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House Family L
Premier Jeweler Software

Software
Overview

Contact Us:
Toll free phone support at
888-328-4202
8:00am — 4:30pm cst
Email support@hood-house.com
www.houseflp.com
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Notable New Features!

Calendar & Reminders - You now have a weekly and monthly
calendar and easy Reminders, similar to Microsoft Outlook or
Google Calendar.

Bookings - Enter Guest Lists and set reminders.

Accounting - You can split payments and track which accounts
expenses come from.

Additional Downline Reports and tracking.

Better details for Replacements and Exchanges - instant access to
Customer purchases to track jewelry.

Improved process for updating software.
Increased Windows Vista and Windows 7 compatibility.
Data is saved differently - Less chance of data problems.

Expanded Help within software. Please go to Links/Maintenance
regularly to Update Help so that you may always have the latest
training information. If your software is not registered, you will
not have help in your software. Download the PDF manual from
our website.

Updated Video Tutorials and other training resources are planned
to add to House FLP website.
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Set Up & Defaults

The Setup area allows you to enter default information. All
information entered in this area will be populated into various
sections of the software, saving you time when entering your orders.

This is your personal information which should be kept up-to-date.

The information in your Setup can be changed at any time, but keep
in mind, this section stores permanent information. Changes made
in Setup will be reflected on the next new Home Show created. It
does not change shows already created.

Jewelers may now password protect their software. Find this under
File / Password. There is a $10.00 recovery fee and you will be
asked for credit card information when you are contacted by phone.

Under Help you can find our contact information as well as
instructions for how to use the software (under Manual).

@ Premier Software

File Calendar Orders ClUstomers

Now you can also know what version of
the software you are using and where you
have it located on your computer as well
as what version of Windows you have.

ats  Downline/C¥  OtherIncome/EXp  LinkKsCHelp) @ Main
About Premier Jeweler Software M @ EEI'EI"II:IEII'
£ _‘gud Product Name Premier Jeweler ‘é gl'dEI'S |'
%i\ . Software :
ik
78] version 5.0.0.13 5 CUstomers
Compiled  5/13/2010 |.
Data Folder C:'\PremierviDatal ﬁ Euuklngs
App. Folder C:Premiery',
Operating Sys  Windows 7 . EEFIDI‘tS |
Copyright Hood and House, Inc. PC ) ] Y
2010 .+ Downline/CY
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Ustomers Bookings Reports Downline/CV  Otherlncome/EXp LinKs Help

Jeweler Info,

Jeweler £ Jeweler Name Date Assigned J#
[56204 | [rane Jeweler | o/ap2008 -
Address Optional Addr Line

|‘J_23 Anywhere | |

City State Zip Code

ety ] prz ]

Phone # Car 1 Car 2

281 555-5555 2004 Ford Taurus

Credit Card Default

Credit Card Biling Address

Default Payment Method  Premier Card -
Name | |
CreditCard #  [123-4567-89
o — Address | |
Expiration Date - e | |
|

SeawityCode [ | City,5t,Zp | |1

| Changing this information will not affect orders that already exist!

Order Defaults

Sales Tax Defaults Homeshow Defaults Catalog Plan Defaults
Tax Rate % 7.25 L = $2:20 Percent Free 30 Percent Free 20
- Hostess Shipping £4.00
Shipping Taxable? Jeweler Fee 58,00 Hostess Shipping 54,00
e e Cat. Hostess Shipping £4.00
SRR e Bonus Cost £3.00
Shipping Methed P Ground -
Bonus Award £25.00
[] Da Mot Send Sales Tax.
Appearance
SAMPLE GRID
Odd Grid Line Color | 0dd Old Item # Description
L4 1224 TIMELESS Badkup Reminder Frequency |7 % Days
1255 CELLIMI (Set to zero for no reminders)
a1 Even —
Even Grid Line Color 1386 VANESSA
1321 TOGETHER
1329 HEARTFELT
(Category & List Maintenance
| Customer Categories Downline Categaries Calendar Categories
Downline - 100 H5 Club - Category Description -
Frend mest = 1/Sooking El
= yst 5 7
Future Hostess |~ | Attended New J > 2 |Home Show
v Lt Attended N30  —
e s e Soneonone
Past Hostess Has P15 Softwar - -
Freferred Custor ™ Optional Package ™ 5 |New Jew Qrientation s
= Fattcamn) prrp—
Hostess Reminder Defaults
[ {RAdd | (%3 Delete |
(ST S T @ ou
Reminder Days BeginTime EndTime  |Alarm |AlarmTimeBefore |AlarmTimeFrame Cat #  Category
P |Get Guest List 21/8:30:00 AM |8:40:00 AM 1|Day 1|Booking
Home Show 0]7:00:00 PM |9:00:00 PM 2|Day 2 Home Show
Mail Hostess Packet 14(8:30:00 AM |8:40:00 AM 1|Hour 1|Booking
Post-Show call to Hostess -10/8:30:00 PM |9:00:00 PM 2|Hour 2 |Home Show
Pre-Show call to Hostess 2/8:30:00 PM |8:40:00 PM 2|Hour 2|Home Show
Send Invitations 14|8:30:00 AM |8:40:00 AM 1|Day 1|Booking

