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1 Program Installation

11 Introduction

Welcome to Consultant Front Office, the rewolutionary software for building and organizing your direct
sales business. It combines state-of-the-art technologies for strengthening customer follow-up, with
streamlined financial recordkeeping and tax preparation, all tailored specifically to the direct selling
business model. Whether you're tracking customers, or crunching tax forms, this program will save
you time and make you money - we guarantee it.

The pictures contained in this User Guide generally reflect the Professional Edition of the program. If
you hawe either the Basic or Standard Edition, some of the features you see in these pictures may
not appear in your program. Whenever possible, the applicability of different features to the different
editions of the program is stated in the accompanying text.

= Main Toolbar

The main navigation toolbar in the program contains the following buttons:
¢ Home

Contacts

Calendar (Standard and Professional Editions only)

Tasks (Standard and Professional Editions only)

Team (Standard and Professional Editions only)

Goals (Professional Editions only)

Income and Expenses

Sales

Purchases

Vehicles (Standard and Professional Editions only)

Home Office (Professional Editions only)

Taxes

Reports

These buttons are used to mowve between the different program modules. All of the financial
functions should be thought of from your personal perspective, so that

e Sales = Your Sales (use this screen when you sell to one of your customers)

¢ Purchases = Your Purchases (use this screen when you purchase from your company)

= Using "Help"

You can learn a lot about the program using the extensive built-in Help files. Keep in mind that
you can get "context-sensitive" Help on many specific items while the program is running,

simply by clicking on the Help buttons found throughout the program.
-1 Training
We offer video tutorials as well as free teleconference and webinar trainings. Click on the

Training option on the Help menu to see all of our training options.

-1 Technical Support

© 2011 MLM Software Solutions, Inc.
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We have an extensive online Knowledgebase and a ticket support system that allows you to
view all of your previous tickets and our responses. Click on the Support option on the Help
menu to access our online Support Center.

Thanks!

MLM Software Solutions Inc. thanks you for your support and wishes you incredible success in your
business.

1.2 License Agreement

Software License Agreement

This is a legal document, which is an agreement between you, the end user, and MLM Software
Solutions Inc. By installing, copying, or otherwise using the Software, you agree to be bound by the
terms of this Software License Agreement.

MLM Software Solutions Inc. retains title to and ownership of all proprietary rights with respect to the
Software, and all copies and portions thereof. This License does not constitute a sale of the Software
or any portion or copy of it.

Software License
This License allows you, the end-user, to install and use the Software on one, two or three computers
that are under your direct personal control, so long as the Software is used only for your business:

by you

by your spouse

by your employees

by a member of a legal business partnership of which you are a member

You are allowed to make a single copy of the Software media for backup purposes only. The Software
and all printed material accompanying the Software are protected by United States and International
copyright laws and treaties. If you copy the Software for backup purposes you must reproduce the
trademark and copyright notices that were on the original copy.

Restrictions

You may not distribute copies of the Software to others. You may not reverse engineer, de-compile,
disassemble or otherwise change and / or reduce the Software to any other form.

Technical Support

All registered users of the Software are entitled to complimentary technical support via the Internet
provided that:

¢ it has been one year or less since they originally purchased a License to the software OR

¢ it has been one year or less since they purchased a License to a newer version of the software

License upgrades that do not result in a change in the major version number of the program do not
entitle the purchaser to an additional period of technical support. Transfers of ownership do not result
in an additional period of technical support and are also subject to the additional restrictions listed
below.

© 2011 MLM Software Solutions, Inc.
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Transferring Ownership

The license for your most recent version of Consultant Front Office may be permanently transferred
(given or sold) to another person, as long as you delete the program from your computer and destroy
any copies of the installation media that you have made for backup purposes. Only the license for
your most recent version can be transferred. Transfer privileges for each software License terminate
upon your purchase of a newer version of the software. MLM Software Solutions, Inc. reserves the
right to charge a fee for registering users who obtain their License by transfer from another License
owner.

Termination

This License is effective until terminated. This License will terminate immediately without notice from
MLM Software Solutions Inc. if you fail to comply with any provision of this License. Upon termination
you must destroy the Software and all copies thereof. You may terminate this License at any time by
destroying the Software and all copies thereof.

Limited Warranty

MLM Software Solutions Inc. will replace defective media or fully refund your purchase price for the
Software for a period of thirty (30) days from the date of purchase. Refunds and replacement media

may be obtained by sending an email to senice@mimsoftwaresolutions.com

The Software is provided "as is" without warranty of any kind, express or implied, by statute or
otherwise, regarding its fitness for any purpose, its quality, its merchantability, or otherwise. In no
event shall MLM Software Solutions Inc. or its developers, directors, officers, employees, or affiliates
be liable for direct, incidental, indirect, special or consequential damages (including damages for loss
of business profits, business interruption, loss of business information and the like) resulting from any
defect in the Software or its documentation or arising out of the use of or inability to use the Software,
even if MLM Software Solutions Inc. or a MLM Software Solutions Inc. affiliate has been advised of the
possibility of such damage.

Copyright

The Software and all printed material accompanying the Software are copyrighted with all rights
reserved by MLM Software Solutions Inc. Under United States copyright laws, the Software and its
accompanying documentation may not be copied, in whole or in part, except in the normal use of the
Software or to make a copy for backup purposes only. Duplication of this Software for any other
reason is a federal crime and is hereby expressly forbidden.

1.3 System Requirements

Windows 98 or higher (Windows XP or higher recommended - the software is fully compatible with
Windows Vista and Windows 7)

Pentium 133 / AMD K-6 or higher (Pentium Il or higher recommended)

100 MB of hard drive space

512 MB of RAM (1024 MB recommended)

1024 x 768 screen resolution or higher

1.4 Installation and Startup

The software can usually be installed by simply inserting the CD into your CD drive and then following
the on-screen prompts. In general, it is recommended that you accept the default installation

© 2011 MLM Software Solutions, Inc.
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settings, unless you are an advanced user. For Windows 2000 and Windows XP installations it is
highly recommended that the program be installed using an account which has administrative
privileges. Administrative privileges are required when installing on Windows Vista, Windows 7 (or
higher).

= BASIC INSTALLATION

To install the program using an installation CD just do the following.

1. Close down all applications that are currently open on your computer. These applications
generally have icons in the system tray next to the Windows Start button. Simply select
each icon one at a time, save your work, and then close the application.

2. Insert the Consultant Front Office CD into your computer’'s CD drive. The installation
program should start automatically. If it does not, click on the Windows Start button and
then on Run. Use the Browse button to locate the file "Setup.exe" on the CD then click on
OK.

3. Once the installation process is complete, use the Desktop icon or the Consultant Front
Office 10.0 option on the Start button Programs menu to start the program.

= UPGRADING FROM AN EARLIER VERSION

To upgrade from an earlier version of the software follow the steps shown above under BASIC
INSTALLATION. It is not necessary for the earlier version to be installed on the computer where
you are installing the upgrade. If an earlier version is present when the upgrade is installed, all
of your data will be copied into the newer program and will be present the first time you open it.
If the earlier version is not installed on the same computer where you are installing the upgrade,
use the Backup and Restore functions on the File menu (Backing Up Your Data) to bring your
data into the new installation.

Once you have opened the new program and confirmed that your data was properly transferred,
you should delete the icon on your Windows Desktop that was used to open the older version, if
it was not deleted automatically during the upgrade process. This will ensure that you don’t
accidentally go into the older program and make additional entries. If you choose, you can use
Windows Add/Remove programs to remowve the older version from your computer. Removing a
previous version can sometimes remowve system files that are needed by the newer version as
well. If this happens, you will generally encounter an Error 339 message when trying to start the
program. In this event, just reinstall the newer version using your installation CD to restore the
missing files. Reinstalling the program will not harm your data and will ensure that all of the files
needed by the program are correctly installed and registered.

= WHAT TO DO IF... THE PROGRAM EXTENDS BEYOND THE EDGE OF THE SCREEN

Consultant Front Office requires a minimum screen resolution of 1024 x 768. If the program
is not completely visible on the screen when running, first try double clicking on the border
at the top to "maximize" the program so that it fills your entire screen. If it is still not completely
visible then do the following:
1. Place your mouse over a spot on your Windows Desktop where there are no program icons
and right click.
2. Left click on Properties to open the Display Properties window.
3. Click on the Settings tab in the Display Properties window.
4. Look near the bottom of the Display Properties window for either "Screen Area" or "Screen
Resolution". If this setting says "640 x 480" or "800 x 600", move the slider to the right until
it says "1024 x 768" or higher.

© 2011 MLM Software Solutions, Inc.
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5. Click on OK to save this change.
6. Windows will then ask you to confirm that you want to keep this setting. Click on Yes and
wait while your screen finishes adjusting to the new setting.

