

oL

Account Number |40

Account Name IM ailing Revenue

Normal Balance

& Income " Debit
@ Credit

" Expense

" Asset

" Liability

" Capital
Allocated amout for the Commissions Calculated as

% Subtract C

[~ Generate Dissection Code

" Month

" Quarter

" Year

@+ Forever

Ignore

(B8]

All accounts default to Ignore. If costs associated to the activity codes that are linked to this account are
to be deducted from the Sales Production, change the check box to Subtract.

WARNING The calculation for commission and Production Sales currently deducts the default Freight
Revenue and sales tax on AR Invoices. For accounts which track freight, shipping,
courier, etc., expense — DO NOT MARK them as Subtract. They must stay as Ignore, if
you mark the GL account for freight expense as Subtract — the Sales representative will

be penalized twice.

Once you have selected the accounts for costs you wish to deduct from the Net Revenue, the screen
shows them as a MIN in the Commission Sign column.

System Maintenance - [GL Chart Of Accounts]
24 File Options Utility Help

01*Report
PRODUCTION SYSTEM — =
ACCOUNTING STRUCT
Eranch o n in Branch
g Department mj ol ain Department
G/L Branches [For the
Ferpany) Marmal Keep | Esternal GL [ Commission
Active | Mumber | Description ‘ Type | Bal Trane | Chart Code Sign
e | 32 |ed 2222 Acciued Revenue Liability Credit  Forever
G/L Departments [For the | 33 |« 2300 A/FWithout Invoice Liability Credit  Forever | 9876987
Company) [ 34 |sf 2400 Mise. Aconal Liability Ciedit  Foever | 9876387
E 2500 Due To/From 02 - 01 Liability Credit  Forever
iﬁ 2510 Intercampany Postage - 01 from 02 Liability Credit Farever
L Chat oAccounts | 37 |ed 2600 AR Commissions Accruals Liability Credit  Forever
[For the Company] iﬁ 2301 Product Reim. Lisbility Liability Credit Forever
iﬁ 2902 Licensing Fee Liability Liability Credit Forever
$ [ 40 |« 3000 Retained E arnings Capital Credit  Forever | 9876987
L4 |« 4000 Sales Revenue Income Credit | Forever | 9876987
Bank sccounts [For the | 42 |d 4040 Interest Revenus Income Credit | Forever
Company] | 43 |« 4100 Fieight Revenue Income Ciedit  Foever 9876987
iﬁ 4105 Intercompany Revenue to 02 Income Credit Forever
| 45 |« 4180 Freight Cammissionable Income Credit  Forever
Company ool oot | 46 |¢f 4200 Buyout Reverve Income Credit | Forever | 9876987
| 47 e 4250 Manufactured. FG Revenue Income Credit  Forever
iﬁ 4270 DF Labor Revenue Income Credit Forever
@ iﬁ 4300 Special Revenue Income Credit Forever 9876987
Link To Purchasing = 4400 Mailing Reverve Income Credit  Forever 9876987 [MIN
(S pstem) | 51 |« 4500 Suspense. rounding Income Credit | Forever | 9876987
52 | 4600 Service Charge Revenue Income Credit  Forever | 5876337  |MIN
=] Fa v a7nn [Ip— [ET— Ineoma Fiadt | Frrauer

The job cost transactions in these accounts are deducted as jobs are posted via AP Invoicing, Inventory
Manager, shop floor entry, or timecard entry. These expense accounts must be linked properly to the

activity codes to insure accurate allocation.
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Create Format for Commissions Reports

——

1. In Master Files Reports, Master File Report, Master File Report, click Add.
2. Enter 87 in Report Name.
3. Enter Deduction Commissions Report Lines into Report Name and Description.
4. Ensure the Report to link to is G/L Accounts.
System Maintenance
File Options LUtility Help
01*Report € Report Headings =
PRODUCTION Sv'STERM - — -
ACCOUNTING STRUCT e e |8?’ |Deduct|on Commizzionz Feport Lines &dd |
SJ;;?E*IHMFTII_ETHEENF%NHETE Description: |Deduct|0n Commiszions Report Lines Edi
N Labor Start: bk Sres Delete
@ fdat Start: tat End: - |
Lance
taster File Report Report to select total ikems from:
@ Repart ta link ta: |G\‘L Ascounts ﬂ See
e Lok (B | e |
En I
5. Click Save and Details.
The Details area defines the types of deductions and their respective GL accounts.
System Maintenance
File Options LUtility Help
Ul*Repol't > Report Headings
PRODUCTION 5YSTEM - — -
ACCOUNTING STRLCT. e |E!?' |Deductlon Commizzions Report Lines &dd
IOy ey imbimin ™ =) bl
SYSTEM MAINTEMARCE A =
M."-‘RSTEH F”_E HEPDHT DESCI’IFIL'ICII"I. Ea " REPDI’I I_il‘ikS to GEI‘IEIBI Ledger COdS @ L]
T Labor Start: 87 Deduction Cormm
@ Mat Start: i
Master File Fieport Report to se Line No D escription | GL i
@ Report to lin 1 1|Paper Expenszes Deduct From Met Revenue Linkage L
2 2 ADJUSTMENT Linkage
Repart Link s
Analyze Mail Proceszes
Setllp Printout Copies
6. Click the Add button in the Report Links to General Ledger Codes screen and add consecutive lines

(number 1, 2, 3, etc.) and their descriptions.

Each line created here creates 1 Column of deduction types on the Commissions Report. The report

can have up to 5 types of deductions.
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Add one line with a description of ADJUSTMENT (all caps required), for use in altering the commission
amount, even if there are no expense deductions.

After creating your deduction types, click the linkage button in the GL column to indicate which accounts
with Subtract status are grouped on which deduction line. Your entire chart of accounts displays; select
the check box next to lines with a Commission Sign of MIN.

&3 Mark linked GL Accounts ro||-E- | S|
Report #87 line #1 Paper Expenses
. Commission | Linked to
Dpt |Account No Description Type Sign s
46 |01 4200 Buyout Revenue | .1 Linked
47 |0 4250 Manufactured. FG Revenc | .1 Linked
48 |01 4270 DP Labor Revenue | .1 Linked
49 |01 4300 Special Revenue | 1 Linked _‘
50 |01 4400 Mailing Revenue | MIN ¥ Linked
51 |01 4500 Suspense, rounding | r~ ’Ei.nk'?f'i.
52 |01 4600 Service Charge Revenue | MIN ¥ L
53 |01 4700 Suspense Revenue | .1 Linked
54 |01 4300 Other Revenue | .1 Linked
55 |01 5000 A/R Discount E ~J Linked
56 |01 5050 Bank Fees E I Linked
57 |01 5100 A/P Discount E .1 Linked
58 |01 5200 Office Supplies Expense E 1 Linked
59 |01 5566 Miscellaneous Expense  E 21 Linked
60 |01 6000 AP Without Invoice - diffe E .1 Linked =
RO e - . lvrj
Mark All | Save | Cancel I

Notice the description at the top of the box reminds you of which deduction line you are on. Continue
selecting the linkage button under the GL account column to link all of your accounts marked with MIN
to the correct deduction line in report 87.

You are not able to accidentally link an account to more than one deduction line.

~

Account must be unlinked from another line..... 3|

Account 01-01-01-4400

y. !X linked to the line 1
Please, remove existing linkage before proceeding with linking to the
new line.

The ADJUSTMENT line does not require any GL Linkage.
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Setting up Sales Representatives for Commissions

The default commission percentage and vendor link for commissionable sales representatives are defined in the
Customer Master file, Modules, Salesrep, and CSR screen.

S+ Customers List for the 01 EFI ==
BE File Modules Options Utility Window Cloning Options Help -

£[8]a% 4]

01 Master Files Customer

Account No as the Vendor|VBALLARD

Num Hame Fiep| CSA Estim| Planner [CollectMan Active Mumber: [
+ 81 A 1 House Account A I S R moer
% B 2 ChisKinkaidy H E = O 0 OB name [ponmalrd
<& C 5 Michelle H =5 5 ™ H O =
20 8 SusllenJones M Om = 0 0 = Tle:  [Salesrep
ks 49 Fiob Hales HEH E [ [ P E Territo
Y.
ERs 35 BetyWhie H Y ¥ [ [ [OH
e F 9999 test o E =5 [ A (= Type
e 10 Linda Folkrd = ¥ Salesreps ¥ Estmator [~ CSR [
G T 0 b &
<& H 12 Kathy DiPaclo o E E (O 0 =
I @ | a4 Ry Mclrtyre ¥ ¥ o & Il 0 & Manager [~ Planner [~ Collector [
£ R —— HE E O O H *Can select only up to three types.
i & K 51 Opal Richey B M ¥ 0 [0 0= Acive [V
oL 52 DMM CSRGuyl HEH EH A B 0 & Sales Rep Contact Info— Cont Info Active? [
53 DMM CSRGuw2 HOE m O O O Phone #
= M 54 DMM Sales Gup W m m 0 O 0= T
<N 55 DMM Eventhing W ¥ m [0 [0 0= -
=8 0 3 |shesksh MW\ ¥ [0 H O = Email D:
«8 p 8 Clsuds MW@ ¥ [ [ [%
Show only.
21 Moma Neken W E E O 0 =
=8 Q
I % = 100 LeahVariwynsberghe W = 8 0 O 0= 2T N & (s
o E 5 E illam W, Jensen H 5 5 [ £ = Estimators [~ Aclive r
fonBaled ] =
' 4 [Fanbaled FRE R EEE T ——
+8u F 10
=BV
= Ew
=8 X
¥ Y
w8z
« &7 ot

@ Add Close

Accessible from the Commission / AP System

1. Select the Accessible from the Commission / AP System check box if you would like the
Commission Module to calculate commissions for this sales representative.

The box that follows contains the default sales representative’s commission percentage. The
Commission Factor is a whole number which indicates the percentage that is calculated for
commission rate.

The Commission Module can use AP checks to pay sales representatives’ commission. If you have
already created vendor master file accounts for your sales representatives, you should be prepared to
let the commission system create new vendor accounts when you create or link sales representatives to
the AP system.

2. You must indicate the vendor account to be used for creating AP checks for this sales representative’s
commission. If you fail to do this, you will receive this error:

Not valid (=3

! . The Account No as Internal Vendor is mandatory field

3. Verify that the name of the sales representative defined is the exact name to appear on the check.
Once this record is saved, this name becomes the vendor name. It can be edited, as needed, but the
following confirmation message appears when saving any changes made.
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Click Yes to proceed.

confirm

This salesrep can be stored as an Internal Vendor but currently vendor table has

Vendor Name
Von Ballard stored as Vendor with AcNo = VBALLARD

The Salesrep ID for this vendor is = 24

Yes | No

In the Account No as the Vendor field, enter the vendor account number you wish to use for checks to
this sales representative. When you save the sales representative record, this vendor is created as a
special type. If the vendor code already exists, the following warning opens and the vendor type

changes.

Confirm

The Salesrep marked as an Internal Vendor. Have to make you aware that
currently Vendor's list has vendor Claude Hotz AcNO CLAUHOTZ

which is not linked to any Salesrep

Do you want to link the Salesrep to the existing in a system

vendor and mark this vendor as Internal Vendor?

Yes No

VENDORS LINKED TO SALESREPS ARE A SPECIAL TYPE — THIS MEANS THEY
CANNOT HAVE “Regular” AP INVOICES CREATED USING THIS VENDOR CODE.

If you attempt to use an Account No for the Vendor which has already been linked as a sales
representative, the following warning appears:

Caution

confirm

This salesrep can be stored as an Internal Vendor but currently vendor table has

Vendor Name
Von Ballard stored as Vendor with AcNo = VBALLARD

The Salesrep ID for this vendor is = 24

Yes | No
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——

Complete Salesrep Vendor information

1.

4.

Once the Salesrep record has been properly set up, the Master Files Vendor screen must be used to
complete the address, phone, contact, and any other information.

Select the 1099 Vendor check box and indicate that the vendor is a Miscellaneous vendor if the
Commissions are to be included on the Federal 1099 form.

A default Dissection Code for this salesrep — which will create the Debit account for commissions paid
(usually a Commissions Expense type of account) — can be added as part of the record.

. Vendors for the Company 01 EFT
File Modules Window Cloning Options  Help

4| )| d4

| 01 Vendors .. Vendor @

+ E A Account No:|YBALLARD Auta Name:  |Von Ballard
4 % B RN 3 Standard Terms
+ C Addiess: ild Flower Ln
H @ D Payment |30 ® Dayz O Date
+ % ,E: Alpine, UT Always Take Discount -
+ -
I E G Zip: 84004 Country: [U54 = Early Papmert Discount |0 4
+ E H Contact: Discount " Daps (7 Date
4] E I Phane: This wendor is a postmaster vendor I

J
i @ lFas I ail EntryType(mail system only):
-8 K
DL D/ERef: | 1093 Yendor [#
= Fm AcclStatus"D-Dther j Tvpe: |Miscellaneous j
« BN

Federal ID #:
+ E (o] PO Address: |0 = eeee -
5 E P Dissection Cude.- |
<8 a e
+ E R Share Yendor with Companies
+ E 5 |Code| AcctNo | MName ‘
02 PRINT PrintStream
+ E i Wendor's Account ‘
* @ u Nurnber:
=8 v
Video Game
Addresses
Von Ballard = Payment Priority =

- @ W Wendor's Notes Level
-8 X
+ E Y
« 8z Add
+- %) Other

In some cases, it is desirable to help keep vendor records separate. For this example, another vendor
account should be created for purposes of expense re-imbursement. Keeping the two records separate
assures that only commission dollars appear on the 1099 forms.
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Operating the Commissions Module

AR Invoicing with Commissions

With proper setup, the commissions are calculated and created for job-related and adjustment invoices at
posting time. This applies to final as well as partial invoices.

However, it should be noted that the job cost deductions (if any) are done only on the final invoice due to the fact
that PrintStream does not move the actual work-in-process costs to the expense accounts until the final invoice
is posted. Both partial and final invoices have commissions calculated on the revenue portion.

The invoice Miscellaneous and GL Allocation tabs contain the information used to calculate the sales
production amount and ultimately the commission amount.

Z) ARInvoicing Entry - Company: 01 - EFI --- Plant Code: 0100
File Batch Inwoice Options  Utilities Help

8| % 7 |
A/R Invoicing Entry Lines | Balance Postage | Bil T/Ship To  Miscellaneous | pummy Invoice | 4 Deposits | Notes | Al
Active Batches. | posted Batches | Miscellaneous Info

= EI Company: 01 - Plant: 0100 Tax Information

-7 2101

r Tax id:

-7 2137 | |

w7 2146 Add Tax: | = | |
+-77] 2149 =

-7 2157

+ '__j 2158 Order Information

: _-ﬂ ;Eﬁ Cust Order#: I:l Invoice Salesrep: |"Jon Ballard ﬂ
E '__j 2225 - Summary Invoice Estimate: Salesrep:l j
: :'J e C 's Time 5 dN

= -_J 2357 uztomer's Time Stamped Motes |
* :ﬂ ii?z Inveice Information

¥

s J 5433 Invoice Type: [Standard T Change...

+ 2428 .

s :%2431 Transaction date: | 5 /222013 TR | |
+ _j 2435 Inveoice date: | 5 r2212013

w77 2444

+ "j 2474 Due Date: | g /21/2013 =~ Terms: days

- 2477

Inw# 11258 Final

Invé 11260 Final Commission:

+ g Company: 02 - Plant: 0200

MET Inwvaice Farmats

Default Customer |[None]
Invoice Format:

Lol Lo

Invoice Format: |[Nnne]

The Miscellaneous tab contains the sales representative and the commission percentage that pertains to any
commissions to be produced. In this case the commission percentage is 10%. This percentage defaults to the
assigned sales representative commission percentage. This field can be edited in order to override the default
percentage for an individual job/invoice.

