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Welcome to the BOS, Version 20 Upgrade 
 

a 

 

 

Welcome to the latest upgrade of  BOS management software Version 20. Included are new features 
that were:  

¶ requested by customers,  

¶ designed to improve operation and reporting,  

¶ added to assist with Lantrax Cloud migration and operation,  

¶ and expanded export and other options to assist in migration to Lantrax Profit Power back 
office system.  

Key staff managers and administrators should review this training guide to help understand some of 

the changes and new features. Call 619-929-0000 or email Support@lantrax.com anytime for 

assistance. 

Within this guide you will learn about: 

¶ New and expanded features to assist in agent management and business processing. 

¶ Key Report and Export options to assist migration to Lantrax Profit Power. 

¶ Improved features for agent team management and commission handling. 

¶ Agent Billing enhancement in user controls and itemized recoveries. 

¶ Expanded features to assist with Client maintenance and management. 

¶ Expansion of the Forms and Checks maintenance. 

¶ Improvements in transaction template and use. 

¶ Revamp and expansion of 1099 processing for the new 2020 1099 NEC and 1099-MISC. 

¶ Check printing enhancements.  

¶ Reporting Improvements. 

¶ Transaction Edit and Close search and processing enhancements.  

¶ Appendix section documenting new and enhanced apps and tools available to assist Lantrax 

and in house IT support.  

 

.  

mailto:help@realeasy.com
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Special Announcement - Lantrax Purchase of BOS Software Business 

 

 

As many of you know, in February of 2019, Executive Systems' (ESL)  BOS Software Business was 

purchased by Lantrax of Buffalo New York (Lantrax.com). The main reason for this purchase was to 

enable a clear and immediate path for BOS customers to move into current and future advanced 

technology.   

 

As the BOS system management features have been added and improved, there became the increased 
need of customers for these three functions:  

1. To be able to connect to internet based apps and systems for data sharing efficiency and value.  

2. To offer internet based internal apps to expand the entry, sharing, and reporting of their back 

office business and production.  

3. To offer both back office business processing and the above two internet based apps integrated 

to an enterprise cloud platform 

 

In 2017 we determined that to satisfy these customer needs in the future, a significant dollar and time 

investment would be necessary. So much so, that customer monthly service fees would have had to be 

quadrupled, at a minimum, to enable this development effort. For example, if a customer monthly fee 

was $1500, it would have been increased to $6000.   

 

In 2018, being aware of the needed already advanced capabilities offered by Lantrax to the nation's 

largest real estate operations, ESL reached out to Lantrax. The mission of offering BOS customers an 

immediate path to the future rather than developing the new applications within BOS was discussed.  

 

In 2019, the above agreement was reached where the BOS customers would be offered an immediate 

path to the future by becoming customers of Lantrax.  
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The key objectives of the mission include:  

¶ Lantrax will offer BOS customers the Profit Power back office system plus the many internet 

connect , data entry, and reporting apps.  

¶ Lantrax will provide all training and support needed by customers to learn how to operate the 

Profit Power system and all internet based apps. 

¶ ESL would assist Lantrax to develop a BOS to Profit Power data load program to minimize 

time to go live.  

¶ All Lantrax systems and apps will be offered within the Lantrax Cloud service.  

¶ BOS program will continue to be maintained by ESL. 

¶ The BOS program will be supported by Lantrax support staff. ESL will train that staff. ESL 

will provide backup BOS support. 

¶ Lantrax will offer and migrate hosting of BOS within their Cloud Service. 

 

At the publishing of this reference in fall 2020, Lantrax has made progress moving companies from the 

BOS program to the integrated Lantrax Enterprise systems. Further, BOS users continue to be 

supported and most have been migrated to the Lantrax Cloud for their BOS processing, security, and 

data backups.  

 

This reference details the continued work to maintain the BOS program to assist BOS users. Further, 

details are also provided to assist Lantrax BOS support staff. 
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Agents: Commission Plans - Edit Agent Comm Plan command 
For larger companies there is often the need to change many of the agent plans at year end or because 

of a popular new plan offering. Within the ñAdd/Update Agents and Staffò  command, plan assignment 

can be viewed and changed on the "Confidential" tab.  If there are many agent plans to review and 

change, this method can be very time consuming.  

 

 
  

To speed up viewing and changing commission plan assignments use the Advanced Setup for Agents 

(tab)  --> command: "Edit Agents Comm Plan".  

  

 

 
 

With the search browse screen above agent plan assignments are shown with the following information 

for each:  

¶ Agent's Search Name 

¶ Agent's BOS ID 

¶ Agent's assigned OfficeID 

¶ The Status of the agent (Active or Terminated) 

¶ The agent/staff record Type (Agent, Assistant, Employee) 

¶ The assigned Commission Plan ID 

¶ The assigned Commission Plan Name 

¶ Min Level of the plan assigned to the agent 
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Change Plan Screen: Shows current plan assigned and it's minimum level #.  

 

Actions:    

 Change Plan To: another plan with minimum level #, or same plan different minimum level.  

 Optional:  CheckBox to "Also Change in Pending/Firm/Offer" transactions 

 Optional:  "Closing Date After":  enter a date after which plan for transaction should be change 

 

 
 

Above: example change this agent's main plan to the Rolling Average plan plus change the "plan for 

this transaction" also for all of the agent's pending transactions.  

 

 
 

Above, return to list showing change for the agent.  
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Agents: Plan Calculating Options with ConnectWeb Import  

This section illustrates how the agent earnings can be estimated when using the Connect:Web module 

to import sales transactions from internet based programs. In general, this module is used to import 

accepted offer data into BOS to save the time it would take to manually enter.   

 

Some of the internet based programs include MainStreet (TM), SkySlope (TM), and DASH (Realogy 

Franchise online program).  

 

During import of each transaction's address, price, dates, contacts, agents, and potential broker income, 

the BOS program can distribute revenue to the sales agents and calculate an earnings estimate (and 

company dollar).   

 
  

From: Deb Weber To: Stan Chmielewski 

Subject: Re: Stan to Deb Weber - followup on Import percent  
  

Two of t he agents I noticed were Joe Weber and Sherry Lessing  -  they are 

both floored at 80 Flat, and both had transactions that came in at 75%.  
 

 
 

Stan Chmielewski <stan@lantrax.com> wrote:  
 
OK Deb, thanks, your import setup, below, for option "Agent Calc Option" is set to be 75% for all 
agent commission calculation imports.  

 

mailto:stan@lantrax.com
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For the agents floored at 80 Flat ï guessing you would like that for the calculation, correct?  
 

From: Deb Weber To: Stan Chmielewski 
Subject: Re: Stan to Deb Weber - followup on Import percent  

 
Yes, we would want them to import at the 80% bracket.  

Deb Weber 
 
 
Stan Chmielewski <stan@lantrax.com> wrote:  
 

 
The Agent Calc Option of "Calc from Plan" will do this for these two agents instead of 
assign the "Use Fixed .. 75%"  for all them and all other agents. The option will do for all 
agent's plans.  

 

 
 

  

mailto:stan@lantrax.com
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Note:  for other import users including DASH and SkySlope for the Agent Calc Option there are 4 
settings:  

¶ none    - no commission calculation is used (operator will do manual 

calculation) 

¶ Use Fixed Percent   - A specified percent split is used 

¶ Use Agent Last Percent - will assign the split for the imported commission to the % of the 

last closing 

¶ Calc from Plan  - this will calculate the split for the imported commission using 

agent's current plan 
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Agents: Communicating Agent Payments to Outside Closing Companies  

For companies who use outside closing companies, attorneys or title companies, it is necessary for the 

broker to calculate all commissions and provide all the details.  These are usually provided to the 

closing company in the form of a CDA.  

 

In BOS there is a method to help calculate and send the CDA in an efficient manner.  It involves 

entering the closing company into the transaction's Contacts tab using the contact type of "ESCROW 

COMPANY".  

 

When this is done, it enables the broker's closing staff to quickly produce and send/email the necessary 

information such as illustrated below:  

 

 
 

As shown, the outside agent, or ESCROW COMPANY, contact information is printed at the top of the 

CDA. All other data is obtained from the transaction entered in BOS. The CDA portion is added to a 

standard or customized TSheet.  
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Above, sample "ESCROW COMPANY" entry within the Contacts tab of a transaction. 
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Agents: Duplicate Agent Names - How to Fix 

Agent records are maintained in BOS using the Resource Setup --> Add/Edit Agents and Staff 

command. When an agent record is entered, the agents first, last, search, and report names are assigned 

as well as the agent's assigned Office and Status. These names are used on printed reports and to search 

for agent production and billing data records.  

 

Sometimes, there may be duplicate records entered for the same agent. The following illustration 

shows the possible confusion this can cause and how the situation can be fixed.  These notes are in 

ending to beginning order as it was an email thread (solution shown first with dialog and questions 

leading up following) :  

 

Stan to John:  Below are the details in case you run into this with other customers that 
have the same agent in the BOS roster multiple times. Some companies will add the 
agent in again when they return to the company or when they move to a different office 
ƛƴǎǘŜŀŘ ƻŦ Ƨǳǎǘ ŜŘƛǘƛƴƎ ǘƘŜ ƻǊƛƎƛƴŀƭ ǊŜŎƻǊŘ ǎǘŀǘǳǎ ōŀŎƪ ǘƻ ά!ŎǘƛǾŜέ ƻǊ ŎƘŀƴƎƛƴƎ ǘƘŜ 
assigned office to the new OfficeID.  
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Above ς this agent had old sales data so Lisa could not delete.  
 

 
 
Above ς we edited the terminated agent first agent name ς ά{Ƙŀǿƴέ ǘƻ ά{Ƙŀǿƴ¢έΦ   ¢Ƙƛǎ ǿƻǳƭŘ ƘŀǾŜ 
solved the report select problem.  Lisa still wanted the terminated agent out so we continued ς see 
below.  
 

 
 
 
!ŦǘŜǊ ƳƻǾƛƴƎ ǘƘŜ ά{Ƙŀǿƴ¢έ ǿƛǘƘ ǘƘŜ ¢ƻƻƭ ά¢ммέ ǘƻ ǘƘŜ ά{Ƙŀǿƴέ ŀŎǘƛǾŜ ŀƎŜƴǘ ǊŜŎƻǊŘΣ [ƛǎŀ ǿŀǎ ǘƘŜƴ 
ŀōƭŜ ǘƻ ŘŜƭŜǘŜ ǘƘŜ ǘŜǊƳƛƴŀǘŜŘ ŀƎŜƴǘ ǊŜŎƻǊŘ ōŜŎŀǳǎŜ ǘƘŀǘ ŀƎŜƴǘ ǊŜŎƻǊŘΩǎ Řŀǘŀ ǿŀǎ ŎƻƳōƛƴŜŘ ǿƛǘƘ ǘƘŜ 
!ŎǘƛǾŜ ŀƎŜƴǘΩǎ ŘŀǘŀΦ  
 
bƻǘŜΣ ǘƘƛǎ ŀƭǎƻ ŜƴŀōƭŜǎ !ŘǾŀƴŎŜ ǘƻ Řƻ ŀ ǊŜǇƻǊǘ ƻƴ {ƘŀǿƴΩǎ Řŀǘŀ ŦǊƻƳ ǿƘŜƴ ƘŜ ǿŀǎ ǿƛǘƘ the company 
earlier.  
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From:  John Mazikowski  
 

Stan, I am sending this to you as Lisa cannot delete the terminated record for Johnson 

______________ 
 

From:  Lisa Waters  

 

It wonôt let me delete the Terminated one. 

 

From:  John  

Subject: RE: Help with a report 

 

I would check to ensure that the new one does not have any activity attached prior to deleting. 

I am including Stan in this reply so he may give any advice also. 

 

ATTACH-TO-SUPPORT-46072 
 

John Mazikowski 
 

From:  Lisa Waters  

Subject: RE: Help with a report 

 

Yeah I see he was an agent, then terminated then when he became active again, I apparently added him 

instead of switching terminate to active. Can I delete one? 