= WHAT TO DO IF... THE PROGRAM APPEARS FUZZY AND THE TEXT IS HARD TO READ

1. Place your mouse over a spot on your Windows Desktop where there are no program icons and
right click.

. Left click on Properties to open the Display Properties window.

. Click on the Settings tab in the Display Properties window.

4. Look near the bottom of the Display Properties window for either "Colors" or "Color quality”. If
this setting says "256 colors" or "Medium (16 bit)" change it to "High color (16 bit)" or "Highest
(32 bit)".

. Click on the Advanced button and make sure that your font size is set to "96 dpi".

6. Click on OK (twice) to save any changes.

w N

[$)]

= HOW TO... ELIMINATE A "READ-ONLY" WARNING ON WINDOWS XP

The software is designed to offer "read-only" status to additional users if the program’s
database is already in use in a networked setting, however, if you have Windows XP and get
this warning every time you try to start the program, check the following setting:

. Right click on the icon you use to start the program.

. Left click on Properties.

. Left click on the Shortcut tab.

. Left click on Advanced.

. Un-check the box that reads Run with different credentials.

. Click on OK to save the change.

OO wWN -

1.5 Operating the Demo Version

If you are operating the demo version of the program, you will be presented with the following choices
each time you start the program:

33 Licensing Query

You are currently operating an evalustion copy of the program.

Demao Type
Fun Demo
("~ Basic
™ Standard Purchasze or License

(" Professional (full imventary)

Mare info...

© 2011 MLM Software Solutions, Inc.
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1.6

Run Demo Click on this button to run whichever Demo Type you have
selected in the Demo Type portion of the Program Licensing
window. Selecting different Demo Type options allows you to
compare the capabilities of the different editions of the program.
Click on the "More info..." link to view a feature-by-feature
comparison of the different program editions.

All demo programs are limited to 25 entries of each type (e.g.
Contacts, Income / Expenses, Sales etc.). Any entries made in
the demo program can be saved if you later choose to purchase
the software.

Purchase or Click on this button to display the Program Licensing window
License with links to our online ordering and Key Code request pages.

Business Setup

The first time you start the program after installing you will be presented with some or all of the
following windows. Whether or not these windows are displayed depends on how you are installing
the software (CD vs download) and the presence of company-specific information.

=1 Upgrade Notification

This box is only displayed if there is an earlier version of the program installed on your
computer. Click OK to import the earlier version’s data or Cancel to proceed with a "clean"
installation.

-,

Upgrade Motification

i Consultank Front Office has locaked a previous installation and is beginning the upgrade process,
(Upgrading: d:iwb&_projikyneticstemS0iema0, exe)

a4 | Cancel

- Company-Specific Importing

Select the name of the company you distribute products for then click on OK to import product
and business information. If your company's name is not listed put a check in the "My
company is not listed here" checkbox and click on OK. To temporarily skip this option click on
Cancel.

This option will continue to appear each time you start the program until you import a
company's information, check the "My company is not listed here" checkbox and click on OK,
or manually enter one or more products into the program. You can verify that company-specific
importing was successful by checking for your company's name next to the "Custom Edition"
entry in the About option on the Help menu.

© 2011 MLM Software Solutions, Inc.
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&5 Company-Specific Importing

Pleaze select your company's name in the
b below.

|gTastefuII':.f Simple j
[ My company is not listed here

0] Cancel

-I Business Setup
Enter the name of the company you distribute products for then click on Done. If you are
installing from a CD containing company-specific business information, this box should already
contain the name of the company you distribute products for.
This entry can be changed from within the program using the Rename Business option on the

File menu. The program can keep records for up to three different companies. To start a new
"business" once your first business is set up, use the New Business option on the File menu.

-,

-
{3 Business Setup
BLsi 1 Enter the name of the
sl company you distribute

|E"3"E Jour products far.
Business #2
Business #3

(]

-1 Setup Wizard

The Setup Wizard assists you in setting your freight, tax and preference settings and in
entering your personal contact information. The wizard can be rerun at any time by clicking on

the Setup Wizard option on the Help menu.

= Freight and Tax

For more information on freight and tax settings see your "ReadMe" file (if one is
available) or use the Help button in the Sales Settings window.

© 2011 MLM Software Solutions, Inc.



18

Consultant Front Office Version 11

¥ Coarnpzing-s

o

ERa

© 2011 MLM Software Solutions, Inc.



Program Installation

19

o | omen |

= Program Preferences

Select from the program's various preference options. For more information use the Help
button in the Preferences window.

© 2011 MLM Software Solutions, Inc.
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= Owner Information

Save

e
(7)

Enter your personal contact information. This program is not transmitted to MLM
Software Solutions but is used throughout the program and particularly when creating

invoices (see also Owner Information).
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Healthy Lifestyles

14811 Azhton

(313)835-583

(313) 835-5832

(3133 885-1111

janedoe@healthylifestyles.com

it e althylifestyles.com

1.7 Reinstalling the Software

Installing or uninstalling another Windows program from your computer can sometimes inadvertently
disturb a file that is required for Consultant Front Office to function properly. If you encounter Error
339 at program startup, saying that one or more files are "Missing or incorrectly registered”, try
reinstalling Consultant Front Office using your installation CD. Reinstalling the program will not
disturb your data and should replace and re-register any missing file(s). You will also need to reinstall
the software if you upgrade from Windows 98 or ME to Windows XP and encounter an Error 7 —
Memory conflict problem.

In some cases users who have encountered Error 372 while trying to run the program have been able
to correct the problem by reinstalling the program and then rebooting their computer.
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2
2.1

2.2

Good Things to Know

Viruses and Hard Drive Problems

If your computer catches a virus, has hard-drive problems, or has a software malfunction that cannot
be corrected, it is likely that you will be told to reformat your hard drive and reinstall Windows. Before
reformatting your hard drive and before you send it back to the manufacturer for repairs,
follow these instructions to make sure your data will be intact once you get your computer
problems resolved:

If your computer can still be started and if you can still get into Consultant Front Office, open the
program and perform a backup (Backup option on the File menu) onto a USB memory stick, or
back up to your hard drive and then copy the backup file onto a CD. For added protection when
using a CD, or if Consultant Front Office can no longer be started, make a copy of the entire
folder where the program is installed. The default installation folder for the program is:

Default installation folder: C:\Program Files\CFO11.or C:\Program Files (x86)\CFO11

If your computer can no longer be started, locate a computer specialist in your area who knows
how to extract data from a hard drive, even if the hard drive is damaged or corrupted. This process
may cost you $100 or so but will save you much more than that in lost information and time. Have
the specialist extract the entire folder where the program is installed, which is typically:
C:\Program Files\CFO11. This will give you access to all of the program’s automatic backup files,
any of which can be used to restore your data onto a new or rebuilt computer. Automatic backup
files created by the program are stored in the following directory:

Automatic backup files: C:\Program Files\CFO11\Backup Auto.or C:\Program Files (x86)\CFO11
\Backup Auto

Following these steps could well mean the difference between having all of your data and having to re-
enter all of your data. We have had sewveral instances where hard drives were reformatted before the
owner realized that they had not gotten everything they needed off of it. Once the hard drive has been
reformatted, there is nothing we can do to help you if you do not have a valid backup file or a copy of
the folder in which the program is installed.

If you know that you will need to reformat your hard drive or send your computer back to
the manufacturer for repairs, please contact us first so we can help make sure you have
what you need before the drive gets reformatted. The best way to contact us is by clicking on
the Support option on the Help menu and submitting a support request ticket.

Program Updates

Program updates for each major version are available free of charge via the Updates option on the
Help menu. If this option does not work for you try using the Updates Link option on the Help menu
instead. To view a list of what was changed in a program update click on the Release Notes option
on the Help menu.
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If you would like the program to automatically check for updates each time it’s started, click on the
Preferences option on the Settings menu, and check the box that reads "Check for program
updates at startup".

You can determine exactly what version of the program you have installed by clicking on the About
option on the Help menu.

2.3 Program Customization

The program offers a number of customization options.

¢ Most of the drop-down selection boxes in the program can be modified using the various options
on the Categories menu.

e User-preferences can be specified using the Preferences option on the Settings menu.

e "Grid" displays throughout the program, where data is presented in a table or tabular format, can
be sorted simply by clicking on a column heading in the display. Column sizes can be adjusted by
hovering over a column heading border until a split arrow cursor appears, then holding your mouse
button down and dragging the column to the desired width. Changes to these settings will be
remembered each time you close a window.

¢ Options and Settings buttons on many of the main program screens allow you to edit settings
specifically related to that part of the program.

