Tips to Having a
Great Webinar Experience

» View the webinar on your computer, but call from an
outside phone line for better audio.

» Ensure you're internet connection is strong.

» Live streaming uses a lot of computer memory. To
help with this, ensure you've closed all applications
running on your computer except for the webinar.

* Print the PDF handout for note-taking and to jot
your questions down to ask during the question and
answer portion of the webinar.

The webinar witl begin shartly!
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Welcome

The following webinar will begin shortly:

Customer Management

Learn about the different fields, settings and
tool bar buttons on the customer profile as well
as setting customers to inactive/active status
and moving to a different list or the recycle bin.
We'll also cover the List Builder and customer
product usage to utilize these features for your

next open house event.
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Fuzzy Screen? Click

N

BCT-EEEDEEE oo

difficulties connecting
to the webinar?

Screen Settings
. - Call the webinar

Customer Support:

Fit to Screen 877-553-1680

v 100% :
> Select these 2 options
+ Full Screen
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View Default Q@ S o I g8 = B - 0 - &-

View: Default views include Default, Birthdays and Cards
Customize: Add columns using Column Chooser; create or load views as well as deleting or resetting views

Find: Find customers in the list

Ndew:OAdd a n:w c:Jstondwer profile Customer List
Edit: Opens the selected customer
Delete: Deletes the selected customer (Moves the profile to Boulevard's Recycle Bin) TOOI Bar BUttonS

Invoice: Initiates a new invoice for the selected customer
Call: Creates a new call note for the selected customer(s)

Payment: Post a payment for the selected customer. If multiple customers are selected it will clear all of the selected
customers' account balances.

. Email: Launches an email for the selected customer. If multiple customers are selected it will initiate a group email.
11.
12.
13.
14.

List Builder: Add the selected customer(s) to a new or existing List Builder list.
Copy Special: Copies various information for the selected customer(s)
Send to/Print: Print, preview or preview mailing labels for the selected customer(s) in the current view.

Move to: Mark multiple customers either active or inactive. This function is used in conjunction with the Inactive
Customers filter.

Settings: Set if and/or when notifications appear for birthdays, anniversaries, upcoming auto deliveries, as well as

the default language preference. g[ IrSl:l‘eel: .




Customer Active/Inactive Status

& customers

View Default QS ST E88 = E I (o2&
¥ Filter « L [ iLast iFirst ]Next Contact "Preierre
|]nactive Customers — Jones Zoe (503)55

|| Jordan Emery 5/25/2016 GLEppl

On PC Program all v

Keys Arianna 9/12/2016 {503)555

U ic Skin Care

Mark a Customer Inactive: Mark a Customer Active:

1. From the Customer List, select No from Inactive 1. From the Customer List, select Yes from Inactive
Customers filter. Customers filter.

2. Select the check box next to the customer. 2. Select the check box next to the customer.

3. Click the status button, and select Inactive. 3. Click the status button, and select Active.
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Recycle Bin
Move to Recycle Bin
N\
. .
= N Move Customer to the Recycle Bin:
o oo — H-QA © /@ 1. From the Customer List, select the check box next to the customer.
W Fker €] | © [Lest |Fil 2. Click the delete button, then Yes to confirm deletion.
Inactive Customers Yes |~ Jones Zo
onPC P AII Jordan
n rogram - KEys o

Restore _ Permanently Delete

i
X ,,[W - = x
Restore or Delete from the Recycle Bin: S ach
1. From the Shortcuts form, select Recycle Bin Filter « || @ [Last wame | First Name Deleted Type ]
(or from the File menu select Recycle Bin). Type ' 2/26/2016.0120 S| ot |
Mousen Mary 7128/2016 8:25 AM Customer
2. Select the check box next to the customer. e Jorden Emery HBI0168:25AM  Cuskomer
3. Click restore button, to move the contact back ¥ Contacts
to the list it was deleted from or click the ¥| Consukants
delete button to permanently delete the Deloted Btwesn:
contact from Boulevard. LB -
4. Click Yes to confirm the action to be taken. QMW*M
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Create a Customer View

. From the Customer list tool bar click 1! then select Create View.
. Give the new view a description under the Name field.

. Decide which template to base the new view on, then click OK.

. To add additional columns click {4l then select Column Chooser.

Use the drag and drop method to add columns to the desired location
on the current view.

