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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:

Privileges r Role / Comm. I Commissions ' Contact Info. r Invoice r Integra

Active Counselors Only
[ tgonm | comsdor [ owner | Actie |
T e R N

Add J Edit | | ResetPass | Consolidate

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

Activation: ] Axtive

Bexjinning Date: 14 Wov 2017 firim)

Termination Date:

User Properties;

[ Restrict to own data only [l can edit kocked transactions

[ Restrict to own report data onky I rull Banking Register Access

L Restrict to own Ests onky Il Can enter Agency News items
Resitrict changing counselor | Can modity Lesid AT RISK value

7 Restrict changing booking date 5 -
Allws the opening of dosed bookings I Kavin KmeE E| w
Indapandent Contractor (IC)
El Allow alternative invoice headers
[ Enable Custom Logo
I view commissions of other agents
Elview Account Manager Commisskons
[ adjusts counselor commissions
Limitesd acoess bo group maintenance
Can add CF PRINT reminders Share Exc. Group I
[ Enable HIML view in Rich Text Editors
Prewent Fditing of Nobes Post Frbry Date

Ll Commission Spht

Save Cancel

3. Check the box: Commission Split
a. Once checked a “edit” box will appear
b. Select the “edit” box

Account Manager
Kevin Kimes E

— spit __Edit | f—
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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

Edit Account Manager Commission

Account Manager ) Comm. %
Kevin Kimes v Profit % IZI

Profit %
Price % ke,

Flat Fee

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

Reservation Maintenance \ Information Branch Main Office Res # 2412717

CentInfo || Booking '[Res.m-]' Invoice I.Tﬁﬂﬁﬂtﬁﬂs | Adustments | Gancel |

ouomd st
status Counse i ates 7
Dot Tedt Status ounselor Fi Activity Category Category
Ronald Test Booked Debbie Tatum T| o Allure of the Seas D2 Z] D2 7! Synec Cats
Booked Date Departure Date Return Date  Group Cabin #
20 Feb 2019 ] 09Jun 2019 | | Change | 16 Jun 2019 Guarantee
Itinerary Name Duration Destination
7 day Multiple Ports from Fort Lauderdale, Florida 7 days Multiple Ports Detail

'. Pricing Summary Pricing Detail Attachments Vendor Infi
e [ coumen [ enars

5|||gle Guest Accounting 3

Cruise - Royal Caribbean International Debbie Tatum $328.00| 25.00% 582.00 $0.00
Cruise - Royal Caribbean International Kevin Kimes £326.00 55.00% £180.40 £0.00 £180.40
Total $262.40 $0.00 $262.40
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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

[ ——
i, Gal. $0 and Vend. al, Open [
€l Bal £0, Vend. Bal Open, Dep. Pact
€L Bal and Vend. Bal $0
Ch Payment Receved
Cl and Vend. Payment Recetved

{———— L Payment Receved, Vend. Bal $0 —

L Payment Receved, Dep. Past
O WL U 8 VeI e P

O Bal. $0 and Vend. al. Open

B ER )

O B2l $0 and Vend. Bal. Open

|

(Ol Bal 50 and Vend. Bal. Open

L.

Reporting:

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

counselor PR Repors - eI
a. They will see their commissions on their own

Counselor Receivables report e

b. Reports > Counselor Receivables Report E
Sl o Futue |

Counselor Receivables Report
Reservation # 2412717

Departure
Res. # Lead Guest Date

Net Amouni Date
Item Description Conf # Curr. Revenue Paid Balance Paid
Counselor: Kevin Kimes
2412717 Donna Test 6/8/2019 Roval Caribbean International - Cruise 17767 usD $180.40 $0.00 $180.40
Total USD S180.40 $0.00 $180.40
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