24 Backing Up Your Data

All of your data can be easily backed up using the Backup option on the File menu. Frequent
backups help to ensure the integrity of your data in the event of a virus, hard disk failure, or other
hardware or software problem. It is highly recommended that you perform backups regularly,
and particularly whenever you’ve made a significant number of new entries. The program will
automatically remind you to perform a backup each time you exit, if the Preferences option "Display
backup prompt when closing" has been selected.

The Backup option on the File menu backs up all of the data in all of your active businesses, no
matter which business you have open when you perform the backup operation.

Data saved in a backup file can be restored back into the program using the Restore option on the
File menu. Using the Restore option replaces all of the data in the program with the data
contained in the backup file, overwriting any changes you may have made since the backup
file was created.

- How To Have The Program Back Up Your Data Automatically

You can have the program create backup files for you automatically the first time it's opened
each day using the Auto Backup Path option on the File menu. Set this path to a location
that is not on your main hard drive so that the backup files it contains will still be accessible if
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your hard drive fails. An external hard drive, secondary hard drive or a USB memory stick all will
work well with the Auto Backup Path function.

Each day when the program is first opened, it automatically creates a backup file containing all
of your data. When the Auto Backup Path option has been set, the program makes a copy of
the backup file and saves it to the location you have specified. This creates a comprehensive
library of daily backup files for you to use in the event that your computer or main hard drive
experiences a problem.

Tip: Windows does not generally allow programs to write data directly to a CD. If you
would like to back up to a CD, first perform a backup to your Windows Desktop,
then use your CD-writing software to copy the backup file from there onto the CD.
Alternatively, consider using a USB memory stick instead of a CD for storing youl
data backup files since Windows can write directly to a memory stick.

Importa Before relying on a backup file as your only means of restoring data it's
nt: recommended that you use the Verify Backup function on the File menu to
confirm the backup file’s integrity.

2.5 Transferring Data Between Computers

To transfer all of your data from one computer to another, use the Backup and Restore functions on
the File menu as described below:

1. Perform a backup onto a USB memory stick or other removable media, using the Backup option
on the File menu on the first computer. You can also back up to your computer’s hard drive and
then email the backup file to the second computer.

2. Perform a restore, using the Restore option on the File menu on the second computer along with
the backup file created in Step 1.

The Restore function completely replaces all of the data in the program with the data in the backup
file, so be sure that you only make changes on one computer at a time when using this approach to
transfer your data. If your program is set up to sync to a handheld organizer make sure that you leave
the program open and perform a sync operation immediately after restoring data.

For information on the best way to handle reformatting of your computer after a virus or other problem
please see Viruses and Hard Drive Problems.

Data synchronization, which allows you to merge contact, team, income, expense, sale and
purchase information between two computers is available in the Professional Edition of the program.

2.6 WhatTo Do If Your Spouse Is Also A Consultant

If you and your spouse are both distributors for the same company you will need to decide whether to
set up a single business for both of you or to set up separate businesses for each of you.
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If you are using the "Full-Inventory" edition of Consultant Front Office, it is strongly recommended
that you set up only one business to avoid having to keep the inventory from each of your businesses
completely separate.

If you are not using the "Full Inventory" edition of the program, then the decision hinges on your desire
to track contacts and finances separately. You may want to consult your tax advisor regarding this
before making a decision.

2.7 Networked Computers

Consultant Front Office is not "multi-user" software and should generally not be accessed by
multiple computers over a network. Opening the database from more than one computer at a
time will result in "read-only" status and the data seen by the "read-only" computers will not be
updated when changes are made on the primary machine.
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3
3.1

Getting Started

How To Get Started

In most cases, your motivation to learn the software will be:
* Your wish to grow your business more quickly and efficiently AND / OR
* Your desire to get paperwork organized and get your recordkeeping in shape

Here are some steps to help you get started with either (or both) of these objectives!

=1 Building Your Business — Overview

1.

Contact groups: The key to setting up your contact database is to decide what Contact
Groups make the most sense for your business. Setting up your list of Groups before you
begin entering people into your software will make your database more useful along the
way. Decide what "groups" you would like to use to divide up your contact database, then
create those groups using the Contacts option on the Categories menu.

2. Entering contacts: Click on the Contacts button on the main toolbar then click on New.

Enter the people you would like to begin contacting on a regular basis (e.g. prospects,
reorder customers and potential hosts).

. Targeting: While the Basic Edition doesn't have access to the filtering, searching and

selecting functions available in the Standard and Professional Editions of the program, you
can still identify contacts based on their Group setting on the Contacts screen.

. Communicating: You can stay in touch by phone or using your regular email program. You

can also print address labels for any one or all of your contacts.

. Scheduling: Keep track of the next appointment and task you have for each of your

contacts by entering them at the bottom of the Notes tab on the Contacts screen.

. Staying personal: As you connect with people, be sure to enter a few Notes on the

Contacts screen. This allows you to connect with people more personally the next time you
email or call.

-1 Setting up Recordkeeping - Overview

See also - IRS Small Business Resources

1. Customers: Customer contact information can be entered in one of two ways. To add

contacts to your database without entering any sales information, click on the Contacts
button on the main toolbar then click on New. To enter customer information at the same
time you're entering what they purchased (often the case) click on the Sales button on the
main toolbar then click on New, then click on the second ellipsis (...) button to the right of
the Customer box to display a "mini" Contacts screen.

2. Events: Most financial transactions and any of your contact can be linked to an "event" for

filtering and reporting purposes. Events can be parties, craft shows, fundraisers etc., or any
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other "connection" that exists between customers and their purchases. Linking entries to
Events allows you to filter your database for customers and activities associated with that
Event. To create an Event, click on the Events option on the Categories menu then click
on New. To select an Event throughout the program click on the ellipis (...) button to the
right of the Event boxes, then highlight the Event and click on Select.

3. Purchases: Before entering your first purchase, click on the Contacts button on the main
toolbar, then click on New, and enter the company you sell products for into your contact
database so that you can select them as the Vendor in the Purchases window.
Purchases: Before entering your first purchase, click on the Contacts button on the main
toolbar, then click on New, and enter the company you sell products for into your contact
database so that you can select them as the Vendor in the Edit Purchases window.

4. Sales: If you're entering sales from a party, fundraiser, craft show or other "event" that you
would like to be able to get reports on, you will want to create that Event in the program
prior to recording the sales. Customer information can be entered directly from the Edit
Sales screen using the second ellipsis (...) button to the right of the Customer box.
Checking the "Potential Host", "Booked Event" or "Potential Recruit" checkboxes on the
Edit Sales screen automatically adds the customer to those contact Groups when the sale
is saved. If you use ProPay™ for credit card processing, you can upload your customers'
credit card payments to ProPay directly from this software, without ever having to go to the
ProPay website.

5. Income / Expenses: To enter income and expenses not directly tied to the purchase or
sale of products click on the Income / Expenses button on the main toolbar then click on
the Income or Expense button to add a new income or expense record.

Income: Your main source of income will be commissions, bonuses etc. that you
receive from the company you work with. If your company provides you with a 1099 at
the end of the year, you can enter the exact amount of income shown on the 1099 as a
single entry each year. If you prefer, you can make an entry for each check or payment
you receive from your company throughout the year.

Expenses: The fastest and easiest way to enter your expenses (office supplies,
software etc.) is to put all of your business purchases on a dedicated credit card, then
enter those expenses directly from your statement at the end of each month.

6. Personal Use, Product Samples, Product Loans and Product Trades: Personal use,
product samples, product loans and products trades can be entered using the menus at the
top of the program (Loans and Trades can only be found in the Standard and Professional
Editions). These menus are provided for your convenience to help you determine what
products you used for these purposes at the end of the year. The only entry you will be
required to make to complete your business taxes will be to estimate the cost of items
used for your personal use, since these items are not deductible. This entry will be made on
the Taxes screen at the end of each year but it may be easier to estimate this number if
you have kept track of your personal use via the Personal Use menu in the program.

7. Car and Truck: In the Standard and Professional Editions, car and truck business
expenses are entered on the Vehicles screen. The IRS allows you to deduct vehicle
expenses using one of two methods. The "Actual expenses" method allows you to deduct a
portion of all of your vehicle expenses based on the percentage of business use. The
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"Standard mileage rate" method allows you to deduct a specific dollar amount for each
business mile you drive. Check out IRS Resources for more information on deducting car
expenses.

8. Home Office: In the Professional Edition, home office expenses can be entered on the
Home Office screen. All of the categories of deductible expenses are listed on the screen
to help prevent overlooked deductions. Categories in the "Monthly Expenses" section of this
screen are of two different types. For categories labeled "(house)" you will want to enter the
total amount your household spent each month. These expenses will be prorated based on
the percentage of your house actually used for business. For categories labeled "(office)",
enter only those amounts spent directly on your home office. These expenses will
completely deductible. Check out IRS Resources for more information on deducting home
office expenses.