 

 

From:  John Mazikowski  

Subject: RE: Help with a report 

 

Lisa, Stan has suggested that we run a search of the Agent Roster to ensure that the Agent is only 

entered once 

In the system I have included a screen capture of the process below. 

 

 

 
 



Agents: Duplicate Agent Names - How to Fix  

 

C Executive Systems BOS Version 20 Upgrade Training Reference Page - 19 

 

 
From:  Lisa  

Subject: RE: Help with a report 

 

Thank you J 

 

From:  John  

Lisa, I am going to forward you email to Stan so he can provide input. 

 

From:  Lisa Waters Subject: RE: Help with a report ATTACH-TO-SUPPORT-46072 

Ok, so here is where heôs goingé all the other agents work, but Shawnôs is blank 

 

From:  John Mazikowski  

Subject: RE: Help with a report ATTACH-TO-SUPPORT-46072 

 

Can you send me a screen capture of the options Rob is using for the report in question? 

 

From:  Lisa Waters  

Subject: RE: Help with a report 

 

He has and heôs active 

 

From:  John  

Subject: RE: Help with a report 

 

Questions,  

 

First, what is the current status of the agent that is not appearing in the report? 

Second, do you know if the agent has had any activity for the past month? 

 

From:  Lisa Waters  

Subject: Help with a report 

Importance: High 
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John, Rob is trying to print an up to date commission report. One of the agentôs isnôt showing up can 

you or someone help? 
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Agents: Looking Up Agents During Processing and Reporting 

Within many of the BOS data entry and reporting commands, the operator will make a selection of the 

agent of interest. For example,  in a production report or to be added to be part of a sales transaction.  

In most cases, this is done with a simple "Agent lookup" as shown below: 

 

 

 

 

 
 

 

 

When looking for the agent, the list can be quite long, especially for a company with many years of 

data where most of the agents are longer with the company.  
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Since most activity involves only "Active" agents, the search list shown above has replaced the 

previous "simple agent list" where only Active agents are presented. For many companies, this 

shortens the list making it easier to locate the correct agent. To assist further, the list also includes the 

agent's BOS ID, assigned office ID, and agent/staff "Type".  

 

Note that the list window is followed by two check boxes: one to include Terminated agents on the list 

and one to include Employees on the list.  

 

 
 

If the report or edit does involve a terminated and/or an employee, simply check the box and these 

names will then appear on the list in addition to the Active agents.  

 

 
 

Example: including Employees for selection. 
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Brokers: Transaction Expense and Bank Account Handling 

When brokers and outside companies are added as part of a sales transaction, an expense account for 

the commission / fee is assigned as well as the bank account to record the cash credit if a payment is 

processed.  

 

 
 

Normally (above) these are drawn from the Company Information assignments on the Income 

Statement and Balance Sheet tabs. The expense account assigned from the Income Statement tab is 

dependent on the commission area, 1, 2, or 3 that the fee entry is made.  

 

If certain payees or allocations, such as a relocation fee or an E&O off the top amount is to be booked 

to a different account from the Company setting, that account can be assigned in the outside 

company/broker record as below with the ñComm. Expenseò entry.  
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In this example by assigning account "0ddd15000" in the "Comm Expense" item,  this means that that 

account will be placed in the transaction commission for this broker/outside whenever it is added to a 

transaction's commission tab.  

 

Note that this will also occur if the entity is imported as part of a transaction with the Connect:Web 

module.  

 

The other setting of "Bank" can be used also if the default bank is to be overridden with a different 

bank (cash) or other account to credit if a payment is processed.  
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Client Database: Maintaining and Using the Main Contacts DataBase 
 

 
 

 

The Main Contacts database allows the brokerage to maintain one master list of all contacts that the 

company and/or its agents do business with.  

 

 
 

The database usually contains buyers and sellers who the company represented in listing agreements 

and sales transactions. It can also contain agent, branch, and company prospects.  

 

 
 



Client Database: Maintaining and Using the Main Contacts DataBase    

 

Page - 26  C Executive Systems BOS Version 20 Upgrade Training Reference 

The Main Contacts database can also be used to assist brokerage marketing efforts. Each contact can 

be assigned to an Office and an Agent. Lists, labels, letters can be created within the Add/Edit Main 

Contacts and within the Followup tab of Operating Reports.   

 
 

As shown above, when entering listings and transactions within the "Contacts" tab, the main contact 

list can be accessed to pull a copy of that contact to be a part of the agreement.  

 

Names and information for other contact types such as title companies, lenders, transaction 

coordinators, closing companies, attorneys, builders, and others can be maintained as well. Like buyers 

and sellers, these entities can be copied/pulled into a listing or transaction as participants within the 

Contacts tab.  
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The Main Contact list can also be added to or updated during contact entry work within a listing or 

transaction. When a transaction/listing contact entry is complete the operator can: 

 

¶ Save To Main :  this will save the contact as part of the transaction/listing and also add or 

update the contact to the Main Contacts database. 

¶ Save To Property Only:  this will save the contact as part of the transaction/listing only. No 

affect on the Main.  
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Contact lists can be imported as well from a pre-defined formatted Excel worksheet file. Usually this is 

done for new or existing agents to enable office support staff to assist in marketing, contact, sales, and 

follow-up efforts.  

 

 

 
 

Above: sample worksheet of 52 contacts of agent Edward Brandy with the required format is shown 
with the first row having the column names: 

¶ FirstName 

¶ LastName 

¶ StreetNo 

¶ StreetName 

¶ City 

¶ State 

¶ Zip 

¶ Company 

¶ Email 

 

The columns must be in the order listed. If not, a message with show the correct order and header 

names when the import is attempted.  
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Use the "XLS Add" button to start the import. A small screen will appear: enter the agent name (to be 

assigned to the contact), the contact type and source of business to assign and then the path and name 

of the worksheet file and click the "Start Import" button.  

 

 
 

The program will import the contacts and display a message as above when completed.  

 

 
 

When the message is cleared, the program will display a list of the just added contacts for the agent to 

help verify and make a list report if desired. Note that the import created the contact Search and 

Reports names from the first and last name items imported and assigned the status of "Active". The 

agent's current office is also assigned.   
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Client Database: Assigning Clients to Other Agents 
 

 
 

 

The Resources Setup Tool "Move To Agent ID T11" is normally used assist with data cleanup when an 

agent may have been entered in the roster more than once and there is agent production data recorded 

for both (or more) records. When this is the case, neither agent record can be deleted. The T11 

command can re-assign all billing and production data from one agent ID to another agent ID so that 

the former agent record(s) can be deleted (leaving only one roster record for the agent).  

 

Sometimes, when an agent leaves a company, management wishes to assign that agent's clients to 

another agent to continue contact and marketing tasks. The "Move To Agent ID  T11" -  can do this - 

i.e. move just an agent's MAIN contacts to another agent and not any of the production and billing 

data.  

 

The pages below shows an example of this process:  
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Above, an agent has 358 clients contacts assigned and these are to be moved to another agent.  

 
 

The agent to be assigned first agent's contacts already has 161.  

 

 
 

The Tools --> Move To Agent ID T11 command move option "o Main Contacts" is used to reassign 

the main contacts from one agent to the other agent. Note that "Move All" will move all data - billing, 
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production, and contacts.  And the option "All Contacts" will move all Main Contacts plus contacts 

that are connected to listings and transaction but will not move any billing and production data.  

    

 

 
 

Above, when the button "Move Agent ID" is clicked the confirmation message above will appear. 

"Yes" will continue with the processing.  

 
 

Above,  Move completed - Main Contacts have been re-assigned.  

 

Below shows how to verify the main contacts counts for both agents using the command "Add/Edit 

Main Contacts":  

 

 
 

Above, "from" agent has no Main Contacts.  
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Illustrated in the above search is now the "to" agent has the added contacts.   Done.  
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Client Database: Looking Up Transactions and Listings 
 

 
 

 

Often, an agent or management wishes to see how many listings and/or transactions a Main Contact 

such as a builder, buyer/seller, investor, title company, lending company was/is involved in. The 

Add/Edit Main Contacts is able to provide lists of these.  

 

 

 
 

Use the "View Trans" button of the Add/Edit Contacts lookup & Browse window to see the sales 

transactions the client was involved in as a buyer or seller. If the contact is title, mortgage, or other 

contact type, this button provides the sales transaction list they participated in.  

 

 
 

 
 

Above, example of a transaction list presented on screen and a report of same that can printed.  
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Above: listing contracts that a contact has been involved with can also be obtained with the "View 

List" button.  

 

 
 

Above is a sample screen showing all of the listings the contact has been involved in as a seller or 

buyer or other contact type. Below shows a printed report of the list.  
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Client Database: Update of Contact's is recorded.  
 

 
 

 

Each main contact can be kept up to date with the Add/Edit Main Contacts command or from within 

Listings and Transactions. To assist in tracking how up-to date contact data is, the system will time 

stamp each Main Contact record when it is updated.  

 

 

 
 

 

Above: illustration of time stamping of a Main Contact record.  Also, the last listing# and transaction# 

that updated the Main Contact record is also saved.  
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Above: a list of Main Contacts updated during a certain time can be viewed within Add/Update Main 

Contacts.  
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Clients, Agents, Brokers ï Printing Letters  
 

 

Many company managers use BOS to assist in their announcement and followup communications by 

printing letters to clients (sellers and buyers), agents, and brokers. Briefly, here is how to use this 

feature:  
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Below is an example of how letters are printed.  
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The letter is printed from the Preview.  
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Company and Office: Recording Plans and General Information 
 

 
 

 

Many companies keep track of their own company history and milestones. In BOS this can be recorded 

within the Company Information button's "Notes" tab.   

 

Further, others develop company mission statements that are used in their hiring and marketing efforts 

to distinguish them from competitors.  The Company "Notes" tab can be used to record this as well - 

including planned Objectives --> Strategies --> and Tactics to support the mission statement.  

 

BOS sales managers use the BOS Office record to enter history and agreed upon Office objectives and 

supporting strategies as well. And, in some companies, the sales managers can also use the Agent 

roster record's Notes tab for the same when working with and mentoring their agents.  
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Setups: Managing Command Levels 
 

 
 

For companies who wish to control staff access to the various BOS commands and features within, the 

"Command Levels"  settings are used to do this.  

 

Within "User Names" (top button) each user is assigned certain level number from 0 to 9.  Within 

ñCommand Levelsò (second button), each command or command feature is assigned a required 

"minimum" level number also from 0 to 9.  

 

A BOS user is allowed then to use any BOS command that has a level number assigned that is equal to 

or higher to the users assigned minimum level number. For example, a BOS user assigned to a 

minimum level number of 3 is allowed to use any command assigned a number from 3 to 9, but not 

any command assigned a level under 3 (0, 1, or 2).  

 

 
 

 

The Command Level list appears as above - startup sorted by the "Menu Item" name column. Click on 

any column header to sort up or down.  
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Search example above - looking at levels of General commands having to do with transactions --> 

search form name "tran" and type "General".  

 

 
 

Above: search example to view required levels for key sales transaction commands that must have 

limited access - i.e. lower required levels.  

 

 
 

Use "Edit" to change the required level for a command.  
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Access to reports can also be controlled by assigning minimum level numbers. 
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Setups: Forms and Checks Command 
 

 
 

The Forms and Checks command within Setups Ą Security and Controls is used to assign the various 

report programs to certain groups of BOS commands such as printing checks. When BOS is installed, 

all of these options are assigned to a pre-installed report program or form.   

 

Each report row has these columns: 

ID  a sequential number assigned by the system 

Description this describes the function of the report/form program 

Report Name the actual report/form program name 

Group  the group that the report/form is part of 

Found  this is a verification indicator that the report program has been found with the Tools 

  T40 command.   
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Then the Forms and Checks list is sorted by clicking on the column name ñGroupsò. These are the 

group types: 

 

1099  For users of the 1099 printing functions within Operating Reports ï Accounts Payable 
  There are various forms used in 1099 processing. 

Checks  For all printed checks whether on pre-printed or blank MICR stock, these are the   
  programs that do the printing. 

Invoice Agent billing includes invoice and statement printing ï these list the programs used. 

