Ezymetics Business Builder - Help

Thank you for evaluating the ezymetics program. We trust this program will assist to you in developing a vibrant and
lucrative nutrimetics business.

The ezymetics program consists of three major components:
1. The main interface where details are entered, and viewed
2. The Data.mdb file where all the details and records are stored.
3. The Product Update file
These three components are all located in the C:\ACA directory of your computer

Navigating through the program:
The main interface of the program consists of Forms (where details are entered) and Reports (where details are viewed and
or printed.

Command buttons throughout the program will open the various forms and or reports.

To close or exit from a form simply click the door button at the bottom right hand side of the
form. Eli" |
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- Print Preview Add-Ins
To close a report click Print Preview | at the top of the Report Page this
will open a wider menu bar. Then select Close Report Preview
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What makes this program so special?

The ezymetics is a program that has evolved over a period of six years and has been Specifically Designed with the help of
a Presidential Directorship, several Executive Sales Leaders and many Consultants to incorporate the tools and aids
required to successfully maintain and build a nutrimetics business for consultants at all levels.

It is called ezymetics because it makes the bookwork and management of a nutrimetics business EASY.

A major functional advantage of this program, particularly in a business where we continually have changes in the
product range and product pricing is that unlike other program such as MY OB or Quicken where we would need to change
the product range and product pricing manually with each change in the brochure, the ezymetics program has been
designed to simplify this problem by enabling you to receive the Product Update file each month.

The product update file You will receive an e-mail two or three days after the brochure is released, notifying you that the
Product update file is available for download from the ezymetics web site, (www.ezymetics.com) simply visit the web site
and download the Product update file.

When the Product file is downloaded and extracted into the ACA directory it replaces the existing product file
consequently automatically updates the range and pricing within the ezymetics program.

The Product Update file contains the current brochure with the related Cross Over and Early Bird products and
accessories it also contains the previous brochure period.
With the click of a button you can choose which brochure period you wish to enter customer orders from

When the new product file is activated it does not affect or alter any existing orders placed by customers

The Product Rebate Program items for Customer Awards are also contained and updated as required from within
Product Update file.


http://www.ezymetics.com/

Personal Monthly specials: you can easily add your own items to the product list, for example if you create specials
packs at various times throughout the year, from stock that you may have on your shelve.

Note: When you add your own specials packs to the monthly product update file these specials will only remain available
until the new product file is installed.

Help :

Online video tutorials are available from the ezymetics web site
If you have any questions or concerns that are not answered in this instruction book or the online tutorials, contact Keith
Watt on either 9 337 6613 or E-mail keith@ezymetics.com

In various sections of the program you will see E by clicking on that icon related specific will be displayed.

Also within the program you will see by clicking on this icon you will able to reord descriptions which
you can use in relation to the item which the icon is adjacent to.

Help File document.

As you are aware the Help Document is an Acrobat Reader file, which can be printed as a personal hard copy
document or can be accessed through the Desktop Help file link when required.

When you open the help file, the conventional way in which this file opens is with just the document open, a
more convenient method to navigate to the relevant sections applicable to you is to open and display the
bookmarks to the various sections, by clicking on the relevant bookmark you will open and display the specific
notes.

Help File Sample - Standard opening format. Help File Sample - With Book Marks open.
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Date Settings:
It is very important to ensure that your computer date settings are set up correctly

Microsoft is an American company; consequently the default date settings on computers are American format,
therefore before using the program you should ensure that the date setting is displayed as Australian date rather
than American date Australian date Day/Month/Year, as opposed to the American date Month/Day/Year.

The program has been designed to enter and display dates in numeric format 7/9/03 as opposed to 07-Sept-2003,
If the computer is set to America Format it will interrupt that same date as 09-July-2001

If you use the American date display you may inadvertently delete or print a report using the wrong date or in
using the program the date in different sections of the program may not display correctly.

The images displayed may not appear as displayed due to variations in Windows Versions but it will enable you
to alter the date settings through the text.

1. From the Desktop, Task Bar or Start button select My Computer - Control Panel

R
€.2
\ Al

Recycle Bin Manager

u] New Office Document,
=T

% Open Office Document
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o 2. Control Panel
3. Regional Settings

f Programs >

Lé Documents

- Settings

@ control Panel
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& Network Connections
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C& Printers and Faxes
g, Taskbar and Start Menu

@ Help and Support

#=7 Run...

@ Log Off pci...

@ Turn Off Computer...

Windows XP Profe

Pick a category

g Appearance and Themes

4. Date, Time, Language and
Regional Options

-
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Network and Internet Connections

ﬁ Add or Remove Programs Date, Time, Language, and Regional Options
\s . . o .

- '}) Sounds, Speech, and Audio Devices Accessibility Options

' Performance and Maintenance

__"‘ Date, Time, Language, and Regional Options

Pick a task...

E| Change the date and time

[;| Change the format of numbers, dates, and times 5 Reg Ional and Language Optlons

E| Add other languages

or pick a Control Panel icon

iﬁ' Date and Time \ Regional and Language Options
-




Regional and Language Options

Regional Options | |anguages || Advanced)|

Standards and formats

Thiz option affects how zome programs format numbers, curencies,
dates, and tirme.

Select an item to match its preferences, or click Customi
your own farmats:

|English [Australia) v| [ Custamize. .. ]

Samples
Mumber; | 123,456,789.00
Curency: 4123 456,789.00

Short date: |13;D43’DE
Long date: |18 April 2008

|
|
Time: (35112 P |
|
|

Location

To help services provide you with local information, such as news and
weather, select your prezent location:

Australia “ |

[ 0K ][ Cancel ][ Apply

/
A//

Customize Regional Options

| Mumbers | Currency | Time | Date l

Calendar
When a bwo-digit pear is entered, interpret it as a year between;
[1330 | and [2028 |

Shart date
Short date sample: |1B£D--1HDB |

Short date format; |deMM.{I,Jy vl
D ate separator;
Long date

Long date zample: |18 Apnl 2006 |

Long date format: |d bbb b iy hd |

[ QK ][ Cancel ] Apply

6. Use the Drop down arrow to
select English (Australia)
7. Click on Customize

Short Date format
From the drop down arrow
select dd/MMl/yy

Long date formate
From the drop down arrow
select d MMMM yyyy



Main Menu - ezymetics
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If the program opens with a large toolbar at the top, click on —re e Ca

Which is located at top right hand side to minimize the toolbar

Also to maximize the program screen left click on the bottom taskbar — select Taskbar Settings

Then select automatically hide the taskbar in desktop mode.

This will minimize the bottom taskbar when not in use, but will automatically appear when you bring the mouse

cursor to the bottom of screen.

Automatically hide the taskbar in desktop mode

Settings
@ Home Taskbar
' ind a setting Lock the taskbar
@ on
Personalisation
Background @ on
Colours
@ D off
La Lockscreen Use small taskbar buttons
@ Themes @ Off

Automatically hide the taskbar in tablet mode



Menu’s:

On the next few pages | will briefly explain the primary functions contained within the various Tab Page
Menu’s.

Customers

Customers Reports Consultants Update Records Other Contacts Products Accounts

,)(//,,}/ l{f()b'
bUsIness siilder

Customer Details. Orders, and Gifts Customer Mail Customer Order Form ‘

Consolidated Orders Customer Address and Phone Order Form Special Notes ‘

Customer Favourite Products Form ‘

Order Payments Customer Birthday

Customer Rewards Program New Lead and Retry

Customer and Hostess Invoices ‘ Customer List
‘ Potential Consultants

Discount Shopping

Help Printer Setup
EL“ Click Here to Exit Program
Maote Al records will be automatically saved on closing this application. Help - Make Backup

Customer Details, Orders, and Host Gifts:
e Setup your customer details.
e Record customer purchases.
e Record Hostess gifts received as demonstration gifts.
e Enter Customer favorite products. Enables notification to customer when the product comes on special
price or offer.
Consolidate Orders:
e Print or view customer orders, Consolidates customer purchases for selected period, use this option
before placing your order to nutrimetics.
e Print or view customer awards, use this option before bulk ordering for period selected.
e Print or view hostess gifts placed or required between specified periods.
Order Payments:
e Record Customer Payments.
e View all entered payments — which enables you to change the status of a payments; from not deposited
to deposited, and delete or exclude payments from reports.
e Print or view payments reports, which can display: — Credit Card payments, Credit cards payments not
deposited to nutrimetics account, Payments made by cheque.
e Print or view all payments recorded during specific period.



Customer and Hostess Invoices:
e Enter both customer handling charge and GST registration option.
e Print either specific customer or hostess invoices, which are either GST registered, or plain invoice with
the option of either single invoice date or multiple invoice dates.
e Print specific customer invoices with either credit card facility or with out credit card payments
e Print Host Gift statement to include with Host Invoice.
e A Host Note can also be printed with Host Gift Statement.
Customer Awards Program:
e View customers who have placed Brochure Orders.
e Enter items claimed by customers as awards.
Award additional bonus Points — at your discretion
View or Print Specific Customer Rewards Report.
Displays items that have accumulated point’s value.
Displays any additional points rewarded.
Display items received or claimed as Customer Reward.
e Displays current Rewards value.
Discount Shopping
e Calculate Specific Sales Value of customers orders during selected period
e Establish discount amount applicable to customer order.
e Record items purchased at discount.
e Print Discount Order Invoice.
Customer Mail:
e Print Bulk Mail: Various Envelopes types e.g. print post, post paid, plain envelope.

e Print Bulk Mail Labels of various sizes.

e Last order Date - Print or view all customers on mailing list who have placed orders since specific date.

e Edit Mailing List. — Alter customer mailing, change if brochure already given, Check last order date by
specific customer.

e Print or view Mailing List Report.

e Print various postage labels — Print post, Post Paid, Reply paid, Self Address Label, etc.

e Print specific Customer Mail, either envelopes or sheet.

e Reply Paid Return envelope.
Customer Address and Phone:
e Lookup customers by Home Phone or Mobile number.
Customer List:
e Print or view Customer list sorted by multitude of methods e.g.: Surname, First name,
Postcode and Phone Number.
e Print or view Host list sorted by surname.
e Print or view Customers list where the Home address is different to the Mail Address.
e Print or view Customer E-mail list.
Customer Birthday:
e View or Print report of Customer Birthday Dates.
e Print Customer Birthday Envelopes by Month.
e Print Customer Letter by Month.
New Leads and Retry:
New Leads list — Contact, Include or remove from Mail List, Delete record.
New Leads Report — Print or view all new leads details.
Retry List - Contact, Include or remove from Mail List, Delete record.
Retry Report - Print or view all retry customer details.
Specific Group — Report.
Potential Consultants:
e Print list of customers who you have recorded in customer details as P. Consultant



Customer Order Form:
e Print Customer order form to be included with brochure mail out or demonstrations.
Customer Order Form — Special Notes
e Record and or Edit Order form Special notes
Customer Favourite Products Form
e Print Customer Favourite Product Form
Distribute this form either at Demonstrations or with mail out of Brochure.
This enables flagging of product and enables you ring customer when the product is available at either
lower prices or larger quantity e.g. two for the price of one.

As the next two items are very important they are located at the bottom of each Tab Page

Help Printer Setup
As Microsoft Office is an American Program you may need Change printer configuration to set up for
Australian Paper Sizes and margins

Help Make Backup
Computers are very good but you can never be 100% sure that your computer will not have a hard drive
failure, for this reason it is essential to make a backup on a separate USB drive on a fairly regular basis
to enable the restoration of records if required.
You can always download a replacement of the main program interface, if you lose your customer
records there is sometimes very little which can be done to restore the hard drive, but if the records are
on a separate removal able drive the records can be very easily restored.
Use a removable drive — you never know if somebody could steal your computer, nasty!



Reports

Customers Reports Consultants Update Records Other Contacts Products  Accounts

Sales Reports Customer Contact

Customers Favourite Products Specific Customer Notes

All Notes by Selected Date

Sales Report:
e A variety of Sales Reports by:
e Category, Product Code, Sales Types, All Customers, Specific Customer, etc.
e Prints Report - Displaying last order date of customers currently on mailing list. And provide tick box to
Keep, Remove from mailing list or Delete customer from customer records.
Customer Favorite Product Report:
e Relative to the current brochure - Print or view a report displaying all customers who have asked to be
notified when their favourite products are on special.
Customer Contact:
e Print or view Report:
e Link to Original Contact: e.g. Regular Demonstration, Beauty Spa, Fund Raiser etc.
e Select Customer linked to Hostess.
e Select Customer by Consultant: - used if customers transferred to other consultant in your team.
Specific Customer Notes Report:
e Print or view customer details and notes, very handy for printing relevant notes re;
e Address directions, or other information relevant to demonstration.
All Notes by Selected Date
e Print or view customer details and notes when you are not sure of the customer name



Consultants

Customers Reports Consultants Update Records Other Contacts Products Accounts

XA

Setup - Personal Details Enter Consultant Details

Print - Mini Brochure Labels Consultant List
Frint - Mini Return Address Labels Consultant Mail by Level
Specific Consultant Mail

Personal Details:

e Setup your relevant details: e.g. Product Delivery Details, Mailing Labels,

e Customer Rewards Date, Consolidated Order Date, Invoice Handling Charges, etc.
Print - Mini Brochure Labels:

e Print Mini Brochure labels. - Name and Telephone Number
Print - Mini Return Address Labels:

e Print Mini Return Address labels.
Enter Consultant Details:

e Setup your personal consultant details, and consultants within your team.
e Record consultant training details.
Consultant List:

e Print or view consultant list by level.
Consultant Mail by Level:

e Print Labels or envelopes either: Plain, Print Post, or Post Paid by consultant level.
Consultant Mail by Group:

e Print Labels or envelopes either: Plain, Print Post, or Post Paid by Upline group.
Specific Consultant Mail:

e Print selected consultant envelope either: Plain, Print Post, or Post Paid.
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Update Records

Customers Reports Consultants Update Records Other Contacts Products Accounts

Remove Non Participating Customers

Merge Customers Address to Excel

Remove Non Participating Customers:
e If required all selected Non Participating Customer can be removed from your records.
It is important that non participating customers are removed properly along with any products they
ordered

Merge Customer Address to Excel:

e All relevant records can be converted or backed up to individual Microsoft Excel spreadsheets
Which can be used if required to create a relevant document.
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Other Contacts

Customers Reports Consultants Update Records Other Contacts Products Accounts

Leads, Friends and Contact Details ‘ Print Contact List

Print Labels { Envelop by Group

Print Specific Notes Report ‘

Leads, Friends and Contacts Details

e Record Contact Details — & contact by, Work or Social friend, Club member, Occupation etc.

e Add Contact Notes.

e Find Friend or Other Contact by search.
Specific Notes Report

e Print or view notes entered for Specific Contact.
Print Contact List

Print Specific Envelope

e Print or view All Friends or Other Contacts by selected contact type.

Print Contact Group

e Print Envelope or Labels for all members in selected contact group

Print Specific Envelope
e Print envelope to Specific Contact.
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Products

Customers Reports Consultants Update Records Other Contacts Products  Accounts

¢V INELLCS
1siness Siildep

Edit or Update Products ‘

Edit or Update Products:
e Add additional products from stock on hand, or make up specials packs for particular period of year, for
example, Christmas, Mothers Day, etc.
These additional items will only be available until the next Product Update file.
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Accounts

Customers Reports Consultants Update Records Other Contacts Products  Accounts

Enter Income and Expediture ‘ Report - Income and Expenditure ‘ Host Gifts Report ‘

Account Options ‘ Specific Category Report ‘ Customer Rewards Report ‘

Specific Description Report ‘

Enter Income and Expenditure:
e Enter transaction details: View account balance.
Account Options:
e Edit Account Names.
e Edit Account Descriptions.
e View Chart of Accounts.
e Delete Accounts.
e Edit Payment methods.
Report — Income and Expediture:
e Transaction Summary: within selected period.
e Print or view accounts by Account Types e.g. Assets, Liability, Expenses, etc
e Transaction Detail: within selected period.
Specific Category Report
e Print or view accounts by Account Names: e.g. Photocopying, Postage, Phone, etc
e Specific Transaction: within selected period.
Specific Description Report
e Print or view specific account: e.g. Mobile Phone account
Host Gift Report:
e Print or view Hostess Gifts and Value received by hostess within selected period.
Customer Awards Report:
e Print or view Customer Awards and Value received by customers within selected period.
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Personal Details
Having gone through the basic format of the various menu pages, we will now look at setting up your personal
details and relevant details that may be required throughout the program.

Itis essential to enter these details (Especially Your Details) in order to allow Customer Mailout

Title ’Mrs—v First name: ’MIHI— Last Name: ’W Partner: |Mickey

Address: |18 My Street

Suburb: |Airp0rt West =

State: VIC v Consultant: Yes |« Birthday Iiv

Post Code: ]W Maintaining Consultant: ]ﬁ Birth Month: |7\,
Country: IW Consultant Level: ’T y Age Group Iiv
Home Phone: m ’W Consultant No W

Mobile Phone: [0410111111 Date Joined 2110212002

Work Phone: m ’7

Fax: m ’7 Upline Group | v |

E-Mail: |myemai|@big|ake_c0m

Personal Motes

Enter Surname Watt v Delete Record | New Consultant | Help | L

It is important when entering your details to record your Consultant Level as 0 and then consultants in your
team at the appropriate level under you.

By entering new consultant in your team, if required before they install their own version of the ezymetics
program you can record their customer names and order under the new consultant name and a print their mailing
envelopes or labels for them.

If the new consultant decides that nutrimetics is not a suitable career or part time business for them you can link
those customers back to you or alternative consultant

Also initially all your customers will be serviced by you, but as time progresses you may transfer some
customers to consultants in your team but if that is not successful you can simply link them back to you.

This consultant details section of the program is not intended to record monthly sales figures as this information
is easily obtained through the nutrimetics web site.
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Brochure Stamp and Mini Return Address Labels

While we are on the Personal Details Form, let’s setup a few personal options; starting with your brochure
labels, and mini return address labels. Using a ink stamp gets on my goat, the ink smudges, or not enough ink
on the paid, or even stamping in the wrong place, or upside down, done it all, it can be a real pain, and if you
buy them already printed when you go to use them you can’t find them, or you think you have got enough for
your mail out and oops you run out of labels.