3.2 IRS Small Business Resources

The following IRS resources may be useful to you in understanding what you can deduct in the
course of doing business and how your deductions should be documented.
e Starting a Business and Keeping Records (Publication 583)
Travel, Entertainment, Gift and Car Expenses (Publication 463)
Business Use Of Your Home (Publication 587)
How To Depreciate Property (Publication 946)
Tax Guide For Small Business (Publication 334)
Tax Withholding and Estimated Tax (Publication 505)
Self-Employment Tax (Publication 533)

Witholding Calculator
Retirement Solutions

Tax Information for Retirement Plans

Small Business Federal Tax Responsibilities
Small Business Resources

3.3 Using Help

There are several ways to access online Help. The best method is to click on any of the Help
buttons that can be found throughout the program. This will bring up context-sensitive help that is
specific to the area of the program you are working in. Context-sensitive help can also be accessed
at any time by pressing your F1 key. You can also activate Help by clicking on the Help Topics
option on the Help menu or by clicking on the yellow question mark just above the left side of the
main program toolbar.

The Help system has three views. The Contents organizes the help information according to the
different screens in the program. The Index and Search tabs allow you to search the Help system
for keywords or phrases pertaining to a specific topic.
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Please remember that our website and online Knowledgebase have additional information that may be
helpful. To access the Training page on our website, click on the Training option on the Help menu.
To check our Knowledgebase or submit a support request ticket, click on the Support option on the
Help menu.
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4 Home

4.1 Overview - Home

(The program opens to the Home screen by default each time you start it. If you would like to change
the starting screen for your program, click on the Preferences option on the Settings menu and
select an alternate starting screen.)

The Home screen offers two different views, depending on which of the following two options is
selected in the lower left corner of the screen.

= Show "Getting Started”

By default, the program will open to the "Getting Started" view and display instructions for building
your business and organizing your paperwork. These same instructions can be viewed with active

links by clicking on the button in the lower left corner of the Home screen.
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File Categories Settings Accounts Samples PersonallUse Loans Trades Help
74 @ . Current Time Period: [1/1/08 thru 1213108 | | & =
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Home Contacts Calendar Tasks Team Goals Expenses Sales Purchases Vehicles | Home Office Taxes Reports

4] 1483 m| CQuotes.

EEWER

0]

e — ~
Page indicator and navigation Yiew options Printthe selected view Add, edit or delete quotes "Activities" options

Quote indicator and navigation

= Show "Today's Activities", "Tomorrow's Activities" or "Activities by Date"

Once you've printed out the instructions for getting started and are familiar with the program, you
will want to switch over to one of the "Activities" views, using the option buttons at the bottom of
the Home screen. These views provide a summary of your appointments, tasks, birthdays and
anniversaries for today, tomorrow, or any day you choose. This summary can be easily printed out
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and taken with you wherever you go.

If you would like to have the quote at the top of the page included in your "Activities" printout,
check the box at the bottom of the Home screen that reads "Include quote".

If you would like to have a year-to-date financial summary included in your "Activities" printout,
check the box at the bottom of the Home screen that reads "Include YTD".

Tip: When using the "Show Activities for" option, you will either need to set the date using the
pop-up calendar OR click somewhere outside of the date entry box after setting your date, to tell
the program to refresh the "Activities" display. Remember that Up and Dn arrow keys can be
used to change the date one day at a time and that PgUp and PgDn keys can be used to
change the date one week at a time.

(=1 =)

File Categories Settings Accounts Samples Personal Use Loans Trades Help

? % . Current Time Period: [141/08 thru |12:31N}9 | m =

] = f =
pp B /s O EH @ e | F @
Home Contacts Calendar Tasks Team Goals Expenses Sales Purchases Vehicles | Home Office Taxes Reports
M4 1483 » M| Quotes..

W U sln Q- @)

TODAY'S ACTIVITIES

APPOINTMENTS: Time Action
8:00am-9:00am Gym

Contact

Due Action Contact Home Work cell
8108 1 month rearder cal Elizabeth Allan (314) 589-9846 (314) 893-7869
813108 Party thank-you call Lisa Ferris

8/5/08 Drop off product Kendall Nicole (650)594-9058  (650)595-0452  (650) 533-7636
8/5/08 Getflyers printed for next week

4.2 Quotes
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3 Edit Quotes
You can't ive & perfect day withau.. | Iotivation iz everything. ou can do the work of two people, but vou cant be two
The best portion of & good man's .. people. Instead, you have to inspire the next guy doven the ling and get him to

Toa often we underestimate the powe. . inzpire hiz people.  ~ Lee lacocca

The true meaning of life is to plan...

A by is a grest gift ~ one size fi..
MNever look dowven on anyhbody unless ...
If wou want athers to be happy, pra...
Kindress iz the language which the
Hawe far you go in life depends an vy ..
Beginning today, treat everyone you..
Act az if what you do makes a diffe...
I've learned that you shouldn't go ...

If the world seens cold to you, kin...

If wou hawve only two pennies left ...
Wohen one of your dreams come true, .
The greatest achievements were at 1.
Your vizion wil become clear only ..

Al who have accomplished great thi...

A man's dreams are an index to his ... i

ey Save Delete Close

Clicking on the Quotes button on the Home screen displays the Edit Quotes window. This window
allows you to add to, edit or delete from the list of quotes that are displayed on the Home page.

- To add a new quote to the list

1. Click on the New button in the Edit Quotes window.
2. Type the quote into the box on the right side of the Edit Quotes window.
3. Click on Save to add your new quote at the bottom of the list on the left.

-1 To edit a quote in the list

1. Click on the quote you would like to edit in the list on the left. This will cause the full quotation
to be displayed in the box on the right.

2. Make the desired changes in the box on the right.

3. Click on Save to save your changes.

=l To delete a quote from the list

1. Click on the quote you would like to delete in the list on the left.

2. Click on Delete.

3. Click on Yes when prompted to confirm the deletion or on No if you change your mind and do
not want to delete the quote.
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5 Contact Management

51 Overview

The program is designed to handle all of your contact management needs and support you in
customer follow-up and in building a re-order business. The contact management section of the
program consists of four main screens as follows:

Contacts: used to add people or make changes to your contact database

Calendar: used to create, edit and view your appointment calendar
(Standard and Professional Editions only)

Tasks: used to keep a running list of tasks you need to complete
(Standard and Professional Editions only)

Team: used to view your team genealogy
(Professional Edition only)

Detailed information for all of these screens can be found by locating the appropriate topic in the main
Table of Contents or by clicking on the links above.

5.2 Contacts

5.2.1 Overview

The Contacts screen is used to keep track of everyone involved in your business. It's also used to
organize address information, keep notes, broadcast mail-merge emails, write mail-merge letters, and
print address labels. All of the names entered on this screen appear throughout the program wherever
a contact entry is required.

All businesses being tracked in the program share the same contact information. Business filters can
be used to allow you to temporarily view only contacts associated with a single business. These
filters can be applied automatically each time you change from one business to another using the
Options button on the Contacts screen.

The Contacts screen is accessed by clicking on the Contacts button at the far left of the main
program toolbar.
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5.2.2 View Options

All of your contact viewing options can be set by clicking on the Options button in the main Contacts
screen or in the Edit Contacts window. Some of these options pertain to the main screen while
some of them pertain to the editing window as described below.

= Main Contacts Screen Options
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Selecting the "Columns" tab allows you to specify which columns should be \isible and which
should be hidden in the display. Columns can be resized by hovering over the line between
columns in the top row of the display. The display can also be sorted by clicking on any of the
column headings. Column widths and sorting order are automatically saved whenever changes
are made.

= Edit Contacts Window Options

= Tab order
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Selecting the "Tab Order" tab in the Contact Options window allows you to specify
which fields you would like to skip when using your TAB key to navigate through the Edit
Contacts window. For example, if you seldom enter a Salutation or Middle Initial for your
contacts, you would probably choose to skip those fields to make it quicker and easier to
get to the fields you use most often.

5.2.3 Contacts Top Toolbar

(Standard and Professional Editions only except for Labels)

This button displays the Filter Contacts window allowing you to temporarily reload
the Contacts screen with specific groups of contacts. Groups can be "filtered"
based on categories you select when you enter each person, on previous
purchasing history, on attendance at specific events, and on their Rank and
Process status.

This button displays the Search Contacts window allowing you to temporarily
reload the Contacts screen with contacts whose entered information contains, or
doesn’t contain, specific text or characters.

