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Add new agent 
 
 
 

 

 

 

 

 

 

 

Press <New> to create a new agent. 

Go to Commission > Agent to view the existing list 

of agents. 



 

 

 

 

 

Add commission rules – Lumpsum commission 

 

 

 

 

 

 

 

Input the Agent code and Agent name.  

Click on the agent in the agent list. 

Choose which agent to be under of. If the new agent 

is not under any other agents, choose “Own”. 

Press <Submit> to finish adding the new agent. 

Click <Edit>. 

These are the settings for commissions rules. We will go 

over them later.  

This is the member field where a member maps her corresponding agent. 

Go to Commission > Agent 

Payment information of the agent can be entered under the ‘Payment Information’ 

section. It will be shown in the footer of the agent commission report. 

 

Choose the organization the agent belongs to. 



 

1. Lumpsum commission rule – any amount 

This commission rule will be applied to every individual item.  

 

 

 

 

 

 

2. Lumpsum commission rule – less than 

This commission rule will be applied to the lumpsum amount. 

 

 

 

 

 

 

Select the start day and period for the 

commission rule. 

Select the agent commission rule. Here, 10% 

commission for all items is selected.  

Click Submit to finish adding the commission rule.  

Commission for Sandy Lam (SL) is now $250, 10% of the $2500 payment amount.  

Select the agent commission rule. Here, 8% commission 

for any lumpsum amount below $5000 is selected.  

Click Submit to finish adding the commission rule.  

Commission for Sandy Lam (SL) is now $384, 8% of the $4800 lumpsum, since 

according to the rule, $4800 is less than the $5000 level.  



3. Lumpsum commission rule – from … to … 

This commission rule will be applied to the lumpsum amount.  

 

 

 

 

 

 

4. Lumpsum commission rule – more than 

This commission rule will be applied to the lumpsum amount.  

 

 

 

 

 

Select the agent commission rule. Here, 12% commission for 

any lumpsum between $5000 and $10000 is selected.  

Click Submit to finish adding the commission rule.  

Commission for Sandy Lam (SL) is now $816, 12% of the $6800 lumpsum, 

since according to the rule, $6800 is between $5000 and $10000.   

Select the agent commission rule. Here, 16% commission for 

any lumpsum more than $10000 is selected.  Click Submit to finish adding the commission rule.  

Commission for Sandy Lam (SL) is now $1888, 16% of the $10000 lumpsum, 

since according to the rule, $11800 is greater than $10000.   



Include / Exclude item from commission rules 

Users have the option to:  

1) exclude specific items that are within the commission rules, and 

2) include specific items that are not within the commission rules 

 

1. Exclude items 

 

In this example, we are trying to exclude the treatment T01 from the commission rule ‘above >= $20000 get 15%’. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click <Close> and then <Submit>. 

Click <Edit>. 

Click <Setup> under ‘Include items’. 

Make sure ‘All payment not include selected 

items’ is selected.  

Search for the item ‘T01’. 

Select the treatment item T01.  

Even when the lumpsum amount meets the commission criteria (above $20000 get 

15%), T01 is not included in commission calculation.  



2. Include items 

 

In this example, we are trying to include only the treatment ET01 into the commission rule ‘above (>=) $2000 get 

10%’. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click <Edit>. 

Make sure ‘All payment include selected items’ 

is selected.  

Click <Setup> under ‘Include items’. 

Click <Close> and then <Submit>. 

Search for the item ‘T01’. 

Select the treatment item T01.  

Here, the lumpsum amount totaled $5000, which consists of ET01 ($3000) and ET02 ($2000).  

Since we have only included ET01 in the commission rule, only ET01 is used for 

commission calculation ($3000 x 10%), instead of the whole lumpsum ($5000). 



Subordinate Commission Setup 

 

1. Setup the agent ladder 

 

 
 

 

 

 

 

 

 

 

Go to Agent > Commission > List 

Click on the Agent name  

Click <Edit>  

Select the agent to be directly under of. In this example, 

Sandy Lam will be directly under Mary Ho.  

Click <Submit> 

Repeat on different agents to complete the setup.  

In this example, the agent ladder is: Mary Ho > Sandy Lam > Cindy Ho > Danny Ho 



2. Setup Subordinate commission rules 

 

 

 

 

 

In this example, we will let Mary Ho, leader of 3 subordinates, receive 1% commission from all 3 of them, when she 

has made more than $0 sales in the month. 

 

 

 

 
 

 

Click the agent name, <Mary Ho> in this example.  

Click <Edit>  

Click <Setup> under Override subordinate commission setup  

Input 1%, since Mary is getting 1% commission of 

her subordinate sales.  

Select the criteria for the commission. Here, Mary needs her sales above 

$0 in the month to receive commissions from her subordinates.  

Click <Setup> under 

Subordinate first levels 

Click <Submit> and then <Close> 



 
 

 

 

 

Mary Ho is now able to get 1% commission for sales 

generated by her 3 subordinates.  

Repeat the steps for the following levels. The levels 

with commission rules should show ‘Have setup’. 

Click <Submit> to complete setting up subordinate commission rules.  

The new subordinate commission rules can be viewed by clicking <View>. 