TranSheet Reports that produce the different individual transaction reports or CDAôs. 
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Note:  the Tools command òCustomized Rpt Copy/Combine T40ò command is used to Verify the 

existence of the Forms and Checks programs as well as other customized BOS reports and analytics 

programs. When this command is run the above screen displays and click ñVerifyò is used to do this. 

 

 
 

Note:  this is an example of a T40 ñVerifyò run showing how existence of each of the  Forms and 

Checks programs (as well as others) is checked.  
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Commission Plans: Definitions 

 

All commission plan definitions are maintained with the Basic Setup command "Add/Edit 

Commission Plans". The normal use of commission plans follows these steps:  

1. Build the plan definitions with "Add/Update Commission Plans".  

2. Assign a main plan to the agents with ñAdd/Edit Agents and Staffò. This will cause that plan to be 

selected as the default when the agent is added to a transaction.  

3. Use the plans to calculate agent commission splits for each CA4 commission line in a transaction.  

This section provides the definitions for each of the items that are used to control how the plan will 

calculate an agent's split.  

Starting the Basic Setup "Add/Edit Commission Plans" will display a list as above. At the top of the 

list there are search items that can be used to locate a particular plan Name, ID, or òStatusò ( All or 

only ñActiveò of ñInactiveò plans). 

The list shows these columns:  

¶ Commission Plan Names - this is the name entered for the plan - plan names must be unique 

¶ Plan ID - a plan number assigned by the BOS program when it is added to the list.  

¶ Status - Active or Inactive (staff operators working on transactions can only see "Active").  

¶ #Levels - a number of split levels - amounts and percentages (1 or more) that have been entered 

for the plan.  

¶ Exclude - each plan has this setting that controls if a commission using the plan is to be 

excluded from calculating plan move-ups in subsequent closings.  

The number of plans on the list, all or after a search, is shown at the list bottom.  

The bottom buttons: 

Add   click to add a new plan. 

Edit   use to edit the plan that is pointed to 

Delete  use to delete the pointed to plan.  The program will delete the plan if is not assigned to anyone.  

Print   this will print a detailed definition of all plans on the list.  

Preview  will create a detailed definition of all plans on the list and show on a reports screen. 
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Plan Split Schedule (tab) 
 

 
 

Above is an example of a 5 split level plan. For each level there is a % to Agent that is used to 

calculate the agent's commission up "to This Amount" at which the agent will move up to the next %.  

 

Plans can have any number of split levels. If only one level is specified, all commissions will always 

use that percentage for calculating a commission for a transaction.  

 
At the top of the screen are these items: 

¶ Plan Name:  this is entered by the operator and cannot be the same as another plan. The name 

can be adjusted/changed later if needed.  

¶ Plan ID: this is a number assigned by the BOS program when it is added.  

¶ Status: this is assigned by the operator - "Active" plans are available to assign and use in a 

transaction. "Inactive" is assigned to plans that are no longer to be assigned. When operators 

are working on transaction commissions, inactive plans will not be on the list of plans to select.  

¶ Plan Status:  can be set to Active or Inactive.  After installation of the software update, all are 

set to ñActiveò. Plans that are not to be used can be set to ñInactiveò so they are not displayed 

as a choice when adding or editing agent transaction commissions. This will assist operators as 

plans that are not to be used will no longer be a choice in commission entry.   

¶ [_] House: this is an option for the plan, when checked, means that the plan is categorized as a 

"house" plan available to be assigned within an agent sale/transaction commission. This setting 

works in conjunction with a User Names Advanced "Comm Plan Select Option".  This feature 
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can be used to control plans closing department operators are able to assign for transaction 
splits, is detailed in another section. 

The Main Screen "Split Schedule" tab has a top section where the one or more split levels in the plan 

are entered. The sample above has 5 levels with the last one having at to This Amount of 999,999,999.   

 

The columns show: 

¶ the split number starting at 1 - this is assigned by the program when it sorts the % To Agent 

from low to high. 

¶ Name - optional name for the level 

¶ % To Agent - the percentage split the agent received up to the "To This Amount" value.  

¶ % to Company is calculated as 100 % less the % To Agent. 

¶ To This Amount - the up to amount from previous transactions that the agent is paid at the % 

To Agent. The amount summed is defined in the bottom part of the screen set with "Above 

Split Level Amts Are:". There are 7 options starting with "GCI (Allocated)".  

¶ # Bonus settings (optional) these are assigned on the split level detail entry screen.  

 

These are setup using the buttons below "Add Split Level", "Edit Split Level", "Delete Split Level". 

When using the "Add" or "Edit" another screen appears for detail entry of a split level. 

 

.    Add/Edit Split Level 
 

 

 

Above: entries on the detail split level screen for each split level enter: 

Level Name: optional- this can be a number or an alphabetical abbreviation 

Percentage to Agent: The split percentage used to calculate the agentôs gross commission 
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Percentage to Company: Calculated ad 100% less the Percentage to Agent 

To: amount e,g, ñAgents Shareò: The amount up to that the Percentage to Agent is to be used.  

  The amount to be calculated is assigned on the main Split Schedule tab 

   ñAbove Split Level Amts Are:òsection 

 Or: To Maximum :  Place a check here for the last level of the plan 

 
Split Level Bonus (optional) section: 

As an Option this screen also allows entry of a ñSplit Level Bonusò calculation when the agent 

reaches this level. The Bonus can be a specified dollar amount or a percentage of a production 
amount. The percentage calculated on one of these figures: 

% of Gross Commission Income, GCI, allocated to the agent.  

% of Adjusted Gross Commission (Income), AGCI, allocated to the agent.  

% of Net Adjusted Gross Commission (income), NAGCI, allocated to the agent.  

% of the Agent's Share (calculated from the split level%) 

% of the calculated Company Dollar contributed by the agent (NAGCI less Agent's 

Share ) 

 

Use these items to define how the plan is to do the calculations: 

 

 
 

Plan Type:   
¶ Incremental by Current Period ï assign this type for a flat (only 1 percentage split) or for plans that have move up 

during a specified time period (e.g. calendar or anniversary year). When assigned to an agent the ñcurrent period is also 

assignedò.  

¶ Rolling Total by Prior Period  ï base on a previous periodôs totals. The previous period is specified in the agentôs 

record.  

¶ Rolling Total Back a Full number of days, months, quarters, years.  

 

 

 
 

Above Split Level Amts Are: selection determines what the move up totals are based on.  
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Calc Level Achieved Using:  Selection further defines what previous commissions are to be summed 
¶ APPosted : means to only count previous closing step ñAR/APò posted commissions within a close date or pending 

date range,  

¶ Closed Tran: means to only count previous commissions from closed transaction within a close or pending date range.  

 

 

At Incremental Split% MoveUp : Action to take when a particular commission moves from one level 

to another for an Incremental Plan Type.  

 

 

 

This setting defines the revenue amount is to be used to apply the commission split percentage 

calculating the agentôs gross commission/earnings. 

The first three are the amounts allocated to the agent within the CA4 entry screens ï the ñIncome 
Allocationsò tab.  

The second three ñSideò percent-on items allow commissions to be calculated on the total revenue 

(Income) generated on a transaction side.  These options can be handy when entering team member 

commissions with two or more members to share commissions based on split percentages of the total 

side revenue.  

 

 

For a plan whose production is not to be counted towards future move-ups check this item. Some 

companies will exclude production from company referrals.  

The Comment, used to display added information to the closing department, will appear on the 

commission entry CA4 screen and the pay commissions screen to assist the operator.  
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Commission Plans: Control Staff Entry with ñHouseò plans 
 

 

Above: edit screen for setting up a commission plan that will be checked as a ñHouseò plan. This 

designation is used to limit the plans available during staff commission entry to only the plans having 

this designation.  

For example, the example plan #47 a plan used to pay list side commissions for a new home completed 
by the Best Builders affiliate.  

This setting works in conjunction with User Names Advanced "Comm Plan Select Optionò. See 
below.  
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There are four options: 

Only All   All Active plans will be available to select for a commission payment 

   calculation. This is the default option for all operators 

Only Agent  Only the agentôs main plan and any house plans will be selectable 

Both-Default Agent When editing an agent commission this option will allow the operator to 

   select from the agentôs plus house plans but can switch over to all if needed 

Both-Default All  When editing an agent commission this option will allow the operator to 

   select from All plans but can switch to only list the agentôs and house plans 

 

To limit an operator to select only house plans within commission entry, edit that userôs ñAdvancedò 

(tab) setting ñComm Plan Select Optionò and set the option to ñOnly Agentò 

 

 
 

Above: example commission entry screen showing the area where the commission plan to be used is 

assigned. The ñPlan for Trans.ò button click will list the plans available to assign. 

 

 



Commission Plans: Control Staff Entry with ñHouseò plans    

 

Page - 56  C Executive Systems BOS Version 20 Upgrade Training Reference 

 
 

Above: example of the ñOnlyAgentò option assigned to the operator limits the plans assignable to the 

agentôs main plan or any of the ñHouseò plans. No other plan can be assigned. 

 

 

 
 

Above:  Example where operator is set to be able to assign any plan ,òOnly Allò. 

 

 
 

Above: Example where the operator is set to ñAll Default  Agentò ï when bringing up an agent 

commission entry screen the radio button choice of ñAgentò or ñAllò will be set to ñAgentò. This is 

preferred when there are few exceptions where a special plan might be assigned other than the agentôs 

main or house plans.  

If there is a situation where a special plan is needed the operator would click on radio choice ñAllò and 

followed by the ñPlan for Trans.ò button where the list would then include All plans. 
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Commission Plans: Transaction Deduction Options 
 

The ñTransaction Feesò option within Commission Plans definitions are fees that are deducted from 

the gross commission split calculation.  

 

 
 

Within a commission plan definition, the optional ñTransaction Feesò tab enables entry of this 

deduction from gross commission calculated from the Split Schedule.  

 

  
 

The transaction fee definition screen above shows that after a name is given, the fee can be set to a 

fixed amount or a percentage calculation off of one of five different figures allocated to the agent 

shown above.  

 

In the example above, a transaction fee is calculated as 10 percent of the ñNet Adjusted Gross 
Commissionò (NAGCI) allocated to the agent.  
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Limiting the deduction: (bottom of the screen) 

 

Optionally, limits can be specified to the tran fee amount in the lower part of this setup screen.  

First, a total amount for the ñPlan Periodò can be specified. The ñPlan Periodò is that period specified 
in the agentôs BOS record with the Incremental Plan Start and End dates.  

Second, there is a ñPer Side maxò that can be specified to limit the transaction fee for a particular agent 

commission. In the example above, the transaction fee is to be 10% of the allocated NAGCI, but 

limited to $50 per side.  

 

.  
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Setup: OfficeAdmin - Limiting Transaction Data Entry  
 

This section explains how to setup office admin operators to enter only the basic information for 

transaction accepted offers. This can be used in larger companies where it is helpful to have branch 

admin staff assist with data entry by entering basic information from the offer sheets while not viewing 

any revenue and agent commission information.  

 

The examples below assume that most general information can be easily entered but items such as 

revenue and commission splits and calculation are not.  

 

 
 

Above: shows how to setup a user to enable a special tab when editing a transaction that combines 

entry of participating agents with the entry of contacts (sellers and buyers). For the user setup move to 
the ñPrivilegesò tab and check ñEnable Transaction Agents/Contactsò. 

Optionally, a sub-setting ñA/C Allow Addò  to allow the operator to add new agents and contacts. 

 

  
 
Next, to prevent viewing and entry within the ñCommissionsò tab, move to the operatorôs setup ñBlockò tab and check the 

ñBlock View Transaction Commissions Tabò.  
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After these setups are completed, the admin operatorôs transaction update screen will appear as above. 

The ñCommissionsò tab is removed and the ñContactsò tab is now the ñAgents/Contactsò tab. Other 

tabs are as presented to other users.  

 

 

 
 

Above: sample Agents/Contacts tab where the operator can enter and update agentôs side and units.  
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 Key Report Lists and Exports of Setups 
 

This section provides details that can help users obtain reports and data exports that assist data sharing 

or import into other apps. The sectionôs purpose is also to help Lantrax staff  obtain the data and setups 

needed to assist migration training and go live with Profit Power.  

