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BillingWeb
At a Glance 

Quick  
Reference 
Guide  

BillingWeb is our system for viewing daily trade commissions, payouts and activity reports. To access 
BillingWeb, from your Workstation Tools, select the link labeled BillingWeb. The BillingWeb home page will 
open, where you’ll see links to several screens that will allow you to view your trade and commission data.  

Conducting a Rep Search 
If you are accessing BillingWeb for the first time, you’ll need to select your rep ID before viewing production 
data.    

 

 

 

 

 

Production Summary 
When the Production Summary screen opens, you’ll first notice the Rep Summary table towards the top.   

 

To conduct a rep search, click 
the Rep link at the top of the 
screen. 

From the Rep Search screen, you’ll see your rep ID as well as 
other IDs to which you have access to. After selecting a rep, 
you’ll be brought back to the home page and can begin viewing 
production data.  

If you do not see the rep you’re looking for, type the rep’s last 
name or ID in the Rep Search field and click the Get Reps 
button. Reps matching your search criteria will appear.  

The Rep Summary table displays your month-to-date (MTD), quarter-
to-date (QTD), and year-to-date (YTD) totals for your gross 
commission, total investment amount, managed account commission 
and mutual fund trails. In addition, this table will give you an overview 
of your production revenue from the last business day (LBD).  

Use the Calendar Control to view your production 
revenue from different time periods.

Use the Date Type drop-down list to view your 
production revenue on a settlement date basis.

Use the Selection Value 
drop-down list to change 
the data that displays in 
the chart on the right 
side of the screen.
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Tear Sheet 
From this screen, you’ll see 
your month-to-date, quarter-
to-date, and year-to-date 
totals on a settlement date 
basis for your allocated 
investment amount, 
allocated gross commission 
and any clearing fees that 
have been passed to you. 
Production figures from the 
last business day also 
appear in the first three 
tables.  

In addition, if you have any 
joint rep IDs, the totals from 
your share of the joint rep’s 
trading activity will be factored into your total production and will also appear within the Group Production table. 

Daily Trade Blotters 
Your Daily Trade Blotter will 
give you an overview of 
your daily trading activity for 
the current month. 

 

 

 

 

 

 

 

 

 

 

 

 

EXPORTING INFORMATION 

If you wish to manipulate the data that appears in your blotter, you can export the 
information to an Excel spreadsheet. To do this, click the Excel icon that appears on the top 
right corner of every screen.  

The My Production section 
shows yours trading activity 
for each day in the selected 
month. If you click the drill 
down icon  next to a 
transaction date, you can 
view more detailed 
information for the 
corresponding date. 

The Activity Stats chart 
displays your allocated 
gross commission on a day 
by day basis. 

After clicking a drill down icon, the account trade blotter will 
open, displaying trade activity organized by account. If you drill 
down from the account level, the trade blotter will open, 
displaying the trade activity for the corresponding account. 


