lia sophia

SHARE THE LOVE OF JEWELRY®

Online Order Instructions

Welcome to lia sophia Online Order Entry!

We're so excited that you're eager to begin surfing the Internet Superhighway! To make getting started
easier, we've created this detailed guide. Simply print it out and refer to it as often as needed. We're
confident that it won’t be long until YOU’RE an expert—helping others on your team learn to navigate
this state-of-the-art tool! All the best!

Entering Online Orders:
To begin:
m Log onto the Advisor Advantage section of the Corporate website.
m From the drop down menus at the top of the screen, click on “Your Business.”
m From there, click on “Ordering.”
The first screen will show you any SAVED orders you have pending.
m If you have saved orders you may:

— Click on the order number to EDIT them
— Click on the red “x” to DELETE them.

If you would like to place a NEW order:

m Select the order you would like to enter from the choices on the bottom
or top of your screen.

m You may choose from the following order types:

— Show Order
- Sample Order— le Edit ‘Wew Favorites  Tools  Help
Regular Yoi- © - 1 @ Q| Pt Foroenm @3- B [
—_ Sample Order— dress | 48] http:fftocls liasophia.comfos/savedOrders.ls
Hostess Only Items 11& sophia
- Supply Order SHARETHE LOVE OF JEWELRY®  AdVISOr ssesssssss
— Direct Sal rder e : —
ect Sales Orde home  yourbusiness:  managertools~  curentinformation~ resoutces~  support~  admin< logout
- Starter ShOW Order ese YOUT saved orders {5 saved orders {|_] order status @ HELP
— Privilege Purchase T i Ho
Order
Order Humber Order Type Order Status Hostess Hame Order Date
m 1715560818 Sample Order - Regular Cpen A, 08M 82008
3 rossosis Starter Show Order Open 081872008 B
m 1701360818 Starter Show Order Cpen 0BM 82006
£3 1295760807 Direct Sales Order Open Home Office -0B/07r2008
m 1295160807 Direct Sales Orcer Open Home Office 08/07/72006
ﬂ 1662260720 Supply Order - Cataloy Caze Cpen T, OF (20/2008
m 1525160712 Starter Show Order Cpen 07 A 212006
E! 1251560711 LCirect Sales Order Open Home Otfice 07112008
ﬂ 1251460711 Sample Order - Hostess Only kems Open e, 0711172008
ﬂ 1239760711 Starter Show Order Open 07 /112008
Page: [1]
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For your convenience, this guide is organized into two categories:
m Entering Show orders

m Entering all OTHER orders

Before explaining any details, we think it’s important to review commonalities across ALL types of
online entry.

m General
— You have the ability to enter orders and save for completion at a later date. You may add
purchases, revise quantities and/or pricing at any time.
— You may save as many orders as you like for UP TO SIX WEEKS.

— There are help menus for each section with detailed instructions. Click on them for help or
contact your Manager with questions.

— If you would like to cancel a SAVED order, you may click the “Delete Order” button at the left of
your screen while editing the order.

— DO NOT use the Back key that appears in your browser functions at the top of your screen.

— “Update All” or pressing ‘Enter’ will save all information that you have entered so far on a given
page. You will remain on the same page. We recommend updating frequently.

— “Cancel Entry” will cancel any entries made since the last time you saved the order. Your order
will not be deleted. You will advance to the Saved Orders List page.

m Address information

— An auto-find icon is located next to the zip entry field for all available cities and counties.

¢ To use the auto-find, you simply enter the zip you would like the order shipped to, then click
on the auto-find icon.

m Shipping information

— If you are shipping outside of the city limits you must check the box to apply the appropriate
tax rate. (note: option not available for IL orders.)
— To select a shipping method, click the arrow for a drop down menu of available couriers.
e All orders ship by the most economical courier.

e Your profits will be charged for any shipment methods other than regular ground shipment.

RO707



lia sophia

SHARE THE LOVE OF JEWELRY®

Online Order Instructions

m Order entry information
— You must enter the quantity, purchase code, style number and size. (note: the purchase code
will default to regular price for sample orders.)

® For example, size 6 is entered as 06.
e |f ordering a toe ring use size 02.

— All alpha characters in style numbers must be in capital letters.

