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Before you can begin entering orders and payments, you must first
enter your party information into the system.

Chapter 4:
Entering Your Party Orders
& Payments

Entering Your Party Information
There are three steps to entering your party information:

1. Party Setup
2. Party Shipping
3. Party Datings

Step 1. Party Setup

From the Welcome Page, follow these steps to set up your party:

1. Click the Party Order button at the bottom of the page.
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The Party Setup page will then display in your browser and the
following fields will be prefilled with system-generated information.

Party Ref# - the system automatically assigns a number to each
party
# of Orders - the system tracks the number of orders entered
Datings - the system tracks the number of datings entered

2. Type your required information into the applicable fields:

Description field  - Type in a short description for the party.
Party Date field   - Type in the date the party was held

(Example: 04/28/02).
Attendance field  - Type in the number of party attendees.

After you've entered your orders and datings, the system will
automatically keep track of this information and will fill in the
corresponding fields for you in the future.

Step 1. Party Setup (continued)
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3. Check the Partial Party check box if the orders in this Party will
be linked to another set of orders intended for the same Party.
Click OK to confirm that you want to set up a Partial Party.

Creating a Partial Party
Creating a Partial Party means you'll be able to enter and submit the orders
while the party is still open and have the system keep track of the orders for
the Host's qualification level.

If you don't want to create a Partial Party, please
skip this step and go to Page 4-6.

You must decide now if your Party will be a Partial Party.
Once you have entered a Host Gift or Host Pick you can't
go back to create a Partial Party.

Partial Party Example  Read the following scenario for an idea of when you
might want to use the Partial Party option:
Vanguard Week 3
Set up a Party with 8 orders ($200) and 1 dating. You choose the Partial
Party option because you know additional orders will be coming in for this
Party. Enter and submit the orders but do not enter a Host Gift or Host Pick.

Set up another Party with 3 orders ($105). You're submitting these orders now
so you can get credit for the current Vanguard period. You still want to keep the
Party open, however, so your Host can raise her qualification level to qualify for
a Level 1 Gift. Choose the Partial Party option and choose the Week 3 Party
Number from the Link to Partial Party drop down list. Enter and submit the
orders without entering a Host Gift or Host Pick.

Set up the last Party with 4 orders ($100) and 1 dating. Your Host will now
qualify for the $65 or Level 1 Gift qualification level so now you can close the
entire Party.  Choose the Week 4 Party Number from the Partial Party drop
down list. When prompted, click OK to close the Party.  Enter the rest of your
orders and the Host Gift and/or Host Pick items. The Host qualification is based
on the orders and datings from all three sets of orders.

Vanguard Week 4

Vanguard Week 1

When you create a Partial Party, you'll want to create
Descriptions that will help you link your sets of orders
together on the Party History page. For example, Hannah's
Housewarming - Set 1, Hannah's Housewarming - Set 2, etc.

Step 1. Party Setup (continued)
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Creating a Partial Party (continued)
Create a Partial Party and link orders by completing the following
steps:

To Enter the First set of Orders of a Partial Party:

1. Create a New Party.  On the Party Setup screen, fill in the required
fields (Description, Party Date and Attendance).

2. Click the Partial Party option to link orders  to another set of
orders you’ll enter at a later time. Click OK to confirm.

3. Select Create a New Party from the drop down list.

4. Continue to set up your Party by entering your Host information,
datings and customer orders as instructed in the rest of this
chapter.

Note: Do not enter the Host order until you enter the final set
of orders.

5. You’ll then Submit Party for confirmation. To submit your Party,
once you’ve entered all your datings and customer orders, click the
Party Summary button at the bottom of the Party Orders page.
Then,

•  Click the Next button or the Party Payment button. Enter your
payment information on the Consultant Payment Information
page.

•  Click Next or Submit Party. Enter your PIN and click OK.

•  Print the Party Summary for your records.

To Link a new set of orders to the original Host and keep the Party open,
complete these steps:

1.  Create a New Party. On the Party Setup screen, fill in the required
fields (Description, Party Date and Attendance). Make sure you
indicate in the Description field that this is the 2nd set of orders for
an existing Party. (For example, “Hannah's Housewarming - 2nd
set”.)  This description displays with the Party Ref# later.

2.  Click the Partial Party check box. Click OK to confirm.
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4. Continue to set up your Party by entering your datings and
orders as instructed in the remainder of Chapter 4.

     Note: You’ll now enter the Host order.
5.  Submit your Party as described earlier.

To Link a new set of orders to the original Host and Close the Party, com-
plete the following steps:

1.  Create a New Party. On the Party Setup screen, fill in the required
fields (Description, Party Date and Attendance).

2.  Click the Partial Party check box. Click OK to confirm.

3.  Choose the reference number and description of your most recent
set of orders from the Create a New Party drop down list. (For this
example, Party #275720 will be linked to Party #275711 and Party
#27587 is already linked to Party #275711.)  Click OK to close the
party.

