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Introduction
Technical Support

Welcome to the instructional manual for the Sales Person Commission module of Eagle Business
Management System (EBMS). Eagle Solutions is pleased to provide you with instructions and
tips regarding the Windows version of EBMS. In the sections following, explanations and
examples of the available features in the Sales Person Commission module of Eagle Business
Management System will be explained for optimal use of the System. If you need to reach our
staff for further help, contact us using the information below:

Eagle Software

5351 Lincoln Highway, Suite 9
Gap, PA 17527
(717) 442-3247 x2
(717)-442-1096 fax

www.EaqgleBusinessSoftware.com

Email: Support@EagleBusinessSoftware.com

Manual Revision 7.1.213.119 December 2006



Sales Person Commission
Overview

The Salesperson Commission Management module within EBMS is a powerful tool to manage
salespersons within an organization. The system manages commissions based on an income
group identified by a general ledger account or range of accounts. Commission rates may vary
by salesperson and/or income group. The module gives the user the ability to calculate
commissions on the gross or net sales. Commission payments may be generated at the time of
the sale or after the invoices are paid in full. Grouping sales orders, Invoices, quotes, or
customers by salesperson is a convenient managing tool for a sales force.

Salesperson entries appear in the following forms when the salesperson commission module is
present:

o« Terms tab of a customer

« Header of the sales invoice — This entry field appears even when the Salesperson
module is not present but the entry can not be validated.

« General Info tab of the proposal or quote

Commission reports can be generated from EBMS without the Salesperson module but rate
percentages and commission amounts are not calculated by the system.

The Salesperson Commission module creates general ledger transactions at the time the sales
invoice is processed. Review the Processing a Sales Invoice with Commissions section for
general ledger transaction details.



Getting Started

Adding New Salespersons

The list of salespersons is accessed by selecting Sales > Options from the EBMS menu.

on the Salesperson tab as shown below:

Click

X

i (ptions
Mezsages Cuztomer Folders Wiebgite Yweb Confirmation E-mail
General Invoices and 5.0.5 Devices Propozal Reports | Sales Perzon
M ame City Contact Mew...
ALK, Schenectady [939] 1231234 -
Properties. ..
John  |Lancaster (12311231234
S.am Smith Dove City (702 111-1234
< #
Ok, l [ Canicel

Click the New button to open the new salesperson dialog as shown below:



Sales Person Commission

Il New Sales Person

X

Mame: | Beth Mewton

City: | Chicago

|
Address: |123 Main Street |
|
|

State: IL | Zj [60B01 |

Contact [nformation

F'hu:une|[123]123-1234 E]| MNate:
Fax |[ 1 - E]|
E -kl |Beth@anysite.u:u:|m E]|

Contact | E]|
web| D}

< Back I Einizh ] [ Cancel

Enter the name and contact information for the salesperson.

Note: The Name entry becomes the salesperson’s identifier rather than a separate ID. This fact
must be considered if the Default salesperson to user name option is enabled in the Sales >
Options > Invoices and S.0.s tab as shown below:



Getting Started

i (ptions
Meszages 1 Custamer Falders | ‘w'ebsite ‘Web Confirmation E-mai
Generl | InfoicesandS.0s | Deviees | Propossl | Reports | SalesPerson

|lzer Preferences

[ Default zales person to user name ] Erompt before creating a backarder

Eﬁ-\sk ko v combine lines when duplicate items are entered  Default Department; |

Global System Settingz

Create back orders autarmatically when processing a zales order

[] Create back orders with an-extension ta the 5.0, number [ 2ew1]
[ Include cash receipts in the deposit windaw

Drefault irvvoice lines to taxable

Show a message upon custamer entry for customer overdue invoices
[] Do not copy freight charge to back orders.

E g Default the guantity shipped to equal quantity ordered
Allow editing ofﬁended totals Show Make Change dialog when processing cash invoices
“darm when inveWikony iz low, [] 5elect senal number while the item is entered

[+ Detault invoice ship date to entry date. [] Do not skip to nest line after entering inventary item. |
Copy the invoice memo to back-orders Show exizting zales orders upon entry of the customer

Mest imvvaice number: ?13?3 Calculate finance charges from the | Invoice Date v|

[ ok

][ Cancel ]

The Default sales person to user name option should only be enabled if the salesperson also
has a login account within the EBMS software. If this option is enabled, the sales person’s
Name should appear on the sales person dialog in the same syntax as the user's EBMS login
name. Review the Processing a Sales Invoice with Commissions section for more details on
how this option is used.  Review the Getting Started > Security > Creating Users and Assigning
Rights within the main EBMS manual for more details on creating user accounts.

