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Creating a Host Presentation Event
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To create a new Host Presentation Event, please access the My Events section of the website, click on the New Event button, and then follow three simple steps!

Step 1: Select Your Event Type and Event Host

The first step involves selecting an Event Type, the Order Country and selecting who will host the event.  This can all be done on the same screen, which we will break into 3 sections:

· Event Type

· Order Country

· Host Selection
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Event Type
To create an Event where the Host can earn Rewards, please select Presentation for the Event Type:
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ORDER COUNTRY
You are able to hold Presentations in your home country or another Arbonne based country and the host and/or guests who have Arbonne accounts within a different Arbonne based country may be part of the Presentation.  This can be done by selecting the country-specific radio button:
[image: image6.png]FIND CONTACT (by last name, email or phone number)

search | | chastain

Name
Pifer Chastain
Heather Chastain
Heather Chastain

@ Heather Chastain

Heather Chastain

Phone
99999999

(98)098-8380

(555) 6667777

E-mail Address
pifer@z00bun.com
hehastain@arbonn.com
hehastain@arbonne.com
yamaha@notmail.com

heather@arbonne.com

NEXT




Note: The Event rules are based entirely on the country where the event is being held.  For example, if a US Consultant or Preferred Client places an order in a Canadian Event, they would have to ship to a Canadian address and all Canadian products, rules and offers would apply – including the purchase of products available exclusively in Canada.

Host Selection

Finally, you have 3 options for selecting a host for the Event. These options include:

· Find a Host

· Add a Host
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You are the Host
· Find a Host is the default option, which allows you to search for and select the host from their list of existing contacts. You simply have to enter the last name, email address or phone number and click Search to bring up a list contacts matching the search criteria.  
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The list will then display based on the search criteria. You can enter a check in the checkbox and click Next to select the host and add them to the party.
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· Add a Host allows Consultants to add a new prospect or client that is not currently in their contact list. With this option, you will enter the client’s contact information and click Next. In addition to being selected as the host, the client will also be added to My Contacts.
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· You are the Host allows Consultants to select themselves as the host of the event.  The system will then automatically populate the Consultant’s contact information. To use the option, you can choose the “You are the Host” radio button and click Next.
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Step 2: Enter Event Details and Location

In the second step of creating an Event, you will enter the following:

· Event Information

· Event Location

[image: image12.png]Step 1: Select Your Event Type And Event Host
Event Type

Choose the type of event you are schedulng

Presentation Meeting One-on-One Discover
Arbonne




Event Information

In the Event Information section, you can enter the Event Name, can select the Event Date from the drop-down calendar and can select the Start Time and End Time using the clock icon.
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event location
In the Event Location section, you can select the location of the event. You have the following options:
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· At the Host’s Address allows you to choose the host’s address as the event location; the system will automatically populate the host’s address. 

· Enter A Different Address allows you to select a different event location. For example, you might want the event to take place at a restaurant or coffee shop. 

Step 3: Choose Your Next Action
For the third step, click on the Invite Guests button: 
[image: image15.png]My Events

Step 3: Choose Your Next Action

B

Create Host Portal

‘Save the event and go tothe
Host Portal setup. Choose the
theme and email the host with
credentials to manage their
event.

Host Portal Setup

+

Invite Guests

‘Save the event and go to Guest
Wanagement to invite guests to
the event.

Invite Guests

Place Orders

‘Save the Event and launch
directly into Order anagement
‘where you can add guests and
create orders.

Place Orders.

e QOO

-

Save and Exit

‘Save the Eventin your calendar
and exit backo the Eventlisting.