So let’s print our own labels: Simply use the Setup Mini Labels button on the personal details form. You will
only have to do this once, all you need to do is click on the First Name Drop down Button 65 times, there is a
counter at the bottom of form to count the number of times you have entered you name. But be careful on the
number of times you use the drop down button as the counter at the bottom of the form will not count the last
entry until you have actually moved to somewhere else on the form. If you accidentally include too many entries
simply select the right hand column and change to N this then select Clear Labels, only the entries set as N will
be removed.

Manager - [Create Brouchure Mailing Labels]

J Fil= Edit . Wiew Insett Format Records Tools wWindow Help ilﬂ
keep First Mame SBurname  Home FPhone : | B
[+ =]  Mam =] Hadalamb || 93333333 ||21 Today Street . |Hawgoad ||MELE [ w1z ||oood |
w =|. .Mamw. . =] Hadalamb || 93333333 ||21 Today Steet . . |Howgood ' ||MELE [[wic ||oooo |
¥ x| Mam | Hadalamb || 93333333 ||21 Todaw Street Howgood |[HELE | [wIE ||Dooo |
¥ =] Mam =] Hadalamb || 93333333 ||21 Today Steet Howgood || HELE |{[mIE ||oooo |
i ;l b any ;l Hadalamb | 933333323 | 21 Today Strest : Howgood | MELE | VIC | o000 |
[¥ =] Mam =] Hadalamb || 93333333 ||21 Today Street |Howagood ||MELE ||wic__ ||oooo |
¥ =] hary | Hadalamb || 93333333 || 21 Today Strest Howgood |[MELE | [wIc ||ooo |
¥ =] May =] Hadalamb || 93333333 || 21 Today Street Howgood || MELE: | [wA1 ||oooo |
¥ =] hary | Hadalamb || 93333333 || 21 Today Stest Howgood ||[MELE |{[wIE ||oooo |
¥ =] Mam | Hadalamb || 93333333 ||21 Today Steet Howgood |[HELE [[v1E ||ooDo |
LA | GEL | Hadalamb || 93333333 || 21 Today Strest . Howgood ||[HELE | |wiC ||oooa |
¥ =] hary | Hadalamb || 93333333 || 21 Today Strest Howgood |[MELE | [wIc |{oooo |
[* =] Maw =] Hadalamb || 93333333 ||21 Today Sheet | Howgood ||MELE | sz || oooo |
[+ =] Maw =] Hadalamb || 93333333 ||21 Today Sheet |Howgood ||MELE ||wic ||oooo |
[+ =]  Mam =] Hadalamb || 93333333 ||21 Today Street |Hawgoad ||MELE | w1z ||oood |
¥ =] hary | Hadalamb || 93333333 || 21 Today Stest Howgood |[MELE /[ ||oooo |
¥ =] Mam | Hadalamb || 93333333 ||21 Today Steet Howgood |[HELE [[v1E ||ooDo |
LA | GEL | Hadalamb || 93333333 || 21 Today Stest Howgood ||[HELE |[[wIE ||oooo |
¥ =] hary | Hadalamb || 93333333 || 21 Today Strest Howgood |[HELE | [wIc || Dooo |
[+ =] May =] Hadalamb || 93333333 ||21 Today Sheet | Howgood ||MELE | %z ||oooo |
Younow have B9 lskels ke | Clear Labsls | LI
Use: Avery Inkjet Mini Address Label - Label Code JEEET - Label Size: 38.1mm by 21.2 mm
The Avery Mini Address label has BS labels per sheet,  consequently uze the First Mame drop dowvwn armow to enter your details B5S times. :
“'ou will only need o do this ﬁrocedure onCE. Usze Drop Amow on gide of form to increase number of rows EI—" |

This will produce labels suitable for attaching to back of Specials Brochure.
Nothing fancy but at least the person reading the brochure will know whom to contact
the ink wont be smudged, or be to faint to read.
Mary Hadalamb

This form also setups your return address on envelopes and mail labels. 9333 3333
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Customer Rewards Period

As the form suggests it enables you to establish the start date from which you would like to record products
purchased by customers who purchase through the brochure as part of your customer mail out, and as such you
can reward the customers for their loyalty to you.

In establishing the point’s value you are actually DIVIDING the Sale value by the Point’s value.
So don’t make the mistake of offering fewer points when you actually want to decrease the awards value.

Dividing a dollar by the point’s value.

! This may need to be changed yearly or half yearly as reguired.

- Loyalty Start Date | 10104 | [‘New Date | ‘51 llzo@nt’s B 5(5) cents per goﬁar spent by customer.
| _ oint’s = 20 cents per dollar.
 Enter Points Value | 10 | & L | 6 Point’s = 16 cents per dollar.

7 Point’s = 14 cents per dollar.
8 Point’s = 12.5 cents per dollar.

Redemable Value $50.00 9 Point’s = 11 cents per dollar.
Recomended Minimum Points 500 10 Point’s = 10 cents per dollar.
\ - - -
Enter Minimum Points Required 0 Read the attached help in relation to Points Value

Consolidate Order Date

You can keep customer purchase records as long as it suits you, you may have a customer ring you up and ask
you the colour that she selected for an item several years ago, to enable you to give the customer that
information you can filter all products purchased by a specific customer between a specific period.

Erter StartDate | 1/001/02 | Mew Date

IB.

~ Customer Orders will only show dates after the date you set in this form.

| Thiz may need to be changed yearly or half yearly az reguired.

You don’t want to be confronted with all the previous dates when you don’t need them; consequently the
program uses the Start Date as part of several filter factors in different sections of the program,

The Consolidated Order Periods will only display dates after Consolidate Order Start Date,

When you are entering Customer payments the program will only display names of customers who have placed
orders after the Consolidate Orders Start Date, etc.

17



Entering Customer Details

To enter customer details use either the Customer Menu, and select the command button: Details, Orders, and
Host Gifts, or from the Toolbar Menu select Customers\Customer Orders, either will open the Customer Details
form.

Title (Optional) ~ | First Name: |Nerges Last Name: |Jamou yPar‘mer:|
Customer Yes v E Mail List | Yes |+~ e-brochure [Yes |~| Hostess |Yes « @

Mail Address: |24 Ashling Cresant Delivery Address if different to Mail Address
Suburb: |Mead0w Heights v Address: |
State: IVICiv E Post Code: W Suburb: |
Care / Of | y State: ~| Post Code: l—
Mail Centre  [Not Sorted v 0 @
Home Phone: IW lm Mobile: li Birthday:  Birth Month:  Age Range: Skin Type:
WorkPhone: [03 [  Fax |03 [ | Ml v ~ ] v
E-Mail |
Consultant | Watt v @
Original Contact Introduced by: First Contact Date Last Contact Date  Date Adjustment

[ Wedding Make Up  v| B| | _ v B ] 1032014 [0 | #
Notes
Customer ID

64
Firstname Surname D Host

Cus. Details Cus. Orders Host Gifts || Duplicate Records

vl vl v | v
Pragramme Registration Expires on:  15/06/2020 [ v To Do List @®| E2| New Customer | i+

Customers Linked to Other Consultants

Customer Details

The first customers we need to setup are our Hosts because we want to be able to link the customers at the
demonstration with the hostess. The linking of customers to hostess will also enable the printing of a hostess
invoice, which shows all customers who purchased items via the specific hostess and specific demonstration.
The Host invoice displays all customers, their individual orders and amount applicable to that order.

The hostess invoice will assist the hostess in the collection of money due by the customers and confirmation of
orders and the distribution of products. The invoice will also display the delivery date.

And you can include a brief note at the top of the invoice, which may assist you in many ways.

Firnd by Firstname Only customers who have been
Cus. Details | Cus. Orders | Host Gifts ! =1 entered as a Host will have the
option to record Host Gifts

Froduct Update File Beqiztration Expirez on the:  11-Dec-06 E H'}EI

Linking Customers to your Consultant Number

When you enter either the first name or the last name of the new customer, your name should appear as the
consultant, after you have entered consultants in your team through the Consultants menu, you can change who
that customer is serviced by, by simply selecting from the drop down list. Customers that are not linked to your
consultant number will not be available for mailing envelopes, labels or mailing sheets.
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Customer Status

In the Customer field we have the option of (Yes, No, New Lead, Retry and Potential Consultant)
e The customer is a customer, (Yes)
e Does the customer want to be included on the mailing list (Yes or No)
e And is the customer a host (Yes or No)

New Lead and Retry Customers.

New Lead

You have just met a new potential customer; you could write all the details down on a scrap piece of paper or
better still in your diary, but when you go to ring the potential customer you have to find the scrap of paper, or
sort out the details in your diary because you have meet a few new people recently and you are not quite sure
where in your diary you wrote the note, it can be a bit of a nuisance.

Alternatively, enter the potential customer details in the Customer Details section of this program, while the
details are still fresh in your mind.

By selecting this option enables you perform two procedures:
1. It provides you with a separate report that will collate all the new leads into one list rather than having
to look through you diary to find the relevant details.
2. It also creates a form, which enables you to quickly remove New Leads if the person decides not to
either purchase product, or look at the business opportunity, or have a fundraiser, etc.
To enter the new lead details use the Customer Details, Orders, Awards and Gifts form, but instead of accepting
the default value in the Customer field (Yes) select (New Lead). Latter if they do decide to become customers it
is a simple task of changing their status to customers (Yes).

A Retry customer

If a customer has not purchased any items for some considerable time, and you may be considering removing
them from your customer records, but before you remove the customer give then another try.

Select the customer and change their customer status to (Retry), this will enable you to print a report displaying
those particular customers, which may be helpful both in reminding you to give them a call, or to include a
special note in the next brochure mail out.

The Retry Customer list will enable you to delete retry customer easily if they decide they do not wish to be
include on your mailing list, of they do not place an order after a reasonable period of time.

Potential Consultant

Some customers purchase significant quantities of nutrimetics products and often sell through the brochure to
their friends and work colleges, this enables them to both help their friends to obtain nutrimetics products when
they are on special and it also builds up their own customer rewards points.

These customers may like to earn money by selling nutrimetics products as a consultant, by selecting these
customers as potential consultant a separate report is available to view or print of these potential consultants for
you to follow up with.
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Mail Center:

To enable cheaper postage rate, when entering the customer details the option is available to select a mail
postage center, this will print a number on the envelope or label to enable sorting by mail center.

In addition we often hand deliver the brochure or other mail to our customers, to make sorting the mail to be
hand delivered easy, use the mail centre option and select (Personal Delivery) as the mail center.

To simplify sorting, the labels, envelopes, A5 or A4 sheets will automatically print in mail center sequence and
in postcode sequence.

State: m Fost Code: m State: ~  Post
Care/Of | = X
Mail Centre Mot Sorted v 0 ’ Mail Centre Hame Code Ho.

_ Mot Sored 0
IHﬂclumleHFI'the. | 03 ! 03790273 rimbne_ | / pecord: (4] T 0 0] o 10

| /
To change the names of the Mail Centre’s click
If you change the names of the Mail Centers it is important that you leave Not Sorted as Zero

If you do not choice to sort your mail, no number will be printed on the label envelope, etc. The mail will then
be sorted by Postcode only.

Post Codes
To find the post code of a customer address simply double click on the question mark icon

L R s 1 A L L EERAE A

Mail Address: | Address: |
Suburh: | v huirh:
State: w Paost Code: ,— EE Australian Post Codes

Care / Of | Type Suburb required -

You may need to include state eg: (YIC) in brackets Mew Suburb
Mail Centre  [Mot Sorted v 0

There are 14239 suburbs listed in the program, but as new suburbs develop you can enter additional suburbs and
postcodes in the list by clicking on the New Suburb button.

Once a suburb and postcode have been entered and the customer details section closed and reopened, when you
type the same suburb in the suburb field the postcode will be automatically inserted in the postcode field, it is
important to type the suburb the same way each time,

example: East Keilor — Keilor East, or North Melbourne Nth. Melb. consistency is important.

Care / Of:

Sometimes a customer mail address may be related to a Business address, to include the additional address line
use the Care/Of field, this additional line can only be added to A4, A5 Sheets, envelopes or similar items, they
can not be added to labels due to the page layout format required for labels.

Different Delivery Address.

The customer mailing list is linked to the initial customer address on the left hand side of the form, but a
customer may have a different delivery address.

If you enter a different delivery address to mail address — when you print customer or host invoices the delivery
address will be printed on the invoice otherwise the mail address will be printed on the invoice.
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Consultant Field

Consultant I Raye 'lﬂ Mrs Sharon Raye

A customer may become a consultant and you may wish to transfer customers that are friends with that
particular new consultant, to enable you to do this once you have enter the new consultant in the consultant
details section of the ezymetics program, simply click at the bottom of the customers email address, use the drop
down arrow or enter the surname of the new consultant, that customer will automatically be removed from your
mailing list while they are linked to another consultant.

If the new consultant decides not to go ahead in the nutrimetics business you can print a report of customers
linked to other consultants, enabling you to restore those customers back to your customer list. Also if you wish
to find or look up the details of a customer who has been transferred to another consultant in your team, use the
lower lookup arrow to find the required person.

Find by Firstname  Find by Surname Find H

[Cus. Details | | Cus. Qrders | 3 3 v
Product Update Registation Expires on:  25/12/2007 E 4 l_fl_‘
Customers Linked 1o Cther Consultants
Recard: [I4] 1 [» [P1]#] of 160

To Find Customer.

Enter the surname and first name of the required customer and press the enter key,

Or use the drop down arrow to select the required customer, if you have two or more customers with exactly the
same name, use the drop down selector and choose by Customer ID.

Alternatively use the record select arrow at the bottom of the form to select the required customer.

If the customer is a new customer, simply select the [New Customer] button.

Original Demonstration.
Original Contact Irtrocuced By First Contact Date  Last Contact Date  Date Adjustment

Regular Demanstration j ﬂl Seniar Jaan j |23!DBJD5 2308105 | 0 ﬂ ﬂ

Where and when did you first meet this customer?

To keep track of customers by where you first meet them, for example Beauty Spa demonstration, Fund Raiser,
Regular Demonstration use these fields to enable you to print a customer reports by specific demonstration type.
You can also generate your own demonstration types, Color, Household cleaning, Skin Care, etc, simply click
on the note pad icon next to Original Demonstration field.

It is important to select the person who introduced the new customer from the drop down selector, as by using
the selector it links the customers by Customer ID, if you simply type the full name customer who introduced
this customer to you, the customer will not be linked; as such always enter the details of the person who
introduced this person to you first.

First Contact:
Enter the First contact date by double clicking on the field, use the Date Adjustment option if required to back
date the current date.

Using this feature will also assist you in booking further demonstration, ask a customer from that demonstration,
remind them who was with them at the demonstration, suggest possibly an alternative demonstration type.

When was the last contact with this customer?

Double click on the last contact date, adjust the last ¢ i riodically as contact is made with that customer,
this will provide a form listing all customer in ascenuiny uruer of last contact, click on the binoculars to find
customers by last contact date. The person at the top of the list will be the person that you spoke to or had
contact with the longest period ago, and perhaps you should contact them next.
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Customer Notes — Report by last contact.

If you enter notes in the customer details notes field then double click on last contact to activate that date, Then
from the Reports Menu select All Notes by Selected Date this will enable you to print or view notes recorded on
and after the date selected, a very handy function in lots of situations, for example: Delivery details, Directions
on how to travel to customer’s home, or other special information in relation to that customer.

Customer Contact
Use the Reports menu click on Customer Contact, this will enable you to view or print a variety of customer
contact reports.

E

Select Customers by Host

Customer by Last contact
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Birthdays

Birthicday: Birth haonth: Age Range: Skin Type:

I =l =l &

You may wish to send your customers a birthday card or a special gift voucher for their birthday, or offer them a
free skin care facial treatment.

To enable you to print a birthday report and envelopes for specific month, use these fields to record the required
information.

You only require the Birth Month to enable the sorting for the report, but if you want to put the report in
descending order you will need the Birthday. Age Range and Skin Type are optional.

Customer Notes

The customer is the most important part of the business, we know that we are selling great products, but if we
believe that the product is the most import object we are doomed for failure. We need to care about our
customers, to make them special, to treat them in the way in which we like to be treated. We need to build and
maintain customer relationships, without customers we haven’t got a business.

Know your Customer

Don’t just send them another brochure, give them a call, tell them that you were thinking about them, how was
you trip, did your little boy get over the illness, has your skin improved since using particular product, how did
your daughters wedding go?

Get to know your customers, and they will get to know you as a friend whose career or part time job happens to
be having nutrimetics demonstrations. Perhaps they could join your team, because you always seem to enjoy it
so much when you have a demonstration. It looks like fun, not work, you work the hours that best suit your
needs, and you can get a company car to drive as well.

If you have kept some relevant information about the customer in the customer details section, a quick reflection
on those notes before you make the phone call will enable you to reflect on some item within the customers
history that may help you to create the goodwill and harmony between the customer and yourself, which may
assist you in making a demonstration booking.
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Future Orders

We need to know which customers are buying which specific products, by comparing the products specials with
the products order by customers and the date that they last purchased the particular product can give you the
correct time to suggestion to the customer that they might like to purchase the product again while it is on
special.

Use the Reports Menu — Sales Reports — Sales by Specific Product Code, Note - only products that you have
sold to a customer or customers at some time will be available for selection.

Favourite Products

Alternatively rather than looking through the customer history in sales reports — if a customer tells you or has
other wise indicated that they really like a particular product, record the customers favourite products by using
the options Customers Favourite Products .

Favorite Products are entered via the customer order section

Total $111.60

Date Adjustment 0 e J%

Specific Order, Invoice and Payment | Discount Shopping | Favourite Products | Customer Rewards | Select Brochure Period |ﬂﬂ
4 | 111l | »
Delete Selected Orders | Select Order Filter Date | Effective Filter Date”  15/01/2004  Download Product file

Invoice Note: |

Td Increase Your Business  Don't Forget to Add items to Customer Favourite Products, then view Favourite Product Beport with each change in Brochure

Firstname Surname D Host

Cus. Details | Cus. Orders | Host Gifts || Duplicate Records |

vl | o [ ~ | -
Prograrnme Registration Expires on: 15/06/2020 i v To Do List ﬂ @ New Customer | i+ |

Customers Linked 1o Other Consultants

Use the drop down selector to record the required product and enter Last Order Date

Enter items that customer has asked to be notified if the selected item becomes available at special price or special offer.

| To View the Customer Favouriite Product Report with each change in Brocure Period.

