Tupperware Web Order Entry

Chapter 5: Making Changes

Because it will often be necessary for you to edit, modify, and/or add
information within the Web Order Entry system, this chapter presents
detailed information on how to go about making changes.

@ You can only make changes to your orders while the party
has a status of "Not Submitted" and the orders have a
"Pending" Status.

Adding Items to an Order

You may add items to any "Pending" customer order by implementing the
following steps:

1. Inthe Party History section of the Welcome page, select the desired party
by clicking on the corresponding party number in the Ref # column.
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2. Click on the Party Orders & Datings button to view all of the orders
associated with the party.
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3. Click on the desired order number in the Order # column.

Party Orders & Datings Chris Hughes (2
Party Rebit | 275690 Description [Karen'S Birthday Party Party Date: | osnszo02 |
. Customer Order Dating
‘ Shipping # ‘ Customer ‘ Type Order Date Total Status Date
|B283 97 Joe Goodman Customer 05/28/2002 [§503.50  |[Pending
283301/ Sally Baker Customer 05/28/2002 [§318.00  |[Pending 0£/04/2002
82835104 Karen Bank Host 05/28/2002 [§39.22 Pending
Dratings Kathy Guess Dating 05/30/2002
Previous | Additional Datings | MNewe Order Party Summary MNext

4. Click the Next button once.

5. Onthe next available item line, choose an item type from the ltem Type

drop-down list.

6. Click in the first blank Item # field and enter the item # of the product
you wish to add to the customer’s order. Hit the Tab key and enter a

quantity in the Qty field.

Item Entry Chris Hughes @
[Party Reft | 275690  Description Karen'S Birthday Party [Party Date | 05/28/2002
[Order met | 82835097 Customer] Joe Goodman [Grder Date! 0512812002
[Order Type [CUSTOMER|[Shipping Method [Ship To Host
Dd ‘ Tem Type Tem. Desaiption. ‘ Qiy ‘ Cost ]E_::l '::“: ';ﬂ
? 1-Regular - 0328  |[DECORATING BAG WITH TIPS | IT | S15.00 || S150.00 | §20.00 | $200.00
= ||1-Regular j 0330  |GOURMET DECORATOR IT $1125 || $112.50 | Bl5.00 | $150.00
™ ||1-Regular j 1003 Sﬁ;.igﬁ\;’gﬂTmm IE— 31575 || $78.75 | §100 || §105.00
I~ |- Reqular =l l—
||_ ||1*P(egular =l | | | l— |
™ |[1-Regular =l l—
™ |[1-Regular =l l—
||_ ||1*P(egular =l | | | l— |
= [|1-Regular =l l—
™ |[1-Regular =l l—
Previous I ltern Search I Mext 10 tems | Werify | MNext

7. Continue entering additional items. When you’ve finished, click on the
Verify button to confirm the availability of the item(s).

8. Follow the process for entering the order as outlined in Chapter 4:
Entering Your Party Orders and Payments.
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Deleting Items from an Order

Web Order Entry

You may delete items from any "Pending" customer order by implementing
the following steps:

1.

In the Party History section of the Welcome page, select the desired
party by clicking on the corresponding party number in the Party Ref #
column.

Important! Customer Care hours and Web Order Entry hours are different, please scroll down for complete
details. Special Note: The processing week closes each Tuesday at 12:00 Midnight Eastern Time. Flease
click here to see Whai's New!

on Sundays.
3N

(Welcome to Web Order Entry! =

lAttention! Weh Order Entry is available anytime except between the hours of 4 am. and 8 am. Eastern time |

Welcome back, Chris! Select an existing party from the list below to review or change, or click on "Party
Order" to enter a new party. For non-Party orders, click on the "Non-Party Order" button. For fundraiser
orders, click on the "' Fundraiser Order" button

Weekdt 26 Cutoff: Wednesday, July 03rd 2002 at 2:00pm ET

Party History Chris Hughes (2
Party Partial . Sales | Sales =
Refit B Description Host Date |77 | ==" | Status
%% | Type | Linked —eserpron st =28 | Credit | Total | >0
: ot
225690 Pasty Mo Kasen!S Bisthday Party Kazen Bank o302 |Fss 00 peemn |G
275597 Pasty | Pertial Hennah's Housewarming - Set rop gan (0519/2002 25200 26200 0°F
1 [Subritted
7ot
225571 [Paty Mo Birthday Party (Sally Farz pszuzmzieron  pron R L
] ot —
275463 Pay Mo Party For Lais Lois Willas (057142003 145000 43000 5%
275088 Paty Mo Hannah's Housewaming-Set | [Hannsh Hall a0z 2400 72400 [0
[Subritted
’ 7ot
27409 Pay Mo DMichas!S Party Hannah Hall psmez02 (5000 6900 (SO L
Non-Party Order | Party Order | Fundraiser Order

