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Section V

Commissions
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Commissions Module

[
Commissions Quotes Forecasts  Bids
_ Add/Change/Bisputed Follow-up
Shortcut Commission
Browse Entry
Automatic Estimation
Commission Reports

Since commissions are based on invoices, the Commissions Module is closely tied to the
Invoice Module. You use the same form to add and edit standard commission data as you
use to enter standard invoice data. If all the information is available, you can enter
commission data at the same time you enter an invoice. If not, you can come back and
add commission data at a later date.

Estimating Commissions

There are a number of places in the UCOES system where we attempt to estimate
commissions as accurately as possible based on the current information available to us.
As an order is processed through the system, additional information such as actual
quantity shipped may result in a different estimate than the one we would have made at
the time the order was placed.

When we calculate an estimate for a given invoice we try to use the most accurate
method first, but if the necessary information is not yet available we use the next most
accurate method and so on. These are the steps we take:

1. If there are invoice detail records, we use the invoice quantity, order price, order
commission rate and freight and cash discount (if any) to calculate the

commission

2. Ifthere are no invoice detail records, is it a dollar credit? If so, the commission
rate is specified on the credit. We’ll use that rate.

3. If there are order detail records, we use the commission rate times the Invoice
amount.

4. Is this an order identified by “ROZ/WH” in the order comments? If so, the
estimate is always 0.

5. If none of these apply, we calculate the estimated commission based on the
default commission rate for the mill applied to the invoice amount.
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Add/Change/Disputed Follow-up

(O] x]
Oreler Status |?
Exp. total sales § m
Exp. total camm. § 500

8 Invoice & Commission 1: Order #186607 \ Invoice # 78700

Oreler Number | 18E607 il |MCNA\RN PACKAGING

Cust PO#I S0-81185 Customer IBARRY BARNS BOUNTY

Ship Dste|1 02803 SalesmanlDENN\S DRISCOLL

FODate |1 0023003 Del. Instr. IFLEASE SHIP WITH NEXT DEL T SOFCQ

Invoice & Commission Data | Detail Data | Qrder Status & Notes | Shart Pay Motes |

* Invoice $/Comm Dete|Comm Amt [Comm Stef|
171.30) 14

Pd. Back

Ak
e |

Delete

Total Invoices:
$171.30

I** Invoice # Jamt. Short|- from Co |- from Salesmn|

2700

= 2 [* v Date|
o 1homszo:

Find [nvoice Save Procesd Woid Close Entered by |Lvv

inel Order

This is the same form you use to add and change standard (i.e. not Shortcut) invoice
information. See the Invoice Module section for details on using this form. To add
commission data to an existing invoice, highlight the invoice and double-click or click

the Edit button.

) Tnvsice & Commission 1: Order #1B660F o i 3

el I Add 7 Edit Tnvoice Ondler Status F
Cust. PO#|S0-61185 total seles § 17100

Invoice Data

Ship Date [10/2803 Invoice Date | [iEE0E Freight | 0.00 total comm. 3 | 500
PO Date |10/2303 Inwvoice Number | 78700 Cash Discourt % | 2.00
(el & Camisel Bt Gross waice § 17130 Entered byt
Ci It Data
= # [ Inv. Date] Invaice : Bk [+ Add
o8003 FaTo0 Commission Date | 7 ¢ Commission Amourt =
commissonsaws| =]
Delete
Short Pay Data "
Total Invoices
Amourt Short Paid Back F171 30
Deducted from Company Deducted from Salesman
Procesd Woid K
4 b
Erdorder | Frdmvaice | Sove | pracess | wan | gese | Emercawy Jow

The Add/Edit Invoice form will appear. Add your commission data (and Short Pay data if
needed). Click Proceed to save your changes or Void to discard changes. The Add/Edit
Invoice form will close and the data you added will appear in the invoice list.

Shortcut Commission

T —
) shorteur Inpur Form: 1 (Commission) _olx]
rder |Qrder Notes | Inwaioe d Commizeian [ Shart Pay|
il = Ordler Number
Customer [ =l Entered by
Salesman | =
Companty I P.0. Data:
| Cust. PO#
Address:
| PO Date| 1/
City: State / Province: -
Zip Corte:
Header Comments: |
e Proceed “oid Close
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Again, this is the same form you use to enter Shortcut Invoice information. It creates a
bare-bones order record. If you are using this form because you have selected Shortcut
Commission from the menu, you will be required to enter both invoice and commission
data. (If you selected Shortcut Invoice from the Invoices menu, you will only be required

to enter invoice data before saving.)