— You have 12 lines on a typical order.
e |f you are ordering more items click the update button or press ‘Enter’

¢ [tems previously entered will be displayed with descriptions, price and extended totals. Use
this to verify your entries.

— Using the tab button on your keyboard to advance to the next field is a quick method to
entering items instead of using the mouse.

— The purchase code will pre-fill once it recognizes a letter from the drop down menu. That
means if an item was purchased at regular price just type “R” in the purchase code field and
tab to the next entry field.

— The system will alert you to any incorrect item numbers by displaying an error message at the
top of your screen.
m Using certificates

— All fields must be entered.

— You will receive an error message if any fields are not entered, if the certificate is no longer valid,
type is incorrect, or if the certificate has already been redeemed.

— Once a certificate number is entered it is no longer valid.
— Expired certificates are invalid.
— Certificates may be applied to regular price items only.
— Certificate types 707 may be used in $5 increments (maximum $25.00), only redeemable on
Show, Direct or Starter Shows.
m Using cards

— Once you have entered your order, you will go to the payment section.

— Click on “Payment” tab and then the “New Payment” button. You will be prompted to select a
customer for payment.

— Once you have completed entering required credit card data, click on “Continue”
- You must include the decimal point when entering the amount. (i.e. $26.84)

— ALL bank charge amounts must match the Order Summary total to process. An error message
will notify you of any discrepancy.
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m Understanding Automated Credit Card Authorization

Automated credit card authorization will offer orders entered online some terrific additional
functionality. As you utilize this wonderful tool, please keep the following in mind.

— Show Customer and Hostess orders are entered as usual. It is important to note that each
individual’s credit card billing name and address information MUST match the bill-to information
for their card.

— When you submit your order, et ——— —E
the Show’s credit cards are ™ = ™ ™= ™ = -
authorized in the following
order:

e Customer 2-98

e Hostess Credit Card

e Advisor Credit Card

® Please note: While YOU

Q- © ¥ B & j@seamh <o Favorites 7) [3- ; =

piddress 48] https: itoals liasophia. comfos/paymentEntry.Is

home your business ~ manager tools = current information ~ resources ~ support ~ admin ~ logout

payment entry ese

@ return

Payment Information for: | Advisor (Home Office) [»| © |

WILL CONTINUE to submit cwemwe O] OR] Cle
as normal, the Show credit P N s | R
cards are PROCESSED in e

the order listed above. For Cardholde Information (s t appears on CreditCard Billing Statement

example, if you receive an ot Fasttme: s ]

error with a Hostess Credit G emm—

Card, know that customers roessinez

2-98 have cleared without -

issues. s

- WHEN YOU RECEIVE AN ;
ERROR MESSAGE, THE & T
SHOW W”_L NOT HAVE /&7 ta sophia - Hicrosoft Internet Explorer — I — 5 T L—...rLE"’.IEJ
BEEN SUBMITTED TO THE == ™ == ==~~~ = " i
HOME OFFICE and wil B O P W0 1F5 WEa e

aelthess | ] hetpsiiftcols.lssaphis, comjoefloadOrder s7orderld=221955custamerumber—01 e e
continue to appear on your direct sales order entry - customer ss= [~]
order list. @ back to Your Saved Orders

|
_ It will ONLY be SUBMITTED | T T cicased |
to the Home OffICe AFTER a” Shipping Address Information @HELP  Shipping Information @HeL
issues, INCLUDING CREDIT Pt ome e T —

Last Hame:

CARD ERRORS, are
resolved.

L1 Shipping Outside City Limits
NOTE UPS does NOT deliver to P.O. Boxes

Zip: [so0s |3
y . City: [EnsERvVILE L3
— Note: once an order’s credit ol e -
Card iS aUthorized’ it :::ra:: 7”‘;;;‘(:recalcu\atadwhen page iz saved)

CANNOT be deleted. Please | R

Evening Phone: | 555-1212 |

make sure you complete the emat e —
ENTIRE order before
submitting it for authorization. ,
Customer Item Information @ HELP

Delete Quantity Purchase Code Style  Size  Description Price Extended

O 1| [Regular[v] ‘.;:;'017‘ ;_'97 | EmTCHED §6200 362,00

0O 1 | [reguarv] [e51 | [o7 | MELISSA $82.00 388,00 [ne]

&] bone 2 @ Internet
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What does this mean for you?!! e e s
Simple. Qe - @ - ¥ B | Lo prmors @ (3-8 [
it peep—— " ] e ®
- YOU will have the opportunity to || paymententry= [
IMMEDIATELY contact the °' U—

highlighted in bright yellow and modily information that may be invalid.

