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About This Guide

The purpose of this guide is to introduce you to Tupperware's Web Order
Entry program. By learning this exciting new Web application, you'll have
the opportunity to process your orders using the power of the Internet!

Using The Guide As A Reference

The Table of Contents provides you with an outline of the topics covered in
this guide. When you’re unclear about a certain topic or procedure, please
do not hesitate to use this guide as a reference.

As the Web Order Entry system changes and improves, we’'ll update this
guide and add additional chapters and publish the guide online. When
viewing the online version of this guide, you may access the online Table of
Contents at any time. Simply click on the desired Chapter links to view the
related information. (You may also print the information for future reference.)
Furthermore, we’'ll also post notifications of any updates/changes onto the
Sales Force Web site to keep you informed.

Icons Used In This Guide

The following icons (graphics) have special meanings. We've strategically
placed them throughout this guide to help draw your attention to key informa-
tion, special notes, and additional tidbits of help.

M Tips. These little notes are designed to help you move quickly through
your order-entry process.

<  Shortcut. These items inform you of shortcuts you can use when
implementing various kinds of procedures.

@ Remember. Stresses important points you should remember.

Icons Used On The Web Site

The following icon is located at the top right hand corner of most of the
web pages on the Web Order Entry Web site.

Help. Clicking on Help provides you with helpful information when
online.

Sales Force User Guide
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Chapter 1: Introduction

Welcome to Web Order Entry! By using the Sales Force Web site at
Tupperware.com, you now have the ability to enter your own orders using a
specially-designed, Web-based system available via the Internet.

For your convenience, we've included the following questions and answers
to help inform you about the application.

What Will | Need?
You'll need three things to begin using Web Order Entry:

= Your 11-digit Consultant ID and secure personal identification
number (PIN)—which Tupperware will send to you by regular
mail

= Internet access through a dependable Internet Service Provider
(Such as Prodigy, Earthlink, etc.)

= A personal debit/credit card to pay the cost of each order

Why Use Web Order Entry?

This exciting new system offers several benefits for both you and your cus-
tomers. Because you'll be able to enter orders immediately upon the
completion of parties, no waiting is involved. Also, your orders will go
directly to the factory, preventing shipping delays.

Consider the following benefits of Web Order Entry. You'll:

= Receive instant profits from your sales! Because your customers
make payments directly to you, you keep the difference between the
customers’ payments and your cost for each order.

= Have more control over your business! As long as you have
access to the Internet, you can enter orders virtually anywhere, any
time (except between the hours posted on the Welcome Page.)

= Have the ability to ship orders in the United States (including
Alaska and Hawaii)! You can ship orders to yourself, to your Host, or
directly to your customers (including Post Office Box and Military
addresses).
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= Receive order confirmations immediately upon submitting
them! When you provide an e-mail address, you'll receive confirma-
tion that your orders have been received by the factory, and you'll also
be able to check the shipping status of the orders atany time. The
Web site is updated with the shipping status of your orders every 4
hours.

= Build a database of priceless information! The Web Order Entry
Web site will store the names and addresses of all of your Hosts and
customers. This feature will save you valuable time and will assist
you with customer follow-ups.

= Have confidence knowing that information is transmitted
securely! All information, including credit card information, is
"encrypted" and transmitted securely online. (This is the same
system of security used by the online Tupperware Shop.)

= Access online help whenever you need it! Access to online
help for Web Order Entry is easily available at any time.

How Does Web Order Entry Work?

It's simple! Here is the basic process:
1. Collect orders and payments from your Host and customers.
. Enter your orders and payments online.

2

3. Submit your orders and payments online.
4. Receive online confirmation of your order.
p

N
5 For New Business Model ONLY: You'll submit orders before 2:00

p-m. local Distributorship time Wednesday for sales to count for
the current sales week

All others submit orders before 12:00 a.m. Eastern Time Tues-
day for sales to count for the current sales week.

- J
That's all there is to it! Tupperware then ships the products for you.

What Kinds of Orders Can | Enter Online?

You may enter the following kinds of orders online:

= Customer and Host orders from partial or closed parties
= Personal orders including supplies
= Non-Party orders (not associated with a party)

1-2 @ Introduction
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=  Product samples
= Partial or closed Fundraiser orders (Exclusive and Full Line)
= Obsolete credit requests (available for New Business Model only)

Which Orders Are Not Handled by Web Order Entry?

Ask your Distributor how to submit the following types of orders:

= Refulfillment orders
= Obsolete credit requests (available for New Business Model only)

How Do Customers Pay for Their Orders?
Your customers may pay for their orders in three ways. By:
= Check

- Customers will need to make their checks payable to you or your
Host. (The Host can then pay you with a check or credit/debit
card.)

- The check must have the customer’s name, address, and tele-
phone number clearly printed on it.

- Please confirm that each check is filled out properly and signed.

= Credit/Debit Card (VISA® MasterCard®, or Discover®) - Make sure
your customers complete the Credit Card Information section of the
customer order form with the following information:

- Cardholder’s name

- Credit/debit card number
- Expiration date

- Billing address

- Signature

= Cash - You'll mark Cash as the Payment Type on the order form.
Be sure to sign your name on the Received By line on the order
form before giving the customer their copy.

Sales Force User Guide Introduction @ 1-3



Tupperware

Web Order Entry

Chapter 2:
Preparing for Web Order Entry

You must familiarize yourself with some key information before using the
Web Order Entry system for the first time. This chapter provides you with
the preliminary information you'll need to make initial preparations.

Signing Up for eCollect

Because your customers will be making checks payable to you, you must
prepare for the possibility of returned checks. This occasionally happens
due to "insufficient funds." Should this occur, you would normally have to
attempt payment collection yourself. Obviously, this can be a sensitive
situation. Therefore, you may want to consider signing up with a check
collection service that will handle this kind of situation for you.

Fortunately, Tupperware has contracted with Electronic Financial Group’s
eCollect service—a national check-collection service.

What Are the Advantages of Using eCollect?
The advantages of signing up with eCollect include:

= Aone-time set-up fee of only $9.95

= No monthly minimums

= No limit on the number of checks for collection
= No special equipment is required

= All collected checks are paid to your account automatically on a
weekly basis

= Collections are processed on any bank in the Federal Reserve System
(consisting of the 48 contiguous states, Alaska & Hawaii) within 24
hours

= Qut of town checks are handled as easily as local checks
= The process is handled electronically
* Thereis nolong-term contract to sign

= You'll have more time to manage your business

Salesforce User Guide
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How Do | Sign Up with eCollect?

If you choose to sign-up with eCollect, you'll need to read the Information
Package and complete the necessary forms. You may obtain the informa-
tion package and application forms directly from your Distributor.

Collecting Orders and Payments

Before using Web Order Entry, it's essential that you familiarize yourself
with the necessary procedures for the collection of orders and payments.

Prior to the Party

You'll want to inform your Hosts prior to the party to make sure that:

= Customers will need to make their checks payable to you or your Host.
(The Host can then pay you with a check or credit/debit card.)

s Sales taxis collected on the total taxable amount based on the Host’s
home address.

Each check-paying customer needs to sign the disclaimer
on the back of the order form if you're using the previously
mentioned eCollect check collection service.

Atthe Party
Make sure you indicate the method of payment on each customer’s order
form (by check, cash, and/or credit card).

Cash:  Make sure you've marked Cash as the Payment Type
and that you've signed your name on the "Received by:" line.

Checks: Make sure each check is completed correctly, and:

= |ncludes the customer's name, address, and phone number
= |ncludes the date the check was written

= |s payable to you

= That all amounts are written correctly

= Thatthe check is signed

= That the customer signs the disclaimer on the back of the
order form if you're using eCollect service.
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Credit/ Make sure the following customer information is
Debit Cards: present on each customer's order form:
= Account number and expiration date
= Type of credit card (Discover®, VISA®, or MasterCard®)
= Name of the cardholder
= Cardholder’s billing address
= Daytime phone number

= Customer’s signature

@ Make sure you verify all customer orders for completeness
and accuracy.

Managing Your Money

Because your customers will be paying you directly for their orders, we
strongly encourage you to open a separate personal checking account.
With this account, you'll be able to separate your business finances from
your personal finances. This will make it easier to organize and keep track
of your business income and expenses.

For information about managing your money, please refer to
M the Business Management section of the Tupperware Business
Basics guide.

You'll deposit the following kinds of funds into your business account:

= Customer cash and check payments
= Bonus compensation payments

= Any funds directly related to your business that are owed to you

You should use this account to pay for all of your business expenses,
including expenses for personal orders, samples, and business-related
supplies (such as catalogs, forms, business cards, etc.) and for your cost
of the order when you use your credit/debit card.

Salesforce User Guide
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Preparing & Organizing Your Paperwork

At the party, or shortly afterwards, you'll want to scan each customer’s
order form to make sure:

The customer’s address and phone number(s) are included
Item #s match the written description (regular order form)
ltems are currently available

Order form totals are added correctly

The customer's payment is reflected accurately (including credit card
information)

@ Because you'll be entering free Host Tupperware separate
from Tupperware purchased by the Host, you'll need to identify
free items awarded to the Host. Write an "N/C" (no charge) or
an "F" (free) in the Total column of the order form.

N
@ Remember: When you use Web Order Entry (New Business

Model), orders entered before 2:00 p.m. local Distributorship
time Wednesday will count toward sales for the current sales
week.

For all non-New Business Model Web Orders, orders entered
before 12:00 midnight (Eastern Time) on Tuesday night will
count toward sales for the current sales week.
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09/* Chapter 3: Getting Started
AT

Hardware and Software Requirements

To use Web Order Entry, you must have a computer system that meets the
following hardware and software requirements:

= Atleast 32 MB of Random Access Memory (RAM)

= Internet capability and Web browser installed (Internet Explorer 5.0
or higher, or Netscape Communicator/Navigator 6.0 or higher)
Macintosh users must use Netscape 6.2 or higher. Note: WebTV
is not supported.

