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To Add A Supply, Enhancement, Personal or Replacement Order:

1.  Open pampered partner, Select non-commissionable order from top


2.  Add new order:  select order type (supply, replacement, kit enhancement,

                 personal).

 
3.  Select items wanted and quantity for each product.

When done adding products:


4.  Select payment info on right


     This should automatically select your TPC debit card, if not select it


     Check total amount is correct

5.  Print this out

6.  Transmit to main office – Cannot make changes once it is transmitted

If you are not ready to send just close and reopen when you are ready to transmit it.

Ordering New Product Sample Packages:


At the beginning of every new season consultants can order special sample packages created by HO just for them.  To order these;


1.  Under non commission orders tab select sample


2.  Select date and sales tax amount then click OK.


3.  Once order screen opens you may select items by # or you may look them up

                 by clicking in the small magnifying glass and finding the item in the drop 

                 down list.


4.  You may only select 1 of each package, and if you select package A, then you

                  cant select any other lettered package only the separate pieces.


5.  The start and end dates tell you when you may order these new packages.


6.  In order summary it will tell you the total amount owed by you.


7.  Click on payment info tab, TPC debit is automatically selected for payment, 

                 click on OK.


8.  Print this order.


9.  Send this order.
To Find A Current Show:

1. 
Select show in left corner – find a show

2. 
Select the show you want from the drop down menu double click on it

3. 
Make your changes and save it onto your disk

To Create A New Show:

1. 
Select show in left corner – add a show

2. 
Select show type:  kitchen, catalog, fund raiser, bridal, etc

3. 
Select show number ( will select next one automatically )

4. 
Select show date from drop down menu, Click OK

Entering Info For New Show: TC \l1 "
1. 
If you haven’t done so, create a new show first

2. 
Click on edit your host and either find host if past host or enter new host info.        Add name, address, phone #, and email address if they have one.  If they are a 

      past host you can click on find host and locate their name on the list then click 

      on it.  Make sure their past host # is included, if they have one.  You do this 

      on right hand side check off past host, enter their # and expiration date.  After 

      this is done close this box with OK

3. 
Enter your guests and their orders, click on the blue + symbol in lower left corner.  If they are a past customer you can look for them in the find box, just type in the name and select it from the list or if they are new just add the name using capitals on first letters of names (Mary Booper). 

4.   If this is an outside order, (meaning they were not physically at the party) then

      check this box.    

5.   Add each of their items and the quantity of each item.  You can enter the item 

      #, or look it up by name in the description box.  Just start the name of the item

      such as “classic” and it will give you a drop down list to pick from.  Hit enter 

      after item name and enter after the quantity is filled in.  If you have more than 

      four different orders click on summaries tab and this will give you a longer list 

      to fill in.

6.  At this point make sure all your tax charges are correct.  Remember what state

     you are having the show in and what the tax is for that particular state.

Special Shipping:

If the order is to be shipped to a place other than to the hosts address then go to the special shipping tab and fill in the change of address.  Make sure to check the special shipping tab on this page.

Bookings:
1.  If there are bookings from this show you will fill them in under the bookings

     tab.  To find this tab click on special shipping/bookings tab.  Now click on 

     bookings tab at the top, this is the second tab.

2.  Fill in the future show date, remember for the current host to get full credit it 

     must be within 6 months of present show.

3.  Fill in the bookers name and info.  

4.  There is a place to fill in booking notes.  This can be used to help you

      remember how they met the host and why they booked.  Such as “Suzies 

      sister”.

5.  Make sure to set your action reminders for this booking.  These reminders are

     there to help you.  You can edit, add, or delete any but the show date reminder.  

     An example would be to add an action called “menu reminder”, to be done 5 

     days prior to show date.  The info would read “contact host and find out menu

     and guest head count”.

6.  Remember to always add new bookings to your contacts list by checking the 

     box at the bottom of this page.

7.  Bookings must be done and turned in with show for host to get the full credit 

     and future purchases from other shows.

Adding Payments:
1.  To make payments, open payees order then click on payment tab.

2.  Select the payment type from the drop down menu (including cash, check,

     credit, etc).

3.  If full payment is made with one method then click on OK if payment is to be

     split then continue to step 4.

4.  If payment is to be split, chose first payment method from drop down menu,    

     (i.e cash) select your amount to be paid.  The box to the right should show 

     your balance due.  Now select add then select your second payment choice (i.e 

     check) and the balance of your payment should automatically be selected.

5.  Remember if paying by check you will need the check#, if paying by credit 

     card you need type, payees name, expiration date.

6.  To verify payments made or still owed click on payment overview tab and 

     check them out.