Memary: 2097151Kb |AvailMemary
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Calendar — Month View & To-Do List

*  When you open the software, you will see the newly expanded, printable
Calendar.

¢ The Calendar allows you to easily add events and help you manage your
business.

* The Calendar has 3 views - Monthly, Daily/Weekly and List.

* The monthly view lets you see at-a-glace all of the events you have
scheduled for that month.

*  You can scroll back and forth between months.
* You can customize the background.
* A To-Do List is viewable in the Month view only.

* The To-Do list holds quick reminders for Tasks and is expandable for easy
entry and reducible for more Calendar space.

TR Colendar Qrdérs CUtomers fookings Bepons Downline/Cy Otherlncome/Ekp Links Help

T
etect i event, Shen doubse chok on i€ T et the evert.
Rught dhek for po e mend

May 2010
. Mon . Tue ] Wed i Thu i Fri
5 26] 27 28| 29 0
Em Sandin, Chesti
n 3| 4 5 6 7l TS ke
l,'.alcnda;'. sl
al 10 12| 13 it 15|
56204 - Mothe... | 56204 - N)O
— J To-Do List
16 17 18 1 20 Click here to reduce the To-Do List width
56204 - Leade... 56204 - BYB
—
I 23] 24 25 26 27
|OK | Subject Due / Priority | Completion  Status
k] [] Labels 4/30/2010 - Mormal 0% Mot started
a4 o b | | | rint labels for new catalog shipment. Invite 2 new downlines over for a “sticker party™
fuintumdly b s 30 31 1 2 3 hile training.
L WA W E M ——
23458678 56204 - Memo... = [[] Phone Calls 5/5/2010 ! High osnm In progress
s 1wz
181712 19201 2 rint ‘Packing List' for last 5 Home Shows. Call all outside Customers for Booking Contest.
DR HTBN
(om 12345 |  — J —_—
ﬁ [[] Reservation 47102010 ¥ Highest —( B — Mot started
eserve hotel for Rally! Check email for downline room assignments.
2 [ Cotwegorder 4pfanie T el
rder Catalog sets.
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Calendar — Day, Week & List View

* Select the number of days you want to see (Day View tab).

*  You can scroll through the days or weeks.

* On the List View tab, you can change the Listing Order to descending date
order (Start) by clicking the down arrow.

* The small Calendar in the lower left corner is interactive with the large
calendar.

* C(lick on a date you wish to see and the large Calendar on the right will
show your chosen date.

Double Click on an empty time slot to add a new event.
Select an event, then double dick on it to edit the event.
Right dick for pop up menu

€2 Prin

Wed 04/28/2010 Thu 04/29/2010 >

] »