The Shortcut Commission form can only be used to enter commission data when there is
no related order or invoice data already on file. So your only option is the New button.

3 shorteut Input Form:1 (Commission) !Em
EOrdel’ |Qrder hites: | Invaice [ Gommissioni Short: Payl
il = Ordler Number
Customer | =l Entered by
Salesmen| =
Campany I P.0. Data:
| Cust. PO#
Address
| roDate| 11
City State / Province -
Zip Code:
Header Comments: |
New Proceed vaid Close
Y ou enter minimal order information:
) shortcut Input Form:1 {Commission) !Em
Order | Oreler hotes | Irvaice [ Cormmission [ Shart Pay |
P ontertunber [ 197355
Cusmmarl =l Entered by [Lwi
Salesman| =
Company I P.0. Data:
| Cust. PO?
Agdress:
| PO Date| 1
City: State { Pravince: =
Zip Code,
Header Comments: [
Hew Proveed vaid Close
9 shortcut Input Form:1 (Commission) #187329 DISPP \ BEBBBE o] x]
Ordler |Qrdeeres | InvmcaICnmm\ssmnIShnnPay|
MII\IDISPP - DISPOSABLE PRODUCTS j Creler Number 187329
Customer [ BEBEEE - BARRY BARNS BOUNTY = Ertered by |Lv
Ssesmen|3 - DENNIS DRISCOLL =
Company [BARRY BARIE BOLNT P.0. Data:
| Cust, PO 1234557
Address: |F. 0. BOX BEB
PO Date | P5/21 04
[11 Bounpary ave =[b
City: BOSTON State fProvince: |11s
Zip Cocle: | 11711~

Header Comments: |~Order Entered thru Special Input on 06/21/04

proceed | wod | ciose

If you enter a P.O. Date on the Order tab, the invoice amount you enter on the next tab
will also be recorded as the order amount. The red box that displays next to the P.O. Date
field in the form above appears as a reminder each time you enter that field.
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Next, enter invoice and commission information:

€ Shortcut Input Form:1 (Commission) #187329 DISPP \ BBBBEB =1

Order |gmaeres Imvoice ! Commission/ Short Pay

Invoice Data Commission Data

Invoice Date | 062104 Commission Date |08/21/04
Invaice Number | 1234567 Commission Amount § 6.00
Net nvoice § 12345 Commission Status | Ciosect -

For commission estimate only:

Freight § 400

Cash Discount % | 2.20

T

Note that the Commission Status above is set to Closed. No Short Pay fields appear in
this case.

In the following form, where the Commission Status field is set to Short Pay, the form
displays Short Pay Data and Short Pay Notes fields. These only appear if the commission
status is set to Short Pay.

€ Shortcut Input Form:1 (Commission) #187329 DISPP % BBBBBB (O] =]

Qrder | Croler blotes  Inwoice S Commission f Short Pay |

Inuoice Data Commission Data Short Pay Data

Invoice Dete | 0521104 Camimission Date | 08/21.04 Amourt Short §

Invoice humber | 1234567 Commission Amourt $ 6.00 Paid Back §

Het Invoice § 12345 Commission Stetus | Short Paid Deciucted from Company §

Deducted from Salesman §

For commission estimate only; Short Pay Hotes
Freight 5 400
Cash Discaunt % 2.20

Save Proceed Woid Close

If you attempt to save without entering invoice and commission data, you will be warned
that both are needed before the record can be saved.

Missing expected data
@ You picked the menu choice for Shorteut Commissian,

This chaice requires Invoice and Commizsion data.

Please enter required data or click Void

-57 -



UCOES User Documentation July 21. 2004

Browse Entry

The Browse Entry option on the Commissions menu allows you to quickly enter
commission data in a grid.

You can limit the list of open invoices to a single mill’s by selecting the mill from the list
at the top of the form. When you exit the list by pressing Tab or choosing another field on
the form, the list will automatically update to reflect your choice.

The grid can be sorted on various fields by clicking the column title that you want to sort.
If you are using an original document sorted by invoice numbe, date, order number or
customer P.O. to enter data, you can speed up data entry by sorting the UCOES list that
way, too.