Additional Info:

ACustomars
View | Default iR @ £ e s
7 Filter Column Chaoser 4& 1
Inactive Customels | A Create View % el Ella 2
On PC Program al Reset i Lea
lsabella 3
Uses Basic Skin Clre A Delete
d Lucy 4
Favored Customels | Al Load View ber Elenar
Potential Recruitsf &l > Buchanan Reilly 5.
Best time to call Al | 1l Burke Brooklyn
Birthday:
o | Add View x
Al i
Account Status: Name My New View]
Template:
E:_‘ .
Birthdays
Cards *
.
|@ oK ||0 Cancel ‘

Access created views from the View drop down. It can then be
list, send individual and group email, and mailing labels.

To hide any unwanted columns, right click on the column header and
select Hide This Column.

Created views, can be deleted by selecting them from the View drop down.
Click 4] then select Delete and Yes to confirm.

Default views cannot be deleted, but can be reset to their original
state. Click /] then select Reset and Yes to confirm.

printed as a report or used to create a List Builder
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List

& customers

View  Default

- - @

@ .

R : N=]

=

¥ Filter

Inactive Customers Al
©n PC Program Al
Uses Basic Skin Care All
Favored Customers  All

Potential Recruits  All

Best iime to call Al - [

[ | © [Last First
Anderson Ella

Avery
Bermy

Boxer
Buchanan

New List

Lea
Isabella

Add to List

1.

2.
3.
4

=5 List Builder

¢ List Back to School Open House

@ 08
| Last First r | Prefer .
Anderson Ella .
Avery Lea c
Berry Isabella C (503)555-
Bond Lucy C  (408)555
Boxer Elenor C (503)5
Buchanan Reilly C

Builder

Add Customer to a Name List:

From the Customer List, select the check box next to the customers.
Click the List Builder button, then choose New List or Add to List.

If New List, enter a description of the new list name then select OK.
If Add to List, select a name list the customers will be added to.

Use the List Builder to Create Individual or Multiple:

Send Email
Contact Log Entry

And print to use as a guest list too!
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W Indicates newly added in Boulevard 2

Next/Previous
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Save (Save only & Save and New)
Undo
Delete

New Invoice *
- Invoice
- New Historical

Email

- Primary

- Spouse

- Secondary

Appointment *

Action Item *
- Multiple Action Items

10.

11.

12.

(] Ly v

*

L o) ~ |

o
*

o

17

Call Note *
Copy to Clipboard *

- Name
- Name & Address
- Name, Address and Phone

Move to *

- Customer List

- Address List

- Unit List

- International Unit List

Print *

- Profile

- Products

- Call History

- Checklist

- Statement of Account

- Account Balance Transactions

..5‘;'

13. Photo *
- Change Photo
- Visible
14. Skin Care Profile
15. Chart
16. Map
17. Stamps.com
18. Payment *
19. ProPay
20. Settings *

Profile Tool Bar Buttons
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) Action Items

L Contact Log

&) Addiional Info 9 Notes

@
531 Main Flace
Klamath Fals
or
97601

Customer Profile

@ Connections

Main tab
— o -
8 @&
—
Last Contact 7/17/2016
R Rewrds wsh st
U, Products

i Account & Invoices

Dates.

Next Contact 8/16/2016

Chent 45 OF
PC Program
Bathday

1/15/2005
5/30/2005
1141011978
/221999

(Contact Information

@

Mobie
Home
Other

Emai |

Emad Unsubscrbe

(555)670-5548
(408)555-5421
(408)555-2211 ced
carla®manstsoftware.com

Inactive Customer

Moisture Gel

3in-1 NormalfOry = -

TimeWise Normal/D - -

Matte Ivory 2

Ukinate Black

<€

Winter
3in-1 NomalfDry = -

Botanical 1
| Matte Ivory 2

+ | URimate Black

The fields at the top of the
profile remain visible when
moving through the different
tabs of the customer profile

Choose whether or not to
display images for everyone

Add additional information using
the section add buttons
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Additional Info