Click the Finish button to save the salesperson record. Click on the Properties button to view or

change the salesperson’s information as shown below:



Sales Person Commission

I Sales Person

General | Invoices || Commizsions || F'n:upu:usals|

Address: |'|23 kM ain Street

City: | Chicago

State: |IL | Zip: |5m3m |

Contact Information

Contact | E]|
weh | D

Phone |[123) 1231234 0] Nate:
Fa:-:|[ ] - E]|
E-tail |Beth@anysite.u:u::m E]|

ok,

l [ Cancel

Continue with the following section to create commission rates.




Getting Started

Commission Rates

The commission rates are created for each salesperson by opening the sales person record.
Complete the following steps to create commission rates:

1) Open the sales person’s record:
a) Select Sales > Options from the EBMS menu.
b) Click on the Salesperson tab, select a salesperson, and click the Properties button.

c) Click on the Commissions tab to open the following list:

M Sales Person fgl

Mame: | Beth Mewton |

General Imﬂ:uiu:esl Commissions |F'ru:u|:u:usals

Commizszion G/L Account; | 23200-000 - Accrued Salezperson Commigsions

Commisgzion Categories:

Id Dezcription Fercent Comm Mew
I .

=

:

x|
£ 3 Transactions
] H Cancel ]

2) Select a Commission G/L Account from the available general ledger accounts. Continue
with step 3 unless a commission account must be created. Complete the following steps to
create a Commissions G/L Account if no commission accounts are listed.

a) Open the general ledger chart of accounts and click on Edit > New to launch the new
account wizard. Review the General ledger > Chart of Accounts > Adding General
Ledger Accounts for more details on creating general ledger accounts.



Sales Person Commission

Al Search For Account:

(33 Use Falder |21 000000

= [ Seneral Ledger
@ [ Assets
=[] Liabilitiss
= et Lickilitiss
i 5 {1 Long-Term Liabilities
[:I Cners Equity
D Operating Revenue
E[:l Cost of Sales
- D Operating Expenses
- [ Mon-operating Items

| Select Type

= [ General Ledger
-] Assets
=[] Liahilities
(B Currert Lichilities
. [ Long-Term Liabilities
1 [:l Ovaners Equity
1 [:l Operating Revenue
-] Cost of Sales
£ [:l Operating Expenses
-] Non-operating Ttems

Add Folder I
Delete Folder

Froperties

Edit Defaults I

1

IReady

[ Copy existing: |DDDDD-UUU

Back

l hest > J[ Cancel J

b) Create a current liability account as shown below:

_| Account Mumber

Allowable Range
20000 | to 29933 |

Mew Account:

Dezcnption: -'-"-.l::l::rI.JEd 5 alesperson Commizsions

[ < Back ]ue:-:w ][ Cancel ]

c) Continue with the Department Code and Profit Center pages of the wizard. The
Department Code will normally be set to zero unless departments or profit centers
divide the accumulated commissions.

d) Continue with the new account wizard to the Select a Classification page as shown

below:



3)

_| Select a classification

Choose the classification for this account,

] Show &l Classifications

X

Dezcrption
Other Payables
Payroll Payable
Payroll T aw/D eduction
Sales Tax
erzon Cormnm
endor Retanage

£ |

Cash Flow #

Operating
O perating
Operating
O perating
D perating

Operating

| W
|

¢ Back ] [

Finish | |

Canicel

e) Select the classification labeled — Salesperson Commission.
be selected so the account is available within the Commission tab of the salesperson.
Click the Finish button to complete the new liability account.

Getting Started

This classification must

Return to the salesperson record and click the New button located on the Commission tab.

B Commission Properties

Id: |RETAIL

B=1E

Diezcription; | Retail Sales

Sales Account Bange: | 51000-010

[ to 51000020

O

Expense Account:  |63000

Usze zales account department for expense account.

Commizzion Bazed On: | Grosz

v

Percent Cammizzian

# Cormmigzion Effective D ate ™
N 1.5 0740141993 Thu
N 2007402000 Sat
N 3
* b
Ok, ] [ Cancel |




Sales Person Commission

9)

Enter an Id and Description for the group of commissions.

