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Overview

Your Sales Leader Website is a fantastic business tool to help you grow your
Sales and Earnings!

One critical piece of functionality on your Sales Leader Website is the Order
Management Section; this ensures you have the most effective system to
drive maximum orders from your Team EVERY Campaign.

As you know Active Representatives = Financial Gain!
Some of you may have Team Members:
e Living in different Areas and having different mailplans
e Submitting their orders on different days of the Campaign
To manage your Team’s orders effectively Planning is key! You can check
your Team Members order and delivery dates on the website or by checking

the Selling Calendar (available in your downloads).

Check your Order Management reports DAILY, identify those not placed an
order and then contact, contact, contact!

Remember, the Area Sales Managers are there to help — keep in contact
with your Team Members Area Sales Manager to keep them updated on the
Order Management process.



Logging In

e Logon to— www.avon.uk.com

* You will see the following screen, enter:

e Account No
e Password
e Click Login

AR

- Home | Wiaysto buy| Join us

account login

account number:

password:
Forgotten yaur passord® LGG IN ]

Not yet registered online?

Register today and get instant access fo
exclusive internet offers and much, much more._..

REGISTER NOW » |

Become an

Avon Representative Become an

Avon Sales Leader

Be seh?emplot\jfed, E":ﬁ yourself a With unlimited earnings and
promotion and wor B way you exciting incentives, your dream

want with Avan beauty.. job could earn you a fartune...
Apply now Fead more
Read mare



http://www.avon.uk.com/

Where to find your Order Management Information

e Click on Order Management from My Team Office on the top navigation
bar.

Cnling appointments

e You will then see the following page — this shows the two Order
Management Reports available — ‘Not Placed an Order’ and ‘All Orders’

Home | My detais | Stemap | Help | Logout

AV O N

—

e

My Team Office My Own Office Hot Leads My News Training Messages

AVOH MANAGER

Campaign 15 iz due by i
10:00 pm on 220972008 1 5

Order Management
AREA 200

12 dayis left

Click on either Hot Placed An Order or All Orders below . Please note that if wvou have a dial-up connection rather than Broadband, the
reports will take longer to open.

A, full guide to your Order Management reports is svailable on FI

Mot Placed An Crder

Al Crdders




Not Placed an Order

Key Features

e All columns can be sorted quickly and easily

« Total number of orders not placed shown by ‘Total’
o Clear descriptions of the column abbreviations

e« Saved Orders show on the Not Placed an Order report — This is
indicated by a Y in the SO column — these are key people to contact!

Home | My detsils | Site map |Help | Log out

AV ON

-

My Teaim Office My Own Office My Forum Training

Not Placed an Order
Click an the downward arrow alongside from and to, Select the campaign you require then click

on GO to view, To print the report, click on the PRINT buttan, To export the report details to

Excel, click an the EXPORT TO EXCEL button, . .

Ta zort any column elick on the calurmnn heading, PLEASE NOTE: THE REPORT MAY TAKE SOME  —aimpaign 14 is dus by

Sales Leaderd2

TIME T SORT, DO MOT CLICK OM THE COLUMM HEADING AGAIN WHILE THE SORT PROCESS 15 10:00 pm on 1508/2008 14
IM CPERATION, Once sorted a small arrow will appear in the colurnn heading indicating how the
report is sorted, 4 days left

Upward arrow = ascending and downward arrow = descending,

Pleaze select Campaign from |2008m3;| to |2uuan3;| 6o

P = hail Flan LOA = Length Of Aszocistion MET = Market Code IT = Inactive

LT = Late Order AB = Advanced Brochures PDE = Past Due Balance CE = Current Balance
LOT = Last Order Type IR = Irternat Redgisterad 540 = Saved Order
Results

EXPORT TO EXCEL PRIMT BACK TO ORDER MANAGEMENT

Owerall Total: 1

Subimit
Camp. | Acc. Mo, Representstive Personal Details MP | Ares [LOA |MET [T |LT |&B |FDB CH LOT IE | S0 | Ord.
By

hiplan Hationalzz A A |asd (018
00000022 | AWOH STSTEMS.DEPT@anOM. COhd

=
=]