Hostess or Customer and get
corrected information.

Custorner (Home Office) _""| L

catpr o0 OS] Olul)
i« 41311111111111111
|

Payment Information for:

— YOU wiill effectively be in control of
your own holds! Simply enter the

Hantens Ordes Due 467506 |

Hantens Payments 4675

corrected information and S PR o vamane |
transmit. '
Cardholder Information (as It appears on Credit Card Billing Statement) et
— Best of all, because internet credit R g
cards are being authorized right ==
away, Advisors will NOT incur a Ak one e
$4.00 charge per bank card 2 el
decline, or for incorrect Customer i

or Advisor bank card information. &m

At month-end close, please keep in mind:

— Advisor will need to have at least one credit card per Show authorized PRIOR to Monday at
Noon for their orders to be eligible for the previous week’s sales.

— Shows not transmitted because of error codes WILL NOT be included in week-end or month-end
UNLESS CORRECTED and transmitted successfully to the Home Office PRIOR TO Tuesday at
9:00 p.m. CST (note: if there is one credit card with authorization and another that declines, you
have until 9:00 p.m. CST. Tuesday to fix the declined credit card in time for that order to be
included in that week-end or month-end.)

— Should an issue arise at month-end with a Guest’s credit card, you may want to encourage
your Hostess to authorize use of her own card and settle up with her Guest at a later date.

As your Hostesses and Customers continue to enjoy the additional efficiencies of Shows entered
online, please keep the following in mind:

— Allow ample time to correct data errors. For your convenience, we've summarized the MOST
common errors, and recommended actions:
¢ |nvalid expiration date—verify date and contact Customer if needed.
¢ Credit card declined as duplicate transaction—contact lia sophia Customer Service.
¢ Card not yet active—contact Customer.
¢ |ssuer declined card—contact Customer.
¢ Not authorized—contact Customer. (note: if you are confident that the card is a DEBIT card,
you may try to resubmit again the next day.)
e Card expired—contact Customer.
¢ Transaction declined code XXX—contact lia sophia Customer Service.
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— Because of the challenges associated with debit card daily limits, we encourage the use of credit
cards. 50% of errors that we currently encounter are caused by debit card daily limit issues so
minimize their use whenever possible.

— When accepting credit cards from Customers, be sure the address they list on their order form
matches the bill-to address on the credit card they are using.

— Finally, one very important additional point to remember...Once you have entered an order and
pressed SUBMIT, the order MUST BE COMPLETED ON THE INTERNET. DO NOT FAX A
SUBMITTED ORDER this will AUTOMATICALLY result in DOUBLE processing. Keep in mind, this
would mean ALL credit/debit cards associated with the Show WOULD be DOUBLE charged
BEFORE the situation could be corrected.

= Summary page
— To move to the Summary page, you will need to click on the Summary tab located at the top of
your screen.
— At the top of the page you will notice an order number.

— We recommend that you print and retain this page (or write the number down) BEFORE
submitting your order.

— By selecting ‘View Detail’ from the “Summary View” pull-down menu on the summary page, you
will be able to see a detailed invoice on the order including:
e Shipping information
¢ [tem descriptions
e Extended costs
® Tax
¢ Shipping charges
e Bank card payment
e Balance due total
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To enter a Show Order:

To enter a Show Order click on Show Order button from drop down menu.
As you proceed through

. @ lia sophia - Microsoft Internet Explorer . ')?
each section, we strongly ] St =
recommend that you Q- ©Q HE G Lo Yoroms @3- )

