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Accounting:
Writing Off a Transaction




If No Invoices are Paid

Find your deal by searching for it with the Deal ID in
the Historical Search bar on the Accounting page.

After clicking on the deal in the Pipeline, select the
Edit icon in the upper right corner.

After clicking the Edit icon, the transaction pages will
appear on your screen. Click on “Details” on the left
side.

Add a Commission Deduction under the
“Commission Review” section by clicking on the
icon. If your company does not already have one.
you can create a deduction specific to write-offs by
clicking the “Add New Deduction” button. In this
example, we have created a new deduction called
“Transaction Write-Off", and have added a note that
these deductions are uncollectable. (This note will
appear on the Deal Sheet for the transaction.)
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If No Invoices are Paid

5.

6.

Gross Fee and should include the total amount of the
fee. In this example, we put 100% for the deduction
amount. You can also add a note to document what
happened to the deal. (This note will appear on the
Deal Sheet for the transaction.) Click “Update” when
you are done.

The new deduction will show in the Commission
Review. The Final Fee and Fee Percentages will show
as $0.00. Click “Next” at the bottom to take you to the
Billing and Payments page.

COMMISSION REVIEW

TOTAL TRANSACTION VALUE $255,000.00 [} COMMISSION DEDUCTIONS
FEF PERCENTAGE 6.00%
m Deduction Name Amount Notes
[ ADDITIONAL FEE $0.00
FINAL FEE: $15,300.00 Type* Notes:
Gross Fee . Cannot collect commission.
Deductions™*
Transaction Write-Off -
ADD NEW DEDUCTION
100.0%
OR
$0.00
Update Cancel
COMMISSION REVIEW >
TOTAL TRANSACTION VALUE: $255000.00 [ COMMISSION DEDUCTIONS
FEE PERCENTAGE; 6.00%
1530000 Deduction Name Amount Notes
FEE DEDUCTIONS: -$15300.00  Gross Fee Transaction Write-Off $15300.00 Cannot collect commission. R
$0.00
[3 ADDITIONAL FEE: $0.00
FINAL FEE $0.00
LANDLORD FIRM TENANT FIRM

Owl Realty

Carolina Realty

FEE PERCENTAGE:  3.00%

TOTALFEE:  $0.00

FEE PERCENTAGE:  3.00%
TOTALFEE:  $0.00

@ BILL SEPARATELY: [
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If No Invoices are Paid

7. Onthe Billing & Payments page we want to zero out
the invoices shown in the Modify Payments section.
Simply enter $0.00 for any amount in the table, and
then enter the current date as the “Paid” date. When
all cells within the table show $0.00, click Next to go to
the Internal Review.

8. Your Internal Review should show a Final Fee of $0.00,
and all agents on the deal should also have a
Percentage and Fee of zero. You can click Done at the
bottom of the screen to save your changes.

Writing off the transaction is now complete.

MODIFY PAYMENTS

OVERVIEW

TOTALFEE: $0.00  OUTSIDE FIRM FEE: N/A

FEEPERCENTAGE: 6.00% REFERRING FIRM FEE: N/A
INTERNAL FEE: $0.00

Drag a row to change the order of the payments;

# %ofFee Amount OutsideFirm  OurFirm
g 00% $0.00 $0.00 $0.00
g 2 00% $0.00 $0.00 $0.00
0.00%
100.00%

Page 10f 1 (2items) °

Q

Invoice Sent Projected
06/08/2021
07/08/2021

Received Paid
06/29/2021 £ (Y
06/26/2021 | 52 (3

INTERNAL REVIEW

OWL REALTY - LANDLORD

COMPANY FEE PERCENTAGE: 3.00%
$0.00
COMPANY DEDUCTIONS: -$0.00
FINAL FEE: $0.00
Office
Lake Charles -

v“@

@ Double click into the cells to change the split
percentages or amount of any team member