7.  If no payment is to be made at this time skip this step and go back when it is

     paid.  


Continue with other orders until all are added.

Adding Expenses;
1.  Add expenses, mileage, and income.

2.  To add mileage, select mileage tab and enter total miles traveled, then select

     OK.

3.  To add expenses, such as show expenses ( food ), host gift, guest gifts, gas, 

      tolls, eating out, postage, etc.  Select the (+) plus sign on right side then what 

      type of expense from drop down menu, then fill in comment with type of

      thing, then rate of thing, then hit update button.  

Continue till all expenses are added.

  



Example:     Host Gift


  



        Gift for hostess


 



         Pizza cutter

              



         8.50

4.  Remember once you receive your commission from a party go back and enter 

     it under income.  Go to expenses, click on add, then select income instead of 

     expense and select check then add the rate of your check.  Click update.  To

     exit this screen, just click on the little x in the right hand corner of the box.

Completing A Show:

1.  Make sure all guests orders are added and all payments have been made.

2.  Add the host’s order.  Don’t forget to add bookings, ½ price orders, and free

     items.  As well as those ordered at a discounted price.  Make sure to list if host 

     has earned any monthly host level specials within their order. (LEVEL 1, 

                 LEVEL 2, etc.)  You will find this in the host information box, at the bottom.  

                 You can do it in any order you wish but I find it helpful to do it the same way 

                 each time so I don’t forget anything.  I do the ½ price items first, then the free 

                 items, then the discounted items.  If an error occurs in selection, remember that 

                 D is discounted items, and H is half price items.  If a wrong selection is

                 made just click on the one you wish it to be.


3.  Go to payment tab.  Click on payment then click OK.


4.  To add a co-host, click on add a host, then add the co-hosts order and payment.


5.  Verify shipping address.


6.  Check appropriate box if Spanish shipping is required.

If you need to edit anyone’s order at this time, just double click or click on edit and the persons name that you wish to change.  Such as to add a payment.

Using the payment overview key in the center of the page, you can view and print out whom has paid and whom still needs to pay.  This will help you when you contact the host for final payment arrangements.

Balancing Show:
1.  Click on balance key – in the center above guest orders.  Once you are sure

     that you have added all orders and payments.

2.  This will now let you know if you have missed anything within your show.

3.  Fix any problems that it may have found then click on balance again.

4.  This will give you a reminder to make sure you have added all bookings.

5.  You will now get a review of shipping address, bookings, etc.  Verify all

     is correct and click OK.

6.  Payment info screen will now come up, default payment method will be the

     TPC debit card.  Leave this.  Click on payment amount.  You should hear the 

     sound of a cash register.  You are now done.

7.  You should now have a green check mark next to ready to print.

8.  Print out show, you should now have a green check mark next to ready to send.

     You can also print show out by clicking on print tab, then generate pampered

      partner reports,  show order form, select host of party, then select printer icon 

      at top of page.  Place this printout in your show folder.

   If all payments have been received, party is balanced and printed then proceed to transmitting the show to the main office.  Once you do this you cannot make ANY corrections to the party without calling the main office.  Make sure everything is perfect.


Transmitting Show:
1.  Select the transmit key, it is in the center of the page above guests orders.  

     Make sure you have selected payment info and make sure your TPC card

     came up for payment and that you clicked on OK, and you heard the sound of

     a cash register.

2.  It will now give you another bookings reminder.  Is all done!  

3.  Now make sure the month submitted is the month your party was held not 

     turned in.  

4.  Delivery method is by default electronic.  Make sure this is correct.

5.  Date of hostess mailed check should be filled in for letter reference.

6.  Fill in comments if needed.  Such as bonuses earned.

HO will not see this section it is for your records only.  If everything is right, click on OK.  Click OK 2 more times and you should get a successfully sent message.

You can view your transmissions anytime that you want to by clicking on transmission preview tab.

Product Updating:

1.  This should be done on the first day of the month.


2.  Click on the update tab, then select download product list from menu


3.  Follow prompts till finished.

Program Updating:
1.  This should be done on the first day of the new season.

2.  Click on the update tab, then select download program update from menu.

3.  Follow prompts till finished.  There should be a new icon with newer number 

     on your desktop now.

4.  Remember when you close pampered partner to let it do a backup to save all 
     your new updates.  If you backup onto a floppy or a cd, keep it out of the sun 

     as it will melt.

Income & Expenses Codes:

1.  Would you like to edit your codes?  Then this is what you need to do.


2.  Why edit them you ask?  You may need to add special items that you do for


     all shows such as:  postal charges, food charges, copies, outside gifts, theme


     decors, etc.  You will have to add these to your expense codes.


