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Agenda

• Commission Explanation
• Commission Setup
• Commission Reports
• Making Corrections
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SA5 Commission: Explanation
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SA5 Commission: Explanation

What do the commission templates offer?
• A more robust commission reporting tool than previous options
• Easily calculate varying commission at a per service level

• Does NOT calculate a stepped commission scale
• Set up first year sales, perpetual sales, and/or production commission
• Created as a parameter and assigned at the employee level
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SA5 Commission: Enable Template Setup

If you’ve never used the 
commission templates, they 
may need to be enabled under 
the security settings:

• Settings > Company Setup > 
Security Level Setup > Setup 
Security Menu
• Enable View, Add, Edit, Delete, 

Print as necessary
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SA5 Commission: Enable Reports

If you’ve never used the 
commission reports, they may 
need to be enabled under the 
security settings:

• Settings > Company Setup > 
Security Level Setup > Report 
Security Menu
• Enable Run, Internal, Letter, 

Utility, External as needed
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SA5 Commission: Setup
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SA5 Commission: Creating/Editing Templates

Templates first need to be created before they can be assigned.
• Settings  > Financial Setup > Commission Template Setup
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SA5 Commission: Creating/Editing Templates

1. Template Description
2. Template Creation Buttons
3. Service/Commission Grid



CONFIDENTIAL | workwave.com
Copyright 2026, WorkWave LLC. All rights reserved.

SA5 Commission: Creating/Editing Templates

The template description will be the name of the drop-down option that 
appears in the Employee Setup parameters.
• English, French, and Spanish descriptions can be used in multi-lingual offices
• Service Assistant does not perform the translations automatically
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SA5 Commission: Creating/Editing Templates

Add all available services based on residential and/or commercial sales/production

Create a new template based on the currently selected template

Add a new line for individual service selection

Delete the currently selected service (deleted services are non-recoverable)

Paste current copied settings to all residential and/or commercial services
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SA5 Commission: Creating/Editing Templates

Services can be added individually using the icon on the right, or all at 
once using the icons to the left.
• Residential: adds all services with the Residential checkbox selected (pays commission towards services on residential 

customers only)

• Commercial: adds all services with the Commercial checkbox selected (pays commission towards services on 
commercial customers only)

• Res. & Comm.: adds all services with both Residential and Commercial checkboxes selected (pays the same 
commission towards services on both residential and commercial customers)
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SA5 Commission: Creating/Editing Templates

Service codes can be selected via the drop-down menu:
• Each service code can be used up to twice (based on the Residential/Commercial 

setting at the customer level)
• Once for residential sales/production AND/OR once for commercial 

sales/production
• For those that pay different commission rates towards residential and commercial 

sales/production
• Once for BOTH residential and commercial sales/production

• For those that pay the same commission rates towards residential and commercial 
sales/production
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SA5 Commission: Creating/Editing Templates

Services are considered to be ‘first year sales’ when they contain a unique sold date 
(i.e. a renewed service will not be a first year sale, but two of the same services sold in 
concurrent seasons will both be first year sales).
• 1st Yr. Paid: if commission is paid on the first year that the service is sold
• 1st Yr. Net: base commission on the sales amount after discounts/surcharges are applied
• 1st Yr. Sale $: a set dollar value commission assigned to service sales (can be added with 1st Yr. Sale %)
• 1st Yr. Sale %: a percentage value commission based on service sales (can be added with 1st Yr. Sale $)

All sales commission is split 50/50 on services where two salespeople are present.
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SA5 Commission: Creating/Editing Templates

Commission payout options for first year sales:
• None: no commission is paid for the first year sales on the service
• Sold Date-Skips Not Paid: commission is based on the date sold, skipped services will not be paid
• Sold Date-Skips Paid 1st Year: commission is based on the date sold, skipped services will be included
• Confirm Date-Skips Not paid: commission is based on the date confirmed, skipped services will not be 

paid
• Confirm Date-Skips Paid 1st Year: commission is based on the date confirmed, skipped services will be 

included 
• Done Date-Skips Not Paid: commission is based on the done date, skipped services will not be paid
• Done Date-Skips Paid 2nd Year: commission is based on the done date, skipped services will be paid on 

second year done date (i.e. first year the originally skipped service is done)
• Paid Date-Skips Not Paid: commission is based on the service paid date, skipped services will not be paid
• Paid Date-Skips Paid 2nd Year: commission is based on the service paid date, skipped services will be 

paid on the second year paid date (i.e. the first year the originally skipped service is paid for)
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SA5 Commission: Creating/Editing Templates