This button displays the Select Contacts window allowing you to temporarily
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reload the Contacts screen with only those contacts you select before closing the
window. Using the Change button immediately after selecting contacts allows
you:
¢ To quickly create new contact groups, by assigning a new Additional Group
to all Target Listings or
¢ To delete a large number of contacts without having to remove them one by
one.

This button cancels the effect of any Filter, Search or Select operations and
reloads the Contacts screen with all of your saved contacts.

This button displays the Contact Group Changes window allowing you to make
group-level changes to your contact database. It is generally a good idea to
perform a backup of your data prior to making group-level changes. Backing up
your data prior to making changes allows you to revert back to your pre-change
status in the event that the changes you make do not work out as intended.

This button displays the Email History window containing a list of all of the emails
sent out using the program. The Email History window also contains buttons for
creating new mail-merge email and for resending or forwarding a previously sent
email message.

This button displays the Letters window allowing you to create mail-merge
documents and letters.

Labels: This button displays the Address Labels window allowing you to preview or print
standard or custom address labels for select groups of contacts.

5.2.4 Contacts Bottom Toolbar

Schedules Racurring Activities Options Prirt Copy isrge = Delete

This button opens the Follow-Up Schedules window allowing to create or
edit activity schedules containing appointments, emails and tasks.

This button opens the Recurring Email Setup window allowing you to
create birthday, anniversary, renewal and tickler emails to be sent
automatically by the program.

This button opens the All Activities window allowing you to view a list of all
appointments, tasks and scheduled emails that are currently in the system.
This window is also available via the binoculars icon on the Edit Contacts
screen, where it displays only those activities relating to the currently
selected contact.

Right clicking in either the All Activities window or in the Activities window
for a specific contact allows offers a menu with options for creating, editing
and deleting appointments and tasks and for deleting scheduled emails.

Options: This button opens the Contact Options window allowing you to customize
the Contacts screen to your liking.
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Print: This button prints what is currently displayed on the Contacts screen (other
contact reporting options, including user-defined contact reports in the
Professional Edition, are available on the Reports screen).

Copy: This button copies an entire listing into a new record, which can then be
modified without affecting the original listing. This feature is useful for
duplicating address information when entering members of the same family.

Merge: This button allows you to merge information for two contacts, thereby
eliminating one of the contacts, while retaining associations that exist
between both contacts and other records in the program. To merge two
contacts, first select the contact that you want to eliminate, then click on
Merge and select the contact you want to keep. Then set the various
Merge Options and click on Merge.

New: This button displays and / or clears the Edit Contacts screen and places
the cursor in the Salutation or First Name entry box, depending on the
"Tab" options selected using the Options button on the Contacts screen.
This button and the New button in the Edit Contacts window both clear the
Edit Contacts window and may be used interchangeably.

Delete: This button deletes all of the currently selected contacts and clears the Edit
Contacts screen if it is currently displayed. The program will prompt you to
confirm before deleting.

5.2.5 Creating Contact Groups

The key to organizing your contact database can be found in the Business and Group boxes on the
Edit Contacts screen. These selection boxes allow you to group your contacts in any way you
choose.

Business: | J

Sal. /First(Lest: | Eiizabeth |_|.ﬂ-.llan
Addl. Sal. /First / Last: | |_|
Groups (pri - sub faddl): |Custu:umer ﬂ = |(N-:unej | Addl..

Company ! Title: |Eleautiful Living |

Business

If you are only keeping track of one business in the software then you do not need to worry about the
Business setting. The Business selection for all of the contacts you enter will be identical to the
business name you entered in the Business Setup window when you first started the program. If
you're tracking more than one business in the software, the Business selection box on the Edit
Contacts screen can be used to identify and separate contacts based on the business with which
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they are associated. In this case, the Business selection box will contain the names of all of your
active businesses. Changing the name of your business using the Rename Business option on the
File menu will simultaneously change the Business entry for all of that business’s contacts. To
select contacts based on their Business, use the Filter button on the top toolbar. Contacts can be
automatically filtered whenever you change from one business to another if the "Filter contacts when
changing businesses" option is selected under the Options — Misc button on the Contacts or Edit
Contacts screen.

Groups
Groups refer to the relationships that exist between you and the people in your database as follows:

The Primary Group box (furthest to the left) is used to specify the primary relationship you have
with the person being entered. Typical examples might be "Customer”, "Prospect" or "Past Host".
Specifying a Primary Group (required entry) for one or more contacts allows you to find them by
filtering on that Group.

The Subgroup box just to the right of the hyphen is used to break a primary Group into subsets.
For example, someone with a Primary Group of "Team" might have a Subgroup of "Business
Builder". Specifying a Subgroup for one or more contacts allows you to target them separately
from other people in the same Primary Group using the Filter button on the Contacts screen.

The Addl... button to the far right of the the two Group boxes is used to specify additional groups
for the person being entered. For example, someone with a Primary Group of "Customer" might
also be a "Friend", a "Relative" or one of the people on your "Christmas Card List". Specifying
these Additional Primary Groups for one or more contacts allows you to find them by filtering
on any one of these Groups.

New Groups can be added by right clicking on either Group box, using the Contacts option on the
Categories menu or using the Edit List button in the Additional Primary Groups window.

Seweral Group categories have special significance. Assigning a primary or additional primary Group
of Crossline or Upline allows you to make entries in the Title, |.D. # and Anniversary boxes in the
lower right corner of the Edit Contacts screen. Assigning a primary or additional primary Group of
Downline allows you to access these three boxes and also the Upline selection box. Assigning
members of your team to their immediate upline by selecting the upline’s name in the Upline box,
allows you to Filter on specific segments of your team. In the Professional Edition, It also allows you
to view and print your team using the Team screen, or to view and print indented reports using the
Team (genealogy) option on the Reports screen.
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5.2.6 Entering Contacts
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Tip:

Clears the screen to add a new contact

The Options button on the Edit Contacts screen contains settings that allow you to

customize and simplify the way contact information is entered. You may want to
click on this button and look over the settings it contains before beginning to build

your contact database.

To enter a new contact into your contact database, just do the following:
1. Click on the Contacts button to go to the Contacts screen.
2. Click on the New button on the bottom toolbar of the Contacts screen to open the Edit Contacts

window.

3. Name: Enter a first (optional) and last name. (You can also enter a salutation and middle initial
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as well as a second person’s name information if you choose.)

4. Primary Group: Select the category that best describes your primary relationship with this
person from the list in the first Group box. The primary Group entry is used to separate out
groups of contacts using the Filter button. If the contact being entered is a member of your team
please see these special instructions for entering team members.

The above entries are the only entries that are required to save a new contact listing.

If you are done entering information for this person, click on the Save button on the
bottom toolbar of the Edit Contacts screen to save your entries, otherwise, continue with
the next step.

5. Subgroup: Select a category from the second Group box (just to the right of the hyphen) if you
would like to specify a subgroup that this person should be a member of (e.g. Primary Group:
Team, Subgroup: Business Builder). Do not use this box to add people to more than one contact
group. Filtering using a Subgroup requires a match on both the primary Group and the Subgroup.
To add a contact to more than one group use the Addl button to the right of the Subgroup box.

6. Addl Groups: Click on the button that reads "Addl..." to the far right of both Group boxes to
open the Additional Primary Group window. You may select as many Additional Primary
Groups for a person as you like.

7. Addresses: Enter this person’s main address into the Address boxes on the Contacts screen. If
you would also like to enter a secondary address, click on the "open book" icon to the right of the
Address boxes to display the Secondary Address window. Clicking on the Switch button in the
Secondary Address window causes the window to exchange entries with the corresponding
boxes on the Contacts screen. Checking the box that reads "Use this address for labels" causes
the program to use the Secondary Address entries whenever a label is created for this person.
Checking this box affects only the listing that is being edited and will not affect which address is
used for any of your other contacts.

8. Email: Enter this person’s primary email address in the first Email entry box. A second email
address can also be entered into the second Email entry box. The program defaults to the first
email entry when a person’s name is selected in the Email window. If two email addresses have
been entered on the Contacts screen, a double arrow will be displayed to the right of the two
Email entry boxes allowing you to quickly switch their contents.

5. Phones: Enter phone or fax information into any of the four pre-defined phone fields. Do not
attempt to format the numbers as you enter them. Just type the numbers in and the program will
format them for you. There is one user-defined phone field to the right of the Work and Ext boxes.
The heading for this field can be set by clicking directly on the box label and entering a new
heading.

6. Birthdays: Enter a Birthday for one or both of the people associated with this listing. Options to
have an appointment created and to have the program display a birthday notification can be set
using the Options button on the Contacts screen.

