
4. Once you’ve filled in the
info, click on “create new host”. 

2. Click on party

3. If it’s a repeat host, type name in the 
box and it will populate.  If it’s a new 
host, click on “new host” and enter the 
information

1.  Click on “create a party”

5. Fill out party info
If it’s an online party, you can select 
the time it starts and one hour

6.  Name your event

7. uncheck if you do 
NOT want it on your 
website

8. Select source 
of booking

9. Save



10. Click on 
“manage invitations”

11. You can click on “copy party link” to share with your host.  She can 
then share with customers so they can shop.  Another option is to just 
give your website.  Customers can select their host when placing an 
order 

12. Working left to right, 
click on “party orders”

The “house” icon, 
indicates your host

The “head” icon, 
indicates you, the 
consultant

13.  Click on “add guest”

14. If it’s a repeat customer, 
click on “search”.  If it’s a new 
customer click on “create new 
guest”

15. Complete guest 
information



16. VERY IMPORTANT!
Uncheck this box if the order is to 
ship direct to the customer.  
Otherwise, it will ship to the host.

17.  Once you uncheck the box, it 
will populate with the information 
you entered for the guest.

15. Now that you’ve created a 
guest, click on view cart.

18.  Click SAVE.

19. Type name or number of product into 
”add a new item” field.  Select from list.

Be careful not to order a PART

New address 
is showing

19b.  You can also 
click on browse products



20. If you select “browse products”, pictures pop 
up. Click on add to cart. 

21. Optional: At 
your cost, you can 
add a
game gift to a 
customer’s order. 

22. Once you are 
finished with this 
order, click on 
“checkout”

23. Shipping and 
tax is calculated for 
you.

• Qualifying volume is 
amount you receive credit 
for for incentives.

• Commissionable volume 
is for leaders calculations

• Retained profit is amount 
you made.

• Shipping volume is 
amount that shipping is 
calculated.

24. Customer Payment Options
• Click on the copy payment link.  Send to customer via message or 

text. Clicking on the link, customer will receive a secure payment 
request.

• Click on email payment link.  An email will be sent to customers. 
Clicking on the link, customer will receive a secure payment request.

• These links expire in 24 hours. Make sure you let customers know
• If customer pays you by cash, check or other payment forms like 

Venmo, etc, click on ”add customer payment” 



25.  Once the customer pays, the balance due will 
say $0.00 and an arrow will appear.  Click on the 
arrow to submit the order. 

26.  When a guest 
books a party, 
click on “add 
booking” and 
enter info.  . This 
will give the host 
credit, and create 
the party.  Party 
auto-close in 45 
days, so make 
sure to hold and 
submit within 45 
days 

27.  Click on party order 
to verify sales and 
bookings

28.  Click on “view cart” 
for host to begin placing 
her personal order and 
host gifts.

30. All gifts host is 
eligible for will 
show here.  

29.  Add any products 
that the host wants that 
will not be part of her 
host gifts.  EXAMPLE: 
brochure/sale items can 
not be purchased with 
host credit



31. Click on the ”shop now” 
buttons one at a time to 
redeem.  For dating gift, 
thank you gift and 
exclusive host offers, 
options will be shown.

32. For half offs and 
shopping credit, you will 
click on shop now and 
the enter the product 
name or number.

33.  All host’s selections are shown.  If there is an 
overage on the free Tupperware, it will show in 
the subtotal column.  You will also see the cost of 
the half off’s

34. This will say 
$0.00 if 
you’ve used 
all host credit 
or gone over. 
(host pays the 
difference).  In 
this case 
there was a 
small amount 
leftover, which 
is fine.

35. Click on 
checkout and 
send payment 
link if host is 
paying by 
card.

36. This party isn’t ready to submit because the customers 
haven’t paid using the link. However, if they paid by 
cash, check, Venmo or other payment form, you may 
submit by adding consultant payment.

38. 
Once the 
balance is 
$0.00, 
click 
“submit”

37. This party is ready to submit because there 
is no guest balance.