= Hard disk with at least 30 MB of free disk space

= VGA monitor (minimum screen resolution of 1024 x 768, 256
colors strongly recommended)

=  Modem (minimum speed of 56 Kbps recommended)

Accessing the Web site

When you're ready to go to the Web Order Entry site, please have your
log-in information ready. You'll need:

* Your Username and Password for the Consultants & Managers sec-
tion of the Sales Force Web site.

*  Your 11-digit Consultant ID Number and PIN for the Web Order Entry
site.

Tologin using your Internet browser, follow these steps:

1. Type http://tupperware.com into the Address/Location field
of your Web browser.

2. Press Enter on your keyboard.

3. After theTupperware home page opens, click on the
link that is found at the top of the screen on the menu bar.

4. Click on the Sales Force Communications link.

5. Enterthe Username and Password in the spaces provided. Ask your
Distributor for the Username and Password. (Note: This is not your
Consultant ID and PIN.)

6. Click on the Web Order Entry link on the left side of your screen.
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The following Web page will then open in your browser.

Navigaton

Consultant Online Ordering Center (&

Flease enfer your Consoliont suoder and pin mumber below:

Censubiant Fhumber |
FIM Ihambec |

N

3¢ Youmay want to “bookmark” this Web page by using your Web
browser's Bookmarks or Favorites option. This will allow you to
go directly to the Consultant Online Ordering Center page of Web
Order Entry.

7. Type your Consultant ID Number and PIN Number into the correct

fields.

8. Click

Let's gol

to log on to the Web Order Entry Web site.

Consultant Address Updates

The very first time that you log in to Web Order Entry, you'll be prompted with
a message box requesting that you verify and/or update your address infor-
mation. The addresses you'll need to verify or update include:

* Primary Ship To Address: This is the default address we'll use to deliver
your Consultant Web Orders. This address will populate all the other ad-
dress types unless you decide to change it.

» Alternate Ship To Address: You'll use an Alternate Ship To Address if you
need to have orders sent to a different address. For example, if you're
going on vacation and want the orders sent to a different delivery location.

* Mail To Address: This is the address where you receive your mail. In most
cases, your Primary and Mail To will be the same, however, an exception
would be if you use a Post Office Box to receive your mail. In that case, you
would add the Post Office Box to the Mail To Address section.

3-2 @ Getting Started
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Consultant Address Updates (continued)
To update an address, complete the following steps:

1. Click the Consultant Addresses Setup Page link located on the Naviga-
tion menu (left side of your screen).

2. Read the information message that appears.
3. Click the OK button.
4. To update the Primary Ship To Address:
 Click the Primary Ship To Address button if it's not already chosen.

» Update the information as needed in the fields provided. If your Zip
Code is outside city limits, be sure to check the Outside City Limits
check box. If the address is a post office box or a military address,
check the appropriate check box at the bottom of the address section.

» Click the Save Address button.

M Important! The first time you log in, you'll need to click Save
Address even if you did not make changes to the address.

+ Click the Next button or the Welcome Page link on the left side of your
screen to move to the Welcome Page.

5. To update the Alternate Ship To Address:
 Click the Alternate Ship To Address button.

» Update the information as needed in the fields provided. If your Zip
Code is outside city limits, be sure to check the Outside City Limits
check box. If the address is a post office box or a military address,
check the appropriate check box at the bottom of the address section.

» Click the Save Address button.

+ Click the Next button or the Welcome Page link on the left side of your
screen to move to the Welcome Page.

6. To update the Mail To Address:
+ Click the Mail To Address button.

» Update the information as needed in the fields provided. If your Zip
Code is outside city limits, be sure to check the Outside City Limits
check box. If the address is a post office box or a military address,
check the appropriate check box at the bottom of the address section.

» Click the Save Address button.

+ Click the Next button or the Welcome Page link on the left side of your
screen to move to the Welcome Page.
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Navigating the Web Site

After you've logged into the Web site, every page will display the following
navigational links located on the left side of your screen. By clicking on the
desired link with your mouse, you'll quickly move to that location of the Web
site. Navigation

Welcome Page
Drder Search

Consultant
Addresses Setup
Page

Chatige Pagaword

We want your
feedback

Web Order Entry
User Cuide

Log Chat

Navigating from Screen to Screen
When using the Web Order Entry Web site, we strongly encourage you not

to use your Web browser’s “Forward” and “Back” buttons. (Doing so will
resultin problems.) Instead, use the provided navigation buttons (shown

below) to move backward and forward between the pages of the Web site.

F"revin:uusl Ne:-dl

Navigating from Field to Field
As with most Web sites, you have two options for moving your cursor from
field to field on a Web page:
= Click inside the field you wish to move to using your mouse
_Or_

= Use your keyboard's Tab key to move the
cursor to the desired field.

Do not attempt to use your keyboard’s Enter key to move your
cursor from field to field. (This will not work and can cause
problems.)
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Using the “Help” Feature
The Web Order Entry system provides you with online help.

Standard Online Help

The Web Order Entry Web site is equipped with Help pages that you
may access at anytime. Simply click on the "Question" icon (shown
below) located in the top right hand corner of most Web pages.

@

Once you've clicked on the "Question" icon, a page will display with
specific information concerning that page.

WebChat

WebChat allows you to communicate any Web Order Entry questions
directly to the Customer Care Representatives at Headquarters using
a live online WebChat feature. (WebChat is similar to AOL Instant
Messenger.) Simply complete the following steps to use WebChat:

1. Click on the WebChat link located at the bottom of every Help

page.
Weh %hat

2. Click the middle button in the upper right corner of the smaller
window—this will enlarge the WebChat window.

!E'lk
3. Click on the Request NetRep link located at the top of your
screen. (It may take a moment for the screen to load.)

4. Type your message or question into the text box that appears in
the upper right corner of your screen.

5. Click the Send button. Your message or question will appear in
the upper left corner of your screen in red text. Within a moment a
response from the Customer Care Representative will appear in
blue text.

6. When you are done "chatting", click the "X" in the upper right
corner of your WebChat window to close the application.
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Understanding the Welcome Page

The first screen you’ll see once you’ve entered your Consultant ID number
and PIN #is the Welcome Page. Note: The first time you enter your 11-
Digit Consultant ID number and PIN number you'll be prompted to enter
your Mother's maiden name—this is for security purposes.
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Message Center Box

The message center box appears at the top of the Welcome Page. This
box will contain timely messages concerning the Web Order Entry Web
site. This may include notification of scheduled and unscheduled mainte-
nance to the Web Order Entry system.

Welcome to Weh Order Entry! -
Important! Customer Care hours and Weh Order Entry hours are different, please scroll down for complete

details. Special E:%I!;% processing week closes each Tuesday at 12:00 Iidnight Eastern Time. Flease

click here to seg

\Attention! Weh Order Entry is available anytime except between the hours of 4 a.m. and 8 a.m. Eastern time
on Sundays.

£330 =

Be sure you regularly check the What's New! link inside the Message
Center Box. When you click this link, you will be directed to information
about recent Web Order Entry enhancements that may not be docu-
mented in this guide.

Party History Box

The Party History screen allows you to view information about the most
recent 50 parties you've submitted using Web Order Entry. The following
columns of information display in a table on this page:

Party Ref # - Click on the Ref# assigned to that party or fundraiser to view
details of orders you've already entered. You can sort the information by
clicking on the column heading. The information will be sorted in descend-
ing (largest to smallest) order.

3-6 ® Getting Started
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Party Type - This column reflects the type of party you've entered - a
Party, Non-Party, or Fundraiser. This column can be sorted in ascending
(alphabetical) order by clicking the column heading.

Partial Linked - This column contains a Party Ref # of the Partial Party
linked to the Final Party you've entered. The Party Ref # will appear with
the description of "Partial" or "Final." If the party is not a Partial Party or
Partial Fundraiser, then "No" will appear in this column. The information in
this column can be sorted in alphabetical order by clicking the column
heading. (Partial Parties will be discussed in Chapter 4 of this Guide.)

Description - This column contains the description of the party or
fundraiser that you filled in on the Party Setup page. This column can be
sorted in alphabetical order by clicking on the column heading.

Host - This column will display the Host's name for a party. This column
can be sorted in alphabetical order by clicking on the column heading.

Date - This column will display the date of the party or fundraiser that you
filled in on the Party Setup page. This column can be sorted from the most
current to the oldest party date by clicking the column heading.

Sales Credit - This column reflects the amount of sales credit applied to
a party or fundraiser. For a fundraiser, this amount does not include com-
missions on Exclusive Fundraiser items. This column can be sorted in

descending (largest to smallest) order by clicking on the column heading.

Sales Total - This column represents the total sales for a party or
fundraiser. This column can be sorted in descending (largest to smallest)
order by clicking on the column heading.

Status - This column allows to view the current status of your orders. This
column can be sorted in alphabetical order by clicking on the column
heading. The different status types are:

» Not Submitted — you’ve entered some or all information pertaining to
this order and are waiting to submit the order for confirmation.

Note: Orders can remain in the system with a Not Submitted status up
to 14 days. Pending orders will be deleted from the system after 14
days if they haven’t been submitted for final confirmation.

* In Shipping — the order has been confirmed and is being processed by
the Distribution Center.

» Shipped —the order has been confirmed and all boxes associated with
the order have been shipped.

Sales Force User Guide Getting Started ® 3-7
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Changing Your Password

You can change your password (PIN #) at any time after you log on to the
Web site by clicking on the Change Password option in the Navigation
section of the Web site.

