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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. 
 

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 

 
 

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 MYOB 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/
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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  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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   

mailto:keith@ezymetics.com
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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 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Click on Settings 

2. Control Panel 

3. Regional Settings 

4. Date, Time, Language and 

Regional Options 

5. Regional and Language Options 
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6. Use the Drop down arrow to 

select English (Australia) 

7. Click on Customize 

Short Date format 

From the drop down arrow 

select   dd/MM/yy 

 

Long date formate 

From the drop down arrow 

select   d MMMM yyyy 
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If the program opens with a large toolbar at the top,  click on   

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. 
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Menu’s: 

 

On the next few pages I will briefly explain the primary functions contained within the various Tab Page 

Menu’s. 
 

Customers 
 

 
 

Customer Details, Orders, and Host Gifts: 

 Setup your customer details. 

 Record customer purchases. 

 Record Hostess gifts received as demonstration gifts. 

 Enter Customer favorite products. Enables notification to customer when the product comes on special 

price or offer.  

Consolidate Orders: 

 Print or view customer orders, Consolidates customer purchases for selected period, use this option 

before placing your order to nutrimetics. 

 Print or view customer awards, use this option before bulk ordering for period selected. 

 Print or view hostess gifts placed or required between specified periods. 

Order Payments: 

 Record Customer Payments. 

 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. 

 Print or view payments reports, which can display: – Credit Card payments, Credit cards payments not 

deposited to nutrimetics account, Payments made by cheque.  

 Print or view all payments recorded during specific period. 
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Customer and Hostess Invoices: 

 Enter both customer handling charge and GST registration option. 

 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. 

 Print specific customer invoices with either credit card facility or with out credit card payments 

 Print Host Gift statement to include with Host Invoice. 

 A Host Note can also be printed with Host Gift Statement. 

Customer Awards Program: 

 View customers who have placed Brochure Orders. 

 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. 

 Displays current Rewards value. 

Discount Shopping 

 Calculate Specific Sales Value of customers orders during selected period 

 Establish discount amount applicable to customer order. 

 Record items purchased at discount. 

 Print Discount Order Invoice. 

Customer Mail: 

 Print Bulk Mail: Various Envelopes types e.g. print post, post paid, plain envelope. 

 Print Bulk Mail Labels of various sizes. 

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

 Edit Mailing List. – Alter customer mailing, change if brochure already given, Check last order date by 

specific customer. 

 Print or view Mailing List Report. 

 Print various postage labels – Print post, Post Paid, Reply paid, Self Address Label, etc. 

 Print specific Customer Mail, either  envelopes or sheet. 

 Reply Paid Return envelope. 

Customer Address and Phone:  

 Lookup customers by Home Phone or Mobile number. 

Customer List: 

 Print or view Customer list sorted by multitude of methods e.g.:  Surname, First name, 

 Postcode and Phone Number. 

 Print or view Host list sorted by surname. 

 Print or view Customers list where the Home address is different to the Mail Address. 

 Print or view Customer E-mail list. 

Customer Birthday: 

 View or Print report of Customer Birthday Dates. 

 Print Customer Birthday Envelopes by Month. 

 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: 

 Print list of customers who you have recorded in customer details as P. Consultant 
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Customer Order Form: 

 Print Customer order form to be included with brochure mail out or demonstrations. 

Customer Order Form – Special Notes 

 Record and or Edit Order form Special notes 

Customer Favourite Products Form 

 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!  
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Reports  

 

 
 

 

Sales Report: 

 A variety of Sales Reports by: 

 Category, Product Code, Sales Types, All Customers, Specific Customer, etc.  

 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: 

 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: 

 Print or view Report: 

 Link to Original Contact:  e.g.  Regular Demonstration, Beauty Spa, Fund Raiser etc. 

 Select Customer linked to Hostess. 

 Select Customer by Consultant: - used if customers transferred to other consultant in your team. 

Specific Customer Notes Report: 

 Print or view customer details and notes, very handy for printing relevant notes re; 

 Address directions, or other information relevant to demonstration. 

All Notes by Selected Date 

 Print or view customer details and notes when you are not sure of the customer name 



10 

Consultants 
 

 
 

Personal Details: 

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

 Customer Rewards Date, Consolidated Order Date,  Invoice Handling Charges, etc. 

Print - Mini Brochure Labels: 

 Print Mini Brochure labels. - Name and Telephone Number 

Print - Mini Return Address Labels: 

 Print Mini Return Address labels. 