By e |
“earmwrmeoREH

EndTime

.3

StartTime Subject
Print Call Lists

print next month calendar

MNotes
Print weekly To-Do calls

Category

100 4/1/2010 1:00:00 PM
9999 :00: 8/10/2010 1:00:00 PM

Cabo, Carey

Cabo, Carey

Cabo, Carey

Frost, Faith

Frost, Faith

Jewel, Jade

Jewel, Jade

Jewel, Jade

5/30/2010 7:00:00 PM

5/18/2010 7:00:00 PM

5/6/2010 8:00:00 AM

5/14/2010 7:00:00 PM

4/27/2010 8:00:00 AM

§/5/2010 7:00:00 PM

7/24/2010 8:00:00 AM

8/7/2010 7:00:00 PM

5/30/2010 7:10:00 PM

5/18/2010 7:10:00 PM

5/6/2010 8: 10:00 AM

5/14/2010 7:10:00 PM

4/27/2010 8:30:00 AM

§/5/2010 7:10:00 PM

7/24/2010 5:10:00 AM

8/7/2010 10:00:00 PM

Post-Show call to Hostess

Pre-Show call to Hostess

Mail Hostess Packet

Post-Show call to Hostess

Send Invitations

Pre-Show call to Hostess

Mail Hostess Packet

Home Show

m
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Calendar Events

You can add events to all three views of the Calendar. Double click the day
or time and an Event Screen will pop up.

Select the customer for the event is, enter the subject, date and time. You
can even assign it a category like Home Show, Training, etc and color code
the events. You can customize the categories in the Set Up screen. Right

click on Categories to Add, Delete assign or change a color.

Set an alarm for your event if

you wish.

To edit or delete the event or make it recurring, you must first select the

event and then right-click.

. “ - - - - - N { = =
Ustomers Bookings Reports Downline/CY¥  OtherIncome/EXp LinKs Help
Day View Month View | st View
I DR O T 007 & S S BEW S/EE oy
Shr S, it A ke £ G ROV (chonge Gockground]| @/ Cented,
Right click for pop up menu Ted
Tl Jun 2010 P h To-Do List
" Click here to expand the To-Do List panel
Sun Mon T Lidad Th Fri Sat
Ttem Edit
3 | — & 5
56204 - Mo | Customer Subject
g | - [¥] Show Caption OK | Subject Due
Date StartTime _EndTime  Category @ [ Buymkfrom... 5/13/2010
&/ 9f2010 [E+ 1200:00PM 5] TO  LO0:00PM -
. o . = =< [
6 Lwd SR(A|li2R|[ (5@ 11 12
[Tahoma ME
Z ------- Ty o L Z . 3r tr L oo
13 18 19
20 = 25 26
56204 - Father... [7] set Alarm @ Before event Days Hours  Minutes
Ot B
Alarm Message
] Lo ] . i
Cancel
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Customers

The heart of your business

* All information tied to the Customer is stored in the software.
* You can now print the customer record.

* Custom Customer Categories allows you to sort through your customers. (Reports / Lists &
Labels)

* Record customer contacts with date and time stamp makes follow-up easier.

* Wish Lists & Relatives - Keep a list of items a customer wants and a list of the people who
will make purchases for the customer; husband, boyfriend, sister, Mom, friend etc.

* See and print a complete list of each purchase the customer has made with you and when
the purchase was made. You can also reprint their order form. This is a great place to go
when you receive a call from a customer regarding broken jewelry. You can quickly see
everything she has ever purchased.

¢ Calendar Activity - Double click the Start Time to open the Event Screen and

add an event to the calendar.

b Clstonses ook Ghoerts Dowinalcy Other Inccoallep Lris Lo

i Y| (o) (o)
N e — o et .
- pakess s s
— lfom*'e I E‘;:i:“ o - .Wmma’:mmm
| — e R ST
R oo e i — e sir R
= - | ]
e
| e - {1a0] - T Catsu V |
} Dbl ik ekt e st i
ﬁ | DAEdtCust, (A Add ¥R Delete | Select Al De-Select Al | Q) Detais § p\
List Order Search =
— CustMum |v
— H!!dbllﬂ&%g
— Customer # Sel [Last Name First Mame Addre
9909 [ 3eweler Betty 1234, . . % -
o (=T R flie 1258 * Right click on the customer’s name in the
1R Accassnry;jnnnie 'g‘nccessory Anl:jie 31254
Again, Amber Amber 98 Au . .
RN = crers Customer List view to get Purchases,
||| alens, artzy De-Select A Artzy 30028
R = - Wish List and Relative details as well as
Answer, A . ange A 13425 . . .
src o] o 2 e I directions to their home through Map Quest
Apatite, Ambe; & Directions Amnber 1112
e BT 1057 or print return address labels to use when
Argyle, Abby [ argyle Abby 65465 doiis e ) %
fventurie, Jane Dlersee Jare 1230 mailing out invitations for your Hostess.
Away, Yanessa L) Wanessa 39112
Azte:J Lillian Q Aztei Lillian 4275
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Orde

rs

The Foundation of your business

unless you manually delete it.