2. Click on the Party Orders & Datings button to view all of the orders
associated with the party.

Party Setup Chris Hughes (D

Party Ref# 275690 Description Karen's Birthday Party arty Date: 05/26/2002
Attendance|15 # Orders 3 # Datings 2

Partial Party 7 Host Gift Program | SUMMER 2002 =l

Cash & Carry Pool: 000 Pool Amount Applied to this Party §

Except for direct-to customer orders,this party will be shipped to: & Host € Consultant

Home Address| HostSearch | Ship Address ¥ Same as Home Address
First Mame  [Karen FirstMame  [Karen
Last Name Bank Last Name  [Bank
Address 33 Pine Strest Address 33 Pine Street
Apt/Suite AptiSuite
City [orands  Stats [FL City [Oamdo Stas[FC
Ziptd [zeoz | - [ Ziphd Faez. - [
E-mail Worl. Phone Extn l—
Hotne Phone  |(407)555-1212 Ship Instruction
WorkPhone | Ean |
M POBox I Miitary ™ Outside City I PO Box I Military T Outside City
Frevious | Party Surmmarny | Party Orders & Datings | Delete Party | MNext
3

3. Click on the desired order number in the Order # column.

4. Click the Next button once.
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5. Click the Del check box to the left of the item you wish to remove from
the order. You can click in multiple check boxes — this allows you to

delete multiple items at one time.

Ttem Entry Chris Hughes [©>)
Party Ref# 275690 Descrption (Karen'S Birthday Party ‘Pa:ty Date ‘05&8&002
Order Ref# 82835097 Customer: [Joe Goodman ‘Order Date: ‘054’28}'2002
Order Type: CUSTOMER |Shipping Method: |Ship To Host

[pa T Type | e | Deaipton [ v | con [ G [ e | mem
r | 1-Regular j 0820 |[DECORATING EAS WITH TIPS 10 31500 || $150.00 | $000 | $20000
~ |1— Regular | W GOURMET DECORATOR. |1n_ §1135 | §L12.50 | $1500 | 15000
l_\r«} 1- Regular j 1003 gﬁ;@gﬁ\g}gmﬂmsm lE— $1575 || @875 || RL00 || §105.00

\|—’ 1-Regular j l_ l—

= e - — 1

= = I - L L

il ST — ]

il ST L

il ST - L

C[FegsH | T ]

,ml ltern Search | Mext 10 [tems | Werify | et

6. Click the Verify button to verify the deletions and to stay on the Item
Entry page. Or, click the Next button to delete the items and move on
to the Order Summary and Customer Payment page.

Adding Customer Orders

After you've already established a party in the system, you can add
additional customer orders as desired as long as the party has a "Not

Submitted" status.

1. Inthe Party History section of the Welcome page, select the desired
party by clicking on the corresponding party number in the Party Ref #

column.
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[artention! Web Order Entry is available anytime except between the hours of 4 aan, and 8 a.mn, Kastemn time B

N

o the bst below Lo seview or change, or chick on " Party

Party History Chris Hughes (3
— —
Refi E; @ Deseripti Hast Date @ & Status 1]
37.'.99[% ]‘).'ly Ho HarertS Dinthduy Paty Harer Dack 05282002 76500 768,00 g‘mmi“m
Tl (Paty  Pastial !l*"“"""'s Housewarming.- Seb 7 nh, Hat DSA9G002 26200 26200 g"':m“ed
az) Puly Mo Enthday Faty Hally Far USALENG WTI0 9T g"";m“ed
T4 [Pasty Mo Party For Loia Laia Witkms NSALN0Z 45000 45000 ;‘;:W“w [
T8 Paty Mo Hannal's Honsewasming et 1 Hansoh Hatl DATRADOE TR0 72400 ;‘;ﬁwhw
7435 Pty Ho MichastS Paty Hanaah Halt 0SE002 62900 62900 g‘mmi“m —~
Hon-Porty Ordler | Party Order | Fundroiser Order |
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2. Click on the Party Orders & Datings button to view all of the orders

associated with the party.

Party Setup Chris Hughes (D

Party Reff#: 275690 Description: Karen's Birthday Party arty Date: 05/28/2002
Attendance|15 # Orders 3 # Datings 2

Partial Party T Host Gift Program [SUMMER 2002 =l

Cash & Carry Pool $0.00 Fool Amount Applied to this Party §

Except for direct-to customer orders,this party will be shipped to: & Host ¢ Consultant

Home Address Ship Address ¥ Same as Home Address
First Name IKaren First Mame Karen
Last Mame IEank Last Name Bank
Address 33 Pine Street Address 33 Pine Strest
Apt/Sutte Apt/Suite |
Ciy [enda  swmelL Ciy [Erende st [T
Zip+4 W - l— Zip+4 W - l_
E-mail | Work Phone Ean [
Home Phone  [[407)555-1212 Ship Instruction;
Wortk Phone l— Ezin l_
[T POBox I Mittary ™ Outside City F POBox T Miitary 7 Outside City
Previous | Party Summary | Party Orders % Datings | Delete Party | MNext

Click on the New Order button and enter the customer’s order as

outlined in Chapter 4: Entering Your Party Orders and Payments.