Note = When using the Auto Commissions Module, the Commission field in the Miscellaneous tab is treated
as a %, whereas when this program is not being used, the Commission field is a dollar amount.
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The Allocation tab contains the categorized revenue, cost, tax, freight, and postage amounts that are to be used
in the commission calculation for this invoice. The commission is calculated as the invoice amount minus sales
tax, freight, and postage. Any cost account that was marked as a deduction in the setup is also deducted from
the invoice amount to produce the sales production. The sales production is then multiplied by the commission
percentage for this invoice to produce the commission amount accessed in the commission system.

Two posting reports are generated when posting this invoice batch: one for the Commissions Accrual (CA type)

and one for the invoice allocations (DI type).

= Page 1 of 1
General Ledger Posting Report
Printed 4
Batché- 2493 rinted. B33 101 4:00AM
LS
Type: CA Batch Date 5/22/2013
Account Description Debit Credit
01-01-01-2600 Com Accr Inw# 11260 Job # 1758 5$80.00
01-01-01-7500 Com Exp Inv# 11260 Job #1758 550.00
Batch Total ... $20.00 $20.00
= Page 1 of 1
General Ledger Posting Report
Frinted: Bi2312013 10:16:224M
Eateh#: 2477 From
LS
Type: DI
Account Description Debit Credit
01-20-10-40010005 DF Revenue s600.00
01-01-01-4200 Buyout Revenue 3200.00
01-01-01-2200 Sales Tax Payable 316.00
01-01-01-1500 Accounts Receivable 38156.00
Batch Total ... 3816.00 5E818.00

The Commission amount posted is now accessible from the commission system.



V21.1.0200 Complete Commissions ® 21

Accessing the Commissions Module

The commission module is accessed by clicking the Commissions Auto icon. This contains the menu options to
edit, report, and process the commission records to pay the sales representatives.

Sales Commission Report

This report from the icon labeled Report Commissions Generated based on AR Invoice Posting is created by
date range. Typically, this would be selected from the last date the commissions were paid. It contains the basic
information of the commission records that have been created from the AR invoicing system. It displays the
invoice amount, invoice deductions (sales tax, freight, postage), production amount, (the net of the sales and
deductions on the invoice), and the calculated commission amount. The deductions are shown in columns that
were defined earlier in the setup phase via the report 87 definition.

File Window Options Help

&' Sales Commission New Accrual Report

Cammizzions Generated bazed on Po...

— Report [nvoices ...

From Invaice Date I B rzarema 'I
To Invaoice Date I 5723203 ,I

Print Preview Cloze
Sales Commission New Accrual Report
Selection Criteria for the Report :  List of Invoices, generated from AR from 4/22/2013 to 5/23/2012 Not Paid By Customers
Page 1 of 2
Inwoice _ Invoice Invoicelnvoice Paper ADJUST Frod  ComCom Amt Com
Amount from Freight Tax Pstge Expense MENT Sale missCollected Amt
AR Amount Amoun Amnt s ions From Posted
from ARt from  from % Inwoice To
AR AR Accrual
Von Ballard
Customer 200 Liaht Bulb
1758 1260 5222013 B6.00 16.00 H00.00 S00.0010.00  800.00  BO.00
B16.00 16.00 B00.00 S00.00 000 B0.00

Von Ballard 816.00 16.00 200.00 200.00 200.00 8000
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Display/Edit Commissions Data

E—

This menu option allows commission records to be filtered by date or sales representatives. Each Commission

record can be edited and saved. This can only be used after the invoices are posted in AR Invoicing, but before
the invoices are paid in AR Cash Receipts. Once the invoice has been paid by the client, it will no longer display
in the grid for adjustments.

$  Commissions for 01 EFI 0100 01 San Rafael - [Commissions Generated from AR Inveicing |

# File Window Options Help

(=S
[ =[]

1*0100*Commission: ~ Report for [~ All Salesieps

Commissions Generated based on Po..

%
sion P Load Invaices previousl pasted to 6L
Salestep M c Fayral w Loa previously p
s Rane °5"J;ﬁ:f”l Related | " ' fecruahE spense Inveics Date Since
(5 Linda Pallard 0 = I
(5 | Mihete o ¥ ~ Load Invaices with commissians required GL posting to
B o Nafoon 0 R AceruahExpense Invaice Dale Earr then
|5 Roy Melniyre 0 = o
R o o v 5/1 /2013 =
5 |Suelin Janes 0 H | N
[ Von Ballrd 10 o - Toad Baia
™ Unchesk Not Aciive Salesreps [shown in ltaic Font on st
o Production | Commission
sti AR Invoice N Sales Amount
g Salesrep [ 290 | Invaice [ 4R nvoce | AR Imvoice | Deductions/| Prodkoton | onensgion | COMMSsion | amurt | Previeusly | EditLines | P
Fie umber | Nuper | - D3t® T || detEts | S| " | Considered | Posted To
aui with the GL
VonBalrc 1752 11260 | 5/22/2012 80000 00.00 800,00 10 B0 H0R0D  E0.00 Edtlines

Deductions and production sales amounts can be edited then saved and posted to GL. The adjustment is
specific to a job/invoice.

The amount entered can be a positive number which decreases the production sales amount which results in a
decrease in commission amount. Or the amount can be entered as a negative amount which ultimately increases
the commission amount.

$ Edit Commisssion Lines

lurnker 11

Deductions

Posted To

Amount Aot

GL Bath
MHo

Batch
Date

Short Note

Line Type

Line Na

Line D

1 |Adustment

0.00 ¥

24935/22/20 3 Adiustment

1N

28

200,00

00.00

800,00

a0.0o

PrintCiut

Save

LCloze
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Once the commission is edited, the posting to accrual date should be changed to the posting date desired and it
must be in an open period. Click Save and Post.

% File Window Options Help [=]&]x]

—Report for [~ Al Salesreps

%
S alesrep Name Commmision| il < Load Inveices previously posted to GL
Defaull] elated AccruahExpenze Invoice Date Since :

Commissions Generated based on Po...

Linda Pallard
Mzl
Noma Melsen
FRoy Mclntyre
Shela
Suellen Jones

Load Invaices with commissions required GL posting to
AcciualExpense Invoice Date E arlier then :

5/1/20M3 -
Load Data

o Produetion | Commission

st AR : : Invaice . Sales [ Amount

ng| Salesrep NJU‘; Invoice | AR Invaice AT"W‘EE Dz}:lur.tluns/A SP"Dd:C“U" Commission Eum‘&mssmn Amount | Previously | Edit Lines
Ao mber | ot mount | diustments [Sales Amount] sy M| Congidered | Poded To

aqui with the:

VonBalac 1768 11260 5/22/2013  800.00 i F82 10 FEEF £00.00

I Tincheck Hat Active Salesieps [shown in ‘italic Font”on list}

Paid in Full Commissionable Invoices
Advanced Payments

Print Out | ate forthe GL Posting to Accrual . [ 5 p23/2m3 | | Save and Post Save

Note  Adjustments to increase/decrease the production sales amount could be for entry of a bonus or penalty
amount on the job. This figure appears in the ADJUSTMENT column in the accrual report that was
defined in report 87.

Page 1 of1

General Ledger Posting Report

Frinted: B/23/2013 10:31:6TAM

Eatch#: 2494
LS
Type: CA Batch Date 5/23/2013
Account Description Debit Credit
01-01-01-2600 Com Acer Inv# 11260 Job # 1758 $1.00
01-01-01-7500 Com Exp Inw# 11260 Job #1758 §1.00
Batch Total ... $1.00 $1.00
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Display AR Invoice Statuses

This report, run from the Paid in Full Commissionable Invoices section, allows any commissions record(s) to be
filtered, previewed, or printed by dates, sales representative, or processing status. Each commission record has
only one of the statuses shown on the following screen. For example, a job has been Final invoiced but remains

unpaid and the accrual amount (posted through the CA batch when posting the AR Invoice), shows only when
the report is run just for the option to see what had been posted to the Accrual or for all statuses. Once this
invoice has been paid in full, the information is only seen when the option Ready for AP/Payroll option is

selected.

————

File Window Options Help

| Commissions Generated based on Po

Paid in Full Commizsionable Invoices

—Fepart for [y All Salesreps

b4

1

S alesrep Mame Commizsio E‘aleyep

riDefault) EEHm
Andrea Cox 0 3
Chiig Kink.aidy il 3
Claude Hatz a a0
DM Everything il 18
DAk Sales Guy il 17
House Account il 1
Leah W antwynsberghe ] 22
Linda Pollard il 10
Ml il 5
Maorma Nelsen il 7
Foy kclntyre i 17
shelah i 19
Suellen Jones il g
“on B allard 10 24

AP Rels

[ Uncheck Mot Active Salesreps [zhovn in Italic Font' on list)

— Select for display

AR Invoices Tranzactions from Date

AR Irvoices Transactions To D ate

= All Statuses
@ Selected Statuzes

[~ Posted To Accrual

I~ AP Invoices Created

[~ Paosted ta Payroll Spstem

4723223

542323

[~ Extracted From AR - Mot Posted To Accrual

¥ Ready For &P/Payroll [Paid in full &R [rvoices)

[~ AP checks generated / Commissions Paid

L[«

Frint

LCloze




V21.1.0200 Complete Commissions ® 25

_ﬁ

The following chart explains the processing events that each commission record undergoes. It shows the
corresponding status for the above report associated with each event. Each record has only one of these
statuses.

Event

AR job-related or adjustment
invoice is posted.

AR job-related or adjustment
invoice is posted.

Adjustment to a commission
record is saved and posted.

AR invoice linked to a
commission record is paid in full
by the customer.

Commission records are selected
and posted to AP.

A commission check is paid to a
sales representative via AP.

Commission records are selected
and posted to PR.

Status

Extracted from AR but not
posted to GL Accrual yet

Posted to Accrual

Posted to Accrual

Ready for AP or PR

AP invoice Posted

AP Check generated

Posted to PR system

Additional Explanation

If only the ‘Use Auto Commissions’ check box in the
system default screen is checked, then every job-
related and adjustment invoice is posted into the
commission system with this status.

If the system setting of ‘Post to Accrual from AR’ has
been selected, every AR invoice posted into the
commission system has this status. This status
means that the commission amount has been posted
as a credit to the default commission accrual account
and a debit to the default commission expense
account as a General Ledger ‘CA’ type batch from AR
Invoicing.

The adjustment amount is credited to the default
commission accrual account and debited to the
default commission expense account.

This record is now available to be posted to the AP
system or the information given to an external Payroll
system.

This event creates an AP invoice in the PrintStream
AP system for the Vendor that has been linked to this
sales representative. At this point, a GL transaction is
also automatically created as a ‘CS’ type batch. The
commission amount is debited to the default
commission accrual account and credited to the
default accounts payable account.

This status is in effect when the AP invoice linked to
this commission record has been paid by the
PrintStream AP system.

While this event does not create a record in a Payroll
system, it does mark the record with this status so it
can be given to an external Payroll system. At this
point, the commission amount is debited to the default
commission accrual account and credited to the
default commission payroll account. The journal entry
for Payroll should debit commission expense and
credit the commission accrual account.
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To AP: Post Paid In Full Commissionable amount to AP

——

This process allows you to select commissions to be paid to sales representatives that are set up in the AP
system. The commissions whose corresponding AR invoice has been fully paid are loaded into the screen by

date. The appropriate commission records can be selected and posted to the AP Invoicing module.

4+ Commissions for 01 EF1 0100 01 San Rafael - [Post commissions for the Paid in Full Invoices to AP System]

£ File Window Options  Help

1*0100*Commission: BLE FROM THE Com
Commissions Generated bazed on Po. |
Paid in Full Commissionable Invoices | - -
AR Invoices Paid In Full From Date | 4 /23/2013 = ¢ Load Mon Posted Invoices Post Date: | B /2472013 j
AR Invoices Paid InFull Ta Date | 5 /2372013 ~| Puost To AP System Sy
PTOSI AcMo as S al Job Numbs AR Invoice | AR Invoice | Paid In Full | Commission A%D‘Ed Afv Psapl o the E \&R_Commiss| Salesrep
A; Wendor alestep b Humoer Mumber Date Date At Aaymen alesrep " ionHdr D Recnum
maurnt Amount
VBALLARD Von Ballard 999999 11259 5/22/2013(5/22/213  00.00 ] 0 28 24
VBALLARD Won Ballard 1768 11260 5/22/2013  5/23/2013  74.00 0 73 23 24
EFI
rl
Batch Summary Display Report
Printed 5/23/2013 10:50-44AM
For: LS
Faor Selection: For batches posted 5/23/2013 10:50:44 AM
Type HNumber Date Cmp (Br Dpt Acct# Debit Credit Description
Cs 2485 & 2013 5/24/2013 01 01 01 2600 578.00 Commi Job# 1758 Inv# 11260 :
8 2013 5/24/2012 01 01 01 2000 579.00 A/P CONTROL
$79.00 $79.00
§79.00 §79.00
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These posted records are marked with the Posted to AP status and an AP invoice record is then inserted into the
AP system for the vendor that corresponds to the sales representative. To view this invoice in the AP module,
from Batch, select the option to view commissions’ batches. Drill down in the posted batches to the posting
period.

= = 3 -
File Batch Help
| 1| &l

voici I Header Ireoice Lines | Allocati
AP Invoicing rvoice Header | Allacaions
Active Batches Posted Batches |

Financial 1938
Finamcial 1939 Mews From % Template Copy From Invaice Add Trans. toLine | Delste Line

MNew Misc. Line Hew PO Line Huli PO Selection Edit Line New Job Related Line |

Fnancia 2200 Uit [ [ [ [ oi [Descrps i i [ Feign[ & [ op] i i
Financial 2001 Oty Uit Price Sub Total | Tax Code Tan Met Amount | Dissection Code | Description PO# Docketh Freight | Br | Dp | Account JobH
1.00 79.00000.. 73.00 o 0.00 $79.00 Mo1012600 Commis Job# 1758 In.. 1] $000 00 M 2600

Financial 2002
Financial 2003
Financial 2004
Financial 2005
Financial 2008
Financial 2007
Financial 2008
Financial 2003
Financial 2010
Financial 2011
Financial 2012
Financial 2013
- Period# 1
Period 2
Period4 3
Periodt 4
Period4 5
Periodd &
Period4 7
Periodd 8
=b Batch 2435

Invi 11259
Invit 11260

L0 B B[ B ) B

0 BB

Payment of Commissions through the AP Module

To pay the salesreps through the AP Module
1. Click the AP Checks icon from the PrintStream Main menu.

2. Click the Check Entry icon, verify bank info, date, and change the Batch Type to Commission
Payment. (See Advance Payments section for applying outstanding payments against future earned
commissions.)

3. Proceed as with a standard AP Check batch to print and post the Commissions checks.

__| AP Check Entry Company: (01) EFI - Plant: 0100

File Batch Options Help

) AP Batch Selection

 Balch Summary

Manual

Invo
Discoun

E n Payments
Selection Criteria T Select Invoices ]
List of Yendors with Invoices: Select &l | Clear Selection I Posted Invoices Only
Priority [ILI ‘ |
“Wendor # ‘end Chack Datae | |
endor ‘endor L @

Company : FF\ |

Bank Account # - IUUU2 j |F|rst Mational Bank Account |

GL Aocount © rm-m.1n11 | raun - Money Market |

Batch Type : IVendor Payments -

Batch Date : ‘Wendor Payments

Commission Payments

Description : |

Cancel Ok
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To P/R: Post Paid in Full Invoice’s Commission Amount to Payroll

This process allows you to select commissions to be paid to sales representatives that are set up for the Payroll
system. The commissions for which the corresponding AR invoices have been fully paid are loaded onto the
screen by date. The appropriate commission records can be checked and then “posted” to the Payroll accounts
established in the setup. Such posted records are marked with the Posted to PR status.