Update and save the I:Trei@?lttps:ffnrn\s.hasnphia‘cnmfnetshnworder.Is ',Vi, Gi —LT“-“:
: : i show order entry - hostesses B
Informatlon frequently by @ back to Your Saved Orders
clicking on the update
button Or pressing ‘Enter,. . hostess customers payments summary dsferearderﬁsh;w@%
YOU may also Wait and CliCk Hostess Address Information @ HELP  Hostess Credit Information @ HELP
the “Update A”” bUttOﬂ at First Hame: Home ) llo Hostess Credit
the end of the page. g SEmeEL
However, timeout errors - e
: Zip: 50106 e z"r;:rk.zniquwed)

that occur may r_esult in ’Fhe . e e
loss of unsaved information. comne [ i

e linais Calculated Hostess Credit Amount: $0.00

Sales Tax: TTEi(ra:alcu\ated when page is s il Ut

. . Day Phone: (6’30;8670'37323 — e

The screens are divided into

Erreail: Shipping Information @ HELP
four entry pages Ostiptoostess Sty s arene (v

O Ship to Advisor

[] Shipping Dutside City Limits
. Hostess page NOTE: UPS dogs NOT deliver to P.O. Boxes
| | Customer page Hostess Items Information @ HeLe ¥l
&] Done S @ Intemet

m Payments page
= Summary page.

Hostess Address Information
The Hostess Address Information is required regardless of who the order is shipping to.

Please note: the ZIP CODE entered on ship to field and city/county WILL DETERMINE YOUR TAX
RATE for total calculations. This listing is comprised from a Tax software system, which is updated
monthly.

Hostess Credit Information

The Hostess Credit 20% option will calculate as the order is entered. Simply select the “Hostess Credit
Update” button, and apply the amount of credit for the Hostess on this show, or enter the amount you
are authorizing.

m A $6 charge will be applied to your commissions for the Hostess Program.

m |[f you are offering your Hostess the 40% Hostess Credit, the Show must have at least 10 buying
customers and two bookings. Click the appropriate option to have the $15 charge for the 40%
Hostess credit added to the Hostess’ order (Hostess paying) or to be taken from your commissions
(Advisor paying).

The amount of the Hostess Credit you have given will be verified against the
Show totals and the Hostess Credit calculated. If the Hostess amount given
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is MORE or LESS than the Hostess Credit ALLOWED (based on Show totals) the

Advisor will be notified.

If the amount is more than that calculated the

advisor will be charged 30% of the overage against her profit check. The
difference will be noted before you submit your order.

Shipping Information

The shipping options will default to “Ship-to Hostess”. Select the “Ship-to Advisor” if you would prefer
the order to ship to you. Tax will be charged based on the “ship-to” destination.

Hostess Item Information

Enter your Hostess purchases
including Thank You Gifts as
“Bonus” selections in the entry
fields provided.

B There are 12 item lines
defaulted as a typical
Hostess Order.

®You may add additional
items by clicking the update
button or pressing ‘Enter’.

® Once items have been
added and you click
“‘Update,” they will appear
above the entry fields
including the description,
price and extended price.

® Use this to verify your
Hostess purchases.

jilia smia - Microsoft Internet E)q)lu?er

ile  Edit  Wiew Favorites  Tools  Help

9 Back -

‘_) \ﬂ @ h ,‘.._l‘ Search R:,\\?Favorites & [’:- 2

& LJ

dicess | ] httpftools.lssophia.comjoeshowOrdar.Js

WOTE UPS doss NOT deliver o P.O. Boxes |
Hostess Items Information Q} HELP
Delete Quantity Purchase Code Style Size Description Price Extended
0o 1 325 01 TRISH, 17 $110.00 $110.00
O 1 414 01 BUCHA SERA 16-19" $35.00 §35.00
0O h Fe | o1 CRVETAL PALETTE JUNE (S) $3.50 $8.50
Iem Totals: $153.50 $153.50
Ouantity  Purchase Code Style Size Ouantity  Purchase Code Style Size
“select v [-select-[v]
-gelect v | -select- v
-Selact- || [ -select [v]
-Gelact- | “Selact- |
-Select- % |-_9.3Et-_}:r
update
Hostess Certificates Information @ HELP
Thers are Ho Certificates saved at this time!
Certificate no./ Certificate no./
Jewelry Premium no. Type Amount Jewelry Premium no. Type Amount
[E lia sophia - Microsoft Internet Explorer - - - o - - o L.-Jw
File Edt Wiew Favorkes Tools  Help 3
- d A @& D A < - 2
e Back ~ () \ﬂ @ {0 | O search G Favories £2) | (- i | )
Adress | ] httpjtools liasaphia. comfoe showrder. s v Do ks 2
[-select- [v] [select- ] el
[-salect- [v -Selact ¥
| [-select (v [-select- [
] -Select- [ | -select- (v
[~select: [v [~select- [v
update
Hostess Certificates Information € HELP
There are No Certificates saved at this time!
Certificate no.! Certificate no./
Jewelry Premium no. Type Amount Jewelry Premium no. Type Amount
Certificate type 707 must e entered as "CUST GIFT"
Hostess Payments Information ©@ HELP
There are Ho Payments saved at this time! A
@ 2005 Iz sophia. Al rights reserved v
&] Dore @ Intemet
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Hostess Certificate Information

