|t Works!®

Distributor eSuite

Back Office Administration

This document provides an overview of the distributor’s eSuite administrative system.
The contents of this manual should be kept confidential to It Works! Global distributors.

Version 1.0
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1. Distributor eSuite

The It Works! eSuite system is your administrative back office that allows you to manage
your business online.  When you first login, the system dashboard will display as your
home page. This dashboard provides you with key information about your business
and is broken down into the following segments:

e My Rank Promotion Status

e Distributors closest to promotion
e Volumes

e Performance Overview

e Recent Activity

e Earnings
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MESSAGES COMMISSIONS REPORTS RANK DOCUMENT AUTO- SETTINGS CALENDAR  ORDERS TRAINING  SUPPORT
LIBRARY  SHIPMENTS ACADEMY

Distributor’s dosest to promotion
Ambassador Diamond ©® (@ |
e 72% to promoting to Ambassador
Diamond
8 100% 5 n
75% to promoting to Presidential
4 S Diamond
80% 5
4 100% 3 98% o promoting to Diamond
3 100% 1 n
94% to promoting to Diamond
% Learn More n
89% to promoting to Diamond
Volumes

Period: August 2013 v

' 8 Current Paid Rank Ambassador
644 Diamond

Previous Month Paid As  Ambassador
Diamond

Highest Rank Achieved  Ambassador

Description August 2013 July 2013 Change(+/-) Diamond

If additional information is available, click on the link at the bottom of each segment to
drill down into the information.

* Learn More Jl Wiew Volumes
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To navigate through the system, click on the tabs at the top of the screen. These tabs
include:

o Messages

e Commissions

e Reports

e Rank

e Document Library
e Auto-Shipments

e Settings
e Calendar
e Orders

e Training Academy

To return to the dashboard from anywhere in the system, click on the It Works! logo on

the top left-hand side of the screen.

ll. eSvuite Sections and Functionality

The following summarizes the functionality available under each tab.

A. Messages

The Messages section contains basic email functionality. It allows you to send emails to
external users and anyone within your organization.
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MESSAGES COMMISSIONS REPORTS RANK DOCUMENT AUTO- SETTINGS  CALENDAR ORDERS TRAINING SUPPORT
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When you click on MESSAGES, the system will display your inbox screen. You can also
navigate to you Sent, Drafts and Trash folders.
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Messages

Inbox

Messages in your Inbox will display here

If you want to create your own folder, click on the Create New Folder box and enter
the new folder name.

=TT

My Important Folder

To create a new message, click on Compose.

Messages

You can enter a specific email address or select a group. If you start typing in the TO
box, the system will provide a selection list based on your entry.

Select an address

Messages

My Groups...v

Subject

File~ Edit~ |Insert~ View~ Format~  Table

L) Formats~ ¢ MergeFields» B 7

2
2
2
I S
2
2

Attention It Works! Distributor
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Select a group

Messages

My Groups...»

[0 Downline
[ Active Downline

Subiject [ Inactive Downline
[] Frontline
File = Edit = ¢ [ Personally Enrolied

Formats~ | ¢ MergeFields~ | B 7 =

Message formatting is available along with the ability to insert tables and merge fields.

File=~ Edit~ Insert~ View~ Format~ Table - - Table =
o) Formats» = & Merge Fie B Bold E E E = i = = —
7 raiec b ERinserttavle  » =

Dear {{FirstName}}, u nenine
5 Strikethrough

> Superscript

X, Subscript
Header 1
. Inline »
Merge Field T, Clear formatting Blocks , Header 2
Alignment v Header 3

Header 4
Header 6

Header 6

h1

B. Commissions

The Commissions section allows you to select any past commission run and view the
associated volumes and payments that were earned during that period. You can also
search for specific historical volumes and export the data to Excel for personal analysis.
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When you click on COMMISSIONS, select the commission period to view.

Choose a period:

Curmrent: August 2013
Current: July 2013
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The screen will display information about the period selected, volumes earned and the
breakdown of the bonus payments.

Choose a period:

Description
Start Date
End Date
Paid As

Total Commissions

Volumes

Description
PBV
GV

Autoship Template

Period Summary

Value

Monday, July 1, 2013
Wednesday, July 31, 2013
Triple Diamond

§52,710.15

Earned
120
14,105,650

252

Bonuses

Description

Emerald Bonus

Level Bonus

Enroller Bonus

Generation Bonus
Generational Enroller Bonus
Double Diamond Bonus
Diamond Bonus

Triple Diamond Bonus

Earned
$1,175.13
$4,236.69
$135.55
$2,205.91
$1,756.69
$36,120.00
$240.00

$195.00

To view details about each bonus, click on the bonus name.

Description
Emerald Bonus
Level Bonus

Enroller Bonus

Bonuses

Earned

$1,175.13

$4,236.69

$135.55
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The bonus breakdown will show who the bonus was earned on, order ids, rank levels,
source amount and the amount earned.

Bonus Breakdown

Search:

v Equals v G Reset

1D Name Order Level Paid Level Source Amount Commission A

Click on the Volumes selection to view historical volumes from past commission runs.

Commissions

B Current Volumes

OMMISSIoNS
l _ Qualified Legs PBV GV
: 1,190 10,386,302

Historical Volumes

Search:

Period ID ﬂ Equals - Any - ﬂ Search Reset
Period Highest Rank Achieved Paid As Rank Qualified Legs

August 2013 Triple Diamond Triple Diamond 4

e 7043 Trinla Niamnnd Trinla Niamnnd 1 14 1NR RRN

C. Reporis

From the Reports section, you can run standard reports and export the data to Excel as
needed.

M S 1k # BT R @ w2
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The reports currently available include the following:

Go To..

Organization Viewer

Tree Viewer

Leadership Level Qualification Report
Leadership Level Qualification by Period
Genealogy Report

Organization Details

Distributors by Location

Downline Orders

Downline Auto-shipments

Volume Total by Distributor

Wolume Total by Leg

Qualified Legs by Level

Levels Detail Report

Personally Enrolled Team

Loyal Customers

Retail Customers

Rebate Credits

Wrap Rewards Report

Leads

U

a) Organization Explorer

a. This report provides a summary of your key information such as your
account information, auto-shipments, rank promotions, recent activity,
sponsor levels and recent orders

Organization Explorer

My Organization Profile
Q
0 CarlaBumns 10862 A "
1 Amy 11422 ‘
Koorndyk
1 Linda 11921
Koltunchik
1 Suzanne 12103
West
1 Melanie 12285
Trapp
1 Musu 12298
Williams
1 Evita 12430
Waybrant
1 Carol Buist 12555
1 Cassie 12556
Cousineau

It Works! eSuite Documentation

Enroller

Sponsor

Downline Count
Renewal Date

Previous Month Paid As

Current Month Paid As

PBV

GV

Auto-shipment Template
Volume

Loyal Customer Count
Auto-Shipment Process Date
Commission Qualified

Fast Start Qualified

8/30/2013 v1.0

75

5111/2014

Triple Diamond

Distributor (not commission
qualified)

0

23

148

75

30
O

end email
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b) Organization Viewer

a. The organization viewer provides a graphical view of your organization
and allows you to select someone in your downline and get additional

information.