Enter the Sales Account Range. All commissions within EBMS are calculated based on
the sales general ledger account used within the sales invoice. If the sales account falls
within the Sales Account Range the commission is calculated for the sales person.
Separate general ledger codes must be created for each group of sales that are sold based
on different commission rates.

The Expense Account is used to record the commission expense at the time of the sale.
Enable the Use sales account department for expense account option if the department
code of the expense account is copied from the sales general ledger department.  Disable
the option to enter the 9-digit expense account. Review the Processing a Sales Invoice
with Commissions section for details on the commission G/L transactions that are created
when an invoice is processed.

The Commission can be Based On either the Gross amount of the sale or the Profit of
the sale. Select the Gross option if the salesperson’s commission is based on the gross
amount of the sale, or select Profit to use the gross profit amount of the sale.

Enter the commission rate within the Percent Commission table. If a commission rate
changes, add a new rate to the bottom of the list along with the Effective Date.

Click the OK button to save. Repeat steps 3 through 9 for each commission rate.

Repeat steps 1 through 9 for each salesperson.

10



Getting Started

Viewing a Salesperson's Invoices or
Proposals

The Salesperson module is a powerful tool to organize, manage, and report sales based on
individual salespersons. Quotes, sales orders, and invoices are grouped by salesperson within
convenient tabs similar to the sales tabs within customer records. Open a salesperson record by
clicking on Sales > Options > Salesperson tab > Properties button.

Proposal

Click on the Proposal tab to view the proposals associated by selected salesperson.

I Sales Person

x]

MName: |Beth Mewton

General | Invoices | Commissions | Proposals

Status: w
Date [luote Cuztomer Mext Contact Dezcrption

06/20/2000 Tue (173 BILvaR Additional Tools

06152000 Thy (180 AMERET 0E/23/2000 Fn Pairt Project

061552000 Thy 167 ROBMAR 06/ 26/2000 Mon Produce Shipment
061542000 Thy (153 ARDLAM 0E/28/2000 Wed Tool Set
||EIE;"I 5/2000 Thu  WwWHODIS WHODIS 07052000 wWed Standard Price List
061542000 Thy 151 DUKKEM 074102000 Mon Remadel Project

06/1542000 Thuy  REMDL DOEJOH 031642000 wWed Remodel Project

£ >

[ Ok, ] [ Cancel

The salesperson’s proposals can be sorted by proposal Date, Quote number, Customer id, or
Next Contact. Click on any column to change the sort order. The status setting can be
changed to filter proposals based on Status as shown below:

11



Sales Person Commission

I Sales Person

M ame: |Beth Mewtan |

General | [nvoices Eummissinnsl PTDF'C'3~3|S|

Status; | Open W

All

2 . Wstomner Mext Contact D escription

coepte .

Not Accepted F.EM 071042000 MoRemodel Project
06/15/2000152 ARDLAM 0E/28/2000 WeT ool Set
06152000160 AMERET 0B/23/2000 Fri Paint Project
0615/ 2000167 ROEBMAR 0E/26/2000 Mo Produce Shipment
06/20/2000173 BILWAR Bdditional Toolz

0E15/2000REMDL DOEJOH 08/16/2000 ' eRemodel Project
0B 5/ 2000 HODIS WHODIS 070542000 WeStandard Price List

ak. l [ Cancel

Select the All setting to view all proposals for the selected salesperson or Open to view the
proposals that are open or active. The closed proposals can be viewed by Accepted or Not
Accepted settings. Review the Processing Proposals > Proposal Status Settings section within
the proposal documentation for details on changing status settings within a proposal.

Double click on the proposal line to open the document and make changes. The salesperson

setting is located within the General Info tab of the proposal. The Next Contact date is located
within the Contact Info tab.

Invoice

Click on the Invoice tab to view the invoices associated to the selected salesperson.

12



Getting Started

M Sales Person f5_(|

Mame: | Beth Mewton |

General | Invoices |Enmmissinns Propogals

Status: |_ A | [ Irrvaice. . ]

[nvoice... Cuztomer (D M ame Invoice Status f
N6/20/2000 Tue DOEJOH John Doe 1364 [Outstanding
N6/20/2000 Tue BILWVAR Bill's W ariety Store 1372 Salez Order
N6/20/2000 Tue DOEJOH John Doe 1376 [Sales Order
N6/20/2000 Tue DOEJOH John Doe 1377 Salez Order
< | >

2k, ] [ Cancel

Change the Status setting to view only specific invoices. The salesperson can monitor invoices
that are not processed by changing the Status to Sales Orders.