% Commissions for 01 EFI 0100 01 San Rafael - [Post To Payroll]
% File Window Options Help

)1*0100*Commission;
Commissions Generated based an Po.. |
Paid in Full Commissionable Invaices | | o\ oo ce Date| 4 /282013~ | [(Load tion Posted invaizes | Post Daie: | 5232013+
&R Invoices Paid In Ful To Date | 9/28/2m3 j Eost To Payrall
PTDS[ Salestep Sal Job Nurb AR Inwaice | AR Inwoice | PaidIn Ful | Commission ADPD“EdA?V P Fi"altt E A _Commiss|SALESREP_|
S | Humber HIEIE) 0 BUMBET | Number Date Date Amt QS || PP " jorH D | RECNUM
AP Amount | Salesrep
50 Andrea Cox 1760 11261 5/26/2013  5/28/2013 | 252.00 0 252 el 13

Note PrintStream does not directly link to a payroll system, however, these commission reports can be used
to help determine the payroll amounts for an external payroll system.

Advanced Payments

If interim payments against future commissions need to be issued, these payments can be made and tracked
through this area of the program.

From the advanced payments icon, select a date range. The default date range selected is back 30 days from
the current system date, but this can be edited as needed. Click Load to display the grid. Data that is loaded is
specific to the date range.

§ Commissions for 01 EFI 0100 01 San Rafael - [Create Advanced Payments | =
< File Window Options Help

)1*0100*Commission:

Commissiors Generated based on Po... Commissions Data From Date | */28/2013 =

Paid in Full C ionatle Invaices Commissions Data ToDate | 5 /28/2013 =] Load i

Advanced Payments
Cammissions
af g ol trom Paid AR |Commissons| TSNS | gy Payents | . Payments i | P T — Salesrep  |Vendor Reg]
P Sleseplise on | Inveices - Mot | pendiain | o opyposted to| MPFONO | porngingin AP |Cash/Pasted tol Payments | Salesiep e s
Pt [ PR Fapal s Payral

[ Jndren Con 300 20 Favments 2 13 9
2 [#7 Chis Kinkaidy 0.0 Payments 0.00 3 533
3 ¥ Cloude Hote 800 Fanients 000 20 53
2 |11 DMM Evething 0.0 Pzt 0.0 18 0
5|1 DM Sales By 000 B 000 17 £
B | House Account 000 ot 000 1 0
7 |¥ LeahVariwinsberghe 0.0 Payments 0.0 2 5%
8 ¥ Linda Pollard 000 Panrents 000 1 512
3 |¥ ichelle 0.0 Payments 0.0 5 545
70 |# Mo Neken 000 Panients 000 21 513
1|0 Fiop Melrire 0.0 Fayments 0.0 12 0
T2 | sheeloh 000 Fanients 000 15 0
13 |¥ SuellenJanes 0.0 ot 0.0 5 598
T4 |¥ Von Ballard 0.0 non 7900 Payients 7300 2 =

Advance Payments are created by selecting the salesreps coordinating grey Payments button. Once the
advance payments screen for the salesreps opens, click the Add button. Enter the date (defaults to the current
system date) and Advanced Payment Amt. Then Save and Close. Once all advances are entered, the grid can
be printed, if needed.
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<& List of Advanced Payments for Claude Hotz [
Advanced | Posted|Date Posted Fail AR_Commizsio| AF_Comn
Date Short Note FPayment Amt | to AP GL GL Batch # d nHdrD anLire_
15,/28/13  Jadvanced Payment 188.00 01 0 I 33

Add Save Cloze

To AP: Post Advanced Payments to AP System

Select date range to and from, then Load Adv Payments. Any unpaid advances show in the grid. Click the
button to Post to AP System. The advance requests show in the grid. Advance payments cannot be posted

across periods. Select the salesreps you wish to record the advance payments for, verify the post date and click
the Post to AP/Payroll button.

$ Commissions for01 EFI 0100 01 San Rafael - [Post AdvancedPayments to AP systme]
B+ File Window Options Help

Commigsions Generated based on Po...
Paid in Full Commissionable Invoices

Advanced Payments

Ay Payments Generated From Date | 4 /2872013 =] i LoadAdvPayments | pogtDate: | 5/23/2013 «
Audv Papments Generated To Date 5/28/2m3 1~ Post To AP System

PTDSt Acho as Sal Ady Payment [&dy Payment| Advanced E AR _Comnis:
A; Wendor alesrep Mumber Date Payment Ami i ionHdilD
CLAUHOTZ Claude Hatz 11264 5/28/2013  188.00 33

The posting screen appears and when Post is selected, the posting report can be printed. This transaction debits the
account specified for Commissions advances and credits Accounts Payable. Once the posting to Accounts Payable
has taken place, a check can now be generated through AP Check entry following the steps outlined above.

Post AP Batch ]
Batch tt:| 2493 Batch Date: [ 5/29/2013 Period: ‘vaar | 2013
Account I Debits | Creditz I
01-01-1045 AR Com i $1588.00
01-01-2000 Accounts Papable $188.00
TOTAL $183.00 $183.00

Puost |
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To P/R: Post Advanced Payments to Payroll

If the advance payment is for a Salesrep in Payroll, the same steps are taken. However, the check is not

generated from PrintStream. The check must be manually created by the user and entered as a miscellaneous
payment in the General Ledger.

Co szions for ( 0100 01 San Ra

%« File Window Options Help

_ Advanced Payments for the eps o Payrall

Commissions Generated based on Po...
adlinhullEenmissionsblelinoize Ty | N Paymerts Genersted From Date | 47282013 = | |1 "Toad Adv Fayments  i| post Date: I 572372013 'l

Advanced Payments — T
Adv Payments Generated To Date §/28/2m3 |~/ Post Ta Pagrall y
Post Adw Papment | Adv Payment | Advanced AR_Commiss| Salesrep
To Salesrey Err h
4P P Mumber [rate Payment Am ionHdrlD Recnum

Roy Mcintyre 11263 5/28/2013 156.00 32 12

Apply Advance Payments to Commissions

Prior to posting the commissions to the GL for either AP or Payroll, the advance payments can be deducted from
the commissionable amounts.

1.  From the Paid in Full Commissionable Invoices section, select the name of the salesreps.

2. Right-click and select the option to apply advance payments.

$ File Window Options Help

vaid from the Pagr

Commizsions Generated based on F'o...l
Paid in Full Commissionable [rvoices AR Invoices Paid In Full From Date| 4 /282013 - Load Han Posted Invoices Post Date: | 5725
&R Invoices Paid In Full ToDate | 5/28/2013 ~| Post Ta Papral
; Paost i i i
TO AP - 0 Salesrep AR Inwoice | AR Invoice | Paid ln Full
Comn ¢ Lt ] ;S Murmber Salesrep Jab Number Mumber Date Date
¥ 50 Andies Cox Amrn FEETE Cmmonin B meanan
Apply Advanced Payments to the Commissions
Apply Advanced Payments to the Commissions
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3. This next screen allows an edit to the amount to be applied. This step needs to be done before posting
the commissionable amounts.

I Subtract Advanced Payments from Commissions for the Salesrep....... Andrea Cox 3]

e ) . 252
Commissions amount , adjusted with the subtracted amount of adv

Payments from Listed Invoices

Advanced Payments Applied to Listed Invoices

Advanced Payments Not Applied 50

Subtract additional Advanced Payments from the Commisions on
Listed Invoices

50

Amount will be paid AFTER subtracting Adv payments ..... 202

Close

For example, salesreps request an advance payment for commission to be paid at the end of the
month.

From the Advance Payments icon:

a. Select a date range and load. The grid populates with sales rep information. The advance payment
request is created and then this amount is posted. At the time the commissions payments are to be
made, the salesreps name is selected from the list that is created in the Paid in Full
Commissionable Invoices section.

b. From the right-click, the advance payment is applied to the commissionable amount. This amount
is deducted from the commissionable payment made either through the AP module or manually for
the payroll.
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Reporting Advanced Payments
This option allows a variety of reporting options that depends on the filters selected.

e To view advanced payment requests that have not yet been posted to AP/Payroll, select the Recorded
— Not Posted to AP/Payroll check box. This allows you to view a listing of advanced payments posted
to AP in a date range select the date range and the option Posted to AP/Payroll.

e To see advance payments that were paid through the AP Checks module, select the Paid as AP
Checks check box. All statuses can be chosen to see all the information on one report.
Tm

File Window Options Help

<% Advanced Payments - Reporting
Commizsions Generated based on Po.
Paid in Full Commizsionable |rmvoices - Repoit for [ 4l Salesieps [~ Select for display
Advanced Payments 3
Salestep Name Commissio %‘3'55'9" AP Relatd | | Advanced Payments Recorded From Date [4 282013 -
{PElEH o Advanced Payments Recorded To Date =
Andrea Cox q 1340 5 5/28/2013 1=
Chiis Kinkaidy 1] i
¥ | Claude Hotz i 20
¥ DMM E verything a 18/=
¥ DM Sales Guy 1} 174
¥ House Account ] 14 @ All Statuses
¥ Leah Variw/ynsberghe 0 22/
" Selected Stat
¥ Linda Polkard 0 0l Fecter staluses
¥ Aivieds 1] 5/
¥ Marma Nelen i} 21 |¥ Recorded - Not Posted AP/Payrol
ﬁ Fioy Wolrise : o ¥ Postad To AP/Payiol
¥ Suellen Jones 1] [ |¥ Paid as AP Checks
¥ on Ballard 10 244
[~ Displap Advanced Payment Sublractions History ‘
o | 3
[~ Uncheck Mot Active Salesreps [shown in ltalic Font' an list)
) Ennt Preview Cloze
EFi
Advanced Payments Listing Report
Printed:5/28/2013 10:-40:48AM
For:] §
List of Adw Payments, generated from 4/28/2013 to 5/28/2013 Current 5tatuses : Adv Paym Page 10f 1
Recorded AdvPaym Posted to P/R system AdwPaym Posted to AP Adv Paym Paid as AP geto
Check
Andrea Cox
Date Payment # AP/PR. Date AP/PR Batch# Payment Amt Check Date Check #
528113 11265 2499 50.00 5/20/2013
Claude Hotz
Date Payment # AP/PR. Date AP/PR Batch# Payment Amt Check Date Check #
5/28113 11264 5/29/2013 2498 188.00
Roy Mcintyre
Date Payment # AP/PR Date AP/PR Batch# Payment Amt Check Date Check #
528113 11263 155.00
Report Total: 292.00
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.Net Commissions Entry

Working in .Net Commissions Entry

Activate the Commission Entry Program

The Commission Entry program is an ‘add on’ product available for purchase. Following purchase of this
program, a PrintStream Support person activates the following setting in Features to Purchase.

—Use Flex AR Commizzions by Companies

Cmp Code | Aoct Mo |
m STREAM Strearnlineg Salutions
102 PRINT PrintStream

Following activation, the Commission Entry program may be added to the menu and security grouping of choice.

EX=

CommissionEntry

Create New Plant Level Control Accounts

There are four control accounts used to facilitate the general ledger transactions that occur when processing
commissions.

e  Commission Accrual, Liability (ARCommissionsAccruals)
e Commission Advances, Asset (ARCommissionsAdvancePaymAsset)
e Commission Expense, (ARCommissionsExpense)

e Payroll Expense, (ARCommissionsPayroll)

stemn Maintenance - [GLPlant Control ounts Linkage
Ed File Options Utility Help

K
01 Rep ort 01 Steamline Salutions

PRODUCTION SYSTEM 0100 j 01 San R afael

ACCOUNTING STRUCT...

=l Flant Control Account | GL | GL Branch | GL | GL Department | GL Account | GL Account Description
11 JAR_GSTTaxChtd
Additional GL Contral 12 RIS ezl
Accounts 13 |AR_PrepayQftset | kd ain Branch 01 tain Department 2155 Job Prepayment Offset
5 14 |AR_PSTTaxChtrl
5}\\ 15 |AR [OSTTaulnkl
16 |ARCommissionsdcoruals 01 Fd ain Branch 01 tain Department 2175 Commission &Accrual
. _F'osting L_abor ) 17 |ARCommiszionsAdvancedP, 01 F ain Branich 01 Main Departrment 1175 Commizsion Advance
Puctivities(5pecial 5 etting) 18 |ARCommizzionsExpense 01 tain Branch m tain Department E175 Commizzion Espense
19 |ARCommissionsPayroll | kd ain Branch 01 tain Department E275 Comm. Pagroll Expense [contra)
20 [ERCanfralbccount T TTain Bramch 01 TAaIn Departrmert TEO accourts receranle
GL Flant Comtral ccounts 21 |ARCustomer obFPrepayment 01 tain Branch m tain Department 2180 Job Prepayment Liability
22 |ARDefaultRevenue | kd ain Branch 01 tain Department 4000 zales revenus

23 |ARDiscount o1 F ain Branich 01 Main Departrment 5000 ar discount
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There are no programming restrictions on the account type used. The following diagram illustrates the types of
transactions that impact these accounts and at what point the posting occurs.

Entry Point debit credit

Accrue commissions from job/invoice data for secondary Commission Expense Commission Accrual
processing through Payroll or AP

Processing (accruing) a commission advance for secondary Commission Advance Commission Accrual
processing through Payroll or AP

Accrue miscellaneous commissions for secondary Commission Expense Commission Accrual
processing through payroll or AP

Post to AP (posting of previously accrued amounts to AP for Commission Accrual Accounts Payable
payment via Accounts Payable)

Post to Payroll (posting of previously accrued amounts for Commission Accrual Payroll Expense
payment processing through an external payroll system)

Activate Mark ups by Activity Code

This is a two-step process.

1.

2.

With assistance from Support personnel, activate the feature called Mail Estimating: Allow to specify
markup % at print activity level from Master Files Reports > System Maintenance > Features to
Purchase.

Go into Master Files Reports > Master File Report > Standard Markups.

Lire Mo tarkup Categaories harkup %
1 |Expand 1 LABOR 15.00
2 |Expand 2 MATERIALS 25.00
3 |Expand 3 BUYOUTS 30.00
4 |Expand 4 FREIGHT 10.00
9 |Expand 5 POSTAGE 0.00
6 |Expand & PAPER 20.00

a. Click the EXPAND button next to a markup category to show all activity codes linked to that line. If

you wish to keep the default markup already established, click the default markup button at the
bottom of the screen. You are prompted with the following question:

X|

Are you going to default every linked actvity markup to the Header Line Markup

Yes Mo

b. Click Yes and then Save.
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If you wish to enter a markup that is specific to the activity, or a group of activities, the grid has
several features to assist with this.

