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PAMPERED PARTNER (PP) TUTORIAL
SETTING UP/CHANGING USER PROFILE
The first time you use PP you need to set up your user profile.  You will also need to make changes once you have earned career sales, if there are tax changes, if you relocate, etc.

1.  Click on Personal Info from the top menu.  Click User Profile.
2.  Fill in all areas under Name & Address.  Areas with red stars by them are mandatory.

3.  Make sure you enter your PC Debit Card number under Payment Information.

4.  Fill in Level as appropriate using the drop down menu.

5.  Enter the applicable tax rates for your area.  If you are at an APO location, leave these blank.
6.  Click OK.
CREATE A NEW SHOW
1.  Click on the blue plus sign in the upper left to Add a Show.
2.  Select Show Type from the drop down menu.
3.  Enter Show Number if the next sequential is not correct.
4.  Select Show Date from drop down menu.

5.  If your host is already in your PP database, click on Find Host.  Select their name and click OK.  Otherwise, click on Edit Host.  Enter all information available.  Under status, enter any applicable information.  Click OK.
6.  Click OK.
TO FIND A SHOW
1.  Click on the chef hat with the magnifying class in the upper left to Find Show.
2.  Select the show you want and double click on it.
ENTERING GUEST ORDERS
1.  With the show open, click on Add Guest in the lower left corner.  If the guest is already in your PP database, click on Find Contacts, select their name and click OK.  For new guests, enter their name in the appropriate boxes using initial caps.

2.  If this is an outside order (meaning the guest was not physically at the Show), then check the Outside Order box.

3.  Add each item number and quantity.  You can either enter the item number and click Enter, use the drop down menu to locate the item number, or look up the item number by clicking the magnifying glass.  Next click the column titles to sort and find products by that column’s information.  When you have located the item, click OK.  Next, enter the quantity.  Continue in this manner until all items are entered.
ENTERING SHIPPING, PAST HOST DISCOUNT, AND BOOKING INFO

1.  From the Order Information screen, click Special Shipping, Bookings, & More.

a.  Enter the address, phone, and e-mail for the guest.  If the order will be shipping directly to the guest, be sure to mark Special Shipping.

b.  If the guest is a past host, click Pampered Chef Status, then click Past Host Discount Number and enter their number and the expiration.  If they or you do not know their Past Host Discount Number or the expiration, this can be obtained through Consultants Corner with their name and the state in which their show was held.

c.  If the guest has booked a show, click Bookings.  Mark the Show Booking box and enter the Show Booking date by using the drop down menu.  Remember, for the current host to receive the booking benefit, all shows must be held within 6 months.

d.  Check box in lower left corner to “add or update this contact in contact management.”


e.  Click Yes in the box that pops up.

5.  If the items are being shipped to the US, ensure the correct tax information is entered.  (There is a tool to look up tax information on Consultants Corner.)

ADDING PAYMENTS
1.  From the Order Information screen, click Payment Info.

2.  Select the Payment Method from the drop down menu.


a.  If payment method is Cash, enter Amount.


b.  If payment method is Check, enter Amount and Check Number.


c.  If payment method is Credit Card, enter Amount, Account Number, Expiration Date, and Cardholder Name.


d.  If payment method is Consultant Gift, enter Amount.

3.  If full payment is made with one method, then click OK.  If payment is to be split, click Add, and enter other payment information.

4.  When all Payment Information has been entered, click OK.
ADDING EXPENSES, MILEAGE, AND INCOME
1.  To add expenses (such as groceries, host gift, guest gifts, gas, tolls, eating out, postage, etc.), click Expenses.  Click Add then select the Code from the drop down menu.  Fill in Comment with a description of the expense, fill in Rate with the cost, then fill in Quantity.  Then click Update.  Continue until all expenses are added.  Close the window to exit.

2.  To add mileage, click Mileage and enter total miles traveled, then click OK.

3.  To add income, click Expenses, click Add, then click on Income and select Check from the drop down menu.  Enter the amount of commission in Rate.  Click Update.  Close the window to exit.
COMPLETING A SHOW
1.  Ensure all guest orders have been added and all payments entered.
2.  Add the host’s order in the same manner as the guest orders.  Ensure the half price items are marked with an “H.”  Don’t forget the host is also eligible for the guest special!

3.  Payment information is entered the same way as guest payments.

4.  To add a co-host, click on Add Host.

BALANCING SHOW
1.  When you have entered all orders and payments, click Balance.  This will let you know if you have missed anything within your show.  If there are any problems, fix them and click Balance again.  You will also be reminded to ensure all bookings have been entered.  Once everything has been verified, click OK.
2.  The Payment Information Screen will now display.  The default payment method will be your TPC Debit Card.  Click on payment amount.  You should hear the sound of a cash register.  This confirms that the show is balanced.
3.  You should now have a green check mark next to ready to print.

4.  Print the show.  You should then have a green check mark next to Ready to Send.
TRANSMITTING SHOW
Once you Transmit a Show, you cannot make ANY changes.  Make sure everything is perfect!
Click Transmit button.  You will get another bookings reminder.  Ensure the correct month is indicated for the show.  When you’re certain everything is ready, click OK.  Continue clicking OK until the show transmits.
DEFAULT REMINDER SETTINGS
When you first open PP you will see your action reminder box that pops up with all reminders.  The reminders are used to keep track of each action you need to take for each show.  You can change the pop ups by changing your default settings.
1.  Click on Update on the top menu.
2.  Click Default Reminder Settings.
3.  You can Add, Delete, or Edit choices for Booking or Recruiting reminders.