Services are considered to be ‘perpetual’ when they contain the same sold date (i.e. a 
renewed service will be a perpetual sale regardless of the sales person as long as the 
sold date is the same).
• Perpetual Sale Paid: if commission is paid annually after the first year sale

• Perpetual Sale Net: base commission on the sales amount after discounts/surcharges are applied

• Perpetual Sale $: a set dollar value commission assigned to service sales (can be added with Perpetual Sale %)

• Perpetual Sale %: a percentage value commission based on service sales (can be added with Perpetual Sale $)

All sales commission is split 50/50 on services where two salespeople are present.
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SA5 Commission: Creating/Editing Templates

Commission payout options for perpetual sales:
• None: no commission will be paid on perpetual service sales
• Produced: commission is paid on the done date of the service
• Paid: commission is paid on the paid date of the service (must be done and paid)

Both 1st Year and Perpetual Sales pay commission to the salesperson or salespeople 
assigned to the program or the individual rounds.

Services renewed as a different service code will be considered a 1st Year Sale in the 
new season, and NOT a Perpetual Sale.
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SA5 Commission: Creating/Editing Templates

Services are considered ‘produced’ when they are active with a done date.
• Production Paid: if commission is paid to technicians completing services

• Production Net: base commission on the sales amount after discounts/surcharges are applied
• Production value is not used on the Production Commission Report

• Production $: a set dollar value commission assigned to service production (can be added with Production %)

• Production %: a percentage value commission based on service production (can be added with Production $)

All production commission is split based on the % of work listed per crew member 
entered during production (or listed in History).
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SA5 Commission: Creating/Editing Templates

Commission payout options for production:
• None: no commission will be paid on service production
• Produced: commission is paid on the done date of the service
• Paid: commission is paid on the paid date of the service (must be done and paid)

Production pays commission to the technician(s) assigned as the job is completed, or 
if the technician(s) are added via the History tab.
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SA5 Commission: Creating/Editing Templates

One or all the options can be set on each service depending on the needs of the 
templates, and how commission is offered. Salespeople may earn sales commission 
and production commission, and technicians may earn production commission and 
sales commission if both are needed.
• Set the ‘Paid’ criteria using the drop-down options as needed
• Sales and production commissions can be different values for the same service
• Set dollar amounts, percentages, or both for each service as needed

• $100 service with $5 base rate AND 2% would pay $7 ($5 + ($100 x 0.02))
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SA5 Commission: Creating/Editing Templates

Once a template is created 
and saved, it can be 
duplicated so quick and easy 
changes can be made:
• Saves time over creating new 

templates when only minor 
changes are needed

• Select the desired template and 
click the Copy Template button

• Provide a unique name to the 
new template
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SA5 Commission: Creating/Editing Templates

Once the template(s) are 
complete, they can be 
assigned to employees:
• Assign templates under Settings 

> Company Settings > Employee 
Setup

• Edit the desired employee and 
select the specific Commission 
Template from the drop-down 
options
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SA5 Commission: Reports
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SA5 Commission: Reports

There are two commission reports 
available:
• Reporting > Sales Reports > Sales 

Commission Report
• Evaluates the services against the 

salespeople and date ranges selected

• Reporting > Production Reports > 
Production Commission Report
• Evaluates the services against the 

technicians and date ranges selected

You can also search by ‘Commission’ in 
the Filter by Report Name field.
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SA5 Commission: Reports

Commission is driven by employees 
and dates:
• Salesperson/people: unposted work will 

use the service salesperson/people, and 
each posted service will have a 
corresponding salesperson/people that 
can be changed in History if needed

• Technician(s): unposted work will not be 
attributed to any technicians for 
commission purposes, and each posted 
service will have technician(s) assigned 
that can be changed in History if needed
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SA5 Commission: Reports

Commission is driven by employees 
and dates:
1. Sold Date: unposted work will use the service 

sold date, and each posted service will have 
a corresponding sold date that can be 
changed in History if needed

2. Confirm Date: this date is usually the same as 
the sold date, but may differ if the company 
confirms sales after the date of sale

3. Done Date: the date the service was 
completed

4. Paid Date: the date the service was fully paid 
(based on the latest allocation of payments 
or credits)
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SA5 Commission: Reports

Customer Details:
Acct. #: customer account

Company/Name: company 
or customer name on the 
account

Address: service address of 
the account

Service Details:
Date: date and type of date criteria used for the 
commission payment

Service: service code

Service Price: sales price before any 
discounts/surcharges

Net Amount: sales price after any 
discounts/surcharges

Commission Details:
Split: split commission will be designated with a 
50% (sales) or variable % (production), any single 
commission services will be blank

Rate: the rate(s) assigned on the Commission 
Template ($ and % will stack)

