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1.  Introduction
The MO Commission Tools site is an internal web application built to reduce the manual, error-prone work of splitting and distributing commission reports each pay period. What previously required copying data across multiple spreadsheets by hand can now be done in a few clicks, in seconds.
What the Tool Does
The site processes the master commission log (the Summary .xlsx file your team already works with) and automatically:
1. Splits the data by sales manager into individual workbooks and PDFs
1. Looks up each distributor’s name, contact info, and vendor code from the Surgeon Lookup sheet
1. Creates one formatted commission statement per distributor with the Maxx Ortho logo, pay date, and vendor code pre-filled
1. Builds a Summary sheet sorted by distributor name with manager names included (for easy CC’ing when emailing statements)
1. Converts each distributor tab into a print-ready PDF, named with a month/year suffix for easy filing
1. Packages all PDFs into a single ZIP file, ready to send

When To Use It
Use this tool at the end of each pay period, after the Summary .xlsx file has been finalized and reviewed. The typical workflow takes under five minutes of hands-on time.

What It Reduces
Previously, commission statements were built manually by copying data into individual Excel templates, formatting each one, and exporting PDFs one at a time. This tool significantly reduces all of that manual work, letting you focus on review and distribution rather than construction.

There are three independent tools on the page, designed to be run in order. Each one is a self-contained step — you do not need to complete all three steps in every pay cycle. Use only the steps that apply to what you need to produce.
Note:  The tool runs in your web browser. No software installation is required. It works in Chrome, Safari, Edge, and Firefox.


2.  Before You Start
What You Will Need
You only need one file to get started: the monthly Summary.xlsx file (the master commission log). This is the same file the team has always used. The site accepts it directly — no reformatting required.

File Requirements
1. The file must end in .xlsx (Excel format). No .xls, .csv, or .xlsm files are accepted.
1. Maximum file size: 50 MB (the file is almost always well under this).

Required Sheet: MasterLog
1. The workbook must contain a sheet named MasterLog (case does not matter — “masterlog”, “MASTERLOG”, etc. all work).
1. The MasterLog must have a header row containing: Manager, Hospital, Distrib Code, Comm $, and PO.
1. Above the header row, a cell labeled Pay Date (or Pay Date:) must exist, with the date value in the next cell to the right.
1. Above the header row, a cell labeled Title (or Title:) may exist for the report title.

Required Sheet: Surgeon Lookup
1. Must contain columns: Distrib Code, Distributor, Contact.
1. The last column should contain the Vendor Code for each distributor (used on statements for SAP posting).
1. Distributor codes must match those in the MasterLog.

Required Sheet: Template
1. This is the branded commission statement template used for distributor tabs (Steps 2 and 3).
1. The template must contain placeholder cells for: Distributor, Distrib Code, Contact, Vendor Code, and a pay date formula (=Summary!B2).
1. Do not delete or rename this sheet.

How to Access the Site
Open any web browser and go to:
http://mo-commissions.phillyshah.com
The site is internal and requires no login. It is accessible from any computer on any network.
Tip:  Bookmark this address in your browser so you can find it quickly each pay period.

File Naming Convention
The site uses the name of the file you upload as the base for output file names. For example, if you upload April_2026_Summary.xlsx, your downloads will be named:
1. April_2026_Summary_distributor_tabs.xlsx  (Step 2 output)
1. April_2026_Summary_distributor_tabs_PDFs.zip  (Step 3 output)
1. Individual PDFs include a MMYY suffix: e.g. JS001 (Jones)_0426.pdf


3.  Step-by-Step Instructions
The site has three steps, each in its own card on the page. Follow them in order. You may stop after any step if you only need that step’s output.

	Step 1
	Manager Split



Use this step to produce individual commission workbooks for each sales manager. The site reads your master log, groups the rows by manager, and generates a separate Excel file (and PDF) for each one.