Select the current Brochure Period in Customer Orders

Close the Customer Details form Select Tab Page Reports - then Select Customer Favourite Products

K.eep ar Optional
Delete Product Categon Lazt Order D ate
K |« 1001ED|..  Mini &ctive Hand Créme 50 ml | Active 12/02/204

K L e

Products are linked by product by product name and category with each change in brochure update when that
product is on special it will appear in the Reports section — Customer Favorite Products report linked to the
customer name

Simply notify them and you should have an instant sale that product and possibly other products
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To Enter Customer Orders.

Use the Customer Menu — Details, Orders and Host Gifts — Cus. Orders

The essential thing to remember when using this section of the program is that we are not creating a simple
invoice that records one or more items purchased by a customer on a specific day.

We are creating a more complex recording and reporting system to accept the following situations:

Customers who purchase on several occasions.

Customer may purchase at a variety of locations, e.g.: various demonstrations held by different host, or
may host their own demonstration, or purchase from the catalogue by phone order.

Items purchased by customer may be on back order.

Tracks Customer Rewards —as part of your customer mail out:

Link the customer purchase to a specific host and demonstration; this will enable calculation of hostess
benefits.

Sorting products sold and at specific types of demonstration, Regular Demonstration, Beauty Spa,
Catalogue Sale, and Fund Raiser. This will show the amount sold through each sales type enabling you
to evaluate the cost effectiveness of your customer mail-out, or fund raising expenses, etc.

Enable the removal of an item or items if the customer returns the product or decides not to purchase
product for some reason.

Collation of all products sold over a specific period — to enable easy online ordering.

Sorted report of all products sold over a specific period and to whom the product was sold.

Report of customer purchase on specific date, will enable specific customer invoice to be printed.

Report of all customers purchasing at specific demonstration, this will enable host invoices to be printed.
Filter specific order to enable customer payments to be recorded.
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Product Period

As we know nutrimetics changes the specials brochure monthly and in addition we have the cross over days and
the early bird days to consider. By using the product update file, which can be received either as an e-mail
attachment or through regular mail service, keeps the product range within the program up to date, and makes
selection of the required products very easy.

Date Adjustment 0 v B Read Me = Total 5111.60
Specific Order, Invoice and Payment | Discount Shopping | Favourite Products | Customer Reward Select Brochure Period | ﬂ
a N | >
Delete Selected Orders | Select Order Filter Date | Effective Filter Date:  15/01/2 Download Product file

Invoice Note: |

Td Increase Your Business  Don't Forget to Add items to Customer Favourite Products, then vi

avourite Product Report with eaclfchange in Brochure

Firstname urname D Hos,

Cus. Details | Cus. Orders | Host Gifts || Duplicate Records |

E@ NewCustomer| [+ |

Programme Registration Expires on:  15/06/2020

Customers Linked to Other Consultants

Prior to selecting any particular customer order, you should sele
customer order form, as after you have selected the brochure p
then re-open again at the first customer in your record, you
order from the selected brochure.
If you did not receive an email to inform you that the lategf product file was available and it well past the 16" of
month, click on the Download Product File

Customer Order Fields
Lets look at how we use the various entry fields on the customer order form

the Brochure period on the bottom of the
iod the customer order section will close and
en select the required customer and enter their

Orders for: . Carmen Abbott Brochure: EEB/CO Shine this Summer - Top Tips
Host: Carmen Abbott Regular Demonstration 12/05/05 =
AR Keep Hostess Sale Drate o
Delete Plamme Type =old Gty Code Range Product Mame Unit Price
& -k - | Abkott  -|1 -] 120805 18153~ | Baotanicals Green Tea Range Face Hydrator 60 ml -] #sm
& = |K =] Abbott -4 | 120805 4 18150 - | Botanicals Green Tea Range Body Lotion 150 m | #eod
& = |K =] apbott =1 | 120805 1 18011 = | Botanicals Range - Cleanser Toner Grapefruit Crush 175 ml ~| #0oo
& - |K - Abhott -] -] 120805 1 151679 - | Clear Range Clean and Clear Skin Set -] #s6.00

A/B Available or Back Order: The default setting is A - (Available) if when you place order to nutrimetics you
find he product is on back order, you may wish to produce a report of customers with items on back order.
Reselect the customer and the item ordered, use the drop down arrow to select B, (Back Order), this will display
a new field where you can insert the back order reference number supplied by nutrimetics.

Keep Delete: the default setting is to keep the order, normally you not have to change the keep Delete field
unless you entered a product to be purchased by the customer, the order total would be effected, if for some
reason the customer decided shortly afterwards not to purchase that product you would need to remove that item
from the order.

Simply change the field to D for Delete, and then select the Delete Selected Orders button.

This will close the Customer Order form, remove the selected item or items, and then return to the customer
details form. If you want to continue editing or adding details to that customer you will need reselect that
customer in the find customer field (Enter Surname at bottom of form).
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It is essential that there is only one blank line at bottom of order form, and that all orders contain: Date, Qty,
Code, Range, Product Name, Unit Price, Bonus Value, Special Offer and GST, if any section is left blank errors
can occur in various reports. Read the Read Me in the Order Details section.

Date Adjustment R E,'?| Read M.;/ (= | To

Specific Order, Invoice and Payment | Discount Shopping | Favourite Products |

Hostess Name: to enable the printing of a host invoice, which will have all the customers who purchased items
at that specific demonstration referenced by date, this will enable the host to collect any order money due, and
although the customer orders will be packaged accordingly it will confirm if required that the customers receive
the products they ordered.

It will also enable a report of customers associated with specific host, when you make a call to the host at a
future date to ask if he or she would like another demonstration, you can reflect on the customers who where at
the previous demonstration.

Sale Type: To enable us to filter and create a report on the amount of product sold through specific sales types,
we need to use the drop down selector arrow to select the sales type, alternatively we can enter the sales type
number e.g. 1 Regular Demonstration, 2 Catalogue sale, 3 Beauty Spa, 4 Facial, and 5 Fun Raiser.

B Enter

To add to the sales types simply
select the Sales Type button

Enter Hew Type |F|egular Demonsztration

Record: I4| 1 || 1 [k |H |He| .:.
i 2 Do not change the second type —

Date Adjustrment .. .
: 0] B | Catalogue Sale as this item is used to

Specific Order, Invoice and Payment | Delete Selected urder3| filter products purchased in regard to
Customer Rewards Program

Date Sold: the date the customer purchased the particular item.

Ensure that the date format on your computer is set as the Australian Date system as explained earlier.

If you double click on the date field the current date should automatically be inserted.

If you wish to alter the date to a previous date, for example you know you did the demonstration or took the
order two days ago, use the Date Adjustment to subtract the number of days from the current date when you
double click on the Date field.

Qty: Quantity, the amount of a particular product that the customer requires to purchase

1 11 SSd Botanicalz Green Tea Range Face Hydrator B0 mi ;I F6.00
1 11 SDJ Botanicalz Green Tea REange Body Lotion 150 mi ;I $6.00
1 15011 d Botanicalz Range - Cleanser Toner Grapefrut Crush 175 mil ;I F10.00
1 151679 - | Clear Range Clean and Clear Skin Set -] #8800

We have several options at this point on selecting the product that the customer requires

Code: Simply enter the product code. You will usually find that you need to only enter part of the product code
and the program will make a suggestion to possible product, if the first suggestion is not correct simply keep
entering product code numbers. If you enter a product code and the Range and Product Name do not enter
automatically — please recheck the product code that you entered with a current nutrimetics order form or
brochure. Be aware that the item may be entered several times with different prices depending on the brochure
and the specials deal, as such check the price as you enter each item, the cheapest price should always appear
first when you enter the code.

Alternatively if you are not sure of the product code number you can use the Drop down arrow next to Product
Code to search and select the required product. Or enter the name of the product in the Product Name column,
or use the drop down arrow to select the product name.
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If you want to make specials packs example: from accumulated products on your shelve, you can also add
these through the update product form. Use the update product form from the Update records menu to add the
product to the product list. These special pack will only be available until the next product update file.

To record the value of previous orders (purchased prior to using this program): Select the Sale Type as
Catalogue Sale, record the date to which those orders apply, enter the quantity as 1, then use the product code
AP (Accumulated Rewards Points) then enter the total value of those previous orders.

Ensure that if you are entering previous rewards points, do not use the same date that the customer places an
new order, other the amount rewarded will be added to the new invoice for that date.

To claim rewards points: select Rewards Redemption as the Sale Type, enter the Date, and Quantity as 1, then
use the Product code CR to Credit Redemption, before you press the Tab Key or Enter key, click on the
Product Name field, this will enable you to record the item that is being claimed by the customer at no charge.

To complete this procedure you must also record that item through the Customer Rewards Program \ Record
Customer Award. Other wise you will not be deducting the rewards claimed from the customers total rewards
points.

Setup Rewards Option

Record Customer Award \4

Rewards Report

Awards Received

Bonus Points Awarded

EH.

This will allow you show on the invoice that the customer is receiving an item or items at no price, and when
you print the customer rewards report it will display the points accumulated minus the points and items claimed.
The rewards report can be printed either as full report or an abbreviate report
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Price: is an automatic field, but if you decide to alter the price of the product yourself, to offer a special
customer a particular product at a reduced price, simply select the particular product price field and alter the
price accordingly.

Total: Is the value of all the items purchased by the customer from the first order date to the current time. When
entering the customer orders the total will not change until another row within the form is selected or the order
is completed.

Demonstration Orders

If you are entering orders from a demonstration and you have new customers to include in your records, it is
best if you enter all the customers at that show in the details section of the program first, before entering any
purchases.

Ensure that the required brochure period is active, open any customer order section and check the brochure
period (top right hand side) if necessary change the brochure period.

Entering Customer Orders.

Having selected the required customer, select the Host Name if applicable, the Sale Type, and enter the Date
sold; The Host name, Sale type and Date sold should also appear below the customer name, these details will
remain active while the order details form is active.

Then click on the Qty field, the default value for the quantity amount is set as 1, each time you enter or click on
the quantity field the program will automatically enter the value 1, naturally you can alter the quantity amount if
required. Having accepted or entered a different quantity press the Tab key again and enter the Product Code,
when you enter the product code the item and price will automatically be entered into their respective fields.

You should check the price of the entered product is correct for that order as quite often the product will be
available with different prices as per the monthly brochure, the cheapest price will appear first, if it is not the
correct price as per the customer order use the drop down arrow along side product code, the same product with
different prices will be grouped together and will be the first items that appear in the drop down list,
alternatively you can alter the price of the product manually if required.

After you have entered the product code and checked the price, press the Tab key again twice, this will bring
you back to the quantity field again.

On activating the quantity field the program will also automatically enter the Host name, Sale type, and Date in
their respective fields on that row, the quantity will automatically be 1, which you can either except or alter,
then press tab again and enter the required product code.

Having entered the last item required for that particular customer press the tab key only once.

While either the Qty or Product Field are selected you cannot change to another customer, this is to prevent you
accidentally overwriting details on the first of the newly selected customer, you must complete the order first
and either press the Enter key or the Tab key
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If you select another customer who was at the same demonstration, the Host name, Demonstration type and
Date will still be active, simply select the Qty field and Host name, Demonstration type and date will enter
automatically, then simply proceed with the order as normal, this is the reason why you enter the customer
details for all the customers at a particular demonstration before placing the orders for those customers, it makes
linking the customer orders to the host much quicker and very easy.

If you select another customer who was at a different demonstration but the same date simply change the host
name, if the customer purchased from the brochure simply delete the host name.

If you make a mistake and press the tab key more times than required, simply select the Keep Delete drop down
and then use the Delete Selected Orders - located at bottom of customer odes form.

Orders foit Mrs. Noelene Buijs
Host: 16th February to 31st March

Bonus  Line Special @

A :IZ?e HP?J?;SeS ?’3;;2 DS?IZ Ey ek FETER FRECENENE Value  Total  Offer =
Al v Buijs|« | 1« | 11/08/2005 2 18441 . Special Jasmin & Ylang Ylang Hand Créi . $5.45 $12.00 1 $0.
Al K v Buijs|~ | 1|+~ 11/08/2005 1 13044« |Classic Eye Pencils Charcol $13.00 $11.82 $13.00 1 $1.
Al K o Buijs |« | 1/« | 11/08/12005 1 18011 « Botanicals Range - Cleanser Toner Grapefruit Crush 175 ml ~ | $10.00 $9.09 $10.00 1 $0.
Al K v w| 2|+ 29/09/2005 2 13340« |Mascara Curvy Lash Black ~| %1000 $9.09 $20.00 1 50.
Al K w | 2|+ 10/04/2006 2 18017 - Botanicals Range - Cleanser Toner Citrus and Grape | $19.90 $18.09 $39.80 1 $1.
Al K w| 2|w 10/04/2006 2 18110 «- Botanicals Range - Moisturising Bo Lime Fresh 15 v $5.90 $5.36 51180 1 $0.
Al K v ) v w W $0.00 0 50.

Date Adjustment 0 [+

Read Me (=) Total £106.60
Specific Order, Invoice and Pa

ent | Discount Shopping | Favourite Products | Customer Rewards | Select Brochure Period |ﬂﬂ
4 /I 1Ll | »
Delete Selected Hders | Select Order Filter Date | Effective Filter Date:  1,01/2003 Download Product file

Invoice Note: |

To Increase Your Buzsiness  Don't Forget to Add items to Customer Favourite Products, then view Favourite Product Report with each change in Brochure

Firstname Surname D Host
Cus. Details | Cus. Orders | Host Gifts || v| |Buijs Moelene v Duplicate Records
Pragramrme Registration Expires on:  15/06/2020 s To DD List New Customer | e

Customers Linked to Other Consultants

As this is very important | will repeat it again - It is essential that there is only one blank line at bottom of
order form, and that all orders contain: Date, Qty, Code, Range, Product Name, Unit Price, Bonus Value,
Special Offer and GST, if any section is left blank errors can occur in various reports. Please read the Read Me in
the Order Details section. It is not necessary to have a Host name.

Date Adjustment 0 ol &y E"| Read Me « | (= | To

Specific Order, Invoice and Payment | Discount Shopping | Favourite Products
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Order Filter
If a customer a customer has been ordering a lot of products regularly, their order details section may require
scrolling down to put in new orders.

Orders for:  Clara Dimech

Host: 16th September - 31st October =
AB Keep Hostess Sale Date Unit Bonus  Line Special
Delete MName Type Sold oy ik FETEE FHULIE e Price Value  Total Offer
Al K| | 2|« BI0T/2004 A1 14887 - Special Magic Lipsticks Green Wonder $8.50 $7.73 $8.50 1
Alv | K|w ~| 2|\ | 8/07/2004 1 14886 . Special Magic Lipsticks Orange Bluff $350 §773 $8.50 1
Alv | K|w w | 2] | 14/08/2004 1 14255/, |Classics Nails Boronia ~| $19.50 §17.73 $19.50 1
Alv | K|w w| 2] | 14/08/2004 1 14605+ | Glossy Shine Lip Lacquer Pink Sorbet ~| $28.00 $2545 $28.00 1
Alv | K|w w| 2] | 14/08/2004 1 14609+ Glossy Shine Lip Lacquer Cherry Red ~| $28.00 $2545 $28.00 1
Al K| | 2| 12/09/2004 1 18283 - Fragrance Rose & Waterlily Rose & Waterlily Soap Set ~| $10.00 $9.09 $10.00 1 =
Alv | K|w w| 2|+ 12/09/2004 1 114471 - |Classics Créme Lipstick Fantasy w $9.90  §9.00 $9.90 1
Al K| | 2| 12/09/2004 1 14907 -~ Botanicals Range Green Apple Juicy Lips Balm 15r « $8.50 $7.73 $8.50 1
Alv K| ~ | 2| | 12/09/2004 1 14906 - |Botanicals Range Mango Juicy Lips Balm 15ml ~ $8.50 $V.73 $8.50 1
Al K| | 2| 12/09/2004 1 151448/ |Fragrance Rose & Waterlily Rose & Waterlily Set | $5950 $54.09 $5950 1
Al K| | 2| 12/09/2004 1 18112 - Botanicals Range - Moisturising Bo Dewberry 150 ml Body Lotion - $6.00 $5.45 $6.00 1
Al K| | 2| 12/09/2004 1 18013 -~ Botanicals Range - Shower Gel Dewberry 200 ml Shower Gel | $10.00 $9.09 $10.00 1
Al K| | 2| 231172004 1 1686/« Fragrance Khantor Eau de Parfum | $59.00 $53.64 $59.00 1
Al K| | 2| 231172004 1 151480/ | Xmas Special Make-Up Set & Free Mirrored Bat~-| $59.90 $54.45 $59.90 1 ‘B
Al K| | 2| 231172004 1 12006 -~ Foundation Perfect Radiance Oil Fri Honey w $0.00 $0.00 5000 1
Al K| w | 2/w | 23M1/2004 A1 13342 .. Mascara Curvy Lash Brown w $0.00 50.00 $0.00 1
Al K| | 2| 8I04/2005 1 1688/« Fragrance Khantor Shimmering Bath Oil 15+ | $29.90 $27.18 $29.90 1
Date Adjustment 0 v = Read Me B Total $498.00
Specific Order, Invoice and Payment | Discount Shopping | Favourite Products | Customer Rewards | Select Brochure Period | 1+ + | |
4 m | 3
Delete Selected Orders | Select Order Filter Date | Effective Filter Date  1/01/2003  Download Product file
Invoice Note: |
To Increase Your Business  Don't Forget to Add items to Cust F. ite Products. then view Favourite Product Report with each change in Brochure
Firstname Surname D Host
Cus. Details | Cus. Orders | | o] [Buig Duplicate Records
Programme Registration Expires an:  15/06/2020 i) To DD List EH| New Customer | e«
Customers Linked to Other Conayltants
To overcome this use the Select Order Details Filter Date command
This will open the Date filter option
N R ezymetics
7-“3/ & Home Create External Data Database Tools (7] X
ua (Orders for:  Clara Dimech
Host: 16th September - 31st October |53
AB Keep Host Sale  Dat Unit B Line  Special
Kooh osess S O oy cose e B e
Al K| ~ | 2/~ B8i07/2004 1 14887 - Special Magic Lipsticks Green Wonder $8.50 $7.73 $850 1
Al | Klw ~ | 2/~ B8i07/2004 1 14886 -~ Special Magic Lipsticks Orange Bluff ~ $8.50 $7.73 $8.50 1
AIK[ v| 2[v] 140812004 1 14255 ]Classics Nails Boronia | $19.50 81773 §1950 1
Al Kl v | 2\ 14/08/2004 1 14605 «» Glossy Shine Lip Lacquer Pink Sorbet ~ 52800 %2545 $2800 1
Al | K|w ~ | 2w 14/08/2004 1 14609~ Glossy Shine Lip Lacquer Cherry Red ~ 52800 $2545 $28.00 1
Alv |Klw v | 2w 12/09/2004 1 18283« Fragrance Rose & Waterlily Rose & Waterlily Soap Set ~  §10.00 $9.09 $1000 1 E |
ARIKE <] 2[v]12/09/2004 1  114471|<|Classics Créme Lipstick Fantasy | 5300 $900 5990 1
Al | K|w v | 2\ 12/09/2004 1 14907 - Botanicals Range Green Apple Juicy Lips Balm 151~ $8.50 $7.73 $850 1
Alv |K|w v | 2w 12/09/2004 1 14906 -~ Botanicals Range Mango Juicy Lips Balm 15ml ~ $8.50 $7.73 $8.50 1
AIK[ | 2[v] 120912004 1  151448[<|Fragrance Rose & Waterlily Rose & Waterlily Set L $59.50 $54.09  $5950 1
Al Kl v | 2\ 12/09/2004 1 18112 « Botanicals Range - Moisturising Bo Dewberry 150 ml Body Lotion $6.00 $5.45 $6.00 1
o Alv | K|w | 2w 121092004 1 18013/~ Botanicals Range - Shower Gel Dewberry 200 ml Shower Gel | §10.00 $9.08 $1000 1
5 i 2ll 230008 1 1686/ | Fragrance Knantor Eau de Parfum L $59.00 55364  $59.00 1
= ||| Select Filter Date 90/ | Xmas Special Make-Up Set & Free Mirrored Bar~| $50.00 $5445  $50.00 1 L
.?'Eu Clara  Dimech 06~ | Foundation Perfect Radiance Oil Fr« Honey ~  §000 5000 5000 1
E' Select Date: = Fiefresh | |42/~ Mascara Curvy Lash Brown ~ | 80.00 $0.00 $0.00 1
3 ™ 2170472008 T 88« Fragrance Khantor Shimmering Bath Oil 15| $29.90 $27.18 52090 1
15
231172004 ]
12/09/2004 t - Total $498.00
e | s ] et
£A17/2004 ¢ and Payment | Discount Shopping | Favourite Products | Customer Rewards | Select Brochure Period | +| ¥|
4 m | »
Delete Selected Orders ‘ Select Order Filter Date ‘ Effective Filter Date: 1/01/2003 Download Product file
Invoice Note: ‘
To Increase Your Business  Don't Forget to Add items to Customer Favourite Products. then view Favourite Product Report with each change in Brochure
Firstname Sumame D Host
Cus. Details ‘ Cus. Orders | [ | [Buiis Noelene 7] <l | - Duplicate Records
Pragramme Registration Expires on:  15/06/2020 & O] _ToDoList | @| F8| NewCustomer | ¢
Customers Linked to Other Consultants
Record: W 4[207183 | b M b [ [searcn