Web Order Entry

Havigatian W ke ing uﬁnh Oirder Enteg! =]
importasal Custnmer Caze basrs and Wed Order Estry hours are @ifTeress, ploase sorell down for comglete
lotads. Speelal Mate: The processisg week chegos eeeh Tuesdey at 1300 Bidsighs Eastom Thne. Pleato

PR riick Beere tn wes Whats Nesy

- B “teption! Weh Order Entry iz availahle anytisse sxcept betwwen the bours of 4 3.0 206 B am. Excters time M

g Pussward ) oo, L

. “Wak ome back, Thrs! Select an 1§ ke, o chck on ™ Farty

g"ﬂm Order' b2 enter @ gew party. B g butten For fanedraser

—_— ardars, chek on the " Fundragff

Cogpuka Wiesked 36 Cwtall:  Wed T pas owad T

Eeifiarm i Purty Histary Haw pakswand ¥

b Credes Bty Farty  Fartig] ol - Balex

OuerChaide Bof®| Yypo | Liwkad Toral | StE0E

e B ELET] P iy Hi Fasst M_II ﬂ o .'j'!.lqlluuled

Addourrar Zilup e

Puge CTAME Puty  [Ha Pty Fe s S0 e bt

Lo Gt ETAEE: Pty Ha Haiiesh™ Horoetrnitiigg Pt | [Honiesh Hall TAR0T] THIOD  TMID -g.qun.ilN

it Howr TEE Puty (Mo MiohasTS Pasty Herssosh Hil NAAN P SR ;‘;wﬂ

Cofenkaie a
CTEIE Fuadesser Putidl b Seoui Pak 21D CbBctbuk gipsomma ma Mo
ETEEd Pty :.,:‘;; Hurtyht'S Hirmesarnriaied - 5k 1 Hasnah Hil D471 |15 00 s 00 T Bhipping | o

HonPamelrder | Paryirder | FundmiserCrder |

1. Click on Change Password on the Navigation section of any

Web page.

o & 0N

Click on OK.

Type your Old Password in the field provided.

Type your New Password in the field provided.

Retype your New Password in the Confirm field.

We recommend you change your password the first time
you log on to the Web Order Entry Web site. Your
password should be between four and six characters
long and can be a combination of letters and numbers.

Logging Out of Web Order Entry

To log out of Web Order Entry, simply click the Log Out link in the
Navigation section.
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00/ Chapter 4:
* ’\;’/7 Entering Your Party Orders

& Payments

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

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.

Wavigatien Welceme tn Web Order Entry] =]
. T ! Dty Uare hours el Web Oeder Eny bears are dilferent, pleaie seroll dovn Ter complite
Lilvinn el Sperisl Nate: The pracessing week closes pack Twesday at 12-00 Midnight Easters Tive. Floase
elick here e o0 Whai's Hea!
!gv "r! fh
. Atenthes! Wb Ovier Ewtry bs avallable ssgtime except botwess the hours of 4 am. and 8 am. Eastom tises
Chen e Papsrried
am Sundays.
Fan =
_ Welcome back, Chewl Sslect an exising party from the Est below be ressew o change, or cick ca "Party
—’H:Lm” Drder™ 1o enter s new pacty. For non-Facty codecs, chick on the “Ion-Party Order™ tuton. For ndragsar
[erdiack crders, chek on the “Fasedrakcar Crder’ bution
Week# 26 CubefT-  Wednesday, July 0%0d 2007 at 2-00pm ET
Vel ik By Party Parizal o Bales | Sales =
] 0 | | Bt
S— Befd | T ik Diezrrigtion Hns: Date |-~ T, Statur
- i - HeraiahS Hoss ewairein g - el R Hid
Conautant ST Pty Fartid i Hanrah Hadl A DGI0G G000 2000 Bobmitiad
ﬁl! LT gr Iy
8 - £ O . Hik
Pasgt 0iTL Faty Mo Eurtidur Pty Sndhy Fann T T T A
Logcu 5k Futy Mo Party Far Leis Lo Withes | D142002 o e B2
Eagintar Hur TLA0ES [Pty Ho Hunnuh' Housswarong- 8ot 1 [Haorsh Had DAZESO0E 2400 T340 ;‘:""m =
Conruitanks et
1405 [Parky He MictualS Futy Harrssh Hudl DDGG00E 0] EER Bobritied
ol Seos Pk [Ty Hid
14353 [Furedrorar Partid Cub Scaut Feck 110 e DDASI0G: ©7.50 L] Bobmitiad ||
——
Fhodi-Padty Oidar I Pty Ordar Furednadser Ordar
1F
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Step 1. Party Setup (continued)

The Party Setup page will then

Web Order Entry

display in your browser and the

following fields will be prefilled with system-generated information.

party

Datings - the system tracks

Party Ref# - the system automatically assigns a number to each

# of Orders - the system tracks the number of orders entered

the number of datings entered

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.

$0.00
Eacept Bor deect-to costomer crders this party will ba shipp

Cich & Carry Pool

Hime Addoess| HosiBesrch |

Party Setup Cliris Hurghes (50

FParty Bef I RN T Do s ot IHumuh‘S Housewaming - Set 1 Farty Date [ TR
Aptandimce[14 # Oredere 1 # Datings u

Partial Party B | Crastn & Haw Party = Host Cift Drogram. |SUMMER 2002 =

Finst Hame IHunﬂuh Fast Mame I
Lasttlame  [Hal Lt Hane |
Ackdress | Fiort Sireet Addregg |
BptiTute | AptiSuis |
i T [isiGeden  — sweU
e [ [ Zew [T -
E-mail | Work Fhene | Bain |
Home Fleae  [[A07A55-1212 Stap Instoucticon|
Week Fhere | Eun |
F POBox T Mblay T Culsde Cify N POBox W My W Cutside Ciy
Presus | Party Summany | PeryOrders@Daings | | Deletn Party | Hex |

Pool Assunt Apphed bs this Parte |

edbe F Hot T Conmikank

Ship Addsess F Sune as Home Address

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.
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Step 1. Party Setup (continued)

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.

3¢ 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.

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.

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.

( 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.

Vanguard Week 4

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.

Vanguard Week 1

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.

. J
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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.

Party Setup Chris Hughes (7

Farty Befl 378580 heserption  [Hamnal'S Housamarming - Get 1 Party Date [snaee
.ﬁ.u:ernJ.mLtIT & Dircders | & Duatings i

Partial Farty F‘E|D'ea|r-:-ﬂr~ Piarty = | Huost Gift Frogam. | SUMWER 2002 =l

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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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.

Farty Setup Chris Hoghes {70

Fuity Fet¥ 2T Desenipticn.  [Hannsh's Housewaming-3ai? [Py Dats TR
.Anmdmttlr ¥ Orders L] ¥ Diakirgs L}

Fartil Farty P [Crnmie o Mew Farky =| Ho Gt Program | SMMERZIDE 5

Crmeie o e Prary
- A2 A= r=
Cash & Corry Bfagoa ke Setl Procd Aot Apptind to this Farty 8]
Escepit for drect dto: @ Host ¢ Consolfum

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.
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.
Farty Enb¥ 15T Dascopdion |Humuh‘$Hu|l5wﬂnq-Fnul Farty Diate [t b Trs i1
P.H!n-:lml:elH # Cirdars ] % Datngr ]
Paitiod Party F | Crasta o Maw Faity = Heat (it Program |SMMERZIIE 5

- 1w ke i Frdesa P,

[ i

~ash & Corry P o e vavon Wabar- Bt 1
E',e.:ep| fiorr ke b4 2 74 T8 E—Ha S Haok Saddd BT e -

I'-:-olﬁmrurtﬁ.pphflhlfust:.‘ﬂ
dto: @ Hogt ¢ Cloagsolfont

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.
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Step 1. Party Setup (continued)

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.

M 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

L that the Non-Party Consultant Order was submitted. )

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.

~N

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.

-
M The information you enter for your Host will be stored for

y

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.)
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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.

Purty Setup Chris Hughes (T

Fasty Befe TR D Pt [Hanneh'S Housewanming - Sai1 Pty Dae | EEETH
.Arlm-:l.:m:tlld ¥ Crders ] ¥ Daticgs o

Fartinl Farty P [Crooie o Mew Party =l oot it Program | SUMMER 2002 -

Cash & Ty Fool 2000 Peeed Amornt Applied o his Party ]

Esrept for drect-te cmtemer orders this pasty wil be shipped to: @ Host © Consoliont

Hegee Sdddress  HostSemch | Fhip Address F[ans]‘]orr-r.‘:ﬁ!ss
FPrsi Hume '—hll'dl Finst Hame |
LutHawe  [Rail Lasttlame |
Addsess [ Fiaemt Baramn Addess |
AptiSuis [ AptiTrite |
iy fowricr Gamdan gL Ciy Seate [FL
ZpH pe [ T ETTHE
Bosrad [ Work Fhore | Extn |
Hore Phone  faO7isms1z1z Fhip Instruction |
Work: Feone | |
I PO Box T Mibary T Cuoside Ciy F PO Box B hWikary B Crbsde Cip
Presicue | ParteSummen: | Perty Ordersé Omings | Dl Pty | [Hest |

Please choose the following:

= |f 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.)