Line No Markup Categories Markup %
1 LABOR 15.00
2 |Expand 2 MATERIALS 25.00
3 |Expand 3 BUYOUTS 30.00
4 |Expand 4 FREIGHT 10.00
5 |Expand 5 POSTAGE 0.00
6 |Expand 6 PAPER 20.00
CC Code ‘ CC Descr Activity Code ‘ Activity Description | LMS H;;tr;y AEHX;?KEEE“;W‘E mﬁ;%g& Line No Markup %
1_|9=0 MATERIALS 95006 PROVIDE #6 JIFFY BAG L 25 15.00]$28 75 15
2 (990 MATERIALS 93005 PROVIDE #5 JIFFY BAG L 25 $26.75 15
R EEN] MATERIALS 98003 PROVIDE #2 JIFFY BAG L 25 328 75 15
4 |90 MATERIALS 95004 PROVIDE #4 JIFFY BAG L 25 $28.75 15
5 (990 MATERIALS 93007 PROVIDE #7 JIFFY BAG L 25 526 75 1A
8 |990 MATERIALS 93008 PROVIDE #4 BOX (11.85L 25 soe LA x|
7 |e90 MATERIALS 93009 PROVIDE #6 BOX (11.8XL 25 $2€
8 (990 MATERIALS 33010 PROVIDE DOUBLE # 9 BL 25 52| harkup rate 20
9 |90 MATERIALS 95011 PROVIDE #10 BOX (11 5L 25 $2€
10 |es0 MATERIALS 59012 PROVIDE BOXES (MISC)L 25 526
11 _|920 MATERIALS 95013 PROVIDE BLANK #10 ERL 25 $2€
12 |390 MATERIALS 93014 PROVIDE BLANK 6X3 ENL 25 $26 75 15
13_|990 MATERIALS 98015 PROVIDE BLANK 8X12 EL 25 328 75 15
14 |90 MATERIALS 93016 PROVIDE MATERIAL L 25 $28.75 15
15 |390 MATERIALS 93002 PROVIDE 10%13 POLYE, L 25 $26.75 15
16 _|990 MATERIALS 93001 PROVIDE 9x12 POLYEA L 25 328 75 18

c. Edits may be entered in the Activity Specific Markup % column. (Note: The grid may need to be
adjusted to see all columns.)

d. You may also update groups of activity codes. Each of the column headings allows for sorting. You
may choose to sort the column by cost center or activity code then highlight a group of activities for
mass update. Highlight the current percentage showing in the Activity Specific Markup % field,
right-click and enter the new percentage amount and click OK. Complete the process by clicking
Save at the bottom of the screen.

e. Repeat this process for each category.

Note Print Estimating works with or without the markups by activity code set. If you use both Print
and Print and Mail Estimating, you must set the markups by activity in order to use this
commissions program but you will still be able to apply a markup at the job level in Print
Estimating.

Link Sales People to the Accounts Payable system

Within the Sales Rep area in Customer Master File, a new section is visible based on activating this feature. For
each salesperson that is paid via the Accounts Payable module, a link must to be defined in this section. Select
the Accessible from the Commission/AP System check box and enter an Account No as the Vendor as
defined in the Vendor Master File.

Commiszion Factor

v

Account Mo az the "»-’enu:h::r|sales2

For those salespeople who are paid via an external payroll system, this step is not required. There is also an
option available when processing commission payments to post a salesperson's commission to payroll, even if
they are typically paid through Accounts Payable.
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Mark activity codes or general ledger accounts for exclusion
Data fields are contained in the profile spreadsheet with the following labels.
Deductions to revenue accounts involved ||

Deductions to cost accounts involved

Deductions to sell activities involved

Deductions to cost activites involved

These deductions may be included in a formula, along with the set up described below to allow for exclusion of
either certain activity codes or general ledger accounts. These settings may be applied for exclusion on either
the revenue or cost side of the calculation.

1.  From the Manage Deductions section of the program, select the option you would like to include in
your calculations, either Activity Deductions or GL Account Settings.

Commission Calculation Manage Commissions Commission Advances Manage Deductions

J=Activity Deductions | 2/ GL Account Settings

F]

2. In the activity code section, place a check mark in the box for either the Sell Deduction or Cost
Deduction that should be factored into the formula contained in the profile spreadsheet.

01 - Plant: 0100 - User: BRANDOMN - =3 X
My Page Commission Calculation  Manage Commissions  Commission Advances  Manage Deductions  Reponts
Activity Deductions %
‘ 1= Activity Deductions

Ontional abiity te mark specific activity code(s) for exclusion from the commission calculation.
Works with estimate data.

1 Save Grid Layout B Save And Exit
i fH g

Drag a column header here ta group by that column

] »

Sy Pt Activiy Code Activicy Deseription ‘ Activity LMS | Cost Center Code: ‘ Cost Center Description Sel Deduction Cost Deduction
o1 0100 30000 DP MATERIAL Material 300 DP ADMIN ] [&]
o1 30010 DF SET LR Labor 300 P ADMIN [&]

Example — with the check box above, the program could calculate a commission value on all
subcontract work except for Purchase List.

3. Inthe General Ledger section, place a check mark in the box for either the sell or cost deduction that
should be factored into the formula contained in the profile spreadsheet.

User BRANDOMN - (=] X
Iy Page © Calculation Manage G i ® Advances  Manage Deductions  Reports
GL Account Deductions >

:4 GL Account Settings

Optional ability to mark spedific general ledger accounti(s) for exclusion from the commission calculation,
wworks with invoice and actual cost data,

¢ Sawe Grid Layout H Save And Close 8 Close
B 5

Drag a column header here ta group by that column

] »

C”('”Da”‘/ P's;‘; Branch Dept. Accourt # | Description Accourt: Type Sel Deduction Cost Deduction Allacation 1 Allocation 2 Allocation 3 ” i‘
01 0100 o 01 4000 sales revenue Income [&] [=] [=] [=] ] B
oL 0100 01 o1 4100 freight revenue Income B =] =] =] =]

o1 0100 o1 o1 4500 suspense, rounding Tncome B =] =]

Example — with the check box above, the program could calculate a commission value on all revenue
accounts except for Service Charge Revenue.
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Mark General Ledger accounts for grouping

In addition to the exclusion option described above, there are also settings within the GL Account Settings
section that allow for grouping by Allocation 1, 2, or 3.

= = X
Iy Page Comrmission Calculation Manage Commissions Commission Advances Wanage Deductions Reports
GL Account Deductions %
i W GL Account Settings ‘
Optional ability to mark specific general ledger account(s) for exclusion from the commission calculation.
Works with invoice and actual cost data,
3 Save Grid Layout H Save And Close * Close
el 5
-
Drag a column header here ta group by that calumn —
CDC"L';‘Z"V E'sgé Branch ‘ Dept. Account # ‘ Description Account Type Sell Deduction Cost Deduction Allocation 1 Allocation 2 ‘ Allocation 3 é‘
01 0100 01 01 4000 sales reverue Income B = I
01 0100 o1 o1 4100 Freight revenue Income ] ]
o1 0100 o1 o1 4500 suspense, rounding Income =] =]
E_ 0 o1 o1 4 . .
4 a " ) < = =

These settings relate directly to the following three fields in the profile spreadsheet.

Rev allocation 1
Rev allocation 2

Rev allocation 3
These settings provide the ability to apply different commission percentages for different types of work, via the
general ledger account number. One example would be to mark all subcontract revenue accounts as allocations
2, and all other revenue accounts as allocation 1. In the spreadsheet, formulas could be defined to apply 5%
commission to allocation 1, and 2% commission to allocation 2.
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Create Commission Profiles

There are two steps to creating a profile. One is working with the spreadsheet provided; the other is defining a
profile from within the Commission Entry Program in the Create/Maintain Profiles section.

A commission profile allows for creating a predefined formula and specific data elements to use for commission
calculations. The profile is defined within the Commission Program and is associated with a spreadsheet that
contains fields representing all data elements available. Using this spreadsheet, formulas may be created to
apply to the numbers that correspond to these data elements. The spreadsheet may be saved as either a .xls or
Xlsx type file. This spreadsheet (provided as part of the program) contains the following fields to provide for a
great deal of flexibility and user defined preferences.

&

1 Commission Calculation Template
2 |Commigsion Amt
23 |Invoice total
Met Revenue [Invoice total minus Freight
4 revenue, sales tax and postage)
5 Freight Revenue
£ Postage Adjustment
i
a

Sales tax

Dledbsrfions g resvente Accoias
9 Actual labor costs
10 Actual subcontract costs
11 Actual material costs
12 Actual Freight costs
13 Pedrwfrons e cosf aocecels rvofved
14 Book PricelStandard Cost
15 Quoted Price
& Labor portion of quoted(zell] price
17 Material portion of quoted[sell] price
12 Subcontract portion of quoted[=ell]
19 | Pledrwfons fv salf acfsrfies ivolved
20 |Estimated labor costs
21 |Estimated subcontract costs
272 |Estimated material costs
23 | Pedkacffons fie cosf acfisrfes invalvod
24 |Customer acct #
25 Customer start date
26 Sales Person unique 1D [recnumy]
27 |Sales Person
28 | Job Tyupe
29 |Product Type unique ID[recnum]
30 |Product Type
3 |Invoice Transaction Date
32 |Rev allocation 1
33 |Rev allocation 2
34 |Rev allocation 3
35 |Remarks Field From Customer Master
J6 |Emptys
¥ |Emptyb
38 Empty?
39 Empty8
40 Emptya
411 |Empty10




V21.1.0200 Complete Commissions ® 39

————

Any formula(s) may be used if the result points to the cell next to the Commission Amt field in the spreadsheet.
This could include additional formulas built into other parts of the spreadsheet as well as other worksheets.

Note  The number of Commission Profiles and therefore different commission calculations is essentially
unlimited allowing for variations by Sales Person, Customer, Product type, etc.

To create a Commission Profile

1. Select the option to Create/Maintain Profiles from the Commission Calculation tab.

IEE' Commission Entry. Company: 01 --- Plant: 0100 --- Liser: LS

by Page Comrission Calculation Mana

| 83 Create/Maintain Profiles| [ Calculate Commission

2. Click the Add New button.

E:E Commission Entry. Company: 01 --- Plant: 0100 --- User: LS

My Page Commission Calculation Manage Commissions

J Create/Maintain Commission Profiles > |

Select a Profile for Editing or Add a new one

% of Net Revenue ) Edit Profile ‘

Profit Marqin Based
test Add New

l Close ‘

3. Enter a Commission Profile Name. The name could be something specific such as: Commission on
Net Sale, Commission on Value Added, Commission based on estimated dollars minus actual costs, or
Commission on Invoice dollars minus estimated costs.

_fﬂ.ﬂ.dd Commssion Profile N X I

Commission Profile Name

Mame: 5% Net Revenue|

[nl_‘.l‘ Lox Lo l
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4. Link to a pre-defined Excel file that relates to the Profile being created by clicking the ellipsis button to

the right of the blank Template field.

Note  The formula defined in the related spreadsheet should correspond to the definition of the

profile.

,:—ir Add Commssion Profile

Commission Profile Name

Name: 3:5% Net Revenue|

Select Excel Template

[

Template: |
| ViewFile

5. The spreadsheet profile may be saved and accessed for linking anywhere the user chooses.

Select Comm n Template (xs)

Look in: | |0) Spreadsheets & Word Docs

o2 Er

2 x|

) DevExpress
. ) Passwords
Recent I_) Storage Charges

515% net revenue 1 Commission Profile
"B 51 600_400_01 GL

- @]APAgingBalancesSampIeAndComments
5] CMF-CPR_10_10_2008
5] CommissionTemplateMain
ﬁ 9] custdetlist

5] Customer ADDRESS_DNLD

5 GL Labor Transactions

. 59 GL Labor Transactions Notes
- 5] GLimport

Desktop

My Documents

&) Mail_dat Vendor Spreadshe
& Mail_dat Vendor Spreadshe
EMF Customer ADDRESS_DI
&) PostageRates08_05

&) sample Customer Spreadsl
@]Sample SIC_NAICS Code S
&) sample Vendor Spreadshee
&) TimeCaptureTemplate
&)v12Enhancements

a™ 5 ;
My Computer ;ﬂgltt.umport .
53] Mail.dat Support training document
= < |
-
My Network File name: |5°/° net revenue 1 Commission Profile
Places
Files of type: IExcel files

S e |
=l
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EH Add Commssion Profile

Commission Profile Name

Mame: 5% Met Revenue

Select Excel Template

Template: | 5% net revenue 1 Commission Profile, xls|

| vWiewFile |

6. Enter any notes related to the profile. There are 1000-character spaces to allow for very specific notes
regarding the calculation if needed.

7. Once the profile has been named, a spreadsheet linked as a template and optional notes entered, click
the Save And Exit button.

ﬂ Add Commssion Profile X I

Commission Profile Name

Mame: |5% Met Revenue

Select Excel Template

Template: |5% net revenue 1 Commission Profile, xs

L Wiew Fils

Notes

Mote: | Profile to take effect on 2/1/2015.] -

Cancel Save And Exit
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8. Alisting of all Commission Profiles show in the Create/Maintain Commission Profiles area and may be
edited as needed.

c;m Commission Entry. Company: 01 --- Plant: 0100 --- User: LS

My Page Commission Calculation Manage Commissions

J Create/Maintain Commission Profiles

Select a Profile for Editing or Add a new one

% of Net Revenue Edit Profile
Profit Margin Based i Add New
test

Close

Mark as Processed

Existing PrintStream users must go through a process of clearing invoices from the Calculation Grid for those
invoices which have already had commissions have paid. Please contact your PrintStream accounting support
rep for assistance with this step. Filtering options exist within the program that allow for selection of data for
invoices within a date range less than whatever date you choose to clear. The Mark All option can then be used
along with the Mark as Processed button. The Mark as Processed button drops invoices from the calculation
grid without requiring actual commission processing.

My Page Commission Calculation Manage Commissions Commission Advances Manage Deductions Reports

5% Create/Maintain Profiles %Calculate Commission

&l

Commission Calculation %

|Q;;Commission Profile HB Commissions Calculation Des

HEnTS Rioileliote | Edit Prafile | Using a pre-established profile containing user de

“ of Met Revenue i+ | Add some notes For testing commissions may be calculated and saved for pro
| Add Hew Profile |

Template

CommissionTemplate_%MetRev,xls | View Template |

|@Data Selection for Commission Calculation

i Load Data Clear All Hﬁ Select All 3 Calculate a Save | § 1| orid Preview Grid Options
: D'.(Il E = Lt o p

Additional notes regarding the clearing process: Special programming is built around a profile named [WJC].
WJC stands for Without Job Costing and allows the load of invoices for existing customers without applying
calculations during the load process. For users that have been on PrintStream for a number of years and have
thousands of invoices to clear, this is a quicker, more efficient way of clearing them. A profile can be created with
this name, and then deleted after the clearing process has been completed. Your accounting support rep is
available to assist with this step in the clearing process.

étr}. Mark as Processed
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View Mark as Processed
This option allows access to a list of all invoices that have previously been marked as processed as well as

provides a way to reverse the process, if needed.

Commission Entry. Company: 01 --- Plant: 0100 --- User: LS

My Page Commission Calculation Manage Commissions Commission Advances Manage Deductions Reports

&3 Create/Maintain Profiles | [ Calculate Commission

(F}

Commission Calculation ‘

|%Commission Profile

||GCommissions Calculation Description
Lend et | Edit Profile ‘ Using a pre-established profile containing user defined formulas,
flvePer:ent mm————,— . 5% B - [: i may be calculated and saved for processing.
| Add New Profile ‘
Template —
5% net revenue 1 Commission Profile. - | View Template ‘
|®Data Selection for Commission Calculation

i Load Data @ Clear All @ Select All @ Calculate @ Save
— —_—

2) Grid Preview Grid Options ~
2 pt

@C? Mark as Processed @ View Marked as Processed

To reverse the process and allow an invoice to once again appear in the list of those available
for commissions calculations

1. Select the check box in the far-left column.

2. Click Restore Selected Invoices.

Commission Entry. Company: 01 --- Plant: 0100 --- User: LS

My Page Commission Calculation Manage Commissions Comn

5% Create/Maintain Profiles | [ Calculate Commission

]

| Commission Calculation || Invoices Marked as Processed |

& Invoices Marked as Processed

Form description goes here

1 O
Select All [0 T Clear &ll [T5] Sawve Grid Layout Restore Selected Invoices
v 3 :H: Layout |/ K

Drag a column header here to group by that column

Job Info

Salesrep

Job # Job Description

FalaTat Tt T I RPN | BESERRPESP P
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3. A Confirmation window opens. Click Yes to complete the process.