Commission On: sales amount used for 
commission calculations

Commission: commission paid for that service
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SA5 Commission: Reports

Sales Commission Report:
• Uses criteria set for the 1st Year and Perpetual Sales fields

• Uses the employee(s) in Sold By 1 and/or Sold By 2

• Only employees with assigned sales commission templates are 
included

• Uses dates as defined by the Paid drop-down options:
• Sold, Confirmed, Done, or Paid

• Reversed services will not be included in commission totals

• Canceled services will appear as negative values (if the cancel 
date is within the date range selected)
• Sold Date and Confirmed Date commission only 

• ‘N’ status rounds are not included in commission, but will not be 
deducted from later reports if changed from ‘Y’ to ‘N’

• Split commission will always be a 50/50 split
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SA5 Commission: Reports

Sales Commission Report Example:
• The Sales Commission Report is sorted by salesperson, and then sub-totaled by branch 

(should the employee make sales in different branches)
• Only services that meet commission criteria will be included on the report
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SA5 Commission: Reports

Sales Commission Report Calculations:
• 1st Year Sold-Skips Not Paid: 1st Yr. Sales $ = 

$3 and 1st Yr. Sales % = 5%
$55/app: ($3 + ($55 x 0.05) = $5.75/app in 
commission

• Perpetual Sales-Produced: Perpetual Sale % = 
2%

$55/app: ($55 x 0.02) = $1.10/app in commission

• 1st Year Done-Skips Paid 2nd Year: 1st Yr. 
Sales % = 10%

$48/app: ($48 x 0.10) = $4.80/app in commission
(first year and second year skipped included)
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SA5 Commission: Reports

Sales Commission Report Grouping:
• The Sales Commission Report will first group by 

salesperson with each new salesperson starting a 
new page

• The report will sub-group by branch specific 
customer accounts

• The report will further sub-group by services on 
the specific customer accounts and then by 
date(s)

• The report will sub-total commission by branch 
and provide a grand total of commission owed
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SA5 Commission: Reports

Sales Commission Report Summary:
• Often the amount of detail is not required, or 

only grand totals are needed
• Summary Only will break down the 

information by employee and branch
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SA5 Commission: Reports

Production Commission Report:
• Uses criteria set for the production fields
• Uses the employee(s) in the Tech(s) field under History
• Only employees with assigned production commission 

templates are included
• Uses dates as defined by the Paid drop-down options: 

• Done or Paid date

• Reversed services will not be included in commission 
totals

• Split commission is determined by the percentage of 
work assigned at the production step, or reassigned in 
History
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SA5 Commission: Reports

Production Commission Report Example:
• The Production Commission Report is sorted by technician, and then sub-totaled by branch 

(should the employee complete work in different branches)
• Only services that meet commission criteria will be included on the report
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SA5 Commission: Reports

Production Commission Report Calculations:
• Production-Paid: Production $ = $2.50 and 

Production % = 10%

$55/app: ($2.50 + ($55 x 0.10) = $8.00/app in 
commission

• Production-Produced: Produced % = 5%

$55/app: ($55 x 0.05) = $2.75/app in commission

$48/app: ($48 x 0.05) = $2.40/app in commission

Tech production can be broken down by percentage   
of work done.

In most cases these will be as equal as possible, but 
they can be changed as needed.
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SA5 Commission: Reports

Production Commission Report Grouping:
• The Production Commission Report will first 

group by technician, with each new technician 
starting a new page

• The report will sub-group by branch specific 
customer accounts

• The report will further sub-group by services 
on the specific customer accounts and then 
by date(s)

• The report will sub-total commission by 
branch and provide a grand total of 
commission owed
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SA5 Commission: Making Corrections
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SA5 Commission: Making Corrections

All commission related items can be corrected via the History tab or on the service 
level (the ability to make these changes can be protected through security options).
• Paid Date: change by using the Reallocate button in history
• Done Date: change by editing the service in history
• Sold Date: change single application sold dates on completed services by editing the service in history

• Change the sold date on future services by editing the sold date on the service details screen
• Confirm Date: change the confirmation date on the service details screen
• Salesperson: change single application salespeople on completed services by editing the service in 

history
• Change the Sold By 1 and/or Sold By 2 on the job level for future services on the service details 

screen
• Technician(s): change the technician(s) and the percentage(s) of work by editing the service in history
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SA5 Commission: Making Corrections
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Session Feedback

• Login to the Event Mobile App
• Add this session to your schedule
• Click Survey
• Give it a rating 1-5 stars
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Questions?
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Sign up on 2/4 
and receive 20% 

off your ticket!
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