
Run  Commission  Disbursement  Report

Description  
Use  this  task  to  run  the  Commission  Disbursement  report.  This  report  displays  the  
retail  and  wholesale  sales  and  commissions.    

Trigger
Perform  this  task  when  there  is  a  need  to  view  current  or  historic  agency’s  retail  and  
wholesale  commissions.

Prerequisites
Liquor  sales  have  been  recorded  in  the  system.

Helpful  Hints
• Sales  periods  for  commissions

• 1st-­ 15th
• 16th-­ end  of  month

• Payments  are  19-­21  days  after  period  ends
• At  year  end,  you  can  run  this  report  for  the  yearly  figures
• Commission  is  not  earned  on  taxes
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Procedure

1. Begin  this  task  by  logging  into  the  Enterprise  Portal.  

2. Click                                 on  the  toolbar.  
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3. Scroll  down  as  needed  and  click                                        in  the  Retail panel  to  display  the  

search  parameters  to  run  the  Commission  Disbursement  report.
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4. Click                in  the  From  Date  field and  select  the  desired  date  from  the  drop-­down  

list.  In  this  example,  select  “5/1/2017.”

5. Click                in  the  To  Date  field and  select  the  desired  date  from  the  drop-­down  list.  

In  this  example,  select  “5/15/2017.”

6. Click                                                            to  run  the  report  for  the  selected  period.
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7.    Review  the  displayed  information.

8. Click                  and  select  the  desired  file  type  to  export  this  report.

Reports  can  be  exported  to  various  formats,  for  example,  XML,  CSV,  PDF  
or  Excel.  After  selecting  the  desired  file  type  and  exporting  the  report,  it  
can  be  saved.
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8.    Click  any  link  in  the  Retail panel  to  perform  another  task.  

Results
You  have  run  the  Commission  Disbursement  report.


