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Help Sheet – Commission Tracking 
 
Provider Receipts 
 
Click on COMMISSIONS and then RECEIPTS from the menu on the left to enter Provider and 
Lender commission statements or view part processed statements 
 

 
 
Receipt Detail 
 
If you want to enter details for a part processed statement, you highlight it from the list and 
click on OPEN RECEIPT. 
 
If you wish to add a new entry, click on the NEW RECEIPTS BUTTON. 
 
This will bring up a Receipt Detail screen pictured below. 
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In this screen you can enter the details from the provider commission statement. 
 
The system will list all due items for the selected provider and these can then be allocated 
individually.  If entering a new receipt you will need to type in the correct provider name to 
ensure the correct records are displayed. 
 
In order to allocate an item click on the client name to highlight the row and then select 
ALLOCATE ITEM.  This will bring up a box suggesting the full amount due should be matched 
and allocated, adjust this figure as necessary then click on SAVE. 
 

 
 
Once you have completed allocating all items use the post button to mark the items as paid. 
 
Commission Reconciled 
 
Click on COMMISSIONS and then RECONCILED to view reconciled receipts for any given 
month and the items that were allocated 
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Amounts Due 
 
The Amounts Due screen will show all commission entries for completed business where no 
payment date has been entered. 
 
Click on COMMISSIONS and amounts due to view. 
 
The list may be filtered by provider or completion date. 
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