Once you have entered the items you wish to order for your Hostess, you may enter any applicable

certificates.

Hostess Bank Card Information

Once you have entered your order you may go to the payment section.

® Select “New Payment” button or go to the “payments” tab.

B Select “Hostess” from drop-down menu.

B Enter your bank card type, card number, expiration month and year information.

m Refer to page 4, Understanding Automated Credit Card Authorization for more details.

You have now finished your Hostess’ order. At the bottom of the screen you will have a series of

buttons to proceed:

® Update all-click here to update hostess information and keeps you on the same screen.

B Save/continue to summary - click here to update all Hostess Information on this page.

Customer Order List Page

This is a convenient listing to all of your Customer Orders for this Show.

®You may edit or delete any Customer by
— Clicking on the pencil/memo pad to edit
— Clicking on the red “x” to delete

®You may also

— Review Customers’
names and totals

— Enter new Customers
— Enter an Advisor Order

To enter a new customer, click
the new Customer button below
the listing fields.

lia sophia - I

File Edt View Favorites Tools Help

Qs © A (& G| Lo oo @ @3- [

Address | ] hittp:fjtoolsqa.lasophia.comjoe orderCustomers ks

lia sophia
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your customers orders s«

@ back to Your Saved Orders

Advisor

| hostess
L)

|

g x|
g8~ ]
L x|
g8 > ]
g =]

Customer Order Listing

Customer Number/Mame

01 Brian Nichals (Hostess)
02 Erian Nichals

03 Customer Three

04 Cusoime Four

05 Customer Five

06 Customer Six

Customer Totals

$138.78
§12262
§12262
§12262
§12262
$117.23

new customer

Page: [1]

® 2005 lim zophia, Al rights reserved

&l Done

| D Intemet
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Regular Customer Information
B The system will automatically assign the Customer number in a sequential order.
B The system requires a Customer name to be assigned to each Customer.

® You are required to have a minimum of one regular customer other than the hostess to place a
Show order.

m |f the order does not have more than one Regular Customer other than the Hostess, it is
considered a Direct Sale.
Customer Item Information - Select Customers Tab
Enter your Customer purchase information in the entry fields provided.

® There are 12 item lines defaulted.

® You may add additional items by clicking the “Update” button located beneath the entry fields.

® Once items have been added the items will appear above the entry fields including the description,
price and extended price. Use this to verify your Customer purchases.

Customer Certificate Information

Once you have entered the items you wish to order for your Customer, you may enter any applicable
certificates.

Customer Bank Card Information
Once you have entered your order you may go to the payment section.
B Select the “Payment” button and you will see a detailed invoice of your Customers’ order.

m select the customer you'd like to process payment for and fill in all required fields. The amount due
will automatically pre-fill.

B Refer to page 4, &9 ia sophia - Microsoft Internet Explorer g
Understanding Automated e R
Credit Card Authorization for @@hj‘u.%qf,’ . K @ RS U g
more details. B e T ¢

Summary Page Summary Information
You will have an option to see a it Seer ‘
short summary listing totals only,
or a detailed summary which ——
displays a detailed invoice of Brian Nichals
your order including shipping S —
information, item descriptions, N
extended costs, tax and Total Half Prics Items: $0.00
shipping charges, bank card o e
payment and balance due total. $§
If you find a discrepancy, you sk G crores sl e
may return to the Hostess or e
Customer Tab and revise any
incorrect information. T ——
Total Half Price Ttams: $0.00 ;
& oo i e 5
10
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To Enter a Sample
Order:

To enter a sample order select
Sample Order-Regular from the
order list screen, then click the
arrow next to the pull down
menu. To enter a sample
Hostess order click on the
Sample Hostess order button
from the order list screen. The
screens are divided into three
pages as you will see by the tabs
at the top of your screen: an
Advisor page and a Summary
page. The Summary page allows
you to submit the order.