Confirmation 23

Are you sure you want to restore the selected invoices for commission
| .
calculation?

Split Commission set-up (optional)

The following set up is optional and only required if split commissions are a common occurrence. Occasional
split commissions may be handled manually and this step is not required. The automatic split functionality is
available in v2011 and higher.

A PrintStream representative must activate the following feature within Features to Purchase.

Fakd kultiple Salesreps/CER's per CustomerCuote [v

Once activated, this allows for definition of multiple Sales Reps at the Customer Master File level as well as the
split commission percentage. An ellipsis button appears to the right of the Salesrep field, in the individual
customer records; in Master Files Customer.

® Customers Listforthe 01 Streamline Solutions

File Modules Options  Utility Window  Cloning Options Help
HLSEREE
Master Files Custon [lad custamer

Account Nu:u|1 a0 Auto | Mame; ﬁ

Address:  |BS6 Main Street

Zip: 01203

City: PITTSFIELD
Courty . |BERKZSHIRE

Slate; IM'& Country:

Salesrep:  |Michelle

Ead=a =0 —_ -

3B G- - B - - - B - B
Llalila el el el

FEFERTIImTMOoO O m
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1. Use the blue arrow keys to move salesreps between the Available and Currently Assigned lists.
Those highlighted in red are inactive and are shown for reference only.

2. Enter the applicable commission percentages for each salesrep by entering a value directly into the
Split field. The total commission split must equal 100% before you can save and exit this screen.

onnel ¢

M arne:
indrea Cox = 4 | 7 e 50.00
Brian Fichierri 2 |Michelle 50.00

Claude # |

Comrizzion Fep
Comeliuz Fudge
Dkdb Everything
Dbdbd Sales Guy
Don burray

G abriglle &llen
Gilderoy Lockhart
Houze Account
Jazon Lang

FP e [ x
4

oo | = oo o s oo o | —

o

—y
(=]

—
-

—
%}

—
%)

—
=

a
o
v

-

Split Total is 10054 Lloze Save

Manage Deductions

There are optional set up steps that allow for setting either activity code(s) or GL account(s) to be excluded from
the commission calculation.

mmission Entry. Company: 01 - Plant 0100 --- User; LS

Wy Page Commission Calculation hanage Commissions Commission Advances Manage Deductions

J=Activity Deductions | -5/ GL Account Settings

Activity Deduction works exclusively with amounts presented from estimating data, both sales and costs.

[t v Commission Entry. Company: 01 --- Plant: 0100 --- User: LS

My Page Commission Calculation WManage Commissions Commission Advances tanage Deductions

JI=Activity Deductions| 5/GL Account Settings




46 ® EFI PrintStream | Type of Guide, i.e., User Guide

In the following example, DP SET UP is marked as a sell deduction but not a cost deduction. The result of this is
that the total estimated sell value is reduced by the sell amount related to this activity, but the full cost captured
for performing this activity is part of the total cost dollars presented for calculation.

= = X
Camrission Calculation Manage Cormrmissions Comrission Atvances Manage Deductions Reports
B=Activity Deductions | 3/GL Account Settings
&
Activity Deductions X ‘
‘ 1= Activity Deductions
Optional ability to mark specific activity code(s) For exclusion from the commission calculation.
Works with estimate data,
@ Save Grid Layout E Save And Exit
)
a
Drag & column header hers b group by that column E
C%";ﬂi‘“‘f ';Lag; activity Code ‘ Activity Description ‘ Activity LMS Cost Center Code ‘ Cost Center Description Sel Deduction Cost Deduction
[} 0100 30000 DP MATERTAL Makerial 300 DP ADMIN =]
: I [ )7 T
A fou 0100 31005 PURCHASE LIST Subcontrack 310 LIST PURCHASING s}

The GL Account Deduction option works exclusively with amounts presented from AR Invoicing data and actual
costs.

-— Flant: 0100 -

Commission Calculation hanage Commissions Commission Advances hanage Deductions

J=Activity Deductions || 5/GL Account Settings)|

In the example shown below, Freight Revenue is marked as a sell deduction and a cost deduction. The result of
this set-up is that freight revenue is not included in the sales number presented, and costs captured as freight
costs are included in the cost amounts presented.

e x|

My Page Commizsion Calculation Manage Commissions Commission Advances Manage Deductions Reports

1= Activity Deductions | —3/GL Account Settings

[F]

&l Actount Deductions % |

5“ GL Account Settings

Optional abilty to mark specific general ledger account(s) for exclusion From the commission calculation.
Wiorks with imvoice and actual cost data.

@ Sawe Grid Layout g Sawe And Close “ Close H

Drag a column header here ta group by that calumn

By

C“C"‘D%Z"V E'SQ; Branch ‘ Dept., ‘ Account # ‘ Description Accaunt Type Sell Deduction Cost Deduction Allocation 1 Allocation 2 ‘ Allacation 3
0100 o1 4000 sales reverue Income B =] =] =) ]
0100 o1 4500 suspense, rounding ncame B =] =] B =]
ntnn ni 440N - hsv = Trrame ™= = ™ = =
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Calculating Commissions

To begin processing commissions

1. Select the Commission Calculation tab and click Calculate Commission.

'E!-B Commission Entre. Company: 01 - Plant: 0100 --- User; LS

My Page Commission Calculation Manar

453 Create/Maintain Profiles | [@ Calculate Commission

2. Select a pre-defined profile from the drop-down list.

E:D Commission Entry. Company: 01 --- Plant: 0100 --- User: LS

My Page Commission Calculation Manag

53 Create/Maintain Profiles ' [ Calculate Commission

J Commission Calculation X |

& Commission Profile

MName Profile Note:

5% Met Revenue ~ Profile to take effect on 2/1/2
Profile Name I
% of Net Revenue

5% Net Revenue
Profit Margin Based
test

ssion Calculation

SelectAll | 4 Cz
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Click the Load Data button. The records load bas
have not yet been calculated and saved.

3.

D

ed on a posted invoice status where commissions

-la x|

My Page C Calculation | hanage Ci C Advances  Manage Deductions  Reports
&3 Create/Maintain Profiles | [ Calculate Commission
i)
Commission Calculation * |
‘%Commission Profile ‘ “Commissions Calculation Description
tame Profie Note: | EdeProle || ng o pre-establshed rofils containing user defned formas,
e -] [Profils to take sFfect on /L2013 N commissians may be calculated and saved for processing.
i Add Newprofie |
Template -
5% net revenue 1 Commission Profile, - ‘ View Template ‘
‘m Data Selection for Commission Calculation
@ Load Data @ Clear Al @ Select All [a Calculate g Save @‘L Grid Prewigw @ Grid Options P& Mark as Processed @ Wiew Marked as Processed Close
= LH

4.
check boxes to the left of each record.

Note

G Calculation

My Page Manage C

53 Create/Maintain Profiles | [ Calculate Commission

Advances

Click the Calculate Commission button and select those records you wish to save by selecting the

There are Select All and Clear All options available as well.

-la x|

Manage Deductions

Reporis

Commission Calculation * |

‘Q;Commission Profile

‘ ‘OCommissions Calculation Description

Hame Profile Noke: ‘ Edit Profile

‘ Using a pre-established profile containing user defined formulas,

E% Het Revenle Profile to take effect on 2/1/2013, - ‘
Template

5% net revenue 1 Commission Profile,

Add Mew Profile

| view Template

commissions may be calculated and saved for processing,

‘@ Data Selection for Commission Calculation

i Load Data @ Clear All @ Select All @ca\:u\ateg Save

{;},‘L Gridl Preview @ Grid Options ~

@ Matk as Pracessed @ View Marked as Processed ! Glase I
=

Drag a column header here to group by that column

Customer A Invaice Info

Transactio [ Postage

Inusice
Salesrep

Customer
Sperial

Customer
Start Date

Customer
Hame

Customer Inwoice
# #

3fsjz012

HBC Company 1j2[2003

19826 House

Adjustrment

Last
Payment

aR
Iwoice

Inveice
Status

Inwoice

Freight
Amount

49,01

4f5jz012

10151 3/6/2012
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Manually Calculating Commission Amounts

Additionally, the calculated commission amount may be edited by clicking in the Commission Amount field and
right-clicking to bring up Edit Commission Amount.

= = x
Commission Calculation | Manage Commissions  Commission Advances  Manage Deductions  Reports
53 Create/Maintain Profiles | & Calculate Commission
]
Commission Caleulation |
‘Q;Commission Profile ‘ |OCommissions Calculation Description
Lane Crafilo lizs | EdtProfie | | g o pra-sstablished profis contaiing user defined formulas,
% Net Revenue -] [Profile to taks effect on 2/1/2013. .| | commissions may be calculated and saved for processing
| ddtewerofie |
Template R
5% net revenue 1 Commission Profile. - | Wiew Template |
‘@Data Selection for Commission Calculation
E Load Data E Clear All @ Select All @ Caleulate @ Save ‘ :) Grid Preview Grid Options = | @ Mark as Processed @ View Marked ag Processed ‘ Cloge
-
Drag a column header hers to aroup by that column E
Estimate Sel Price Estimated Cost Salesreps to be Paid Commission
Labor Sell | Material Buyouts Decuctions | Estimated | Estimated | Estinated | Deductions | Paid To % Faid To % Faid To % Salesrep | Commission | Commission
Price Sell Price sail Price To Sel Euyauts Material Labor Cost | To Salesrepl | Salesrepl | Salesrep2 | Salesrep | Salesrep3 |3 Paid To Amourt
3 12.59 i
2] Edit Commission Amount |
102,34 0.00 House Ace.., - =

A flat dollar amount may be keyed directly into the New Amount field or a calculator may be accessed by
clicking the drop-down arrow to the right of this field.

i Edit Comm n Amt

Edit Commission Amount

Original Amount: $2.47

New Amount: ﬂ -

B | Back || cE || Cc |

tme | 78| |9 |4 |sart]

Please explain the re

~J

(] ] 5 el 2] o] i
s o] 2] o) ) e
o] o] o] o) ) ) \

A field is also provided to include some notes related to the edit. Click the OK button to save any edits or notes.
Click Cancel to close out of the edit screen without saving changes.
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{ Edit Comm

on Amt

Edit Commission Amount

Original Amount: :$2.4?

New Amount:

Please explain the reason for the change:

Round amount to the nearest ten.|

$2.50 ~|

Once all applicable invoices have been selected, click Save. All selected records drop from the Commission
Calculation grid and are available for selection under the next step of the process — Accruing Commissions.

[=]

ABC Company 03

ABC Company 1/2/2003 19826 House

an Entry. 01 == Plant: 0100 = X
My Page Comrnission Calculation Manage Commissions Cormrmission Advances Manage Deductions Reports
53 Create/Maintain Profiles | [ Calculate Commission
i)
Commission Calculation % |
|@; Commission Profile ‘ “Commissions Calculation Description
REme Prafile Mote: ‘ Edit Profile ‘ Using & pre-established profile containing user defined Formulas,
S5 et Revenue | [ Profis to bake sfsct an 2(1/2013, 3 commissions may be calculated and saved for processing.
| add New Profile |
Template —
5% net revenue 1 Commission Profile. - ‘ Wiew Template ‘
|E@ Data Selection for Commission Calculation
i Load Data ﬁ Clear All ﬁ Select All [a Calculate @ Save E !L Grid Preview @ Grid Options = F Mark as Processed @ “Wiew Marked as Processed ! Close I
-
Drag a column header hers o group by that column =
Customer AR Invaice Info
Customer | Customer Customer Customer | Irvoice | Inveics Transactio | Postage Freight Inwvoice: Invaice Invaice Last Invoic
+* Hame Start Date | Special Salesrep Adjustment | Amount Total Date Payment

Final 4/5j2012

101.51 362012

49.01
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Accruing Commissions

1. Select the Manage Commissions tab and click Accrue Commissions.

My Page Commission Calculation = Manage Commissions

=N Post To Payroll

2. Click the Load Data button.

My Page Commission Calculation = Manage Commissions

&% Accrue Commissions | % Post To AP } =N Post To Payroll

Acrue/Post Commissions Description X
J

& Accrue/Post Invoice and Advance Commissions

Previously calculated commission records and non-posted advances are displayed for selectic

Debit Credit
Invoice Commission Posting -—->  Commission expense Commission accrual
Advance Adjustment -—--->  Commission Accrual Commission Advances

é[ill.oad Data [ 4 Select All || Clear All ||| Save Grid Layout

This screen displays all records where commissions were previously calculated and saved during the
Commission Calculation step. This screen has the same sorting, grouping, and filtering options as
described earlier in this document.

Performing the accrual step does not automatically set the commission up to be paid, but it is the first
step that impacts the general ledger.
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‘Commission Entry. Company: 01 --- Plant: 0100 --- User: LS o[ S

My Page Commission Calculation | Manage Commissions | Commission Advances  Manage Deductions  Reports

& Accrue Commissions | #Post To AP | =4,Post To Payroll

Acrue Post Commissions Description ‘

Accruel/Post Invoice and Advance Commissions

Previously calculated commission records and non-posted advances are displayed for selection and posting to the general ledger.

Debit Credit
Invoice Commission Posting —>  Commission expense Commission acarual
Advance Adjustment —>  Commission Accrual Commission Advances

Accrue Selected Commissions D Undo Selected Commissions

@ Load Data @ Select All @ Clear All @ Save Grid Layout

Drag a column header here to group by that column

Selection Summary 8 Close H

Commission Applied To AR Invoice Detal AR Invoice Payment Info
. Job Invoiced Amount Payment ARTnwoice | #0Of Paid
Commission Type | Advance Date | Salesrep Job # Job Description | Invoice # = Invoice Date | Due Date ] ofererce | Total e B

House Account 5 33.00| 132011 2/2/2011

Invoice Commission House Account 1520 Postage 10977 200.00 1/5/2011 2/a/2011 0.00 200.00 200.00 828
[ Invoice Commission House Account 241 Fal Storm Print ... 10978 2,219.60 1/7f2011 2/s/2011 0.00 1535470  15,354.70 826
|| Invoice Commission House Account. 244 Holiday Mailer ... 10978 0.00 172011 2/6/2011 0.00 1535470 1535470 826
[ Invoice Commission House Account 248 Mdd Fall StormT. . 10978 13,135.10 1/7/2011 2/6/2011 0.00 15,354.70  15,354.70 826

3. As shown in the Commission Calculation screen, the calculated commission amount may be edited by
clicking in the Commission Amount field and right-clicking to bring up Edit Commission Amount.

& Commission Entry. Company: 01 — Plant: 0100 —— User: L5 [l | esal]

My Page Commission Calculation | Manage Commissions | Commission Advances  Manage Deductions  Reports

& Accrue Commissions | 4#Post To AP | =x/Post To Payrall

Acrue Post Commissions Desaription * |

Accrue/Post Invoice and Advance Commissions

Previously calculated commission records and non-posted advances are displayed for selection and posting to the general ledger.

Debit Credit
Inveice Commission Posting ——>  Commission expense Commission accrual
Advance Adjustment ——>  Commission Accrual Commission Advances

Accrue Selected Commissions D Undo Selected Commissions

@ Load Data @ Select All @ Clear All @ Save Grid Layout

Drag a column header here to group by that column

Selection Summary 8 Close H

AR Invoice Detail AR Invoice Payment Info

=of
Payment

Payment

Ofference Paid Date Commission Amt

Edit Commission Amount

AR Invoice
Inveice Date =

Job Invoiced
Invoice # =

Job Description

33.00

33.00( 1/32011
20000 1/5/2011

2/2/2011 33.00
2/4/2011 0.00 200.00 200.00 )

PY ccount

1520 Postage

The amount can be edited up to the point of posting to the general ledger. After that, adjustment records
may be created to increase or decrease the commission amount.