Name Percentage Fee Lead
Anne Hildreth 0.00% $0.00 ®
0.00%

[2 COMMISSION DEDUCTIONS @

ESTIMATED PAYMENT BREAKDOWN

2nd Invoice at %: $0.00
Actual Pay Date: 06/26/2021

Gross  Projected

Name e o split

Anne §
Hildreth | 5000 0-00%
Tst Invoice at %: $0.00

Actual Pay Date: 06/29/2021

Gross  Projected

Name e split

Anne
Hildrety  $000 0.00%

Page 1 of 1 (2items) °

Agent  Company

Agent  Company

$0.00 $0.00 &

$0.00 $000 g

Pagesize: 24 ~

‘ [ Check this boxif this is a confidential transaction. If checked, this deal will not appear in comps and exports.




/f One or More Invoices are Paid

For this situation, it is important to note that one or more
invoices have been paid to the transaction. In this case, we
will only be writing off the amount off the outstanding
invoices.

1. Find your deal Follow steps 1-2 on page 1 of this
document to find your deal.

2. Click on Billing and Payments on the left side of the
screen and go to the Modify Payments section. On this
screen we can see that two payments will not be paid.
These two payments will be our Commission
Deduction. Once you have calculated the deduction,
click the Back button at the bottom.

MODIFY PAYMENTS

OVERVIEW

TOTAL FEE: $22,500.00 QUTSIDE FIRM FEE: $11,250.00
FEE PERCENTAGE: 6.00% REFERRING FIRM FEE: N/A

INTERNAL FEE: §11,250.00

Drag a row to change the order of the payments

#  %ofFee Amount

1 50.00%  $11,250.00
o =2 2500%  $5625.00
o s 2500%  $5625.00

100.00%  $22,500.00

Page 1 of 1 (3 items) o

Q [

¥

Outside Firm Qur Firm Invoice Sent Projected Received Paid
55,625.00 $5,625.00 03/16/2021 03/08/2021  03/16/2021  03/16/2021 &g ¥y
$2,812.50 $2,812.50  04/01/2021 05/01/2021 5
$2,812.50 $2,812.50 06/01/2021 L 8o

$11,250.00 $11,250.00

Total Commission Deduction will be $11,250 Pagesize: 24 ~

D&



/f One or More Invoices are Paid

Add a Commission Deduction under the Commission
Review section by clicking on the [i icon. The
deduction should be a Gross Fee and should be the
total amount of any unpaid invoices. In this example,
the amount is $11,250. You can also add a note to
document what happened to the deal. (This note will
appear on the Deal Sheet for the transaction.) Click
“Update” in the commission box when you are done.

The new deduction will show in the Commission
Review. The Final Fee will show as the amount that
has already been paid on the deal. This amount will
be shown in the Total Fee as well for your firm and the
outside firm (if applicable). Click “Next” at the bottom
to take you to the Billing and Payments page.

COMMISSION REVIEW

TOTAL TRANSACTION VALUE: $375/000.00 (3 COMMISSION DEDUCTIONS
FEE PERCENTAGE: 6.00%
—ERe® Deduction Name Amount Notes
4 ADDITIONAL FEE: $0.00
FINAL FEE: $2250000  Type* Notes
Gross Fee Write-off approved by CEO. (confidential)
Deductions:*
Transaction Write-Off
ADD NEW DEDUCTION
0.0%
or
§11.250.00
[Opdate] Cancel
LANDLORD FIRM TENANT FIRM
Owl Realty
FEE PERCENTAGE.  3.00% FEE PERCENTAGE  3.00%
TOTALFEE: | $11250.00 TOTALFEE  $11.250.00
COMMISSION REVIEW
TOTAL TRANSACTION VALUE §375000.00 [} COMMISSION DEDUCTIONS
FEE PERCENTAGE: 5.00%
[T Deduetion Name Amount Notes
FEE DEDUCTIONS: -§11,250.00 . Write-off approved by CEO.
ross Fee ransaction Write-Off cofta y CE 3
§11250.00 Gros Transaction Wirite-Of $11,250.00 (confidentialy + R
[ ADDITIONAL FEE: $0.00
FINAL FEE §11250.00
LANDLORD FIRM TENANT FIRM