0.00] 1000 | Intemneat s

Owerall Total: 1
EXPORT TO EXCEL PRIMT BACK TO ORDER MAMAGEMENT

e« When the report loads, change both of the drop down boxes to the
Campaign that you wish to view — for example if people are due to place
their Campaign 14 orders — drop the boxes down to Campaign 14 and
click on GO

e You will then see a list of your key people to contact

« Remember to advise the relevant Area Sales Manager of any issues



Creating an Inactive Report

You can also use ‘Not Placed an Order’ to identify your inactive Team
Members from the previous Campaign — those people who did not place
an order.

e To achieve this, use the drop down boxes to select the previous
Campaign and click on GO.

e You will then see a list of people who did not place their order last
Campaign — these are also key Team Members to contact to resolve any
issues and ensure they are prepared to place their next order.

e You will see an IT column, click in this column above IT and you will see a
small triangle — this information has now sorted the listed into 1% and 2"
inactive.

2" Inactive will have a 2 in the IT column

o 1% inactive will have a 1 in the IT column

Home | My cetails | Site mfp | Help | Log out
AV O N w
— . ® &
S

My Team Office My Own Office My Forum Training Messages
. P

Mot Placed an Order
Click on the downward arrow alongside from and to, Select the carmpaign you require then dick
on GO to view, To print the report, click on the PRINT button, To export the repaort details to
Excel, click on the EXPORT TO EXCEL button,

Tao sart any column click on the column heading., PLEASE WOTE: THE REFORT MAY TAKE SCOME
TIME TC SORT, Do MOT CLICK OM THE COLUMM HEADIMNG AGAIM WHILE THE SORT PROCESS IS
IN QPERATION, Once sorted a srmall arrow will appearin the colurnn heading indicating how the
report is sarted,

Upward arrow = ascending and downward arrow = descending,

Sales Lefaderd2

Campfion 14 iz due by
10:0/0 prm on 15/09/2005 1 4

4 days left

Please select Campaign from |2008.f12j ] |2DDSI12L| )

MP = Mail Plan LOA = Length Of Az=ociation MKT = Market Code IT = Inactive
LT = Late Order AB = &tdvanced Brochures PDE = Pazt Due Balance CB = Current Balance
LOT = Last Order Type IR = Internet Registered 50 = Saved Crder
Results
EXPORT} EXCEL PRINT BACK TO CRDER MANAGEMENT
Owerall Total: 1
Subimit
Camp. | Acc. Mo, Eepresentstive Personal Details WP | Ares |LO& |WMKT [T (LT |28 |PDBE CH LOT IE | S0 | Crd.
By
hiplan Mational2z A A (950 |08 (U o 0.00 ) 1000 | Internet i
00000022 | AVON. SYWSTEMS.DEFT@ANWON. COM

Owerall Total: 1

EXPORT TO EXCEL FRIMT BACK TO ORDER MAMAGEMENT

Please Note: ALL COLUMNS can be sorted on the Report, simply click
above each heading to group information relating to the heading
together.

E.g. Inactive Representative, Representatives by LOA order etc.



How to Check for New Appointments on the Website

« Logon to— www.avon.uk.com

e Click on Order Management from My Team Office.
e Click on Not Placed an Order.
e Change Campaign number to the Campaign you are now working on.

e Click above LOA - you will see a small triangle appear — this will sort your
Representatives

F—— =

My Team Office My Own Office My Forum Training Messages

Not Placed an Order

Click an the downward arrow alongside frolg and to. Select the campaign you require then click
on GO to view. To print the report, click on %e PRINT buttan, To export the report details to
Excel, click on the EXPORT TO EXCEL buttan,

Sales Leaderd2

To sort any column dick on the column headiyg. PLEASE NOTE: THE REPORT MAY TAKE SOME  Compaion 14 i= dus by

TIME TO SORT, OO MOT CLICK OM THE COLUMY HEADING AGAIM wHILE THE SORT PROCESS 15 10000 pm an 15082008 14
IN OPERATION, Once sorted a small arraw will agpear in the colurmn heading indicating how the

report is sorted. 4 days left
Upward arrow = ascending and downward arrow = Yescending,

Fleaze select Campaign from |2DDS.|‘12;| to |2 8m2;| 60)

MP = Wil Plan LOA = Length OFf Assogiation MKT = Market Codde IT = Inactive
LT = Late Order AB = Advanced Brochules PDB = Past Due Balance CB = Current Balance
LOT = Last Crder Type IR = Internet Registered 50 = Saved Order