Enter Consultant Details: 

 Setup your personal consultant details, and consultants within your team. 

 Record consultant training details. 

Consultant List: 

 Print or view consultant list by level. 

Consultant Mail by Level: 

 Print Labels or envelopes either: Plain, Print Post, or Post Paid by consultant level. 

Consultant Mail by Group: 

 Print Labels or envelopes either: Plain, Print Post, or Post Paid by Upline group. 

Specific Consultant Mail: 

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

 
 

Remove Non Participating Customers: 

 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: 

 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  

 
 

 

Leads, Friends and Contacts Details 

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

 Add Contact Notes. 

 Find Friend or Other Contact by search. 

Specific Notes Report 

 Print or view notes entered for Specific Contact. 

Print Contact List 

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

Print Contact Group 

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

Print Specific Envelope 

 Print envelope to Specific Contact. 
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Products 

 
 

Edit or Update Products: 

 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 
 

 
 

 

Enter Income and Expenditure: 

 Enter transaction details:  View account balance. 

Account Options: 

 Edit Account Names. 

 Edit Account Descriptions. 

 View Chart of Accounts. 

 Delete Accounts. 

 Edit Payment methods. 

Report – Income and Expediture: 

 Transaction Summary: within selected period. 

 Print or view accounts by Account Types e.g. Assets, Liability, Expenses, etc  

 Transaction Detail: within selected period. 

Specific Category Report 

 Print or view accounts by Account Names: e.g. Photocopying, Postage, Phone, etc 

 Specific Transaction: within selected period. 

Specific Description Report 

 Print or view specific account: e.g. Mobile Phone account 

Host Gift Report: 

 Print or view Hostess Gifts and Value received by hostess within selected period. 

Customer Awards Report: 

 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. 

 
 

 
 

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. 

 



16 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 
 

This form also setups your return address on envelopes and mail labels. 
 

 

 

Mary Hadalamb 

9 333 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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

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. 

 

Dividing a dollar by the point’s value. 
 

  4 Point’s = 25 cents per dollar spent by customer. 

  5 Point’s = 20 cents per dollar. 

  6 Point’s = 16 cents per dollar. 

  7 Point’s = 14 cents per dollar. 

  8 Point’s = 12.5 cents per dollar. 

  9 Point’s = 11 cents per dollar. 

10 Point’s = 10 cents per dollar. 

Read the attached help in relation to Points Value 
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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.  

 
 

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. 
 

 

 

 

 

 

 
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. 

Only customers who have been 

entered as a Host will have the 

option to record Host Gifts 

 



19 

Customer Status 

In the Customer field we have the option of (Yes, No, New Lead, Retry and Potential Consultant) 

 The customer is a customer, (Yes) 

 Does the customer want to be included on the mailing list (Yes or No) 

 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. 

 

 

 

 

 

 

 

 

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 

 

 

 

 

 

 

 

 

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  

 

 
 

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. 

 

 

 

 

 

 

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. 

 

 

 

 

 
 

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 contact periodically as contact is made with that customer, 

this will provide a form listing all customer in ascending order 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. 
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Birthdays 

 

 

 

 

 

 

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  
 

 
 

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

 

 
 

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. 



26 

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. 

 

 
 

Prior to selecting any particular customer order, you should select the Brochure period on the bottom of the 

customer order form, as after you have selected the brochure period the customer order section will close and 

then re-open again at the first customer in your record, you then select the required customer and enter their 

order from the selected brochure.  

If you did not receive an email to inform you that the latest product file was available and it well past the 16
th

 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 

 

 

 

 

 

 

 

 

 
 

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. 

 

 
 
 

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. 
 

 

 

 

 

 

 

 
 

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 

 

 

 

 

 

 

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. 
 

 

To add to the sales types simply 

select the Sales Type button 

 

Do not change the second type – 

Catalogue Sale as this item is used to 

filter products purchased in regard to 

Customer Rewards Program 
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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.  

 

 
 

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 

Kaith Watt
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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. 

 

 
 

As this is very important I 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. 
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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. 

 

 
 

To overcome this use the Select Order Details Filter Date command 

This will open the Date filter option 

 

 
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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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 I would suggest that you print or view 

each of these options. 
 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

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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To print customer invoices. 

 

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

 

 
 

 

 
 

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. 