Simply select the first date that you want to show records from and click the refresh option and the previous
records will not be displayed, the records are not deleted and can be re-displayed if required simply by
reselecting the required earlier date
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ezymetics

& Home  Create External Data  Database Tools
» .
—1| |odersfor: Clara Dimech
Host: 16th September - 31st October
AB Keep Hostess Sale Date Unit Bonus  Line Special o
Delete Mame  Type  Sold &y e IR Product Name Price Walue  Total  Offer e
A K 21i04/2008 1 3214 . Health Care Matol Km 846 ml z‘ $3950 $3591 $3950 1 $3.
A K 21i04/2008 1 1111+ | Mutrimetics Apricot Body Dew 200 ml zl $33.00 $30.00 $3300 1 $3
A K 21i04/2008 1 10954 | Apricot Apricot Milky Body Lotion 200ml ZI $24.00 %$21.82 $2400 1 52,
AlwlK >l $0.00 0 50
o
=
£
=
2
b
o
H
2 s
Date Adjustment [ g . =B Read Me &= Total $96.50
Specific Order, Invoice and Payment | Discount Shopping | Favourite Pmductsl Customer Rewards | Select Brochure Period | + +
4 [ m ] »
Delete Selected Orders | | Seiect Order Fiter Date | Effective Fiter Date  91/04/2008  Download Product fle
Invoice Note: |
Td Increase Your Business  Don't Forget to Add items to Customer Favourite Products. then view Favourite Product Report with each change in Brochure
Firstname Surname ID Host
Cus. Details | Cus. Orders | | Buijs MNoslene | [ Duplicate Records
Programme Registration Expires on:  15/06/2020 . To Do List | @| B3| New Customer | e
Customers Linked to Other Consuliants
Record: 4 420f183 | b M b= | i o Fiker |[Search
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Consolidated Order

The consolidated order function filters all the orders that have been placed within the ezymetics progra; it then
selects the orders placed between and including the dates you select.

It filters and collates all the selected products to display the number of each specific products required by
customers during the selected period. This will allow you to print a report prior to placing your order to
nutrimetics.

When you select Consolidate Orders from the Customer Menu, three options will be provided those being:
Customer Orders, Customer Awards and Host Gifts; as the three options are not linked into one consolidated
order but are separate reports, before placing your order to nutrimetics | would suggest that you print or view
each of these options.

ES Conszolidation Options |

Customer Orders E

Customer Awards

Host Gifts [+

When you open the consolidate order Select Order First Date form, the dates of the previous consolidated order
will be displayed. To avoid including items that have been ordered previously you must select a Start Date latter
than the Previous End Date.

& Select Order First Date | i H Select Order End Date E

 Previous EndDate  12/03/03 Start Diate 1/09/03
Start D ate I 109403 j

End D ate I 12/09/03 -
End Date _—

Hy Open Conzolhidated Order

Select End Date

Either enter the date required or use the drop down arrow to select the consolidated order period.

In addition to the Consolidated Order Report you can print or view the Customer Order Report by Period; this
may help you pack your orders for delivery rather than printing individual customer invoices, or a Hostess
Invoice.

I have enclosed an example on the following page of the Consolidated Order Report,

You will notice on the Consolidated Order Report, that there are two empty squares next to the quantity
required, those boxes are provided to enable you to adjust the quantities required, as you may have product in
your personal stock which can be used as part of the order.
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Consolidated Order Details for period

Code Orderd By Oty Range

184105 Jos e Meyepa 2 Body Care

2041105 Justine Knot 1 Body Care

2441005 Catherine Bressan 1 Body Care

304105 Sue Warchent 3 Body Care

301105  Gina Raich 2 Body Care

[ 1085 [ou:| 9 |- =L ]
241105 Caherine Bressan 1 Forhen

[ 115 |Qw:| 1 |- =L |
1841105 Jos e Mevepa E Clazsics Mostunising Lipsticks
| 4M2 |Qu:| 6 |- = |
2041105 Colleen Faruiga 1 Bdanicals Range - Lip Balm
[ 4905 |Qu:| 1 |- =L |
204105 Colleen Farruiga 1 Baanicals Range - Lip Balm
[ 14906 [Qu:| 1 |- =L ]
1841005 Jodle Meyepa 1 Skin Care

04105 Gira Raich 1 Skin Care

3041005 Kina Zuin 1 SkinCare

| 150168 | Qty:| 3 |- =L
1aA105 JodleMeyepa 1 Clazsics Mosturising Lipsticks
[ 151351 |Qty:| 1 |- =L
2041005 Collesn Faruigs 1 Specid

[ 151496 | Qty:| 1 |- =L
290105 Katring Ywurm 1 Mutri-Rich

| 151519 |Qu:| 1 |- =L
2948105 Megan Sda 1 Specid

29111005 Sue Van Evie 1 Specid

[ 151557 |Qty:| 2 |- =L
110105 Ay Bickerdyke 1 Apricdt Range

[ 15100 |Qu:| 1 |- =L

Wednesday, 22 February 2006

11/11/05 until 30/11/05

Product

Hand & Ml Tresgtment Créme 100 ml
Hand & Mal Tresgtment Créme 100 ml
Hand & Mail Trestment Créme 100 ml
Hand & Ml Tregtment Créme 100 ml
Hand & Mail Tregment Créme 100 ml
Sub T ozl

For Men After Share Balm 100 ml

Sub T atal
Mink - Mawsy Blue Case

Sub T atal
Juicy Lips Bam Plum 15ml

Sub T atal
Juicy Lips Bam Mango 15ml

Sulb T atal
M ukri-hefoist
Mukri-hdoist
Mukri-doist

Sub Total
Color Caddy

Sub Total

Lip, Exe and Mail Colow Sat + Free Bag
Suk Totsl

Mutri-Rich Sat plus Free God Gift Bio:
Sub Totsl

Green Tea Skincare Set & Free Bag
Green Tea Skincare =4 & Free Bag

Sub Total

Aurict Set plus Free Backpack
Sub Totsl
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Fa4.00

$17.00

$89.70

F220

3450

$14 .00

Fooo

$36.90

$69.90

Fra.a0

F47.50

Price

600
F&.00
600
fe00
F&00

1700

$14.95

550

Faa0

F47.00
F47.00
H47.00

Fao0

$36.90

$69.90

$39.80
$39.90

$47.50
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To print customer invoices.

From the customer order section - select the Specific Order Invoice and Payment option.

\= Y = Enter Customer Details, Orders, Customer Awards, and Host Gifts. - ezymetics —
Home  Create  External Data  Database Tools (2]
»
— rders for: ~ Clara Dimech
jost: 16th September - 31st October =
AB  Keep Hostess Sale Date Unit Bonus  Line Special
Delete Name Type Sold ®h ek TEE FIELLEIENE Price Value  Total Offer
A K s ~| 2w 8/07i2004 1 14887 . | Special Magic Lipsticks Green Wonder $8.50 $7.73 $850 1
Al Kw | 2/ 8/07i2004 1 14886+ Special Magic Lipsticks Orange Bluff ~ $8.50 $7.73 $8.50 1
Al K v ~ | 2w 14108/2004 1 14255 . |Classics Nails Boronia ~| $1950 $1773 $1950 1
A Klw w| 2w 14/08/2004 1 14805/ | Glossy Shine Lip Lacquer Pink Sorbet v| $28.00 $2545 528.00 1
A Kiw w2 .| 14/08/2004 1 14609  Glossy Shine Lip Lacquer Cherry Red w| $2800 $2545 $28.00 1
Al K| ~ 20w 12109/2004 1 18283 . |Fragrance Rose & Waterlily Rose & Waterlily Soap Set ~| $10.00  $9.09 §10.00 1 =
AlK v v 2w |12/09/2004 1 114471/« |Classics Créme Lipstick Fantasy ~ $9.90 $9.00 $990 1
Al K ~v | 2w 12109/2004 1 14907 .- Botanicals Range Green Apple Juicy Lips Balm 151 $850 773 $8.50 1
Alv v v 2w |12/09/2004 1 14906 - Botanicals Range Mango Juicy Lips Balm 15ml ~ $8.50 $773 $850 1
Al Kl ~v 2)w|12/09/2004 1 151448~ Fragrance Rose & Waterlily Rose & Waterlily Set ~| $59.50 $54.09 $59.50 1
Al v v | 2w |12/109/2004 1 18112 - Botanicals Range - Moisturising Bo Dewberry 150 ml Body Lotion v $6.00 $545 $600 1
o Al Kl ~v | 2w 12109/2004 1 18013 .- Botanicals Range - Shower Gel Dewberry 200 ml Shower Gel  ~| §10.00 $9.09 §10.00 1
E Alv K w2+ |23M112004 1 1686 - Fragrance Khantor Eau de Parfum w| $59.00 $5364 $59.00 1
= Alv K w2/ | 23112004 1 151490~ Xmas Special Make-Up Set & Free Mirrored Bag~ | $59.90 §54.45 $59.90 1 ‘mt
'.'..% Alv K ~ | 2+ |23M11/2004 1 12006 - Foundation Perfect Radiance Qil Fre Honey v $0.00 $0.00 $0.00 1
E‘ Alv K ~v | 20w | 231112004 1 13342~ Mascara Curvy Lash Brown ~ $0.00 $0.00 $0.00 1
g Alv K|V w | 2| 8/04/2005 1 1688 - Fragrance Khantor Shimmering Bath il 15+ $29.90 $27.18 $29.90 1
Date Adjustment [ o [o] i | B Read Me @ Total $498.00
Specific Order, Invoice and Payment ‘ Discount Shopping ‘ Favourite Products | Customer Rewards | Select Brochure Period | + |+ L
4 I ] 3
Delete Selected Orders ‘ Select Order Filter Date ‘ Effective Filter Date:  g/07/2004 Download Product file
Invoice Note: |
Td Increase Your Business Don't Forget to Add items to Customer Favourite Products. then view Favourite Product Report with each change in Brochure
Firstname Surname ID Host
Cus. Details ‘ Cus. Orders ‘ [ | [Buijs MNoelene [+ [ =1 [ - Duplicate Records
Programme Registration Expires on:  15/08/2020 > To Do List ‘ @| E| New Cusmmer% e
Customers Linked to Other Cansultants getupbiawCustomeghetalls
Record: M4 4 20f183  » M b | @ [ searcn
AN A . ) =
| 1= ) = ezymetics
2/ ® tHome Create  ExtemalData  DatabaseTools @ - = x
» ]
— | |Ordersfor: Clara Dimech
Host: 16th September - 31st October =
AB Keep Hostess Sale Date Unit Bonus  Line Special
Delete Name Type Sold ®h ek TEE FIELLEIENE Price Value  Total Offer
Als [ Klw ~| 2w+ 8/07/2004 1 14887 | Special Magic Lipsticks Green Wonder $5.50 $7.73 $850 1
Alv [Klw | 2/ 8/07i2004 1 14886+ Special Magic Lipsticks Orange Bluff ~ $8.50 $7.73 $8.50 1
Alv | K|w ~ | 2w | 14/08/2004 1 14255| . | Classics Nails Boronia ~| $1950 $17.73 51950 1
Alv [Klw w| 2w 14/08/2004 1 14805/ | Glossy Shine Lip Lacquer Pink Sorbet v| $28.00 $2545 528.00 1
Als [ Klw ~| 2w 14/08/2004 1 14609 | Glossy Shine Lip Lacquer Cherry Red | 52800 %2545 52800 1
Alv [Klw | 2w 12/09/2004 1 18283« Fragrance Rose & Waterlily Rose & Waterlily Soap Set | $10.00 $9.09 10,00 1 =
Alv Klw v 2w |12/09/2004 1 114471/« |Classics Créme Lipstick Fantasy ~ $9.90 $9.00 $990 1
Alv [Klw | 2w 12/09/2004 1 14907 . Botanicals Range Green Apple Juicy Lips Balm 151« $8.50 $7.73 $8.50 1
Alv Klw v 2w |12/09/2004 1 14906 - Botanicals Range Mango Juicy Lips Balm 15ml ~ $8.50 $773 $850 1
Al Kl w20+ | 12/09/2004 1 151448~ Fragrance Rose & Waterlily Rose & Waterlily Set ~| $5950 $54.09 $5950 1
Alv Klw v 2w |12/09/2004 1 18112 - Botanicals Range - Moisturising Bo Dewberry 150 ml Body Lotion ~ $6.00 $545 $600 1
o Al Kl ~v | 2w 12109/2004 1 18013 .- Botanicals Range - Shower Gel Dewberry 200 ml Shower Gel  ~| §10.00 $9.09 §10.00 1
E Alv Klw v 223112004 1 1686 « Fragrance Khantor Eau de Parfum w| $5900 $5364 $59.00 1
= Al Kl w2/ | 23112004 1 151490~ Xmas Special Make-Up Set & Free Mirrored Bag~ | $59.90 §54.45 $59.90 1 ‘mt
'.E Alv Klw v 223112004 1 12006 + Foundation Perfect Radiance Oil Fri Honey v $0.00 $0.00 $000 1
2 #2 .- Mascara Curvy Lash Brown ~ $0.00 $0.00 $0.00 1
= ||| Select Order Date
g 8 . |Fragrance Khantor Shimmering Bath il 15« $29.90 $27.18 $29.90 1
Select Date Clara Dimech
[y ‘ || F| readme | & Total 5498.00
21/04/2008 3 . ; .
U arnamn0s Discount Shopping ‘ Favourite Products | Customer Rewards | Select Brochure Period | + |+ L
231112004 N I
121082004 Delete Selected™igers | Select Order Filter Date | Effective Fiter Date:
Py elete Select: lers elect Order Filter Date L BI07/2004 Download Product file
B07/2004 e |
‘ To Increase Your Business  Don't Forget to Add ite Customer Favourite Products. then view Favourite Product Report with each change in Brochure
stname Surname ID Host
Cus. Details ‘ Cus. Orders ‘ [ | = = Duplicate Records
Programme Registration Expires on:  15/06/2020 v To Do List ‘ @| E5| New Customer ‘ [
Custamers Lin o Other Consultants
Record: 4 4 [2af 183 » M b [ & [ searcn

This will bring up a Select Order Date function, click on the drop down arrow to bring up the customer order

dates, select the top date as this will be the most current order date.
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This will display the products purchased by the customer on that date and the order amount,

and then allow you to record the Order Payment.

