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Web Order Entry

o/x Chapter7:

*@f Entering Non-Party Orders

& Payments

A non-party order is any order not associated with a party. An example
would be if you were to place an outside order received over the tele-
phone.

Setting Up The Non-Party

Once you've collected the orders and payments, you're ready to set up the
non-party to allow you to begin entering orders. There are 2 steps you'll
need to follow:

1. Setup the Non-Party
2. Confirm the Shipping

Step 1. Non-Party Setup
Follow the steps below to set up a non-party:

1. Click on the Non-Party Order button at the bottom of the Welcome
Page. (The Non-Party Setup page—shown below—uwill then display in
your browser.)
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2. Enter a brief description of the non-party in the Description field.
3. Enterthe date in the Party Date field.
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Step 3. Confirm the Shipping Information

Except for Customer-Direct orders, products will be shipped directly to

you.

= |fthe address information is correct, then click on the Next button to
continue to the Non-Party Shipping page.

= |f you need to change the address information, then click on the New
Address button and make your changes. Next, click on the Next
button to go to the Customer Order page.

If you are ever on another page, and wish to go to the
Customer Order page, you can access it by doing the
following:

1.

. Click on the Party Orders button to load the Party Orders

Return to the Welcome Page of the Web Order Entry Web
site. (If you are already in the system, you can simply click
on the Welcome Page link found in the top left corner of the
browser screen.)

On the Welcome Page, click on the Party Type column
heading to sort and find the desired non-party.

In the Ref # column, click on the link of the desired non-party.
(The Party Setup page will then display in your browser.)

page.
Click on the New Order button to load the Customer Order
page.

Entering Non-Party Orders and Payments

Once you've established your non-party information in the system, you
may begin entering orders. There are four steps you must complete:

D=

Set up the order.

Enter items (regular, sales specials, warranty items, etc.).
Record the customer's payment.

Print the order.
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Step 1. Set Up the Non-Party Order
Follow these steps to set up the non-party order:

1. The system defaults to a Customer order. If desired, change the selec-
tion by clicking on the desired option (Customer or Consultant). You
can use the Consultant type to enter Consultant orders. For more
information, see Chapter 8: Entering Your Consultant Orders.)

2. 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.

3. Type the customer’s name, address, phone numbers, etc. into the
corresponding fields, then click the Next button to begin entering
items. Once you’ve entered this information, it will be stored for
future use.

Note: The tax for Non-Party orders shipped directly to the customer is based
on the ship-to zip code.

Step 2. Enter ltems

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 customer.

1. Fora Customer Non-Party order, click on the Iltem Type drop down list
and choose from the following item types: 1-Regular, 2-Parts, 7-Sales
Aids, 8-Sales Specials, 9-Warranty, 10-Obsolete ltems (available for
New Business Model only).

2. Hitthe 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.)

N
To enter more items, click the Next 10 Items button and continue

entering items. )

You can also select item types from the list by clicking in the ltem
~ Type box and simply typing the number that precedes item type you
want to enter. (Example: Type “8” for a Sales Specials item type.) )
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4. Click the Next button to move to the Order Summary screen. (If you click

the Verify button, the descriptions, prices, and totals will then appear on
your screen.)

5. On the Customer Order Summary and Customer Payment screen, you'll
need to verify that the item and cost information on the summary matches
the information on the order form.

= [fthe amountin the Total row matches the total on the order form, click
on the Next button to proceed to the Customer Payment Information
page.

= |fthe amountin 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 clicking on
the Previous button to go back and review the entered items. (See
Chapter 5: Making Changes for additional information.)
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Step 3. Record the Customer's Payment

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

1. Clickinside 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 pay-
ment amount(s) that you enter should equal the figure in the Amount

Web Order Entry

Due field.)
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If the customer paid with a credit card (Visa®, MasterCard®, or Dis-
cover®), click on the Payment Type drop-down list and select the card
type. Also, enter the correct billing address information in the appli-

cable fields of the Billing Address section.
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Step 4. Print the order.

Follow these steps to print a copy of the order:

1.

3.

Click on the Print Order button. (The Print Customer Order page will
then display in your browser. )

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 order form, as a record of the ordered

items.)
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Upon printing a copy of the order, click on the Next button to return to
the Party Orders page. You can enter another customer order by
clicking on the New Order button.

. When all orders have been entered, Click the Party Summary button

to view the summary information then proceed with submitting your
non-party for confirmation. (Refer to Chapter 6: Submitting Your
Party For Confirmation.)

Important! If you use the Non-Party option to order Consultant
samples, you'll pay a $4.95 Shipping & Handling fee for a sample-
only order. Be sure you enter your samples using an order type of
Consultant and that you enter the items using the 5-Samples item
type. If you enter other non-sample items on the order, you'll be
charged the normal shipping fees.
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