Organization Viewer

Organization Viewer

Home
............... Enroller Placement:
Previous Month Paid: Distributor Current Paid:
Carie Gort - ID# 32228
Commission Qualified: Fast Start Qualified:
_,.//
-~ _~
Q -
< & > -~
a '
v

c) Unilevel Tree Viewer

a. The tree view report provides a graphical view of your downline and
detailed information on each account. You can search for a specific

distributor or loyal customer or display your entire downline list.

Enter a name or ID

Tres View Search

Enter a name or an |D of a customer...

It Works! eSuite Documentation 8/30/2013v1.0
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Tree View

Tree View Search
|
N ¥ info  Account  Volumes
b
; |
g r — Triple Diamond Triple Diamond
Commission Qualified: (¥ X :
y Fast Start Qualified: (]
Address:
b
b
b
b
P Frequency Item(s) Last Run Date Next Run Date Total PV
Monthly (1) Ultimate Body Applicator 10/25/2013 $73.78 54.00
Monthly (3) Greens on the Go™ - Berry 9/21/2013 $113.95 90.00
b
Monthly (1) Ultimate Body Applicator 8/27/2013 54.00
b
Order ID Status Item(s) Total PV Date
16370782 Accepted (13) Ultimate Applicator Wrap Rewards $0.00 0.00 8/30/2013

d) Leadership Level Qualification Report (and by Period)
a. The leadership level qualification reports provide coding information for
your downline, including enrollment dates, the number of loyal customers
and auto-shipment information.

Leadership Level Qualification - Al pemmsm—"—

Advanced Search

ID# ﬂ Equals ﬂ Reset

D First Name Last Name Email Enroliment Date Coding Actions

22 - SEP - 2008 Diamond -

Leadership Level Qualification Sk

£ Export Report

Advanced Search

Equals v August 2013 v Reset

1D First Name LastName Email Enroliment Date Coding Loyal Customers Autoship Orders Autoship Template Actions
1-JUL-2013 Diamond 3 216 108 o v
14-JUL-2013  Diamond 2 312 312 o v
18-JUL-2013  Diamond 0 23 23 o v
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e) Genealogy Report

a. The genealogy report displays levels, ranks, volumes, auto-shipment dates
and whether or not the distributor is commission qualified.

Genealogy Report

Genealogy Report

8 Export Report

Advanced Search

Period ID v
Level ID First
Name
0
4

f) Organization Details

Equals

Last Name Email

M

August 2013

Previous Month
Paid As

Triple Diamond

Distributer (not
commission
qualified)
Distributor (not
commission
qualified)

Current Paid

Triple Diamond

Distributor (not 0
commission
qualified)

Distributor (not 0
commission
qualified)

v
PV GV Auto- Commission
Shipment Qualified
Process Date
30 4
0 0 No aute- *
shipment set
up
0 81 No aute- *
shipment set
up

a. The genealogy report displays levels, ranks, volumes, auto-shipment dates
and whether or not the distributor is commission qualified.

Organization Details

[]8 Export Report

Advanced Search

1D# v
Level ID | Name | Email
0

4
A

Equals

Previous Month Paid Current Paid

As

Triple Diamond

Distributor (not
commission qualified)

Distributor (not
commission qualified)

g) Distributors by Location
a. The distributors by location report provides a graphical view of where your
downline is located. It defaults to the country level where you can drill

down to the state level.

It Works! eSuite Documentation

™

Distributor (not 0
commission qualified)

Distributor (not 0
commission qualified)

Distributor (not 0
commission qualified)

PBV

Auto-Shipment
Template Volume

148

Organization Details

Auto-Shipment
Process Date

No auto-shipment
setup

No auto-shipment
setup

No auto-shipment
setup

Commission Actions
Qualified

x = -
b = -
»® = v

When you hover over a location, it will display a
count of your distributors or loyal customers based on your selection.

8/30/2013 v1.0
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Distributors by Location

Options
@ Entire Downline

() Personally Enrolied
Customer Type

(@ Distributors

(O Loyal Customers

() All Customers

h) Downline Orders
a. This report provides a list of all your downline orders with the ability to
search for specific accounts or orders.

Downline Orders

Distributors by Location

US-TX

Distributar Count

(38 Export Repor
Advanced Search
ID# v Equals
Name Order ID
n 16370785
n 16370784

i) Downline Auto-Shipments

™

Total

$28.95

544 35

BV Date
8 31-AUG - 2013
30 30 - AUG - 2013

Actions
[><] -

[>] -

a. This report provides a list of all your downline auto-shipments including
next run date, order amount and BV total. It also provides the ability to
search for a particular account.

Downline Autoshipme

Nnts

Downline Auto-shipments

£8 Export Report

Advanced Search

D Name

It Works! eSuite Documentation

K

Next Run Date

1-JAN - 2079

28 - MAY - 2014

8/30/2013 v1.0

Total

$20.00

$121.80

BV

Actions

D

D
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i) Volume Total by Distributors / Leg
a. The volume total reports provide information on your downline’s bonus
and group volumes.

Volume Total by Distributor

(3 Export Report

Advanced Search

Period v Equals v August 2013 v Reset
Level ID First Name  Last Name Prior Month Paid As Current Paid PBV GV Actions
0 Triple Diamond Triple Diamond 1190 10,386,302 E -

A

Volume Total by Leg

(8 Export Report

Advanced Search

Period v Equals v August 2013 v Reset

D First Name Last Name Prior Month Paid As Current Paid GV Actions
= -
-] -
= ov

k) Qualified Legs by Level
a. This report shows the same basic information as the volume total reports.

Qualitied Legs by Level

(8 Export Report

Advanced Search

Period M Equals M August 2013 M Reset

Level 1D FirstName LastName  Prior Month Paid As Current Paid PBV GV Actions

0 Triple Diamond Triple Diamond 1190 10,386,302 % -
A Presidential Diamond Presidential Diamond 230 10,313,122 o v
1 Distributor (not commission qualified) Distributor (not commission qualified) ] 0 ™ -
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) Levels Detail Report
a. This report lists your downline information by levels.

Levels Detall

M
@8 Export Report
Advanced Search
Period v Equals v August 2013 v Reset
Level ID First Name Last Name Prior Month Paid As Current Paid PBV POV GV Actions
0 Triple Diamond Triple Diamond 1190 1190 10,386,302 v
A Presidential Diamond Presidential Diamond 230 230 10,313122 = -

m) Personally Enrolled Team
a. This report provides information on accounts that you personally enrolled.
This is also the report that you use to move eligible accounts to another
distributor. If an account can be moved, it will be highlighted in green
and you can use the Actions drop-down button to select MOVE.

Go to the How-To's section to get more details on how to change a distributor’s
placement.

Personally Enrolled Team 5

Search:
ﬂ Equals v
[] Enroliments in the past 48 hours
D Name Contact Info Joined PBV  Auto-Shipment GV Auto-Shipment Commission Actions
Date Template Volume Process Date Qualified
’ ‘ - 29-Aug- O 54 0 25 x = v
. 2013
' ‘ - 30-Aug- O 54 0 25 x = -
. 2013
.
' ‘ - 15 - Jul - 419 108 419 15 4 = v
. 2013
I ‘ - 12 - Jan - 230 109 10313122 22 4 = v
. 2008
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n) Loyal Customers

a. The loyal customers report provide a list of your loyal customers and their
join dates.