Results

EXPORT TO EXCEL FRIMT BACK TO ORDER MANAGEMENT

\ Owerall Total: 1

Submit
Camp. | &oc. Mo Represertative Personal Details  [MP | Area |LOA |MKT |IT (LT 2B |PDB| <B LoT R {0 | oOrd
By
hiplan MationalZZ A A |850 (013 U a 0.00 [ 4000 | Internet s
oooooozz | AVOH.SYSTEMS.DEPT@AWOMN. COM
Owerall Total: 1
EXPORT TO EXCEL PRIMT BACK TO CRDER MANAGEMENT



http://www.avon.uk.com/

What to do with Saved Orders

e« When reviewing your Order Management you need to check for any
Saved Orders as these are not currently submitted these Representatives
will show on your Not Placed an Order List.

 Logon to— www.avon.uk.com

e Click on Order Management from My Team Office on the top navigation
bar.

e Click on Not Placed an Order
e Click above the SO column, this will show a small blue triangle and sort

your Representatives into those with saved orders — If there is a Y in the
column, there is an order saved and not yet submitted.

Home | My details | Stemap |Help | Logout

My Team Office My Own Office My Forum Training

Not Placed an Order

Click on the downward arrow alongside from and to. Select the carmpaign you require thag click
on GO to view, To print the report, click on the PRINT button, To export the report details\to
Excel, click on the EXPORT TO EXCEL button,

Sales Leaderd2

To sort any colurnn dick on the colurmn heading, PLEASE NOTE: THE REPORT MaY TAKE SOMN Campaign 14 i= dus by

TIME TQ SORT, DO NOT CLICK OM THE COLUMM HEADING AGAIN WHILE THE SORT PROCESS 10:00 pm on 15092005 14
IN QPERATION, ©nce sorted 2 small arrow will appear in the column heading indicating how the

report iz sorted, 4 days left

Upward arrow = ascending and downward arrow = descending,

Pleaze zelect Campaign fram |2008r12:| ta |2003m2:| El

MP = hail Plan LOA = Length Of Associstion MKT = Market Code IT = Inyctive

LT = Late Order AB = Advanced Brochures PDB = Past Dus Balance B = Cixrent Balance
LOT = Last Order Type IR = Internet Registered S0 = Saved Order
Results
EXPORT TO EXCEL BRINT | _BACK TO ORDER MAMNAGERMENT
\

\'\Wel all Total: 1

Subimnit
Camp. | Acc. Mo, Representative Personal Details WP | Ares |LO& | pT | IT [LT |&B |PDB| CB LOT B S0 Ord
By
Mplan MationalZ2 A A (880 |o12 (U 1] 000 A0.00 | Intermet N
o000z | AVON.SYSTEMS.DEPTi@aWYON.COM
COwerall Total: 1
EXPORT TO EXCEL PRIMT BACK TO ORDER MANAGEMENT

o Call all Representatives on this list to ask them to go into their account
and submit the order.

Note: You cannot do this for them.


http://www.avon.uk.com/

All Orders

Key Features
e All columns can be sorted quickly and easily
« Total number of orders placed shown by ‘Total’

e Clear descriptions of the column abbreviations

 Logon to— www.avon.uk.com

e Click on Order Management from My Team Office on the top navigation
bar.

e Click on All Orders and this will bring up a separate page listing all
Representatives who have placed an Order.

e The column headings on this Report will be as below.

Home | Wty details | Site map | Help | Log out

sa)

AV O N

—

My Team Office My Own Office My Forum Training Messages

All Orders Sales Leaderd?
Click on the downward arrow alongside from and to, Select the campaign you require then click on

GO to view, To print the report, dick on the PRINT button, To export the report details to Excel,

click on the EXPORT TO EXCEL button, . .

To sort any column click on the column heading, PLEASE NGTE: THE REPORT MAY TAKE SOME TIME  -2mpsion 14 s due by

TS SORT, DO MOT CLICK ON THE COLUMN HEADING AGAIN WHILE THE SORT PROCESS IS IM 10000 pm on 1 508/2003 14
OPERATION, Once sorked a small arrow will appear in the colurnn heading indicating how the report
iz zorted. 4 days left

Upward arrow = ascending and downward arrow = descending.