4. All of the commission records are selected, by default. Clear any you do not want to process by clearing
the check box at the far left of the screen.

& Commission Entry. Company: 01 — Plant: 0100 —— User: L5 [l | esal]

My Page Commission Calculation | Manage Commissions | Commission Advances  Manage Deductions  Reports

& Accrue Commissions | 4#Post To AP | =/Past To Payroll

Acrue/Past Commissions Description * |

Accruel/Post Invoice and Advance Commissions

Previously calculated commission records and non-posted advances are displayed for selection and posting to the generdl ledger

Debit Credit
Inveice Commission Posting ——>  Commission expense Commission accrual
Advance Adjustment > Commission Accrual Commission Advances

Accrue Selected Commissions. D Undo Selected Commissions

@Lﬂﬂd Data %SQIQGAN @ Clear All @:! Selection Summary 8 Close H

Drag a column header here to group by that column

| [ commission Applied To AR Invoice Detail AR Invoice Payment Info

Paid
Status

#0f
Payment

Payment
Difference

AR Invaice
Invoice Date e

Invoice # i:f‘ltlﬂvmoad

Job Description

Commission Type | Advance Date | Salesrep

nvoice Commission House Account 33.00(1/3/2011 222011

voice Commission 1520 Postage: 200,00 1/5/2011
voice Commission House Account. 241 Fal Storm Print ... 10978 2,218.60 1/7/2011 2/6/2011 0.00 1535470 1535470 826
voice Commission House Account 244 Holiday Mailer . 10978 0.00 /7f2011 2/6/2011 0.00 15,354.70  15,354.70 826

oice Commission House Account 248 Mdd Fall StormT. . 10378 13,135.10 1/7/2011 2/6/2011 0.00 1535470 1535470 826
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Click the Accrue Selected Commissions button.

Commission Entry. Company: 01 --- Plant: 0100 --- User: LS

My Page Commission Calculation Manage Commissions Commission Advances

&% Accrue Commissions | ## Post To AP | =+/Post To Payroll

J Acrue/Post Commissions Description |

% Accrue/Post Invoice and Advance Commissions

Previously calculated commission records and non-posted advances are displayed for selection and posting to the general ledger.

Debit Credit
Invoice Commission Posting ——>  Commission expense Commission accrual
Advance Adjustment ———>  Commission Accrual Commission Advances

Li_l Load Data @ Select All @ Clear All @; Save Grid Layout Accrue Selected Commissions

A Batch Posting Confirmation appears and the date defaults to today’s date. This date may be changed
if required. This is the date the Commission Accrual Transactions impact the general ledger, so ensure
the date falls in the desired month.

‘

' Batch Posting Confirmation ==
GL Batch Posting Confirmation

Batch/Posting Date | EJEFIEIRE] -
Period: 7 Year: 2013

. Cancel | Post Batch

After selecting the Post Batch button, you are provided with a snapshot of the general ledger impact as
well as the batch number for future reference.
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- GL Posting Confirmation

Batch Posting Completed!

Batch #: |EEER : Batch Date: 4!12,’2013 Period: |7 | Year: |2013 |

Account Details

Debit Credit i
» | 01-01-01-2600 AR Commissions Accruals |

01-01-01-7500 AR Commissions Expense
01-01-01-2600 AR Commissions Accruals

01-01-01-7500 AR Commissions Expense

01-01-01-2600 AR. Commissions Accruals £109,22
01-01-01-7500 AR Commissions Expense £109.22

01-01-01-2600 AR. Commissions Accruals £37.50

01-01-01-7500 AR. Commissions Expense £37.50
01-01-01-2600 AR. Commissions Accruals £512.00

01-01-01-7500 AR Commissions Expense 512,00

| i §758.72| §753.72|

| Cose |

7. The next step in paying commissions is to process the newly accrued records either through the Post to
AP or Post to Payroll option, depending on preference. There are no restrictions regarding how the
payments are processed, only that the set up needs to be in place linking the Sales Rep to the AP
system as covered in the set-up section of this document. You may also process a payment for a Sales
person via the Post to Payroll screen if you choose to. This is covered in more detail under the Post to
Payroll section of this document.
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Posting to AP

1. Click Post To AP.

Commission Entry. Company: 01 --- Plant: 0100 --- User: LS
Commission Calculation Manage Commissions

My Page

&6 Accrue Commissions ||%#Post To AP| =\ Post To Payroll

[

For Sales Reps linked to the Accounts Payable module, records that have been previously accrued are
presented on this screen. Also included on this screen is payment information for those customers who

only pay commission to their Sales people once an invoice has been paid.
As with all the other grids, sorting, grouping and filtering options are available to simplify selection.

A helpful sorting option could be to group by Paid Status for ease of selecting those records that you

are ready to process payment for.
=T=]

‘Commission Entry. Company: 01 - Plant: 0100 —- User: LS
Manage Deductions Reports

Manage Commissions Commission Advances

My Page Commission Calculation

&% Accrue Commissions | 2# Post To AP | =4Post To Payroll

[

Commission Calculation || Post Commissions To Payrol | PostToap x |

//f Post Commissions To AP
For sales persons defined with a lirk to the payables system, previously accrued commission records are displayed for selection and posting to AP for payment.

Credit
Accounts Payable

Posting impact: Debit
Commission Accrual

@ Load Data &\’ Adjust Posted Invoice Commission @ Select All @ Clear All @ Save Grid Layout Post To AP Selection Summary “ Close i

Drag a column header here to group by that column
Job Info AR Invoice Info AR Invoice Payment Info Commission Data
5 Invoice Payment 5 Commission Commission
Job Tnvoice Total Diffrance | PAidStatus |10 L voe e
1/29/2008

3ob )
Description | "™OIEF

Salesrep
Name

ris Kinkaidy
[C] Chris Kinkaidy

"] Betty white 999999 Miscellaneous..

3. As with the other screens, simply select the check box for the records that you wish to process. Once all
records have been selected, click the Post To AP button.

8142012 £55.00
$55.00

Advance &

0.00 0.00
Miscellaneous Al 2/6/2013

11/1/2008

10/2/2008

817 billleah test ...

999999 Miscellaneous...
0.00 0.00

Commission Entry. Company: 01 --- Plant: 0100 --- User: LS
Manage Deductions

Manage Commissions Commission Advances

My Page Commission Calculation

&6 Accrue Commissions | ## Post To AP | =% Post To Payroll

F]

Commission Calculation || Post Commissions Ta Payrall || PostTo AP X

//.f Post Commissions To AP

For sales persons defined with a link to the payables system, previously accrued commission records are displayed for selection and posting to AP for payr

Credit
Accounts Payable

Debit
Commission Accrual

@ Load Data <‘\\,’ Adjust Posted Invoice Commission @ Select All @ Clear All @ Save Grid Layout Post To AP

Posting impact:
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4. A Batch Posting Confirmation opens and the date defaults to today’s date. This date may be changed, if
required. This is the date the Commission Accrual will be relieved and Accounts Payable will be

impacted.

o

' Batch Posting Confirmation ==
GL Batch Posting Confirmation

Batch/Posting Date | E/E¥APAbE] v
Period: 7 Year: 2013

Cancel Post Batch

5. Click Post Batch and you are provided with a snapshot of the general ledger impact as well as the
batch number for future reference.

ol GL Posting Confirmation 23]
Batch Posting Completed!
Batch #: 1 Batch Date: ;4{12!2013 Period: "? 1 Year: 2013 .
Account Details Debit Credit
¥ [01-01-01-2600 AR Commissions Accruals
01-01-01-2000 Accounts Payable £2.00
01-01-01-2600 AR Commissions Accruals £55.00
01-01-01-2000 Accounts Payable £55.00
01-01-01-2600 AR Commissions Accruals £55.00
01-01-01-2000 Accounts Payable £55.00
| | $112.00ii $112.00i
| Cose |

6. The next step in paying commissions is to process the actual checks to the Sales people via the AP
Check Entry program. Check processing via AP checks is nearly identical to normal AP check
processing except during batch creation.
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Select Check Entry and, within the batch definition box, select the Batch Type Commission
Payments. Confirm the batch date and the bank account you wish to use. You may also enter an
optional batch description.

__| AP Check Entry Company: (01) EFI - Plant: 0100
File Batch Options  Help

] o
AP Checks [5) AP Batch Selection

- Batch Summary

m: i Manual
Selection Critena T Select [nvoices ]
Ligt of Wendars with [nvoices: Select Al | Clear Selection I Posted Invoices Dnly

Wendor # Vendar ALYy

Company : FFJ |

Pen
Bark Account #: IDDD2 ;I F—'l'st Mational Bank Account |
GL Account : [01-01-1011 | [cash - oney arket |

Batch Type IW

Batch Date : ‘Yendor Papments

Commizsion Payments
D'escription |

LCancel | Ok |

The selection criteria section displays a list of all Sales Reps with commissions due.

| AP CheckEntry Company: (01) EFI - Plant:02000

File Batch Options Help

AP Checks (ISP aninnon e
— Batch Summary :
Batchz: e

Manual Auto

. Entry
rLal]
Selection Criteria T
List of Vendors with [nvoices: Select Al | Clear Selection

Wendor # Yendor Mame Priarity

Lewel
1 |003 Betty White =
2 |00s Michelle =
3 |0av Suellen Jones IS/
4 |LE&H Leah Warwynzberghe IS/
5 | zaless Chiiz Finkaidy I/
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Select the Sale Rep or Rep(s) you intend on writing checks for and confirm the check date.

Click the Select Invoices tab for selection of ‘invoices’ you wish to process for payment and then Save.

| AP CheckEntry Company: (01) EFI - Plant: 0100
File Batch Options Help

.
LN ® T2w:0] [ =2 AP Batch Selection (Commissian Payments) =N o=
- Batch Summar - S election Criteria
. Manual xp. Che
Icaﬂm 2439
[ Period: NI
@ 'With Discount to:
Calculate discount ontax : No
Selectian Ciieria )i Select Invoices 1
T GeieciAl ] Clea Selection sl _] - Proylewlfion [T <] sty | To Py sebcted
i i Selected To m Priority Level
|Vendnr # PL:’J;‘" ey Nﬂz‘: SHTED s:ﬂ:'::al Invoice # | ES.;‘; | D;:z‘ff BE'"I;‘ < |Discount ;‘:r“'::r:‘? | Detail | Eﬁl;l

[¥7 003 Betty White - #0 S miscom 0100 1200372010  $5500 5000 35500 ]

[ 003 Betty White - #0 1 8082011 0100 | 06/0872011 $5500 5000 35500 H

[ 003 Betty White - #0 i 8082011 CR 0100 06/082011 | ($5500) 5000 85500 H

[ 003 Betty White - #0 [ |Misc-09012012 0100 |08/01/2012 |  $55.00 S0.00  $55.00 Commission Advance B

[ 003 Betty White - #0 1 |Misc-04122013(1) 0100 041272013 |  $55.00 S0.00  $55.00 Misc. Commission B

¥4 005 Michelle - #0 L miscooz 0100 | 01/0272011 53300 5000 33300 H

¥4 005 Michelle - #0 B B0zot1 0100 | 07/0172011 $8800 5000 38800 H

| 087 Suellen Jones -#0 1 misco04 0100 | 01/0272011 $8800 5000 38800 H

¥ LEAH Leah VanWynsberghe - #0| [0 | 1147-11112008 0100 |11/11/2009 | $27500  S0.00  $275.00 Comm For lnv# 10908 Job# 1147 (2]

| sales? Chris Kinkaidy - #0 i 2511282009 0100 |11/2872009 5200  50.00 52,00 Comm For Inv# 10832 Job# 25 11

| sales? Chris Kinkaidy - #0 i |2511282009(1) 0100 |11/28/2009 5200  50.00 52,00 Comm For Inv# 10833 Job# 25 11

| sales? Chris Kinkaidy - #0 I 81211282008 0100 |11/28/2009 5000 50.00 50.00 Comm For Inv# 10617 Job# 612 11

| sales? Chris Kinkaidy - #0 i 73211282008 0100 11/28/2009 5000 50.00 50.00 Comm For Inv# 10681 Job# 732 11

| sales? Chris Kinkaidy - #0 1 73311282003 0100 11/28/2009 | 518842  S0.00  $18842 Comm For lnvé 10676 Job# 733 ]

| sales? Chris Kinkaidy - #0 [ 73511232009 0100 |11/28/2009 |$35,738.06  S0.00 $35,739.06|Comm For vk 10679 Job# 735 [0 |

<1 LIJ

Fiemove Batch Clase | Save |

10. Continue to the Check Processing screen to print checks. More detailed instruction for the actual
processing of checks is available in the A/P Documentation.

Posting to Payroll

1. Inthe Manage Commissions tab, click Post To Payroll.

Commission Entry. Company: 01 --- Plant: 0100 --- User: LS

My Page Commission Calculation Manage Commissions

&% Accrue Commissions | 4 Post To AP |z Post To Payroll

P

For Sales Reps not linked to the Accounts Payable module, records that have been previously accrued
are presented in this screen. Note the optional check box to also display those reps that do have a link
to the Accounts Payable module.

Also included in this screen is payment information for those customers who only pay commission to
their Sales people once an invoice has been paid.

As with all the other grids, sorting, grouping and filtering options are available to simplify selection.
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2. A helpful sorting option could be to group by Paid status for ease of selecting those records that you are
ready to process for payment.

L5

My Page Commission Calculation

Manage Commissions Ci ission Advances Manage Deductions Reports

& Accrue Commissions | 4#Post To AP | =3/ Post To Payroll

r}

Post Commissions To Payroll > ‘

Post Commissions To Payroll

Previously accrued commission records are displayed for selection and posting for payment via an external payroll system. Mote the optional setting for indusion of sales per:
Posting impact: Debit Credit

Commission Accrual Payroll Expense

E ii!LoadData

Exdude Sales Persons linked to AP

Adjust Posted Invoice Commission Selection

Drag a column header here to group by that column

Job Info

Invoice Info AR Invoice Payment Info

Salesrep
Name

10975 3

— House
Account

10977 200,00 1/5/2011 2/4/2011 200.00 200.00 0.00 828 Paid

‘Custom AutoFilter (3]

Show rows where:
Paid Status

ok | Cancel

My Page Commission Calculation

=55
Manage Commissions | Commission Advances  Manage Deductions  Reports

2% Accrue Commissions ‘ 4 Post Ta AP ‘ ={Post To Payroll

Post Commissions To Payrol * |

Post Commissions To Payroll

Previously accrued commission records are displayed for selection and posting for payment via an external payroll system. Note the optional setting for inclusion of sales persons defined for AP processing.
Posting impact: Debit Credit

Commission Accrual Payrall Expense

i Load Data g Adjust Posted Invoice Commission % Select All ﬁ Clear All @ Save Grid Layout a Post To Payroll
=

Exdude Sales Persons linked to AP

Selection Summary ! Close I

Drag a column header here to group by that column

Job Info

Invoice Info AR Invoice Payment Info Commission Info
Selesrep

Commission
Type
3y 51|Ma 33

1520 Postage

10877 200.00 1/5/2011 2/4/2011 200,00 200,00 0.00 828 Pad  4/12/2013 Invoice Com...  a] 4/12/2013 $0.00
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3. As with the other screens, simply check the box for the records that you wish to process. Once all
records have been selected, click the Post To Payroll button.