Loyal Customers

Loyal Customers

ﬂg Export Re
Advanced Search
Status v Equals v Active v Reset

Name Contact Info Joined Date Actions
- 8- DEC - 2011 m -
L
. 16 - QCT - 2007 = -
= 2 - MAY - 2007 =~
L

o) Retail Customers

a. The retail customers report provide a list of your retail customers and their
join dates.

(8 Export Repor
Advanced Search
Status v Equals v Active v Reset
Name Contact Info Joined Date Actions
® 8-FEB - 2012 m |-
2 4-JUN - 2013 = -

p) Rebate Credits
a. This report provides a list of accounts that currently have rebate credits

available.
Rebate Credits
ng Export Re
Advanced Search
Status Vv Equals M Active v Reset
D Name Earned Date Actions
It Works! eSuite Documentation 8/30/2013 v1.0
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q) Wrap Rewards Report
a. The wrap rewards reports will show who you earned wrap rewards on, the
earn date and when they expire.

Wrap Rewards

Wrap Rewards Report

{8 Expori Report

Advanced Search

LC 1- Customer 0[]

ID Name

r) Leads
a. Use the leads report to keep track of any new business prospects. You
can create new leads by selecting the Create New Lead button at the

top of the report. You can also edit leads you have already entered.

=+ Create New Lead

Equals

Loyal Customer 1

M

Loyal Customer 2

Earned Date

Thursday, August 29, 2013
Thursday, August 29, 2013
Tuesday, August 27, 2013
Sunday, August 25, 2013
Thursday, August 22, 2013

Expire Date Actions
Monday, October 28, 2013

Monday, October 28, 2013

Saturday, October 26, 2013

Thursday, October 24, 2013

Monday, October 21, 2013

Search:| First Name

Name

Contact Info

Actions A
Action ~
A
[ Edit Lead ‘h ]

Action ~

Go to the How-To's section to get more details on how to create a new lead.

As with all the reports, you can export this list to Excel and format it as needed.

It Works! eSuite Documentation
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D. Rank

The Rank section displays your current rank and what qualifications you need to
achieve in order to promote to the next level. This provides a simple way to view your
progress towards your organizational goals.
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Select the rank from the left-hand menu to view where you stand on each rank.

Rank Promotion Status

Distributor

Presidential Diamond

My Goals What's Left?

Customer type = You must have 1 more Qualified Legs in
order to advance to the next rank

= You must have 3 more Diamond Legs in
order to advance to the next rank

= You must have 1 more Double Diamond
Legs in order to advance to the next rank

Executive
Ruby

Emerald

Diamond

Double Diamond

Triple Diamond

Qualified

Ambassador
Diamond

Back to

dashboard Qualified Legs

Diamond Legs

Double Diamond Legs

Triple Diamond Legs

E. Document Library
The Document Library contains all corporate documents for downloading and viewing

(not all current documents have been loaded yet).
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Select the category you want and click on Download to view the document.
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Document EPLLENEIIER]Je1aY
Library

AWARDS AND CERTIFICATIONS

. Certificate - Ambassador Diamond NAwrinad
Awards and 4D
- Certificate - Ambassador Diamond
Ceriifications
Commissions a Certificate - Diamond Download
Events Certificate - Diamond L_—J
Forms a Certificate - Double Diamond Download
Gives Back Certificate - Double Diamond | = e
GOOD Bonus
a Certificate - Emerald Download
(e Certificate - Emerald | =
Marketing Materials
Certificate - Executive [
Policies and ) 4 Do 0
Certificate - Executive
Regulations
Product Info a Certificate - Ruby Executive F——
Training and Certificate - Ruby Executive L_—J
Business Building
B Certificate - Presidential Diamond | Download |

F. Auto-Shipments

Within the Auto-Shipment section, you can manage your auto-shipments which
includes creating, editing and cancelling. You can also view a forecast of your
downline’'s monthly auto-shipments to help estimate your future volumes.
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My Auto-Shipments

Auto Shlpments
| Create New 3

My Auto-Shipment
Cart

Monthly Auto-Shipments

Auto-Shipment
Forecast

Description Payment Method Next Run Date Total

Back to dashboard

Auto-Shipment #6564953 Credit card ending in *==**=****3920 10/21/2013 $113.95 a0 View Edit Cancel

Auto-Shipment #2340064 Credit card ending in *==*===** 972772013 $67.36 54 View Edit Cancel

My Canada House Credit card ending in *==*==*** 920 0/25/2013 $73.78 54 View Edit Cancel

My Monthly Autoship Credit card ending in ===+ 920 9/17/2013 $72.71 54 View Edit Cancel

Go to the How-To's section to get more details on how to manage your product auto-
shipments and eSuite subscription.
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G. Settings

The Settfings section is where you manage your personal information including what is
displayed on your replicated website. This includes setting up your shipping and billing
profiles, payment information, website profile and more.
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Click on the section you want to update from the left menu bar:

e Seftings — personal information and addresses
Billing Profiles — credit card set up
Login — username and password
Website — website information including picture and my story
Notifications — subscribe / unsubscribe from company emails
Subscriptions - eSuite subscription
Billing History — view billing history
Commission Payment Method - select payout method
Success on Demand — access to Success on Demand

My Account

Website Profile

Setlings

Billing Profiles

http://I .myitworks.com
Login
Web Alias:
Nofifications
Subscriptions
- . First Name:
Billing History
Commission Last Name:
Payment Method
Success On Demand Company:
o .
Back to dashboard Lz FLE
Office Phone:

NOTE: Under the Seftings section, if you change your main address, the system will ask
you if you want to also change the address on your auto-shipment orders.
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Perso =l e ddy e an -
Address change detected
3 5 First Name:
- We noticed that you have made a change to one of your addresses on file. If you would like
Billing Profiles Last Name: this change to reflect on your Auto-shipments as well, select the address that your Auto-
. - shipments should be changed to and click Update Auto-shipments.
Login
’ . Company: Otherwise, click Just Save Changes to save your information without affecting your Auto-
Website
Mofifications Email ® Main Address
12345 State Street
Subscriptions Home Phone Bradenton FL, US
L LaTale]
Billing History IMobile Phone: | © Shipping Address
c I 5325 E State Road 64
OMIMISSIOn office Ph ] Bradenton FL, US
Payment Method eSO 34208
Success On Demand Date of Birth:
J§t Save Changes Update Auto-shipments
Back to dashboard Main Address
Couniry: United States M
L=zl 12345 State Street
Address 2:
City: Bradenton
SEIE Florida v
Zip: 34208

H. Calendar

The Calendar section can be used to frack personal events as well as show corporate
events posted by IWG headquarters. It will also show events posted by your downline
distributors.
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N——
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Click on New Event to set up a new personal entry.