= |f 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.
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Step 3. Party Datings and Order Setup

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

}'“a.rl'_.l Fnb¥ 178711 Descrphon Mannah's Hemserszrming - Set 2 Farty Daka IS 12002
Cipder Reflt HERES14]
This erder & Boe ¥ Cusomer & Consultant
T 15 & drect-shig soder: T Dabed 5 Packe Farty Ciate |‘.-..']1.Q[l].::|
ke

Homee Adddrees | Cusinmes Sasch | Fhip Adddress
FrstMame  |kichesl First Hame |
Lot Hame [Erkin LastMame |
fddrass B e Addrees | Pient Srewt
APt Tiks | BphiTute |
iy [#intmr Garden SmeFL Ty [winter St L
Ziptd EETR Fipt T -
Femad | Weck Fhore | Eem |
Home Fhore | Ship Instruction |
W ok Fhene | Eum |

CPOBex [ Mikeey [ Cuimide Oy FPOBax W Mikiey o Ouzide Ciny

Prasacue: | Cradeie | Order Summeny | Hes |

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).

% Customer " Host © Consultant

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.

4-8 @ Entering Your Party Orders & Payments Sales Force User Guide



Tupperware Web Order Entry

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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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 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 cus-
tomer.

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.)

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

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.)
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liem Emiry Chris Hughes (I
Farty Exb¥ 1TR5RT Cescophon Hassal™S Housewarming - Fet 1 Farty Date  IS102002
Oipder Reftt HERESOER Cstemer. Elrabeath Tillay Oipder Tiape: 3282002
Cirdar Typa: CUSTOMER Shpping IMethod: Ship To Host
B T Tt - B mipiians r | e e Il el l—rry
r [*Peguar & (=] B
I |[1- Feguer - TSR o
r [-Feguer NEE -

I |6 Seles Specids £ fre-s i
o G L —
I |- Reguer - [ I
S G . —
I |- Reguer - [ I
S G . —
I [3- Peguer - [ I
[ Predous | fiem Saamh | et 10k | Wiy | Efl
=
4 N\

<+ 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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Step 1. Enter ltems (continued)

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

Lo Emtry Cliris Hurghes (5
Party Bef¥ TIE5T Desception Hassal'S Honsewansseg - S8l Farty Date | 0315372002
Cirdar Rafd RIRIGORA Cusgtomer: Elxabeth Tilley Dirclar Diaka: 0572520032
Oipder Trpe: CUSTOMER | Shipping Method: Ship To Hast

L B T B A—pran e = e =5

r [-Regdar & PeE  pevorams ose wmeres B | wm | oom || s | poe

r [-Regdar & Bl MERSIRDN CIRNRHTE REERERETIE

r [-Regdar & BIE  pmsnmwmommrsme | | wo [ mo | mw | ma

 [-Foguer [ [

F [-Roguer [ [

 [-Foguer ] [ [

F [-Roguer [ [

 [-Foguer ] [ [

F [-Roguer [ [

F [-Roguer [ [

[[Frmicur | e Seach | betilibems | ek | E’é

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.

Party Reftt 273357 Desenption Hannah's Hessowarning - Set 1 Party Diate 05019200 v & Bearing wrrar
{ordecFiel¥ | 52535003 | Custormer. Elizabrth Tlley [order Dot D5QRTONY Ao vl These
order Type: | CUSTOMER Shipping Methet | Ship Te Hest befire puapesling
v B Tps . P, o Gt [ o T | Rl N bl

= ||1-Fepiler 5 ITERR e ] o | wam | mooe | wame

F |1-Feapler = [0934 hmasoemin cosranore | ex | e» |me [wmx

- Feaplar i =P SRBLT T (4T SETAVHTE M ez | px | es | &=

r [3-3aks Spacek = |1_

r [1-Feula = [

A s B —

r [i-Faguier 5 l_ [

A =

e ® [ —

s B =
[ Preinus | bom Search | Hesd 1l e et | et |

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.
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Step 1. Enter ltems (continued)

= |f 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.)

Cugtormer Order Sutmmary Chris Hagles (53 =
Ctemer Pavment Iformation
Faity Befd P50 Descrption Hanmah'8 Hessewarming - Ser ] [Farty Date 12002
Dirdar Formi BIRISORE Thppang:  Shap T Hast Customer Elxabeih Tilley
Ths b o Cuttstsey srder
Trems type | Trew ¥ Descriptisn Oty | Hetal Fer | Total Retal Conwaltant Cost
Regular (55 MERSITRING, LR/ WITR 1 §12.50 E12 500 §0.38
Fepular CEREMERTIFON 59 0 FELAAHITE 713
Bagily (ECE RO RA T B WITH THS $30.00
Fa6.51
Costomer Payment Infermation Qurteqrer Crder Summary
Paywweend Asvwsund
Cash t Agveurt Dioe EX223
Check i Tatal Paid 131 o
Credt Card i
Card Type = -'I mber I Expuaticn
il Adidiess
First Hame |
Last Iame |
Bodrmes | =l

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.
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Step 2. Record the Customer's Payment

Web Order Entry

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.)

Eregular 119 25 DEC EATHY B40 UITH TIPS

z £20 00 40,00 fan ool
Sibearal F51.00 46,41
Fhigging 36,10
Handling 20,00
Tax 3400

i

Cmstomer Order Summary

Amout Cue
Totdl Fard

Zard Type KpEaton I_
Rilling Address

First Mume |

Lacit Hase: |

Address |

AgitiTiie |

iy swe [0

Zg I_ M4 [0

Hore Flione —

W o Fheae — Ext I_

F| BB B Mikiey Address

FrintCrcer, it [ 5]

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.
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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.)

Print Custonver Crder Clirfs Hughes {7
[Party Fafd 2TEEA T D eecnphion (Hameah™S Hourewsrosineg - 541 Farty Diate 05100
orider Foem# 2833088 Sheppng. Shdp To Host Custoreer Elizah ot Tidley
Thas ix & Custnmer arder,

Rill fddresy Ship fuddresy

[Ehzaketh Hassnah

Tilley Hall

TE M ndanr Lares 342 Plark Sireet

forlandde, FL 32202 [Wmter Gardan, FL 34727

M - (4075551212

e -

Tiem ype | Iiem & e cripition Oty Fedml Per | Total Fedail Camsultand Ciast
E.re,d.:l (18 34 MRS TREIE ETFLFRHITE 1 Bz 50 $12.50 B2 55
Ergquiar NRIAMEASURHD P OON SETWHITE 1 £ 500 1090 £7 1%
B ol (82 B30 CRATHG kA WITH 108 2 00 $ai .00 3000

Sabtntal F6I00 Fad6.51
Shuppusg 3650
Handling F0.,00
Tax TR
Total 37119

Fresiou s Frink Nuw:l

al

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.
Party Crders & Datings Clirks Hughes {5
Farty Fafi 17559 T D coption Hannah'S Hemeewarming - Set 1 Pacty Dabs 05 12003
_— Customer Urrdir Dty
# | a 2
Cirder Bhipping Cmstomer Tope Chrder Diate Total Btadux Diate
4 Harecy Baes ustomer Q222002 EFZEE20 Hew

EERRLARE Ehrzbaih Ty Dmtemes OS/2R2002 ET2E Pending

Previcur | Additional Dmings Pz Crder | Pty Summeny ieﬁ]

&
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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:

1. Set up the Host order.

N

o o bk ow

Enter items (regular, parts, sales specials, sales aids, warranty, and
obsolete items). (The Obsolete Item type is available for New
Business Model Only.)

Record the Host's payment.

Enter Host Bonus items.

Enter Host Gift or Host Pick items.
Print the order.

[@

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

Customer Order Charis Hughes (7
Party Pfl 178741 Descnpticn:  [Hamaal™S Paty Faty Date | (8313003
Crder Bef¥
This ardder is for. & Cushoroes ™ Host © Corsukant
This i=a direct-ship order. T Duied o Farty: [ Porty Dot I
Home Addeass I CustomerSearch I Ship Addrass
First Hamee || EistMame |
LastMame | Lut Hatee |
Auddress | Addrags |
ApttSuie | AgptiSuie |
City [ sate[ iy [ Srate [FT
"r_lFlH I - I Ep"'q I -
E-mal I T ok Pheae I Esriny I
Home Fleae | Stip Instruction |
Wtk Pl I Exrin I
CPOBex T Mkary [ Ckade Ciy FEFPOBex Fhlkary | Cukade Ciky
Frandous Dakin Pzt
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Step 1

2.

Web Order Entry

. Set Up the Host Order (continued)

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

...........

" Customer ¢ Host  Consultant

...........

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.

. 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 ltems

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.)

M « 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.

Ttem Eniry Chais Hughes (T}
Farty Feb¥ 75T Dascoption Haseah™S Hourevarming - Final Party Date 05132002
Order Reft | HER3S106 Cmtomer: Hassah Hall i Tiake: DSAV2002
Dirdar Typa HOST Shpping Iethod: Ship To Hos

™ s Tt Ba [ro— o e | e[ Bed el
r [-Regder =] Pone poummn CONDERGEEE | BT | gy | oge | W2 | e
r [*fegder = [y MO AR |F | pa | g || we | wa
r [-Pegde =] PES oo sasmrmess || | a0 | s || 6w | e
r 'm m LafdE FOLVEAG ATTH HANILE 'I_ Haa EEH] L) EL
r [reas & [T —

T . —

o e N - —

ol T N . —

B B . —

B . —

[(Frevinu | bom Search | Hie 1l e e | |

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.

4-18 @ Entering Your Party Orders & Payments Sales Force User Guide



Tupperware

Step 3. Record the Host's Payment

Web Order Entry

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.)