Advisor Address Information

E lia sophia - Microsoft Internet Explorer I E
File Edit Wiew Favorites Tools Help
[ = ) A . ~
@ Back ~ (g Iﬂ Ig -_h P ) search . Favorites e} & L
adiress | ] httpsiiftoolsqs lissophia. comfosfssvedOrdsrs Is v B e

| sample order entry - regular es-
@ back to Your Saved Orders
advisor payments summary delete order/sample
@ 1Y}
Advisor Address Information @ HELP  shipping Information @ HELP
shiphy: | UPS Ground lae]
Frst tiame: ;H_o_rpg | Shipping Outside City Limits
Last Name: | Office BOTE: UPS dogs HOT deliver to PO, Boxes
Address: 855 Foster Ave.
zip: |60s06
City: [chease
County: [cook
State: s
Sales Tax: 0.0% (recalculsted when page is saved)
Day Phone: |630-880-3323
Evening Phone:
Email: |alk@liasophia.com

Your name and address, as we have on file, will automatically fill into the proper fields. This will serve as
the shipping information. If you prefer the order to ship to an alternate address you may change the
address information. The proper tax will be applied for the zip code entered.

Please follow the general directions as stated at the beginning of this guide for:

m Shipping information
m [tem information

m Jewelry Premium
Information

m Bank card information,
including automated Credit
Card Authorization

m Summary information

To Enter a Supply
Order:

To enter a supply order click on
the supply order button from the
order list screen. The screens
are divided into three entry
pages as you will see by the
tabs at the top of your screen:

T tia sophia - Microsoft Internet Explorer

ile  Edit Wiew Favorites  Tools

BBaEk - © |ﬂ @ -_;j f’I‘SEarEh i}(FavDrltas & :,v 2

Help

=
idress ;E_‘] https:fftoolsqa liasophia.comfoesavedOrders s
P

supply order entry - advisor se-
@ back to Your Saved Orders

advisor payments summary delete order/supply &
L) ee0
Advisor Address Information @ HELP  Shipping Information @ HELP
: shipby:  [LESGennd T |

FirsHame: — [ Shipping Outside City Limits

Last Hame: Office NOTE: LPS dass NOT deliver to P.O. Boxes

Address: 855 Foster Ave,

Zip: 60606

City: [ehcaco

Catnt Eox

State: llinois

Sales Tax: 00% (recaleulated when page is saved)

DayPhone: |630-860-3323

Evening Phone:

Email: alk@liasophia.com
Advisor Item Information & HELP

I~ | B 6o
f%i@—g

an Advisor page, a Summary page and a Payment page. The Summary page allows you to submit the
order. You begin on the Advisor page.

11
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Advisor Address Information

Your name and address, as we have on file, will automatically fill into the proper fields. This will serve as
the shipping information. If you prefer the order to ship to an alternate address you may change the
address information. The proper tax will be applied for the zip code entered.

Please follow the general directions as stated at the beginning of this guide for:
m Shipping information
m [tem information
m Bank card information, including automated Credit Card Authorization

m Summary information

To Enter a Direct Sales Order:

To enter a direct order click on the direct order item from the “place a new order”pull-down menu, then
click the arrow next to the pull down menu. Your order entry is very similar to placing a Regular
Order. The screens are divided into three pages as you will see by the tabs at the top of your screen:
an advisor page, a payments page and a summary page. The Summary page allows you to submit the
order. You begin on the Advisor page.