Events

& New Event
- > Week Day List
August 2013 -
Sun Mon Tue Wed Thu Fri Sat
1 2 3
Corporate
Distributors
Personal
4 5 6 7 8 9 10
Back to dashboard
1" 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

Enter the details on the entry screen and click Save to display your new event on the
calendar. You can enter a different format for the date i.e. 9/10/13

Create an Event

Event Date

Calendar. Personal Calendar ﬂ

Starts: Saturday, August 31, 2013 1:30 PM
Ends: Saturday, August 31, 2013 2.30 PM
Time Zone: Eastern Standard Time {EST)ﬂ

Repeat Options: Do not repeat this event V]

Additional Settings: [] All-day event

[ Allow other distributors to see this event

Event Details

Event Type Appointment ﬂ

Title:

Location: B I Usx x|A-¥- (| ESES
Path:

Summary: B 7 Usx x|A - |E=SE=
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l. Orders

The Orders section allows you to browse products, place a personal order, view your
order history and redeem your applicator rewards. You will also be able to move order
volume within 24 hours of placing an order (find orders eligible for moving under Order
History, highlighted in green). This is also where you can access the new quick entry
feature for setting up new customers and distributors.

M S i # B C R @ wm= 8
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Body Contouring 63 product(s) found ﬂ

My Cart

Order History Applicato o ﬂ per page

Applicator Rewards

Enroll New Customer

Back to dashboard

Ultimate Body Applicator Defining Gel It's Essential
Skincare $59.00 $45.00 $25.00

54.00 8V

Go to the How-To's section to get more details on how to place orders, redeem
applicator rewards and enroll new customers.

J. Training Academy

From the Training Academy section, you can access all the training materials designed
to help you get started and to grow your business.

M S ik * BEC R B w = 28

MESSAGES COMMISSIONS REPORTS RANK DOCUMENT AUTO- SETTINGS CALENDAR  ORDERS TRAINING SUPPORT
LIBRARY  SHIPMENTS ACADEMY
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= R =
e Traininghcademy
; ’ro 7

Training Academy

WELCOME TO THE TRAINING ACADEMY!
\/ ;ﬁ%::?omﬁ::s:eu dar J Master the Steps to Success
- nh Yo Epel SRS E O et ot

T Gerstartedt

Welcome >

K. Support

The support section is where you enter and track your Customer Service support ticket
requests.

M S h * B T R & w = 3

MESSAGES COMMISSIONS REPORTS RANK DOCUMENT AUTO- SETTINGS  CALENDAR ORDERS TRAINING SUPPORT
LIBRARY  SHIPMENTS ACADEMY

My Account
Welcome

Support

Support Tickets

Create new ticket

Attention You have a new high priority ticket response. Please read it immediately

Open Tickets Closed Tickets

Ticket# Subject Updated Status

8080019 order Move Saturday, August 31, 2013 New

8080006 New Ticket Create Friday, August 30, 2013

8080003 ([T Well Done Friday, August 30, 2013
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Go to the How-To's section to get more details on how to create and manage your
support tickets.

. How-To's

A. Enroll a Distributor, Loyal or Retail Customer (Quick Entry)

A new quick-entry feature is available where you can enter new distributors and
customer without having to go through the replicated website to complete each
enrollment.

Select the Orders tab to display the main Order screen

[
M S ik * B O R @ w o= 3

MESSAGES COMMISSIONS REPORTS RAME DOCUMENT AUTO- SETTINGS CALENDAR ORDERS TRAIMNING SUPPORT
LIBRARY SHIPMENTS ACADEMY
From the left menu bar, select Enroll New Customer.
This will display the enrollment screen where you can
r e rS select which type of account you want to enroll.
Enrollment
Choose your country
us v

My Cart

» Choose your enroliment option
Order History
Applicator Rewar

Enroll New Customer

Back to dashboard o || | |

Retail Customer Loyal Customer Distributor

The enrollment products available and the quick-entry fields will change based on your
country and the type of account you are setting up.

On the first screen, the system will allow you to enter the customer’s enrollment order.

e |f you are enrolling a distributor, the shopping cart will show the eSuite charge,
products ordered today and products set up for auto-shipment.

e If you are enrolling a loyal customer, the shopping cart will show the products in
both today’'s order and on the auto-shipment template.

e |f you are enrolling a retail account, the shopping cart will only display the
selected items.
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Select the items you want for today's order by clicking on the +1 Order button or select
the + 1 Auto-shipment to add them to an auto-shipment order. Click on the button(s)
multiple times to increase the quantity.

Business Builder Kits

% Busi er Kit - US an
wJ Business Builder Kit - US and Canada . . . Business Bulder Kit-US and
% 490 00 (0BY) (@ Add Business Builder Kit - US and Canada

oLy Canada (1 free month of eSuite and

Replicated Website access)

Subtota $99.00

BV Tota 0

$ Auto-shipment

Mini Booster Pack T A
Booster Pack e T e ol
$499.00 (400 BY) @ e-Suite

Y eSuite and Personal Website

(Cne month activation)

BOdy Contou ring Sublota $20.00

Start Date:  9/27/2013

. Ultimate Body Applicator
$59.00 (54 BV)

Defining Gel
$45.00 (40 BV)

Once your order is complete, click Continue to enter the enrollment information.

The next screen provides all the fields required for setting up the type of account
selected.

a. If you are enrolling a DISTRIBUTOR, you will be required to enter the following

information:
Enrollment order (from prior screen)
The shopping cart will include the products and business building kit
selected. The auto-shipment and eSuite subscription will show in separate

carts.

Enroller & Placement
This will default but you can change the placement (not the enroller)

About You
This includes name, phone numbers, tax id, email

Your Address
This will be the distributor’s main address (during set up, the billing and
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shipping address must be the same)

Your Commissions
This includes how you will receive your commission payments

Your Replicated Website
This is for setting up the distributor’s website name and password

Shipping Information
This includes address and shipping method

Billing / Payment Information
Card name, number and expiration date

Agreement to Terms and Conditions

b. If you are enrolling a LOYAL CUSTOMER, you will be required to enter the following
information:
Enrollment order
The shopping carts will include any products selected for today’s order or
for the auto-shipment order

Enroller & Placement
This will default but you can change the placement (not the enroller)

About You
This includes name, phone numbers and email

Your Address
This will be the customer’s main address (during set up, the billing and
shipping address must be the same)

Billing / Payment Information
Card name, number and expiration date

Agreement to Terms and Conditions

c. If you are enrolling a RETAIL account, you will be required to enter the following
information:
Your order
The shopping cart will include any products selected

About You
This includes name and phone numbers

Your Address

This will be the customer’s main address (during set up, the billing and
shipping address must be the same)
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Example from Distributor Enroliment

Application

Complete your distributor application below to complete your enrollment.

8 Enroller & Placement

% Summary

Your Order

Enroller ID Placement ID
B Business Builder Kit - US and
Venfy Placement 1D
| 10862 [ 10802 Canada
Enroller Sponsor n Ultimate Body Applicator
Carla Burns Carla Bums Subtotal: $158.00
Fitcoach Lic Fitcoach Llc BV Total: 54
Your Autoship
B Defining Gel
@ About You [ Utimate Body Applicator
Subtotal: $104.00
Prefl'\\’)l( First Name Last Name BV Total: ™
@ Mr. ‘ ‘ Start Date:  10/1/2013
O Ms.

