Tupperware

Web Order Entry

% Chapter 6: Submitting Your Party

For Confirmation

At this point, your party status is "Not Submitted". You must submit your
orders for final confirmation and authorization of any credit card payments.
This chapter provides you with the information you'll need to submit your
party and payments.

Viewing the Party Summary

After you've entered all the orders from the party, including your Host
Order and Consultant Order (if applicable), you'll be ready to submit your
party for confirmation.

To access the Party Summary page, you can either click on Next from the
Host Gift Specials and Free Tupperware page or click on Party
Summary button from the Party Setup or Party Orders & Datings pages
and click Next until you reach the Party Summary page.

The Party Summary page displays the following:

= Customer Orders - Customer name, order ref #, shipping number (will
display after party has been submitted), total retail, Consultant cost,
shipping and handling, sales tax, payment, and order total

= Consultant Order information - Consultant order ref #, shipping
number (will display after party has been submitted), total retail, your
Consultant cost, your shipping and handling, sales tax, payment, and
order total

= Consultant cost summary and payment information for the party

= Consultant Net Commission amount (if applicable). The Net
Commission is equal to the Retail cost less the Consultant Cost.

= Consultant Payment
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Use the scroll bar to the right of the page to view the lower
half of the Party Summary page.

T — "
Cord Amomt Congultut Frer
Consultant Cort | F+H | Saler Tax Total thry Cirdare Prid mt. Amt. Cun
3005 EHT AL 45203 0.00 0.00 452.03
|EGURHETGUMEIOH{EMMHW#1HH}FDRTEIBP&RTYIH 1224
{ 51700+ 0.00 - 3876
Fayment Amount: 45203
© Eitirgg Card |5t B ewising Crasct Cardl =

© Tleew Card

™ Do mot: store et card nfeemation

Card Type [VB&

ﬂHu.n'berl

Biliag Addross © Same s Mad To Address © Same ar Ship Address

Fusst Haire [

Last Mame [

Address |

At |

iy Liats I_
Tip T

eimil |

Heme Fhone Ii

Wk Pl | Exrt I

r PO Beox T hbkary Addrees

P _ EubniPery | Mot |

Expr .n-:-nl

6-2 ® Submitting Your Party For Confirmation

Sales Force User Guide



Tupperware

Web Order Entry

Applying the Party Payment
You'll need to apply a party payment if the total cost of your order exceeds
the total amount of credit card payments submitted.

You'll be issued a refund check if the credit card payments exceed your
Consultant cost.

Enter your credit card information by selecting New Card and Card
Type from the drop down menu. Then enter your 15-digit credit card
number and expiration date.

< Once you've entered your credit card information, you may select
Existing Card to apply your next payment.

Verify that your Billing Address information is correct.

You can also use a temporary credit/debit card to apply your party
payment. This card is only available to pay for the current order and
cannot be retrieved for future orders. To use a temporary card, com-
plete the following steps:

1. Click the New Card option.

2. Check the Do not store credit card information check box. (This
prevents a temporary credit/debit card from being stored as an
Existing Card.)

Confirming the Party

After you've entered or verified your credit card information, click
Submit Party to proceed.

Enter your PIN number when the following message displays and click
the Submit button.

Please reenter your |'|

PN Submitl Cancel |

The Party Summary page now reflects that the "Party Authorization
has completed Successfully” (if all the credit card payments are
authorized) and will reflect your Consultant payment.
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The party status now reflects an "In Shipping" status which means the
order has been confirmed and transmitted to the Plant. You can view
information but you can no longer make any changes to these orders.
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Handling Declined Credit Cards

When a credit/debit card is rejected, one of the following reasons will
appear on the Consultant Payment Information screen:

1. Card Not Authorized - Insufficient Funds
2. Card Not Authorized By Issuer

If your credit/debit card is rejected, you'll need to contact your financial
institution. If a customer's credit/debit card is rejected, you'll need to con-
tact the customer for an alternate method of payment.

You have several options before you can resubmit the party for final
confirmation. You can:

1. Contact the customer to either:
- get a different credit card number
- geta personal check or cash
(you will need to re-enter the payment information)

2. Submit the customer's order with no payment and collect payment at
the time the order is delivered.

3. Delete the customer's order.

To change the payment information for a customer order that has been

rejected, simply click the Previous button on the Party Summary page.
Then, click the link for the order you want to change. You do not have to
delete and re-enter the order with the new payment information.

Once you've made your changes, be sure to submit the party again until
you receive confirmation that the Party was successfully authorized.
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