Hmhdutal iR ELRE |
Shuppusg 4,00
Handling S0
Tax 163
Totad 2563
Customer Payment Information Cusbomer Cirder Summery
Fayment Smount
Cich Amomt Due 2863
Checl BT TotdPaid $fEe1
Credit Card
Zord Type WSS = Humber [T Eapration [
Eilling Addvess
FirstHame |
Lagt Hame |
Addrage |
AptiTiibs |
Ty I— Siabn I_
Zp [ PRI
Hovres Phore |—
WokFlene [ e [0
| PO Bex Im| Mikiary fddrass
Fravious Frin Crclar [N |
-

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.
Hivst it Program Chris Huglies (0
Furty Reftt 2TEES) Degenpticn. Kinren's Blrtbeday Party Faity Date | 03282002
Crder Kebé FI5I5104 Customer. Karen Bask Cirer Diabe: 151002
Cwder Type HOST Stepping Methedt Ship Te Hest

Farty Eetad Amon) T

Cash & Cary Ament i-ﬁm Feol Balance: £000

Totsl Farty Sales: FTEROD + 7 Destings
Congrabishions! Tour Hoot hae qualfied B pacty rades from 700,004 $774.00

Yeewr Host quabfies for £12500 Host Caft credii OR
fte appropniste Exchomgee Hest er;rﬁpln.'wks:l (Fress the buton balow to vew e Hest Gt Chart]

Prevvinus Wity | Hoet (i Chesrt MHew|

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.)

Pany Sabes | ZERO DATINGS |1 DATING (2 DATING 2 DATING GIFT

175 - 4% MDD K33 D0 2300

P R L 30 I 500

TZ5 - 35 Ao A5 D0 A3 D0

40 - 474 FH000 3 D0 ] Lawel L

475 - = i A5 DD 40500 Larvwi L + 51D

SO0 L& HsaOn 2] a5 Lawwel L &3 o Lewad 1 4§30

20 - B sl DD A5 D0 A3 00 Lavvwi L &3 + %0 or Lacend | + $40

T .74 Hmon =] R0 Lerwel 863 3 o Lrwed 1 + 580 o Ll 18 2 +500

Trs- 245 AsibD A5 Il 44500 Lavvwi i &3 &3 +%0 or Lawnd | + 370 or Laowni | &3 + 340 _|
-

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)

Web Order Entry

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.

Hast Bonas Chris Hughes (73 =
Party Fef 1TEEAD Desenphion Karen's Birthday Party Farty Cate | 282002
Crder Fef¥ A2E3AL0 Cugtoresr Faron Bask Cipder Dinte: 05282002
Crder Type HOST Shippng Math=-3 | Ship Te Hest

Eenthday Wieaks Hear Ofler 40002 Bithday Wasks Hasr Offer 2502

" Erflday Weaks FA002 Hest Boaus " Erfhday Weaks 333002 Hest Bopus

360 Falact Toor Cum = 530 Falact Toor Cum

& o Falartad & IMore Falartad

Pust Banthday Wiesks Hest Offar
C Weondecher Eowl Sat

L} Iore Falactad

Blodular Bares Pagra £ Bice Coiter Pramo

™ Je=dular Riater Paska & Exe Center (Bl ™ Ioduar Iatas Fasta & Bice Canbar (preen)
™ Jo=dular Miater Pacta & Eice Center (Bwk) 7 Do Talactad

Hasiradl Hesr Bannis

Tew Sy T sty TEw Sy O ety
Mlalamive Cirnerware 4 Fc. Settng | 32100 | [ | [Mslamine Chacger mon ([
Melamine Cinnerwars 20 P, Sl $105.00 | [ [20Pr. Flahware Sei genon ([
Placamats (st of 3000 | [ Hapkins (set of <3 staon ([
- Pom—— o B S— pra— - |

5. Click the Next button.
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Step 4 Enter Host Gift Items (continued)

Web Order Entry

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.

Party Reftt 2173450 Desenption Karon's Blrbeday Party Farty Date 07282002
Crder Eeb¥ H2EIS 108 Customer: [Karen Bask Cirder Diabe: 05282002
rder Type HOST Shepping Mathed | Ship To Hest
Credt 3135 00T etal Eetat WA 00 Datng 30,00/ Con sl 20,00
Sonilable Cresht Coet
I-.":‘:::rl:hed mmﬂ-‘iled mm?::md EIIEMIF'::;W 300
m b T b, P, wr - T':\_-.: lmd: uT=
r m B - II_ s | mn | oww | me =
r m IF THE CHIFFER: MATHHE l:_ LR T R T T
|1 -Fres Tupparsans = ﬁ PECDEATHD BA0 WITH TIPS II_ HIm E108 Lo 1] w0
|1 -Fres Tuppamsans = |_ |_
[V -Fres Tuppamwas = e I
F |M-FeeTuppomera® - | [
r [ reetopemass || r
|1 -Fres Tuppamsans = |_ |_
[V -Fres Tuppamwas = e I
r [reetopponeesl || - =
[ Freows | bom Search | Hestfilfems | [ty | e |

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 ltem 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.
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Step 4. Enter Host Gift Items (continued)

Party Suswmeary Clurks Hughes {7 =
Ceagolient Faymend
Party Anthonration is NOT SUBMITTED
| Party Ref#275600 | Pamty Dabe052270002 | Descriptiesfaren’S Pithdsy Party |
Customer Orders
Crder | Shippng | Tefal | Cons. [ Sales | Tetal
Cstamer Eftt Frenber | Peted | Cost |54 H| Taw |P £ | Cwder
Tax Groadman | 435,00 34123 20.00) 28.50) 50350 0550
Zaly Bakes EEEEL10] ZE000 1000 20000 18.00]  F1E00 31800
[Hest] Karen Bank: EERs | o 76 an0| zez  swiz seag
Party Retail Totd========="> TEEOY STEO1| 44.00) ABVZ B0 TH BE0TH
it Gifta Thank Ve Gifts [ Ezmasie | ool ool 000 300 ool 00
Hast Giffts Oiverage | zzEzsicd ] oo ool 000 0o ooy Qoo
Totgl=========s=======x TEEON STEOI| 4400 5192 SE0TH B53TH
Consultnnt Order
Crder | Shipping | Tetl | Cens Galer Tertal
Cmtomer Bet¥ Muomber | Petall | Cost | S+H | Ter | Popoect | Order
Consulinnt Totals n.on .08 0o oo .08 10,003
Party Betnd 78200+ Cagh & Corry Amowt §0.00 = TOTAL PARTY SATES $768.00
Consudian Cost Sammary
Card A L Corgukant Accomt
Conmikark Cost 3+H | FaksTax | Total | fhw Crders Fad Ak Ak Troe
ETe.01) 44.00 5132 67793 01003 ey E£T1.73
=
4 N

M  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.
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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.
Farty huimmar, i Haghss (71 20
i3 § e
Fary Ambcnmsca o POV BUHMIEEELS
Furty el 557 Py Domae Drmrrription T Duteue Fary
Cirmaie Do
Ul [ Bppeg | Told | Core Ann Tooal
Chiomn Rrid Hugey | oiml | G (24 H | T | Faporst | Gk
) — < TH: RS
|'l'|:|'
Han Gl Thask Yoa Gl | 4
Han Gl Crrmrms | 4 |
Tt
Lot hreer
Ol ey | Ted | Do Tar Tl
ot Nl Hardor | Bl | Com | F+H | T Pt | Ok
Copaianl Todala )
T T b kB e A |
Crariitad Tl Sy
Cad At ome i Gervomm
o diani <opl #+H | SeenTax Tiodad trnkn Pmd Ami A [
1] ] B 0 . (ke

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.

Thir: Sadwal T e
oy pag LR
amlag Sl
T LAk
Taal pal FA0
Sl edied Pasmidil lalermiatian EEar Sy TR
e NS EN
| Az g EEE]
!l 1] 1
- I
Ty | s x | Expira. |
Mg atderi
Pt Wi |
Lt Hoisis |
Ak I
By ilale I
ay [ it [
Iy [ Wad
i s
oL Pl [ En [
F B Eee Ve G
Prasan | Pl'll:?-l Fat| |
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Step 5. Print the Order (continued)

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.)

Web Order Entry

(Wter Ciarden, FL 34TEY
M -

e

Tnein Type | Iness ¥ D aseripiiss

Fegular 101 ] 2 M P 3 OH TARERFHEER [TE

Begular (001 308 RDATHD 3 1 DT TABIER SHEGR [ER

Fepubsr 10 2T PO LT TER. (RN
Sales fuds 601 ] GLARGE L VRaE WITH HARDLE

it Chinsesc 36500
Fick Hems 71 | MPPESADHE CLASAT BT 5ET

Haeit Owdar Conselidation

[Wter Garden, FL 34787

Dy Ratad Por

2 $4. 308 3860
2 420 $5.60
4 F1.208 .80
1 fden f0.00
Fales Total AL
3 F25.00 7500
[xily Sabanval $0.00
Fick Suhtadal 375,00
Crndit Gifts 345,00
Aulditional Credity -3 1000
Mzt Cider Sabanral F0.00
Chyrrage 30,00
Oirder Swbdntal FI500
Slmpuen F4.00
Handling 30,00
Tax f1.a3
Total IIRA3
P |

Total Betall | Comssltant Cast

.45
7.0
R
0

51755

£5524
S0
35625
44578
-$T50
-S003
-$0L03,

175

Ly

=]

|

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.
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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.

+ and Weh Ordur Entry hours are diffeswst, ploase seroll dovn for compluti
essing week closes each Tuosday at 13:00 Midnight Eastern Tine, Floase

Qg Pery Mo Michastd Paty Hemat Hatl 0isoNe 0n  4m0

borPanyder | Pany Order | Fundeaiser Drdr

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

Party Setup Chiris Hughes (70
Party Refl 2756901 = K arer'S Binthday F Party Date: IJEv'_‘a-‘EEE?

Abendasee|15 # Orders 3 # Datings 2

(annEse Tz

Ban [

F PO B T Mitey [ Cutade Oty F POBeax I Miitary W Outride Cty

Previous Pty Surenoey | @ | _DeletsPary | Hexd
~ ¢ “
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Web Order Entry

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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Web Order Entry

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.