Daytime Phone Evening Phone (optional)

Mobile Phone (

Your e-Suite Subscription

S$S5N/Tax ID

| n eSuite and Personal Website
(One month activation)

Subtotal: $20.00

Start Date:  10/1/2013

[+ | want to receive email communications.

Manage Auto-Shipments

Under the Auto-Shipment tab, you now have more flexibility in managing your auto-
shipment templates. You can create a new template, edit or cancel an existing

template and/or change the date.

1.

Create a New Auto-Shipment

Under the Auto-Shipment tab, select the Create New Auto-Shipment.

Auto-Shipments
el <.

Manage e-Suite auto-shipmeni

Monthly Auto-Shipments
Description Payment Method Next Run Date Total BV
Auto-Shipment #664953 Credit card ending in ==*==**3920 102112013 $113.95 90 view Edit = Cancel
Auto-Shipment #2340064 Credit card ending in === 8920 91272013 $6736 54 View Edit = Cancel
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Select the items you want on your auto-shipment and click on Add to Cart

Body Contouring 20 product(s) found SortBy:| — Choose — ﬂ

My Auto-Shipments
My Auto-Shipment

Items 1-6 of 20 s 8 g8
r 8 of how per pa
Cart

Defining Gel

Auto-Shipment

Forma Skin Care

Back to dashboard
Cleanser Gel
Re
Strefch Mark & Moisturizing Advanced Formula Fat Fighter Ultimate ThermoFit Greens™ - Orange
Cream with Carb Inhibitors

$39.00 $33.00

Preventfige $23.00 I
Lifting Lip & Eye Cream —— /
Supplements

Advanced Formula Fal Fighter

Once anitemis selected, the shopping cart will display. From the cart, you can:
e Continue Shopping (this will take you back to the product listings)
e Change the quantity listed and Update Cart
e Delete items

Select Continue when you have completed your order.

Continue Shopping Update Cart
Wy Auto-Shipments
Item Price/ea. BV Quantity Total
Advanced Formula Fat Fighter with Carb Inhibitors $23.00 2300 2 $46.000 1
Auto-Shipment i
Forecast
Cleanser Gel $26.00 28.00 1 $28.00 1
Back to dashboard B K
=
Subtotal

The system will prompt you to enter your first ship date. This date will be used as the
monthly ship date for all future orders. Due to company policy, you will only be
allowed to enter a date between the 15t of each month and the 25, The 25" is a
change from our current rule to set them up no later than the 28,
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Configure your autoship

My Auto-Shipments
When should your Auto-Shipment start? | Thursday, August 1, 2013

Note: your processing date cannot be in the

Auto-Shipment Tro
Forecast
Back to dashboard Continue

The next step is to confirm your shipping address. You can select one that is already on
file or enter a new address.

Auto-Shipments

Shipping Address

My Auto-Shipments

Is the address you'd like to use displayed below? If so, click the corresponding "Ship to this address” button. Or you can enter a new shipping address

Auto-Shipment
Forecast

Back to dashboard

Or enter a new shipping address

Be sure to click "Ship to this address” below when done.

Your name

Your email

Your phone number

Your address Alabama ﬂ

United States ﬂ

Based on the shipping address entered, the system will provide a list of the available
shipping methods in your area. Select the shipping method and click Continue.

It Works! eSuite Documentation 8/30/2013 v1.0 Page 29 of 50



Auto-Shipment

Shipping Method

Choose a shipping speed:

My Auto-Shipments

(® US Standard (7-14 business days) ($3.95)
Auto-Shipment

() US Ground (3-7 business days) ($5.95)
Forecast

() US 2Day (2 business days) ($17.45)

Back to dashboard (O US Next Day (1 business day) ($27.45)

The next step is to enter the payment information. Any existing credit card information
on file will be displayed or you can add a new card.

Choose a payment method
My Auto-Shipments
Is the payment method you'd like to use displayed below? If so, click the corresponding button. Or you can choose a new payment method

Your stored payment methods Name on card/account Expires on
Auto-Shipment

Forecast Credit/Debit Card ending in 9696 Test Card 212014

Back to dashboard ) .
Credit/Debit Card ending in 1111 Master Account 42016

E2=2% Credit or Debit Cards

[tWorks accepts all American Express, Discover, MasterCard and Visa credit and debit cards

Once the payment option is selected, the system will display a summary of your order.
If everything is correct, click on Save your Auto-Shipment.
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Auto-Shipments

Auto-Shipment Details
My Auto-Shipments My Monthly Autoship
You will be billed for this Auto-Shipment monthly starting on Wednesday, September 25, 2013.
(Change|
Auto-Shipment AutO-
Forecast — 5 - : —— Shipment
Shipping Information Billing Information Shipping Options S
Back to dashboard Shipping Address: (Change) Payment Method: ge Choose a shipping speed: Sublotal 562,00
_ ubtota $68.0
Primary credit/debit ca nding in 8920 (®) US Standard (7-14 business days) ($6.95) N
Estimated Shipping
Billing Address: (") US Ground (3-7 business days) (59.95 14 $6.95
() US 2Day (2 business days) (517.45) Estimated Taxes $3.48

. Estimated Tota
() US Mext Day (1 business day) (527.45)

$78.43
BV Total
63
[tem Pricelea. BV | Quantity Total
a Advanced Formula Fat Fighter with Carb Inhibitors $23.00 23.00 1 $23.00
I Defining Gel $45.00 40.00 1 $45.00

Change ltems

With this new functionality, you have total confrol over your auto-shipment orders
(adding, canceling, changing dates, addresses and payment information).

2. Edit your existing Auto-Shipment(s)
Change your date, shipping address, biling address or cancel the auto-shipment.

Click on the My Auto-Shipments tab on the left menu bar. Under the monthly auto-
shipment transactions listed, you have the option to View, Edit or Cancel the auto-
shipment.

My Auto-Shipments

Auto-Shipments

{ Creat

My Auto-Shipment
Cart

Monthly Auto-Shipments

Auto-Shipment
Forecast

Description Payment Method Next Run Date Total BV

Back to dashboard
Auto-Shipment #664953 Credit card ending in **=*******§920 10/21/2013 $11395 90 Views dit  Cancel
Auto-Shipment #2340064 Credit card ending in **==*****5920 9/27/2013 $67.36 54 ﬂdil cancel
My Canada House Credit card ending in **===**=*5920 10/25/2013 $73.78 54 View Edit  Cancel
My Monthly Autoship Credit card ending in === 8920 91172013 $72.71 54 View Edit Cancel
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Click on Edit to view the current transaction. From this screen, you can edit your
shipping and billing information, change your shipment date and/or change the items
on your order. You can also choose to cancel your auto-shipment from this screen.

Auto-Shipment Details

My Monthly Autoship
oy will be billed for this Auto-Shipment monthly starting on Friday, August 23, 2013.
(Change)

Shipping Information ‘ Billing Information ‘ Shipping Options

Choose a shipping speed:
() US Standard (7-14 business days) (56.95)

Shipping Addre Payment Meti
@} US Ground (3-7 business days) ($9.95)

:::. US 2Day (2 business days) ($15.95)

US Mext Day (1 business day) ($25.95)

Save your Auto-
Shipment

Auto-
Shipment
Summary

Subtotal 568.00

Estimated Shipping
US Ground (3-7 business  $9.95

days)
Estimated Taxes 54.43

Estimated Total
$82.38

BV Total
63

Cancel Auto-shipment

Item ‘ Pricelea. BvV ‘ Quantity ‘ Total
. Advanced Formula Fat Fighter with Carb Inhibitors $23.00 23.00 1 $23.00
$45.00 40.00 1 $45.00

' Defining Gel
SKU: 214

Change ltems

Once you complete your updates, click on Save Your Auto-Shipment.