Oa) | = ) ¥ Specific Order Payment - ezymetics -
—a/ @ Home Create External Data Database Tools @ - =
' # || Customer Clara Dimech Host Mame
Date  21/04/2008 Order Amount ~ $96.50
Date Sold  Quantity Code Range Product Mame Qty Received Price
21/04/2008 1 10954 Apricot Apricot Milky Body Lotion 200m! 1 $24.00 $24.00
21/04/2008 1 1111 Nutrimetics Apricot Body Dew 200 ml 1 §33.00 $33.00
21/04/2008 1 3214 Health Care Matol Km 946 ml 1 $39.50 $39.50
@ Note:  Double Click on Amount to Auto Enter the Order Amount
T Payment Options
% Order Date 211042008 Aper Handiing Charge — ——
o Order Amount [ s —————— *  Keep Payment Recor
T . er. e Customer Delivery Date  Delete Payment Record
> Handing Charge 50.00 ¥
;c Special % Discount lﬂ_% 5000  Help Special Discount " Exclude Payment Record from Report
Special $0.00 Discount: $0.00 Chegue Option
Delete Payment
Amount Due $0.00 . rote
Invoice
Deposit $0.00
Payment [ somo Cancellation Notice
Outstanding $0.00 Help Deposited I,\\,
Payment Method ~| Deposited No [«
Brochure Sales Value $174.20
Print Invoice - With Discount | Print Invoice - Without Discount | Customer Delivery in 14 days Edit Customer Rewards e+
Show Delivery Date on Invoice  Yes
Double click on order amount and this insert the order to
Note: Double Click on Amount to Auto Enter the Order
Payment Options
Order Date 2110412008 pperpaFding Charge |
Order Amount ’w. ¥ Keep Payment Record
Handling Charge =000 Customer Delivery Date " Delete Payment Record
Special % Discount | 0 % %0.00 Help Special Dizcount " Exclude Payment Record from Report
Special $0.00 Discount: £0.00 Chegue Option Deite P .
Elele Faymen
Amount Due $96.50 ] Y
i Invoice Note
Deposit 20.00
Payment <0.00 Cancellation Notice
Qutstanding $96.50 Help Deposited
Payment Method ~ | Deposited No [s
Brochure Sales Value $174.20

Print Invoice - With Discount ‘ Print Invoice - Without Discount ‘ Customer Delivery in 14 days

Show Delivery Date on Invoice

Edit Customer Rewards ‘ it

Yes

If the customer has paid a deposit this can now be entered, also if you want to give the customer a discount —
either a percentage discount or a dollar value discount this can now be included.
The handling charge can be included by clicking the Alter Handling Charge option, it is important that if no
handling charge is included that the handling charge be set as 0 otherwise the program will not be able to

calculate the total
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Mote: Double Click on Amount to Auto Enter the Order Amount

Payment Oplicns
Order Date 21042008 pjper Handling Charge -
Order Amount Im *  Keep Payment Record
Customer Delivery Date
Handling Charge £0.00 o " Delete Payment Record
Special % Discount | 0 % gg.op  Help Special Discount " Exclude Payment Record from Report
Special $0.00 Discount: 20.00 Chegue Option Delete P t
elete Paymen
Amount Due $06.50 !
Invoice Note
Deposit 2£0.00
Payment 20.00 Cancellation Motice
Outstanding §96.50 Help Deposited
Payment Method | Card ., Deposited No [
Select Card Type i Card Number
Lo | VisaCard /A | Card Expiry Date |

If a customer pays by credit card simply select Payment Method Card and the option to record the card details
will be available.

You now have two options to print an invoice either showing the discount given or no discount invoice.

If the customer is eligibly for Customer Rewards the Brochure Sales Value would indicate the amount
applicable and also additional buttons would be displayed allowing to you to Reward the customer if applicable.

The individual customer delivery date can be changed by altering the Delivery in Days section at the bottom of
the form.

To view order payments and or finalize the entering balance of payment:
Select the Order Payments option on the Customer tab page

Customer Details, Orders. and Gifts

Consolidated Orders

Customer and Hostess Invoices

Order Payments

Customer Rewards Program

Discount Shopping
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Host Invoices
Are also viewed and or printed from the Customer tab page

When orders are entered into the program, if the order was placed at a demonstration held by a host it is

important to select the host name

Orders for:

Evira Wright

Host:

AB Keep Hostess Sale Date
Delete Mame Type Sold

Al K|« Rindalis| . v | 30M02003 1

Al K|« Rindalis| . v | 30M02003 1

Lty Code

Range

13608 -+ Brush-On Eyeshadow Refill
1959/ .- |Bio Repair Range

This will link the customer with the host on that day and enable Host Invoices to be printed or viewed.

Host invoices can be either Single Invoice or date or Multi Invoice date if required — to display records pre or

prior demonstration orders

Customer Invoice - Credit Card Option

Customer Invoice - No Card Option

Customer Invoice Note

Host Invoice

Host Invoice Note

G.5.T. Registered Invoice Mo |«
Cheque Payment Option Yes |w

s0.00

Handling Charge
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Deliveryin IW Days

Show Hostess Delivery Dte Mo |

Show Cancellation Motice

Single Invoice Date i

Multi Invoice Date fil+




The invoice will display all orders and amounts due by all customers in relation to the specific demonstration.
The sample below is part of a Host invoice.

The note below the Satisfaction Guarantee is add by the Host Invoice Note function prior to selecting and
printing the invoice.

Name Product Qty Price Total GS.T.
Chris Kerr Home Fh Mobie Cheque |:| Card |:| Cash |:|
RRP | S$61.30 |GsT | S0.00 |Handline|$50.00 | TOrAL | 561.30 |DEPOSIT % BALANCE §
18441 Spedal Jasmin & Ylang ¥lang Hand Créme 1 $6.00 $35.00
14250 Classics Nails Frosted Grape 1 37.80 57.80
1848 Ammatherapy Body Massage Oil (50ml} 1 317.50 317.50
Helen Drayton Hame Ph Mobile Cheque |:| Card |:| Cash |:|
REP | 55040 |GsT | S0.00 |Haline| $0.00 | TOraL | §5040 |DE=0sIT 3§ BALANCE §
1835 BodyCare Nutri-Soft Hand Cleanser 350 ml 1 $6.50 38.50
18441 Special Jasmin & Ylang lang Hand Créme 1 £5.00 £5.00
1759 HairCare Frizz Control Serum 25ml 1 515.90 £15.90
18011 Botanicalz Range - Cleanser Toner Grapefruit Crugh 175 ml 2 10.00 220.00
Margaret Williams Home Ph 93377186 Maobile Cheque |:| Card |:| Cash |:|
RrRe | 51560 |GsT | S50.00 |Handting|$0.00 | TOraL | 515.60 |DEPCSIT 3§ BALANCE §
14255 Classics Nails Brocade 1 57.80 57.80
14257 Classics Nailz Rose Dew 1 Er.al E7.80
SATISFACTION GUARANTEE CANCELLATION NOTICE
If for any reason you ars are unhappy with this transaction, nufrimetics internati onal will You May cancel this transaction at any
promptly refund the purchase price or exchange any product found unsatisfactoryupon return of time during the next ten days
this product with proof of purchase within sixty days of purchase date. SimplyCall, Fax, or Write to the
Anthorized Diztributor shown above

What a great demonstration, it really was _fim with all vour good firiends, we will have to do it again one
dey. Or perhaps one af vour firiends may like fo have their own show.,

Please return the low er section of this invoice with your payment Order Date 11-Aug-05
Noelene Buijs Order Amount: 5364.95
34 Tentaldra Drive Handling Charge: 50.00

Keilor Order Total: $364.95
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Invoice Note

If when you are entering the customer order you record a brief note in the invoice note field this short note will

be printed on the top of the invoice. Do not forget to remove the note if not applicable to that customer the next
time he or she places an order.

Date Adjustment | g [ &4 zad Me ) Total $111.60

Specific Order, Invoice and Payment iscount Shopping | Favourite Products | Customer Rewards | Select Brochure Period |ﬂﬂ

4 e I | »
Delete Selected )@s | Select Order Filter Date | Effective Filter Date:  15/01/2004  Download Product file
Invoice Note: | A

Ta Increase Your Business  Don't Forget to Add items to Customer Favourite Products, then view Favourite Product Report with each change in Brochure

Firstname Surname D Host
Cus. Details | Cus. Orders | Host Gifts || < | = - Duplicate Records |
Programme Registratian Expires an: 15/06/2020 ™ To Do List J EH| New Customer | fj+ |

Customers Linked to Other Consultants
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Specific Host Gift Statement

A host is usually rewarded after the demonstration is held with full price items selected from the product rebate
selector, to point’s value depending on value of the demonstration.

The Host normally pays a reduced amount for these items.

The Host Gift Statement is included with the Host invoice and shows the value of the items selected and you can
record the cost of those items to the host.

A short thank you or similar note can also be included on the statement if required.

From the Customer Menu select the Specific Host Gift Statement button, which will enable you to select the
Host name and Demonstration Date, and Host note if required

#3 Select Host Hote T
Host Mame Rindalis Sid Demaonstration Date 30410403

HostNote  [Well What can | say 7

“ou really did hawe afabulous show - six guests, that's a fabulous effert, and they all purchased Full Skin Care
Programs and they all want to book their own show.

Vel Done

Hawing selected the basic Host Mote Template, Edit the note to suit individual - or create New Template
The note can only be 285 charaters in length.

SelectHost Mote Template I J Create or Edit Host Mote |

Yalue of Gifts for selected Demonstration $276.50
Enter Cost of Gifts to Hostess I $20.00 Rebate Factar

Print Host Statement | EL*l

You can either select an existing Host Note Template, which you can then edit to suit your needs at that time. Or
you can create a new template or edit an existing host note template.
Due to the filter function which is applied to this function - notes can only be 255 characters in length

After you have selected the note you want to include with the Host Gift Statement simply click on the Print Host
Statement button.

Demonstration Date  30/10/03
Host Gifis for Sid Rindalis

Acklress 135 Burrawyne Crescent
Keilor
VIC 3036

Home Pl 03 9300 7461

Mabilz 040 3110422

Oty Cade Renge Product Neane Price Cast
1 14332  Classics Créme Lipstick Frosted Grape F26.50 F26.50
1 18041 Botaricals Range Cucunber Eve Gel 25ml $31.00 F31.00
1 18153  Botanicals Green Tea Range Face Hydrator 60 ml 1540 #1540
1 1882 Ine-kan Ranoge Emaollient 60 ml F47.00 Far.00
1 1942  Restore Range Revtalising Day Créme 60 ml F49.50 F49.50
1 1943 Restore Range R erewing Might Créme 60 m| F57.80 F57 80
1 1944 Restore Range Firming Eve Lit 15ml $49.50 $49.50

Vadue of Gifts $276.50

Speciad Price to you Sid $20.00|

You really did have a fabulous show - twenty guests, that's a fabulous effert, and they all purchased
Full Skin Care Programs and they all want to boak their awn shaw.

Wiell Done
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Customer Order Form
To assist both you in the collection of customer orders and your customers to place orders use the order form
which can be disturbed at demonstrations or included with you brochure mail.

The section on the bottom of the form displaying whom to make cheque payable to is established when you
enter your personal details when you initially setup the program with password.

The Handling Charge amount can be adjusted from either the
Consultants Menu / Personal Details / Invoice Handling Charge
or the Customer Menu / Customer and Hostess Invoice
If you do not charge a handling fee you must enter the Zero numeric symbol

The Order form can be printed in two ways:
1. Two per A4 sheet, which can be cut and distributed at a demonstration - from the Customer Menu select
Customer Order Form.
2. As part of your Mail out you can print an A4 Sheet with the order form included at the bottom half of
the sheet.

You may need to adjust the printable page size to suit your printer.

nutrimetics CUSTOMER ORDER FORM

Nawe
s&O00DFRESS
STATE POST CODE _
PHOMEHY _ _ __ _ _ ___ MOBILE _
E-Mail

I:l e Twould lie to host 3 nutimetics gat togather £ Spa experence

I:l ez lwould Ik to hear o the nutrimatics Business Opportunity Cust Ord F
ustomer uvrder rorm

Praduct MHame Stack Cade Price Iy Takal

Order Form Special Notes

Customer Favourite Products Form

Tor Fem oue of Eciitthese hoks - Click on O KE [Fom
Specil Mok on te Cazbimer e

Lpstiks - stk e glotons cobonrs page 208 Zioy
Floeack

Uoucier o e PR AR To open and print the Customer Order
Fostage f Handing 0.0 Form Click: Customer Order Form

Aeaxe Tick methad of payrnent Total$

[1os [Joeae [ e L] mersowo To edit or remove the notes included in

ikl the Customer Order form.

b0 DO Dood) OO0 Click on Order Form Special Notes

EXFIRY CvTE DD/DD

CREDIT CARD HOLDER MAME (Hexe Rint)

Flease make chegues pavable to dunie Wkt
Postal Address Jurie Wizt
18 Lincoln Orive East Keibr WG 30083
Business Ph: [ 9337 6613 hobile 043 252 0136 Fae 03 93313052
E-htai hesthy_watt (Eyahon com
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Customer Mail

To bulk edit your customer mailing list, click on Edit Customer Mail List. This will bring up a form showing
your current mailing list, the number of customers currently on your records, and the current number to whom
you have elected to mail to.

Although you may have transferred a customer to another consultant in your team, that customer name will still
appear on your mailing list and will be added to your Mail-out Total, which is displayed at the bottom of the
form. To remove them from that total you must change the option to not include them as part of your mail list.
But even if you have not changed the option to include him or her as part of your mail list, no envelope or label
will be printed, only customers that are linked to your consultant number and you have selected to be included
on your mailing list will be available in any of the mailing types.

Customers are sorted by Last name but more importantly they are firstly sorted by the consultant number they
are linked to, this will enable you to quickly remove customers from your mail list total if required by selecting
the column [ Mailing List ] and select (No)

E

Edit Customer Mail List

Bulk Mail - Envelopes / Labels / Sheets

Last Order Date - By Mail List Customers

Current List - All customers placing orders

Customers on Mailing List Report

Specific Customer Mail

Self Address Label

Posztage Labels
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The list below provides an example of a mailing list showing the first two columns as Given and Mailing List.

I

If you have given the brochure personally select Yes
If you wish to take them off your mailing list select No

Given Mailing List Customer Mail List HomePhone =
[yes[+][ves[+] Eileen Brooks Unit 2/40 Spencer Street Essendon 3040 93797729
[Yes[+][ves~] Mrs. Noelene Buijs 34 Tentaldra Drive Keilor 3036 94492865 0|=
mm Jenny Costa 7 Sugar Gum Drive Hillside 3037

mm Mrs.  Bronwyn Crowe 46 Olympic Parade Kangaroo Flats 3555 54470630 B
[Yes[+][ves[~] Adelaide Dimech 40 York Street Airport West 3042 93388237
mm Mrs  Penny Harrison 21 Kayla Way Melton 3337

[Yes[+][ves[~| Mrs. Leonie Hillard 1126 Plumton Road Hillside 3037

[Yes[+][ves[~] Justine Knott 29 Tintaldra Drive Taylors Lakes 3038 94497978
[Yes[+][ves[~] Leonie Pope 23 Lincaln Drive Keilor East 3033 93370126

[No [+][ves[~] Kellie Anderson 8 Oaks Crt Altona Meadows 3028 0
[No [+][ves[~] Maureen Anderson 65 O'Farrell Street Yarravile 3013 93142875
lNo—va‘ Rose Angave 61 Bangalore Street Kensington 3031 93761910

[No [<][ves[~] Cheryl Anthony 19 Buckland Cresant Keilor 3036 93316158

[No [<][ves[~] Julie Aquilina 33 Spellman Avenue Sydenham 3037 94490797 0.
[No [<][ves[~] Mrs. Pam Archibald 93 Rachelle Road East Keilor 3033 93792576

[No [<][ves[~] Julie Baile National Hearing Centre Footscray 3011 96879844

[No [<][ves[~] Lois Baragallo 14 Darebin Crt Meadows Heights 83076331

[No <] [ves[<] Julie Barlow 2/17 Truscott Street Whittington 3219 0
[No <] [ves[~] Nora Batty 132 Dean Street Moonee Ponds 3039 93702631

[No <] [ves[<] Liz Beach Milliaria rd East Keilor 3033

[No <] [ves[<] Katrina Bertolini 22 High Street Woodend 3442 BATMTO1 O
[No [<][ves[<] Linda Bertram 20 Tintern Mews Cheltenham 3192 95530997

[No T<][res[<] Amy Bickerdyke PO Box 42 Woodend 3442 54271533

[No [+][ves[<] Carol Brace 18 Hamilton St Niddrie 3042 93741851
lNu—va Catherine Bressanutti 19 East Gate Drive Greenbrough 3088 94354104 O
[No [+][ves[<] Katrina Bullard 7 Walnut Street Carnegie 3163 95686990
4 ] »
Current Customer List 183 Current Mailing List Refresh Mail List | View Customer Order Records ‘ Mail List Help ‘ fjl« ‘

If in doubt as to whether to include a particular customer in your current mail list

Click on the View Customer Records button

== x|
| File Edi Wiew Insert Format Records Todls Window Help i||
Given  Mailing List Customer Mail List HomeF.=
Mo - |[ves =| Mis. Fonda Aaneli 10 Rutherland St Middrie Az 8EFA 0T
Mo - I Yes 'I Sonva B aric 959 Ballarat Road Deer Park 3023 9 365 439¢
Heather Bost 188 0'Shanassy Steet Sunbury 3429 9 774 BB
No - |[ves =] Christine Cicuta 18 & Redholme Street b oarahhin 3183 956G 433
Mo - |[res ~ Sandra Cornlaras 10 Panararns rive Hillrida 3037 9 390 492¢
=] : ErErrra— |
Mo - |[res -] Suzie o ra 2580
Mo - |[[ves -] Leanie Dol Enter Sumame | — o = | ows 3049 9330 968
Chenyle Emm Sondli Bonda = At | o 028 936913
No - |[Yes -] Birerda Pl | Erown Sul:t)e o L h 2330 0747 003
aruana Del 1=
Diarine Flight 9 E| Diannou athina wiestMeadows 3049 9309 073
No «|[ves -] it Gibbs 15 pimech delaids Kedor Downs 3038 a3mE000
Mo - I Yes vl Febbeca Harris 7 O Douglas Susan Kialla Shepperton 363 5§23 503
Ermnel Cheryle
Mo - |[ves -] Kirsten ¥ ameriarin 7 U Fautua Linda Talors Lakes AnEE 8EA0 2
> Giatt Sharon ;
Mo - I Yes 'I Chiristine K.ateland 21 Gibbs finita Sundury 342w 8557
Belinda Kright 44 | Jamou Merges Altana Meadows nze
K.amenijarin Eirsten - 3
No - |[ves =] Pt Leydan 16| K ight Befinda Sunshine LR
Mo - |[[res -] Kathleen Manous akis 38 tzﬁ‘ig;‘f;;n i webee™ 3033
No - |[ves -] Lisa McD anald 2 7| McGrath Shirley (M eribee a0z0
Minalic Zdenk.
No - |[ves -] Shirley MoGirath 22| it e #vvandale Height 5 337 959t
Mo - |[res | Caral Mehill 47 | Nelson Rachel Rushworth 3612 GEE5 145
= = o cHfen Parente Michelle et hd
0| Prasic Fose | 3
Lo Fiule Jenny
Curent Mailing List Fiyan Melanie - ;I Mail List Help | Refresh Mail List | ity |
Current Custorner List
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From the drop down
list select the desired

customer.