 

Note that many of  the data exports have been available for many years while those programmed 

recently per Lantrax staff requests will have ñLTò as part of the format or option name.  
 

 

Work Volume 
 

Hey Stan, 
  
I hope you are doing well. 
  
We are working on getting Jack White live on Profit Power.  Aaron wanted to know if you could provide us with a 
report of the Monthly Closed Units for the last 12 months.  We want to see what kind of work volume they have 
had the last 12 months.   
  
Let me know if you need any further information. 
  
Thank you.   

 

 

 
 

The above company-wide Analysis ï A30 Summary report can be run to help plan BOS customer 

migration to Profit power.  
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Above illustrates how to run this report using the Summarize by ñMonthò option.  
 

 
 

Also helpful for training and migration planning is to run the same A30 report by Office to learn about 

the relative amount training may be needed.  
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Offices Lists and Data Export 
 

 

 
 

Key Inhouse (internal) and Outside resources information is maintained within the Resources module's 

"Basic Setup" tab.  Here InHouse branch office and agent and staff resource information is maintained. 

Further, demographic information for outside resources including co-brokers/outside 

companies/agents, contacts such as sellers, buyers, mortgage companies, title companies and others, 

and vendors is maintained.  
 

 
 

 
 

To help staff verify key resource record accuracy and completeness the Add/Edit searches for Offices 

(shown above), Agents&Staff, Brokers, Contacts, and Vendors,  "Standard" lists have been added to 

each. Further, to help staff share data with other programs, each of these search lists also has an Export 

Format option. Select the "Format" option and click "Preview".  

 

There are also "Custom" options for companies who wish to have a customized list or export content 

created for them.  
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Above: This is an Office ñStandardò report Preview. Use the "printer" tool to print or the ñexportò to 

create a file.  

 

Note:  the column ñFinDeptò is the Financial Department ID entered on the Office Information tab.  

 the column ñ#Agentsò is the count of active agents assigned to an office.  

 the column ñIA Deptò is the IA Income Stmt Profit Center entered on the Control Numbers tab.  

 the column ñIA BalShò is the IA Balance SH Profit Center entered on the Control Numbers tab. 

 
 

 
 

Above: sample Excel Standard report export.  

 

The Format option ñExportò provides a way to obtain much more data about each office. The report 

preview will have narrow columns, but, when exported, the full values of each column will be in the 

file.  
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Below: sample of the Office Format  "Export" content: 
 

 
 

The office ñExportò will have a top row of column headings followed by a row of data for each office 

on the office browse/search window.  
 

 
 

 

 
 

Above: exporting Office data to an Excel Worksheet.  

 

The office ñExportò content includes:  
¶ OfficeID: BOS Office ID 

¶ O_Name: Office Name 

¶ O_Add: Office street address 

¶ O_CSZ: Office cuty+state+zip 

¶ O_Broker: Broker's name in the office 

¶ O_Bus: The office business type 

¶ O_Status  (Active or InActive) 

¶ O_Dept: Office Department (used for interfacing or profit center ID) 

¶ O_Div: Office Division (sub part of the company or separate corp) 

¶ O_City 

¶ O_State 

¶ O_Zip 

¶ O_Country 

¶ O_Email 
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¶ O_Phone 

¶ O_Fax 

¶ O_Admin: Office admin name 

¶ Company: Parent company name 

¶ TrustAcct: Trust account COA# 

¶ IA_IncPftCtr: Interface Accounting Income Statement profit center ID 

¶ IA_BalShPftCtr: InterfaceAccounting Balance Sheet ID 

¶ O_SqFt: Office square feet 

¶ O_NoDesks: Office number of desks capacity 

¶ O_MoFixedCost: Office monthly fixed cost 

 

 

Exporting Agent Data:   
 

 
 

Agent and Staff Standard Report and data Exports:  
 

 
 

  These are the report preview formats available. Note the ñExport LTò is a format 

used by LanTrax for the Profit Power migration.  

 

Agent/Staff Export example:  enter values in screen top ñSearchò area to select the standard list report 

or export content desired ( above example just OFFICE2 and agents / staff all status'). Click "Search".  
 

 
 

Above: sample of agent/staff ñStandardò  report list.   



Key Report Lists and Exports of Setups  

 

C Executive Systems BOS Version 20 Upgrade Training Reference Page - 67 

Below: for a copy of the agent / staff data to share, click Format "Export" and click "Preview".  
 

 
 

  
 

This will present a report preview similar to above. The Export format "preview" will have many more 

columns than a "Standard" report list format displayed in narrow data columns. The "Export" tool is 

used to export the data previewed into any number of formats including Excel and text.  Choose 

Destination of "File" or "Application".  

 

 
 

Above: this is a sample export to an Excel file type. Column headings will be included. Others such as 

csv, text, tab delimited text, documents can be selected.  

 

The Agent/Staff Format: "Export"  data option includes:  

 
¶ AorStaff:  ("A"gent or "S") 

¶ AgentID:  ID in BOS 

¶ OfficeID:  Assigned to BOS office ID.  

¶ LName:   Agent last name  

¶ FName:  Agent first name 

¶ MName:   Agent middle name 

¶ Address:   full street address 

¶ Zip 

¶ City 

¶ State 

¶ Country 

¶ SSN: Agent's social security number 

¶ B_Date:   Birth date 

¶ S_Date:   Start at company date 

¶ R_Ph:   Residence phone  
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¶ Pager 

¶ C_Ph:   Cell phone 

¶ F_Ph:   Fax phone number 

¶ Email 

¶ HIST#:   (for Canada) 

¶ InvTo:   E (email) or P (print) billing invoices 

¶ WebSite:   Agent's web address 

¶ REBoard:  (FOS Only BOS - Not Used) 

¶ RELic#:  Real Estate License ID 

¶ RELicExp License expiration date 

¶ BOS_Status:   "Active" or "Terminated" 

¶ TD_Date:  Terminated from company date 

¶ BOS_Type:   "AGENT", "ASSISTANT", or "EMPLOYEE" 

¶ I_Date:   Incorporated date 

¶ I_Name:   Incorporation name 

¶ I_EIN:   Corporation federal employer identification number 

¶ REStart:  Date Started in Real Estate 

¶ Exp:  Experience level: "Experienced", "New", or "n/a" 

¶ PlanID  Assigned Commission plan ID 

¶ PName  Assigned plan name 

¶ PL1%  Plan Level 1 split percentage 

¶ Notes:  Info from "Notes" tab 

 

 

Agents Migration ExportLT  Roster 
 

 
 

To assist Lantrax Staff sales agent data migration, use the Add/Edit Format ñExportLTò. 

 

To create an export file of the agent roster, use the ñAdd/Edit Agents..ò search browse. Setup the 

ñsearchò desired ï e.g. ñActiveò and ñAGENTò. To obtain the report to export use the Format 

ñExportLTò to ñPreviewò.  
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Use the report preview export tool to create an Excel worksheet file.  

 

 
 

Above, Sample ExportLT ï should have data content and order specified by Lantrax plus a few add-

ons. LT Column name and info: 

¶ AgentID:  ID in BOS 

¶ CoID  CompanyID - this is set to "001" 

¶ OfficeID:  Assigned to BOS office ID 

¶ LName  Last Name 

¶ Mini    Middle Initial 

¶ FName  First Name 

¶ NName  Nick Name (none in BOS) 

¶ CName  Company Name 

¶ Desig  Designation 

¶ SName  Spouse Name 

¶ AName  Assistant Name 

¶ Addr1  Address 1 

¶ Addr2 

¶ City 

¶ State 

¶ Zip 

¶ R_Ph  Residential Phone 

¶ C_Ph  Cell Phone 

¶ F_Ph  Fax Phone 

¶ RELic#  Real Estate license ID 

¶ RELicEx  Real Estate license expiration date 

¶ S_Date  Start Date 
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¶ T_Date  Termination Date 

¶ SSN    

¶ TName  1099 Name 

¶ A_Date  n/a 

¶ AFlag  n/a 

¶ MLS  MLS ID ï not assigned 

¶ Title   n/a 

¶ Email 

¶ Notes  n/a 

¶ CPID  n/a 

¶ I_EIN  Federal ID 

¶ I_Date  Incorporate date 

¶ Indp   Independent Contractor flag - issue 1099 NEC ("True" or "False") 

¶ PlanID  Assigned Commission Plan ID 

¶ PName  Assigned plan name 

¶ PStart  Plan Start Date (for incremental plans) 

¶ PEnd  Plan End Date (fo incremental plans) 

¶ CInfo  Commission Information entered 

¶ PayType  ñCheckò, ñDDò, ñOutsideò 

¶ R#     DD routing# 

¶ BankA#   DD account#) 

¶ DDAType  DD account type either ñCheckingò, ñSavingsò 

 

 

Agent Commission Plan PP Setup ï which plans?  
 

Most companies have many plans saved in their plan definition list. Usually many of the plans on this 

list are not being used.  

 

When migrating to Profit Power, the LT staff sets up the commission plan definitions. The following 

pages show how to learn which plans need to be setup.   

 

 
 

Above: viewing the commission plan list. Use ñPreviewò to learn how the plans are defined.  
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Above: the report shows how each plan is defined including the various split levels. Also, for each plan 

the number of agents assigned to that plan is tabulated.  

 

 
 

Use the R106 report as shown above to obtain a preview of all plans assigned to the Active sales 

agents as well as a count of how many agents each plan is assigned to.  
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The report first provides a list of agents assigned to each plan.  The last pages of the report will provide 

a summary count of only the plans assigned:  

 

 
 

Above: the summary counts at the end of the report will show which plans are assigned to the active 

agents. In this example about 16 of 65 of the plan definitions are assigned.  
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Agents ExportLT Main Commission Plan Assignments 
 

Here is how the commission plan assignments can be exported to assist an LT Profit Power migration. 

 

 
 

Within Operating Reports, the agent level R106 report can be used to obtain an export of agent plan 

assignments to assist in setting up the plans in Profit Power. Select the Format ñExportLT Plansò. 

After other report setups are completed, click ñPreviewò.  

 

 
 

To export the report to Excel, use the export tool to create an ñExcel 8.0ò within the Excel app.  
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The export contains the main commission plan assigned to each agent ï plan ID, the ñTypeò, and the 

plan name. Included also is the minimum level assigned for the agent and the current date range for 

calculating the move-up type plans splits.  
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Agents ExportLT of Assigned OTB Deductions with R106 

In BOS, sales agents can be assigned commission deductions from the gross earnings when paid on 

closed transactions. This section documents how the pre-assigned off the bottom deductions for each 

agent can be exported to assist in the BOS migration to ProfitPower.  

 

 
 

Above, example of a commission check deduction assigned to a sales agent. 

 

 
 

 

To obtain an export of deductions assigned to the sales agents, use the Format: ñExportLT DEDsò 

within the R106 report. Setup the report and click the ñPreviewò.  

 



Key Report Lists and Exports of Setups    

 

Page - 76  C Executive Systems BOS Version 20 Upgrade Training Reference 

 
 

From the preview screen click the export tool to select an Excel format ñExcel 8.0ò and the 

ñApplicationò destination.  

 

 
 

Sample Excel export of deductions assigned to the sales agents. Included are the deduction ID and 

name, and the amount to be deducted from each of the agentôs sales commission.  
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Agents LT Export OTB Comm. Deductions Taken using R134 
 

 
 

To obtain a list of deductions that have been taken over specified period, the ñDeductions Paid R134ò 

command can be used. For an export of these, select the Format: ñItem Summary ExportLTò.  

 

When sales are closed and agent commissions paid, deductions can be automatically made from the 

agent recordôs setup but can also be entered on the fly while closing the sale. Some companies may 

add all deductions on the fly and not have any pre-assigned within the agent record.  