Customer Orders: Home Show, Catalog Show, & Individual Order

Jeweler Orders: Serve-Us-Store, Replacement/Exchange & Samples.

All orders are shown in the Order List view, but can be sorted by type.

You can start and send an order to Premier whenever you wish. It will not delete

For each order, Premier Jeweler Software keeps track of your CV, Retail, Profit,

amount due Premier and when the show was sent to Premier.

You can send the show to Premier via internet or print the show to fax or mail.
Get directions and mileage information from within the show order. First click on

directions to find out how many miles you traveled then click on Mileage to enter the total

miles.

Print labels or produce an email list for all customers of a show.
Check the Help manual to see step-by-step instructions for entering a Home Show.

House FLP (_CTzom

_ﬂ {3 Add [ Edit ¥3 Delete | £ Send To Premier 2 Record Payment (2 Collection Report (B Packing List
Listing Order Search Type of orders to display
OrderDate - O © 2ndividual ©) 7catdogPlan ) -ReplfExch
SR IR S T A ox @ 1Home showi () 3-Serve-UsStore () 18-Samples
— Type Order # Customer # Order Date  CV Total Retail Total |Profit Due Premier | Transfer Attempt File Name Shipped to
1 201005065P |Poteet, Suzanne 5/6/2010 $358.50 $717.00 $344.50 $488.60 ‘Suzanna Poteet
——||| |1 |201004166C Canger, Georgia 4/15/2010 $493.50  $816.90| $303.40)  $635.25|4/26/2010 156204, 2010426152455 Georgia Conger
1 20100408 | Obermann, Barbara 4/8/2010 $315.00 $560.81 $213.81 $449.61|4/22/2010 156204.20104223347 JEarbara Obermann
1 |201003270MMcConnan, Diane 3/27/2010 $432.50  $688.40|  $223.90|  §580.77|4/12/2010 156204, 2010412121023 Diane McConnon
¥ 1 201003135W Williams, Susan 3/13/2010 $800.50 $1,354.40|  $524.90) $1,033.32|3/26/2010 156204.20103268475 _ Susan Wiliams
1 201002200 Thompson, Whitney  |2/20/2010 $282.00  $502.60|  $199.50)  $389.86|2/25/2010 156204, 2010225203339 Whitney Thompson
’—(“_ 1 2010021244 Adams, Arlene 2/12/2010 $2065.00  $395.80| 617530  $283.47|3/3/2010 156204.20103334113  Arlene Adams
[ 1 |20100206TR Ryan, Terri 2/6/2010 $328.50  $536.40|  §183.90)  $456.36/2/16/2010 156204.20102167353 | Terri Ryan
i 1 20100205H Heame, Anna 2/5/2010 $94.50  $178.50)  §73.00|  $139.64/3/3/2010 156204.20103394816 | Anna Hearne
- 1 |20100130WHHall, Wanda 1/30/2010 27750 $516.00|  §214.50)  $397.52|2/10/2010 156204.201021083911 Wanda Hal
1 301001235G Garda2, Sylvia 1/23/2010 $140.50  $236.00|  $78.50)  $208.76|2/7/2010 156204.20102732314 _ Sylvia Garca2
1 |20100122MK|Kervin, Michelle 1/22/2010 $258.00]  $451.10|  £159.10)  §370.48|2/7/2010 156204.20102731817 | Michelle Kervin
1 20100108AH Heame, Anna 1/8/2010 $235.00  $443.80|  $166.80)  $354.03|1/19/2010 156204.201011385751 | Anna Hearne
- : 1 |20100103 |patino, Laura 1/3f2010 $808.50 $1,329.00|  $459.50) $1,085.53|5/13/2010 156204, 2010513174822 Jane Jeweler-Patino
S lor Cryytar 1 20091205 |Cushing, Liss 12/5/2009 $113.50  $200.20|  §75.70)  $164.96|5/13/2010 156204.20105131728 13 Lisa Cushing
1 |20091120KR |Richards, Karen 11/21/2009 | $315.00)  $571.90| $229.90|  $449.47|11/25/2009  |156204.2009112562358Karen Richards
sk i me‘:f 1 30091119)E Eppes, Jil 14/15/2009 | $283.50  $500.00|  $198.50)  $383.55|11/24/2003  |156204.20091124181313 Epps
56204, Click here if thes 3 not EoE E 1 |20091114RG|Garsee, Renee 11/14/2009 | $707.00| $1,233.50| $439.50)  $949.29)11/24/2003  |156204.2009112418452Rence Garsce
T ekt 53 Bkt i towe|
ardes fila to transfar,  EEEEEE——
| Transfer Order Now |
[rwvw.| com] -
1 need Help!] 8 Chaote File s pload 0 S ===}
LLooout] @C;-'g + Computer » 05000 » B & . .
e —— e When sending a show to Premier
Craste your Bama shaw fila in & peaf | gl f
1 ::\luu Fot upliad, Far more nfer o Fivcri am DO NOT d h f
i you need to search for a
2 & Dewninads ki backp o .
2 e bt file name. The file is already
M Desitop b et . .
e— |l e T copied to your clipboard.
e < Documents ki EC Seftmare
b Matic ) Ess .
il o 1) Click the Browse button
B videss MSOCache . .
B P he File N field
Fide name: m}nlﬁ!ﬂ!ﬂﬂ - Fates (*.7) | 2) aSte ln t e 1 e ame le
I Cn) (] | 3) Click Open
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Customer & Hostess Orders