Owl Realty

FEE PERCENTAGE:  3.00%

TOTALFEE  55,625.00

FEE PERCENTAGE:  3.00%
TOTAL FEE:  $5,625.00

© il seraraTel: [




/f One or More Invoices are Paid

6. On the Billing & Payments page we want to zero out
the invoices shown in the Modify Payments section.
Simply enter $0.00 for any amount in the table, and
then enter the current date as the “Paid” date. When
all cells within the table for the unpaid payments
show $0.00, click Next to go to the Internal Review.

7. Your Internal Review should show a Final Fee of the
paid payments only, and all agents on the deal should
also have a percentage and fee according to those
payments. You can click Done at the bottom of the
screen to save your changes.

MODIFY PAYMENTS

OVERVIEW

TOTAL FEE: $11,250.00 OUTSIDE FIRM FEE: $5,625.00
FEE PERCENTAGE: 6.00% REFERRING FIRM FEE: N/A

INTERNAL FEE: $5,625.00

Drag a row to change the order of the payments.

% of Fee Amount Qutside Firm

a
a

qQ

Our Firm Invoice Sent Projected Received Paid

#

1 10000%  $11,250.00 $5,625.00 $5625.00  03/16/2021
2 00% $0.00 $0.00 $0.00  04/01/2021
3

00% $0.00 $0.00 $0.00

100.00%  $11,250.00 $5,625.00 $5,625.00

Page 1 of 1 (3 items) o

03/08/2021  03/16/2021  03/16/2021
04/08/2021 06/21/2021

05/08/2021 06/21/2021

BFUEO
fed
el

Pagesize: 24

INTERNAL REVIEW

OWL REALTY - LANDLORD

COMPANY FEE PERCENTAGE 3.00%
$5,625.00
COMPANY DEDUCTIONS: -$0.00
FINAL FEE: §5625.00
Offce:
Lake Charles -

- e

@ Double click into the cells to change the split
percentages or amount of any team member

Name  Percentage  Fee Lead
Anne )
Hildreth 100.00% $5,625.00 ®

100.00%

[3 COMMISSION DEDUCTIONS @

‘ [0 Check this boxif this is a confidential transaction. If checked, this deal will not appear in comps and exports.

ESTIMATED PAYMENT BREAKDOWN

st Invoice at 100%: $5,625.00
‘Actual Pay Date: 03/16/2021
Name  Gross  Projected
Fee it

Anne .
Tty $562500  50.00%

at %:$0.00
Date: 06/21/2021

Gross  Projected
Name oo it

Anne
Hildreth  $000 | 0.00%

3rd Invoice at %: $0.00
Actual Pay Date: 06/21/2021

Gross  Projected

Name  “ree Splt

Anne
Hildreth 0 Qe

Page 1 of 1(3 tems) “

Agent  Company

$281250 $281250 g

Agent  Company

$0.00 $000 |5

Agent  Company

$0.00 $000 &5




Helpful Tips!

Each write-off may have a unique reason. Be sure to
add detailed notes when possible to document the
reason for needing to zero-out a transaction. Not
only can you write notes when adding the
deductions, but you can also add notes on the
Internal Review page.

The Notes section is on the right side of the Internal
Review page. Add a note on the transaction using
the r3 icon.

You can choose to do a Transaction note, or an
Accounting note.

Transaction notes are for sharing information among
the agents and client about the transaction.

An Accounting note is for sharing information with
the support and accounting team.

For write-offs, it is best to select an Accounting note.

NOTES

Type:  Transaction

a [&@|c]c=

Notes

No data to display

NOTES

Type Transaction

Type

| ransactionilie g |

Accounting

Note*

Follow-up Date:

i

Update Cancel

Notes

© Atransaction note is for sharing
information among the agents and client
about the transaction.

Action*

N/A -

Share with client []
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Please contact us with any
questions.
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