B Commission Input:1 !E X
Open involces for mil [FABRT - FABRI-KAL CORPORATION |
Check Date | 06/2114 Commission Status | Closed - Commission % | IR
Apply Check Date and Status Muitiply Commission % x Inv. Smount Apply Estimates Commissian
(AR (ASE

s 5 [CMS hlotes [CMS Date [CMS Stat Ivoice § [*Ivoice # [ Inw, Dete]** Broker # [ Cust. PO, [#Cust Code[sCashDisc[ |
0.00mema [ 9746160148034 TASE2003 436533653 000
I 0.00memo s -5590.13901 43033 FHS003 4365443654 00
I 0.00memo ' 1085290149765 7H 012003 436RAPRILOZ 000
Il 0.00memo 1 7725080152861 19/08/2003 1836964052 200
Il 0.00memo 1 -Ba52 3750150874 1Bi08#20013 4430590150874 000
Il 0.00memo 1 604 0080153581 19/ 62003 1644195228 200

Il 0.00memo 1 19534 8590152531 19/0242003 16450775472 2.00—]
Il 0.00mema it 20427.7480152862 19/09/2003 18468575101 200
: 0.00mema it 20074 5680153562 194162003 18491 26796 200
] 0.00mema X 20153 2080153723 SABI2003 16503677147 200
] 0.00mema X 18770.09801 53879 922003 16514477417 200
0.00mema X 31 pEAVISIT 24 9N 92003 18514477417 200

[ 0.00memo ' -6452.3590153038  pan0r2003, 440550015303 a0 o
< | 3

save Closs

If you have a number of invoices that are paid on a single check, enter the check date and
commission status above the list on the left of the form. Select the first invoice that
belongs with the check and press the Apply Check Data and Status button. (You can also
press Alt + D if you prefer keyboarding to mouse clicks.) The check number and status
will appear in the currently selected record and the record pointer will drop down to the
next record in the list. If you filter your list and sort it appropriately, you may be able to
repeatedly click the button and apply to all the invoices in a flash.

EA Commission Input:1 !E X
Openinvoices for mil[FABRT — FABRI-KAL CORPORATION |
Check Date [06/21/04 Commission Status | Closed - Commission % | BB
Apply Check Dete and Status Mutiply Commission % x . Amourt Apply Estimated Commission
(Albeh) (Al

vz § |CMS Notes [CMS Date |CMS Stat voice E\nvmce #  [*inv.Date]*Broker# | Cust.P.O. |*Cust Code[%CashDisc|«|
|| 0.00(mema I 5746 1680149034 711572003 43653743653 SEEEEE) 000
|| 0.00[mema I -5890.1380149033 711572003 4365473654 BBE666 000
|| 0.00(mema I -108,5280149766 1107200 436664PRILD3 BBE666 0.00
L 0.00(mema I 772.5080152961 197097200 1 BBE666 200
|| 0.00mema I 6552 4430980150874 BBBBEE 0.00
|| 0.00mema I 8040080153581 16441 BBBBEE 200

Il 0.00memo i 19584 5580152531 1BS07FST2 EEEEEE 200
Il 0.00memo i 20427 7480152962 19109200 15468575101 EBEEED 200
Il 0.00memo i 20074 5680153562 13 BI200 15491276796 EBEEED 200
Il 0.00memo i 20153 2080153723 131 3200 185038F 7147 EBEEED 200
Il 0.00memo i 16770.0980153878 1923200 1851447417 EBEEED 200
L 0.00memo I 3 E5RINSIT2 191 9200 1851447417 BBEBEE 200

L] 0.00pmema Ix] -5452.3890153038 191 0200 4495590153038 EBBBEE 0.00 -
il | »

Save Close
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To fill a commission amount based on a given commission rate, enter the rate in the
Commission % field and Click the Multiply Commission % x Inv. Amount button (or
press Alt + M). The CMS § field will be filled with the results of the calculation.

The Apply Estimated Commission button (or pressing Alt + E) fills the CMS §$ field
based on the standard method of estimating commissions. (See the Estimating

Commissions information in the Commissions Module section of this document.)

Commission Reports

 Send to Text File
 Sendto HTML
1 Send to Excel

Select Commission Reports from the Commissions menu to see and select from a list of
available reports related to commissions. You may also access Commission Reports from
the Reports menu. See the Reports section of this document for additional details on how
to run reports.
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