Welcome to Wel
1 3

sl Wels Onder Entry how
esging week closes each Tu

1 se Wiat's Diew!

P Y

seent, please seroll down for complite

00 Midnight Eastern Time. Flease

[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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Web Order Entry

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

5-6 ® Making Changes Sales Force User Guide



Tupperware Web Order Entry

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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% 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

Sales Force User Guide
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Party Suminary Chris Hughes (2 =
Cofoulkant Pagrosit
Pasty Autherization & NOT SUBMITTED
| FParty Refé 275571 | Party Damae052 12002 | Descripties{Firthday Farty ]
Customer Orders
Cirdar Thipping | Total | Cones. . Tortal
Cugtoes Eef¥ Hugoker | Betad | Cagt |54+ H| Tex | Papment | Order
FLaren Green | B2paa7as | svom 7276 w70 &40 11310 11310
[Elzat] Saty Paer B2H55108 A20.00) 315.00) 2000 26400 46640 466.40
FParty Betad Todal= = = = = = = = e U000 3BVVE ZOTO FZEO FRA0) SVRS0
Howt Gilis Thask You Gilts | B2B3T108 non non ooy 180 non 180
Huost Gifts Ovarage B2B35108 000 2003 Ol Do .00 000
Tolnl= == == = o o o U000 3BVVI) EOTO A0 TR0 5B1.30
Comnsaltamt Creler
Crder | Shpping | Tetal | Coas Sales Thetal
Cugtommer Rl Humber | Eotal | Cost | 3+H | Tax Fayment | Crder
Consltant Todals iy .00 o.oal oo .00 .00
Farty Betad 331700+  Cash & Camy Ameunt 000 = TOTALPAETY SALES £317.00
Consultant Cost Summmany
Card Amot Consultant Arraurnk
Consultont Cest | S+H | SolesTow | Total ten Chrddars Paid fumt. Aot Due
T =T HEN 40l 1.0 1.0 452.03
ST T RTIE T auy VT S i 4§ i 5 o TEITO TR ATITTEE TO 1 alT

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
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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.

Party History (s Hughes {2

Paty | Patial . Bales | Sales =
Befi p Lrescrigtion Hing [rate Sratu

Type | Lipked Cresig | Tasal
15 [Purty Ho Flarer/S Btribedny Purty Kosran Bank: ORE0E 620] Besi ?:“".d

. Hurwiah'™ Hious ewrairssi g - Sei PP | Mg " Hid
ALIHD [Farty Fartid i Hunrash. Hadi DI WGDOE e (e B okritiad
TITT] [Fatyy Hix Eaithday Farty =ik F i DERZEINE AT00  BIT  n Shipgeng
T3] [Fartyy Hir Py For Lids Lares Wrilkiar 8 R4 00 0 !T:.J,.""nl
T Py Mo Hunh® Housrwaming Set ] Honnsh Bl Dassanoz mao  raam Bt
L4393 [Faty Hi PAliieed=3 Pty Harireddi Hill AT G2R00 iR !EJ-T.-uIIr-l
SR P Lisi b

[ rion-Pemy Omar | Paity Odar | Furesiser Didar

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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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.)

Mo Party Setug Clitis Hurghes (0
P acty Fef 375605 Doas coptiom Fousids Orders FParty Daba [T
W Crders 0

Eacept Bor Carect be Customer Otrdars, produocts wil be suppad o the CONSULTANT,
Flease select a CONSULTANT sddress for shippng,

= Prary Ship To © Alternate Step T
First Mame |

Lt Hane |

Address |

ApiiSuie |

iy e smeelFC
Zgd fm . [

W ok Fhong Exrin

F PO Bex T bibkary Addes: T Ouimids ity Lambs

Dnemol.l-.-l Pty 5 um sy | Prarky Orclers | Dl erbems Pty | Hexd

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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Tiem Chris Hughes {7
Pacty Bafi ATSEIS Desenption Outside Cirders Party Daba  DRTRI0NT
Crder Bef¥ 2833111 Customer Jamie Wesdward order Duate: 050300
Crder Type: | CUSTOMER Shippmg Mathe-d | Ship Te Conraltant

¥
§

Parigin

T T
INREEREEER L

éﬂﬂﬂﬂﬂﬂﬂﬂﬂ

i
j

Mt 10 Hems ity | =

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.)

{metsimarr hreder Surmmary Tl Haghss (71 5
Furry Pafl 1T Dot Dwnsids Thedars Furm s BATERINN
Crdar Torml ERDSL Oppay  YEp To Comrduas Drramn SEEE Weskeud
Thdr b m Cansmer snler,
kg kg Dissrrigesn Ty Eeedll Far | Tl Rasl Copanbmw Can
I ol e B 1 [ £t =
Wl e e e 1 E E [r
it ul bt sa (LR
mupprg s
Hardwg m
Tax #m
Tweat L1 m
q [Fax -
Faymeral fmmad
= q dawoad D G500
ik y Tl Tl 3
& Tl g
wd Ty A =] Hadio [ Bt [0 =1
diwg fider
...... I
T |
n T
- | o
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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.)
Tegular 705 RAIE A Ta0E 1 325 £32 5 [
Subtetal F44. 50 $33.35
Shipping 5530
Humlling 000
Tax 5300
Tasal 300
Custemver Payment Information Cugbomer Chrder Somumere
Fayment Amounk
Cash g AmounDue $53.00
Chede i TowPad tpo
Crede Curd i
2 A = Hugkasr Espiation [
Eilling Address
Fxst Iame [
Lot Hame [
Addrass [
Apt ke [
ity — sme [0
% l_ 4 [0
Home Fhore —
wWokFhear [ e [0
F| PO Box | Mikiacy fddoess
Frint Orcer et | 71

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.)

Print Custonver Crder Cliris Hughes {0
[Pacty Fafi ATSEFS D eccnpticnDwiside Drders Farty Crate NETRI0T
order Foemd SAEIELN Sheppng Ship To Cessulvas Custorer WJamle Wessdward
This ix & Cusiomer onder,

Bill Address Ship Address

Wasrae fohen

(%" dhurard [Hughes

¥k Tree Lane 14501 Sobt

Forlards, FL 32802 forlarede, FL 32837

H- W -

e -

Rtemn type | Toeps § Irexcrigtion My | Hetsl Fer | Total Redail Camenltamt Cast
Bepiiler (16 017 EMMUTER MWL YEE: SATH 1 £12 00 £12 00 £3.00
Reagulr (7 R5parE TarE 1 320 i £24.35

Buhtetal S44 50 $3138
Zhipping §5.50
Haselling SO0
Tax 300
Tetal 3300
Prasviois ﬂ‘é |

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.

J
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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.)

Mo Party Setug Clitis Hurghes (0
P acty Fef 375605 Doas coptiom Fousids Orders FParty Daba [T
W Crders 0

Eacept Bor Carect be Customer Otrdars, produocts wil be suppad o the CONSULTANT,
Flease select a CONSULTANT sddress for shippng,

= Prary Ship To © Alternate Step T
First Mame |

Lt Hane |

Address |

ApiiSuie |

iy e smeelFC
Zgd fm . [

W ok Fhong Exrin

F PO Bex T bibkary Addes: T Ouimids ity Lambs

Dnemol.l-.-l Pty 5 um sy | Prarky Orclers | Dl erbems Pty | Hexd

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.)
Tegular 705 RAIE A Ta0E 1 325 £32 5 [
Subtetal F44. 50 $33.35
Shipping 5530
Humlling 000
Tax 5300
Tasal 300
Custemver Payment Information Cugbomer Chrder Somumere
Fayment Amounk
Cash g AmounDue $53.00
Chede i TowPad tpo
Crede Curd i
2 A = Hugkasr Espiation [
Eilling Address
Fxst Iame [
Lot Hame [
Addrass [
Apt ke [
ity — sme [0
% l_ 4 [0
Home Fhore —
wWokFhear [ e [0
F| PO Box | Mikiacy fddoess
Frint Orcer et | 71

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.)

Print Custonver Crder Cliris Hughes {0
[Pacty Fafi ATSEFS D eccnpticnDwiside Drders Farty Crate NETRI0T
order Foemd SAEIELN Sheppng Ship To Cessulvas Custorer WJamle Wessdward
This ix & Cusiomer onder,

Bill Address Ship Address

Wasrae fohen

(%" dhurard [Hughes

¥k Tree Lane 14501 Sobt

Forlards, FL 32802 forlarede, FL 32837

H- W -

e -

Rtemn type | Toeps § Irexcrigtion My | Hetsl Fer | Total Redail Camenltamt Cast
Bepiiler (16 017 EMMUTER MWL YEE: SATH 1 £12 00 £12 00 £3.00
Reagulr (7 R5parE TarE 1 320 i £24.35

Buhtetal S44 50 $3138
Zhipping §5.50
Haselling SO0
Tax 300
Tetal 3300
Prasviois ﬂ‘é |

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.

J
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Chapter 8:

Entering Your Consultant
Orders

As a Consultant, you may order any item available to your customers and
Hosts, as well as business supplies at Consultant cost. In addition, you
may order Samples at the reduced sampling cost (when available). You
have two options when placing your Consultant order. You can:

= Enter your order using the Non-Party Order option, or
* Include your personal order with a Party Order

When "Consultant” is selected as the order type, you can access the
additional item type of Samples.

m You'll be charged sales tax (where applicable) based on
your home address for Non-Party Orders and the Host's
address for Party Orders.

This chapter will explain the options available when placing your
Consultant order, as well as how to order Samples.

Adding Your Order to a Party Order

Once you've set up the party, you can add your Consultant Order. You
have the option to have your order shipped to:

* The Host along with the other party orders
= Your home address along with the other party orders

= You directly (you'll be charged the appropriate Shipping and
Handling charge.)