Advisor Address Information

Your name and address, as we ‘@ lia sophia - Microsoft Internet Explorer u@g
. . . Fle Edit Wiew Favorites Tools  Help i
haye on file, will au.tomatlcallly - © -1 @ G| Do frroe @] 3 B LJ
ﬂ“ II’]’[O the prOper fle|dS Th|S Addressi_ﬁhttps:thnlsqa‘hasnphia.mmtneﬂnadorder.\s?nrderld:13539&:ustnmarNumhar:Dl |l BYGe  Liks
will serve as the shipping . -
. . I direct sales order entry - customer e
information. If you prefer the L S e
order to ship to an alternate
¥ delete order &)
address you may change the R R e
addreSS information. The Shipping Address Information @ HELP  shipping Information @ HELP
i i Shipto Customer  Shipby:[ups around  [v]
proper tax will be applied for et o e SRR
the zip code entered. — e
Zirpl 80606 E . =)
Please follow the general A
directions as stated at the state: i
. . . . Sales Tax: 7.75% (recaleulated when page is saved)
beginning of this guide for: Dwphone: a3 530 5525
m Shipping information et 3l asophia.com
. .
m [tem information
Customer Item Information OHELP
| | Certlflcate Iﬂformatlon ‘ There are No Line lems saved at this time! | vl
£ 2 @ ntemet
m Bank card information,
including automated Credit
Card Authorization
m Summary information
12
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To Enter a Privilege Purchase Order:

To enter a Privilege Purchase Order click on the button from the “Order List Screen.:
m New Line-Award —for contest award winners

The screens are divided into three entry pages as you will see by the tabs at the top of your screen: an
Advisor page and a Summary page. The Summary page allows you to submit the order. You begin on

the Advisor page.

Advisor Address Information

Your name and address, as we have on file, will automatically fill into the proper fields. This will serve as

the shipping information. If you
prefer the order to ship to an
alternate address you may change
the address information. The proper
tax will be applied for the zip code
entered.

Please follow the general directions
as stated at the beginning of this
guide for:

m Shipping information
m [tem information
m Certificate information

m Bank card information,
including automated Credit
Card Authorization

m Summary information

To enter a Starter Show

® New Advisors and their
recruiters will receive an emalil
from Manager Services after the
Agreement has been processed
providing them with the
temporary Advisor number and
password to be used in the
“New Start Advisor Number”
field.

® The show holder, whoever gets
the profit, needs to be the
advisor logged-on to advisor
advantage for the starter show
entry.

‘lia sophia - Microsoft Internet Explorer ==k

ile Edt  View Favortes Tools  Help n
Qe - © - X B & ) search ¢ Favorkes %) R ; gl
diress | @] b lsqa. iasophia. Orders Liniks

lia sophia

SHARETHE LOVE OF JEWELRYS  AdViSOr - ssessesses

support=  admin~  logout

home  yourbusiness~  manager tools v ent Inf

privilege purchase order selection -
@ back to Your Saved Orders

You have selected a Privilege Purchase Order. Please note that only OlIE Privilege Purchase Order can be placed each day.

New Line
Privilege Purchase

There are 1 orders
available

3 2005 lia sophia. All rights reserved

" lia sophia - Microsoft Internet Explorer @
File Edit View Favortes Tools Help o
Q-0 XNRAH ) seech 7 Favortes 2 2- ; =
address ] bt Jiasophia. ders.h ] Do | inke
| [ moses—T I J[_vommay—T————————————w = =

Show Information © HELP

Rlews-Start Sovisor Number: |

Please note: the Advisor entering this Starter Show will receive the profit. If someone other than you should receive the
profit, they must enter this show under their own ID number,
Advisor Address Information @ HELP  Shipping Information QHeEL?

First Hame: Home | (Ono Hostess Credit

Last llame: |Office | © Hostess Credit 20%

Address: 855 Foster Ave. O Hostess Credit 4% - Hostess Paying
/—| 10+ buying guests & 2 bookings required]
e ——— (O Hostess Credit 40% - Advisor Paying

Zip: 60108 E (10+ buying guests & 2 bookings required) H

City: BENSENVILLE .

i iven; § 0.00

Cotity; — Hostess Credit Amount Given: §

S Ilinais Calculated Hostess Credit Amount: $0.00

Sales Tax: 0.0% (recalculated when page is saved)

i e - hostess credit update

Evening Phone: | |

ik |lk@lissophia,com Shipping Information @ HELP

(&)Shipto Hostess ~ Ship by: | UPS Ground e
update
O ship to Advisor

[ shipping Outside City Limits
NOTE: UPS does NOT cleliver to PO, Boxes

2 @ et

You may follow Show entry instructions for the remainder of Starter Show entry.
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