Review the Paying Commissions section for more details on reporting options. A salesperson’s
proposals or invoices can be printed using the reports includes in the system. Go to File >
Reports and click on the Sales > Salesperson folders for the salesperson report options.

13






Processing Commissions

Processing a Sales Invoice with
Commissions

The salesperson setting is found on the header of the sales invoice. Open a sales order or create
a new invoice as shown below:

= Seles Invaice Estry - Bills Yariety Sione

Fle [ Fyooss J| e
-
Curiorsar iD:|A s 152 JhpTee |ALMER G Ciaty: |D57TV2000 T g Mg
B Ta | G T Fagneer: Enlyy
: Ofsh  @lbege (00D de BV H
e Csh oo Check 1
123 sn B
(T T
Jiarm]
T mnton HJ || EI
Hal X g [l
S PR _ PO _H 5 b [ —
I Eathtdweicn |5 VI Tus  [B| Shipds  Cistowe P v | Pios Leved |Reisd = Jobld [3]  isshous |CEHER =
Mdeed Elupesd Iraeanby W g Do Prioe digaid T, BALA Lol
3 1.00 1.00 HHAH ader Llwa H sraran 450 B9 SIEEHAD a0
1.00 1.00 HEEPU Hundls Marm Flan 3599 999 o SI00HAD BED
i
TaaTabl: Tae Fusght Dot France Ch LCentx $11.E0 2.0 Tolat $19ED  Subtolad £1d49
LETRENES 2 00 Pt $1.00 1960
F& Bn Pest W g 1% EBdmex E19ED )
Lnpracsmed

IMI Zalnn - Huddrasdn b Arcanicdmn

The Salesperson entry can be defaulted using two different methods.

a. Default the EBMS login user as the salesperson.  This method requires the Default
Sales Person to user name option to be enabled. This option is found by click on
Sales > Options > Invoices and S.0.s tab as shown below:

15



Sales Person Commission

i (ptions

Meszages 1 Custamer Falders | ‘w'ebsite “Web Canfirmation E -mail
Gererdl | InfoicesandS.0.s | Deviees | Proposal | Reports | SalesPerson.

=

|lzer Preferences

E g Default the guantity shipped to equal quantity ordered
Allow editing of gxtended totals Show Make Change dialog when processing cash invoices
' arm when inv*lm_l,l iz o, [] 5elect senal number while the item is entered

[ Default zales person to user name ] Erompt before creating a backarder
[+ Detault invoice ship date to entry date. [] Do not skip to nest line after entering inventary item.
Copy the invoice memo to back-orders Show exizting zales orders upon entry of the customer
i.;'-\sk ko _v.; combine lines when duplicate items are entered  Default Department; I

Global System Settingz

Create back orders autarmatically when processing a zales order

[] Create back orders with an-extension ta the 5.0, number [ 2ew1]
[ Include cash receipts in the deposit windaw

Drefault irvvoice lines to taxable

Show a message upon custamer entry for customer overdue invoices
[] Do not copy freight charge to back orders.

Mest imvvaice number: ?13?3 Calculate finance charges from the | Invoice Date v

[ (]S ][ Cancel ]

The Default sales person to user name option should only be enabled if the
salesperson also has a login account within the EBMS software. If this option is
enabled, the sales person’s Name should appear on the sales person dialog in the same
syntax as the user's EBMS login name. Review the Getting Started > Security >
Creating Users and Assigning Rights within the main EBMS manual for more details on
creating user accounts.

b. The 2" method will be used if the Default sales person to user name option is
disabled and the Salesperson entry within the customer record is populated. A
default salesperson can be assigned to a customer by entering the Salesperson entry
into the Terms tab of a customer. Go to Sales > Customers and click on the Terms
tab to view or change the Salesperson entry as shown below:

16



Processing Commissions

' CustomersiRetaillJohn Doe

ML Customer |DUEJUH | Falder: |Hetail (]| 3

| General | Tems |f—‘~dvanced | Ditections | Ireecices | Proposals | Serialized Ites | Tasks | Jobs | Specialf 4 *

FPavment Temz

Dizcount: ![N ohe] [E|
Diue: iNet'IE days E]|
Grace Period: i3|:I dayz after invoice date E]‘
Marnthly Finance Charge Rate:  |1.50 % Minimum Finance Charge; @
Delinguency Reazon: | v_|

Salez Tax Exemption

[] Exempt TaslD Espiration Diale

Shipping Information

Ship To ld: |EDE.JDH Default Shipping Method: | Custormer F'igkup L

Freight Charge: |FIEE E!