It Works! eSuite Documentation

Auto-Shipment Details

My Monthly Autoship
You will be billed for this Auto-Shipment monthly starting on Friday, August 23, 2013
(Change)

Shipping Information Billing Information Shipping Options

Payment Method: (Change) Choose a shipping speed:

Shipping Address: (Change)
US Standard (7-14 business days) ($6.95)

(®) US Ground (3-7 business days) (59.95)

8/30/2013 v1.0

Save your Auto-
Shipment

Auto-
Shipment
Summary

Subtotal $68.00

Estimated Shipping
US Ground (3-7 business  $9.95
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This will show that your auto-shipment has been saved and allow you to view the
invoice for confirmation.

Your Auto-Shipment has been saved.

S e el

—
-

3. Cancel your Auto-Shipment(s)

Click on the My Auto-Shipments tab on the left-hand side bar. Select which auto-
shipment order you want to cancel by clicking on Cancel.

My Auto-Shipments

Auto-Shipments

My Auto-Shipment
Cart

Monthly Auto-Shipments

Auto-Shipment
Forecast

Description Payment Method Next Run Date Total BV

Back to dashboard
Auto-Shipment #664953 Credit card ending in ==********3920 10/21/2013 $11395 90 View Edit  Cancel
Auto-Shipment #2340064 Credit card ending in *=*=******3920 92712013 $67.36 54 View ﬂmﬁl
My Canada House Credit card ending in ==********3920 10/25/2013 $73.78 54 View Edit  Cancel
My Monthly Autoship Credit card ending in ==********3920 9M17/2013 $7271 54 View Edit  Cancel

Once selected, you will be asked to confirm your cancellation.

Cancel "Auto-Shipment #664953" ID#
664953

Are you sure you want to cancel this auto-shipment? All future orders
from this autoship template will be cancelled. Please be aware that
cancelling this auto-shipment may affect your commissions.
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If you click on Cancel Now, the system will ask why you are cancelling.

Cancel Auto-Shipment
- |D# 288

| agree that It Worksl can cancel my auto-shipment order.

Please tell us the reason you would like to cancel your auto-shipment.
() Business is slow

@ Completed 3 months

(O Credit Card Problem (lost, stolen)

(O Doesn't Want an Automatic Payment

(O Doesn't want products any longer

O Duplicate/Secondary

() Enough PV
() Financial Reasons
() Health Reasons

~) Moving

(O Not doing business anymore
(O Product Doesn't Work

(O Reached Desired Results
(O Too Expensive

(O Too Much Product

(O Unable to accept package

(O Unhappy with company/DT

(O Vacation

7 Will not divulge reason
O Will order when they want to

| changed my mind, keep my auto-shipment active | agree, cancel my auto-shipm a-'&

Once | agree, cancel my auto shipment is selected, the system will display a
confirmation number.

Cancel Auto-Shipment

Success
Your canc dditional auto-
shipment o that you wish to ca { ti C et your eSuite
Auto-Shipment , .
1 to manage your business online_ If you

Forecast

subscription is still active. This tool provid

cription, please submit a new Support Ticket or contact Customer Service at 952-540-5700

wish to cancel your monthly eSuite

Back to dashboard

Auto-shipment cancelled
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4, Manage eSuite Auto-Shipment

Click on the Manage eSuite auto-shipment button to view your current eSuite
subscription.

Auto-Shipments

Lreale Ne E

Monthly Auto-Shipments

Description Payment Method Next Run Date Total BV

Auto-Shipment #664953 Credit card ending in *****=****392( 1012172013 $11395 90

View  Edit  Cancel

This will take you to the settings area under Subscriptions. This will show your current
eSuite subscription, next run date, current status and when it expires.

From here you can view your invoice or cancel your subscription. [If you cancel this
subscription, you will no longer have access to eSuite for managing your business. If you
cancel then want to reactive it, you will have to contact Customer Service.

My Account

Subscriptions

Settings
Billing Profiles
lagT Description Status Expires Subscription Auto-shipment

Website

jotmncations

Commission

i / Activi 25/20
eSuite US/Canada Active 10/25/2013 Next Run Date - 9/24/2013

Subtotal : $20.00

WView Invog Cancel

Payment Method

Success On Demand

Back to dashboard

If you select Cancel, the system will confirm that you want to cancel, ask why you are
cancelling and then provide a confirmation.

Cancel "Back office subscription” ID#
2340089

Are you sure you want to cancel this subscription auto-shipment?
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5. View your downline Auto-Shipment Forecast

Click on the Auto-Shipment Forecast tab on the left-hand side bar. The system will
display a total estimate by month of your downline auto-shipment orders with the ability
to drill-down into each month.

Based on the previous month, if the monthly forecast is:

e Less than, the line will be RED
e Greater than, the line will be GREEN
e Equalto, the line will be BLUE

Actual shipments for the current month will be in ORANGE.

This chart should help you determine how much volume to expect from your downline
each month based on what is currently set up in the system.

Auto-Shipments

Auto-Shipment Forecast

My Auto-Shipments

My Auto-Shipment

A

Actual Decrease Increase No change
(Current) July 2013 66 Distributors | Actual: 108 | Projected: 3,839

Back to dashboard

August 2013 71 Distributors | Projected: 4,487

N— »
(Current) July 2013  §geptember 2013 71 Distributors | Projected: 4,487

Q

You can click on the zoom key (magnifying glass) on the left-hand side of each bar to
see the details for that month.

Auto-Shipments

Auto-Shipments Forecast Details - July 2013

My Auto-Shipments
Distributor Shipped Volume Ship Date

Amy LC Test Dup 1 54 71812013
|D# 885
Amy LC Dup Test 2 54 7182013
|D# 888

My Auto-Shipment
Cart

Back to dashboard
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C. Place an order

Select the Orders tab at the top of the screen to begin a new order.

Ultimate Makeover 32 product(s) found SortBy:| — Choose — i‘
My Cart
Order History Mewns. 16 of 52 Show | © i‘ per page
1 2 3 4 5 Next
Applicator Rewards
Enroll New Customer
Back to dashboard & ©
Wrap Pack Fit Pack (CHOC) Fit Pack (VAN)
$69.00 $179.00 $179.00

54.00 B 120.00 B' 120.00 BV

Select the items you want to order by clicking on Add to Cart. This will display your
shopping cart where you can continue shopping for additional items, change the
quantity of the items selected or delete items.

Auto-Shipments

Continue Shopping Update Cart
My Auto-Shipments
Item Pricelea. BV Quantity Total
Advanced Formula Fat Fighter with Carb Inhibitors $23.00 23.00 2 $46.000 @
Auto-Shipment i
Forecast
Cleanser Gel $28.00 2300 1 $28.00 | i
Back to dashboard "
5
Subtotal $74.00

If your order is complete, click on Checkout and the system wiill ask for your shipping
address. Once selected, you can review your order and make additional changes or
select Continue.