After you select the required customer the dates that orders have been placed by that customer will be displayed
in the drop down list.

Vi =l x|
File Edt Wew Insert Format Records Tools ‘Window Help ﬂ
Given  Mailing List Customer Mail List Homef
Mo d Yesd Mrs.  Ronda Agnelli 10 Rutherland St Middrie 3042 9373027
Mo J Yesj . Sonva Baric 959 Ballarat Road Desr Park 3023 9365 435¢
Mo J Yesj . Heather Bost 188 0'Shanazsy Sheet Sunbury 3429 9774 565
Mo d Yesd . Christing Cicuto 18 A Redholme Street Moorabbin 1as 9555 433
No -|fres -] . Sandra Cot WIFT 939043
Mo J Yesj . Suzie Cra Name Select Sale Date |12 2590
Mo J Yesj . Leonie Dol e | ows 3043 9 330 968t
Mo j Yesj . Cheryle Erm 12-May-08 dows 3028 9369 1360
No - |fres -] . Brenda Fall ‘ ?i:\:l;g: th W[/ 97700
Mo J Yesj . Dianne Flight 9 Evre Street 13-Jan-04 eadows 3043 9303 073+
Mo j Yesj . Anita Gibbz 15 Draper Court Keilor Downs 3038 9356 011%
Mo J Yesd Rebbeca Harriz 7 Cowan Court Kialla Sheppertan 3631 5 823 603:
Mo J Yesj . Kirsten K.amerijarin 7 Landay Court T alors Lakes 3038 9390 2668
Mo j Yesj . Christine F.ateland 21 Flinders Street Sundury 3429 9 740 855,
Mo J Yesd Belinda Knight 44 Azeot Street South Altona Meadows 3028
Mo -|[res -] . Pat Leydan 16 Moma 5T Sunshing 3020 9311 160
Mo j Yesj . Kathleen Manousakis 38 Wwalls Road Wernibee 3033
Mo J Yesd Liza MeDaonald 2 Toongabba Court Weribee 3030
Mo J Yesj . Shirley McGrath 22 Glamis DR Avondale Height 9337 963¢
Mo j Yesj . Caral MeMillan 47 Pound Strest Rushworth 3612 5865145,

4 | v !J

Current Mailing List 33 | Yiew Customer Order Records | Mail Lisk Help | Refresh Mail List | ﬂ
Current Customner List a0

If you select the order date the products purchased on that date will be displayed, this may assist you in your
decision whether to include the customer on your current mail out.

Another option in selecting if a customer is to continue on your mail list, is from the Reports Menu select Sales
Report and then select Customer Purchase Dates Report, This will enable you to print or view a report of dates
all customers have made purchases and the number of items purchased on those dates.

] 18] x|
File Edit Wiew Insert Format Records Tools Window Help ﬂ
Given Mailing List Customer Mail List Homef =
Mo j Yesd trs Raonda Agnelli 10 Rutherland St Middrie 3042 9379 027
Mo J Yesd . Sonva Baric: 959 B allarat Road Deer Park 3023 9365 439¢
Mo j Yesj . Heather Bost 188 0'Shanassy Street Sunbury 3429 9774 5658
Ma j Yesd . Christine Cicuto 18 & Redhaolme Street M oorabbin Has 9555 435
Mo d Yesd . Sandia Cocolaras 19 Panarama Drive Hillside 3037 9390 4592¢
Mo j Yesd . Suzie Crowe 1 A Morris Street Cootamundra 2530
Mo j Yesd Leanie Dalenti 10 /4 309 Mickelham Foad ‘wiest Meadows 3045 9330 968t
Mo j Yesd . Cheryle Ermel 11 Eddson Cloze Altona Meadows 3028 9369 136(
MHa j Yesd . Brenda Fall 34 Gran:{\\\street Melton South 3338 9747 0030
No v llves 1 Mianne Fliaht 9 Fuwra Shest Wirethd madmas N49 9309 N7

_N B3 Order Details =] E3

[ Date Sold  Quarntity Code Range Product Mame Price =

_N 120304 1 151213 Special Gold Make-up Purse & Mirror & 2 Lipsticks $4E.00 E
M 120504 1 14719 Brilliant Shine Lip Colour Glava $0.00

_N 120504 1 14725 Brilliant Shine Lip Colour Cocos $0.00

_N 120304 1 14029 Classics Lip Pencil Cocoa $0.00

_N 1210504 1 15672 Skin Care Mutri-Rich Cil 60 ml $65.00

I Customer Marme . Sally Spiteri

[ Host Name

= Crrcler P rit: |+
N Total $255.50 roor Paymerts | R

Iz =

pr— | pr— | -
| | »
Current Mailing List 3 | Wiew Customer Order Records | Mail List Help | Refresh Mail List | jl |
Current Custamer List 80

After you click on the Refresh Mail List or close and return to this form the list will be sorted to enable you to
easily restore or edit the mailing list for future mailing.

When you refresh the list the customer name will be moved to the lower section of the form, and can be easily
restored in future mail outs if required.
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Two other sections to assist you with your mail out

1. Click on Customer on Mail List Report.

This will display a list of all customers on your mail list, use this report after you have sent your mail to
record: Have you rung the customer, did they place an order.

Customers on Mailing List

Have vou made a follow-up phone call and has the customer placed an order

Name Address HomePh: Mobile WorkPh: Reply

M aureen Ancerson G5O 'Famel Street Yaranile AC 303 934 273 I:I D
Frose Angave £1 Bangalore Strest Kensingtan WS 3031 93761910 |:| |:|
Katrina Bertolini 22High Street YWoodend | WC 3442 54711701 I:I I:‘
Carnl Brace 18 Hamilton St Middrie . C 3042 9374 1851 |:| D
Catherine Bressanuiti 19E agt Gate Drive Greenbrough %C 3055 9435 904 040 213 0782 |:| |:|
ClaraDimech 40%ark Street AirportWest . WIC 3042 9335 8237 I:I I:‘
Cherde Ennel 11 E ekdson Close Atons Meadowe el WA C 3025 93659 1360 98659 1360 I:II:‘
Colleen Faruiga 101 Sickaworra Rosd Romssy . WIC 5434 5429 6323 M0 224 2053 5 427 1640 I:I I:‘
Tania Garotalo 25F atrik Drive Keilor . T 3035 9380 %75 I:I I:‘
Anita Fibbe 15D raper Court Keilor Dosns Melh, WO 3035 936 M7 41 G99 9537 I:I I:‘

2. Click on Sales Reports — Mailing List Last Order Date.
This will not only provide you with a list of customers currently on your mailing list but will display the
date of their last order. From there you can decide if you wish to keep them on your mailing list , remove
them from your mailing list or delete them from your customer list completely.

Mailing List Customers - Last Order Date

Nofe : This list iz sovled by Cusfomer IDas fere map be more fan one cu fomer with fhe same mirname.
The list cannof be sorked by lasf order date as the last order dafe s a calculafion or maxinum of il #he individual

customers order dafes. E R D - Eeep on Mail List, Remove from Mail List Delele from Program
Cusitormer 1D DNerrse HomeFPhone MobilePhone LastOrderDale K R D

4 Cheryle Ermel 9 369 1360 12/01/2003
22 Jane Sneddon 9336 1574 12/08/2005
43 Anita Gibbs 9 356 0117 041 859 9397 17/01/2006
B2 Jenny Rule 9 565 4274 29/04/2006
77 Shirley MelGrath 9 337 5698 101072007
78 Clara Dimech 9 338 8237 8/04/2005
92 Caraol Brace 9374 1851 19/07,/2006
97 Julia Swyrydan 9 370 7568 16092005
110 Tania Garofalo 9 3590 5678 6/08:2005
131 Sharon Skinner 4 429 6376 1/06/2007
134 Belinda Harmes g 361 6161 28/10/2005
139 Jennifer Owen g 390 0813 19/08,/2005
140 Kristy Wickham 9 734 B304 041 704 7089 23112006
166 Gina Raich 4 021 2469 041 425 3610 30/11/2003
171 Rose Angave 9376 1910 23/10/2005
214 Tina Pirozzi 9 331 1737 3/04/2007
219 Janelle Wright 9749 0360 041 810 6251 21/02/2006
220 Joelle Meyepa 9 449 2524 18/11/2005
221 Colleen Farruiga 5429 6323 040 224 2059 3/04/2007
222 Catherine Bressanutti 9 435 4104 040 213 0782 26/11/2006
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When you decide to do your mail out, select — Bulk Mail — Envelopes / Labels / Sheets

This will bring up the types of mail out options.

But you need to select your consultant number or if you are doing the mail out for a member of your team —
select their consultant number.

Select Consultant Number 319724 w Help \
Frint b ail for Junie Watt

Customer Mail Envelopes

Customer Mailing Labels

Customer Ad Sheet

Customer A5 Sheet

Retry Customer Envelopes

Help - Transfer other Consultants Customers fyl+ |

I
Mailing preferences

The program provides a wide variety of mailing methods; whether your preferences are labels, envelopes, A4, or
Ab sheets.

The A4 sheet option allows you print the mailing
. CETIRIT

address at top and a customer order form in the B Malllphon l

lower half of the sheet, in either Regular mail, Customer Mail Envelopes

Print post approved, or Post Paid.

Customer Mailing Labels

Specific Customer Envelope

Label by Specific Product

Retiy Customer Envelopes

Customer A4 Sheet

Customer AS Sheet
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Page Setup

Because there are so many printer brands available it has impossible for me to ensure that the Ezymetics

program establishes the correct printer page setup for envelops and labels.

When you install the program it will establish your printer type, which may be set to a default paper size of A4

sheet, consequently your printer may set the envelopes and labels to print on A4 size paper.

As such you may be required to manually go through the program to setup the correct size for envelopes to
make them either DL or No 10 envelope size, and alter the left margin to as close to 12mm as your printer will

allow.
Once these changes are made they will be set and will not need to be altered again.
The Envelopes and labels are found on two menus, Customers, and Personal / Group Details

Within the Customer Menu you may be required to change envelope and label sizes for:
Customer Mail - Customer Birthday - Group Fund Raising and Mail to Nutrimetics

Customer Mail
Bulk Mail Options
Customer Mail Envelopes — Plain envelope — Postage Paid envelope
Change to DL or No 10 envelope size

Customer Mailing Labels 105 X 37 change page setup to size — legal
Leave 70 X 25 and 98 X25.4 as paper size A4

Specific Customer Mail
Plain Envelope and Postage Paid - Change to DL or No 10 envelope size

Customer Birthday
Plain Envelope - Change to DL or No 10 envelope size
with Left Margin approximately 12mm depending on printer

Group Fund Raising
Mail Options.
Plain envelope — Postage Paid envelop - Change to DL or No 10 envelope size

Mailing Labels
Customer Mailing Labels 105 X 37 change page setup to size — legal
Leave 70 X 25 and 98 X25.4 as paper size A4

Consultant Mail by Level
Plain envelope — Postage Paid envelope - Change to DL or No 10 envelope size
with Left Margin approximately 12mm depending on printer.

Consultant Mailing Labels 105 X 37 change page setup to size — legal
Leave 70 X 25 and 98 X25 as paper size A4

Consultant Birthday Envelopes
Plain envelope - Change to DL or No 10 envelope size
with Left Margin approximately 12mm depending on printer.

If when you are using the program other reports do not print as expected check to see
that the page setup for the report is A4 sheet.
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Alter Label and Report Design.

M anager - [?u % 25 Hailiﬂg LﬂhEIS] F0 X 25 Customer Mailing Labels

70 X 36 Customer Mailing Labels
J B File Edit View Tools ‘Window Help
98 X 25.4 Customer Mailing Labels |

J ﬁ B % Close 105 X 37 Customer Mailing Labels |

B3 Mail Options x|

Within the ezymetics program there are four Customer Mailing Label formats, but if for example the label size
you purchase is not exactly the size label that | set, you can alter the size and layout of the label.

This may take some experimental printing to establish that the changes you have made are correct to your needs.
Select the size nearest to what you have purchased, open the label print preview which will display the labels,
then click on the icon that looks like a triangle and a pencil this will take you into the design view where you
can change the size of the label by dragging the edge of the design view of the label, you can also change the
position of the label text.

Also in other reports and envelopes where you see the design icon being the triangle, rule and pencil, you can
alter the layout and or wording in the report.

Alter Page Setup

Manager - [Mailing List Envelopesz]

Ji File Edit Wiew Tools ‘Window Help
J’E %,.:l Close
e

If when you view the envelope or report the page size appears incorrect, simply use the Page Setup command to
readjust the page size to the correct size taking as per your computer and printer requirements. You may be
required to alter the page size, orientation, and margins; you should not need to adjust the columns size.

2=

Page Setup 2%

Margins Page | Colurins I 1 Margins I Page | Colurnns |

i~ Orientation Margins {millimeters) Sample

Iy Top: L10mm
.
€ Portrait * Landscape
Bottom: |6.42mm
—Paper Left: 8.22mm
Sige: |t (210 x 267 om) =l Right:  [14.9
ight: 9
Source: IIn Tray ﬂ

Printer for Specific Enve... I Print Data Only

& Default Printer

" Use Specific Printer Brimter... |

OK. Cancel OF Canicel |

Change default paper size

You may find that your printer has been set to the American standard size being (legal) rather than Australian
standard size A4.

To change the paper size for all reports, rather than change each report individually | would suggest that you
alter your printer setup through the Control panel — Printers.

Select your default printer as you may have more than one printer installed on your computer.

Right click on the printer to bring up the options and then select properties. Click on the Setup tab — select Paper
size and change it to A4 — then click on Apply, then click OK.

Restart your computer; the page setup for all your programs including the Ezymetics should now be set to A4
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Customizing the Mail Page Design

| B File Edt View Tools Window Help
| b B & close
N

On the various reports and Mailing preferences where ever you see m icon it means you can enter the

................

design view of that report and make some changes to the way the report appears.

Sample of Design view layout _!IEE

Type a queskion for help = [F

Resore Icon

E T I - B R R SR T S S IR RS U TR I IR |1 A B | IR IS =S B AL B T S LA I - SR IS PR B

# Detail
If bncleliverable refurn to =0 PRINT POSTIAGE B
=If(Firstiame]="{" [Givejn Name] & " * & [Surnare]) 5T PAID Be aware on the mail envelopes
Company Sddresg 1 « aym
=[20ﬁ1payn Addrdss 2] &' " & [Chmpany|State] 4 " & [ Print Post Approved AUSTRALIA and SheetS there IS an addltlonal
|N'|trimetics Naturally | / thln ||ne tO accommOdate When
Phste] =iif{CastNamel="T","Titere are cyrrenfly INp Enyelopes to/PTint ] required the Care / of field, this
Eﬂ /| line located between the Trim
Fre STrim([Title] & " " &|[FirgtName] & " " 8 [L3 stnar*/ (Title & FirstName & LastName
e S[Address2] & & [State] & & [HostGode]] and the Address 2 line
Lot Add | i ’ ili
e SECESs ' The Care / of field has the ability

to expand when required.

You can change the position and size of field within the design view, but you cannot add new items or change
the font size of text. If you need any major alterations give me a call and | will see if that can be altered for you.
If you make any alterations click on the restore icon to minimize the report, and then click on the close icon on

the altered report and you will be asked if you want to save the changes. l
‘" Mailing List Envelopes with Print Post : Report (=1 Ed
|-I'1'I'2'I'3'I'4'I'5'I'B'I'?'I'S'I'S'I'1U'I'11'I'12'I'13'I'1-1-'I'15'I'1B'I'1?'I'18'I'13'I'2I:
[ |[# petail
- |If 1Jndelive able refurn to : | |i=D'I PHRINT POSTACE
1' =IIk([Firs1 Eme]="""" [Givgn Mame] & " " &|[Surname]) T oo PAID
Camparny ddress 1 [ S|
n =[Campany Address 2] & " & [Company|State] 3 " & [ Print Post Approved AIUSTRALIA
2‘_ |Nl|tri|mtics Naturally |
3 Phetc =fif{[CastiName]=|", " Tiere are currently Np ERyelopes to P
- [Chormgl
4‘ C ? - H " n - - nn ]
- :%ﬁ =Trim([Title] & " " &|[FirgtName] & " " & [L3 stnad
I
™ ke =[Address2] & " & [State] & * T8 [FostCode]]|
. Lbsth Iﬁddr ss |
z Courtry |
7
8

By holding the Shift key while selecting you can select several items at the same time and either move or alter
size of selected items simultaneously.
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Sample of A4 Mailing Sheet with Order Form

Kurddiverable rumto ;

urie Wittt PRINT POSTAGE
13 Lincan Crive POST PAID
BAST KEILOR WG 333 PP255007 | 06844 AUSTRALLA

To Edit or Remowe these note click on A4 Sheat- Order Form Special Motes

Special Rawards! Choose $50 waorth of product for FREE
recepre 3 lawendar infused neck wrap & Meaw embroided summer Kaftan - yours to keep.
Flus ¥2 price shopping woucher - Mo Limit

To Edit or Remove these
notes click on A4 Order
Form Special Notes

Maureen Anderson

BS O'Farrell Street
YARRAVILE YIC 3013

nutritmetics CUETOWEER OFDEE FORM

Product Description / Srack Code Price  |Crw Tatal

/
/
/

¥

To Edftor Femove thege wos Clck on OFler Fom Jpecial wks on the
Crzbmer Mg

Lipstiks - 3 beke n glonions co b i page 20521 ok F10 each

Bk wow toryonrpa Expe ke ace and rece e 10 Voacke r

PRTVENT METHCE: |:|CI—EQ_E =S
[ Imeerere 000 P m————-

RONIEER DDDD 00 CEEE CEEE
EXPIRY DWTE DD/DD AICLNT §

(REDIT 2ARD HOLLER MANVE (Fle e Fring SIFBTLRE

Flease make dheques payable ta Junie it
Postal Address  Junie Watt
18 Lincoln DAve East Keilor WC 3033
Business Phone: hd okl & Fax

[] I would like to know how [ canstart reoF own ntizeetics career (Part Time [ Full Tire)
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Customer Rewards
Customer rewards are only achieved by customers who purchase from the Mail-Out brochure
and only apply during the period you set as your customer awards period.