Credit Limit; |$5,UUU.UU j‘ Salesperson: |Belh Newtan |

N

[ DK 4[ Cancel l[ Mew l[ Delete ” Erirt = J

A sales person can be manually entered or selected by using the salesperson lookup list as
shown below:

= Sales hvesice Enley - Bill's Variety Slone

-
it I _Bl."-““ oo 5o Frd Howne:
BiTe | ShpTo it Hurdan)
ElF ety Evs
123 M 5 el Hpray = iy 1 City Fa 1}
T 1150 |[Exhbeson 121 Man Shaat Crecaga EOEIN [LEEFEE]
. F— Echanactary 12545 [5d) 1331
W= Lot ] [ Larcactm 17 [z
Dl [ FO.H Al |5 Srmth 123 [ covm L D oo il 1456 FiE i
Huth Hardan D e GEHER ~
Didessd 3 hippsd Iy Gl
¥ 1.0 1. 00 HHAA S0
1.0 1.00 HEEPU GED
=
] ¥
N P . II.I ms"'“r!-l Lancal ||'|:|'me | £14.48
1P LA | P b 33 Halancs 1980 1960
sl Sslan - Hardvara B feramiceian Lnpracssisd

17



Sales Person Commission

The commission is calculated for the salesperson at the time the invoice is processed. The
following commission transactions are created if the sales general ledger account is within the
range of any commission records.

General Ledger Account of Finished Good items Debit /
Credit

The commission expense account for each detail line with commissions Debit
This expense account is entered within the commission rate record.
The commission liability account entered in the salesperson record. Credit

This liability account is entered within the Commissions tab of the salesperson
record.

Review the Commission Rates section for more details on entering the liability and
expense general ledger accounts.

The liability account should always be used when paying commissions that were calculated when
the sales invoice was processed. Review the

18



Processing Commissions

Paying Commissions

Commissions can be paid to the salesperson immediately or paid at the time the customer pays
the invoice in full. Commissions are processed when the employee or other salesperson is paid.
Complete the follow steps to process the commissions and pay the salesperson.

1) Go to Sales > Options and click on the Salesperson tab. The commission must be
processed for each salesperson individually.

2) Highlight the salesperson and click the Properties button to open the salesperson record.
Click on the Commissions tab as shown below:

Messages I Cugtomisr Folders I Website | “/'eb Confirmation E-mail

General || Invoices and 5.0 H Devices |  Proposal || Reports | Sales Persan

Mame = City Contact Mew...

Beth Mewtaon Chicago [123) 1231234 :
Propeties...
= [999] 1231234

Schenectady

I Sales Person :

| General | Invoices | Commissions | Froposals|

Commisgion G/L Account: | 23200-000 - Accrued S alesperzon Commizsions

Commission Categories:

Id = Description Percent Commission Mew
RETAIL Retail Sales 25
Properties
e

Service |ncome 0.4

SALE holesale Sales 20

= Cancel
Tranzactions

3) Click on the Transactions button to view the commission list. The system will prompt the
user to post transactions if there are transactions that are not posted within the sales file.
General ledger transactions must be posted before they are displayed on the transaction list
displayed below:

19



Sales Person Commission

I Commission Transactions
Payment Date |06/20/2000 Tue (|
g Date Drescription Cornmiggion ... Gross Percent ... Custonner Imvoice -