& Notes tabs

& Addtional Info D
% User Codes 2 Notes
User | Long Distance oy
- Alert Critical Pop-up
wees| =l LIl x Bouevard x
—— &.ﬁ mm‘dmunmmrnmm
User S her purchases o Prefers to use the Visa card on file for her purchases
% Spouse Other ‘ =
First Prince Contact Type 1
Last Contact Type 2
Phone (510)555-8268 Occupation homemaker =5
Emad Refeed By  Elenor Boxer =
Prefers to use the Visa card on file for her purchases
Relationship
Bethdsy  9/26/1955
¥ Critical, create pop-up
User Code fields allow you to add * Option to add an Alert, or Critical Pop-up

contacts to custom groups

Any time an ellipsis button is displayed
the field options can be globally edited
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Account & Invoices & Products tabs

[ Account & Invoices ¥ Products.
Invoices (] Products
Description Date Type  |Qty | Category Day Code
| Perfecting Concealer: Deep Ivory 71712016 Sele 1 Flawless Face B
Perfecting Concealer: Deep Ivory Sele 1 $16.0005) M High Intensky Ocean Cologne Spray 772016 sde 1 Fal 2016 [C)]
M High Inkensity Ocean Cologne Spray Sale 1 $42.00 Lash Intesky Mascara Dekaxe M Black 701712016 Gt 1 Dehuxe Minis
Mini Lach Intensity Mascars Debuce Black Git 1 Mini Compact Complete Set 7i13/2016 Sale 1 Product Collections
@ 732016 1200 $60.10 Reorder Cormpact Mini 711302016 see 1 Compacts/Brushes/A...
@ 7132016 1185 $289.06 Reorder - Mineral Eye Color: Azure 7312016 Sele 1 Color Cosmetics
Mot 4 Ivoce1of77 b P8 » Miveral Eye Color: Balering Pink 711312016 Sale 1 Color Cosmetics
Mineral Eye Color: Chocolate Kiss 71132016 Sde 1 Color Cosmetics
— @ Mineral Cheek Color: Strawbarry Cream 732016 Sele 1 Color Cosmetics
Compact Cheek Brush 711372016 see 1 Compacts/Brushes/A...
Shaow o ransactions T Eye Applcators. 21132016 Sde 1 Compacts/Brushesfi...
Lath IntesRy Mascara Dekoce My Black 73016 [= Dehuxe Mg
I Invoce < | IS e, |Reference = VohsFim Set 13008 Sée 1 TeneWise Repar
Satin Ups Set 73016 Sele 1 Customized Skin Care
Beauty Botters Oi-Absorbing Tissuss 711372016 see 1 Customized Skin Care
Sheer Mineral Pressed Powder: Ivory 2 7132016 sde 1 Flawdess Face
Mineral Cheek Color Duo: Mty Guava 7hazote see 1 Cokor Cosmetks
e 44 4 Transaction 000 b pp i < Cream Eye Cokor: Meadow Grass 711342016 Sde 1 Closeout Items -

!

The section add buttons can be used to .
create a new invoice or add a payment

Expand the invoice to get a quick view of
the items contained in the invoice

Check boxes can be used to create a quick
Reorder or Return invoice, or add an item
to Auto Delivery

MainStreet
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Checklist & Contact Log tabs

9 Chedkist

Checked items have been completed
Description Date.

|Book 1t Facial 6312004 100
¥ Contact Spouse re: Gft Line. 6/3/2004
¥ Give Recruting Information 11/1/2006
¥ Invite to Unit Meeting 1112006
¥ Attend Unk Meeting 6/3/2004 50
Try Satin Hands i
Hostess Skin Care Class 100
¥ Introduce to Fragrance Line 11/1/2006
Eans Customer Referral Bors 100
¥ Book2nd Facial 11/1/2006 S0
Introduce to Body Care
¥ Offered Auto Delivery 11/1/2006
Attended Open House 50
Earned Recruit Referral Bonus 200

|y Contact Log
Contact Log &
Invoice: #1059 Total: $297.60 41212015 -
Invoice: #1060 Total: $18.92 siBl2015 Irwoice O]
Inwvoice: #1061 Total: $110.96. sj412015 Imvoice
Invoice: #1062 Total: $126.72 762015 Irrvoice.
Irwoice: #1063 Total: §59.52 2015 Invoice
Invoice: #1064 Total: $97.92 92015 Inwoice
Invoice: #1065 Total: $136.32 10/13j2015 Irvoice -

Kdd 4 nemSof1zs b BB
Involce: #1059 Total: $297.60 ) =

A Date field has been added to track
when an item has been completed

Option to give Reward Points when items
have been completed

Edit menu > Settings > Checklist

» System-generated entries are added to
give additional information such as
invoices created and payments made