7. Anniversary: Enter this person’s wedding anniversary. If you are using the Standard or
Professional Edition, options to have the program display an anniversary notification can be set
using the Options button on the Contacts screen.

8. Schedule: If you are using the Professional Edition, select one or two pre-defined schedules of
activities for this person in the two Schedule boxes and enter or select a date on which each
schedule should become active. Creating and assigning schedules allows you to quickly apply a
consistent set of follow-up activities to one or more of the people in your database. Clicking on the
"binoculars" icon to the right of the Schedule boxes displays the Activities window, containing a
list of all of that person’s appointments, tasks and scheduled emails. Right clicking in the
Activities window allows you to create appointments and tasks or to delete any of the listed
activities.

9. Wish List: Clicking on the heart icon to the right of the Wish List box allows you to select any
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number of items from your list of products to add to a contact’s "wish list". In the Standard and
Professional Editions, Wish List products can be searched on using the Search button on the
Contacts screen.

10.User-definable fields: Enter information into the four custom (user-definable fields) at the top
right hand side of the Listings tab in the Edit Contacts screen. The names of these four fields can
be changed by clicking directly on the label in front of any one of the boxes and then entering the
new name(s) in the pop-up window.

11.Credit Card: Enter this person’s default credit card number and card expiration date. The entries
in the Credit Card box on the Contacts screen are used by the program in two ways:

e Credit Card information gets pulled into the Payment History window whenever you select a
name from your list of contacts in conjunction with a Credit payment. This can be useful if several
people are contributing payments towards a single purchase or sale. The Payment History
window can be accessed by clicking on the ellipsis (...) button to the right of the Balance Due
box on the Purchases and Sales screens

e Credit card information is pulled by the Upload Invoices window whenever you upload payment
information to ProPay™ for automatic credit card processing.

In the Professional Edition, clicking on the "credit card" icon to the right of the Credit
Card boxes displays the Credit Cards window, allowing you to store information for up
to three additional credit cards. The default card shown on the Edit Contacts screen
can be selected in this window by clicking on the selection button in front of any of the
four credit card numbers.

NOTE: All credit card information stored in the software is encrypted using AES-
256 bit encryption.

12.Last Order: The Last Order date and amount get filled in automatically whenever you enter a
transaction on the Sales screen and select one of your contacts as the Customer. These
automatic entries can be owerridden by checking the box in front of the Last Order date box, in
case you would like to track a drop ship or Internet order that was not entered on the Sales
screen. Clicking on the "spreadsheet" icon to the right of the Last Order box displays the
Purchase History window, containing a list of all of that person’s previous purchases that have
been entered on the Sales screen.

13.Last Event / Last Host: These boxes contain Event and Host information based on the most
recent Sales screen entry for this contact. The information in these boxes can be used to locate
all of your contacts who attended certain events using the Filter button on the Contacts screen.
Clicking on the firecracker icon to the right of the Last Event entry box displays the Event
History window, containing a list of all Events with which this person is associated. Contacts get
associated to Events whenever they are selected as the Customer for a sale that’s linked to that
Event or when you choose to add them to the Event using the Add button in the Event History
window.

14.Next Event / Next Host: These boxes contain Event and Host information based on a contact
having been added to an Event that has not yet occurred. The information in these boxes can be
used to locate all of your contacts who have been invited to attend certain events using the Filter
button on the Contacts screen, allowing you to send out invitations, email them reminders or just
give them a call. Clicking on the firecracker icon to the right of the Next Event entry box displays
the Event History window, containing a list of all Events with which this person is associated.

15.Booked Event: These boxes contain Event information for this contact’s next event. Clicking on
the bell icon to the right of the Booked Event boxes allows you to add or edit this contact’s event
directly from the Edit Contacts screen.

16.Notes: Click on the Notes tab and add any notes to the listing that are appropriate. The Notes
box can be scrolled from bottom to top, so that your most recent notes are at the top of the box, if
that option is selected using the Options button on the Contacts screen. The maximum number
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of characters that can be entered into the Notes field is 8000.17.Click on the Save button on the
bottom toolbar of the Edit Contacts screen to save your entries.

5.2.7 Entering Your Team

Team members are entered like any other contact except that they must be assigned a Primary
Group of "Downline".

Your team must be entered from the top down, starting with one or more of your immediate frontline
members and building all the way down their leg. The registered owner’s name appears
automatically in the Upline box on the Contacts screen, so you do not need to enter yourself
in order to start entering your team. The registered owner's name is the name you entered when
you first installed the program. You will use this name as the starting point for entering your team (the
registered owner's name can be changed using the Owner Info option on the Settings menu).

Team Information

Sponsor; |

Upline: |Arsenaurt, Roger

Level f Title: | 5 |Silver j
ID# / Renewal: 59045 9/30/05

The Upline entry box is the key to entering your team correctly. This box is where you specify the
immediate upline (that is, who the person being entered is directly under). Each team member
you enter is automatically added to the Upline selection list.

To begin entering your team, do the following.

1. Click on the Contacts button on the main toolbar to go to the Contacts screen.

2. Click on the New button on the bottom toolbar of the Contacts screen to open the Edit Contacts
window.

3. Enter one of your front-line member’s first and last names in the boxes provided (e.g. Susan
Smith).

4. Skip down to the left-most (primary) Group box and select Downline from the list provided.

5. Skip down to the lower right corner of the Edit Contacts screen to the section labeled Team
Information and select your name in the Upline box, using the button on the right side of the
box.

6. If this team member was sponsored by someone other than their immediate upline, enter the
sponsor’'s name into the Sponsor box.

7. Select the appropriate Title for this person in the Title box. Also enter their ID# and Renewal
date. The list of "Titles" can be edited by clicking on the ellipsis (...) button to the right of the Title
box.
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8. Click on the Save button on the bottom toolbar of the Edit Contacts screen. Note that the
program automatically sets the Level box entry to "1".

9. Click on the New button on the bottom toolbar of the Edit Contacts screen.

10.Enter one of Susan Smith’s front-line member’s first and last names.

11.Skip down to the left-most (primary) Group box and select Downline from the list provided.
12.Select "Smith, Susan" in the Upline box using the button on the right side of the box.

13.Click on the Save button on the bottom toolbar of the Contacts screen. Note that the program
automatically sets the Level box entry to "2".

Repeat Steps 9 through 13 for each successive member in that leg of your team. Then return to Step
3 and enter your next front-line member's first and last names.

5.2.8 Selecting a Contact

An existing contact can be selected in one of three ways.

1. By clicking into the Contact box on the Contacts or Edit Contacts screen and typing the first few
letters of the contact’s last name, then pressing Enter. Pressing Enter twice in the the Contact
box on the main Contacts screen will select the contact and also display the Edit Contacts
screen.

2. By clicking on the ellipsis (...) button on the right-hand side of the Contact box on the Contacts
or Edit Contacts screen. This opens a window listing all of your contacts where you can type or
use your mouse to select a name.

3. By clicking directly on that contact’s record on the main Contacts screen. To select more than
one contact at a time, hold down your CTRL key and select each contact on the main Contacts
screen.

The Up and Down arrow keys and the PgUp and PgDn keys can be used to scroll through your list
of contacts when the cursor is in the Contact box on the Contacts or Edit Contacts screen. The first
two methods shown abowe are available everywhere throughout the program whenever you need to
select a contact’s name.

You can also use the white arrows next to the bottom toolbar on the Edit Contacts screen to scroll
through your contacts one at a time.

5.2.9 Editing a Contact

An existing contact’s information can be edited in the following manner:

1. Select the contact you would like to edit.
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2. Press your Enter key or double click in the Contact selection box or double click on a contact’s
record on the main Contacts screen to display the Edit Contacts window.

3. Make changes by typing directly into the entry boxes on the Edit Contacts screen.
4. Click on the Save button on the bottom toolbar of the Edit Contacts screen to save your

changes.

A contact’s information can also be edited from other screens throughout the program (e.g.
Purchases, Sales and Event).

5.2.10 Deleting a Contact

Existing contacts can be deleted in the following manner:

1. Select the contact(s) you want to delete. To select more than one contact at a time, hold down
your CTRL key and select each contact on the main Contacts screen.

2. Click on the Delete button on the bottom toolbar of the Contacts screen.

3. Click on Yes when prompted to confirm the operation and finish deleting the contact(s).

If the contact that is deleted has a Primary Group of Downline, all of your team members who
were under that person will be "rolled up" and will now appear directly under the deleted person’s
former Upline.

5.2.11 Mailing Labels

The Labels function on the Contacts screen allows you to easily merge information for any filterable,
searchable or selectable contact group onto any type of standard or custom mailing label. The list of
contact names included in the Target Contacts box in the Address Labels window, always reflects
the most recent Filter, Search and Select results.
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Prewiewn:...