| o/ DB/20/2000 Tue  |Gallon of Valspar Flat Pairt 225 50.000000 2.0 DOEJOH 1364

| o7 0B/20/2000 Tue  |Large Claw Hammer ' 0| 14.980000 | 03D0EIOH | 1364 |

b w7 |06/20/2000 Tue |Heavy Duty Box 1.75 B7.740000 0.4 AMERET 1312

W 0B/20/2000 Tue  [6" Philli's 5 crewdriver ' 011 5650000 | AMERET | 1312 |

| o/ 0BA20/2000 Tue  Nesdls Mose Pliers ' 010 4.810000 | AMERET | 1312 |
| DB20/2000Tue 3 Level ' 015 | 7 640000 | AMERET | 1312 |
| o/ |DB/20/2000 Tue  Medium Claw Harmer | 009 4.390000 | lMERET | 1312 |
| o r20/2000 Tue  Adjustable Wiench ' GRE 8750000 | AMERET | 1312 |
| o/ |DB/20/2000Tue  ToolBow Lid | 0E | 30.580000 | 01 AMERET | 1312 |
| o7 0B/20/2000Tue  Heavy Duty Box ' 287 | 143630000 | 0.6 AMERET | 1312 |
| DE/20/2000 Tue  |Main Tool Box Trap ' 128 | £3.950000 | 03 AMERET | 1712 |
| 0B/20/2000Tue  Main Tool Box Tray ' 129] £4,450000 | 03 AMERET | 1312
| . DE20/2000Tue ToolBoxlid ' 0g2 | 30.520000 | 01 BMERET | 1312 |
| v 0Bs20/2000 Tue (3 Level ' 0.25 | 12.510000 | 0.1 AMERET | 1312 |
| o/ DB/20/2000 Tue  Adiustable Wrench | 05 | 28.950000 | 01 AMERET | 1312 |
| o RSN Tue  Hands Al Cemoressar | AR A75 nONNnn | 24 DOFINH | AN | v

< | 3
[ Selectall | [M MJ Total Selected: | Tatal Unselected: 35-5?5
[ Procezs ] [ LCloze ] [ Source

4) Set the commission Payment Date on the top of the transaction dialog. Only commission
transactions from invoices dated on or before the Payment Date will be displayed on the
list.

5) Commission transactions should be selected and processed before the salesperson is paid.
Select the transactions by clicking on the first column labeled Select. Commissions should
be paid to the salesperson a) immediately after the sale or b) after the customer pays the
invoice in full.

a) Click on the Select All button to select all the transactions. This option will process the
salesperson’s commission after the invoice is processed.

b) Click on the Select Paid button to only select the commissions that were generated
from sales invoices that are fully paid. Note that the Select Paid button will not select
the commissions from partially paid invoices.

Voided Invoices and invoices that are unprocessed with show as a negative transaction.
This feature will adjust the salesperson’s commission pay if the invoice is processed,
commission is processed, and the invoice is un-processed and deleted.

6) Commissions can be adjusted using either of the following 2 methods:

a) Individual transactions can be adjusted by right clicking on the transaction and selected
Adjust Commissions from the context menu.

20



Processing Commissions

Adjust Commission Amount

[ ]9 H Cancel ]

Enter the adjusted commission amount and click OK.

b) A group of transaction can be changed by clicking on the Adjust Commissions button
on the bottom of the list. The following adjustment dialog will appear:

Adjust Commissions [‘5—(|

Start Date: |D5/12/2000 Mor (5

End Date: | 06/20/2000 Tue [

Commission |d: |HEm|L E]|
FPercent Commizzion:
| OF. |[ Cancel ]

Enter the range of dates (Start Date and End Date) for the transactions that need to be
adjusted.  Select the Commission Id of the transactions. Enter the new Percent
Commission and click the OK button to complete the changes.

7) Click the Process button to process commissions when all the commissions are validated.

B Process Payment [5_(|

Thiz process will mark, all the selected commiszions paid. Paid commizsions
will no longer show up in the commizsion transactions window.

ME:-:D |[ Cancel

8) Click the Next button to continue to the next wizard page.

21



Sales Person Commission

M Process Payment

Pleaze enter the date for the processing of thiz payment.

x]

< Back ] [

Einizh

l [ Cancel

9) Enter the commission payment Date and click the Finish button.

grouped using this payment date.

processed as shown below.