* Options to choose to hide the system
entries and whether the entry is

collapsed Main/Street
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Rewards & Wish List and Connections tabs

@ Connections
Connection Contact Type | Contact Type 2
Keira Rack, Party Guest

|He 44 4 Connection1of 2 b Mo @B < »

Link Address contacts to customer or
consultant profiles

Great tracking for follow ups with skin
care party guests that did not purchase,
or potential consultants

R Rewards s wish List
Rewards © | wishList (%)
Points. Date Source Com. .. Car
1008/1/2016 | Auko Delivery.
W00 717fem6  Invoke 1212
300 7/13/2016  Invoice 1200
700

|Fe 44 4 Transaction 1 3 b 9 B < V||| et € mem3ots b i B 22« |

Rewards will only be displayed if tracking
Reward points

e @




Customer Product Usage for a Group of Products

1. From the Product List, select the Usage by Customer view.
2. On the Filter side bar select the Date Range you’d like included.
3. Choose the applicable Category, Group or Product Line (for example

| Creme Lipstick: Apple Berry

LEmery Jorden

Section 1 Last Chance from the Category drop-down).

Filter from column header to refine the information further.

§= Products .
: Column Header Filter
View Usage by Customer -l @ [e- | - /
¥ Filter « / Type of Sale
v
Dote Range: ‘E.atbgn'y ‘ Product | Contact Name [sale
Al v (=) Section 1 Last Chance (=) Creme Lipstick: Amber Suede Hannah Johnson 1
Category | Hazel Cornstock 3
| Reilly Buchanan 1
Group
Creme Lipstick: Amber Suede § 5
Product Line - (=) Creme Lipstick: Apple Berry Arianna Keys 1
Fection M | Aubrey Schrader 1
Inchude: | Elizabeth Mason 1
¥ Closeout Items Ella Anderson 2
¥ Out of Stack Harpar Frankin 2
| Hazel Cornstock 1
-3
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Customer Product Usage for an Specific Product

View Oefaukt '-l"IJ. IL S Bl 3B &
P rer = | =]
* I primer Coar
Category
Pant Description Retaul Group ProductLine | OnHand - | Release Date | Closeout Date
G
o S Fall 2016
Frodut Line 100876 Age-Fighting Lip Primer $2400 Customized SkinCore  TimeWise 816/2016
Section & Closeout lems
fodse: LT LU 623.00] Customized Skin Cere | Timewise | | |102820i14 |
v Cosecnt Rees
¥ Out of Stock
‘y Product =wEmXx
tdesi; ¢ & B - W @-
© No Fiter Details Pricing
Bekow Idedl Level Part Number 029743 RetaljCost $23.00
ot of ok Desaription | Age-Fighting Lip Primer Phgof 1
Category | Closeout Rems Perua $23.00
Grouwp Customazed Shin Care
¥ Taxable Over-the-counter drug
T .
bl esse No Inventory | GRt Certfieate
W Man \)D-Kw‘l,,;,(h-&s @ Inventory Audt
Home Sale 3 Savple | Retun
Burke, Brockhm 4 1
Cormstock, Hazel 3 L
Oy, Joceiyn 1
Donahue, Kinsiey 10
George, Eveln 4
Jordan, Erery 1 v
Totals 27 0 o [)
R
P I Period [Date Range I S
(% settings

From the Product List tool bar, click
the Find button, and enter a partial
description.

After locating the item, open the
product’s profile form.

Click on the Usage tab, then from
the Period drop-down select an
option for the desired date range.
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Questions?

We're Happy to Answer Them!

* This is a live broadcast; so that
everyone may hear you, please
ensure you're in a quiet area.

« We want to respect everyone’s time
and try to answer as many questions
as possible. Please keep the
questions to the topics covered. / ‘

—

. X
. Dial ¥6
(AN |
—~— Mainotreet 2

Additional Questions?

Email, Facebook post or tweet a
message using the hashtag:

#Customengmt ,. C INTHESUBIECTLINE:
+— #CustomerMgmt

Your question will receive top priority!
| have a question about...

E Upcoming Webinar

Getting a Fresh Start in Boulevard

Customers

Inventory

Entering historical info (company

product orders, customer sales and

expenses) Like Us to receive details on
future webinars and more!
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