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Introduction
Welcome to the Agent Commissions Data Collection training video.
This video will guide you through the process for reporting education agent commission information in PRISMS. It explains how to download the reporting template, complete the required information, upload the completed report, address validation messages and finalise the submission.
The first Agent Commissions Data Collection requests information for the reporting period 1 January 2026 to 30 June 2026. The request was issued to providers on 21 September 2026 on behalf of the Secretary of the Department of Education. Providers have six weeks to submit the requested information through PRISMS.
For this collection, providers are required to report four data elements for each agent business: accepted students, direct commissions, indirect commissions and non-monetary benefits.
Reporting is completed through PRISMS.
Accessing Commissions Reporting
We will now walk through the reporting process in PRISMS.
To begin, log in to PRISMS and open the Agents menu. Select Commissions Reporting. This function is where providers manage their Agent Commissions reporting obligations.
The Commissions Reporting screen displays the reporting rounds available for submission, together with the provider’s reporting status.
Before continuing, determine whether the organisation has any reportable agent commissions for the reporting period. If the organisation does not use education agents and has no agent relationships, select No and submit the declaration instead of a report.
If the organisation has reportable commissions, continue with the reporting process.
Downloading the reporting template
If the organisation has reportable commissions, the next step is to download the provider-specific reporting template.
Navigate to the Reports section in the left navigation menu and open the Provider Agent Commission Data Collection Template Export.
Review the reporting-round information before selecting Generate Report.
PRISMS will generate a provider-specific reporting template. Each template is unique to the provider and reporting round and must be used for reporting. 
Additional information about the template is available through the Help option. The Help information explains the available report formats and provides guidance on using the reporting template.
Once generated, the template will download to the device. Open the most recently generated template for the correct provider and reporting round.
Completing the reporting template
Before entering information, review the Instructions worksheet. This worksheet explains the reporting requirements, mandatory fields and checks that must be completed before submission.
Next, open the Education Agent Commission Data worksheet.
The worksheet contains prefilled agent-business information from PRISMS. Review each agent business and determine whether it should be included in the report.
Reporting is undertaken at the agent business level. Report each agent business once. 
For each reportable agent business, enter the number of accepted students, the direct monetary value, the indirect monetary value and a description of any non-monetary benefits.
Report monetary values in Australian dollars. Where no commission was paid in a category, enter zero.
If an agent has an ongoing relationship with the organisation but no reportable activity during the reporting period, retain the row and enter zero values.
If there was no commission, benefit or ongoing relationship during the reporting period, the row may be removed.
Do not modify the template structure, worksheet names, column headings or formulas, including the Total Commissions field.
Information and support are available in the PRISMS Guidance, Principal Executive Officer Factsheet and Finance Officer Factsheet.
After completing all reportable information, review the workbook and save the file in .xlsx format.
Uploading the report
Once the workbook has been completed and saved, return to PRISMS to upload the report.
Return to the Commissions Reporting screen and select Upload New File.
In the File Upload window, select Choose File and browse to the completed Excel workbook.
Select the correct file and choose Open.
Review the selected file name and select Save to begin the upload process.
PRISMS may take several minutes to process the uploaded file.
Once processing is complete, refresh the reporting screen and review the submission status.
Select the submission row to view the upload details and processing information for the uploaded report.
Validation messages and corrections
PRISMS validates uploaded files to confirm that they meet the reporting requirements.
If PRISMS identifies an issue, read the validation message carefully before updating the workbook.
Common validation issues may result from uploading an incorrect template, using a template generated for another provider or reporting round, modifying the workbook structure, leaving mandatory fields blank, entering invalid values or including blank rows between entries.
After correcting the issue, save the workbook in .xlsx format and upload the file again.
Repeat the process until the submission status confirms that the file has been accepted. If an error continues, generate a fresh template for the correct provider and reporting round and carefully transfer the corrected information.
Completing the declaration
After the uploaded file passes validation, the reporting-round status will change to Pending Declaration.
Uploading the file does not complete the submission process. Select the reporting round and complete the declaration.
After the declaration has been submitted, the reporting status will change to Submitted. This confirms that the Agent Commissions Data Collection report has been successfully lodged through PRISMS.
Further information
Additional guidance and support materials are available in the PRISMS Guidance, Principal Executive Officer Factsheet, Finance Officer Factsheet, PRISMS News Items and on the Department of Education website.
Resources are also available through the PRISMS Information menu.
For enquiries about the Agent Commissions Data Collection, email esosreporting@education.gov.au.
Thank you for supporting the Agent Commissions Data Collection and helping improve the evidence base supporting Australia’s international education sector.
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