 

 

 
 

The report is ñPreviewedò so an export can be created. The report tabulates a summary of the 

deductions taken and includes the debit account, number of times used and the total amount. Use the 

export tool as shown to create and save an Excel worksheet.  
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Above: sample worksheet of all deductions made from sales agent commissions. In BOS each OTB 

deduction type has a numeric ID and an alpha numeric name.  
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Agents LT Export A/R Items Billed  R702, R712 
 

 

  

 
 

When setting up billing items in Profit Power it may be that most of the items in the BOS list are not 

being used. The reports R702 and R712 can be run to learn what items are actually being billed and 

should be entered into the Profit Power list.  

 

The billing report ñBilling Log by Item  R702 can be used to export current items that have not yet 

been billed in BOS.  This will provide a list of items that being used in the current log.  

 

The Format ñExportLTò is used to do this via a report ñPreviewò and export to XLS.  
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Above, example of how to export the list to Excel.  

 

 
 
Above, a sample worksheet of items in the current billing log that are to be invoiced to the agents. 

Note that the key items are the Item Code, Description and GL_Account.  

 

 
 

Use the R712 in a similar manner to view items invoiced back to a selected period.   
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Agents Export A/R Balances (R703)  

This section documents how agent accounts receivable (AR) account balances can be listed and/or 

exported to assist in setting up the ProfitPower AR module when migrating from BOS.  

For example, the R703 export can provide agent current balances from BOS for import into Profit 

Power as the account starting points as of the go live date after which all new detailed billing is 

entered.   

 

The BOS billing/Agent A/R module contains:  

 

A Current Log that includes:  

¶ expense or recovery items entered for the agent to pay the company not yet invoiced (posted) 

¶ payments or commission check deductions made by the agent but not yet on an invoice (posted) 

 

A History (Posted) that contains:  

¶ expense or recovery items invoiced for the agent to pay the company and posted to the balance 

forward 

¶ payments or commission check deductions made by the agent that are posted to the balance 

forward 

 

The Billing report ñTotal Balances T703ò provides these amounts for each agent. 

 

 
 

Use the ñExportò format to ñPreviewò and then place this data into an Excel worksheet.  
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The preview export tool format ñExcel 8.0ò will create the worksheet.  

 

 
 

Items exported to the worksheet:  

 
Agent Name 

Agent BOS ID 

AgentOfficeID current assigned BOS office ID 

Status  agent status ï Active or Terminated 

Type  agent/staff record type -  AGENT, ASSISTANT, or EMPLOYEE 

PostBalFwd ( Balance forward from all posted billed items and payments ) 

Curr Pmnts ( Payment entered in the current log not yet posted ) 

AdjBalFWD ( PostBalFwd  less  CurrPmnts ) 

Curr Billed ( Items entered in current log not yet posted ) 

Curr Balance  (AdjBalFWD  plus  CurrBilled ) 
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Agents Export A/R Balances (R703) for LT 

At Profit Power ñGoLiveò,  the agent A/R balance can  be loaded into Profit Power as entry into BOS 

is halted at the go-live date. To obtain these balances, a new export, the R703 Format ñExportLTò can 

be used. See instructions below.  

 

The BOS billing/Agent A/R module contains a Posted (invoiced) log and a current (not yet invoiced) 

log. Each log contains items billed to the agent and agent payments.    

 

 

 
 

Use the ñFormatò of ñExportLTò and click ñPreviewò.  Most companies will only export balances for 

the ñActiveò agents to load the Profit Power GoLive agent starting A/R balances.  

 

 
 

Above, using the report preview to export the data to an Excel worksheet. 
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Above:   Sample worksheet with the agent names, BOS IDs, assigned office ID, BOS agent status, and 

current A/R balance.  
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Agent Closed Comm. Data for ProfitPower C-Plan Calcs. 

This section documents how to create the LanTrax specified agent closed commissions data file for 

loading into ProfitPower at ñGo-Liveò.  This format was first used with BOS customer Van Eaton and 

Romero was purchased by LanTrax customer Latter & Blume in Lousiana.   

 

 
 

Above: To Start ï go to the Transactions module command ñClose Transactionò. 

 

 
 

   

To obtain only close transaction commission data select Status ñCLOSEDò and then ñSearchò.   

 

As shown, the export file is created using the Format ñExport LTò of the Preview List report.  
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A sample list of commissions detail for each agent appears as above. Use the export tool to create the 

file.  

 

 
 

Above: this will place the data into an Excel worksheet on screen within the Excel app. 

 

 
 

This is a sample closed commissions worksheet detail file.  

 

Important Note: any BOS commissions for ñBoth Sidesò are split into two records one for each side.  
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These are the column names (provided by Lantrax) and how they are assigned from table 

Backoffice.Commissions and iTransactionID join to the Trade table: 

 
A_DealCompletionDate  {Commissions.dtClosingComm}  

B_AssociateID   {Commissions.szCode}  

C_CompanyID   101 

D_Office    {Commissions.iOfficeID}  

 

E_TransactionSide   ñLò If {Commissions.dListUnits}+{Commissions.dListVolume}+ 

     +{Commissions.dRICComm}+{Commissions.dListComm}) <> 0  

    ñSò If ({Commissions.dSellUnits}+{Commissions.dSellVolume}  

  +{Commissions.dRICSellComm}+{Commissions.dSellComm})<> 0  

 

F_Units    Side ñLò: = {Commissions.dListUnits}   

or  Side ñSò: = {Commissions.dSellUnits}  

   

G_Volume   Side ñLò: = {Commissions.dListVolume} 

    or  Side ñSò: = {Commissions.dSellVolume} 

 

H_BaseCommission   Side ñLò: ={Commissions.dRICComm} 

    or  Side ñSò: = {Commissions.dRICSellComm} 

 

I_AssociatePers onalCommission   

      Side ñLò: = {Commissions.dListComm} 

    or Side ñSò: = {Commissions.dSellComm} 

 

J_CompanyDollar  For the side = H_BaseCommission ï  

      I_AssociatePersonalCommission  

 

K_Plateau    For the side = I_AssociatePersonalCommission  

L_Commiss ionComment           

                   "TID:"+totext({Commissions.iTransactionID},"00000000")  

+" Addr:"+{@L1_Calc_Address}  

 

M_Count    if {Commissions.fExcludeHistory}= True then  = "N"  

Else  = "Y"  

 

T_Type    Trade.szTransType  

StNo     Trade.szStreetNo  

StName   Trade.szStreetName  
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Brokers and Outside Companies Export (Generic) 

Within Basic Setup --> Add/Edit Brokers and Companies information can be extracted with the 

Format: Export . 

 

 

 
 

 

Outside Broker/Company sample Export "Preview": 

 

 
 

 
 

Above, Sample  Export Broker/Outside company/resources list and created worksheet for import into 

another application.  
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Items included in this Broker "Export": 

¶ Type:   "R"eferral or relocation, "B"roker 

¶ Company:  Company name 

¶ Address:   Street Address 

¶ Unit: 

¶ Zip: 

¶ City: 

¶ State: 

¶ Country: 

¶ C_Phone:  Company phone 

¶ C_Fax:   Company fax 

¶ C_Email:  Company/Office email 

¶ C_EIN/SSN:   Company/Proprietorship Federal EIN or Social Security Number 

¶ BrokerName: 

¶ B_Phone:  Broker phone 

¶ B_Extens.:  Broker's phone extension 

¶ Fax  Broker's fax 

¶ Email:   Brokers or Company email 

¶ 1099Name:  1099 Name (optional) 

¶ 1099?:   send 1099, Yes or No 

¶ BrokerID:  BOS ID for Company 

¶ Role:   BOS Role - Default role or commission type 

¶ ExpAcct:  Commission paid/expense BOS COA 
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Brokers/Business Partners ExportLT (PP migration) 
 

 
 

Using the same setup command, this export is useful for loading up companies in BOSôs Brokers and 

Companies table into Profit Powerôs ñPartnersò table.  
 

 
 

"ExportLTò  format can should be used to supply broker data to Lantrax personnel to assist in 

migration to Profit Power. These items are included for the broker list Search: 

 

 
 

 
 

Above ï using the Preview export tool to create an Excel worksheet/file.  
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Sample Brokers Excel worksheet ï should be per Lantrax ñspecsò.  

 

Broker ID  (BOS ID for broker/outside company) 

FirmName   (BOS company name) 

FirmAddr1 

FirmAddr2 

City 

State 

Zip 

Phone 

Fax 

FedID 

MLSID 

TaxIDType  (1=SSN,  2=EIN ) 

Issue_1099  (Yes or No ) 
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BOS Contacts ï Export as Business Partners 

Within BOS listings and transactions there is a tab for identifying ñContactsò.  These are mainly the 

Sellers and Buyers. Some customers also identify other contact types such as mortgage companies and 

title companies and these may be useful additions to the Profit Power ñBusiness Partnersò table.  

 

Using the Operating Reports Ą Followup reports, various contacts that have been involved in listings 

and transaction can be exported for sharing.  

 

The report ñBuyer Source Company R511ò can be used to select and export any type of ñContactò.   

Following is how to use R511:  

 

 
 

Above: in this example the operator wishes to create a file of Buyer Attorneys used in the closed 

sales transactions. Example report setup criteria is shown.  The Format ñFor Exportò is used to 

create the file.  
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Vendor Lists and Export 
 

 
 

Vendor Standard Report and Export for Data Sharing:  

 

 
 

Above, sample vendor "Standard"  list from Add/Edit Vendors.  

 

The Vendor "Export" Format content: 

¶ VendorName: Company Name 

¶ VendorCode: BOS vendor code 

¶ Address: 

¶ Address2: 

¶ Zip: 

¶ City: 

¶ State: 

¶ Country: 

¶ B_Phone: Business Phone 

¶ F_Phone:  Fax number 

¶ Contact: 

¶ ExpAcct: 

¶ Ein/SSN: 

¶ Email: 

¶ Web: 

¶ 1099?   Issue 1099? 

¶ 1099_Name  Registered Name with IRS if different than Company Name 
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Main Contacts Lists and Export 
 

 
 

 

Main Contacts Standard Report and Export data sharing: 

 

 
 

Above: sample main contacts Search.  Below is a example "Standard" contacts list.  
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The main contacts Format:  "Export "  content includes: 

 
¶ ContactName: 

¶ ContactType: e.g. "Buyer" 

¶ Address: 

¶ City: 

¶ State: 

¶ Zip: 

¶ Company: 

¶ L_Name:  Last name 

¶ F_Name:  First name 

¶ R_Phone:  Residence phone 

¶ B_Phone:  Business phone 

¶ C_Phone:  Cell phone 

¶ Email: 

¶ Email2: 

¶ Web: 

¶ BusSource: Source of Business or lead 

¶ C_Status:  Contact status - "Active" or "InActive" 

¶ IHOfficeID: InHouse BOS office ID 

¶ IHAgentID: InHouse BOS agent ID working with/assigned to the contact 

¶ IHAL_Name: InHouse agent last name 

¶ IHAF_Name: InHouse agent first name 
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Listing Search Export and ExportLT 

Exporting Listing Data using "Manage Listings .." 

 

 
 

 
 

 

 
 

Above: sample listing data using Format: "Export ".  
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Exporting Listing Data using "Manage Listings .."   Format: Export (continued) 

 

 

These are the items place in the Export file, e.g. an Excel worksheet, for each listing in the browse 

"Search": 

 

¶ List No  Listing ID 

¶ MLS No 

¶ Status   Listing Status 

¶ Subject Property Street Address of the listing 

¶ Price 

¶ List   Listing Date 

¶ Expire   Expiration Date 

¶ Units   List side Units total to agents 

¶ Agent   List side Agent(s)  
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Exporting Listing Data using "Manage Listings" Format:  ExportLT  for Lantrax Listing Export. This 

format was requested by Lantrax.  

 
 

 
 

 

 
 

Above: using the report ñPreviewò export tool to create a worksheet.  

