How to input a payment participant

Need to pay someone associated with an upcoming transaction? Read this article to
learn how to do it correctly.

Log in either to your app or to the desktop version. This demonstration uses the desktop
version at bolt.therealbrokerage.com. You will log in using the same email and password

you use on the app on your phone.

In your Dashboard, choose My Transactions:
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You will then see your list of transactions to choose from. Click on the eyeball to the left of
the transaction you are adding a payment participant to.
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As you can see, there is only one payment participant at this time. You will need to edit this
section to include other participants.

Payment Participants

[ +2 Manage Participants ]

Q COIEIED(RTIC @ aparlee_é7@hotmail.com
Buyers Agent +1(206) 779-1718

Commission Split

Total USD 31,450.00

Real > USD -4,967.50

Fees And Rebates UsD 0.00

Net Payout USD 24,482.50
#" Edit a® Toggle Flags O Delete

How to add payment participants:

What's a payment participant? It's someone who is participating in the transaction
commission. The most common example is a team lead/member, co-agent, or referral.

It is the agent's responsibility to ensure only legally licensed individuals are to be
paid.

How to add a participant:

Scroll down and click on manage participants.
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Edit Transaction

Transaction Information

4 Instant Payments

Sales Price USD 1,258,000.00

2. My Office Gross Commission USD 31,450.00

2 MyProfile Gross Commission Percentage 2.50%

5] Tipalt Account Status Needs Commission Validation
Deal Type Sale
SkySlope ID bfa2afé-adé4-4ead-9097-e1b824157cad
Commission Invoice Number N/A

Transaction Owner Annalisa Parlee

Representing Buy Side Representation

Payment Participants

+2, Manage Participants

@ amnalisaPartee - @

Buyers Agent

aparlee_67@hotmail.com
+1(206) 779-1718

Commission Split

Total USD 31,450.00

Annalisa M Parlee

Commission Split

I Annalisa Parlee
100.00% split

View Commission Documents

USD 31,450.00

This will open up the add participant box. Click Add Participant.

Total Commission: USD 31,450.00 x

Property: 7950 Pinebraok Rd, Park City, UT, 84098
Add Participant

% 100

Participants (1)

Commission Splits

Annalisa Parlee
Buyers Agent

Total 100%

Cancel

You will come into a form that needs to be filled out completely for the participant you are

adding.
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Choose the appropriate role for your participant. In this case, we will choose Referral.
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Complete the form with the agent's first name, last name, and the name of their business.
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Since this is a referral, it is an external participant and any time you have an external
participant, you MUST input their company's EIN number. The system will not allow you to
save without this.

Next input their email address, their phone number, the address of the company, which
must be the same address that is on their W9.

You should have obtained the W9 from the agent's company and that must be uploaded
for you to be able to save the participant.

Once you have completed this form, click save.

A new window will open to show your commission splits. It defaults to you at 100% and the
participant and 0%. The payment participant you added is still at zero. So what you want to
do is go in and edit them so the commission is correctly split. You can do a percentage or
use the toggle switch to change it to a flat rate split. The totals must always equal 100% of
your total commission.

Once your splits are set, click Update.
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You now have two payment participants with the proper splits and you can complete and

send your CDA.

Payment Participants

' +8, Manage Participants l

@ Annalisa Parlee e

Buyers Agent

Commission Split

Total

Real

Fees And Rebates

Net Payout

/" Edit

CONTACT INFORMATION
aparlee_é67@hotmail.com
+1(206) 779-1718

USD 23,587.50

> USD -3,788.13
usD 0.00

USD 19,799.37

@ Toggle Flags O Delete

@ Referral Agent

Referring Agent
Commission Split
Total
Real
Fees And Rebates
Net Payout

#" Edit

CONTACT INFORMATION
+1(206) 434-1836

USD 7,862.50
UsSD 0.00
USD 0.00

USD 7,862.50

@ Toggle Flags O Delete
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Already Sent Your Commission Document? Here's how to
fix...

Note: If your CDA was already validated, generated, and/or sent, you will need to
recalculate and re-send your Commission Document. Click here to learn how.

e For example, if you need to change the sales price on the transaction, your
commission amount, or add a fee that was not included when you originally
generated the Commission Document.

Please make sure you see "Needs Commission Validation" in the upper right-hand corner
before making a change to the transaction. This means you are ready to go ahead and
make changes to that commission document.

Status:

+ Approve Commission Calculation

You may also reach out to the support team if you need assistance by emailing us at
support@therealbrokerage.com.
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