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Account Manager Commission Split 

The following outlines how to configure the Account Manager Commission module.  Configuration will require 
Manager/Owner level permissions.  
 
Under Utilities > Counselor Privileges  

1. Select / Highlight the Counselor you wish to appoint an Account Manager to:  

 

 

 

 

 

 

 

 

2. Select > Account Manager at the bottom of the screen  
a. Choose Account Manager 

 

 

 

 

 

 

 

 

3. Check the box: Commission Split  
a. Once checked a “edit” box will appear  
b. Select the “edit” box  
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4. Clicking the edit box will bring up a table that will allow you to set the commission split for the Account 
Manger selected. 

a. You can select a commission split of price percentage or profit percentage  
i. The percentage of commission the Account Manager would receive  
ii. Or The flat dollar amount (if applicable) the Account Manger would receive  

 

 

 

 

 

 

 

 

5. Once you have selected the amount you must click ‘SAVE’  
a. NOTE: This will affect only NEW bookings made after changes have been saved. Each 

time this is updated and/or changed – the new amount entered will affect only NEW bookings 
entered into the system moving forward.  You cannot back date any amounts. 

Within a reservation once the Account Manager Commission split has been activated:  

1. The reservation will now show both the counselor and the Account Manager’s commission as separate 
line items. Res Info > Counselor Commissions 

a. The counselor will only be able to see their commissions 
b. The account manager will see theirs and the counselor’s commissions  
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c. Note: The commission and revenue recognition will follow the rules set forth under: Utilities > 

Counselor Privileges > Commissions: Allow Payment to be released when  
 

 

 

 

 

 

 

Reporting: 

1. Reporting for Account Manager will function the same as a 
counselor 

a. They will see their commissions on their own 
Counselor Receivables report  

b. Reports > Counselor Receivables Report  

 

 

 

 

 


