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Travel Agency Commissions Report 
Quick Reference Guide 

 
Published Date: November 15 

 

  Introduction 

 
The Travel Agency Commissions Report provides a list of processed travel agency commissions including agency 
information, guest reservation information, rate amount, rate of commission and commission amount. The report will be 
exported as a CSV file, which can be used to import into a third party software.  
 
It is assumed the reader is familiar with the following: 

 Travel Agency Creation 

 Travel Agency Commission Management 
 

  Setup 

Setup of Destination Folder 

Create a Windows folder on the N:\ drive, or the Maestro mapped drive. The user must have Windows permission to write 
to the folder. If not, please consult your IT department.  
 

 
 
Setup in Maestro 

 
To access the Travel Agency Export Setup, go to Front Desk Maintenance | Setup | Travel Agency | CSV Export 
Options 
 

 
 
 
 

Export Type This field is not accessible and will default to a value of 
W 

Hotel Code Enter the hotel property code 
CSV Save Dir The directory to save the file. Input the path of the 

folder that was created in section 2.1 
Text Qualifier Input a double quotation mark (“) in this field. 
Field Delimiter Input a comma (,) in this field 
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Date Separator Input a forward slash (/) in this field.   
Date Format 

 

Use the F8 Lookup to select a valid date format. The 
date format chosen here will reflect on the CSV file 
once exported.  

 

 Generating/Exporting the Report 

 
To generate and export the travel agency commission report, go to Front Desk | Audit | Travel Agency | Export TA 
Commission Info 
 

 
 

Remittance Dates Enter the date range of the commission processed 
dates. An F8 Lookup can be used to access the 
calendar screen.  

Agency Type An F8 Look Up can be performed to select an agency 
type. Leave this field blank for all agency types.  

Currency Code An F8 Look Up can be performed to select the 
currency for the report to print. Leave this field blank to 
report for all travel agencies.  

Travel Agent An F8 Look Up can be performed to select a specific 
travel agency. Leave this field blank to print for all 
travel agencies.  

 
Once the criteria have been selected, press the Count Button to display the total number of agencies that will be included 
in the report.  Then, click on `the OK button to export the report. 
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Report 

To retrieve/review the report that has been generated, navigate to the folder path as set in Section 2.1 
and open the file. The file will open in the default spreadsheet software installed on the workstation such 
as Microsoft Excel and is ready to be imported to a third party software. If excel is installed, the file will 
open automatically when the user selects it. If Excel is not installed, Windows will ask the user to select 
another program to open the file with.  
 

 
 

 
 

 

 