Party Orders & Datings Chris Hughes (3

Party Ref#: | 275690Description [Karen'S Birthday Party [Party Diate | osnsmo02 |
- Customer Order Dating

‘ Order # ‘Shlppmg # ‘ Customer ‘ Type Order Date Total ‘ Status Date

[2835097 | Toe Goodman [customer  |[o5/28/2002 [$39220  [Pending |

82835101 Sally Baker Customer 05282002 [$318.00  [Pending 06/04/2002

2835104 Karen Bank [Host 05/282002 (3922 [Pending

Datings Kathy Guess Dating, 05/30/2002

Previous | Additional Datings |Qw0rder | Party Summary |
5,
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Deleting Customer Orders

Follow these steps to delete customer orders you’ve already established
in the system on parties that are not yet submitted:

1. Inthe Party History section of the Welcome page, select the desired
party by clicking on the corresponding party number in the Party Ref #
column.

Welcome to Weh Order Entry! )=
Important! Customer Care hours and Web Order Entry hours are different, please scroll down for complete
details. Special Note: The processing week closes each Tuesday at 12:00 Midnight Eastern Time. Flease

click here to see What's New!

IAttention! Weh Order Entry is available anytime except hetween the hours of 4 am. and 8 a.m. Eastern time o
on Sundays.
— -
Welcome back, Chris| Select an existing party from the list below to review or change, or click on "Party
Order" to enter a new party. For non-Party orders, click on the "Non-Party Order” button. For fundraiser
orders, click on the "Fundraiser Order" button

Week# 26 Cutoff: Wednesday, July 03rd 2002 at 2:00pm ET

Party History Chris Hughes (D
Party | Partial . Sales | Sales =
Refi . Description Host Date |-~ - Status
Type | Linked =escretion Credit | Total | =50
) Mot
275ﬁ9ID\Paﬂ.y Mo [Karen' Birthday Party Karen Banlk 05/23/2002 T62.00 76800 Sl?bmltted
275397 [Pay | Padial Hannahls Housewsmdng- et |\popy oy wan 5192002 26200 ps2o0 O
I it d
Not
275571 |Party Mo Birthday Party Bally Fatr 0542172002 97.00 9700 Submitted
rsa3 Pty Mo [Pasty For Lois Lois Willams (051472002 45000 45000 |[Fe b
bisted
7083 Party Mo Hannah's Housewarming Set | Hannsh Hall banazon 72400 Ta4mn 0O
Bubmitted
) ot
27008 Paty o Blichael Party Hannsh Hall monsaz gem ewm L

MNon-Party Order Party Order Fundraiser Order

2. Click on the Party Orders button to view all of the orders associated
with the party.

Party Setup Chris Hughes (D

Party Ref# 275690 Descriphion: Karen'S Birthday Party Party Date 05/28/2002
Attendance||15 # Orders 3 # Datings 2

Partial Party 7 Host Gift Program | SUMMER 2002 =l

Cash & Carry Pool $0.00 Pool Amount Applied to this Party §

Except for direct-to customer orders,this party will be shipped to: ® Host ¢ Consultant

Home Add.ress Ship Address ¥ Same as Home Address
First Natne IKaren First Name Karen

Last Name IEank Last MName Eank

Address |33 Pine Street Address 33 Pine Street

AptfSuite AptfSuite

City [Ofance  SmefL Ciy Preee st |T
Zapt+d W - l_ Zip+4 IW - l—

E-mail Work Phone l— Extn l_
Home Phone IHUF)EET Ship Instruction]
Work Fhone l— Extn l—

I PO Box [0 Miitary [ Outside City T PO Box ¥ Miltary 7 Outside City

Previous | Party Summary | Farty Orders & Datings Delete Party MNext
&3
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3. Click on the desired order number in the Order # column.

