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For information about customer support, please visit our homepage at 

http://www.express365.com.my on the World Wide Web. 

  
Copyright © 2019 Express365.com.my. All rights reserved. Express365 and the 
Express365 logo are trademarks or registered trademarks of Express365.com.my. Other 
company and products mentioned herein are trademarks or registered trademarks of 
their respective companies. 
 
  
The content in this user guide is believed to be accurate and reliable. This user guide is 
provided for informational purposes only, is subject to change without notice, and 
cannot be construed as a commitment by Express365.com.my. 
  
Express365.com.my assumes no responsibility or liability for any errors or inaccuracies 
that may appear in this user guide, and for any damages, direct or indirect, resulting 
from or related to its use. 
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1. Pre-requisite 
Express 365 (E365) cloud accounting strives to give you the best accounting experience; users are 
able to view on Tiered Commission Report via different report format. 

Before proceed to Tiered Commission Report, user need to complete several step as below. 

 

a) Setup Salesperson 
First, user needs to create a new salesperson by click on “New Salesperson” which is under the 

Setting module. 

  Salespersons 

• User is able to select multiple Locations for each salesperson. 

• User is able to select Upper Line for each salesperson. 
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b) Create Cash Sales/Sales Invoice/Received Payment. 
After finish setup salesperson, users may proceed to create a Cash Sales / Sales Invoice/Received 

Payment  involve salesperson’s commission then select salesperson as per below. 
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2. Tiered Commission Report Setting 
 

Note: Please inform our support team if you would like to add-on this feature. 

 

In this screen, there are 2 type of commission setting which are Direct Commission Setting and 

Downline Contribution Setting. These two setting allow user to set the rules for commission and 

bonus entitled by a sales person or payment received. 

 

a) Direct Commission Setting 
Commission can be set by percentage or by amount according to range of sales amount or payment 

received.  

Bonus can be set (price target) according to range of sales amount or payment received. 
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b) Downline Contribution Setting 
In this setting, commissions can calculation up to 2 tiers. Users are able to set the rules for 

commission and bonus entitled by a sales person, which contributed from their downline.  

(1 level only) 
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3. Generate Tiered Commission Report 

a) Commission base on Sales Amount/Collection Amount 
Base on the screen below, users are able to view commission/bonus base on Sales Amount or 

Collection Amount in the Tiered Commission Report (under the Sales module). 
 

 

 
 

 

b) Report Format: Network  
In this option which allow users to view the Tiered Commission Report in the network format. 
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c) Report Format: Group by Upper Line   
In this option which allow users to view the Tiered Commission Report in the group by upper line 

format. 
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d) Report Format: Listing  
In this option which allow users to view the Tiered Commission Report in the listing format. 

 

 

 

 

 

 

 

 

  

  