¢ It’s easy to add a customer order to a a show. The software will even automatically calculate
any discounts given.

¢ Ifyou sell an item from your kit, the software will track that too.

* The software also works with Premier promotions such as 50% Hostess Benefits, Double
Hostess Bonuses, Gift With A Purchase, etc.

* You can add jewelry items to an order either by item number OR name and you will see a
picture of the jewelry for easier identification.

* The order will be totaled for you at the bottom and can be printed.
¢ Click a button and you will be linked to ProPay to process a customer’s payment.

¢ If this customer booked a show you can click BOOKED SHOW to add it to a list of all your
bookings.

* If they were an order from outside the show, check the OUTSIDE ORDER box to track.

* Once all the customer info is entered you can see the Retail total of the show and the
hostess free jewelry amount.

* The Calc Hostess 1/2 button a.k.a., the “Magic Button” will calculate the best choice of half-
Price items and the least out-of-pocket expense for the Hostess.

¢ The Packing List is a great tool for customer

follow-up as well as letting the Hostess know

Packing List

who and what was ordered at her show. You o e R
- : A &um@:“:m Cincaneati, 04 £5230
can save it as a PDF and email it to her. TG [
Marsy Nightlite (] i) - () =
oSO,

[fem o ToTv Cwserpion  Tore | Tansscton Tie
I N T N T
00 T[ALFR Faead

@ Home Show Edit
4 ; " " " Wabarie Veratile L o- i) -
O testess Order  (Shprine Order (O Collection Repoit  cyPading st hisbel  @alwections  Mlesge (hfmad fliglau-::uun Aberdesn, IO EXHO Advarsed Order

Frofe [N < Doubln Clek o seo detds

Home Show

Hostess Info.

Shwpag Infe, o
- ey Cuder # ZUIOOSOLSH
Shio b Name | 580 Potest (713) U760 = A
10727 Rupssett — 10727 Buspett [0 Joweer's ackienss Dot SHEOL0 e Tl | 1| FRONERADE T T Femad
Ten  A:30AM Payton Pendart - iy - [
43 Riwer Oais O Honolus, HI %6881 Advarsed Order
Fotton ™ 770 (=05 — ™ e 5ol gumts | 10 5 Teghana
5 - Tra | Tanascton Tiew
(a3 rersam |0 ) - Shippng Method | Ground |  Addtional Shoong § [ ¢, o EWEL | Awwi
Change Order & SCOTTSOALE 7| Fw
auzsnnenctestibgnal. com Shiacing Coe b Cimtoinas Cydar B 2.0 race 3 fa.00 = — e
Changs Hastess
________ FABLLOUS FICS v
FABLLOUS FRES Fwn
7| FRBULOUS FRCS e

