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Updating and Resetting Commissions on an Order
Updating Commission Calculations

Commission calculations are updated on the server at set intervals, according to your
automation schedule [:_)references http://aace5.knowledgeowl.com/help/configuring-automation-schedules). Typlcally,

the Update Commissions process runs every 30 minutes during business hours. However,
you can manually update an order's commissions at the order's detail view: click Admin
Actions ( £¥ ) > Update Commissions.

Resetting Commissions on an Existing Order

Commissions are applied when the order is created. If you have made changes that would
affect commissions (e.g. updating line item code (LIC) commission settings, assigning a
different sales rep, etc), those changes apply automatically only to new orders. They are not
automatically applied retroactively to existing orders; instead, you must manually reset the
commissions:

1. Atthedesired order, click Edit.
Note: If the order is already closed, in the detail view menu bar, click Actions > Open
Order.

2. Make any needed changes (e.g. specify the correct Sales Rep), then click Save.

3. Click the Admin Actions ( £} ) > Reset Commissions.
Note: You may need to scroll down in the list of Admin Actions. This reset brings in any
changes to the commission setup for all LICs in the order.
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L] Orders B
& Record: 7 of 10 Newdr Edits# Deleted Print/d Actions A

Order: 50009 Regina County Area School District 01/22/2019 oPEN @
JW‘ Management Job Costs & Approvals Notices Emails R Docs @

Bill To [=] # Ship To [=] # D) Activities & Comments
Customer (Bill To) > Contact > Ship To Company >  Use Bill To [X| Ship To Contact >
Regina County Area School Lauren Padilla Regina County Area School Lauren Padilla
A/RBalance > Credit Available Rate Card > Delivery Type Courier Service

0.00 25,000.00 Ship Together FedEx Ground
Sales Rep > Customer PO # Billing Terms Disc % Courier Account # Shipping Terms ~ FOB
EP Net 30 32145687
Description Additional Info
Order Items

Line Item Code Description Quantity BO DS SO Unit Price Adjustment Extended Price Total Tax Profile
1 > HP250T HP 250 Series Toner Cartridge * 11 35.00 0.00 35.00 385.00 DEF .
| Actions

Reassign Project

Force Update
SuI_JtotaI Update Fulfillment
Sales - Fulfillment - Adjustment Update Bal
’ d Total paal alance
Lead > Acct Manager >  Referral Company > Ffmt Priority Start Date End (Delivery) Job > Shipping Update Commissions
NW Normal 01/22/19 02/11/19 Tax 2 pocot Commissions
Campaign > Type Route Source Grand Total

Sales Phone Referral Payment Dul Clear Credit Card Transaction ID
| Go to Related Inventory Tia |
o # Dept Al Assigned By Scot Hanson Assigned To Ned Walker Tracking Status

4. If you manually re-opened the order, click Actions > Close Order.

After the order is closed, you can generate a commissions statement for that sales rep

(https://aace5.knowledgeowl.com/help/previewing-and-generating-commission-statements), ShOWing the commission

information for the modified order.

Resetting Commissions on Multiple Orders

If several existing orders need to be updated, first make any needed changes to each order,
then reset the commissions calculations for the batch:

1. At the Order Management list view, use the Quick Search (http//aace5 knowledgeowl.com/help/using-
the-quick-search-bar) Dar to display the orders that need commissions updated.
Note: You can also update all orders that include certain LICs by navigating to Menu >
Order Management > Details > Order Items.

2. Click Admin Actions ( £* ) > Reset Commission Logic for Items in List.

‘e0e® Order ltems a

& Record: 10f1 Print/d  Actions A

Order Items unsores

Textbook Beowulf m v
£ Line Item Code ©. Code Type Description Order Start Date Customer O Quantity Actual Qty Remaining Qty Total Status
> TB-Lit130 Textbook Beowulf - A New # > 50013 02/07/19 Southglen High 23 23 m——_

List Totals 23 23 . Reset Commission Logic for Items in List

Reset AvaTax Tax Code for Items in List

Show All Find Back Ordered Items Find Order Items Requiring Shipping Find Order Items Requiring Invoicing Related Records
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3. At the confirmation dialog, type CONTINUE and click Reset.
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