 

 
 

 

These are the Listing items that are ExportLT  placed in the export file (e.g. worksheet): 
 

¶ ListingID   

¶ MLS 

¶ StreetNum Address Street Number 

¶ StreetNam Address Street Name 
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¶ Address2 

¶ City 

¶ State 

¶ Zip 

¶ AssociateID BOS ID for the Agent 

¶ Price 

¶ ListDate 

¶ Expiration Date 

¶ Status  Listing Status 

¶ Type  Property Type 

¶ LSource Listing Source 

¶ ListComm List Side commission percent or amount 

¶ SellComm Sell Side commission percent or amount 

¶ DtEntered Date Listing Record entered 

¶ SFirstName Seller First Name 

¶ SLastName Seller Last Name 
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Transaction Search Export  

To share sales transaction data for analysis or other systems the export format within "Close 

Transaction" can be used. Use the various search items at the top of the transaction browse to select the 

transactions desired for the export.  

 

 
 

Within "Close Transaction" there are two list Formats that can be used to export transaction data for 

use in other programs. The first is the generic "Export " option that would be used for basic transaction 

information. The second, ñExportLTò is used for agent closed commission data and is documented in 

a previous section.   
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Above: example use of the "Export" option within Close Transaction "Preview List".  First the 

selection criteria is entered, the "Search" is clicked to display the desired transactions.  Next, the 

"Export" format is selected and the button "Preview List" will create the report that can be viewed and 

the file type needed is created.  

 
Transaction Items included with the Export Format: 

S   Transaction Status 

TranID   BOS transaction ID 

Property  Street Address 

TranType 

Pending  Pending (Accepted Offer) date 

Closing  Close Date 

M-Office  Main Office ID 

ListSide  List Side Agent 

SellSide  Sell Side Agent 

Seller 

Buyer 

Selling Price 

GCI   Gross Commission Income total 

RefID   Transaction ReferenceID/StrNo 

MLS   MLS Number 
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Escrow Trust R604 Export 
 

For companies who maintain company held trust in BOS, there is an export option that assists in 

migrating the trust information to Profit Power.  

 

 
 

 

The Operating Report "R604" is setup as above and offers an "Export" option that will create a report 

where the data can be placed into an Excel worksheet (or other type of file).  

 

 

 
 

Above: preview of the outstanding balances detail "Export" format report and using the export tool to 

create an excel worksheet.   
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Above: sample exported Excel worksheet of detail escrow/trust items for sales transactions that have 

an escrow balance.  

 

Each record has these items:  

¶ OfficeID  BOS office ID 

¶ SaleType  PP Sale Type 

¶ Address  Property Street 

¶ Buyer 

¶ Seller 

¶ DetailType  Deposited or Payout 

¶ D_Date  Detail Date 

¶ D_Amount  Deposits are positive, Payouts are Negative 

¶ E_Note  Escrow Note 

¶ Ck_Type  Set to "Check" 

¶ Ck_#   Check Number 

¶ Ck_Date  Check Date 

¶ E_From  Received From 

¶ CCNote  set to "CCNote" 

¶ Dep_Date  Deposit Date (for detail type "Deposited") 

 

added Items to assist: 

¶ GL_No  BOS GL Account Number 

¶ GL_JNL  BOS GL Journal Code 

¶ TRAN#  BOS property transaction number 

¶ T_Status  BOS transaction status 

¶ T_Type  BOS transaction type 

¶ T_Side   Firm Side for the transaction 
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Agent Billing: User Controls for Posting 
 

This section contains information about many of the newer functions of the agent billing module. 

There are control features which can limit or allow billing posting and recovery options by staff user. 

For example, some users may be allowed to enter and post agent expense payments and recoveries on 

commission payments. Others may be allowed to also post month end invoices that update agent 

balance forward balances.  

 

While most companies handle agent billing posting and invoicing on a monthly basis similar to a credit 

card billing system, others choose to keep all expenses in a more or less ñentry/currentò status and 

recognize the recovery only when the agent pays for each item or that item is ñpaidò through an 

itemized recovery process during transaction closing.  

 

Following are various sub-sections documenting the various billing features that can be implemented.  

 

Agent Billing: Item Types 
 

 
 

The billing items are defined within the ñBilling Setupsò area of Advanced Resources setups.  

 

 
 

By default, billing items are categorized as an ñExpenseò paid by the company that is to be recovered 

from the agent.   
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To help manage an agentôs account, such as applying credits (e.g. Credit Memo) other items types 

available include: 

 
¶ Credit Use to enter a credit to the agentôs account balance ï enter as a negative amount 

¶ Concession Use to give an agent a concession ï enter as a negative amount 

¶ Write-Off Use to write off an uncollectable amount ï enter as a negative amount 

¶ Income Use to enter as an income from the agent ï enetered as a positive amount  

 

 

 

 
 

When using ñAdd/Edit Billing Itemsò the browse list can be adjusted using the various ñSearchò item 

entries such as Item Type and Status.    
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Billing/Invoice Posting Options 
 

The current log contains items entered to bill the agents plus payments on account. These are included 

as well as adjustments such as credits and writeoffs to the ñCurrentò section of the billing module. 

 

 
 

The ñPrint & Post Invoice B107ò command is used to print invoices for the agents and at the same 

time post to the BOS ñPostedò (also called History) area of the billing module.  

 

The B107 process completes these steps simultaneously:  

¶ Moves the selected entries from the Current to Posted billing module area.  

¶ Re-calculates the agentôs balance forward. This can be a debit or credit balance. 

¶ Prints invoices or statements for the agent(s). A statement will show the beginning and 

ending balance forward. 

¶ Posts all debits and credits to the balance sheet A/R account as well as the recoveries and 

adjustments to the income statement accounts.  

 

As shown above within the ñSelect Officeò window, the types of items to be included in the ñPostò are: 

All  All account activity ï new expense or income amounts, payments on account either 

direct payments by the agent or check deductions, and credits (credits, concessions, 

write-offôs).  

PaymentsOnly Agent payments and check deductions only. This option enables an operator to move  

all payments to the Posted / History and update the agentôs balance forward after all 

payments have been recorded.  
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CreditsOnly Only credits (e.g. credit memos), concessions, writeoffs. In a similar manner, an 

operator can update agent(s) balance forward after all credits, concessions and writeoffs 

in the current log have been applied.  

 

 

 
 

Above: the posting processing window. The post option is shown at the top of the window.  Items are 

selected based on the ñEntry Date Thruò. 

 

Further, if ñPlan/Accountsò are used (billing sub groupings like advertising) these can be selected for 

invoice/posting as well.  

 

Controlling Post Types by User (operator) 
 

The B107 Post options allowed for a BOS user can be controlled by the ñPost Invoice Options (B107)ò 

setting within the User Names security command.  

 

 
 

This is setup with the ñBlockò tab for the BOS user name record.  
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GL Check Register GL15  - Options 

Al l payments made from BOSôs modules are recorded in BOS GL module. Further check reversals / 

voids are recorded in the GL as well. The command GL15 Check Book Register can be used to search 

for various check and direct deposit activity for review and reports. Check reversals/voids can also be 

reviewed.  

 

 

The content for the desired review or report is obtained using the various criteria within the top 

ñSearchò area and clicking ñSearchò to view the selected checks in the lower browse area. At the 

screen bottom, various reports can be printed and, a Drill Down is available to view all related debits 

and credits for a payment.  
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Search options include: 

GL date range: enter a date range or the same date twice for just one check date. 

Check No From and To: use view a certain check (enter the number twice) or range. 

Journal Code: available to select checks issued to particular payees. Examples are ñAPTACò 

for agent commission payments; ñAPTBCò for payments to brokers/outside companies 

for referrals; ñTTò for trust transfers to close out a transactionôs escrow balance at 

closing. 

Amount:  used to find checks where a certain amount was paid or range of amounts were paid. 

GLAccount:  use to list checks paid out of a selected operating or escrow/trust account. 

Office: use to select checks issued for a particular office, 

Transaction No: to list check(s) paid for commissions or out of escrow/trust for a sales transaction. 

Project: to view check(s) paid involving a particular project. 

Payment type: can select from-  

[_] Show Only Un reconciled checks: click to include only checks that have not been cleared.  

 

 Use the ñReversed Checksò group to change the check search to show/not-

show reversed/voided payments.  

 

 
 

 

 Uss this button at the screen lower left to view all associated journals for a highlighted 

payment, click on the bottom of screen ñDrillDownò button.  Example above.  

  



GL Check Register GL15  - Options    

 

Page - 110  C Executive Systems BOS Version 20 Upgrade Training Reference 

 

 
 

Use the Print/Preview to obtain formatted check register reports. Various groupings are available the 

most common being the (check) DatePaid and by CheckNo (also labeled ñReferenceò in GL data).  

 

 
 

Above: sample information presented in the GL check registers. Key payment and journal information 

is included as well as reconcile information. Besides date and check number, the register can also be 

sorted by journal code, the checkôs description (normally the payee for checks), or the GL chart of  

account (bank).  
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Changing Office Names and/or Office IDôs 
 

When data is entered into BOS it is tied to an office.  That is, the agent or listing or transaction is 

assigned one of the companyôs office IDs.  

 

Some companies open, combine, and close offices as markets and other circumstances change. This 

means that the data bases of for example, closed transactions, may be tied to an office that has been 

closed.  

 

Below is an email thread that discusses a couple of these situations and what can be done.  

 
From:  Stan Chmielewski 
Sent:  Monday, February 21, 2022 1:33 PM 
Subject:  RE: BOS-REAL/Easy Ticket Assigned: BOS-75235: Possible to change "office name" for history? 

Stan to Mary Elmer - info - not sure I can answer all - see below 
 
Re-state office in history:  

¶ IN BOS there is an office file with an office ID and an office name .   
¶ In all of the other BOS databases files like the agent file, the transaction file, only the associated 

office ID is saved - not the office name.    
¶ The office name is only saved in the office file, not in any other file.    

¶ If you edit the office file, y ou can change the office name. In all reports like agent and transaction 
lists you would then see the office name to be the new (changed) one.  

¶ When you edit the office file, you cannot change the OfficeID.  
¶ There is in the Resource Setup -->  Tools tab a command that can move all BOS data from one 

office ID to another office ID. ALL data would be moved. There is no way in Tools to move data for 
only one agent.  

Deleting offices and vendors: 

¶ you cannot delete either if there is any data associated with them anywhere in BOS. This because 
the BOS program does not like "hanging" data that is associated with an office ID that was deleted.  

¶ If there is no other BOS data associated with an office ID, then that office ID can be deleted. Same 
with a vendor record (assume you mean a broker or an AP vendor).  

Some reporting info:  
Most production reports have a date range selection - this means if a report start date is after an office was 
no longer in use no data for that office will be on the report. Thi s goes for sales, billing, listings, and agents.  

 
Some companies that have many offices will create a new office with the ID "CLOSED" and move all data 
from office IDs that were closed into the "CLOSED" office ID and then are able to delete the old office  ID's.  
 
ATTACH-TO-SUPPORT-75235 

 

 
From:  ppsupport@lantrax.com [ppsupport@lantrax.com]  

Sent:  Monday, February 21, 2022 11:47 AM 
To:  Stan Chmielewski 
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Subject:  BOS-REAL/Easy Ticket Assigned: BOS-75235: Possible to change "office name" for 
history? 

Good morning: 

Weôve never put any logic to the ñoffice nameò feature but now we would like to.  So a couple of questions: 

1. Is there a way to re -state history using the new office names.   For example, Bob Smith was Office 

1.  We would like all of his transactions, in cluding history, to be Office GB.  Is that possible without 
having to go into every transaction and switch the office label?  

2. We created two offices, which we no longer use.   Is it possible to delete those offices? 
3. We had vendors associated with those 2 offices.  Can we delete those vendors? 

Thank you for the help.   Mary 
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ConnectACCT: Operation Review 
 

 
 

This section provides key information for using the ConnectACCT module.  The main purpose is to 

export journal and payment data to be able to post/connect/share with financial accounting programs. 

The module has an ñExport Posting Dataò section where accounting department staff create the various 

data exports to share using data formats defined within the ñSetup Posting Formatsò section.  

Three export types are available: 

G/L journals with command IA11. This method can be used to post: 

¶ Transaction incomes and expenses 

¶ Transaction commission receipts and commission payment checks 

¶ Transaction escrow/trust deposits, payments and transfers 

¶ Payments to agents and employees 

¶ Accounts payable expense and payments 

¶ Billing recovery and income posting and billing payment recording. 