All the transactions are
This date is required when commission reports are

10) Complete the following steps to generate a transaction report to give to the salesperson or

management:

a) Go to File > Reports and open the Reports > Sales > Salesperson group as shown

below:

B Reports

= [ Reports
#1221 Depreciation
#-[.7 Expenses
#-[] General Ledger
23 Inventory
#-12 Job Costing
i [__'l Management
23 Miscellaneous
#-[23 Pavrol
<23 Rental
= [ Sales
L[] Customers
# 23 Forms
i3 GJL Transactions
[ InvaicesfSales Orders
L[] Labels
[ Proposals

i Sales Person
L[] Sales Tax
-2 Swstem Folders

3 [F3 Tacks

W

Report Mame

ior Dietail far S alezperzon

Igfvoice Profit by 5 alesperzon
nvoices with Commizzionz Pending
S alezperson Paid [nyvoice Summarny

S alezperson Sumrmary by Cuztamer

ommizsion Surmmary for Salesperson

Cormmizsion Tranzactions by Custorner

Frint...
LCloze
Add Repaort
Save az File
Froperties
Femove Feport

Add Folder

b

The reports that are marked with a red check mark require the commission payment date

entered during the process.

b) Select a report such as the Commission Detail for Salesperson.

22




Processing Commissions

Print - COMMISSION DETAIL FOR SALESPERSON

Chooze Printer

Cancel

Commizzion Date: | 05/20/2000 Tue @]

() Defaul Printer  HP Laserlet 1100 on LPT1: [ Pt |
O Specific Frinter | HP Laserlet 1100 an LPTT: ) | Print Freview |
HP Lasenlet 1100 on LPT1:. ¥ =

Fepart Options [ ]

Set Quem

Period Ending: [06/18/2000 Sun (5|
_ /| [ Use Query

Orientation:

E]-' Te | E] i-_l.:'l:urtrait v

[ ] Suppress Commizssion and Fates

Frint Invoice Totalz Only |j}| |j}|

Mew Page far Each Salezperzon
Collate

Copiez. 1

[ Save az Default ]

[ Restore Defaulkz ]

[ Export... ]

The Commission Date is the date entered during the transaction process. The Period
Ending date is for reporting purposes only.

P - : 3 Tune 20, 2000
Invoice Commission Detail by Sales Person I i

g |
Qual!;y Quallty Hardwrare (TeSIZ Data) Page: 1

Commission Date: 062002000

Hardwa re Feriod Ending : 06/1/2000
Sales Person: Beth Newton
Curiomer ID  Daie Imoice Dercrip ion Cross Commision Rate{%}
AMERET /2002000 1312 BLrierican Retailers 49400 0EE 200
DOEJIOH 612002000 1330 JohnDoe 27500 2188 250
DOEIOH 612002000 1336 JohnDoe 4091 102 240
ELMEEI 612002000 1348 Keith Elmer 675 017 252
DOEJOH 412002000 13464 JohnDoe 10405 242 250
Sales Person Totals: 152161 3557 2.34
"""" Commission Paymeents T
Commission T ype Gross Commiszion % Commission & nwouni
RETAIL 1,027 61 25 2569
WSALE 49400 20 028
Totak 1,521.61 35.57

Repeat the steps within this section for each salesperson. The reporting steps may be done after
the commission transactions are processed for all salespersons.
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Salesperson .......cccccoveeeiiiiciiiee e
Classification

Commission Date
Commission Detail

Salesperson
Commission G/L Account

Commission Id

Commission Rates
Commissions

Contact INfo ......coovvveeeiiiie e,
Commissions G/L Account.......................

EBMS login
Default Sales Person

FEQUINES --eeeeeieeeeeeeaeiiieee e e e e e e eeeeeeee e 15
Department Code.......cccccoeviiiiiiiieieeiie 7
Description ......oooe i 7
E
E7
Eagle Business Management System........ 1
Eagle Software.........cccccceeevvviiiiiieeieeeee, 1
Eagle Solutions.........ccccceeeveiciiiieeee e, 1
EBMS ..., 1,2,3,7,15
EBMS 10gin ..ccvveeeiiiieee e 3,15

Default........ccooeeiii, 15
EBMS Menu.......ccoeeeeeiiieiieeeeeeeeeen, 3,7
Edit..eeeeeeee e 7
Effective Date.......ccccoeeeiiiiiiiiiiiiiicccce, 7
EMail ... 1
ENable........oooviiiiii e 7

USE it 7
End Date.....ccoooviiiiiiiiiii 18
ENtering....ccccoooeooe s 7,15

O-Aigit. . eeeeeeieei e 7

Id7

Sales Account Range..........ccccovuveeeinnnen. 7

Salesperson ......oooieiiieee e 15
Expense Account........ccccoooiiiiiiiiiiiiinini 7
F
Finish button ..........cccocciiiie, 3,7,18
Finished Good.........ccccooviviiiiiiieiiee e 15