 
 

Double click on order amount and this insert the order total 
 

 
 

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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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 
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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 

 

 
 

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 

 

 

. 
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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. 
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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. 
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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  

 

 

 

 

 

 

 

 

 

 

 

 

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. 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To open and print the Customer Order 

Form Click: Customer Order Form 

 

To edit or remove the notes included in 

the Customer Order form. 

Click on Order Form Special Notes 
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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) 
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The list below provides an example of a mailing list showing the first two columns as Given and Mailing List. 
 

 

 

 

 
 

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

Click on the View Customer Records button  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

From the drop down 

list select the desired 

customer. 

If you have given the brochure personally select Yes 

If you wish to take them off your mailing list select No 
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After you select the required customer the dates that orders have been placed by that customer will be displayed 

in the drop down list. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 
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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. 

 

 
 

Mailing preferences 

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

A5 sheets. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The A4 sheet option allows you print the mailing 

address at top and a customer order form in the 

lower half of the sheet, in either Regular mail, 

Print post approved, or Post Paid. 
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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. 

 

 

 

 

 

 

 

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 I 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 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

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 I 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  

 

 

 

 

 

 

On the various reports and Mailing preferences where ever you see               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 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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 I 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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

Resore Icon 

 

Be aware on the mail envelopes 

and sheets there is an additional 

thin line to accommodate when 

required the Care / of field, this 

line located between the Trim 

(Title & FirstName & LastName 

and the Address 2 line, 

The Care / of field has the ability 

to expand when required.  
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Sample of A4 Mailing Sheet with Order Form 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To Edit or Remove these 

notes click on A4  Order 

Form Special Notes 
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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 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The form will  
 

 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. 

 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. 
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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 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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.   

 

 

 

 

 

 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

When the Help icon is activated it allows you 

to proceed to the form where you can change 

options related to Customer Rewards. 
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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. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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 

customer. 

You then have the option of selecting Specific sales type 

during the selected period, or selecting all Sales types. 
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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. 
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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. 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

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 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you select either 

Card or Cheque the 

relevant entry details 

are displayed. 

 

 

If you do not charge a 

Handling cost, it is 

essential that you enter 

the value $0.00 do not 

leave the handling 

charge blank. 
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To Edit Customer Payments 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

Payments that have not 

been deposited will be 

displayed at top of form 

 





60 

Sales Reports 
 

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

the reports.  

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

Sales Report by specific customer:  

 

 

 

 

 

 

 

From the Reports Menu select Sales 

Reports; this will display an options 

form, where you can select the type 

of report required. 

 

Print Options 

When the report opens, if you select the 

printer icon top left hand corner you will 

print all the available information. 
 

Full Sales Reports will be more lengthy 

reports than a Specific Sales Report, 

consequently rather than print a complete 

report it might be convenient to simply 

view the report and print the last page 

only. 
 

To print specific pages of a report, using 

the main menu toolbar select File, then 

the Print option, this will open a form 

from where you can enter the pages you 

wish to print 

Enter or select the customer 

from the drop down list. 

Then Select the Start and End 

Date of the Report 
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Sales Report by Product Code 
 

 

 

 

 

 

 

 

 

 

Sales by Specific Product Code 

 

 

 

 

 

 

 

 

 

This will display all products sold 

sorted by product code, if you want to 

know how many of a particular product 

you have sold, this will enable you to 

print or view the results. 

 

This will display only the selected product,  

 

Excellent when comparing the monthly 

brochure with customer purchases. 
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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 N0 and Hostess as No,  

 

 

 

 

 

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 ID  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Deleting Records 

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.  

 

 

 

 

 

 

 

 

 

 

Only orders belonging to 

customers listed as No will be 

displayed on this form, 

This will enable you to quickly 

find their Customer ID 
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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. 

I 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)  

is linked to the Account type, when the Account 

Type is changed using the drop down arrow, 

The Type number on the left of the Account 

Number will change automatically. 

 

When entering numbers into the next section 

(Account Number), it is essentially that the first 

number is the same as Account Type number, for 

example all Asset accounts must start with a 1 

followed by three other numbers 
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Account Options 
Use the various Account Options to establish your personal preferences 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Account Names 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Account Descriptions. 

The Description is used in conjunction with the Account Name 

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  

(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 

same item descried in a different ways. 

To delete a description simply select Delete (Yes)  

then click the Delete Description button. 

 

 

 

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  
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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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Account Reports 
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Financial Year Report 

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

 

 
 

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. 
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