A/P sales commissions to pay with IA21.  This is used with financial accounting accounts 

payable modules to load payments to be made to vendors.  

Paid Transaction Commission checks with IA23. This is also used with financial accounting to record 

already issued checks into the financial accounting program.   

 

The commands IA12, IA22, and IA24 are used to redisplay posted batch numbers, re-create an export 

file, to print reports of previous exports, or if security allowed to reverse/unmark a previous batch.  
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All three ñNewò export commands have these features in common:  

¶ They offer a From and To Date and other search criteria to ñSearchò button gather the 

desired records for export. When Search is clicked, the selected records will be displayed 

on the screen and a count of found records will be displayed below the list.  

¶ Reset Filter  button: used to clear the any search criteria entered and clear the records from 

the screen.  

¶ The Export  button will write all Selected records (highlighted) to a pre-setup file location 

and name that is defined in the ñSetupò area. The export file can be placed on an operators 

local station/server when operating BOS in the Lantrax Cloud. 

¶ Each set of exported records are assigned a Batch number. 

¶ Each record in the batch cannot be double posted ï i.e. be selected in another like batch.  

¶ The batch content can be Previewed (then printed) for review or record keeping.  

¶ Various repetitive search criteria such as for ñGL agent receivables invoicingò can be saved 

as a ñTemplateò (button) for convenient re-use for each posting time period (weekly, daily, 

monthly).  

¶ The format of the export file is determined by the Interface Setup area of ConnectACCT. 

Various standard formats are available. However, more often, a custom format is defined 

per specôs provided from the REBrokerageôs financial accounting vendor.  

¶ Custom Report: To provide for special batch reports and/or summary posting exports (not 

the normal detailed) a ñCustomò reporting button option is available. Here a custom report 

is written for the export command and specified in the Interface Setup to be used for each 

posted batch. This method is utilized where the staff only wishes to batch post 

summary/total information to their GL (or AP) and use the BOS batch detail to report the 

subsidiary journals/payment registers.  
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All three ñRe-Exportò commands have these features in common:  

¶ Use the Batch No. lookup to select a batch for preview on the screen.  

¶ Use the Export button to re-create the formatted export file.  

¶ For special reports or summarized exporting a report can be programmed and is run with 

the ñCustom Reportò button.  

¶ The batch content can be Previewed (then printed) for review or record keeping.  

¶ If the operator is authorized (within BOS User Names security), the ñReverseò button will 

be available to reverse i.e. unmark the batch. This action is available when staff does not 

wish to post the batch content at this time perhaps because it is not complete enough or 

there may be errors or reversals that must be addressed in BOS prior to posting.  
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Export Command Option Definitions 
 

IA11   

 

 
 

The New G/L Batch IA11 command is used to gather GL ñtransactionsò (debits and credits) to export. 

The various selection criteria are used with the ñSearchò button to gather. After a Search the ñSelect 

Allò button will highlight the records to be exported (Export button) for later import into a financial 

accounting program such as QuickBooks, Sage, or Dynamics.  

 

To eliminate double posting, when GL records are exported each process is assigned a batch number 

and marked as exported in the GL so they cannot be selected again. This holds true also for the AP 

type exports IA21(checks to pay) and IA23 (checks paid in BOS).  

 

Available GL Search criteria include: 

G/L Entry No .: use to load up all records for a particular G/L transaction. E.g the post AR/AP for a 

particular transaction. 

From Date ï To Date: to select GL entries for a particular date range. E.g today, or last week. 

G/L Account #: entries for a particular account (e.g.1100 Cash).  

Project: entries applying to a project. E.g a building or subdivision. 

Office: entries posted to a branch or corporate office. 

Transaction No:  journal records applying to a sale or other transaction. 

Reference:  select journals from a particular check number or invoice number.  
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Select Journal: This optional option enables selection of GL transaction records based on particular 

journal codes. Up to 3 journal codes can be specified.  

Only vs Include:  

o Only: Also, the operator can specify that ñOnlyò GL records with the journal codes 

are to be selected. 

o Include:  If  all other records having the same GL transaction number as the specified 

journal code should be ñIncludedò this will result in complete sets of balanced GL 

transactions.   

 

Above:  example of selecting the ñARBò journal records ï i.e. posting amounts to the agent 

receivables.  

 

 
 

Above: example of selecting cash receipts from sales transactions closings and agent 

payments/collections on account. The selection will ñIncludeò all journals associated with the cash 

(bank) account debits like transaction and agent receivable account credits.  

 
Select Posting: 

 
 

Here the operator will normally choose ñAllò GL records ï the posted, reversed, and reversing entries. 

As a option an operator may choose only Posted (not reversed), or to create a batch with only Reversed 

and Reversing Entries.  

 

Trust:  

 
 

For brokers with managed trust/escrow activity this option can be used to control the exporting of this 

activity for import into the financial accounting system.  
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Batch Info:  

 
 

The Batch Info section helps provide information about the purpose of the batch export using the 

ñDescriptionò.  The description will show up on the lookup for the ñRe-Exportò commands to assist in 

a batch search.  

 

The GL Tran Type  is assigned to be included in the exported records when required by the 

accounting systemôs import program. In the above example, the accounting system looks for a 

transaction type field set to ñCHECKò to import the entries as checks to pay or already issued/paid.  

 

 

IA21  and IA23  

 

Details for the use of these two payment/check export options is covered below.  

 

 
 

To select the BOS checks to pay (IA21) or BOS issued (IA23) the ñSelectò options available are listed 

below: 

 

Date Type: can specify ñPaidò or ñClosedò and also enter the From and To dates. 

Office: ALL or select one office.  
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Payment Type: All or one of the three options above.  

Transaction Number: use to create an export batch of payments from a particular sales transaction.  

 

 
 

Include Checks: enables only Agents or Broker (outside companies) if desired.  

 

After desired select criteria is entered, use the ñSearchò button to find and display payments/checks on 

the screen. Each payment is displayed with two rows and a total count of selected is shown at the 

bottom left at ñTotal Checksò.  

 

Doing the export: at this point the operator must highlight the checks to be exported. Use the ñSelect 

Allò to highlight all of them for export. If only wishing to select certain checks they can be highlighted 

individually  

 

Export  will create an export file of the highlighted checks. This step will also mark the checks in BOS 

as being already exported with the batch number assigned.  

 

Print  and Preview buttons can be used to document the list of selected checks.  
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Home Services Franchise - HSF/BHHS - Reporting Issues 

 

 

 
 

In general, Home Services Franchise reporting uploads and reports are usually done on a weekly basis 

without a hitch. Batches are created, verified, uploaded and accepted to the BHHS Resource Center 

having successful receipt reports the following day.  This section provides tips on how to handle some 

reporting issues that may arise and also how to assist operator data entry and company reporting 

requirements.  

 

On occasion, a problem with the online ñResource Centerò may occur and a batch or a transaction 

within a batch is rejected. This may involve a rounding or some other data problem. Handling these is 

documented in this section.  

 

Some companies may have an in-house awards program where certain production calculations are 

different than those of HSF and wish to be able to record both. A way to do this is covered in this 

section as well under ñAlternative handling of Awardsé ñ.   

 

A minor assist for data entry staff has to do with how to improve the entry ñlabelsò of some of the data 

items is shown below.  

 

And, finally, companies who are part of HSA (Home Services of America) are asked to submit a 

monthly closed and written business metrics report for each of the offices. This is documented below 

where the ñMetrics H06ò command steps is detailed. Note that all customers may also find this 

command useful for office level production reviews.  
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.   Handling Declined/Denied/Rejected Transactions 1 
 

When creating a new batch export file with the Make TRN button, the BOS program will mark each 

transaction in the BOS database as ñexportedò to be ñUploadedò the HSF Resource Center.  This 

ñmarkingò is done so that the transaction cannot be date range selected again for any subsequent batch 

creation.  

 

At this point BOS assumes that all of the transactions in the batch were uploaded and thus reported.  

However, even though BOS has done a ñVerificationò of the transactions in the batch before allowing 

the export, there may be other issues that occur for a transaction that causes the Resource Center app to 

deny or reject a transaction while accepting all of the others. Operators will be informed of this when 

viewing the batch receipt report from Resource Center.  

 

Below is an example of such a situation followed by 2 methods on how to handle. The affiliate had 

fixed and saved the transaction and received a ñtechieò message from HSF support to send as a 

ñsequence 000ò.  This is ñIT Languageò meaning it has to be sent again as a ñNewò transaction.  

 

 

From: kris@riserealestate.com 

Sent: Monday, February 28, 2022 1:49 PM 

To: support@lantrax.com; 

Subject: Help? 

I had a property declined from my batch. I called the BHHS hotline and he said to have you set the 

sequence back to 000 

The property is 5016 Shaun Circle. 

        Kris Kidd  

 
 

The ñEdit Transactionò command is used to fix and save the transaction per error details in the HSF 

ñreceipts reportò. In this example the property zip code needed correction.  
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Method 1: Fix and resend just that transaction in a new separate batch.  

 

 
 

If the previous batch containing the transaction is unknown, the denied transactionôs ñJournalò can be 

viewed to fine it.  

 

 
 

 

Above: the Journal tab is viewed to identify the batch number of the exported (and later uploaded) 

batch of transactions.  
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The transaction must be added manually because BOS has recorded it as part of a previous batch.  

 

 
 

Next, use ñAdd Transactionò to enable a search for the particular transaction.  
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Search and locate the transaction, in the above example by the transaction ID 

 

 
The program will assume this will be an adjustment to a previous sent transaction, However, since 

Resource Center would not import it, the transaction must be sent as ñNewò. Use the ñMake Newò 

button to change the entry type from ñAdjustmentò to ñNewò and click ñAdd to Batchò.  
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The export file can now be created as usual with ñMake TRN Fileò and subsequently uploaded to the 

HSF Resource Center. If all ñfixesò are accepted, the transaction should be viewed then as OK in the 

receipts report from HSF. 
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Method 2: Fix and update the transaction so it will be included in the next ñselect date rangeò batch/. 

 

 
 

 

Go to the HSF command ñMake Batchò to locate the batch the transaction was previously included.  

 

 
 

Highlight the particular transaction and click the ñMark Deniedò button. This will update the 

transaction back to before it was placed in the batch. Thus it will be corrected and be selected in a 

subsequent batch with the normal date range search for new (un-reported) transactions. ñCloseò the 

batch. 
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.    Handling Units Rounding Situations.  
 

 
  

BatchVerification - Units Rounding Problem Fixed:  the batch verification program has been modified 

as to how the "units" figures are added for each production side the agents are awarded.  

 

The total listing units, if any, on a side must add up to 1.000 for BHHS to accept the transaction for 

payment and award tracking. Occasionally units for a transaction side may be divided to a number of 

agents in BOS where all four decimals are used to do the division so the total is equal to one. The 

typical example is for 3 agents where in BOS the units assigned are 0.3333, 0.3333, and 0.3334 as 

BOS will "carry" up to 4 decimal places.  

 

Previously, the Verification in BOS on the batch would add up the 4 decimal values and, in this 

example, they would pass the verify as the total is 1.0000 and the transaction could be uploaded to 

BHHS.  However, in creating the transmit.trn batch file to report, the units values are rounded to 3 

decimals where in this case would add up to 0.999. Thus the transaction would be rejected by BHHS.  

 

In the new BOS version the Verify report will round the units to 3 decimals for the editing calculation, 

and as shown above, it will discover the error and not allow the transaction to be placed in the transmit 

file until fixed. The operator can then edit the transaction to adjust the units of one of the agents to be 

rounded up enough (e.g change the three values to 0.3330, 0.3330, and 0.3340)  in BOS, to make the 

units total 1.000 instead of 0.999.  
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.    Handling GCI Allocation ñcentsò issues with ñVerifyò   
 

Entering new accepted offers and the processing closings involves a number of data input and review 

steps.  