The next screen will be for payment.
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Review your order

Shipping Information Shipping Options . .
Shipping Address: (Change) Choose a shipping speed: b :
Kyle DT Main @ Test(515.00)
5325 E State Road 64 0 d
Bradenton, FL 34203-5534 r er
us Summary
Subtotal $51.00
Phone: 6165551212
Email: kyledimain@gmail.com Shipping $15.00
Test :
Taxes $3.32
]
TOday S Order Order Total
$69.32
Item ‘ Pricelea. ‘ Quantity ‘ Total
. Advanced Formula Fat Fighter with Carb Inhibitors $23.00 1 $23.00
' SKLE: 3
Cleanser Gel $28.00 1 $28.00

SKU: 207

Change Items

You can choose to pay the order using an existing credit card on file or by setting up a
new one. You can also choose to apply existing points/credits to your order.

Payments Made: $0.00

Choose your payment method:

- @ Primary Card - Ending in === 8920

o

() New Credit Card

Payments Made: $0.00

Point Account

Choose your payment method:

Credit Card Point Account: $120.00
Description: Perk Points
Point Account
Amount: Amount Apply

Since you have the option to use different accounts, you must enter the amount you
want charged on each card or points account.
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Enter the amount and click on Apply. It will show what payments were applied per
account.

Payments Made: $205.36

Credit Card =*=*****1111 $205.36

Your order will be confirmed and you can view the invoice (if you want to print, use the
windows print functionality).

Browse Producs Thank you for your order!

Your order has been placed
Order History

Applicator Rewards

Click on View Invoice to display the order details.

ItWorks
5325 State Road 64 East
Bradenton, Florida 34208 g
United States Date:  July 29, 2013
(555)555-6555 Invoice #: 1344
Ship To:  Kyle DT Main Fullfilment Center:  Test
5325 E State Road 64
Bradenton, FL 34208-5534, US Dallas, TX 75247, US
Customer # Source Status Ship Via Shipped Date Tracking
217 AFPI Order Accepted Test -
SKU Description Quantity | Unit Price | Unit BY | Unit CV Line Total
3 Advanced Formula Fat Fighter with Carb Inhibitors 1 $23.00 23.00 23.00 $23.00
Subtotal $23.00
Notes: Shipping & Handling 515.00
Tax $1.50
GRAND TOTAL $39.50
TOTAL PAID $39.50
TOTAL DUE $0.00
THANK YOU FOR YOUR BUSINESS!
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D. Move an order

Under the Orders section, select the Order History tab from the menu bar on the left-
hand side.

This will display all orders placed by you or where you are the designated distributor on
the order. If an order s eligible to move (based on current business rules), it will be
highlighted in green.

You can see how many orders you can still move within the current month on the left-
hand side of the screen.

Order History

Browse Products Search:
My Cart
Order [v] | Equals v Reset
Applicator Rewards [[] Orders in the past 24 hours
Back to dashboard Order Status Type Date Total BV Actions .
q344 Accepted AP Order 7/29/2013 1:47:06 PM 539.50 23 Actions +
Max allotted moves: 1342 Accepted AP Order 7/29/2013 1:46:27 PM 539.50 2 Actions ~
5
AL 1341 Accepted AP Order 7/29/2013 1:43:05 PM 539 50 23 Actions =

1000

1340 ncomplete API Order 7/29/2013 1:41:03.PM cEg 3 51 e

Order Moves 1309 Accepted AP Order 724/2013 9 API Order IS an Actions =
Number of order - o P o ot e Order p|OC€d from

- S 308 ncomplete Al rder 724! o . I
moves this period:
- ’ your eSuite
BV total of the 1204 Accepted Customer Service 712312013 10:44:59 AM $197.46 162 Actions «
orders moved this
penoEll 1281 CC Pending Recurring Order 7/23/2013 1:00:00 AM $155.49 136 e

If an order is eligible to move, click on the Actions button and select Move.

Search:

Order [v] | Equals v

[ Orders in the past 24 hours

Order Status Type Date Total BV Actions .,
1344 Accepted API Order 712912013 1:47-06 PM $39.50 23 pyr—
1342 Accepted APl Order 71282013 1:46:27 PM $39.50 23 | % Move

Mo Tracking Available

1341 Accepted API Order 712912013 1:43:05 PM $39.50 2 Actions +
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The system will confirm that you want to move this order.

Move Order ID# 1344

Are you sure you want to move this order? This move can not be undone.

No, Do Mot move the order Yes, Move the Order

Select Yes, Move the Order.

You will need to enter the name or the id of the distributor

that you want to move the order to.

Move Order
Order ID# 1344

Search by name or customer id..

1]

Search for a distributor by entering their name or customer id.

Q

Select the distributor you want and confirm the order move.

Move Order
Order ID# 1344

Search for a distributer by entering their name or customer id.

277 Q

undone.

No, do not move the order

Select a customer from the list below te move the order to:

Hlyle DT Level 4 (7) - #277 - GV tolal O >

Are you sure you want to move this order to Kyle DT Level 4 (7) - #277 - GV total 0 - ID# 277? This move can not be

The system will confirm that the order has been moved.

Move Order

Success

Order Moved

[ Retumn to Order History

Order # 1344 has been moved to Account #277 - kyle dt level 4 (7)
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E. Move Distributor Placement

You can move a distributor or a loyal customer placement personally enrolled by you in
your downline by going to the Reports section and running the report for your Personally
Enrolled Team. If newly added distributors or loyal customers are eligible to move, they
will be highlighted in green.

Move this distributor by selecting the MOVE drop down option from the action button.

Personally Enrolled Team
Search:
ID || Equals V| er7
[] Enrellments in the past 24 hours
D Name Contact Info Joined PBV  Auto-Shipment Template GV Auto-Shipment Process Commission Actions
Date Volume Date Qualified
a7 Lc Test -] 81212013 54 48 54 2 o = -
Distributor testinglk@gmail.com
A 2222222222 & Email

& Move \

You will be prompted to enter and verify the distributor id that you want to move to.
Once the new distributor is confirmed, select Move.

Move Distributor Once moved, the system will noftify you

Lc Test Distributor - #977 that the move was successful.

Enter the customer id of the Distributor that you would like to place Lc
Test Distributor under.

o You can verify this by going to the new
Valid: distributor’s profile and confirming the
Click Move to place Lc Test Distributor under Kyle DT Main - ID# 217 |IS.I.ed Sponsor (SOme as plocemen.l.)

Organization Explorer

My Organization Profile

Q

Lc Test Distributor DISTRIBUTOR SINCE
Lifetime Rank :

Kyle DT Main 217 ~ ID# 977

/212012

Kyle Basic DT

5325 E State Road 64

B testinglk@gmail.com

2 Kyle LC 219
Level? Bradenton, FL 34208-5534 & 2222222222
us
-2 Kyle LC Level 220 —— 247 - KyleDT Main
2(1) Sponsor 217 - KyleDT Main
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F. Redeem Applicator Rewards

Under the Orders section, select the Applicator Rewards tab from the menu bar on the
left-hand side. The number of rewards you have available will be displayed with the
option to select the number you want to redeem.

