How to Generate Commission Statements

On the Home screen under the Reports dropdown select Dashboard
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Check the box next to Commission Statement and enter the date range desired.
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Users can use the Select Dates drop down to quickly select dates for Last Month, Last Year, etc.
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The Commission Statement will default to generate as a PDF. The Commission Statement can be generated as a PDF, an
Excel document, or both. To change the type of document, select the Output Format dropdown and select the desired
format.
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Once the desired dates and format has been entered - select Generate
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The below message will appear - users can close out of the message or indicate if they would no longer like to receive
this message when generating the Commission Statement and then close out of the message.

Info: Your reports will be generated shortly. Their
progress will be displayed in the upper right window.

) Do not show this message again.

Close

The Commission Statement will display in the right hand corned under completed. Select the report to open the
document.
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