 

One important step is one enables accurate production reporting at any level of company, office and 

associate.  This is insuring that transaction GCI totals are 100% allocated to participating agents. There 
are 3 GCI levels in a transaction that are allocated to the participating agents:   

¶ GCI (Gross Commission Income ï amount paid by the seller/landlord to the company)  

¶ AGCI (Adjusted Gross Commission Income ï GCI less referrals and /or Relocation fees) 

¶ NAGCI (Net Adjusted Gross Commission Income ï AGCI less off the top allocations  like 

Franchise or Marketing fees) 

 

To assist checking this, the transaction ñVerifyò button on top of the ñCommissionsò tab screen should 

be used to compare the agent income allocation amounts against the transaction totals.  
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Above: adjust the allocation up or down one cent to pass the verify. Note this needs to be done for 

Resource Center to accept the transaction not reject it.  
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Above: example of then ñVerifyò is passed meaning every allocation sum will exactly equal the 

GCI whole transaction revenues.  
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.    Alternate Handling of BHHS Award Units and GCI 
assignments 
 

Handling BHHS Award Units and/or GCI assignments that differ from the internal assignments.  

 

Occasionally there are instances where internal GCI allocations and/or units assignments that enable 

easy automatic commission calculations in BOS may not be the values management wishes to report to 

BHHS. This is common in transactions where there is an agent being paid most of the commission and 

another agent/assistant/manager obtaining a small split.  

 

An example is shown below:  

 

 
 

For internal accounting, the lead agent is assigned most of the GCI and the assistant a small amount of 
$150.00 which is in-turn used to calculate his/her commission.  

 
 

Above: example where the main agent is to receive all of the units and volume, but not all of the GCI ï 

e.g. in this example the total GCI less the $150 to be awarded to the assisting agent/manager.  
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When entering agent commissions and splits for their earnings, the income allocations are calculated 

on the "Allocated Incomes" tab for each. Above are the units and GCI amounts entered for each and 

would be the the values also reported to BHHS. The GCI figures are used to calculate the agent splits 

and also to credit each agent with revenue and company dollar. When the BHHS batch is created and 

sent, agent dPacque would be awarded GCI of $5,850.00 and agent Patzer $150.00. 

 

In certain situations, the management may, instead, wish to award the lead agent all of the GCI for the 

HSF / BHHS program and none to the assistant. In this case, agent dPacque is to receive BHHS GCI 

all of the $6000.00 sell side GCI but the "internal" figures are to remain.  

 

 
 

By using the lower part of the entry screen, ñManually Assign Award Valuesò will allow the company 

to report special GCI and/or Units figures to BHHS.  The amounts to be BHHS reported would 

actually be entered in the "Awards" lower section on the same "Income Allocations" tab. Normally this 

section will contain the units, AGCI, and Earnings for the agent as automatically assigned by the BOS 

program. If the "Manually Assign..." box is checked, the operator may enter and save other values.  

 

To enable this feature a couple of setups must be completed as outlined below:  
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First, to assist the staff who enter these numbers, the item/field entry labels on this part of the screen 

should be modified. Go to the "Resources/Setups" module and open the "Security and Controls" tab to 

change the "Field Labels".  

 

 
 

Click the "General" tab and scroll down to the "Award Points" item and change the field label to "HSF 

Units".  Then change the Award GCI field label to "HSF GCI" and Save the changes.  
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Next, move to the "Connect Web" and the "HSF" tab command "Reporting Setup":  

 

 

 
 

To activate the new feature, click to "check" and Save the new "Enable Report Award Option" setting.  

 

Important: You will need to Exit BOS and re-login for these settings to be activated.  

 

 

 
 

Above: to enter special Units and/or GCI values to report, return to the "Allocated Incomes" tab for the 

agent's commission line and click  ("check mark") the "Manually Assign Award Values check box. 

This will change the labels to the "HSF" entry names and allow entry of the desired Units and/or GCI 

values to report and "Save" the entries.  

 

 
 

During the Batch "Verify" step, the program will use any manually entered (checked) award units and 

GCI values when reviewing each transaction's entries. This is illustrated below.  
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Above, the transaction's batch Verify report shows that the manually awarded $6000.00 GCI is used 

and will be the figure reported to BHHS when the transmit.trn file is created. Note a small "(A)" is 

displayed at end of the units/GCL row if the figure is from the "Award" section.  

 

However, in this example the increase of GCI allocated to the lead agent has caused an over allocation 

($6150 vs. $6000 for the transaction) of the sell side GCI to the agents by the $150 assigned to the 

assisting agent.   

 

 
 

To fix this, the other agent(s) units and/or GCI to be reported must also be manually changed so that 

the allocated amounts all add up the transaction's side totals. In this example the second agent's "HSF 

GCI" award is manually set to zero and Saved.  

 

 
 

The Verification report, see above, would then use each agents manually awarded Units and/or HSF 

GCI for the calculations as well within the transmit.trn batch file. 
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.    Helping Entry  staff: re-assign label for the agent's BHHS number:  
 

 
 

Closed award data, units and GCI, for each agent is uploaded to the BHHS Resource Center. To 

accomplish this, BOS uses the ID entered into the generic franchise ID field in the Agent's record 

"Advanced" tab.  

 

Normally the field is labeled "Franchise No.". To assist data entry staff, who occasionally need to 

verify this number, the field label can be "customized" to help as shown above in the "Edit Field 

Labels" tab of the "Resource Setup".    

 

 
 

In the above example, the label "BHHS RC ID"  ("BHHS Resource Center ID") is setup within the 

"Security and Controls" tab.  
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.    HSA Metrics Reporting H06 
 

For HSF (BHHS) companies who are part of Home Services of America (HSA), there is a monthly 

requirement to submit a performance summary for Pending (written business) and Closed business. 

This report is called the "Metrics" report and is available via "Metrics H06" within the ConnectWEB --

> HSF module.  

 

 

 
 

 

The operator can select these items for the report:  

 

¶ The transaction types - e.g. CL-FS + FL-CS + FL-FS for property sales transactions.  

¶ Date Range: the production date range (for written or closed business Formats).  

¶ The Report type:  

o 1 Metrics for HSA - this is a summary that can be "Previewed" and exported to an excel 

worksheet. 

o 2 W/Sheet with Details and Totals 

o 3 W/Sheet with Totals only 

¶ Office Select Option - this will include only: 

o Offices that have "Active" status within "Add/Edit Office" in Basic Setup.  

o Offices designated as a "BHHS Office" within "Reporting Setup H11".  

¶ Format: 

o Offices - list of key Office Information.  

o Pending - written business for the period. 

o Closed - closed business for the period - Office stats at end of period.  
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.    BHHS Award Audits:  Using Agent Ranking  
 

BHHS central office staff may request agent production information during an agent awards audit.  

Usually one or two years of closed production is requested.   

 

 
 

The Analysis ñSales Rankingò report A11-03 report can provide this information.  

 

 
 

The report is run for each year requested selecting the Close date year. The report will total each 

agentôs production and will include the two award items of units and GCI. Using ñPreviewò, the report 

can be printed or exported to a worksheet that can be sent to headquarters staff.  
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Handling Team Earnings and Production - Special Team Agent Record 

This reference shows how to setup BOS for handling Team production recording and calculating team 

commissions from plans.  

With this method, either a team leader or a special team record is used in the transaction for the 

production tracking and is also assigned to a team commission plan for the team's move-up 

calculations. Participating team members are paid out of this main commission record based on what 

percentage of the total team commission they are awarded.  

Following are the setup steps required. This is followed by a how-it-works sample transaction.  

 

In this example, a team record has been created to be used for the team commission calculations and 
production tracking.  Shown above is that record plus the team member records.  

 

 

Above, this shows how to assign the team commission plan, called "B95" in this example, to the team 

agent record.  Also shown is an example of a team anniversary period that is not a calendar year but is 
a year starting from March 1.  
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A number of data entry and reporting conveniences can be obtained by setting up team names and 

assigning the team member agent records to that team. The team names are added using BOS 
"Preferences" --> "W. Add/Edit Teams". 

 

 

Above: new team name is created and the team leader is assigned to the "Team Smith" team record.  

In some companies where a team leader is to be credited with all production, that leader's agent record 

is assigned here and a team agent is not used.  
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After creating a Team Name within "Preferences", edit each agent team member to assign them to the 

new team name.  

 

Below is an example of a team transaction where the team record is used to calculate the total team 
split with the company and how the team members are paid.  

 

Above, a sale transaction where the team record is used to calculate the team split and assign the team 

production.  
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Here is what the BOS CA4 team record commission entry can appear. The "Worksheet" tab shows the 

commission earnings calculated from the team "Plan for Trans" B95. In this example, a team split 

percentage of 60 is calculated from the plan for a team gross earnings of $4,230.  

 

Note that the "Allocated Incomes" tab shows the GCI and Company Dollar production assigned to the 

Team agent record.   
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Next, the payments to the participating team members are entered as ñoverridesò (payments) to the 

team members:  

 

To pay team participants from the team record use the "Override  Insert / Edit" button.  This displays a 

new screen where the operator enters the team member payments using the "Add Team Agent" button 

for each.  

 

 
 

The new override payment entry begins with the above small screen where a team member to be paid 

is selected and a percentage team's earnings can be specified to be paid to this agent. If the payment is 

a fixed amount, leave the percentage of zero and enter the fixed amount on the next screen.  
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Above is an example of the 2nd screen with details of the override commission to be paid to the team 

member.  

 

Above, example where both (or all) team agents have been paid, click "Done" to return to the team 
agent record.  
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Above - example of the completed Overrides payments where all of the team commission earnings 

were paid out leaving the "Net Commission" at zero.  

Note, if an actual lead agent is used for production assignment and team commission payment plan 

calculations, other team members are paid then using the "Override" feature. In this case, if the team 

leader is not to receive any commission, then the overrides are used to pay out all of the team leader 

(i.e. team's) gross earnings amount.  If the team leader is to be paid as well, just the amounts going to 

the other team members are override paid leaving the team leader with his/her "Net Commission". 
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In this example, the completed "Commissions" tab entry would appear as above showing the "Team 

Smith" main commission record and another row for each of the team member payments via the 

"override" entries.  
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Other: There is a team roster report -->  

   

Go to Operating Reports --> 1 Agents (tab) --> "Team Roster R108" 
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Other: Override Agents are Paid with same steps as the main agents -->  

 

 
 

Note that sales commission override amounts are paid within the same "Close Transaction" --> 4 Pay 

step along with other commissions and fees. 
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Handli ng Team Commission and 100% Production to Team Leader 

 

This section shows how to setup BOS for handling Team production recording and calculating team 

commissions from a team plan assigned to the team leader. (In the previous section use of a special 
Agent Team Record for team commission calculation).   

When the team transaction is entered, the team leader is CA4 added and receives all of the unit, 

volume and GCI production. Also, the team leader is assigned the team commission plan to calculate 

the team as a whole split. Participating team members are paid out of the team leader's commission 
record based on what percentage of the total team commission they are awarded.  

Following are the setup steps required. This is followed by a how-it-works sample transaction.  

 

First, a team name is created within BOS's "Preferences". 

 

 

A number of data entry and reporting conveniences can be obtained by setting up team names and 

assigning the team member agent records to that team. The team names are added using BOS 

"Preferences" --> "W. Add/Edit Teams". 

 

 



Handling Team Commission and 100% Production to Team Leader    

 

Page - 150  C Executive Systems BOS Version 20 Upgrade Training Reference 

Above: new team name is created and the team leader is assigned to the "Team Smith" team record.  

 

After creating a Team Name within "Preferences",  edit each agent team member to assign them to the 

new team name.  

 

 

Sample Transaction:  

 

Below is an example of a team transaction where the team leader is used to calculate the total team 

split with the company and how the team members are paid.  Further, the team leader will be receiving 
part of the commission earnings.  
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Above, a sale transaction where the team leader is used to calculate the team split and assign the team 

production.  

 

Here is what the BOS CA4 team record commission entry can appear. The "Worksheet" tab shows the 

commission earnings calculated from the team "Plan for Trans" B95. In this example, a team split 

percentage of 60 is calculated from the plan for a team gross earnings of $4,230.  

 

Note that the "Allocated Incomes" tab shows the GCI and Company Dollar production assigned to the 

Team Leader.   

  


































































































































































































































