Party Orders & Datings Chris Hughes (O
[Party Refit | 275690Descrption [Karen'S Birthday Party [Party Date | 052872002 |
. Customer Order Dating

Order # ‘ Shipping # ‘ Customer Type Order Date Total Status Date

|B2835097 Joe Goodman Customer 05/28/2002 |$503.50 Pending

8283501 Sally Balcer Customer 05/28/2002 |§312.00  |Pending 06/04/2002

|E2835104 Karen Bank Host 05/28/2002 |§39.22 Pending

Datings Kathy Guess Dating 05/30/2002
Previous Additional Datings MNew Order Party Surnmany MNext

4. Click on the Delete button.

Customer Order Chris Hughes @
Party Refit. | 275690 Description. [Karen'S Birthday Party Party Date: | 05/28/2002
Order Ref#t 82835097
This order is for & Customer © Host © Consultant
This is a direct-ship order: T Dated a Party: ™ Party Date
Home Address Customer Ssarch I Ship Address
First MName |hna First MName |Karan
Last ITame |Gnudman Last Mame |Eank
Address |7?8 Sixth Avenue Address |33 Pine Strest
Apt/Suite AptiSuite
City Orlando State [FL City Orlando State |FL
Tip+4 2602 | - Zip+4 32602 -
E-rmail Work Phone Exin.
Home Fhone  |(407)888-1212 Ship Instruction|
Worle Phone Exin.
FPOBox [T Military ™ Outside City FPOBox I Miltary ¥ Cutside City
Previous Delets Order Summary Mext

5. Click on the OK button when the following dialog appears:

@ Are you sure you want to delete this order and all associated line items?

| Cancal |

The customer’s order, along with all of its associated information, will
then be deleted from the party. The system will then return you to the
Party Orders page.
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Deleting a Party

There may be times when you need to delete a party. Follow these steps
after you've deleted all of the "Pending" orders associated with the party.:

Important! You must delete all orders associated with a Party
before you can delete the Party.

1. Inthe Party History section of the Welcome page, select the desired
party by clicking on the corresponding party number in the Party Ref #
column.

Welcome to Web Order Entry! =
[[mportant! Customer Care hours and Web Order Entry hours are different, please scroll down for complete
idetails. Special Note: The processing week closes each Tuesday at 12:00 Midnight Eastern Time. Please

elick here to see What's New!

lsttention! Weh (rder Entry is availahle anytime except between the hours of 4 a.m. and 8 am. Eastern time |
ion Sundays.

Fcn) =
Welcome back, Chris! Select an existing party from the list below te review or change, or click on "Party
Order" to enter a new party. For non-Party orders, click on the " Non-Party Order" button. For fundraiser
orders, click on the "Fundraiser Crder" button
Week# 26 Cutoff: Wednesday, July 03rd 2002 at 2:00pm ET

Party History Chris Hughes (3
Party | Partial L. Sales | Sales =
Bafi ; Deseription Host Date : Status
\_Tm Linked Credit | Total
275690 P o K aten's Birttiday Party Katen Bank o0z 700 frsson N
i Sutmitted
T raty  Partia Hannad Housswamang - Set | Han 059002 pszon fas2on MOt
I Submitted
ot
275571 Paty Mo Birthday Party Sally Farr osmimm sz oo et
ot —
275463 Party Mo [Parly For Lois LoisWiltiams 057142007 gso00 jasoog O
275083 Party Mo HannahS Housewaming Set 1 Hannah Hall bazsnmnz 724m  frzapn et
Submitted
! ot
‘274993 ‘Pazty Mo Michacts Party ‘Harmah Hal |[I5!Dr5/2EIEI2 ‘629 o |629 e ities ]

Non-Party Order | Pary Order_| Fundraiser Order |

2. Click on the Delete Party button.

Party Setup Chris Hughes (D
PatyReffe | 275690 Description:  [Karen's Binhaay Pany Party Date /262002 |
| Atendance]15 # Orders 3 # Datings 2 |
Partial Party |7 Host Gift Program |3UMMER 2002 =
Cash & Carry Pocl  §0.00 Pool Amonnt Applied to this Party §

Ezcept for direct-to customer orders this party will be shipped to: & Host © Consultant

Home Address| HostSearch_| Ship Address 7 Same as Home Address
FirstMame  [Kaen  FistMame  [faen
LastName  [Bank Last Name  [Bank
Address [33Pme steet Address 33 Pine Street
AptSuite  AptfSuie
City [orlande  Stae JFL City Orlanda State [FL
ZipHd [zeoz - [ Ziptd [z - [T
B-mail — WorkFhene [ Ban |
Home Phone  [d07j585-1212 Ship Instruction]
Work Phere | Ean |
[~ POBex I Miltary [~ Outside City I POBox T Miltary T Outside City
Previous Party Summary | Party Orders & Datings Delete Party | MNext
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3. Click on the OK button when the following dialog appears:

Microsoft Internet Explorer Ei

@ e pou sure you want to delete this party?
Cancel |

The party will then be deleted from the system.

@ Remember, all parties with a "Not Shipped" status will
automatically be deleted by the system after 14 days.
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