An example of when you might want to include your personal order with
those from a party might be if you sold a customer an item from your
product display in order to give the Host party credit and ordered a
replacement product.
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Entering Your Order as a Non-Party Order

You can use the Non-Party Order option to enter your Consultant order
alone or along with other outside orders not associated with a party. You
must first set up the Non-Party . (Refer to Chapter 7: Entering Your
Non-Party Orders for further details).

-
@ Orders associated with a Non-Party Order are shipped to,

and taxed, based on your home address.

Non-Party orders shipped directly to the customer are
charged sales tax based on the Customer's Ship To zip

code.
N\ 4

Ordering Sales Aids

There are a variety of sales aids and business supplies available to you
as a Consultant. You can obtain a list of these items from your Distributor
or you may perform an Item Search to view the available items. When
you're ready to place your order you must:

Step 1. Set Up Your Order

From the Party Setup or Non-Party Setup Page, follow these steps:
. Click the Party Orders button at the bottom of the page.
. Click the New Order button at the bottom of the page.
. Enter a description and date.

1

2

3

4. Select "Consultant" as the order type.

5. Indicate if you'd like to have the order direct shipped.
6

. Verify or change your address information and click Next to proceed to
the Item Entry screen.

~N

you'll pay a $2.25 Shipping & Handling fee for a sales aids-only
order. Be sure you enter your sales aids using an order type of
Consultant and that you enter the items using the 7-Sales Aids
item type. If you enter other items on the order, you'll be
charged the normal shipping fees.

Important! If you use the Non-Party option to order Sales Aids,
1)
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Step 2. Order Your Iltems
1. Choose the 7-Sales Aids item type from the Item Type drop-down list.

2. Enter the item number and quantity of the sales aids you wish to order.
Finish entering the remaining items you wish to order.

3. Click the Next button to proceed to the Order Summary page to review
and print a copy of your order.

Step 3. Submit Your Order

Submit your order along with any other orders associated with the Party or
Non-Party for final confirmation. (Refer to Chapter 6: Submitting Your
Orders for further details.)

Ordering Samples

You may order samples of new products, sales specials, limited releases,
Host Gift Specials, etc. at the reduced sampling cost on the Sample ltems
page. You can place your Consultant order for the sample on Tuesday
after the Monday announcement rally. See your Distributor for the
sampling dates.

Step 1. Set Up Your Order

From the Party Setup or Non-Party Setup Page, follow these steps:
Click the Party Orders button at the bottom of the page.

Click the New Order button at the bottom of the page.

Enter a description and date.

Select "Consultant" as the order type.

Indicate if you'd like to have the order direct shipped.

Verify or change your address information and click Next to proceed
to the Item Entry page.

o 0k wbh =

Step 2. Enter Your ltems
1. Choose the 5-Samples item type from the Iltem Type drop-down list.

2. Enterthe item number and quantity of the Samples you wish to order.
Finish entering the remaining items you wish to order.

3. Proceed to the Order Summary page to review and print a copy of
your order.
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Entering Your Consultant Orders ® 8-3



Tupperware Web Order Entry

Ordering Samples

Step 3. Submit Your Order

Submit your order along with any other orders associated with the Party
or Non-Party for final confirmation. (Refer to Chapter 6: Submitting
Your Orders for further details.)

ﬁ 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.

p
Important! If you use the Non-Party option to order Consultant

J
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Chapter 9:

Entering Fundraiser Orders
& Payments

A Fundraiser order is an order associated with a fundraiser. You can
include both Exclusive and Full Line items in a Fundraiser order.

Setting Up The Fundraiser

Once you've collected the orders and payments, you're ready to set up the
fundraiser to allow you to begin entering orders. There are 3 steps you'll
need to follow:

1. Setup the Fundraiser
2. Setup the Organizations
3. Confirm the Shipping Information

Step 1. Set Up the Fundraiser

Follow the steps below to set up a fundraiser:

1. Click on the Fundraiser Order button at the bottom of the Welcome
Page. (The Fundraiser Party Setup page—shown below—will then
display in your browser.)

Funidraiser Sefu Chris Hughes (73
Farty Eeb 2TEEITD eecripticn Ful:k21[l'ilh5‘cull-.- Pty Daba AT 0H
# Cirders )

I Partial Party F Closn Party Lirds to Partial Party ¥

Exrept for drect-to-cmtomer orders, this party wil be shipped to: & Comultart  © Fondraioer

Hote: The i ullt
For thi At

ek b the Locad Fundialser Geld. Cesdult with your orgaidaates

ek willl b payabde e

- [ Sepruaam ]
Cirganization |
Adkdress |
AptiTute |
ity —— Bae [
Zip [ Flusd [
email |
Talephene I—
Fax ——
F PO Emx T Ikary Addrees
The Fusulrsiser Profit Amount I= $0.00
Previous Paety Summary | Dielein Fary Hexi
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2. Enter a brief description of the fundraiser in the Description field.
3. Enterthe date in the Party Date field.

4. Click the Partial Party check box if you want these orders linked to
another set of fundraiser orders you'll enter at a later time. (If this is not
a Partial Party, then skip this step and move on to Step 5.)

f@ Important! If you do not choose the Partial Party option, then

when you submit this set of orders, the Fundraiser will be closed.
When you do close a Fundraiser, a check payable to the Organiza-
tion will be sent by Tupperware to you for presentation. Checks are
processed and sent during the sales week following the sales
week the Fundraiser was closed.

5. Select where you’d like the orders shipped by clicking on the appropri-
ate circle - Consultant or Fundraiser (except for customer direct
orders). Consultant is the default choice.

6. Click the Setup Fundraiser button on the Fundraiser Party Setup
screen.

Fundraiser ( Setup Fundraiﬁer I >
Organization |

M Advana I

Step 2. Set up the Organizations

When setting up a Fundraiser, you'll need to identify and set up the "parent"
and "local" parts of the Fundraiser Organization. For example, if you're
doing a fundraiser for Girl Scouts of America - Troop 656, then Girl Scouts
of America is the parent organization and Troop 656 is the local organiza-
tion.

You'll first need to set up the information associated with the "parent" Orga-
nization for your Fundraiser.

1. Type in the name of the Organization you're searching for in the Organi-
zation Name field. (Or, you can just click the Fundraiser Search button
to display all the parent Organizations that are available.)

2. Click the Fundraiser Search button.
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Fundraiser Setup

Drgasization [Name;

Chris Hughes {70
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3. If the Organization is on the list, then choose the Organization and click
the OK button. If the Organization is not on the list, then you'll need to
call Customer Care to set up the Organization information.

\-

(@ Call Customer Care at 1-888-921-7395 to request that a parent
Organization be set up. Be sure you have all of the appropriate ad-
dress and contact information for the parent Organization.

Note: You'll only have to set up an organization through Customer
Care the first time. After that, if you have another fundraiser for that
parent organization, simply perform a Search to find the Organization.

J
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4. You'll now need to set up the local part of your organization. On the
Fundraiser Setup screen, you'll now choose a Local Fundraiser from
the Fundraisers drop-down list.

B If yourlocal fundraiser is not listed, then you can click the Ad-
vanced Search button to try to search for it. Or, if it's the first time
you’re handling a fundraiser for this local organization, then click the
Click to Add Address option and type in the Local Fundraiser
information in the fields provided.

B If yourlocal fundraiser is on the Fundraisers list, then choose it
and the information fields will populate with the information that was
previously entered in the system. You can then update this informa-
tion by clicking the Click to Modify Address option and updating
the information in the fields.

B When you add or make changes to an address for a local organiza-
tion, click the Save Address button at the bottom of the Fundraiser
Setup screen.

Iz Note: The profit check will be made payable to the name that
appears in the Local Fundraiser field. Please verify with your
organization that you have the correct information to place in this

field.
Fundraiser Chris Hughes (73
COrpanieatiom Wamse: |11 B0V SCOLTS OF AMERICA Fuicis o Exsich
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5. After you click Save Address, you'll be directed back to the main
Fundraiser Party Setup screen. Your Organization information will
appear in the Fundraiser section of your screen.

6. Click the Next button.
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1

M Only you can view local organization information that you enter. The
parent organization information is available to anyone using Web
Order Entry, however, the local information is stored in a personal

database accessible only by you.
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Step 3. Confirm the Shipping Information

Except for Customer-Direct orders, products will be shipped directly to the
Fundraiser Organization or to you.

= |fthe address information is correct, then click on the Next button to
continue to the Fundraiser 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.

Entering Fundraiser Orders and Payments

Once you've established your fundraiser information in the system, you
may begin entering orders. There are four steps you must complete:
Set up the order.

Enter items (Regular, Parts and Sales Specials).

Record the customer's payment.

D=

Print the order.

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. 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.)

2. Onthe Welcome Page, click on the Party Type column
heading to sort and find the desired fundraiser.

3. Click the Ref # for the fundraiser you want to display.
(The Party Setup page will then display in your browser.)

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

5. Click on the New Order button to load a new Customer
Order.
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Step 1. Set Up the Order

Follow these steps to set up the Fundraiser order:

1. Clickin the New Order button at the bottom of the Party Orders page.

2. The system defaults to a Customer order. You can change the selec-
tion by clicking on the desired option (Customer or Fundraiser). You'll
choose the Fundraiser type if the organization is ordering items.

3. 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.

4. 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: All orders, including Customer-Direct orders, are taxed based on
the address of the local Organization.

Step 2. Enter ltems

You can enter all your items for a Fundraiser Order on the ltem Entry page.
For a Fundraiser, you can enter Regular, Parts, and Sales Specials item
types. It's important that you order items from the item type classification
so the system can correctly determine your cost and that of your customer.