There are two methods in which to view and edit specific customer rewards details. As mentioned briefly earlier
— when enter customer orders and subsequently recording Order Payment and printing a the Order Invoice if a
customer is eligible for customer rewards you can continue to the rewards section for that customer.

(Refer to Page 34 for additional information in relation to claiming Customer Rewards)

The alternative method is from the Customer Menu \ click Customer Rewards Program

& Select Customer Mame

Marme | ;l
CortinLe | ‘El El_*l

Use the drop down List to select specific customer.
Only those customers who have placed orders through the brochure mail out will be available for selection.

Managm - [Customer R - |F| %
J File Edit Wiew Insert Format Records Tools Window Help = .Y
Catalogue Purchasesbhy  Mrs. Helen Green Loyalty Start Date:  01-Jan-04
Paints factor 10 or  $0.10 foreach $1.00 of sales
Drate Code CategorylD Product Mame Gty Unit Price Total ﬂ
2102105 18514 Active Range Hand Créme 100 ml 1 §1250  $12:50
2102105 1111 Body Care Apricot Body Devy 200 ml 1 §3200  $32.00
2m2ms 2311 Accessaries Blush-M-Gloww Compact Brush 1 $3.40 $3.40
2102105 18910 Agquaspa Replenizhing Hand Renevval Créme 100 ml 1 $23.00  $23.00
130505 2402 Accessoties Blush Brush 1 $&.00 $&.00 J
-
ltems Rewarded to Mrs. Helen Green Brochure Sale Yalue $230.80) 2304
Keep  pate  aty Code UnitPrice  Total Rebate -
Delete Paints
K d 270106 1 2D?Bd Accssories Skin Enhancing Compact Foundaﬁond §26.00 §2600 2 2
Kl [] [] o

Additional Bonus Points  Nate: Additional Bonus Points may nat display untill the form is re_opened

KD Drate Description Bonus  Pointz  « Brochure Sales m
K = 2701106 Intraducti 1 ey Cust = 2000 20
eep 7| rocduction of Mew Customer =l s Bonus Points 4|]|
Keep ;I 2701106 Introduction of Mew: Customer ;I 2000 20 5
e o] = Total Points 270.9) | $27.09
value Claimed $26.00
Bonus Value Added | $40.00 | 40 — fwailable Value $1.09

El El Refresh Bonus Points | El

Delete Customer Awwards Clear Additional Bonus'

The form will

o Display all items purchase by the selected customer via the Mail-out Brochure since the change of
Customer Loyalty Period

Display the Brochure Sales Value and Points Value.

Display any products previously given to that customer since the change in Customer Loyalty Period.
Enable you to select and enter Rebate Program Items that the customer may desire.

Calculate the Rewards Claimed

Display the Current Available Amount.

Enable you to add additional Rewards points for applicable reasons, eg: introduction of new Hostess,
large group order, etc.

e Enable you to delete a customer reward if required.
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Customer Rewards Reports
To print or view a full display of all customers who meet the Customer Awards criteria, there are several
options, which are available from the Reports menu.

Customer Awards Available: This will display a full listing of all customers who have purchased from
various brochures, any additional bonus points that have been added, and any rewards points they have claimed,
this could be a fairly lengthy report.

Abbreviated Brochure sales by period: As the name indicates reduces the customer rewards report, and will
only display the value of the brochure sales by each applicable customer, it does not include any additional
points or display rewards points that may have been already claimed by the customer.

To assist you calculating the current value using the abbreviated report you will need use the Additional Bonus
Points Rewarded option to print or view those additional customer points and then use Customer Rewards
Received Report, by collating this information you can quickly calculate the current value of individual
customers rewards.

To print or view a specific customer rewards report — from the Customer menu use the Specific Customer
Rewards Report option.

Adelaide Dimech Wednesday, 22 February 2006

Customer Reward Programme

SPECIAL REWARDS FOR SPECIAL PEOPLE
$50.00 OF FREE PRODUCTS

For the valued customers of

This reward cannot be credited or redeeemed with other Nutrimetics Consultants
Ponts can only be redeemed for items at Eegular Eetail Price

Thank you for you continued support Adelaide - it is appreciated.

£l

Recetve | point for every dollar you spend, and earn Bonus pomts with special promotions from time to time.
= Accumulate 500 pomts mummum to choose your § 50 free products.

% Flace your own orders, and order for your farmly and friends to achieve vour reward more quickly.

% Make sure you show your brochure around. You wall be amazed at how soon you will have § 50 to spend.

Moter Only orders purchursed and recorded as a Brochure Sale wall be displayed

Date Oty Code  Description Price  Total
05-Jul-04 1 18394 Botanicals Range - Exfdiding S osps Pazsionfruit F antasy F2.00 $2.00
05-Jul-04 1 18393 Botanicals Range - Exfdiding Sosps Burst of Tangerine $500 $5.00
05-Jul-04 1 183 Botanicals Range - Exfdiding Sosps Lime Dredicht $500 $5.00
05-Jul-04 1 18390 Botanicals Range - Exfdiding Sosps Berry Twist $500 $5.00
05-Jul-04 1 151345 Fragrance Georgie On loe Georgie on lce Pink Duo $39.90 $39.90
14-Ang04 1 1270 Créme Blush Wine $19.60 $19.60
2304 1 151494 Himas Specid Rose & Waerlily Set §45.90 §45.90
2304 2 107 Himas Specid Mutri-Rich Intersive Lip Trestmert SPF 18 $19.90 $39.80
23MoeD4 1 15152 Himas Specid Aromsther sy Skin Soft Duo $48.50 $48.50
2304 1 1686 Fragrance Whantor Esu de Parfum $59.00 $59.00
02-8pr-05 1 14775 Clazsics Moisturizing Lipsticks Crystal Bronze - Mawy Blue Case §11.00 §11.00
O2-2pe-05 1 14774 Clessics Moisturizing Lipsticks Magents Glow- Mawy Blue Case $11.00 $11.00
02-8pr-05 1 14777 Classics Moisturising Lipsticks F adiart Blush - Mavy Blue Case $11.00 $11.00
02-80r-05 1 14776 Clazsics Moisturising Lipsticks Mauve Shimmer - Navy Blue Case $11.00 $11.00
O7-8pr-05 1 1243 Powndders - Transiucent P onder Jar Medium 50 g $27.90 $27.90
$349.60
Brochure Points 3496
Bonus Points 0
Points Value = Points Available divided by 10 Total Points Achieved 3496 =  $34.96
Points Claimed 0 = $0.00
Points Available 3496 = §$34.9
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To edit the Rewards Points Details
The value of points rewarded for customer purchases and the points required to enable a customer to claim a
specific cash value in product reward can be edited from two locations within the program.

1. Using the Consultant Menu click on the Personal Details command button
This will open the section where you can edit your personal details
and options applicable to the running of your business
to edit the Customer Rewards Period and value click on
Customer Rewards Period

Setup Mini Lakel 1= ﬂ
LIy Mini Laikels
' This may need to be changed yvearly or half yearly as reguired.
Setup Print Post Approved Layalty Start Date 1/01/04
Order Payvments / E ]
nter Points Yalue | 10 &y nt
; NI

Customer Lywwards Period

Inwoice Handling Charge

Redemable “alue $a0.00
Consalidate Crder Date Recomended Minimurm Points 500
Hpline Details taptional) Enter Minimurm Foints Reguired 500

Bonus Factors

I would suggest reading the Help details in relation to Points Value.

2. When you activate Print Specific Order Invoice and Payment command from the customer order
section, and a customer has accumulated brochure sales, click on the Edit Customer Rewards
command button.

Additional Bonus Points  Mote: 4dditional Bonus Points may not display untill the form is re_opened
KD Drste Description Bonus  Points

Brochure Sales Fii

— d ﬂ Bonus Points 0
Total Points 76 $7.60
Yalue Claimed $0.00
Bonus “alue Added Available Value $7.60

Delete Customer Awards | Clear &dditional Bonus' ‘ DF r\ E Refresh Bonus Points EL"

At the bottom of Customer Rewards form is a Help or note pad icon.

Cuztorner Awards are only acheived from brouchure zales When the HEIp icon is activated it allows yOU
purchased on and after the selected custamer awards start date. to proceed to the form where Yyou can Change
options related to Customer Rewards.

Ta change the customer awards period and or awards paint value

/

|Jze the Perzsonal Details Menu, # [ Personal Details | 4 [ Aewards Period |

Or click an the Change Lopaly Detail: Button below

Thiz will aukarnaticaly Save and Cloze thig form prior to openi Elty Detailz itemns

Change Loyalty Details
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Discount Shopping

As an alternative or in conjunction with the Customer Rewards Programme there is the Discount Shopping
option, this enables you to track the sales value of individual customers either on a specific sales type such as
Beauty Spa, Regular Demonstration, Brochure Sales, etc during a selected period.

The discount factor is variable to suit your needs.

Customer Details. Orders, and Gifts Customer Mail MNutrimetics Order Form
Consolidated Orders Customer Address and Phone Print Rebate f Card Payments
Order Payments Customer List Mail to Nutrimetics
Customer and Hostess Invoices Customer Letter Customer Order Form
Specific Host Gift Statement Customer Birthday Order Form Special Notes
Customer Rewards Programme New Lead and Retry Customer Payment Form
Specific Customer Reward Report ‘ Potential Consultants ‘ Customer Favourite Products Form
Discount Shopping ‘ Group Fund Raising ‘
F_?I J] To use the Discount Shopping function, use the
Customer Menu and select Discount Shopping

This will bring up a form where by you select the
customer name and where you can vary the discount
amount.
Then select the period of sale required for the selected
Discount Factor B0 | % customer.

You then have the option of selecting Specific sales type
during the selected period, or selecting all Sales types.

£ o

f Katrina Bertolini

Start D ate Finizh D ate
Select or Enter Date IAO32008 042007
Specific Purchase Type  |Catalogue Sale “ l Open Specific 5ales ]

l Open all Salez Tupes ” ﬂ_" ]
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Katrina Bertolini Catalogue Sale 31/03/2006 - 3/04/2007 Sale Value $200.00

Date Code CategorylD Product Name Qty Unit Price  Total ~
09-Sep-06 1051 Mutrimetics MNutri-Maist Intense Moisturising Créme 12 1 $35.00  $35.00
03-Apr-07 151859 Restore Anti-Ageing Intense Night Moisturising Cre 1 $67.00  $67.00
03-Apr-07 18672 Nutrimetics MNutri-Rich Qil 80 ml 1 $73.00 $73.00
03-Apr-07 1051 Mutrimetics Mutri-Maist Intense Moisturising Créme 12 1 $2600 $25.00

v
Keep Date Oty Code UnitFrice  Total
Delete
K » v v
Discount Items Purchased $0.00
Discount Factor 50 %
Delete Di t It Print Di t Ord
elete Discount lterns ] ’ rint Discount Order Cost to Customer $0.00

/'

Having selected the sales option required will produce a form in which you can enter the products selected by
the customer to be purchased at discount.

Having selected the items simply, then select Print Discount Order.

The invoice will display the regular price the discount applied to the order and the Amount Payable.

AUTHORISED DISTRIBUTOR FOR THE FRODUCT OF: Nut]'imetics

Distributor Details

Junie Watt Katrina Bertolini
18 Lincaln Drive 22 High Street
East Keilor Woodend
o 3033 WG 18290
Business Phone : Horme Ph: 54711701
Home Phone : 03 93576613 0423511 985
Mokile P hone :
Fax
E-tail :
AFIh

Discount Shopping items Purchased

Date  Quantity Froduct Price
26-lan-08 118290 Home Fragrance Qil - Lily 10ml Aromatherapy F19.00
2B-lan-08 1 188912 R ejuwenating Body Paolish 200 ml Anuaspa F37.00

Total of Purchase $56.00
Discount 50 %
Amount Payable $28.00
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Edit Customer Payments — and view / print Payment Reports

We need to keep track of our customer payments not only to record how much money is being received by
customers, but also to enable us to include customer credit card details to consultant orders, either when placing
orders to Nutrimetics via the Internet or when mailing or faxing an order to Nutrimetics.

The program also allows for customers who place a deposit prior to delivery, and payments can paid by Credit
Card, (Bank Card, Visa Card, and Master Card) Cash, and Money Order.

) &= Select Payment Options | EiRapmentiFeport s

Payments by Pernod

Record Payments

Payments by Card

All Entered Payments

Payments by Card Mot Deposited

Payment Reports

Payments by Cheque Report

Dutstanding Payments

To Record a Customer Payment
There are two methods of recording payments,
1. From the Customer Order — Print Invoice, which has been mention in a previous section.
2. From the Customers Menu select Order Payments
Select the Record Payments button.

= Payment Details

Customer Mrs. Suzan Douglas | Payment Options | I If you dO nOt Charge a
OumDde e [ | 3 Tk i Handling cost, it is
:::;:g ,735200'  Exclude Payment Record from Repart ESSEHtIaJ that yOU enter
Amount Due [ Delete Payment the value $000 do not
' Depost — leave the handling
{ Payment IW Deposited m Charge blank

Cutstanding

Payment hMethod I T I

" Enter Surname I Douglas Susan vI Find Pay ‘| MNew Pay t | Pay t Report: | bl ﬂ-‘l

Select New Payment — This will enable you to select the customer name from the drop down list.
Only customers who have placed orders after the Order Loyalty Period will be available for selection.
The Order Loyalty Period is established from the Personal Details Menu

When the customer name has been enter the payment method option is available

E] a_vmnl elils x|
Customer Mrs. Susan Douglas | MI
Order Date [ Date Adustment lo_ :: EE: P:ﬁ’memmR:wdd
Amourt I Elete Fayme ECor
m '735200' ' Exclude Payment Record from Report If you Select elther
e Delste Paymert | Card or Cheque the
Deposit [ sm relevant entry details

— are displayed.

Payment I $0.00 Depositedd IND vI
Cutstanding
Payment Method Card -

Select Card Type I - I Card Mumber I Card Expiry Date I

Erter Surname I Douglas Suzan vI Find Pay ‘| MNew Pay t | Pay t Report: | bl ﬂ-‘l
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To Edit Customer Payments

B Payment Details ll
Customer . Justine Knott | Payment Options |
Order Date 2041105 & Keep Paymert Record
Amourt | $45.90 " Delete Payment Record
. © Exclude Payment Record from Report
Handling 30 .oo|
Amount Cue I F45.90 Delete Payment

Deposit I F0.00
Payment I §45.90 Deposited I\(es -I

Cutztancding $0.00

Select Card Type I Master Card - I Card Mumber I 5353 1630 0341 9437 Card Expiry Date I 0207
Chegue Mo I
B e

Select Payment 11 - Find Payment | Mew Payment | Payment Reports
As a customer hopefully will make several purchases within your Order Loyalty Period the customer payments
must be located using the Select Payment List.
The Payment selector will display all the customer payments; they will be sorted with the most recent payment
at the top of list. It will display the Date, Amount and the Customer name

When finding existing payments the only options available will be to enter the final payment amount and if the
payment is made by cheque you can record the cheque number.

You can also change the payment options of keep, delete, or exclude.

I would suggest that you do not delete customer payments until the end of the financial year.

All Entered Payments

From the payments options select All Entered Payments, this form will enable you to view and edit all customer
payments not set as exclude.

The excluded payments can be restored to view by selecting Restore Excluded Payments.

From this form you can also include customer credit card payments when placing a consultant order,

simply click Payment to Nutrimetics by Customer Credit Card.

Keep Deposited  Date Amount Hand  Deposite Final Balance Tile FirstMame LastM ame Payment Type =
Delete Payment Due
Keep =] Mo -~ 21/02/06 37400 $2.00 $0.00 $76.00 $0.00 Jenny Rule Viza Card
Payments that have not =l :
. ) Kege” -| Mo -| 16/02/06  $66.00 $0.00  $0.00  $000  $86.00 . Kisy 0.Toole
been depOSIted will be /<eap =] Mo ~| 13/02/06 420900 $200  $000  $000 421100 . Maria Famugia
1 K, | Mo = 13/02/06 1050 $2.00 0.00 (.00 1260 . Shirl MchGrath
displayed at top of form w=p x| Mo ] . 1 ey Mefia
Keep ;l MNao ;l 13/02/06 32400 $200 $0.00 $0.00 $26.00 Linda Partz
Feep ;I A=l =5 Customers Payin, ﬁl
Keep ;[ Yes Customer Name Card Type Card Number Expiry Date Amount
oo | Yoo [ | =l g ] ] |
Keep ;I Yes
Feep ;I Yes
Keep =] Yes
Keep ;I Yes
Keep ;I Yes
Feep ;I Yes
Keen =] Ves . . . Total Card Payments: ‘é
—_— Use this form to include customer credit card payments that have
Keep =] Yes paid specificaly for this order Clear Customer Card Details e |
Keep ;I Yes
Order Total [ $1,362.80] Handling [ $36.00] Deposits Paid] $51.30] Final Payment [ $704.80] Amount Due | §E40.70] o

1| | 3

Delete Selected Payments | Restare Excluded Payments | ‘ Payment to Nutrimetics by Customer Credit Card I Refresh Order Payments | EL" |

©nly Delete Customer Payments when required - preferable at end of Financial Year, Exculding Payments will remove them Fram wiew in this list,

This will enable you to view the required customer or customers and their credit card details along with the date
of order and the order amount on the main form, while entering the customer name card details and amount on
the minor form. The credit card payments will then be included on the front cover of your consultant order,
which can then be faxed or mailed to nutrimetics when placing your order.

After the Credit Card payment has been entered into the Customer Payment by Card Form, and has sent to
nutrimetics to pay for customer order change the option from Deposited NO to Deposited YES.
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Sales Reports

Rather than go into detail on each aspect of each individual Sales Report, I shall explain basically how to create
the reports.

From the Reports Menu select Sales
- . Reports; this will display an options
| Mailing List Customers - Last Order Date form, where you can select the type

of report required.

e-Brochure Customers - Last Order Date

Sales Report by Sale Type

Sales Report by Specific Product Code

Sales Report by Specific Customer

X} print Options

priineet When the report opens, if you select the
Mame:  |HP DeskJet 630C Series Printer | Propetties | printer icon top left hand corner you will
Status:  Default printer; Ready print all the available information.