3.  Click on update tab, then from the drop down select income/expenses codes.  


     This will give you a list of all codes that are on file.  To add a new code;



a.  Click on add, blue +.  This will open a new box.



b.  Name your code and give it a description.  Such as POSTAL, mailing



     and stamps.  



c.  You may enter a default rate if you know it or it is always the same

                             amount, such as stamps are 0.39.  If it isn’t always the same then leave

                             this blank.


4.  To delete a code just select it from the list and click on the delete tab.  It is now gone.  But be careful, if you have used this at all in the past, that item will now be lost.  I know I did this once, what a way to learn.

Default Reminder Settings:

When you first turn on Pampered Partner you should get your action reminder box that pops up with all things that you need to finish.  This box is used to help remind you of all the things that you must complete to finish a show. 


You can change the things that pop up here by changing your default settings and I will show you how.


1.  Click on update tab


2.  Select default reminder settings, this will bring up a new box


3.  Here you can add, delete, or edit choices.


4.  Maybe you want to add a reminder to send out NEW CATALOGS to past

                 hosts.


5.  Click on add, blue +.


6.  Give it a title, New Catalog, when to do this and any comments regarding it.


7.  Once complete click on OK.  You may now add others.

Setting Up / Changing User Profile:

The first time you use pampered partner you need to first set up your user profile, you will also need to make changes once you have earned career sales, or there are tax changes, or you relocate, etc.


1.  Select personal info tab, user profile


2.  Fill in all areas with red star marks by them, they are a must.


3.  Make sure that you have sent for your pc debit card from HO, enter this in the 


     Pc debit area.


4.  You will need to fill in level, commission rate, and tax rates.  These are all 


      very important information.

Generate Pampered Partner Reports:

1.  Click on the print tab, select generate pp reports, this will give you a whole


     list of reports to chose from.



a.  show order form – is used for every show it will give you a complete



     rundown on every show that you have had.



b.  consultant order form – used for noncommission orders that need to 


                 be mailed to HO



c.  sales receipts – you may print these for every order placed if you use 

OOFs.  You must print them on PP receipts that may be bought through supply order from HO.



d.  monthly sales diary – keep track of your monthly sales



e.  show order detail – gives you a detailed printout of guest orders from 



     shows.



f.  thank you letters – this will be filled in automatically from the host info



    form that you filled out for every show.  This is a great asset.



g.  to do list – gives you a list of all reminders and things that you need



     to finish for each show.



h.  contact follow up – will give you a list of persons that you need to give



     a call or follow up letter to.



i.  past host discount number – generates a list of all past hosts and their 



    numbers.



j.  host list –  list, labels and directory for all hosts.



k. potential host list – lists, labels and a directory of all customers who 

                            have expressed an interest in hosting.



l.  consultant list – list, labels and directory of all your consultants.



m.  potential consultant list – list, labels and directory of all customers

                              who have expressed an interest in consulting.



n.  preferred customer list – contacts with preferred customer listing.

  

o.  booking list – a booking list of all customers and their dates.



p.  alphabetized customer/host list – a list of all customers and hosts.



q.  contact reason code list – complete list of reasons codes.



r.  total items sold history – lists of all items ever sold and can be done by



     person or date.



s.  top sell list – helps you track what items you sell the most.



t.  income and expense report – provides you with a list of all income and 



    expenses.



u.  income and expense category code list – complete list of all income 



     expense codes.



v.  wish list – shows a list of persons and things they still wish to order.



w.  contact mailing labels – a list of all contacts in a label format for 



      mailing. 



x.  show sales – keep track of monthly and yearly sales goals with this.



y.  donation report – lists all guest and hosts that have donated within a 



     certain time.



z.  birthday report – gives a list of all guests or hosts that have been

                             entered so that you may contact them and wish them a happy birthday.

If there is one thing that I have learned about Pampered Partner is make sure that you backup often and always, always, always, have a backup of your backup.  Because something always goes wrong with one of them.

Printing Reports:
   You can print show reports any time you wish too.  You can print host thank yous, letters, labels for mailing, top selling product list, expense reports and many other things.  Select them under the print tab.

Have fun checking out all the neat things that pampered partner can do for your business.  If you have any questions, please feel free to contact me.

Good luck, and you can ALWAYS call me with a question!  Once it is submitted nothing can be fixed, so please ask if you have a question!  Here are the best ways to contact me:

Gillian Wright

(907) 376-1226 Home

(907) 748-5781 Cell

gilliandanielle@hotmail.com


