
MTG - Agent Commission Statements



Introduction

Changes have been made to the PTS System to enable you to view and submit your own 
statement for your monthly commission payments to be made. 

This change puts you in control of your commission payments and will allow you to 
proactively raise any queries before submitting your statement for payment. 

All statement for payment need to be submitted to admin@merlintravelgroup.co.uk by 
5pm on the 5th of each calendar month for the bookings travelled in the previous 
month.

There can be no exceptions to this as the team need sufficient time to validate your 
statement and arrange payments. Any submissions received after this deadline will not 
be paid until the following month. 
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Process

Log into PTS & Navigate to Clients 
Select Bookings 
Choose yourself as the Assigned User
Enter the dates for the month you want to claim your bookings i.e. 01/11/2024 to 
30/11/2024 
Click search

An Agent



Process

Once the results have been returned, please check each file to ensure it is complete and 
that there are no pending payments to be made to suppliers. 
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A list of bookings that fall within the date parameters will be returned
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Booking Checks 

Check each booking that has been returned to ensure that the Booking Summary and 
Payment Out Summary fields are aligned in value. 



Booking Checks

** It has been identified that where payments have been edited the previous amount 
will still be visible and could cause the values to miss-align. You can confirm the amount 
that has been paid by selecting the Money Tab and viewing the audit history. If things 
still don’t appear correctly, please raise a support ticket under “Accounts” for 
investigation**

Once you are happy with the checks that you have completed, you will need to amend 
the Profit Control to “CLAIMED” 



Generating Commission Report

Once you are happy that all bookings have been checked and Profit marked as claimed, 
you can run your commission report. 

Select Reporting > User Commission Breakdown



Generating Commission Report

Enter the date range that you want the report to be run & click search. The date range 
entered should be for the bookings that have travelled the previous month. 

A list of results will be returned, giving you a breakdown of the expected commission 
amount and associated fees. 
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Generating Commission Report

Once you are happy that all bookings have been returned, you can download your 
bookings into Excel. Click on the dots on the top right of the results window. 

Click Download Excel – Your file will be saved to the downloads section on your device.  



Commission Report 

Your commission Report will show the following fields. 

User Commission – 
Amount to be paid after 
all fees and MTG Split. 

Once you have validated the data you will need to save the spreadsheet, please ensure you 
save as an .xlsx file, please include your name in the file name in the following format. 

Agent Name – Statement Month & Year. e.g. “Joe Bloggs – Statement December 2024”

Once saved please send via email to admin@merlintravelgroup.co.uk and your statement 
will be verified and payment set up as normal. 

Total PTS Fees – All PTS, 
ATOL Fees and 

Insurances

Card Fees – Amount 
deducted for card 

payment processing. 

Member Commission –
MTG’s share of the total 

commission. 

mailto:admin@merlintravelgroup.co.uk



	Slide 1
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11

