IN TOUCH HELP

WHAT TO DO AFTER EACH SALE:

1.
2.
3.

Complete an order form. (Remember to calculate sales tax on TOTAL sale BEFORE any discounts.)
Fill the order.

Within 24 hours do the following on the InTouch Site (www.marykayintouch.com):

First:

From the InTouch home page, go to Business Tools, then myCustomers, then Customer Orders.
From My Customers Orders, click the box “Create a New Sales Ticket”

Choose from existing customer or new (NOTE: If it is a new customer you will/need to enter some
customer information and eventually enter the profile info as well.)

Complete the different sections of the screen. NOTE: You’ll want to mark/a follow-up with the
customer approximately 2 days after their order.

Enter products (or part number) for everything that was sold to the cugtomer. (Be patient, as you do
this more it will get much faster and easier!)

If customer has paid already by check or cash, mark as paid. If using a credit card, you can enter the
total amount to charge the credit card and then click on “Enter Cfedit Card” information. If the
customer has not paid yet, simply click on “Update” so everything is saved. (You can come back to
this via the Action Items screen. See the top of page 3 for this/Anfo.)

NOTE: the total will not match exactly since discounts and sales tax are not included in here.
However the information that is entered in this section is sfored under each customer’s records so
you know exactly what they have ordered in the past.
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EVERY DAY OR EVERY OTHER DAY - to stay on top of customers:
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From the InTouch home page, you can either go to Business Tools, then Action Items, then
Customer Action Items, OR from the home page click on Action Items on the right side of the
screen.
This will give you ®ll of the items you need to follow-up on (see s¢cond screen shot below).
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ONLINE ORDERING:

If orderlng online, cI|ck on Orderlng then Online Ordering, then Create a New Cosmetic Order
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Click Accept, then confirm correct shipping address, click Continue.

Click on the appropriate headings and you’ll get a list of available products (see below). It takes a
little time to get comfortable where it all is, but once you do it’s fairly easy. As you enter items be
sure to “Update Your Order.”
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PERFECT 10 TRACKING

Page 1
arir Area Perfect 10 Tracking Sheet!
Meergumant]  Zuse Consultant [ Ph#| =121z Emal:_ | Susi=@emall com
Address. | ————122 Mygirzes, Myiown, 5T Direcior: [ Alllsan LaMarr
& Q;\
CUSTOMER. NAME ¥ + F i
Highlighd ar boid fhe *e".«} " _.5 ¥ ; & Fd ;‘:‘ n
Hoxioes” nams. Ffyd é‘? S5/ FE 7 F : £
SRR i ) 52 1Ry 1 e
Each guest must be 18+ Fhone ¥ & ¥ & K s
Years Okl Kumber 4‘_? J"g-'.'-- ; . a ¥ ;S'Q_E o fi Q j & Mext Step
1 Jullg HosiesE 1111 an Class 2 1] 516300 ™gJ5.00 | S172.00 | #1552 30000 | S1000 (A Hosiess Y < f Uni kg
2 Amry Guas a55-2222 1 &1 Class 1 [1] 3E0.00 EB;Q] §E3E0 £4.95 | F0)00 5400 (A Hosess ¥ = Jf 23 W Training
3 Clndy Guest 53333 | &N Class 2 o 353.00 E’S.E-T\._ F31.50 §6.50 | #1389 5400 [A]l| Hostess :f " Coacth
4 Sarah Guest 5554444 | &A1 Class a o §35.00 $0.00 ‘\as,uu §2.82 | 50000 5000 [A|l| Hostese Jf X Coach
3 Judy Hosless H55-5555| &M Couble 2 0| 311200 | $11.00 51ME] 5243 | 30000 3400 & Unkt Mig ] Call Back
B Belty Gusst S55-TFIT| &= Caubie 1 1] 52,00 $0.00 §54.0 S4.48 | 50000 400 |A|L] Ynrrg ¥ D x Coach
T Samantha Faclal S55-6335 | BM2 Faclal 3 1| 316300 | $15.00 | Si74.00 .55 S0)00 5400 [A|L Home ¥ f < X Coach
8 5000 ™| 3000 yd
E] 30.00 Py 3000 Fi
10 P10 Tracking Page 1 Information:
:; 1. Enter month, name, address, Director, tax raie in fields at the top of spreadsheet.
= 2. Enter Guest/Hostess information completely, Bold or Highlight Hostess name. Enter asactivity takes
= place throughout the month.
15 3. As you order enter your wholesale total for the calander month in the field at the top right.
:3_ 4. To save, click file, save as (ie. OCT. 2007). At the month end print a copy for your records and email a
= copy to your Director - once you complete a P10 you will recieve an email from Allison's office
iE] requesting your resulis for proper recognition.
0
21
] 50,00 $0.00
fE] S0.00 3000
24 50000 3000
25 S0000 50,00
25 3000 3000
) S0.00 3000
23 50,00 §0.00
] S0.00 5000
1] 000 30,00
TOTALS: 11 2| 574000 | 55400 | SBEGDO0 [$50.47| $159 | S3000 | & 7 T Kl 1 5 Fi