4.  Continue to set up your Party by entering your datings and
customer orders as instructed in the remainder of Chapter 4.

Note: You’ll enter the Host order only if this is the last set of
orders for the Partial Party.

5.  Submit your Party for confirmation as described above.

Creating a Partial Party (continued)
3.  Choose the reference number and description of your first set of

orders from the Create a New Party drop down list.  Click the Cancel
button to keep the party open.  (Clicking OK closes the party.) The
system will automatically display the Host address information.
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4. Choose the correct Host Gift Program from the drop-down list.
(This is only applicable during a Catalog transition period.)

5. Review the amount displayed in the Cash & Carry Pool section. If
you have funds available, you may apply the desired amount to
your party by typing the amount in the Pool Amount Applied to
this Party text box.

6. Choose your desired shipping method—to the Host or to yourself—
by selecting the Host or Consultant option. (For customer-direct
orders, this shipping option will be ignored—the products will be
shipped directly to the customer.)

7. Type the Host's information into the fields of the Home Address
section. As you enter the phone numbers, the numbers must be
entered as all numbers with no separating characters (for example,
4075551212). If you enter a zip code for the Host that applies to
more than one county, you'll have to choose the correct city and
county combination from a drop-down list that will display.

The information you enter for your Host will be stored for
future use.

Based on the Host's zip code, sales tax will automatically be
calculated according to the retail value of each order. Be sure
that you indicate if the Host's address is outside city limits by
clicking the Outside City Limits checkbox.

If you’ve previously entered the Host’s information, you can
click the Host Search button on the Party Setup page to find
and load the information instead of having to retype it each
time. (See Chapter 10: Using the Search Feature for more
details.)

What is the Cash & Carry Pool?
When you create a Non-Party Consultant Order using Web Order
Entry, and have the order shipped directly to you, the retail from
regular, parts, sales special items, and regular sample items will be
added to the Cash & Carry Pool. Then, when you enter your parties
on Web Order Entry, you can apply funds from the pool toward the
total party sales for Host qualification. Note: The funds in the pool are
used for Host qualification only, and cannot be applied to personal
retail sales. You already received the personal retail sales at the time
that the Non-Party Consultant Order was submitted.

Step 1. Party Setup (continued)
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Step 2. Party Shipping

Check the Same as Home Address box if the Ship Address is the same
as the Home Address.  The system will fill in the Host's address
information.

Please choose the following:

If you choose to ship the orders to yourself, you need to enter your
address information in the Ship Address area.
Type any special delivery instructions or greetings in the Ship
Instruction field at the bottom of the Ship Address area. (The
Instructions/information you enter will be printed on the order's
shipping labels.)
If all information is correct, click on the Next button to move to the
Customer Order page.
To delete all information for a party, click on the Delete Party button.
To view a summary of the party,  click on the Party Summary
button.
To view a listing of the orders and datings, click on the Party Orders
& Datings button.



Sales Force User Guide4-8  Entering Your Party Orders & Payments

Tupperware Web Order Entry

You don't need to enter anything in the first four fields—they will be filled
in automatically by the system. (The Order Ref # will be automatically
assigned after you click Next on this screen.)

The system defaults to a Customer order. If desired, change the selec-
tion by clicking on the desired option (Customer, Host, or Consultant).

Step 3. Party Datings and Order Setup

After clicking Next on the Party Setup page, the Customer Order page
will display in your browser.

If your customer wishes to have the order shipped directly to her/
him, and has paid the delivery charge, click inside the box so
a checkmark appears.

If this customer dated a party, check the Dated a Party checkbox.
Then, enter the Party date in the Party Date field.
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Type the required customer’s first and last name.  Then enter the
address, phone numbers, etc. into the corresponding fields.  When you
enter the customer's phone numbers, the numbers must be entered as
all numbers with no separating characters (for example, 4075553665).

Once you’ve entered this information, it will be stored for future use.

Note:  If you select the order as a Customer Direct order, you must
enter the customer's complete address information.
Note: The Sales Tax is based on the Host's address.

The system automatically fills in the Ship Address for the order (based
on the shipping address entered in Party Setup.  Click on the Next
button to begin entering items.
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1. Click on the Item Type drop down list and choose from the following
item types: 1-Regular, 2-Parts, 7-Sales Aids, 8-Sales Specials, 9-
Warranty, and 10-Obsolete Items. (The Obsolete Items type is
currently available only for New Business Model.)

2. Press the Tab key and enter the item number in the Item column as
it appears on the customer’s order form.

3. Use your keyboard's Tab key to move the cursor to the Qty column,
then enter the quantity being ordered.  (Continue by choosing the
item type and entering the item number and quantity for each item
the customer wishes to purchase.)