	Input: The master Summary .xlsx file (MasterLog sheet required)
Output: One .xlsx + one .pdf per manager, plus a ZIP of everything
When to use: Once per pay period, after the Summary file is finalized



Instructions
1. On the site, find the Step 1 — Manager Split card at the top of the page.
1. Click inside the dashed upload box, or drag your Summary .xlsx file onto it. The file name and size will appear below the box confirming it was received.
1. Click the blue Split by Manager button. A spinning indicator will appear while the file is processed. Do not close the browser tab.
1. When processing is complete, the results section will appear showing each manager’s name and row count.
1. Download your files:
20. Click the xlsx button next to a manager’s name to download just their workbook.
20. Click the pdf button next to a manager’s name to download just their PDF.
20. Click the Download All (ZIP) button to download every manager’s files in a single zip archive.
1. Click Process Another File to clear the form and start again.

Note:  The PDF button will appear grayed out if PDF conversion failed for that manager. Download the xlsx and convert manually if needed.

	Step 2
	Distributor Tab Generator



Use this step to generate the distributor commission workbook — one formatted tab per distributor code, plus a Summary tab showing totals. This workbook is what you will send to Step 3 to produce the final PDFs.

	Input: The verified Summary .xlsx file (same file as Step 1)
Output: A single Excel workbook with a Summary tab + one tab per distributor
When to use: After the Summary file is verified and finalized



Instructions
1. Scroll down to the Step 2 — Distributor Tab Generator card.
1. Click inside the dashed upload box, or drag your verified Summary .xlsx file onto it.
1. Click the blue Generate Distributor Tabs button. A spinner will appear while processing.
1. When complete, the results section will show how many tabs were generated (e.g., “Summary + 14 distributor tabs”).
1. Click the Download button to save the distributor tabs workbook to your computer.
1. Open the downloaded workbook and review it before proceeding to Step 3.

What to Check in the Output
1. Summary tab: Verify the list is sorted by distributor name, manager names are correct (you’ll need them for CC’ing emails), surgery counts and totals look right.
1. Distributor tabs: Spot-check a few tabs to confirm the distributor name, distrib code, vendor code (for SAP posting), contact, and pay date are correctly filled in.
1. Verify the Maxx Ortho logo appears in the header area of each tab.

Important:  Do not edit or rename the downloaded file before uploading it to Step 3. The file must remain in its original format for PDF generation to work correctly.

	Step 3
	PDF Generator



Use this step to convert the distributor tabs workbook (produced by Step 2) into individual PDFs — one per distributor — bundled into a single ZIP file ready to email out.

	Input: The distributor tabs .xlsx file downloaded from Step 2
Output: A ZIP file containing one PDF per distributor tab
When to use: Immediately after Step 2, once you have reviewed the workbook



Instructions
1. Scroll down to the Step 3 — PDF Generator card.
1. Click inside the dashed upload box, or drag the distributor tabs .xlsx file (from Step 2) onto it.
1. Click the blue Generate PDFs button. A spinner will appear. PDF conversion may take 15–60 seconds depending on how many tabs there are — this is normal.
1. When complete, the results section will show how many PDFs were generated.
1. Click the Download button to save the ZIP file. Extract the ZIP to access the individual PDFs.
1. Each PDF is named after its distributor tab with a MMYY suffix (e.g., JS001 (Jones)_0426.pdf). Distribute the files as needed.

Note:  The Maxx Ortho logo, pay date, vendor code, distributor name, and commission totals are all included in each PDF automatically. No manual formatting is required.

To process another file, click Process Another File on the results screen.


4.  Understanding the Output
The Distributor Tabs Workbook (Step 2)
The generated Excel file contains the following sheets:

	Sheet
	What It Is
	What It Contains

	Summary
	First tab (position 0)
	Sorted by distributor name. Columns: Distrib Code, Distributor, Manager, # of Surgeries, Total Comm $. Grand totals at the bottom. The Manager column is included so you can CC them when emailing statements. Portrait layout, 12pt font, print-ready.

	Distributor Tabs
	One tab per distributor (A–Z)
	Branded statement with Maxx Ortho logo, pay date, vendor code (for SAP posting), distrib code, contact info, data rows from the MasterLog, and a computed commission total. Landscape-formatted and print-ready.

	MasterLog
	Reference copy
	The original MasterLog sheet, kept as-is for reference.

	Surgeon Lookup
	Reference copy
	The original Surgeon Lookup sheet, kept as-is for reference.

	Template
	Internal use
	The commission statement template. Used by the tool to generate tabs. Do not delete.