T : HP DeskJet 6300 Series Prink .
P S e Full Sales Reports will be more lengthy

where:  LPTL: .
Comment: S reports than a Specific Sales Report,
consequently rather than print a complete
- Frink Range Copies report it might be convenient to simply
gl Number of Copies: | 1 =] view the report and print the last page

i | : only.
{* Pages From I 1 To I 1 [ Callate d

¢ Gelerted Record(s) To print specific pages of a report, using
| the main menu toolbar select File, then

2etp. | o« | _cenel || the Print option, this will open a form
from where you can enter the pages you
wish to print

Sales Report by specific customer:

Enter or select the customer
| Pam Archibald ] Mrs. Pam Archibald from the drop down list.
Start Date Erd|iEte Then Select the Start and End
Select Order Dates | EL" | I d I J Date of the Report
Wpen Selected Heport | EL" |
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Sales Report by Product Code

& Select Beport Dates |

Shart Date Firish Date This will display all pro@ucts sold
, sorted by product code, if you want to
| 30un03 [=f | O1Juiid =] know how many of a particular product
you have sold, this will enable you to

Froduct Code Report

fil+ | print or view the results.

Sales by Specific Product Code

B Sales By Specific Product |

1|03 = This will display only the selected product,
Drewberm 200 ml

Excellent when comparing the monthly

Botanicals Range - Shower Gel brochure with customer purchases.

Specific Product Report | ﬂi" |
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Removing Customer Records

It is not necessary to remove customer names from your records, in preference to removing the customer from
your records entirely, simply remove the customer from your mailing list, you never know if that customer may
contact you latter and wish to purchase product or hold a demonstration.

But if you do decide to remove a customer from your records, - from the Customer Details form list the
customer as NO and Hostess as No,

Title hrs. -~ | First Mame: IRnnda Lazt Mame: IA_g
Customer Mo = | Mailing List Mo ~| Hostess IN.:. vI

But before you remove the customer name from your records it is very important that you also remove any
orders placed by that customer.
From the Update Records Menu use Delete Orders by Customer 1D

Managel - [Remove Uii_l_ I = ﬂlil
J Eile Edit Insert Records Window Help ilﬁl
DateSold CustomerlD HName ProductCode CategorylD Product 12
oz T Mrs.  Fonds sgneli 2200 Accessories Sheer Yei On Iy Orders belon g | ng to
2202006 T Mrs.  Ronds Agnelli 2402 Accessories Blush Brus H H
: customers listed as No will be
2200206 bl Mrs.  Ronds Agnelli 11043 Apricot Range Apricot Fao . .
2200206 bl Mrs.  Ronds Agnelli 12090 Arti-Age Ultra Firming Foundation Teint Lift Almond d I Sp I ayEd 0 n th I S fO rm )
3103104 71 Mrs. Ronds Agneli 151400 Botanicals Range - Shower Gel Fruity Boxe Th is Wi I I enab I e you to q u i Ckly
find their Customer 1D
=]
1 | »
The above custamers hawve been selected as non maintaining
Youwill be required to enter their Customer |0 to enable their Orders to be deleted
Be careful to enter the correct Customer ID as there is no undo command
Remove Specific Customer Order Delete ALL ORDERS by Customer ID | h Delete Non Maintaing Customers | ﬂ." |

When you need to remove records of any type, you may receive two warning messages informing you that are
about to delete some records. The first message will tell you that you are about to delete some records, the
second message will tell you how many records you are about to delete.

You can have this message appear each time or you can choose not to display the message.

You are about to delete 5 row(s) from the specified table.

once you click Yes, wou can't use the Undo command ko reverse the changes.
Are you sure you wank bo delete the selected records?

Yes Mo
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Accounts

The account-keeping component of the Ezymetics Program has been designed for simplicity of use. Being a
single entry accounting system rather than a double entry system it does not show for example if money is taken
to purchase stock, consequently the cash asset has decrease but the stock assets have increased. Being single
entry it will only show that the cash asset has decreased. The reports printed when required will enable your
accountant to establish the business value, the business earnings and the tax applicable. Naturally it is still
important to file your receipts.

| have set up a comprehensive chart of accounts, which may be sufficient to fulfill the needs of your business.
You can easily edit or add accounts types using the form linked to the Accounts Menu

Chart of Account
The chart of accounts reflects the various categories of both debit and credit items,
For example Money may be money in cash, money invested short tem, money invested long term,
Cheque account, etc; consequently money can flow and out of the various accounts.
The description would describe where the money came from or went to,
For example  (Debit) account (Cash on hand) description (Purchase nutrimetics product for resale)
(Credit) account (Cash on hand) description (Sale of nutrimetics products)
Telephone there may be only one account, but you could have a home phone, business phone, mobile phone, all
these could reflect on the telephone account but would be sorted using the description;
For example (Debit) accounts (Telephone) description (mobile phone)
Over a period of time establish a list of descriptions, to assist your account to reflect on the various transaction
made throughout the year.

Using the chart of accounts, in conjunction with established descriptions will enable you or your accountant to
separate and claim taxation deductions applicable

Edit Chart of Accounts

You may need to adjust the account names in the Chart of Accounts,

Use this form to the edit the Chart of Accounts,

If you enter New Account Names it is important to number them correctly.

The first cell of Account Number (Type)

N
is linked to the Account type, when the Account =St et e e e
Type is changed using the drop down arrow, /R . feee

The Type number on the left of the Account

1120 Cash on Term Deposite Azzet

Number will change automatically. e — -
1150 Deposits Paid Azzet z
When entering numbers into the next section e I
(Account Number), it is essentially that the first 1160 Leaschold mpravemerts of Cost feed
1190 Matar ehicles at Cost Azset

number is the same as Account Type number, for
example all Asset accounts must start with a 1
followed by three other numbers

2100 Bankcard Liskbility
2110 hiasterCard Ligbility
20 Wiz Card Lizbility
2130 Ezy-Phone Liakility
2140 Trade Creditor Ligbility

Al fe

1
1
1
1
1
1
1
1
1
2
2
2
2
2

N

Account Number Help | accourt Name Help | Update Accourts | Delete Account | 1) .
-

Recard: MLII 1 b | v |r#] oF 70
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Account Options
Use the various Account Options to establish your personal preferences

Account Hames

x|

Account Descriptions

Chart of Accounts

Delete Accounts

Payment Methods

Account Names

x|

?
. Type  Accournt Mumber Account Mame Account Type
1 1100 Cash on Hand Aszet -
1 1110 Cazh at Call Azzet =
1 1120 Cash on Term Deposite Azset T
1 1120 Cheque Accourt Azeet B
1 1140 Invertory Aaset =
T 11E0 Deposts Paid Sezet =
1 1160 Business Equipment at Cost Aszet T
f 1 1170 Furniture and Fitting= st Cost Aszet T
1 1180 Leasehold Improvements at Cost Aszet T
1 1180 hatar YYehicles at Cost Aszet T
1T 119 Motar Wehicle Accessaries Azzet -
2 Moo Bankcard Lizhility T
.2 2110 MasterCard Ligkility T
! 2 220 Yisa Card Lizbility T
i 2 M40 Trade Creditar Lizhility T
i 2 M50 G5T. Collected Liakility =
2 2MEe0 G5.T. Paid Likility -
2 M70 Sales Tax Payakle Ligkility T
2 2200 Payral Deductionz Payable Lighility T
2 20 PAYG Withholding Payable Ligkility -
2 2220 PAYE Payable Ligkility =
2 2230 Wiorkers Comperzation Payakle Ligkility T
22240 Deductions Payahle Lizhility T
Update Accounts ‘ Delete Account ‘ E, ‘ El_ﬁ ‘

Account Descriptions.

The Description is used in conjunction with the Account Name | [Na -] |Car - Fuel - Frivate

to create greater detail to the Credit or Debit item.

You can enter as many account descriptions, as you

need but try to restrict your description list,
for example don’t enter a description
(Calls for business purposes)

then latter enter another new description

same item descried in a different ways.

(Business calls)
Try to create a simple description list and use the same
description for similar items, as it will only complicate
your transactions reports if you have a multitude of the

To delete a description simply select Delete (Yes)

then click the Delete Description button.
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Account names or Chart of Accounts
can be added to the bottom of this form
or edited as required.

Click on the notepad button to read the
associated help

' X
- Delete  Account Description =
: | Mo j |Accnurrt - Governmert Fee

: | Mo j |Accnurrt - Institution Fee

| | Mo j |Accnurrt - Opening Balance

I | Mo j |Accnurrt - Wiages

| | Mo j |Elank - Cards - Yiza | Mastercard

| i) j |Car - Fuel - Business

o ] Jcar-RACY.
| | Mo j |Car - Repairs
| Mo j |Charit3-' - Dorstion
| | Mo <] |crty Link - Road Toll
f | Mo <] |C|nthing - Business Clothing —
.|N0 =l |EIeu:1riu:it\,f
| ] j |Fundrai3ing - Leed Generation
| | Mo j |House Hald - Private
| | Mo j |Insurance
| Mo j |Medical - Ambulance Membership Renewal
| Mo j |Medical - Dptometrice - Glasses
| Mo j |Medical- Surgery

Delete Description
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Transaction Entry

Date
To record the date of item double click on the date field to record the current date, to alter the date yes the Date
Adjustment at the bottom of form, alternatively you can enter the required date within the date field manually.

Ensure that the computer is set to Australian Date preference, as the program has been designed to enter and
display dates in numeric format 7/9/03 as opposed to 07-Sept-2003,
If the computer is set to America Format it will interrupt that same date as 09-July-2001

Account

The program allows you to record Income and debit items in different accounts which are set up via Account
Options. The primary financial reports eg; (Financial Year Report) are reported through the Primary default
account (Account 1)

Category

IT IS ESSENTIAL to use the Category drop down list which taken from your chart of account that is
established or edited through Account Options when recording an income or expense item as items are linked by
account number.

Description
Can be selected from the description list which is established or edited through Account Options and Account
lists, select choices through the drop down arrow lists, or you can type your own description for that item..

Reconciled
By comparing with your bank statement if the payment or withdrawal collates with the statement select Y in the
reconciled column.

GST

If GST is applied to the item, insert the letter Y in the GST column.

This will display the amount of G.S.T. which has been either received and or paid throughout the transaction
periods
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Delete Date  Account Category Description Reconciled  GST W/draw Method ChgMo  Deposit  Receipt«
N |~ | 1/07/2002 ||1 |+ ||Cash at Call ~ |Account - Opening Balance ~|Y || N |~ $0.00|Cash ~ $100,000.00 -
N || 9/07/2002 |[1 . ||Telephone 9 331 3053 + |Phone - 9 331 3053 - Optus ~|Y |v|N|v $9.47] v $0.00
N |~ | 9/07/2002 ||1 |+ ||Nutrimetics Training ~ |Business Training - Nutrimetics ~|Y || N |~ $460.00 ~ $0.00
N |~ | 9/07/2002 ||1 |+ ||Nutrimetics Training ~ |Business Training - Nutrimetics “|Y || N+~ $460.00 ~ $0.00
N |~ | 15/07/2002 |1 |+ ||Telephone 9 337 6613 ~ |Phone - 9 337 6613 - Primus Telecol~ | Y |~ | N |v $111.96/Cash ~ $0.00
N |+ | 25/07/2002 |[1 - ||Motor Vehicle w|Car-RACV. ~|Y |v|N|v $119.00Cash v $0.00
N |~ |26/07/2002 |1 |+ ||Office Supplies ~ |Office - Supplies - Stationary ~|Y || N |~ §15.00 ~ $0.00
N [+ | 31/07/2002 |1« ||Gas « |AGL Gas ~|Y |v|N|v $219.60 v $0.00
N |~ | 7/08/2002 |[1 |+ ||Telephone 9 331 3053 ~ |Phone - 9 331 3053 - Optus ~|Y |v|N|v $7.98 v $0.00
N || 9/08/2002 |[1 |~ ||Telephone 9 331 3053 + |Phone - 9 331 3053 - Optus v Y v | N 546.30 v $0.00
N |~ | 9/08/2002 |1 |+~ ||Postage ~ |Office - Australia Post - Stationary &~ | Y |~ | N |+~ $2.75 ~ $0.00
N |~ | 13/08/2002 |1« ||Telephone 9 337 6613 ~ |Phone - 9 337 6613 - Primus Telecol~ | Y |« | N |« $108.31||Cash v $0.00
N |~ |28/08/2002 |1 |+~ ||Postage ~ |Office - Australia Post - Stationary &~ | Y |~ | N |~ 34.60|Cash ~ $0.00
N |~ | 1/09/2002 ||1 |+ ||Office Supplies ~ |Cffice - Supplies - Stationary “|Y v N~ $13.00 ~ $0.00
N |~ | 7/09/2002 |[1 |+ ||Electricity ~ |AGL Electricity ~|Y |v|N|v $603.33 v $0.00
N |~ | 9/09/2002 ||1 |+ ||Rental Property Maintenance |~ |Rental Property - Maintanence - Pait|~ | Y |« | N |+~ $26.15|Cash ~ $0.00
N |~ | 12/09/2002 ||1 |+~ ||Telephone 9 337 6613 ~ |Phone - 9 337 6613 - Primus Telecol~ | Y |« | N |» $236.86/Cash ~ $0.00
N |+ | 22/09/2002 |1« ||Gas « |AGL Gas ~|Y |v|N|v $207.35 v $0.00
N |~ |27/09/2002 |1 |+~ | |Motor Vehicle ~ |Car - Repairs ~|Y || N |~ $458.45 v $0.00
N |+ |10/10/2002 |1 |« | |City Link « |City Link - Road Toll ~|Y |v|N|v 575.00/Cash v $0.00
N |~ | 15/10/2002 |1 |+ ||Telephone 9 337 6613 ~ |Phone - 9 337 6613 - Primus Telecol~ | Y |« | N |» $22.76) ~ $0.00
N |~ |24/10/2002 |1 | || Entertainment - Optus Televevi « |Optus Pay TV Y || N~ 554.65" ~ $0.00

Double Click to Enter Date

Date Adjustment | 0 ||

Itiz Ezsential that each Transaction Record uges only Chart of Account Categories as they are linked by Chart of Account Mumber.

Go to First Date

Go to Last Date

Use: Chl C ta Copy and Chrl % ta Paste Categories - or uze Drop Down selector only - Do Mat Edit or madify Categories unless through Chart of Accounts Setup - See Account Options

Total Deposit

$100,000.00 Total W/Draw

$105,494.44]

Un- Reconciled Balance |-$5.494 44 ||

Total Reconciled Deposit |$100,000.00 Total Reconiled Debit: |$105 494 44| Reconciled Balance

Enter

|-85,494 44 ||

Total G.5.T. Received

$0.00 Total G.S.T. Paid

$0.00/

Cash on Hand - Float

Delete 5

I $40.00

t Options

Statement
Balance

Calclllatorl EL“ |
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Account Reports

%

E 1

Account |1 V |EII33-31EI 43-337-5301

Feport Start D ate Filker
Previous Recanciled D ate
Previous Reconciled Balance

Report Start D ate
072N 2 "

Financial Year Report

10772012

30062072

$4.330.14

Report End Duate

2B/0BS2M3

Detailed Statement Report

Sequential Cheque and Receipt No

Unreconciled ltems

Specific Detailed Statement Heport

MAB Business Cheque Account

Summary by Account and Records

Depozit and Withdrawal Report ﬂi"
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Financial Year Report

This report Debit and Credit listings separately and shows a yearly profit or loss amount

Financial Report for Period - 3/07/2018 - 26/11/2019

Previous Year Reconciled Balance at 30/06/2018 53.714.72
Expense Items
1 Income Weight Fee $6.10
72 Cost of Sales Incentive 5450.00
69 Cost of Sales King ! Queen $608.60
1 Cost of Sales State Night Payment $10.00
2 Expense Gift - Token of appreciation $315.00
3 Expense Gift - Award $166.50
1 Expense Government Tax 543.00
1 Expense Legal and Accounting Fees $50.00
3 Expense (Office Equipment - Purchase 576.230
25 Expense Office Supplies $1,056.49
1 Expense Training 5225.00
2 Expense Town Club Australia Inc. F705.00
5 Expense Town Club - Membership Registration $2 388.00
5 Expense Hall / Building Hire 54 356.10
Total Yearly Expenses $10,456.09
Income Items
1 Liability Deposit Receved $125.00
2 Liability State Might Payment Received $190.00
68 Liability Reqistration Fee Collected $2,200.00
1 Income Bank Depasit 50.09
4 Income Interest Income 50.43
71 Income Members Dues F7,702.00
67 Income Raffle $1,470.40
1 Income Sale $6.00
1 Income Undeposited Previous Income $10.00
65 Income Weight Fee $341.30
2 Income Joining Member F ee $100.00
10 Income Special Levy $290.00
1 Cost of Sales State Might Payment $260.00
Total Yearly Income $12,695.22

Total Yearly Income :
Total Yearly Expenses:
Balance :

Previous Year End Balance :

Current Reconciled Balance :

Bank Statement Balance :

Statement Variation Amount :

Profit / Loss for vear 2019 :

512.69522

GST Received :
§10.456.09
$2,230.13 GST Paid :

5371472

§5,163.00

85,0

8

1

-5155.12

e}
-1 N

Cash at Call / Float : 524.10
Debit Variation
478.28| Profit for Year
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Specific Detailed Statement Report
Produces a report that is sorted by Account names as listed in the Chart of Accounts.

Summary by Accounts and Records Report.

The reports are primarily sorted and grouped by account types which include: Asset, Liability, Equity, Income,
Cost of Sales, Expense, Other Income, and Other Expense.

The individual transactions within each account type are sorted by account name as entered in the Chart of
accounts.

Specific Category Report
Select the required category and only those items in the selected category will be reported

Zgl Select Account Category Required >

Select [kem |Nutrimeti|::3 Training y

Start Date Firizh Drate

Select or Enter Date [ 9/07/2002 [ rmT

Help ‘ ﬂi" ‘

Preview Report

Specific Description Report
This Report enables you to select from the available account descriptions and give a detailed report in relation to
that item for the selected period.

Zgl Select Account Descrniption Required >
' S alect [kem |Eharit_l,l - Donation e
Start Date Firizh D ate
Select or Enter Date | 1/07/2002 | w0203

Preview Report

Help ‘ ﬂi" ‘
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