Applicator Rewards

ORDERS

Brovse Procucts -»1 Choose your rewards

My Cart

Order History Your Eligible Rewards Your

Applicator Rewards

Enroll New Customer Ultimate Applicator Wrap Rewards

1 POINT EA.

Back to dashboard Fac.. ' Applicator Wrap Rewards

1 POIN

Shipping

Shipping Address Shipping Preference

SHIFPING ADDRESS (@) US Standard (7-14 Business Days) (Free)
5325 E State Road 64 , Bradenton, FL 34208-5534, US O US Standard (Free)

Submit Order

Once you select rewards to redeem, it will subtract the total from your balance.

Your
Applicator Rewards

Choose your rewards

Your Eligible Rewards

Ultimate Applicator Wrap Rewards

1 POINT EA.

Facial Applicator Wrap Rewards

1 POINT EA.

You will be notified if you try to redeem more rewards than you currently have
available.

Oops!

You do not have enough points to cover your selected items. Please remove 2 itemis) before proceeding.

1 Choose your rewards

Your
Applicator Rewards

our Eligible Rewards

Ultimate Applicator Wrap Rewards

1 POINT EA.

Facial Applicator Wrap Rewards
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You then select your shipping address and preference and Submit Order.

Shipping

Shipping Address Shipping Preference

@ US Standard (7-14 Business Days) (Free)

15325 E State Road 64, Bradenton, FL 34208-5534, US  |Rdl O US Standard (Free)

The system will confirm your order and provide a link for viewing the invoice.

Success!
Your order was successfully processed! Your order id is 1347, click here to view your invoice.

G. Create a Customer Lead

To create a new customer lead (prospect), go to the Reports section and select the
report LEADS

M S i * B C R @ we= 3

ESSAGES COMMISSIONS REPORTS RANK DOCUMENT AUTO- SETTINGS  CALENDAR ORDERS TRAINING SUPPORT
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Organization Explorer

Organization Viewer

Tree Viewer

Leadership Level Qualification Report
Leadership Level Qualification by Period
Genealogy Report

Organization Details

Distributors by Location

Downline Orders

Downline Auto-shipments

Volume Total by Distributor

Volume Total by Leg

Qualified Legs by Level

Levels Detail Report

Personally Enrolled Team

Loyal Customers

Retail Customers

Rebate Credits

‘v‘.’lapr‘ e Repor‘t

Leads The
S
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All your existing leads will be listed in the report with the ability to create a new lead or
search for an existing name.

Click on Create New Lead

L eads

Name Contact Info Actions A

Action ~

Action =

On the data entry form, enter the information you need on that prospect and click
SAVE.

Add a New Lead

* First Name:

* Last Name:

Company:

Email:

Home Phone:

Mobile Phone:

Office Phone:

Date of Birth: January ﬂ 1 ﬂ 1995 ﬂ

Country: United States ﬂ

Address 1:

Address 2:

State: Alabama v

Save Cancel
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The new prospect will be added in alphabetical order on the report. To edit an existing
lead, select the ACTION button to the right of the name.

| eads

= Create New Lead

Search:| IECINI v | Eouas ¥
Name Contact Info Actions A
Action ~
Action »
Action »

This will reopen the data entry form so changes can be made.

Edit - Ann-Test Thompson

* First Name: Ann-Test
* Last Name: Thompson
Company:

Email:

annthompson@hotmail.com

Home Phone:

Mobile Phone:

Office Phone:

Date of Birth: January ﬂ 1 ﬂ 1983 ﬂ
Country: United States ﬂ

Address 1: 12234 State Street

Address 2

City: Bradenton

State: Florida ﬂ

Zip:

Edit the data and click on SAVE.
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H. Create a Support Ticket

To create and manage your customer service support tickets, click on the Support tab.

M S ik * BEC R @B w= g2
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The home page will list all your open tickets with the option to view closed tickets from a
separate tab. The system will notify you if you have a high priority ticket to view. Any
tickets that have recent activity i.e. a new comment, will be highlighted with BOLD text.

My Account
Welcome

Support

Support Tickets

Create new ticket

Attention You have a new high priority ticket response. Please read it immeadiately

Open Tickets Closed Tckets]

Ticket# Subject Updated

8080019 order Move Saturday, August 31, 2013

8080006 New Ticket Create Friday, August 30, 2013

8080003 Well Done Friday, August 30, 2013

To create a new ticket, click on Create New Ticket from the create new ticket button in
the upper right corner or from the left menu selection.

The ticket entry screen will allow you to select a category / sub-category to better
define your request. You can also enter an Order ID if the ticket is related to a specific
order.

From " select category first —

Autoship Sub Category 5 {b

Category onuses
Compliance {L” Order ID Diamond Bonuses
eSuite Fast Start Bonuses

Sub Category o H ;

:I1TC ?TEY CE; Change Monthly Commissions
JAonth En Product Credit

Order ID gﬂjeglsng Promotions
2 | v D | VO
Smiles/Suggestions Subject MyltWorksPay / Payoneer
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When submitting a ticket request, provide as much detail as possible so that the
customer service rep can correctly address your need.

Enter your information and click on Create Ticket to complete your request.

Create Ticket

Get top notch support using our ticket system. Help us better serve you by assigning your
ticket to the appropriate category and describing your issue including specific details. If the
issue is related to a specific order, you can enter the order # in the OrderID field.

Category

From
Category - select category first — ﬂ
Sub Category - select category first — ﬂ

Order ID

Details

Subject

Message

Cancel

Once you create the ticket, the information will display for your review.

Issue with Bonus

Ticket ID# 8080022
Assigned To
Last Updated  Saturday, August 31, 2013
Priority Standard

Comments - Add New Reply

Have a question ._see details...
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When you return to the home page, the new ticket will display.

(D
)

)

Support Tickets

Attention You have a new high priority ticket response. Please read it immediately.

Open Tickets Closed Tickets

Ticket# Subject Updated Status
8080022 Issue with Bonus Saturday, August 31, 2013 New
8080019 order Move Saturday, August 31, 2013 New

Click on a ticket to add new comments and information as needed.

4 Back to tickets Action =

m Add New Reply
® Close Ticket

Issue with Bonus

Ticket ID# 8080022

Assigned To
Last Updated Saturday, August 31, 2013
Priority Standard

Commentg - Add New Reply

Comments - Add New Reply

Have a question ...see

Any replies from a customer service rep will display in a conversational format for easier
viewing and fracking.

I Adding Social Media Links

Under Settings, then Website, enter the social media links that you want to display on
your replicated website.
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My Account

Website Profile

Settings
Billing Profiles
Web Alias

Subscriptions

First Name
Rillina History

At the bottom of the screen, enter the social media links.

Social Networking

Facebook:

Twitter:

Linkedin:

YouTube:

Pinterest:

NOTE: Some of these links require you to enter the full URL as shown below.

Social Networking

Facebook: tworksglobal
Twitter: tworksglobal
LinkedIn: http:/fwww _linkedin_com/company
YouTube: hitp:/fwww.youiube.com/user/itwe
Pinterest: tworksglobal
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