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1 Wages & Commissions
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commissions and commission plans for your staff.

Commission Groups and Commission Plans will make your commission agents calculations
a breeze for your payroll staff by giving them a report, generated by K i t o mihickis
accurate as to what has been recorded on the computer including all of the figures, along
with a breakdown of how the figures were obtained.

Key stepsto setup K i t o mBankission and Wages;
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1.1 Setting up Hourly Wage Rates

Set Hourly Rates

Set Commission Groups
Set Plans Within a Group
Assign Staff to a group
Run Reports

t hei

You can setup and use the Wages without using the Commission settings. To setup staff
wages on Ki t o mfirst gelect the staff member in the Admin Tab, under Business Units.

Once you have selected the Staff Member to edit, select the Security & Commission Tab to
view the wages section.
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You can also set whether the Staff Person works set hours only - if you select this, it will
calculate their wages based on a fixed number of hours.

Setting up wages is very straight forward once you have filled in the hourly rate, remember to
click save and save your changes.
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1.2 Setting Up Commission Groups

A Commission Group is the summary of the commission calculations for a group of staff. You
can only assign each staff member to one Commission Group.

To setup your Commission Groups go into the Admin Tab and select Commission Groups.

Click on the Create button to start creating a new Commission Group.
Once you click create, you will get a screen to name your Commission Group.

Your Commission Name
/ Any details about this
Commission Group you wish to

How you can add, edit and change

«  plans

Save, Delete and Cancel options

Ki t o mWagés & Commissions Mini Guide 20f6 www.kitomba.com