B Commission Entry. Company: 01 --- Plant: 0100 - User: LS

My Page Commission Calculation Manage Commissions Cr ission Advances Manage Deductions

&5 Accrue Commissions | 2# Post Ta AP | = Post To Payroll

Post Commissions To Payroll * |

_—’N Post Commissions To Payroll

Previously accrued commission records are displayed for selection and posting for payment via an external payroll system. Mote the optional setting for ind
Posting impact: Debit Credit
Commission Accrual Payroll Expense

@ Load Data g Adjust Posted Invoice Commission @ Select All @ Clear All @ Save Grid Layout Post To Payroll

4. A Batch Posting Confirmation appears and the date defaults to today’s date. This date may be changed, if
required. This is the date that the Commission Accrual will be relieved, and Payroll Expense will be impacted.

‘Batch Posting Confirmation
GL Batch Posting Confirmation

Batch/Posting Date | JEFJELEE] -
Period: |7 Year: 2013

| cancel | Post Batch

5. Click the Post Batch button and you are provided with a snapshot of the general ledger impact as well
as the batch number for future reference.

sl GL Posting Confirmation

Batch Posting Completed!

Batch #: . | Batch Date: 4jizjiom Period: ?‘ | Year: -ﬁ)l&}

Account Details Debit Credit |
01-01-01-2600 AR Commissions Accruals |
|

01-01-01-6900 AR Commissions Payrall |

~

| 01-01-01-2600 AR Commissions Accruals

|| 01-01-01-6900 AR Commissions Payroll |
|| 01-01-01-2600 AR. Commissions Accruals §109.22 |
01-01-01-6900 AR. Commissions Payrall $109.22i
01-01-01-2600 AR Commissions Accruals £37.50
: 01-01-01-6900 AR Commissions Payrall £37.50 |

01-01-01-2600 AR Commissions Accruals €612.00

01-01-01-6900 AR Commissions Payroll $612.00

| | §758.72|| §758.72|

| cose |

6. Proceed with normal payroll processing.
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Creating Commission Advances

Commission advances may be managed by creating either a positive or negative advance record. The term

advance assumes that money paid via creating an advance will be re-paid by the sales person at some point.
Advances are tracked in a special general ledger asset account.

Commission Entry. Company: 01 --- Plant: 0100 --- User: LS

My Page Commission Calculation Manage Commissions Commission Advances

# Post/Create Advances | [T Posted Advances

il

To create an advance

1. Select the Commission Advances tab and click Post/Create Advances.

Commission Entry. Company: 01 --- Plant: 0100 --- User: LS

My Page Commission Calculation Manage Commissions Commission Advances

# Post/Create Advances| ['¥ Posted Advances

2. Select the option to Create Advance.

Commission Entry. Company: 01 --- Plant: 0100 --- User LS

My Page Commission Calculation Manage Commissions Commission Advances

# Post/Create Advances | [T Posted Advances

J Edit/Post Commission Advances * |

:‘ij Post/Create Commission Advances

Edit and/or Post non accrued commission advances.
Posting impact: Debit Credit

Commission Advances Commission Accrual

@ Load Data _% Post Selected Advances % Create Advance u Close i




62 ® EF| PrintStream | Type of Guide, i.e., User Guide

—  —

3. Enter the name of the sales rep you wish to create an advance payment for into the Personnel field by
either typing it directly or selecting it from the available drop-down list.

Personnel | (Select) -
Salesrep Name ] A l

Amount  [Leah VanWynsberghe Date |5/7/2013 -
Linda Pollard
Norma Nelsen
Note | opalRichey
Roy McIntyre
Suellen Jones

Von Ballard

X

o < [
1 4

e —

4. A flat dollar amount may be entered in Advance Amt or using the drop-down arrow to open a
calculator.

Amount 500} *} Advance Date |5/7/2013 v
] [ eack |[ & |[ c |
Note
fme| (-7 |8 [mo [ [sart] =
(R 4[5 |6 [-=] -0
[ a2 |3 [ e
(M| [0 [ ] ] =] M
Cancel | oK
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5. The Advance Date defaults to the current date in the system but can be changed to whatever you need
it to be. This allows you to create advances to be posted in a future period.

Create Commission Advance
Create Commission Advance
Personnel | Von Ballard -
Amount §500.00 ~ Advance Date |4/30/2013 M
Tuesday, May 07, 2013
MNote 4 April, 2013 r L
Sun Mon Tue Wed Thu  Fri Sat
3101 2 3 4 5 & |
7 8 g o 11 12 13
14 15 16 17 18 19 20
21 22 ) 23_ 29 25 26 27
cancel 28 200 300 1 2 3 14
5 b 7 8 9 10 11
Clear

6. Type directly into the optional Note field to include comments related to the advance.

Create Commission Advance (3w
Create Commission Advance
Personnel | Von Ballard v
Amount $500.00 ~ Advance Date |4/30/2013 v
Note
Pay period 8 advance. 2
| Cancel | oK

7. Click Cancel to close the create window without creating the advance, or OK to finish the process and
create the advance.
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8. If OKis clicked, the advance appears in the grid section of the screen.

My Page Commission Calculation  Manage Commissions | Commission Advances | Manage Deductions  Reports

# Post/Create Advances | [* Posted Advances

[

Edit/post Commission Advances x|

‘ 1% PostiCreate Commission Advances

Eciit and/or Post non accrued commission advances.
Posting impact: Debit Credit

Commission Advances  Commission Accrual

i Load Data ﬂ Post Selected Advances g Create Advance ! Close I
=

Drag a column header here to group by that column

Sales Person e Commission Amount

L Notes

| E3 S|

9. At this point, the advance has not been posted to the general ledger. It can still be edited by clicking the
Edit hyperlink to the left the Sales Person name.

Commission Entry. Company: 01 --- Plant: 0100 --- User: LS

My Page Commission Calculation Manage Commissions Commission Advances Manage Deductions Reports

# Post/Create Advances | ["% Posted Advances

Edit/Post Commission Advances * |

@ Post/Create Commission Advances

Edit and/or Post non accrued commission advances. S @
Posting impact: Debit Credit
Commission Advances  Commission Acal

Edit Commission Advance Amount

3 e -
Load Data g Post Selected Advances g Cri
. —— Mew Amount - Advance Date |4/30/2013 -]

Drag a column header here to group by that column

Note I
Sales Person Pay period 8 advance. p

Von Ballard | I
-
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10. Any information entered into the Note field, when the advance was created, can be viewed by clicking
anywhere in the Al field.

My Page i c: \ Manage Commissi Commission Advances | Manage Deductions  Reports

# Post/Create Advances | [ Posted Advances

5]

EditjPost Commission Advances x|

‘ ﬂ Post/Create Commission Advances

Edit andor Post non accrued commission advances.
Posting impact: Debit Credit
Commission Advances  Commission Accrual

i Load Data al’:sls:lzdedl\duancs g Create Advance ! Close I
=

Drag a column header here to group by that column

Advance
Date

Sales Person Commission Amount Notes.

Pay period 8 advance.

ok | | cancel | .:

11. The advance can also still be deleted at this point by clicking the Delete hyperlink at the far right of the
advance line. A confirmation window opens when selecting this option. Click Yes to remove the advance.

Commission Entry. Company: 01 -~ Plant: 0100 - User: LS = e =
My Page Commission Calculation  Manage Commissions | Commission Advances | Manage Deductions  Reports

# Post/Create Advances | [ Posted Advances

5

Edit/Post Commission Advances * |

‘ ﬂ Post/Create Commission Advances

Edit andjor Post non accrued commission advances
Posting impact: Debit Credit
Commission Advances  Commission Accrual

i Load Data ﬂ Post Selected Advances g Create Advance ! Close !
e Delete C

Drag a column header here to group by that column Are you sure you want to delete advance for $500.00?

Sales Person
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Posting Commission Advances
Posting the advance does the same thing as the accrual process for regular invoice commissions.

1. Select advances to be posted by selecting the check box to the far left of the advance line and clicking
Post Selected Advances.

Commission Entry. Company: 01 —— Plant: 0100 -— User: LS fo e

My Page Commission Calculation ~ Manage Commissions | Commission Advances | Manage Deductions  Reparts

# Post/Create Advances | ¥ Posted Advances

&

Edit/Post Commission Advances % ‘

‘ _J% Post/Create Commission Advances

Edit andjor Post non accrued commission advances.
Posting impact: Debit Credit
Commission Advances  Commission Accrual

Eilmaa Data ﬂ Post Selected Advances \;’ Create Advance x Close

Drag a column header here to group by that column

Advance
Date

| Edit von Ballard REVEE] $500.00

Sales Person Commission Amount Notes

A batch posting confirmation window opens with the current system date selected. Keep in mind that
this is the date the commission advances within the batch will post to the general ledger.

2. Change the date, if needed, and click Post Batch or Cancel to prevent the batch from posting.

=

Batch Posting Confirmation e %m
GL Batch Posting Confirmation

Batch/Posting Date |4/30/2013 v
Period: 7 Year: 2013

|—‘ gpostaaw-. ......... E

3.  When you click the Post Batch button, you are provided with a snapshot of the general ledger impact
as well as the batch number for future reference.

- GL Posting Confirmation [

Batch Posting Completed!

Batch #: ' Batch Date: |4/30/2013 Period: |7 Vear: |2013

Account Details Debit Credit |
01-01-01-2600 AR Commissions Accruals §500.00 ||
|

01-01-01-1045 AR Commission Adv Payment Asset £500.00

[+
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The posted advance now shows up in either the Post To AP or the Post To Payroll areas, depending
on how the salesrep was setup.

Commission Entry. Company: 01 —- Plant: 0100 — User: LS

My Page C Calculat

=
Manage Commission C Advances  Manage Deductions  Reports

&&Accrue Commissions | #f Post To AP | =Post To Payroll

&

Past Commissions To Payroll

| j’,\ Post Commissions To Payroll

Previously accrued commission records are displayed for selection and posting for payment via an external payroll system. Note the optional setting for inclusion of sales persons defined for AP processing.
Posting impact: Debit Credit

Commission Accrual Payrol Expense

(V] Exclude Sales Persons linked to AP

@ Load Data Q‘\j Adjust Posted Invoice Commission % Select All @ Clear All @ Save Grid Layout Post To Payroll Selection Summary x Close i

Drag a column header here to group by that column

Job Info Invoice Info AR Invoice Payment Info Commission Info
Saesrep | 0. |Job Invoic | Job Invoice | Due Amoun | AR Invoice | Payment #ofPayment  |Paid | AR Invoice | Creditor Commission Accrued | Commission
Hame Desaiption | e# Invoic | Date Date tPaid Total Difference | Days Stat | Paid Date Hame Type Amt
>

$500.00

From this point, the commission is processed exactly like a regular invoice. However, once the commission is
posted, either to AP or payroll, an offsetting commission transaction is automatically created in the system. This

negative commission shows up in the Accrue Commissions section, so that it can be used to offset regular
invoice commissions as they are processed.

To recuperate the advance from the salesrep

1.

Commission Entry. Company: 01 --- Plant: 0100 --- User: LS ==
My Page Commission Calculation Manage Commissions Commission Advances Manage Deductions Reports
53 Create/Maintain Profiles @Ca\cu\ate Commission
]
Post Commissions To Payroll ” Fost To AP H Acrue/Post Commissions Description || Commission Advances
|.g-1§) Accrue/Post Invoice and Advance Commissions
Previously calculated commission records and non-posted advances are displayed for selection and posting to the general ledger.
Debit Credit
Invoice Commission Posting ——>  Commission expense Commission accrual
Advance Adjustment. ——>  Commission Accrual Commission Advances
@ Load Data Eﬁ Select All @ Clear All @ Save Grid Layout Accrue Selected Commissions Undo Selected Commissions | "= | Selection Summary “ Close i
Drag a column header here to group by that column
Commission Applied To AR Invoice Detail AR Invoice Payment Info
Job Invoiced Amount Payment AR Invoice | #0OF Paid
Commission Type | Advance Date | Salesrep Job # Job Desaription | Invaice # Amt ‘ Invoice Date | Due Date paid Difference | Total Ea i status
1 Invoice Commission Von Ballard 999999 Miscellaneous Job 11249 12,296.10 5/7/2013 6/6/2013 12,096.10 200.00 12,296.10 0

When the Accrue Selected Commissions button is clicked, one of two things occur.

"Batch Posting Confirmation |

(]

GL Batch Posting Confirmation

Batch/Posting Date

Period: 7 Year: 2013

Post Batch

a. If the net amount of commission for the salesrep is positive, a batch posting screen opens. Adjust
the date as needed and click Post Batch to proceed or Cancel to cease the posting.
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b. If the net amount of commission for a salesrep is negative, the following screen opens.

‘a5’ Confirm Negative Balance

You have selected to accrue negative commssion totals.

Please select whether you want to display the selection summary for verification, proceed with Posting or Cancel.

Proceed with Posting | | Go to Selection Summary

You may select the option to Proceed with Posting, which processes the negative commission
amount.

Generally you will click the button to Go to Selection Summary, which opens the following screen.
Ensure the Don’t Allow Negative Commission Balance check box is selected and click Save
Changes.

B o

ol Accruals Summary

: [5 save Changes = Preview Grid

—_——
Accruals Summary

|¥|Don't Allow Negative Commission Balance!

Drag a column header here to group by that column

Personnel Name

% | Von Ballard

Commission Amount

Cutstanding
Advances

Advance To Apply

Commission to be
Paid
00

This ensures that only enough of the negative commission amount will be used to bring the balance to
zero. The remaining negative commission amount will remain to be offset against future invoice

commission, in the same manner.

‘Commission Entry. Company: 01 —- Plant: 0100 - User: LS

My Page Commission Calculation | Manage Commissions ~ Commission Advances  Manage Deductions  Reports

52 Create/Maintain Profiles | [ Calculate Commission

)

Post Commissions To Payroll | PostToAP | AcuefPost Commissions Description > || Commission Advances || Commission Calauation

[ e sl

% Accrue/Post Invoice and Advance Commissions

Previously calculated commission records and non-posted advances are displayed for selection and posting to the general ledger.
Debit Credit
Invoice Commission Posting —>  Commission expense Commission accrual

Advance Adjustment ——>  Commission Accrual Commission Advances

i Load Data @ Select All @ Clear All @é Save Grid Layout Accrue Selected Commissions D Undo Selected Commissions Selection Summary x Close I
= =

Drag a column header here to group by that column
Commission Appled To AR Tnvoice Detail AR Invoice Payment Info
Advance Invoice | Job Invoice Due Amount Fayment ARInvoice | #0f Paid
Commission Type | o™ | Salesrep | Job # ‘ Job Description = o o = Diffrance ‘ =2 Payment | status | P2dDat Commission Amt.
s Invoice Commission VonBallard 999999 Miscellaneous Job 11243 12,296.10 5/7/2013  6/6/2013 12,096.10 0000  12,296.10 0 5/7/2013 475.00
Advance 5[7/2013  VonBalard 999999 Miscellaneous Job 0 0.00 0.00 0.00 0.00 0

-475.00
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4. Once the amount adjustments have been made, click the Accrue Selected Commissions button. A
batch posting screen opens. Adjust the date as needed, remembering that the batch date cannot be

before the invoice/advance date.

Commission Entry. Company: 01 --- Plant: 0100 --- User: LS

My Page Commission Calculation Manage Commissions

53 Create/Maintain Profiles ‘ @Calculate Commission

(]

Commission Advances Manage Deductions Re

A

Post Commissions To Payroll " Acrue/Post Commissions Description > " C

=

& Accrue/Post Invoice and Advance Commissions

Credit
Commission accrual

Debit

Invoice Commission Posting -———>  Commission expense

Advance Adjustment ——>  Commission Accrual Commission Advances

Previously calculated commission records and non-posted advances are displayed for selection and posting to the general ledger.