Entering Customer Orders and Payments
Once you’ve established your party information in the system, you may
begin entering orders.  There are three steps you must complete:

1. Enter items (regular, parts, sales aids, sales specials, warranty items,
and obsolete items).

2. Record the customer's payment.
3. Print the order.

You'll enter the Host's order last after all other orders are entered.

Step 1. Enter Items

Each Tupperware product classification available for this type of order is
listed as an item type on the Item Entry page. You can enter 10 items on
each page. It’s important that you order items using the correct item type
so the system can correctly determine your cost and that of your cus-
tomer.
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• You can also select item types from the list by clicking in the
Item Type box and simply typing the number that precedes
item type you want to enter. (Example: Type “8” for a Sales
Specials item type.)

• Enter all your Regular items first so you don't have to
choose a different item type each time from the drop-down
list. You can hit the Tab key to move directly to the Item field
for all regular items.

To enter more items, click the Next 10 Items button and
continue entering items.
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If you've entered any invalid items, a red error message will display on
the right side of the Web page and in the Description field of the invalid
item.

You'll need to correct any invalid item numbers before you can proceed.
Click in the field which contains the invalid number and re-enter the
correct item number.
In the Customer Order Summary section, you'll need to verify that the
item and cost information on the summary matches the information on
the customer’s order form.

If you click the Verify button, the descriptions, prices, and  totals will
then display on your screen. See below.

Step 1. Enter Items (continued)
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If the amount in the Total row matches the total on the order form,
click on the Customer Payment Information link in the upper right
corner of the screen to proceed to the Customer Payment Information
section of the page (or use the scroll bar).
If the amount in the Total row does not match the total on the order
form, first check that the total on the form is added correctly. If the
total on the form is correct, review the items you’ve ordered by
viewing the Order Summary.  (See Chapter 5: Making Changes
for additional information.)

If the Total row on the Customer Order Summary does not match
the total on the Order Form, check your items to be sure that you
did not enter a Sales Specials item type as a Regular item type.

Step 1. Enter Items (continued)
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2. If the customer paid with a credit/debit card, select the card type
from the Card Type drop-down list. Also, you're required to
enter the correct billing address information (including zip code)
in the applicable fields of the Billing Address section.

Step 2. Record the Customer's Payment

On the Customer Payment Information section of the page, you’ll now
record the customer's method of payment.

1. Click inside the applicable Payment Amount field(s) Cash,
Check,  and/or Credit Card—and type in the amount of each
payment. In most cases, the customer will pay using one
method. (The total of the payment amount(s) that you enter
should equal the figure in the Amount Due field.)
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Step 3. Print the Order

Follow these steps to print a copy of the order:

1. Print a copy of the order by clicking on the Print Order button.
The Print Customer Order page will then display in your browser.

2. If necessary, click on the vertical scroll bar at the right until you
can see the Print button at the bottom of the page. Next, click
on the Print button to print a copy of the order. (You’ll want to
keep this copy, along with the customer's order form, as a record
of the customer's ordered items.)

3. After printing a copy of the customer order, click on the Next
button to go to the Party Orders & Datings page. You can enter
another customer order by clicking on the New Order or Next
button.
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1. Set up the Host order.
2. Enter items (regular, parts, sales specials, sales aids, warranty, and

obsolete items).  (The Obsolete Item type is available for New
Business Model Only.)

3. Record the Host's payment.
4. Enter Host Bonus items.
5. Enter Host Gift or Host Pick items.
6. Print the order.

Step 1. Set Up the Host Order
1. At the bottom of the Party Orders & Datings page, click on the

New Order button. The Customer Order page then displays in
your browser.

Make sure you enter all items for regular customer orders
before proceeding with the Host's order.

Entering Host Orders and Payments
Entering Host orders and payments is similar to entering customer
orders, except that with Host orders, you also order Host bonus items
and incentive gifts. There are six steps to entering Host orders and
payments:
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Step 1. Set Up the Host Order (continued)

2. Because the system defaults to a Customer order, select the
Host option instead.

3. If your Host wishes to have the order shipped directly to her/him
when the party is not being shipped to the Host, and has paid
the appropriate delivery charge, click inside the box so a
checkmark appears.

4. Because you’ve selected the Host order option, the system will
automatically fill in the Host’s name, address, phone numbers,
etc., based on the information you entered on the Party Setup
page. (If necessary, change and/or edit any of the information.)
Next, click on the Next button to begin entering your items.

After entering your information, the system stores it for
future use.
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Step 2. Enter Items

These are items paid for by the Host and are not part of the Host
program.  Follow these steps to enter items:

1. Click on the Item Type drop down list and choose from the
following item types: 1-Regular, 2-Parts, 7-Sales Aids, 8-Sales
Specials, 9-Warranty, and 10-Obsolete Items (for New Business
Model only).

