
HOW TO PROCESS A PARTY – QUICK START GUIDE

1. Log into your business center.

2. Click on the ‘party’ tab.

3. On the calendar click on the date when the party will be held. 



1. You will now see a screen where you can enter in the hostess’ contact information.

2. Make sure that you click on the ‘create’ option.

3. You will then enter in the hostess’ contact information. You will want the passwords that you enter 

to be generic and the same for all users. Something like miche123.

4. Then click on ‘create hostess’. 

5. Once you have entered in the hostess’ information you will click ‘next step’ to continue.



1. You will then be prompted to input the location information for the party. 

2. Make sure that when you input the address that you input a street address. Do not input a PO Box 

or sales tax may not be calculated correctly. 

3. Once you are done click ‘next step’ to continue.



1. You will then be prompted to input the time of the party.

2. Once you are done click ‘next step’ to continue. 

1. You will then see a review screen; here you can either complete the process or cancel.

2. If everything is complete and accurate click on ‘create party.



1. You will now see the attendees screen, here is where you can add the guests of the party. If you do 

not see the ‘add attendees’ button you may need to scroll your screen down. 

2. Click on the ‘add attendees’ button to add the guests that you and your hostess have come up with. 



1. You will then be prompted to input the guests information. 

2. You will have the choice to input the guests email address, or you can use the drop down and input 

your email address or the hostess’ email address. We recommend that if you don’t have the guests 

email address that you input your address not the hostess’. 

3. Once you have input a guest, click on the ‘create and add to list’ button. 

4. You will continue to add guests until you have entered all of them in and then you will click on ‘save 

list’. 



1. Once you have added your guests you will see them under the attendees tab.

2. You will have the option to email the attendees if you would like using the ‘email attendees’ button. 

3. Once you are ready to process the customers orders you will click on the ‘box’ icon.



1. Once you click on the box icon you will be asked to input a password; this is YOUR password that 

you use to access your business center. 

2. You will then be redirected to the front end of your site to ‘purchase product’. Add your items to the 

cart, then you will click on either ‘cart’ or ‘checkout’. 

3. Continue to input information and apply the bundle discounts as needed. 

4. Make sure that when you are inputting the shipping address that you put in the correct shipping 

address based on your sales tax laws. 



1. The final step after adding all product to the cart is to review your transaction and then click 

‘checkout’. It is important that you make sure that the order is correct because once you hit ‘check 

out’ you can not change the order without your distributors help. 

2. Once you hit checkout you will be re-directed back to the ‘attendees’ tab for your party. 



1. You will continue to process the remaining customers orders until all have been processed. If you 

have guests that did not order you do not need to do anything with them. 

2. Once you are done you will click on the ‘process party’ button. If you click on this button you will 

not be able to process any additional orders. This means that you are ready to place the hostess’ 

order. 



1. After you have clicked ‘process party’ you will now see that the hostess has a ‘box’ next to her 

name. You will now be able to process the hostess’ order. 



1. You will again be redirected to the front end of your site, but the view that you have is different than 

you had when you were processing customers orders. 

2. You will have a list of the benefits that the hostess has qualified for. You will add items to the cart 

and then click on the apply button. NOTE: the 50% off shells you will not click on the apply button; it 

is automatically applied for you. 



1. Once you have added all of the items that the hostess wants to her cart you are now ready to 

complete the purchase process. 

2. You will need to find the red ‘go’ button in order to move to the next screen. 

3. In order to find the red go button you will need to make sure that the bottom scroll bar on your 

screen is all the way to the right, and that the 2 right handed scroll bars are all the way to the top. 



1. Once you have clicked on the ‘go’ button you will be directed through the same cart process as you 

were with the party guest orders.

2. Once you have completed the hostess order you will be redirected to the attendees tab on your 

business center once again. 

3. Here you will want to click on the ‘close party’ button. This is a VERY important step so please 

remember to do so when you are ready for your distributor to fill the party orders. 

4. You are now done with your first party! 