Prirt...

Content...

Allan, Elizabeth
Allen, Hanlk
Arsenault, Roger
Banister, Terry
Berstan, Mathaniel
Brown, Maroie
Burton, Jackie

Tip: To edit a label’s margins or to change the position of text on a predefined or custom label
click on Select, then click on Edit to open the Edit Label window. Only the top and left margin
settings can be changed for predefined labels. All changes made to margin settings will be
remembered for future use.

To print labels for some or all of your current "Target" contacts, or to print return address labels, do
the following:

1. Select a label to use for printing by clicking on the Select button and choosing a label from the
predefined list. If you need to create a custom label you can do so by clicking on the New button
in the Select Label window.

2. Select a label printing option using the Print Selection option buttons in the upper middle section
of the Address Labels window. Choose the All Target contacts option to print labels for all of the
currently filtered, searched or selected names listed in the Target Contacts box. Choose the
Selected contacts option if you want to manually select from the names listed in the Target
Contacts box. Choose the One page of return labels option to print a sheet of return address
labels using one selected contact (this option requires that you enter yourself as a contact on the
Contacts screen).

3. If you chose to select contacts manually in Step 1, select the desired name or names in the
Target Contacts box. Holding down the CTRL key or the SHIFT key while selecting names
allows you to make multiple selections. Double clicking, or clicking on the right-pointing arrow
moves the selected names over to the Labels to Print box on the right.

4. Select a Row and Col to begin printing at if you are using a partially used sheet of labels. For a
new sheet, just set Row and Col both equal to 1. The program will remember your last Row and

© 2011 MLM Software Solutions, Inc.



Contact Management 53

Col entries, and will automatically calculate the correct next setting for these entries every time
you print, based on the currently selected label and the number of labels printed.

5. To modify the Content or the layout of the content on the label, click on the Content button to
display the Label Content window, then select the contact fields you wish to print in the order
and position you wish them to be printed. Salutations and Middle Initials are automatically
combined with a first name anytime the First name field is selected. Selecting the First name
(addl) field in the box immediately to the right of a field containing First name results in an " and
" being added between the two fields, so that "Bob" and "Carol" becomes "Bob and Carol" when
the label is previewed or printed. The Header and Footer entry boxes in the Content window will
only be available if the size of the currently selected label allows room for a header and footer to
be printed. The number of content rows available is also dependent on the size of the currently
selected label.

1=t Field 2nd Field 3rd Field
First Mame Last Mame
Address 1
Address 2

City Fostal Code

6. To modify the Font used to print the label, click on the Font button to display the Label Font
window, then specify the font characteristics you would like to use.
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Arial Baltic
Arial Black

7. Click on Preview or Print to view or print your labels.

Tip: If the text on your labels is not positioned where you would like it to be, just do this:

. Click on Select from the main Address Labels window.

. Click on Edit in the Select Label window.

. Adjust the left and top margin values.

. Try printing again on a sheet of paper to check alignment.

. The actual left and top margin values are not important and will vary from one printer to another.
Just adjust the values until the label text is positioned the way you would like it. Once they’re set
correctly, the program will remember your entries and you should not need to adjust them again.

5.2.12 Custom Labels

A WON =
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B160 Address (Ink Jet)

Custom labels can be created and edited as follows.

1.

[920N¢)]

Click on the Labels button on the Contacts screen to open the Address Labels window.

2. Click on the Select button in the Address Labels window to open the Select Label window.
3.
4. Select the page orientation and enter a name to describe the custom label, if a new one is being

Click on New to create a new custom label or Edit to edit a previously saved custom label.

created.

. Enter the number of labels across and down on a single page.
. Enter the dimensions that define the label and its position on the page, using the yellow, numeric,

entry boxes, in the graphic part of the Edit Labels window. If appropriate, you may set some of
the dimensional entries to zero ("0.0").

. Click on OK to save your entries.
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5.2.13 Custom Contact Fields

The Contacts screen includes four custom fields which you can name as you choose. These fields
can be handy for keeping track of a contact’s hobby, kids’ names, favorite food, or other "personal
touch" information. To change the name for one or more of these fields, simply click on the name to
open the Custom Fields window for editing. All of your contact listings and all of your active
businesses share the same names for these four custom fields.

5.2.14 Contact Notes

2VEME - Spoke briefly with Elizabeth today and she's very excited, She's tired of her corporate job is looking for something thet wil give her more flexibilty in
wihen and where she works,

202008 - Liz lovves thee products and wants bo know mare about the marketing péan, Call her for uinch rest Wednesday,
201 2008 - I's About Time video
ZABI0E - Had lunch foday, She's resdy 1o sion up and waniz to gef raned az quickly as possile,

361408 - Buginezs presentation

The Notes tab on the Edit Contacts screen allows you to keep a detailed history of meetings and
conversations between you and your contacts. The Date button provides a quick way to insert a date
into the Notes box. The Products buttons allow you to click-enter and product descriptions into a
contact’s Notes.

The Templates button on the Notes tab displays the Templates window, where you can access
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saved templates or create new ones. Templates are pieces of saved text that can be recalled and
entered into a contact’s Notes without you having to re-type them each time. If you have a set of
questions or topics you like to regularly discuss with your customers or downline, you can put them
into a template so that they can be easily entered into a person’s Notes whenever you need them.

The program has the capability to make automatic Notes entries every time you complete an
appointment or task, use the auto-dialer, send an email or print a label. These options are available
via the Preferences window, which can be accessed using the Preferences option on the Settings
menu.

If you would prefer to have your most recent notes show up at the top of the Notes window, click on
the Options button on the Edit Contacts screen and select the option to "Use reverse scrolling when
entering Notes".

When you finish making entries in the Notes box for a contact, be sure and set a follow-up task or
appointment using the buttons provided at the bottom of the Notes tab on the Edit Contacts screen.

The Notes field allows a maximum of 8000 characters for each of your contacts.

5.2.15 Follow-up

= Viewing or Editing a Contact’s Next Appointment and Task

Immediately below the Notes box on the Notes tab of the Contacts screen, you will see
displayed the next appointment and task you have scheduled with the selected contact. Using
the New, Edit and Del buttons provided, you can easily create a new appointment or task or
edit the next scheduled one. This allows you to set a follow-up action immediately after talking
with a prospect and updating their notes, and without having to switch to the Calendar or
Tasks screen.

5.2.16 EventHistory

B3 Event History for Elizabeth Allan = @
Date Ewvent | Status Invoice | Host Deszcription | Attendee | Customer | Pot. Host | Bkd. Evnt. | Pot. Recr.
1| 2506 100004 Customer 1010 Liza Ferris  Lisa's Party | [

Acld [ include archived recnrds§ Prirt Cloge

The Event History window is displayed by clicking on the firecracker icon to the right of the Last
Event and Next Event boxes on the Edit Contacts screen. This window lists all of the Events with
which this contact has been associated.
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In most cases, a contact becomes associated or "linked" to an Event when you enter what they
bought on the Edit Sales screen and select an Event to link the sale to. However, you can also add
someone to an Event by clicking on the Add button in the Event History window to display the Link
To Event window. Adding a person to an Event in this manner enables all of the same filtering and
reporting options that are available when they are linked via the Edit Sales screen. Contacts can also
be linked to an Event by editing the Event and adding them to the list of "Invitees / Attendees".

100405 - ||Kendra Lory's Party !

v
. Elgnizz] =2nt
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6 Financial Management

6.1 Overview

The program is designed to handle all of your business’s financial management needs and to
generate tax-ready reports for income and sales tax filing. The financial management section of the
program consists of up to eight main screens as follows:

Goals used to enter financial and recruiting goals and to track your progress
against them (Professional Editions only)

Income / used to enter non-product income and expenses

Expenses

Sales used to enter sales you make to your customers

Purchases used to enter purchases you make from the company you sell products for
Vehicles used to enter mileage and expenses involving business use of personal

vehicles (Standard and Professional Editions only)

Home Office used to enter expenses associated with a home office (Professional Editions
only)
Taxes used to help you prepare tax reports or request a free tax preparation quote.

Also used to export your records to TurboTax® or TaxCut® (Professional
Editions only)

There are also a number of menu items at the top of the main program window that are part of the
financial management system, including:

Categories used to edit Income and Expense categories and product and Event
information

Settings used to access some financial settings

Accounts used to access your cash, checking and credit card account registers

Personal Use used to track product taken for your personal use

Samples used to track product taken as promotional samples

Loans used to track products you loan or borrow (Std and Pro only)

Trades used to track product trades (Std and Pro only)
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Inventory used to make occasional inventory adjustments (full-inventory edition only)

Detailed information on all of these functions can be found by locating the topic in the main Table of
Contents.