Advance

| Batch Posting Cenfirmation (5]
GL Batch Posting Confirmation
Select All | Save Grid Layout bt
o
Batch/Posting Date | /AR - -
Drag a column header here to group by that column

g crom ey Period: Year: |
Commission Applied To b

Commission Type | AVANCE | clecren Job# | Job Description I e E————

Date 4 | cancel | | PostBatch |
Invoice Commission \ion Ballard 999399 Miscellansous Job ]

fondalerd | 99sssoMscelaneous b0l ool | | o]

5. Click Post Batch to proceed or Cancel to cease the posting. Click the Post Batch button. A snapshot
of the general ledger impact is provided, as well as the batch number for future reference.

‘201 €L Porting Confirmatio @

Batch Posting Completed!
Account Details Debit Credit

¥ [01-01-01-2600 AR Commissions Accruals
01-01-01-7500 AR. Commissions Expense $475.00
01-01-01-2600 AR Commissions Accruals £475.00
01-01-01-1045 AR Commission Adv Payment Asset £475.00

| $950.00| 595000

| Close
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The two commission transactions now show up in either the Post To AP or Post To Payroll areas for
further processing.

e e e e 1 = e

My Page © Calculat Manage C c Advances  Manage Deductions  Reports

52 Create/Maintain Profiles | & Calculate Commission

)

Past Commissions T Payroll | Acrue/Post Commissions Description | Commission Advances | Commission Calculation

| ;—__}“: Post Commissions To Payroll

Previously accrued commission records are displayed for selection and posting for payment via an external payroll system. Not= the optional setting for inclusion of sales persans defined for AP processing.
Posting impact: Debit Credit
Commission Accrual Payroll Expense

Eil Load Data \\’ Adjust Posted Invoice Commission Hﬁ Select All @ Clear All @ Save Grid Layout Post To Payroll Selection Summary u Close

Excilde Sales Persons inked to AP}

Drag a column header here to group by that column

Job Info Invoice Info AR Invoice Payment Info Commission Info
Salesrep [ [ Job Invaic | Job Invoice | Due Amoun | ARInvoice | Payment #ofPayment |Paid | ARInvoice | Creditor Commission Acaued | Commission
Name Desaiption | e¥ Invoic | Date Date tPaid Tatal Difference | Days Stat | PaidDate Name Type * | Date Amt

[ VonBalard  gg9909 g"n‘i*"a”e"“s 0 000 0.00 0.00 0.00 0 Advance A 5/7/2013 ($475.00)

6. Process as you normally would for commissions in the Post To AP or Post To Payroll areas.

Creating Commission Adjustments

Commission adjustments may be created as either a positive or a negative adjustment record. They may also be
created as adjustments to a specific job/invoice combination or as miscellaneous adjustments. One scenario for
use would be to reduce a sales person’s commission because the customer was very late in paying the invoice.

1. From either the Post To AP screen or the Post To Payroll screen, right-click a record and click either
Create Commission Adjustment (job related) or Create Misc. Commission.

Commission Entry. Company: 01 - Plant: 0100 --- User: LS

My Page Commission Calculation Manage Commissions Cor

&5 Accrue Commissions | 4 Post To AP | =y Post To Payroll

Post Commissions To Payrall |

g‘ Post Commissions To Payroll

Previously accrued commission records are displayed for selection and posting for payment via ar

Posting impact: Debit Credit
Commission Accrual Payroll Expense
@ Load Data g Adjust Posted Invoice Commission @ Select All @ Cleal

Exdude Sales Persons linked to AP

Drag a column header here to group by that column

Job Info Invoice Info AR Inv

Job
Description e

Due Amoun
Date t Paid

Inwoice
Date

Salesrep
MName

W |Andrea Cox

= Andrea Cox 900000 M;scellaneous
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Enter an adjustment amount, a Batch/Posting Date and enter any notes (optional) you wish to make
regarding the reason for the adjustment.

Once complete, click the Create Adjustment button to finish the process or Cancel.

m

Original Commission
AR Invoice # 11008 - Job #
Salesrep |Andrea Cox | Job Description |Making 1
Invoice Amount Commission Amt
Adjustment
Adjustment Amt: (52.00) v| Batch/Posting Date: |5.|'1.|'2ﬂ13 -
Mote: Commission reduced because customer was issued a credit. | -
-

A posting confirmation opens if the adjustment is created.

Batch Posting Completed!

_ s et 5| e
Account Details Debit Credit

01-01-01-2600 AR Commissions Accruals
01-01-01-7500 AR Commissions Expense £2.00

il
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The commission adjustment is available in either the Post To AP or Post To Payroll screen for
continued processing.

Commission Entry. Company: 01 --- Plant: 0100 --- User: LS ==

My Page Commission Calculation Manage Commissions Commission Advances Manage Deductions Reports

&5 Accrue Commissions | 2#Post To AP | =Post To Payroll

[c]

Post Commissions To Payroll X

| f\ Post Commissions To Payroll

Previously accrued commission records are displayed for selection and posting for payment via an external payrol system. Note the optional setting for indusion of sales persans defined for AP processing.
Posting impact: Debit Credit
Commission Acarual  Payrol Expense

Gi Load Data Q\’ Adjust Posted Invoice Commission Eﬁ Select Al @ Clear Al @ Save Grid Layout Post To Payroll Selection Summary x Close g

Exdude Sales Persons linked to AP

Drag a column header here to group by that column

Job Info Invoice Info AR Invoice Payment Info Commission Info
Sdhesep | e | Job Invoic | Job | Imvoice |Due Amoun | ARInvoice |Payment | #ofPayment |Paid |ARInvoice | Creditor Commission Acqued | Commission
Name Descipton  |e#  |Imveic |Date | Date tPad | Total Difference | Days Stat |PadDate | MName Type ~ |Date Amt
[] AndreaCox 1555 Making 1 14008 327.52 5[19/2... 6182011 0.00 327.52 327.52 720 Tnveice Com... o) S/7/213 .15
[[] AndreaCox  gggg0q g’giﬁ"a”ﬁ““s 0 000 0.00 0.00 0.00 0 Advance A s ($22.30)
| | ] Andreacox 1522 Mone 0581 178,52 1302, 2f12f2011 0.00 178,52 178,52 846 Inveice Com... sf7/2013 s4.40
[] AndreaCox 1529 SprngMaier 10985 427.40 2[18/2... 3/18/2011 0.00 427.40 427.40 812 Inveice Cor sf7/2013 $9.75

Reports

Commission Entry. Company: 01 --- Plant: 0100 --- User: LS

My Page Commission Calculation Manage Commissions Commission Advances Manage Deductions Reports

¥ Commissions Report | T Commissions Grid

Commissions Report

A standard report is available as well as easy to use custom report writing tools. Open the standard report by
selecting the Commissions Report option.

G ission Entry. Company: 01 --- Plant: 0100 --- User: LS

My Page Commission Calculation Manage Commissions Commission Advances Manage Deductions Reports

¥ Commissions Report|| T Commissions Grid

]

The reports may be filtered by date options, commission statuses, salesrep, and commission types. You can also
select a specific report format to see, if you have created customized versions.
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My Page Co ission Ci i Manage Ci s Si Co lission Advances Manage D i J Reports [

[l Report | TCs 15 Grid

Commissions Report * |

’7 Commission Report - Filter Options

— S ——
T — P Reonomet: =
meose sma

|28 PSS | bt f3 i i B

] »

Commissions Report

EFI Page 1 of 4

Commissions for:  Andrea Cox

Commission Accrued Commission
Type Date Amount  Status Invoice # Job# Posted Date
Invoice 5712013 5815  Accrued 11008 1559
Commission
Advance 5712013 -$22.30 Accrued 0 999999
-
4 13

The program also allows for editing and saving of custom report formats by selecting the Edit Format, ellipses

button.
B
My Page Commission Calculation Manage Ce ission Ce ission Advances Manage Deductions J Reports l
[ Cc ns Report | T Ce ns Grid

Commissions Report > |

‘ Commission Report - Filter Options

Date Fiter By: |(5elecd) | [ Update | status: [saved, Acorued -] Commission Type: |(Select) -
N S— | [Ger | ReportFomas (sec) g

v s | o

The Report Designer window opens with a template of the standard report that can be edited as needed.
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i File Edit View Format

sl

B e R e O O O e
=] ReportHeader fone band per report]
A EESRSAGAEL AR RSN AL RRE b /) ReportHeader
A labe Commissions Report
Ok PageHeader [one band per page]
i RichText REnnRae R ey sy = Groupf
b e 5l PageFoater
[l Picture Box
& el = & = GroupHeader!
£ Table Commissions or) [SalesrepNamel 1 00T AL
/. line 3 i :
&) shape
il Bar Code ;
43 ZoCode J[Statastesc ! |+ (ARInvoicen gt | [ Report Explorer
i 8= = =
[E rivotGrid = ‘ i 1 Report =
15 Page Info 2 o= A
1S4 Page Break = & |5 PageFooter [one band per page] T
P — B Y Backrourd Calo £ Transparent. | =
& Cross-band Box i Border Color I ControfText
E Subr + Border Width ¥
P Borders Nane
|+) Font Arial, 9pt
Foreground Colo NI ControlText
Formatting Rule (Collection)
Formatting Rules (Collection)
Badding. =
4 i | »
| commissionsReportl { Paperkind:Letter } | Zoom Factor:100% |
| Designer 2] Preview 2§ HTML View | comn " 1 Fact i

A list of fields available to add to the report may be found in the right section of the screen

File Edit View Format
g b!mg—-\n I UJA-

R N R RN RS R R R R N R

Sepsatiderloe o per ol

[z AcaruedBatchNo
-[€) AccruedDate

{€] AdvanceDate
ARInvoiczAmountPaid
ARInvoiceAmt
~{€] ARInvoiceDate

[€] ARInvoiceDueDate

ARInvoiceho

€] ARInvoicePaidDate
ARInvoicePaidStatus
ARInvoiceTotl

Commissions Report ::
PageHeader [one band per page]

LCommissions fol

Z1 Commission
ype:

rEEONOBDBGE > >
g
o

Commissions Grid

This option allows you to see, and work with, all commission related data.

My Page Commission Calculation Manage Commissions Commission Advances Manage Deductions Reports

¥ Commissions Report || T Commissions Grid
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Select the option to Load Data to populate the grid.

Commission Entry. Company: 01 --- Plant: 0100 --- User: LS = [l
My Page Commission Calculation Manage Commissions Commission Advances Manage Deductions Reports
(¥ Commissions Report | JllCommissions Grid
‘ =
Commissions Grid %
Commissions Reporting Grid
: [f‘ri Losd Data, (=3 Print 83 Close
: & > ]
Customer AR Invaice Info Job Details
Customer | Customer | Customer | Invoice | Commission | Transactio | Freight Tax Invoice Invoice Invoice AR Last Invoic | Net G BT Product
# jame Start Date # ed D Amount Amaunt Total Date Status Invoice Payment | eDue Revenu | Revenue - Type
The grid data can be sorted and filtered as needed.
Commission Entry. Company: 01 --- Plant: 0100 --- User: LS ===
My Page Commission Calculation Manage C 1 Commission Ad Manage Deductions Reports

‘ (¥ Commissions Report | T Commissions Grid

o

Commissions Grid >

j==| Commissions Reporting Grid

%ﬁ Load Data ‘;\'i Print % Close

7}

Customer

AR Invoice Info

Customer

Customer

Customer Invoice.
Name

StartDate | #

b Details
Transactio

nDate

Freight

Commission
ed Amount

Tax
Amount

Invoice
Total

Invoice.
Date

Invoice
Status

AR
Invoice

Invoic
& Due

GL
Revenue

~]

Product

Type
SR Name: (Total Commission: 2727.62)

Job #

[ CSR Name: Andrea Cox (Total Commission: 6)

[® C5R Name: Kathy DiPaclo (Total Commission: 35551.33)

[ C5R Name: Linda Pollard (Total Commission: 53090.44)

Notes related to Multi-Company or Multi-Plant

For a multi plant shared job, the job number appears for commission calculation in the Plant the job is billed from

For a multi company job, the job number appears in the company where the external invoice is created.

Working with .Net Tools

The Commission Entry Program was created using .net programming tools. There are many sorting and filtering

options available within this program so this section briefly covers how to work with the grids used throughout the
Commissions program.

Sort and Group

There are many formatting/selection tools available within the program to allow for ease of use by sorting data in

many possible ways. An example would be to group by sales rep. Simply click and drag the column header of
the field you wish to group the data by to the upper left area of the screen.

The following screen shot represents how grouping by Sales Rep allows for working with one rep at a time when
performing calculations. Another possible grouping would be by Customer.
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[TMZ Dard SETECOI TO0T COMMISSION CATCUTATON

Invoice Salesrep Name

[ [customer AR Invaice Info Commission
Invoice

S
Salesr

Last
Payment

AR
Invoice

Invoice
Salesrep

Invoice
Status

Invoice
Date

Tax
Amount

Transacti | Postage | Freight
onDate | Adjustme | Amount

0 10/13/2008 Final 10/28/2008

The Perfe... 2/27/2002 1268 Clarence ... 10/13/2008
0 0 0 10/13/2008 Final 0 10/28/2008 0

[ 100 The Perfe... 2/27/2002 1268 Clarence ... 10/13/2008 0
Salesrep ...

|| ® muoice salesrep name: House Account
|| ® muoice salesrep name: mark knophier

You may also group by more than one column. An example would be to group by Sales Rep, and then group by
Customer within the Sales Rep Grouping as shown below. This is accomplished by simply clicking and dragging

the column header to the section above the grid.

B

Invoice Salesrep Name ‘ - \

L & ;—‘ Customer Acct

il ~

Filter

Many other formatting options are available from a right-click on any column heading. The Grouping options are
available from the right-click in addition to the drag and drop method mentioned above. Also, please note the
column chooser option. When working within these individual grids you may customize the fields to work with by
using the column chooser. Columns may be removed by dragging them off of the column heading. If you choose
to bring back a column you previously removed, you can do so by selecting the column chooser, clicking the
column you are interested in, and dragging it back on to the grid.

T T SR IR T

LiData Selection for Commission

wra— AR o e e
. e Sorl Aecending h
TR L Son Dewoerieg

A Group By Tha Colen

51 G B Bl
Colmmn e

7 el FE

Faw fmo s

Bands

Bands are used throughout the grid layout for use in grouping like data elements. In the screen shot below, note
the word Customer and the columns contained under the Customer heading. Customer, in this case is a band or
group of data. As you begin the process of eliminating data elements that are not important for your individual
commission calculation, you can drop them from the grid or grids by clicking the band and dropping the band
from the grid. This is a time saving step so that all 3 columns don’t have to be removed in the Customer

example.
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.
Customer AR Invoice Info
Custo | Customer | Customer Invoice £ Invoice | Transacti | Postage Freight Tax Invoi
mer Name Start Salesr on Date Adjustme | Amount Amount Tota

B Invoice Salesrep Name: Clarence Clemmons

Customer Acct: 100 x|
Salesrep ... | Columns || Bands |

| = Invoice Salesrep Name: House Account | Job Details |

Customer Acct: 100 | Actual Job Cost |

Salesrep ... |: Estimate Sell Price :|

| [= Invoice Salesrep Name: Mark Knophler |: Estimated Cost :|

Customer Acct: mailers | Salesreps to be Paid |

Reset the Grid

In each of the grids within the Commission Entry program there are options to save the Column Layout. This
allows you to define exactly what you do want to see in each grid and save it for future use. You may also save
the layout with whatever filters have been applied.

Savr Coleren Lyt
S | pTadl T P

B Gl

s

Note  You may reset the Grid at any point in time to include all the fields originally provided by the program.

Selecting Transactions

There are Select All and Clear All options within each applicable grid to speed selection of transactions.

T T