General Ledger Account ............cccccce.... 15
G
GIL e 7
General INfo .....cvvvviiii 2,11
General Ledger Account..........cccocveeeeeenn. 15

Finished Good.........cccccovviieiiiiiiineien, 15
GrOSS weiieiiiiiee ettt 7

SeleCt ..ooiiiiie 7
I
Id7

ENnter....ooo 7
ID3
INVOICES ..cooviiiiiiiiiiieece e 3,11,15
L
LOGIN e 3,15
M

Manual Revision 7.1.213.119 November
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Sales Person Commission

N
NamME ..o 3,15
NEeW. ..o 7
New button..........coooovieiieeieeee 3,7
New Salespersons.........ccccceeeviiiiiiieneeeeens 3
Adding ..o 3
Next button ... 18
Next Contact........cccooceeeeiiiiieei e 11
Not Accepted ... 11
o
OK button.....ccoeeeieeeeee e, 7,18
L0 o= o IR 11,18
Reports....oo i 18
Options ....oooeeviciieieeeee s 3,7,11,15,18
OVEIVIEW ... 2
P
Paying ....coocveiiiiiiieieie e 18
CommMISSIONS.......ccovvvveeiieiiiieeeeeeeeeeeeeeee, 18
Payment Date.........ccccceeiiiiiiiiiiieee 18
Percent Commission ..........ccccccveeeeenen. 7,18
Period ENding ......ccooviiiiiiiiiiiiiieee 18
Process button...........cceeeeeveiiiiiiiiiine 18
Processing......ccccceeeeeeiii 15
Sales INVoICe.......ceeeeviiiieieiee e 15
Profit ...ooeeieeeeee e 7
Profit Center..........cooviiiiiiie e 7
Properties button ........................ 3,7,11,18
Proposals.......cccooveiiiiice e 11
R
Regarding ... 1
WiINAOWS....cooooiiiiiiiiiiiieeeeee e 1
Reports .....oooevieiiiii 11,18
OPEN et 18
Requires ... 15
Default Sales Person ............................ 15
S
S 0.8 3,15
Sales....cccvvviiiiei 3,11,15,18
SeleCting ....uveee e 3
Sales Account Range.........cccccceeeeveiivnneen.n. 7
ENter. ..o 7
Sales INVOICE ......oovvveviieeiiiiiiiiieeeeeeeeeeeeeee 15
Processing .......cccceveviieeiiniiie e 15
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Sales Orders .......cooovcviieeeee e 11
Sales Person Commission.............cccceeeen.n. 1
Salesperson..........ccceccuu. 2,3,7,11,15,18
ChanNge.....ccuuiiiiiiii 15
Commission Detail ................................ 18
ENENING .o 15
Salesperson Commission...................... 2,7
Salesperson Commission Management..... 2
Salesperson s Invoices..........ccccceeeeeeennn. 11
VIEWING ...eveiiiiiiiiiiiiiiiiiii e 1
Select All button..........ceeeeveiiiiiiiiiiieeeee, 18
Select Paid button..........ccc.ccoeviiieniien, 18
Select Sales.....cooeeevviiiiiiiiiieee e 7
Selecting ....cccvveevveiiiiiiieeeee 3,7,11,18
All e 11
Classification ....................cccl 7
Commission G/L Account..............cc........ 7
Commission Id......................l 18
GrOSS..ccoie i 7
Sales .. 3
StartDate................... 18
Status ... 11
Change.....cccooeeiieee i 11
Support@EagleBusinessSoftware.com...... 1
SystemM . 1
US e 1
T
Technical Support.........cccooiiieiiiiee. 1
1= .0 RN 15
Transactions button ...........ccccevvvvvvvvinnnnen. 18
U
USE. .o 1,7
ENable ..., 7
SYSteM .o 1
Vv
VIEWING et eeeees 11
Salesperson s Invoices ............cccuuveee... 11
w
WelCome ......ooovviiiiiiiiieeeeeeeeeeeeeeeeeeeeeeeeeeeees 1
WiINdOWS ....oooiiiiiiiiiiieiieeeeeeeeeeeeeeeeeeeeeeeeeeeeees 1
regarding ......cccceeeeeeeeeeeeeees 1
Www.EagleBusinessSoftware.com ............ 1