2. Press the Tab key and enter the item number in the Item
column as it appears on the customer’s order form.

3. Use your keyboard's Tab key to move the cursor to the Qty
column, then enter the quantity being ordered.  (Continue by
choosing the item type and entering the item number and
quantity for each item the customer wishes to purchase.)

4. Click the Next button to move to the Customer Order Summary
and Customer Payment screen. (If you click the Verify button,
the descriptions, prices, and  totals will then display on your
screen.)

5. Verify that all the regular, warranty, parts, sales specials and
sales aids items are reflected correctly in the Summary section
at the top of the page. Remember, Host incentive gifts will not be
reflected at this time.

• To enter more items, click the Next 10 Items button and
continue entering items.

• You can choose the Sales Aids item type to send polybags to
your Host for packing out Host-Direct orders.
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Step 3. Record the Host's Payment

On the Customer Payment Information page, you’ll now record the
Host's method of payment.

1. Click the Customer Payment Information link to move down to
the payment section. Fill in the payment information fields—use
the payment amount that you received from the Host, not the
amount in the Amount Due field. (Remember, you've received
payments associated with Host incentive gifts but you've not
entered those items yet.)

If the Host paid with a credit/debit card (Visa®, MasterCard®, or
Discover®), click on the Card Type drop-down list and select the
card type. Also, enter the correct billing address information in
the applicable fields of the Billing Address section.

2. Click the Next button to move to the Party Orders screen.
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Step 4. Enter Host Gift Items

Follow these steps to enter Host Gift items:

1. Click on the Party Summary button at the bottom of the Party
Orders & Datings page. The Host Gift Program page then
displays.

2. The Total Party Sales amount displays the total amount of sales
and the datings entered for the Party.   The party sales
qualification is based on these numbers.

3. If necessary, click on the Host Gift Chart button to review the
current Host Gift chart.  (The Host's qualification level is
highlighted.)

If the Host has not qualified for any Host gifts, then click the
Next button.
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Step 4. Enter Host Gift Items (continued)

4. Host Bonus Items are additional incentive items the Host may
qualify for if the Party reaches specific sales, attendance, and/or
dating challenges. These items are in addition to the normal
Host Gift Program.

When a Host qualifies, the applicable Host Bonus Items will
display on the Host Bonus page. If the Host has requested a
Bonus Item(s), you’ll choose items using one or both of the
methods listed below:

· Click on the circle next to the bonus item that your Host has
requested. If your Host does not want the bonus item(s),
choose the “None Selected” option.

· In the Honored Host Bonus section, enter the quantity of 40
Percent Off Honored Host Bonus Items that the Host has
requested.

Note: There are separate boxes for each Host Bonus Challenge
(i.e. sales, attendance, dating). Please verify that you’ve
selected the proper items.

5. Click the Next button.

-
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6. The Host Gift Specials And Free Tupperware page allows you to
order any Free Tupperware, Host Gift Specials, and Half-Off
Items your Host has qualified for.

7. Click the Item Type field and choose an item type (1-Free
Tupperware, 2-Host Gift Special, 3-Half-Off Items, or 4-Half-Off
Seals) from the drop-down list.

8. Enter the item number in the Item field. (If you’re not sure of the
Item Number, you can do an Item Search to find the number by
pressing the Item Search button at the bottom of the screen.)

9. Press the Tab key to move to the Quantity field.  Enter the
quantity in the space provided. If you need to order more items,
click the Next 10 Items button at the bottom of the page.

10.Scroll to the bottom of the screen. Click the Next button to go to
the Party Summary screen.

Step 4 Enter Host Gift Items (continued)
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• If the items selected by your Host are less than the credit,
your Consultant Cost will not change. If the items are
greater, then you'll be charged the standard Consultant Cost
of the overage.

• When you click on the Verify button, you'll be able to see
the retail value of the items selected, the remaining credits
available, the gift credits used, and the balance.

Step 4. Enter Host Gift Items (continued)



Sales Force User Guide4-24  Entering Your Party Orders & Payments

Tupperware Web Order Entry

Step 5.  Print the Order

Follow these steps to print a copy of the order:

1. Click on the Party Orders button.

2. Select the Host's order by clicking on the Host's name on the
Party Summary page.

3. Click the Order Summary button. (The Host Gifts  display on
the Order Summary section of the Order Summary and Cus-
tomer Payment screen.)

4. Click on the Customer Payment Information link to move to
the bottom of the page. Click the Print Order button.
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5. Click on the Print button at the bottom of the page to print a
copy of the order. (You’ll want to keep this copy, along with the
Host's order form, as a record of the Host's ordered items.)

6. Once you print a copy of the order, click on the Next button to
return to the Party Summary page.

You can now go back and add your Consultant personal
orders to the party and not affect the Host qualification level.

Step 5.  Print the Order (continued)