Save and Exit




Once you click on Invite Guests, the My Events page will display on the Manage Guests tab. This page has 3 sections, including:

· Top-Menu

· Event Tabs
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Manage Guests (default Event Tab)
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· Top-Menu- Regardless of what tab you are on, the menu at the top of the screen will remain constant. This menu contains key information regarding the event, such as, the Event ID, name, time and guest RSVPs.
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The top menu also has the following menu options: 
· Back- Takes you back to the My Events home page
· Save- Saved the Event

· Delete Event- All orders and guests must be removed before an event can be deleted. If you are unable to remove guests or orders for any reason, the event cannot be deleted. However, it still can be manually closed or cancelled by changing the event's status to "Closed" or "Cancelled" on the Event Information tab.
· Order- Takes you to the Orders screen.
· Event Transfer- Transfers the Event (Volume and new Preferred Client's and Clients) to another Personally Sponsored Consultant. Event Transfer is not permitted in Cross-Border Events. If the event is transferred, orders placed will not be able to be submitted.
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Event Tab- Right below the top-menu, there are 4 tabs which are related to different aspects of the event.  
The following graphic displays each of the tabs along with the actions that can be performed on that particular tab:

	· Event Information- 

· Change Party Status

· Update Event Name

· Change Event Time

· Select New Event Location

· Change the Event Type

· Manage Guests-

· Default Tab

· Add Guests

· Search for and Add existing Contacts

· Add new contacts

· Change Host


	· Create Host Portal-

· Select Invitation Theme

· Enter Password and Special Comment

· Preview and Send Host Email

· Notes- Add notes regarding the Host or the Event




· Manage Guests- is the default tab within a specific event.
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The tab has multiple options that you can utilize to add Guests to an event. These options include:

· Add Guest (default)

· Quick Find

· Advanced Search

· New Contact

· Remove Selected

· Guest List

· Change Host
Add Guest

The Add Guest feature is the default option that you can use to add Guests to an event.  This allows you to add guests to the event quickly.
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You have 2 options within Add Guest. You can add the guest by:

· Email Address (required), First Name (required), Last Name (required) and Phone Number (not required)

· Arbonne ID

Once you have entered the relevant information, you can add the guest to the event by clicking Add Guest.

Quick Find

The Quick Find feature allows you to locate people in your My Contacts lists by searching by either last name, email or phone number.

To search by Quick Find, please follow these steps:

1. Click on Quick Find
[image: image22.png]FIND CONTACT (by last name, email or phone number)

Name. Phone E-mail Address.
5] ScottClient (545) 968-9741 stigdon2@mailinator com
8] Scott Consultant (505) 787-9612 stigdon3@mailinator com
o ‘ScottRigdon (555) 454-4578 srigdont@mailinator com

Add Guests Close.




2. Enter search criteria and click Search
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A list of contacts fitting the search description will populate below the search bar.
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3. Select the desired contact(s) and click Add Guests
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The selected guest(s) will be added to the Guest List.
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Advanced Search

The Advanced Search feature allows you to add guests by using search filters.  Filters are pre-defined search categories that help you narrow the search options.

To search for a guest using Advanced Search, please follow these steps:

1. Click on Advanced Search
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The search filters will then display on the screen.
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Note- You can use the Group option to limit the number of results you receive.  For example, a Consultant might need to search for someone with the last name “Smith” (which will likely yield a lot of results), they can limit their results to a specific group, such as someone who was a Guest at a Host Rewards presentation. You can also use the Category option to limit your results.  It will filter by title, so you can see a list of people with the last name “Smith” who are Preferred Clients.

2. Select your search criteria and click Search
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3. Place a checkmark next to the desired contact and click Add
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The guest will then be added to the event’s guest list.


New Contact

The New Contact feature allows you to add a guest who is not already in your My Contacts.


To populate the New Contact form, click on New Contact. The New Contact form will then display. You can then fill out the form and click Add to add the guest to the event guest list.


Remove Selected

Consultants can easily remove someone from the event’s guest list by selecting the checkbox next to the guest’s name and clicking Remove Selected.

Congratulations!  You have now successfully created a Presentation and added your Guests to it. To learn how to place orders into your Presentation, please see the following Procedure Documents, located in The Source: 

· Procedure Document: My Events: Entering Orders with Consolidated Shipping as the shipping method

· Procedure Document: My Events: Entering Orders with Ship Now as the shipping method 

· Procedure Document: My Events: Entering Order with Ship to a Guest at Close as the shipping method
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