
HOW TO DOWNLOAD IMPORTANT INFORMATION FROM THE BACK OFFICE
This should be done on/before 1/8/2024, as access will be gone after that date.

COMMISSION STATEMENTS
BACK OFFICE >My Profile>Commission Statements>



Click on the statement and download using the down arrow. You will need to do this for

each statement.



CONTACTS
BACK OFFICE>Reports>Contacts>(choose all or filter as you need)> Export
Choose all for all contacts and Export All. You can also export by Last Name, First Name or
Email Address.



ORDERS
BACK OFFICE>Orders>(choose order type)>Export
The choices are:
Trunk show orders
Product Credit Balance
Personal Order History
Team Order History
Stylist Shopping