6.2 Setup
6.2.1 Setting Freight Rates

= Purchases

There is typically no need to set freight rates in the program for product purchases. The freight
charge on product purchases should generally be copied directly from your company’s invoice,
making freight settings for purchases unnecessary.

= Sales

Freight rates for product sales are entered using the Settings buttons on the Edit Sales
screen. This window can also be accessed via the Setup Wizard option on the Help menu
and by clicking on the Freight label on the Edit Sales screen.

W Cormnnny-s

If you would like the program to calculate and enter freight for you on the Sales screen, check

© 2011 MLM Software Solutions, Inc.



62 Consultant Front Office Version 11

the checkbox at the top of the Sale Settings window. In general, it is usually easier to enter
freight on product purchases manually, while allowing the program to calculate and enter the
freight for you on product sales.

Company-specific: In some custom editions of the program, the Company-specific freight
calculation option will be enabled. Checking this box instructs the program to calculate freight
charges using the method your company employs to determine freight charges. Company-
specific freight calculations are handled automatically by the program, hence none of the User-
defined settings will have any impact on freight calculations when this option is selected.

User-defined: When the User-defined freight calculation option is selected, the amount of
freight automatically entered on product sales is calculated as follows. First, the program
multiplies the freight rate, if any, times the total cost, price or weight of the product(s) being
purchased or sold. Second, it compares this result with the minimum / fixed charge, selects
whichever value is higher, and adds to it any handling charges. If you don't specify a minimum /
fixed charge, the freight calculated will always be the freight rate times the total product cost,
price or weight, plus handling. If you don't specify a freight rate, the freight calculated will
always be the fixed / minimum charge plus handling.

6.2.2 Setting Tax Rates

= Purchases

There is typically no need to set tax rates in the program for product purchases. The tax charge
(s) on product purchases should generally be copied directly from your company’s invoice,
making tax settings for purchases unnecessary (see Step 3 below).

- Sales

Tax rates for sales are entered using the Settings buttons on the Edit Sales screen. This
window can also be accessed via the Setup Wizard option on the Help menu and by clicking
on the Tax label on the Edit Sales screen.
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To configure your tax settings using the Tax tab in the Sale Settings window, just do the
following:

1. Check the first checkbox if your state, province or country charges sales or VAT tax on any
of the products you sell. This setting affects both Purchases and Sales. Checking or un-
checking this box in either the Purchase Settings or Sale Settings window will cause it to
have the same setting in the other window. If none of your products are subject to sales or
VAT tax, leave the first checkbox un-checked and click on Save. You are finished
configuring your tax settings.

2. Check the second checkbox if your state, province or country has two different sales or VAT
tax rates for any of the products you sell. This setting affects both Purchases and Sales.
Checking or un-checking this box in the Purchase Settings or Sale Settings window will
cause it to have the same setting in the other window.

3. Check the third checkbox if you would like the program to calculate and enter tax for you on
the Purchases or Sales screen. In general, it is usually easier to enter tax on product
purchases manually, while allowing the program to calculate and enter the tax for you on
product sales.

4. Enter the rate at which some or all of your products are taxed in the Tax Rate 1 box. The
name used to identify this tax rate can be changed by clicking on the label and entering a
new name.

5. Select the option describing how this tax rate is applied using the option buttons
immediately below the tax rate box. The Actual Cost or Actual Price and Actual Cost +
Frt or Actual Price + Frt options use the net price of the products after any discount is
applied in determining the taxable product total. Business Items entered on the Purchases
or Sales screen are always assumed to be taxable.
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. Repeat Steps 4 and 5 for your second tax rate if applicable.

7. If you have selected one of the tax options that include tax on freight you may select the
option to Only tax freight allocated to taxable items if this is how your state or province
charges tax. If this option is not selected, freight will always be fully taxed whether or not a
PO or Inwice includes other taxable items.

. Click on Save to save your settings and close the window.

. Click on the Product option on the Categories menu and set the default taxability for each
individual product as appropriate.

©

6.2.3 Products

Description Unit Cost|  Unit Price
Astoria Body YWap 1250 19.00

1250 19.00
10 reme

=] 0 T
Supplements Better Health Day Pack

The Products window shows the list of products that have been entered or imported into the software.
There are four options that affect this display, three of which also affect operation of the program on
other screens as follows:

Show product groups  Allows you to associate individual products with "groups" for selecting
and reporting purposes

Hide inactive Hides inactive products in the Products window (this option only
products affects the Products window)
Show Alt Cost field Allows you to specify two different "cost" values for each product

Show volume fields Allows you to track "volume" on product purchases and sales
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= Adding Products

To add a new product to the program, do the following:
1. Click on the Products option on the Categories menu to display the Products window.
2. Click on the New button in the Products window to display the Add Products window.

Skin Care

Actoria Body Wrap
1250

potoria BodyWrap
| 1250

1250

| 1250

| 1250

|20

|

v

v

3. If you have selected the option to "Show product Groups" in the main Products window,
then select the group you would like to add this product to in the Group selection box.

. Enter the product’s Item # and Description in the boxes provided.

. Enter the product’s retail price in the Unit Price box. When you exit from this box all of the
visible cost and wolume fields will be populated with the entry you made in the Unit Price
field. For most companies, setting these fields to the retail price of a product is the right
thing to do since your "cost" is determined by applying a discount to the retail price. If so
you can just tab through the boxes until you get to the Min Qty box. If you need to make
changes along the way, just tab or click into a box and the program will highlight the
existing entry making it easy to overwrite that entry when you type in a new one.

6. Enter the product’s wholesale cost in the Unit Cost box and its member cost in the

Alternate Cost box if these values have not already been correctly entered by the program..
If your cost in purchasing products is determined by applying a discount to the retail price
then the retail price should be entered into both of these boxes.

7. Enter the volume numbers associated with the product in the Vol 1 and Vol 2 boxes
(optional).

8. The two "tax" checkboxes at the bottom of the Product window will only be "enabled" if you
have previously indicated that some or all of your product sales are subject to sales or VAT
tax (see Setting Tax Rates). If the product you are entering is taxable, check one or both of
the checkboxes at the bottom of the window to indicate which tax rate(s) this particular
product is subject to.

[0
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9. Click on Save to add this product to the program’s list of products.

= Editing Product Information

To edit product information, do the following:

1. Click on the Products option on the Categories menu to display the Products window.

2. Locate the product and double click on the entry to be edited.

3. If you are editing the Item # field, an entry box will be displayed when you double click to
edit. Enter the new item number into the entry box and click on Save. If you are editing any
other field, simply make your changes in the Products window.

4. Click on Save to save your changes and close the Products window.

Tip: Use the "arrow" keys on your keyboard to navigate quickly in the Products window. Using
the arrow key to move from one row to the next awoids the need to double click on an entry in
order to change it. To quickly set the Active or Tax status of your products, use the arrow
keys to mowve from one row to the next, and the space bar to check or un-check each
checkbox.

=1 Setting Products to Active or Inactive

Products that are set to "Active" are included in all of the program’s product selection boxes.
Products that are not set to "Active" will only be included in the program’s selection boxes and
displays if you are displaying or editing a record that was based on the inactive product.

To set a product’s Active status, do the following:
1. Click on the Products option on the Categories menu to display the Products window.
2. Locate the product and check or un-check its Active checkbox.
3. Click on Save to save your changes and close the Products window.

= Deleting Products

A product can only be deleted from your product listing if none of your business records depend
on that product. If you are unable to delete a product because one or more of your business
records depend on it, un-checking the product’s Active checkbox will remove the product from
the program’s selection boxes and reports, unless it is needed to edit or display a previously-
entered transaction.

To delete a product from the program, do the following:
1. Click on the Products option on the Categories menu to display the Products window.
2. Select the product by clicking on it with your mouse.
3. Click on Delete to remove the product from the program’s product listing.

6.2.4 Product Bundles
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r -
B3 Product Bundles
| Astoria Bundle j

Save Recall Delete
Done

If you always buy and resell product Bundles as a unit, and never break them up to sell the individual
products, then you are not likely to need this feature. Simply create a single product to represent the
bundle using the Products option on the Categories menu.

If you sometimes break up product Bundles into individual products, then the Bundles feature can
sawve you considerable time by automatically entering the individual products for you on the Edit
Purchases and Edit Sales screens.

The Bundles buttons on the Edit Purchases and Edit Sales screens display the Product Bundles
window. This window allows you to save the first 100 lines of product selections on the Edit
Purchases or Edit Sales screen under a name chosen by you. This product bundle can then be
recalled at any time to have the information automatically entered on either screen. Purchases and
Sales share the same list of product Bundles, so creating a package on either screen allows you to
access it from 