
Cut-off-date
a. Set the cut-off or buffer period given to your employees to manage and

update their achievements before the commissions are processed.

b. Set the same for both Cut-off Non-management and Management; however,

you can set different days for each cut-off with the condition Cut-off

Non-management days cannot be more than Cut-off Management days.

How to set up cut-off-date?

Step 1: Click Side Menu Icon▶ at the upper left, then click on Setting Icon⚙

at the bottom left of the side menu bar. Next, click on Company Settings.
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Step 2: Fill in the cut-off-date (day)

The cut-off-date is the number of days in the grace period after the end of a period.

(Active Status)

Example
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How to make changes to the past period (closed) column?

(Closed Status)

Example:
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