The PDF Bundle (Step 3)
The ZIP file contains one landscape PDF for each distributor. Each PDF is named with a MMYY suffix (e.g., JS001 (Jones)_0426.pdf) and includes:
1. Maxx Orthopedics logo
1. Pay date
1. Vendor code (for SAP posting reference)
1. Distributor name, distrib code, and contact info
1. Full table of commission line items from the MasterLog
1. Computed commission total

How the Pay Date Works
The pay date is read from the MasterLog sheet. Above the header row, the tool looks for a cell labeled “Pay Date” (or “Pay Date:”) and reads the date value from the next cell to the right. This date is automatically written into every distributor tab and appears in every PDF.
Make sure the pay date is filled in before uploading your file.


5.  Quick Reference — Common Scenarios
End-of-Period Full Run (All Three Steps)
If you need to produce both manager reports and distributor PDFs in the same pay cycle:
1. Run Step 1 with the finalized Summary .xlsx → download manager files.
1. Run Step 2 with the same Summary .xlsx → download the distributor tabs workbook.
1. Review the workbook (Summary tab totals, manager names, vendor codes, spot-check tabs).
1. Run Step 3 with the distributor tabs workbook → download the PDF bundle.

PDFs Only (Skip Step 1)
If you only need to produce distributor PDFs (no manager split needed this period):
1. Run Step 2 with the Summary .xlsx.
1. Review the output workbook.
1. Run Step 3 with that workbook to produce PDFs.

Re-Generating After a Correction
If a correction is made to the Summary .xlsx after you have already run Step 2:
1. Do not try to edit the distributor tabs workbook manually.
1. Re-upload the corrected Summary .xlsx to Step 2 to get a fresh distributor tabs workbook.
1. Then run Step 3 again with the new workbook.


6.  Troubleshooting
If an error appears, the screen will show a red message below the upload area. Use the table below to diagnose and resolve it.

	Error Message
	Likely Cause
	What To Do

	Please upload an .xlsx file
	Wrong file format
	Re-save the file as .xlsx in Excel (File → Save As → Excel Workbook). Do not use .xls or .csv.

	No ‘masterlog’ sheet found
	Sheet missing or misnamed
	The workbook must contain a sheet named MasterLog. Case does not matter, but it must exist.

	Could not find header row in masterlog
	Missing required columns
	The MasterLog header row must include Manager, Hospital, Distrib Code (or Distributor), Comm $, and PO.

	Missing required columns (Hospital, Distrib Code)
	Column headers not recognized
	Check spelling in your header row. The tool looks for exact labels (case-insensitive).

	No Excel workbook found for this job
	Wrong file uploaded to Step 3
	Step 3 requires the distributor tabs file from Step 2, not the original Summary file.

	Something went wrong. Please try again.
	Unexpected data or server issue
	Refresh the page and re-upload. If persistent, note the error and contact IT.



General Tips
1. Always start by refreshing the page and re-uploading the original source file.
1. Never edit the output Excel and re-upload it. Always go back to the source file.
1. If the pay date is missing from PDFs, check that the MasterLog has a cell labeled “Pay Date” (with or without a colon) above the header row, with the date value in the next cell to the right.
1. If the vendor code is missing from distributor tabs, check the last column of the Surgeon Lookup sheet.


7.  Tips and Best Practices

	Always review the Step 2 workbook before generating PDFs.  PDF generation takes time. Catching an error in the Excel first saves you from running Step 3 again.
Use the Summary tab’s Manager column when emailing statements.  The manager’s name is listed next to each distributor so you can easily CC the right person.
The vendor code on each tab is for SAP posting.  It is pulled from the last column of the Surgeon Lookup sheet. Make sure vendor codes are up to date there before running Step 2.
PDF filenames include the month and year (MMYY).  For example, a PDF generated in April 2026 will end with _0426.pdf. This makes it easy to find and file statements by period.
Do not close or refresh the browser while the tool is running.  All three steps run server-side. Navigating away will interrupt them.
Download files promptly.  Output files are stored on the server temporarily. Save your downloads before closing the browser.
The Summary tab is formatted for printing.  12-point font, portrait orientation. You can print it directly as a quick overview of all distributor totals for the period.
The tool works on any browser and does not require a VPN.  You can access it from the office, at home, or on the road.



Questions? Contact IT or your supervisor.
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