Please select Campaign from  [200814 v | to [2008n4 =] [&8)

LA = Length Of Association 05 = Ordder Source OT = Order Type
Results

EXPORT TO EXCEL FRINT BACK TO GRDER MANAGEMENT
Report Total: 1

Riepresentative Parsonal Date | Date

Camp. | Acc. Mo, | Reoresentative Personal WP |area|Los| ©F | T | Ststus | DateSub | Dateprog | 2ot Dot

Details Carr | Dl

14 A (950|018 [Internet [Regular | Received [0S/02/2008 |0809:2008
00000022 | Mplan Mational22 A
AWOM SYSTEMS. DEPT@AVON.COM

Report Total: 1

EXPORT TO EXCEL BACK TO ORDER MANAGEMENT
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ldentifying Held Orders

e Logon to— www.avon.uk.com

e Click on Order Management from My Team Office on the top navigation
bar.

e Click on All Orders and this will bring up a separate page listing all
Representatives who have placed an Order.

e The column headings on this Report will be as below:

Home | My details | Ste map | Help | Log out

AV O N

—

€

My Team Office My Own Office My Forum Training

All Orders Sales Leader42
Click on the downward arrow alongzide from and to. Select the campaign vou require then click on

GO to view, To print the report, click on the PRINT button, To export the report details to Excel,

click an the EXPORT TO EXCEL button, ) .

Tao sort any calurnn dick on the column heading, PLEASE NOTE: THE REPORT MAY TAKE §OME TIME Campaign 14 i= due by

T SORT, DO HOT CLICK OM THE COLUMH HEADING AGAIN WHILE THE SORT PROCESS IS5 IN 10:00 ptn on 150272002 14
OPERATION, Once sorked a srmall arrow will appear in the column heading indicating how the report
iz sorted, 4 days left

Upward arraw = ascending and downward arrow = descending,

Pleaze select Campaign from |2008.i‘14;| tar I2008.l‘14;| &0

LOA = Length Of Lzsocistion 0% = Order Source OT = Order Type

Results

EXPORT TC EXCEL FRINT BACK TO ORDER MANAGEMENT

Report Total: 1

Eepresertative Personal atus Date |Date
Camp. | Acc. Mo, Details WP [ Ares | LO& o5 a7 Date Sub Diate Proc carr | Del
14 A |950 018 |Intemnet | Regular /ecei\red 02/09/2008 | 02A02/2002
00000022 | Mplan Mational2Z A

AYON.SYSTEMS.DEF Ti@aON. COM

/

Report Total: 1
EXPORT 1O EXCEL BACK TO SRDER MANAGEMENT

/
e To find your held orders click above status — you will see a small blue
triangle.

o Ifthe order is held— it clearly states ‘Held’ in the status column.
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Further Information

How often are the Reports updated?

The data in the Reports will be refreshed EVERY HOUR, EVERY DAY
between the hours of 7:15am to 10:15pm. The ONLY exception to this will be
the 10:15am update as this coincides with the ‘order processing cut’.

PLEASE NOTE THAT THE REPORTS WILL NOT UPDATE WHILE YOU
HAVE THEM OPEN YOU WILL NEED TO CLOSE THEM DOWN AND
RE-OPEN THEM AGAIN TO REFRESH THE DATA.

How should the Reports be used effectively?

An important feature of the Order Management Reports is the sort function;
every column within the Reports can be sorted to enable you to change the
order of the information.

When you want to sort information, follow this procedure:

1. Itis important that you click on the column heading once. There is no
visual indication when the Report is sorting the information so you will
not see an ‘egg timer’ as you do in other applications.

When the Report has been sorted, a small arrow will appear in the
column that you selected. An upward arrow indicates the Report is sorted
in ascending order and a downward arrow indicates it is sorted in
descending order.

2. The speed at which the Report is sorted will depend on whether you are
using a dial up connection or Broadband and the number of
Representatives in the Report. If you have Microsoft Excel installed on
your computer you can export any Report to Excel by clicking on the
EXPORT TO EXCEL button.

3. You are able to print the Reports by simply clicking the Print button at the
top of the Report.

NOTE: We strongly recommend that you limit the opening of the ‘All
Orders’ report if you are not a broadband user as the detail within this
Report means that it could take some time to open.
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