Parfuct 10= 10 Clwser o 30 Cwbarer Feae + 00 Murkebng Servss © 5500 ‘Whzbals Re-Orde o ckarde masfy

AmASKETE, ¥ s Kb C=Comrlart, Delesis] P Rl O EVERY Box - Lasve B0 1laske Paws Toml Colusas st ibs Bobom af Pags

TFULL CRCUE = Sl Sets, A e Beoideg, ared Srare e Oppatusiy * NEXT STER = Becked sextapet (on. chuss, Fecl, aom eic) g Beoked 1-on-1 smcuseg imeres.

"TUPLEAZE FILL IM ALL MAME, ADDREEZS, PHOMNE NUMBER, EMAIL AND DIRECTOR INFORMATION COMPLETELY!

Customer name - bold or highlight the hostess name

Phone number - customers primary phone number

Date - date of the class or facial

Type - facial, double, or class

# Basic Skin Care Sets - enter the total # of sets sold to each guest

# of Roll-Ups - enter total # of roll-up bags sold to each guest

$ Retail Sold - this is the total amount of the sales ticket

Product given away - enter the retail amount of any section 1 products given away
Sold minus retail - do nothing, the spreadsheet will enter this figure for you

Tax received - enter the amount of tax received from the sale

Non recovered Tax - do nothing, the spreadsheet will enter this figure for you
Hostess Gifts/PCP - enter your cost of PCP gifts or hostess gifts given (section 2)
Booking A=Asked - if you asked for a booking enter an A in this field

# of new bookings - enter the number of appointments booked for each guest
Location - enter the location that the appointment was held

Shared the Opportunity - Did you share I-story & Marketing, enter Y(yes) or N (no)

24-48 hour follow up - Enter C if you the consultant followed up, or D if your Director did

Recruit - enter the date of the agreement for your new team member

Record an X - put an X in this field if this is the first time you facialed this guest
Full circle - enter a Y for a full circle appointment (Book, Sell, Recruit)

Next step - enter your comments on what should take place next
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Page 2 i !
age Reorders & Other Accomplishments ‘ 0IQ 52000 in Sales Gy | Pasr
p
[Consuttant | Susie Consultant | Ph= [ 555-1212 Emal: | susie@femail.com Wesk 1: T
| Address: | Direcior | fﬁ.lliscn LaMarr ; e [ramem
[ - - -'“y‘ :my’ = M TTD Totl | 8518008
_ i = é E E B 5 PLACE 5 -..:.J;d‘!'m }’1 [ | &
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s e A AT I B R |1 el N o BN I B
v S| oF 23] 23| ¢ | E | |EEf] e E il e A I T R
cail wke ) Phase humzee| 3 -4 £xl a8 £ z | k% |5 #5 comatur, wiz) |2 & 6 | [comesle [o] To] To] [olc]e] o] Jrom]s
1 Jane Cusiomer 555-2121 | ws | 511500 | $5.50 | §908.50 | 3949 | S000 | s<.00 [Afo toni 1 [+ f P& Goal 2 Mew Ecokings & § Mew Confacis+
2| AmberCustomer | 5553131 |ens| $4200 | $0.00 | S4200 | 3347 | S0.0D | s£.00 |4]: Froge” R eok 2 B5-Bi11
3 30.00 $1.00 / L e + W70 Total |m 18578
& §0.00 S0.00 / = M WTE Telal | e L]
8 50.00 $0.00 FiRP 4 A Tos Chenees [ Fazes | E]
Zoon non r " P e ek 3 WO F ke L 1
l: F'.ec-_r\derE & Weekly Page 2 Information: ) ] ) i 7 [ale ] To] T T ] 7T 1 .=| ot ] 2
5 1. Enter your monthly Goal & Y¥TD from prior month in top right fields. =0 EOREECRENGREN I E
v 2. Enter customer/potential team member information compleiely as || Daly iFagaal 2 New Sookings & § Hew Contacisr
= reorders/interviews take place throughout the month. [ ] [k 37 “"”i‘_ﬁw o
- 3. Enter the weekly dates given to you from your Director (weeks run from Sun. - Sat.) [ [Foe s s T VT T | SR AT
= 4. Manually enter weekly activity from both pages into the fields: sales, classes, faces, | [Facues Faen |
" interviews, follow-up, bookings, & new contacts. Your Diractor will use the [ A [immommn et vt Pk U
= information for weskly recognition, and it will help you to see your weekly progress " t‘:’h‘:l I: I:I I:I :'.I I:I H :::I :
vy mowa rds '-f-::ur :"EI'fE*C't 1 GI “ ] Dafy \FA Goa' 2 New Scokings & § New Confacis+
n 5. You may copy & paste the weekly box every Monday into an email or you may (] [wesk 4 B13-8025
- attach the file. N R i:x:
21 0.0 i o] | [T Fazes |
e §0.00 S0.00 e e Habd B ke Lp
s 50,00 s0.00 5_-.;,-.,.|= | u | 'r| |w| '-| | T | | ' | |uu|| o
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¥ 30,00 S0.00 _— * ¥TD Tots |umn
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"Flace Recrufing Infommation In =wery re-onder bag {any Mary Kay tsam-buliding fiyer].
[ Section z Saks lds: | [ Section 1 Wholesai:

