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SETTING UP A NEW AGENT/OFFICE 

1. Choose option 2, accounting 

 

2. Go to “E” Setup menu 

 

 

3. “D” Agent and Remote Office Menu 



 

 

 
  www.Aljex.com 

 

4. 1. Vendor File – all Sales Agents must be set up as a vendor first. 

 
 

5. “A” Add a vendor or carrier 
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6. Enter in Agents information. Anything in Green is required. Carrier Y/N should be 

marked “N”. 

 

 

7. Once finished adding info – hit ESC ESC – and this menu will pop up. 
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8. Choose Remit to and Payment Terms 

 

 

9. Fill in the blanks EXACTLY as you see below. Hit ESC ESC 

 

10. Choose add vendor to Agent File 
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11. Choose “Y” to make vendor an agent 
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12. Enter in a 2 charcter Agent ID (ex. 01,02,03) This will be the Agent Office they are 

associated with. 

 

13. Choose Add vendor to Salesrep file 
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14. Enter "Y" to make this vendor a sales rep 

15. Enter in a 3 character Sales Rep ID (ex. JXB, JZE)  

 

16. Next step is to set up commission structions -press ENTER 
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 17. The third line down says "Login" - Enter in the employee's Aljex Login that 

will be assigned. (ex. sqomcm) 

Pay on is always Net “N” 

Commission percentage will vary based on negotiation.  

(ex. 60%=10 70%=20 80%=30) 

Create on will Always be “R” 

Commission expense will ALWAYS be “P” 

Hit ESC ESC to Save 

Hit “X” to exit 

 

 

18. Highlight "I am Finished Adding" and press enter 

 

 
 

Next we need to set up the User 
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19. From the main Agent & Sales rep menu – go to 4. Employee File 

 
 

 

20. Option 2 - Add a user 

 

21.  Hit "U" to update. 
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Fill in all of the users information. Make sure “accounting says “N” (dispatch 

ONLY) 

Assign the same Aljex Login that you assigned in the sales rep file. (ex. sqomcm) 

Hit ESC ESC to save 

 

Hit #2 to go to screen 2 

 

22. Hit "U" to update 

     Commission Net % is ALWAYS 50 

     Hit ESC ESC to save 
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Hit # 3 to move to screen 3 

23. Make sure the appropriate agent/ office code is filled in 

 Hit Esc Esc to save 

 
 

Hit #4 to move to screen 4 
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24.Hit "U" to update  

      Copy all employee permissions EXACTLY as you see above. 

       Hit ESC ESC to save 

      Hit #5 to move to screen #5 
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25.  Hit "u" to update 

       Copy all employee permissions EXACTLY as you see above. 

       Hit ESC ESC to save 

       Hit #6 to move to screen 6 

 

 
 

26.  Hit "U" to update  

       Copy all employee permissions EXACTLY as you see above 

       Hit ESC ESC to save 

    Hit #7 to move to screen 7 
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27. Hit "U" to update 

      Copy all employee permissions EXACTLY as you see above. 

       Hit ESC ESC to save 

       Hit #8 to move to screen 8 

 
28. Enter in associated Agent/Office ID (the above is only an example) 

       Copy all other permissions EXACTLY as you see above. 