4.  Once complete, click OK.

INCOME & EXPENSES CODES
1.  You may want to add special expense codes for items that you do for all shows, such as postal charges, food charges, copies, outside gifts, theme decors, etc.
2.  Click on Update from the top menu then click Income/Expense Codes.  This will open a list of all codes currently on file.  To add a new code:

a.  Click Add.


b.  Enter the code and description.


c.  You may enter a Default Rate if you know it.  If it isn’t always the same, then leave this blank.

3.  To delete a code, select it from the list and click Delete.  Be careful!  If you have ever used this code in the past,  all items with this code will be deleted as well!
PRODUCT UPDATING
1.  This should be done on the first day of each month and/or any other time directed by HO.
2.  Click Update from the top menu, then select Download Product List.
3.  Follow prompts.
PROGRAM UPDATING
1.  This should be done the first day of each new season and/or any other time directed by HO.

2.  Click Update from the top menu, then select Download Program Update.

3.  Follow prompts.  When complete, there should be a new icon on your desktop with a newer number.

PLACING A SUPPLY, KIT ENHANCEMENT, PERSONAL OR REPLACEMENT PART ORDER
1.  Select Non-Commissionable Order from top menu.
2.  Select Add New Order, then select Order Type from the drop down menu.
3.  Add items the same way you add guest order items.
4.  Select Payment Info on right.  Your TPC Debit Card should automatically be selected.
5.  Ensure total amount is correct.
6.  Print.
7.  Transmit.  If you are not ready to Transmit, close and reopen when you are ready to transmit.

ORDERING NEW PRODUCT SAMPLE PACKAGES
At the beginning of each new season, we can order sample packages of all the new products.  These Sample Packages can be ordered through Consultants Corner or PP.  To order through PP:
1.  Under Non-Commissionable Orders, select Sample.
2.  Select Date and Sales Tax Amount (if applicable) then click OK.

3.  Add items the same way you add guest order items.
4.  Select Payment Info on right.  Your TPC Debit Card should automatically be selected.
5.  Ensure total amount is correct.
6.  Print.
7.  Transmit.  If you are not ready to Transmit, close and reopen when you are ready to transmit.

ORDERING MONTHLY SPECIALS A MONTH EARLY
We are able to order Monthly Guest Specials a month early so that we may have them to show at our shows.  Following are instructions on how to order these with the monthly discount.
1.  Select Update on the top menu, then select Product Information. 

3.  Select Date Range.
4.  Select All then OK.
5.  On the right hand side, select Product Lookup.
6.  In the Find Product Number box at the upper left enter The Guest Special Number for the appropriate month and click Find.   REMEMBER THAT YOU CAN ONLY DO THIS ONE MONTH IN ADVANCE. 

7.  Select OK; the Product Information box will appear again. 

8.  Go to Start Date and change the date to one month prior.  Example:  If you are buying the April special one month in advance, change the date to 03/01/2006.  Do NOT change the end date!
9.  Next, click Update.  The product information box will appear again; you will notice that the Update button is faded.  Click Cancel.
10.  You will now be back at the opening page.  Click Non-Commission Orders on the top menu the click Add New Order.
11.  Under Order Type, highlight Personal, click OK.
12.  Enter the Guest Special Number.  The Guest Special will appear at the discounted amount and you are all set to order  

GENERATING PP REPORTS:
Click Print on the top menu, select Generate PP Reports.  This will give you a list of reports to choose from.

1.  Show Order Form – Used for every show, it will give you a complete rundown on every show that you have had.

2.  Consultant Order Form – Used for Non-Commission Orders that need to be mailed to HO.
3.  Sales Receipts – Print these for every order placed if you use Outside Order Forms.  You must print them on PP receipts that may be bought through supply orders from HO.

4.  Monthly Sales Diary – Keep track of your monthly sales.
5.  Show Order Detail – Provides a detailed printout of guest orders from shows.

6.  Thank You Letters – This will be filled in automatically from the Host Info Form that you fill out for every show.

7.  To Do List – List of all reminders and things that you need to finish for each show.

8.  Contact Follow Up – List of persons that you need to follow up with.

9.  Past Host Discount Number – List of all past hosts and their Discount Numbers.

10.  Host List – List, labels and directory of all hosts.

11.  Potential Host List – Lists, labels and directory of all customers who have expressed an interest in hosting.

12.  Consultant List – List, labels and directory of all your consultants.

13.  Potential Consultant List – List, labels and directory of all customers who have expressed an interest in consulting.

14.  Preferred Customer List – Contacts with preferred customer listing.

15.  Booking List – List of all customers and their dates.

16.  Alphabetized Customer/Host List – List of all customers and hosts.

17.  Contact Reason Code List – List of reasons codes.

18.  Total Items Sold History – Lists of all items ever sold by person or date.

19.  Top Sell List – Helps you track your top sellers.

20.  Income And Expense Report – List of all income and expenses.

21.  Income And Expense Category Code List – List of all income and expense codes.

22.  Wish List – List of persons and wish list item.
23.  Contact Mailing Labels – List of all contacts in a label format for mailing. 
24.  Show Sales – Keep track of monthly and yearly sales goals.
25.  Donation Report – Lists all guests and hosts that have donated.

26.  Birthday Report – List of all guests’ or hosts’ birthdays.