M Important! You'll enter Exclusive Fundraiser products using the
Sales Specials item type.

1. Choose the item type from the ltem Type drop-down list. You can also
choose the item type by clicking in the ltem Type box and typing the
number that precedes the item type. (For example, type "1" for 1-
Regular items, "2" for 2-Parts, and "8" for 8-Sales Specials.)

2. Typeinthe item number in the Item # field. Hit the Tab key and type in
the quantity in the Qty field.
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3. Click the Next button. (If you click the Verify button, the descriptions,
prices, and totals will then appear on your screen. See below.)
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4. When you're finished entering your items, click on the Next button to
check the Customer Order Summary. The item and cost information on
the summary should match the information on the customer's 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.)

Step 3. Record the Customer's Payment

On the Customer Payment Information page, 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
Due field.)

If the customer paid with a credit/debit card (Visa®, MasterCard®, or
Discover®), click on the Payment 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.
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Step 4. Print the Order.

Follow these steps to print a copy of the order:

1. Onthe Customer Payment Information page, click 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 order form,

as a record of the ordered

items.)
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Step 4. Print the Order.

3. 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.

4. When all orders have been entered, click the Party Summary button
to view the summary information then proceed with submitting your
fundraiser for confirmation. (Refer to Chapter 6: Submitting Your
Party For Confirmation.)

%)

(. N\
@ Important! If you created a Partial Party Fundraiser, you’ll need to Close

and Link your last set of orders to the previous set of submitted orders
when you close the Fundraiser.

When you close a Fundraiser, a check payable to the Organization will be
sent by Tupperware to you for presentation. Checks are processed and
sent during the sales week following the sales week the Fundraiser was
closed. )

About Shipping and Handling Fees

If the fundraiser order is shipped to the Consultant or the Fundraiser
organization, Consultants are responsible for shipping and handling
charges which are based on the total retail value of all the orders in the
party (partial or final party). The maximum amount charged to the
Consultant for the party is $20. See a current order form for the shipping
charges (Host/Consultant Direct Shipping).

Review the Consultant Cost Summary, S + H area, to determine your
shipping and handling costs for the Fundraiser order.

Customers who select the Customer Direct Shipping option will be
responsible for paying the appropriate shipping and handling charge
which is based on the retail value of the order. The maximum charge is
$30 per order. See a current order form for the shipping charges
(Customer Direct Shipping).
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@% Chapter10:
*\Y' * Using the Search Feature

Once you've entered a customer's/Host's personal information (name,
address, etc.) into the Web Order Entry system, the information will be
stored for future use. To retrieve this information, use the search feature.

Searching for Host Information

To search for Host information, go to the Party Setup page and follow
these steps:

< To get to the Party Setup page, first go to the Welcome page
by clicking on the Welcome Page link near the top left corner
of your browser. Next, click on the Party Order button at the
bottom of the page.

1. Afterfilling in the Description, Party Date, and Attendance fields, and
after selecting the shipping method, click on the Search for Host

button.
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2. Type your Host’s name into the appropriate fields of the Customer
Search page and then click on the Find button.
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3. Ifthe name and address for your Host is correct, click the
OK button.

=] _Faty | _Cancs |

If there are multiple names, select the desired Host by clicking
on the correct name and address, then click the Ok button.
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The system will then insert your Host's personal information into the
corresponding fields of the Party Setup page.
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Searching for Customer Information

Searching for customer information is similar to searching for Host
information. If you've entered the personal information for a customer,

then that information is stored in

Follow these steps to search for

the system for future use.

customer information:

1. On the Customer Order page, enter the desired Order Form #. Next,
select the Customer option and click on the Customer Search button.

Cugtormer Opder Chris Huglves {5
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2. On the Customer Search page, type your customer information into the
applicable fields and then click on the Find button.

Customer Search

Frst Mame
Last Hame
Addrass
AptTuga
Oy

g

emal

Home Fhore
W'ork: Fhone

Hamie

Iroodwerd
|
|
S [
[ Fosd [
|
——
B [

Chris Hughes {7

3. Ifthe name and address for your customer is correct, click the
OK button.

.

If there are multiple names, select the desired customer by clicking on
the correct name and address, then click on the OK button.
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Web Order Entry

applicable fields of the Party Setup page.

Searching for Party Information

The Party History section of the Welcome page displays the party history

for the last six parties and/or non-parties you entered.

= If the party or fundraiser you're searching for doesn’t appear in the

first Party History section of the Welcome page, you can view
additional sections by using the slide bar.
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= Additional sections will appear that list party and/or non-party
information based on when you entered the information. (The
more current entries will be listed at the top.)

= You can also click on the column headings (Ref#, Party Type,

Partial Linked, Description, Host, Date, Sales Credit, Sales Total,
and Status) to sort the entries in that column. For example, to sort
the Fundraiser parties from all others, click on the column heading
of Party Type to sort all of your parties by type. Fundraiser orders

will be listed first, as the sort for this column is sorting them
alphabetically.
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o<

You can click on the Welcome Page link in the Navigation
menu to quickly return to the first Party History section of
the Welcome page.

= You can view the details of any party, fundraiser, or non-party you've
previously entered by clicking on the corresponding Ref# link in the
Party History section.
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» From the Party Setup screen, you can view a summary of the
orders associated with a party or non-party by clicking on the
Party Orders & Datings button. The Party Orders & Datings screen
will then appear. (Click on the desired order # to view the correspond-
ing order information.)
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= From the Party Setup screen, you can view a summary list of all
orders associated with a party by clicking on the Party Summary
button.
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The Host Gift screens will then display for your review.
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On the Party Summary screen, click on the down arrow to scroll down

and view the Consultant cost, payment, and commission information.
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|

You can also view individual orders by clicking on the underlined
order number or customer's name. (The underline indicates a link.)
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Searching for Order Information

Web Order Entry

You can search the Web Order Entry system for any customer, Host, and/or
personal Consultant order you've previously entered. To do this, access
the Order Search page by clicking the Order Search link found on the

Welcome page.
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Searching by Customer

On the Order Search page, select Search Orders
click on the Customer Search button.

by Customers and then
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The Customer Search page will then display in your browser. Next, enter

the text to search for and click on the Find button.
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Select the customer's name from the list and click on the OK button.

=,

The Order Search Results page will then display in your browser listing all
of the orders pertaining to the customer. To view a specific order, click on
the desired order number in the Order # column.

Search by Order

On the Order Search page, when you select to search Orders by Order,
you have the ability to search by a range of order numbers, by a range of
order dates, or by a type of order (Host, Customer, or Consultant).
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Simply enter your searc

Web Order Entry

h criteria and click on the Order Search button.

The system will then return all orders meeting your criteria.
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Order ¥  DThate Pariy#  Diade Cstomser Addrecy Amaupi | Stadus
BEELGLLL  ONGESDOE I0ASR  DNTEGDE Doris Woodewd 66 Tras Lo Orered o F133EDG 33.00 Pancirer.
OIS OGRS D0ESRL S SE Sudy Far 6 P parrt. Chdnda B 3EE 4 Al I Shapping:
BT GRG0 ONGEGINE EamnHank 53 Fire Straut Orlanedo FL 3800 1315 Panring.
EEESIE OSRGOS Sy Bk i Whatknr Avwwroas Ciienda Fi 1EE 318 00 Panckre.
Bl  NEEGDOE DTSSR0 DNTENG o o dmen 778 Sth A verean Cainda B 3EE10 3220 Fandirgy
BRI DNCGERTE MEET  VIATNE Ekrsheth Tik 7E Mundaw Luns Chifunda F13501 1.2 Pandirg:
RN IRTNE TGHR ORINENE  Harcy Baas 26 M undarw Luns Chidwnda Fi 33301 13320 Fandirey
EEIHES  DEHSE A NSNS | Eaen G & Fuwl Btrewi Olanda Fi 33311 L1310 dn Bhappire
Pty Soarch |

If your search results do not provide you with the information
you're looking for, then click on the Retry Search button to
change your search criteria.

Search by Party

When you select to Search Orders by Party, you have the ability to search
by a range of Party #'s, by a range of Party Dates, and/or by a Party

Description.
Oreiber Search Chrks Hughes (2
T Search Crders by Customers L it 0
™ Search Orders by Orde
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Enter your search criteria and click on the Party Order Search button.
The system will then return all orders meeting your criteria.

Oirder Search Resulis
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Ry Search

If your search results do not provide you with the information
you're looking for, then click on the Retry Search button to
change your search criteria.

Searching for Item Information

Item Search is a powerful feature available on the Web Order Entry Web
site. You can search for items using different criteria by first clicking the
Item Search button at the bottom of most product web pages.
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Once you've clicked on the Item Search button, the main Item Search Web
page will display. You can determine how you wish to search for item
information from this page.

Lten Search Charis Hughes {70
Tiem & | Tupperwars Sinck & |
Dhescrigtion. | Artive| 7
Rasgalar Raplatameit pants [ Hist Gifts ™
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Crady Imetlude foesecs that are in all classes T

Sort srder
Primary Im"' ke ﬂ Secesdary | Bain Mismibiar ﬂ
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Any item search you perform will provide you with a list with the following
details:

= |tem number

= Stock number

= Description

» |tem Class

= Units of Measure
= Retail Price

= Consultant Price
= Start Date

» End Date

¥<  You can view a complete list of all Active items by verifying
the Active check box is checked and clicking the Search
button at the bottom of the Item Search page.
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Ttem List
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Defining the Search Criteria

You can define the item search criteria by selecting any category or
combination of categories displayed on the ltem Search page.

You can further define how the search results are displayed by using the

Sort ltems feature.

3<  Click the Retry Search button if you'd like to perform another
search or the Previous button to cancel the search.
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