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The Online Booking system tracks all internet bookings made by Guests and Agents.  Bookings may 

attract a commission that will vary depending on the value and source of booking.  Commissions will 

be invoiced on the 8th of the month for all bookings completed in the previous month. 

For many reasons bookings may not be completed.  Or, a booking’s value could change significantly 

if the guest cannot complete the full stay.  It would be unfair to charge commissions when the 

accommodation is not paid for a booking.  So, the system is designed to allow accommodation 

managers to control their own commission statements.  Cancelling bookings, or editing bookings (up 

until the 7th of the month), in the Member’s Area will change commissions.  Changes made after the 

7th will not be accepted.   

To help managers stay aware of booking activity and commissions; an Activity Statement is sent to 

the ‘Billing E-mail’ address.  This Activity Statement is sent on the 1st of every month.  It is not an 

Invoice.  It is a reminder that you have had bookings in the previous month so that you can make any 

necessary adjustments before you receive an Invoice. 

It is the accommodation manager’s responsibility to maintain their own bookings.  The system has 

been designed to make this easy.   

How Do I Adjust Commissions? 
Go to Network Commissions in your Member’s Area.  This will display all bookings for a specific 

month.  When this screen opens it will display the Current Month.  If you are adjusting commissions 

for the Previous Month, then you must ‘Fetch’ a new report. 

Where is says, “Find records in” please select the month and then click ‘Fetch’.   

 

If you wish to adjust a specific booking, click the Booking ID, which will display the Booking Details. 

http://members.bookingcenter.com/site_commissions.phtml
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Cancelling a Booking 
Clicking the Booking ID in Network Commissions or Online Bookings will display Booking Details. 

 

To Cancel a Booking - click the Cancel Booking button (highlighted yellow).  To prevent mistakes, you 

must confirm the cancelation. 

 

http://members.bookingcenter.com/site_commissions.phtml
http://members.bookingcenter.com/site_bookings.phtml
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To Edit the Value of a Booking 
Clicking the Booking ID in Network Commissions, or Online Bookings, will open a new screen that 

displays the Booking Details. 

 

To Edit the Value of a Booking, click the ‘Edit’ button.  A new window pops up.  Enter the new 

amount and click ‘Change’ to make your adjustment 

 

  

http://members.bookingcenter.com/site_commissions.phtml
http://members.bookingcenter.com/site_bookings.phtml
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*Please note that the original value remains on the Booking Details as a historical record, but the 

Commission Basis is changed on the Network Commissions screen.   

 

 

In this example, we ‘Edited’ the value of Booking ID B2OZP44086-1W from $486.32 to $350, which 

changed the commission charged for the booking from $12.54 to $10.50.   