Customer - enter the name of your reordering customer or prospect interviewed but not facialed
Phone - customer primary phone number
Date - date of the order or interview
$ Retail Sold - this is the total amount of the sales ticket
Product given away - enter the retail amount of any section 1 products given away
Sold minus retail - do nothing, the spreadsheet will enter this figure for you
Tax received - enter the amount of tax received from the sale
Non recovered Tax - do nothing, the spreadsheet will enter this figure for you
Hostess Gifts/PCP - enter your cost of PCP gifts or hostess gifts given (section 2)
Booking A=Asked - if you asked for a booking enter an A in this field
# of new bookings - enter the number of appointments booked for each guest
Recruiting info - did you give team building flyer or CD with the order
Place interviewed - where & who did the interview
24-48 hour follow up - Enter C if you the consultant followed up, or D if your Director did
Recruit - enter the date of the agreement for your new team member
Weekly boxes - enter dates given to you from your Director
0 Total Retail Sales - Total sales for the week from page 1 & 2 of your tracking sheet
0 YTD & New YTD - do nothing, the spreadsheet will enter this figure for you
o Enter your weekly accomplishments - classes, faces, bookings, Int., new contacts



EVERY MONDAY - #’s for the week need to be in to Allison:

Every Monday copy & paste the weekly box into an email and send to your Director.
The weekly box is located on page 2 of the Perfect 10 Tracking sheet. You will need to manually enter the
information from your weekly activity into the weekly box.

Week 2: 8/5-8/11
+ YTD Total: $5,180.75

Total Retail Sales: $515.00

= New YTD Total: $5,695.75
Total Classes: 0 Faces: 3
Interviews Held: 3 With Follow-Up: 3
Bookings: S M T W Th B s Total: 2
Contacts: S M T W Th B s Total: 3

| EVERY MONTH END - #’s for the month need to be in to Allison: \

At the end of each month copy & paste the monthly re-cap box into an email and send to your Director for
proper recognition, challenges, winning prizes, etc.. Be sure to double check your numbers. The
spreadsheet will figure the totals for you.

MONTHLY RECAP TOTALS
Retail Sales: $897.00 YTD: $5,695.75
Given Away: $60.50 YTD: $60.50
Non-Rec. Tax: $1.59 YTD: $1.59
x 50% - Discount = Profit $418.25
Total GWP (Section 2): $38.00
Selling Appts. Held: ‘ 5 ‘ E\:gg'r::?d: 7
Total Classes Held: 1 | Total Faces: 7
Total Bookings: | 8 | Total Interviews: 7
Total New Recruits: | 2

A copy of the Perfect 10 Tracking sheet is emailed out weekly and may also be found on Allison’s website.
www.allisonsallstars.com