[TaePayment orus 1o |Oreors totes. |

(2 adcun o Cok cust Eelcumt By Pk Cust st Totai e [ ot ¢ e [
i I e e
Fres Credt  §265.10 it Regl. 000 B ooee I
T8 Gt 1D Fho Rotad  TolaDum  Bymeck Mo At Dum udside Ord 5okl K8 KE Ropd
I 200 T Chec ww [ [
2| 570 $64.41 MasterCand woo [ o |
3 100 §1Z286 MasterCard wwm [ g g
4 Stralton, Pat I 83900 4492 MasterCard w0, 0 0O 0O
S Pobest, Sheerll H =500 $62.24 Check o [ [
& Jacobson, Cndy 4 44500 $150.67 Check #0  [] apsa
7 Chids, Pak L 45000 48457 Check om0 [ =11 ]
B Hurn, Bubars 3 S R0 Chedk wo [ afa
2 Hallock, iranda L O §36.20 Unpad ) [ i
10 Jobrmon, Betty 2 fea00 P62 Check woz ] o0
11 Tebed, Fvnite ] $15.00 $23.27 Chack: fwm  [# sl =]
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Payment Record &
Collection Report

* Specify and keep a record of your customer’s payments.

¢ There is now an option for multiple payments from customers. For

example, if a customer paid with both cash and a check, you can record
both.

* Print a Collection Report for each show that shows what each customer
paid and how and if there is any amount still owed on any order. You can
also generate a list under Reports /Account Receivable and see who owes
you money.

CustARScreen e )
Sub Total $59.00
Payment Record  frost raith e Collection Report for 1-20100612
phone # Cel Phone work Phone . s ollection Report for 1-;
806-343-4343  806-343-2323
Tots| Due 3.8 st o w3t cal () -
o Payment From Customer Recorded Unpaid Amount %3.8 " et o= == o el seen
| mRs o
Amount Due: 3589
Mightlife, Nancy Fhone () - Ceall: () -
nnnidc: Total SEO0F
Tetsl Paic sa00
Amount Due: $50.08
Versatie, Valaria Prone: () - e () -
sl @jovet nst Tel sse
stz Chesx e 088
Total Faid: 5089
Amourt Due: s0.00
Misct, Mimi Fhone [ ) - Cell: () -
mmme ske: usk edu Total s97.98
E122010 Inc §97.98
Tetsl Paic s7se
Amount Due: 30.00
= Pendant. Peyion Phore: { } - Call () -
3p@hono:hi Tetal  S210.58
v| |Checkinc ~| 0.0 )" | addPayment szt cohe s
Tetsl Paic: 321088
Amourt Due: s0.00
Totsl Gash: 5000
Total Checks : $20.89
Tetsi Cracit Carcs: sS85
Profit from order - S216.00
Other Payments: 30,00
1 Total Payments 343885
Tt Uncallected w575

—_—
T Transaction
Ur d Funds [creckine ~
ProPay-Undeposited Check Inc

CTA T
Cash 1gs  Reports  DownlinefCY¥  Other Income/E4p  Links  Help

I Customer Order Edit I__“Elm

Icash
Journal En

| Total 5¢
- Edit Item %3 Del Ttem Prink On opay [ Booked Show
Uncollected . 5
ot order seced.
Single Payment Method Foorfimenms Fodles Exoms
Mult-Payment -
Cusl er, Hally Home Phone: Custamer Categories CUSTOMER NOTES
(317) 222-5555 1 Downline A Double Clickin the area below to
Hame Holly ilver [ Email open the Rich Text editor
Address 7764 Silver Ripple Cell Phane [ Friend ]
N = =
City, Stzip  Indianapclis N a 48217 ) v rﬂluatﬂitHDStess
iork Phone 0
Primary Emal Address (] Other Jewelers
hallyhope@in.com (317) £66-5555 I Past Hostess
: [l Preferred Custar|v|
Secondary Email Address Birthday 07/04 \v
Anniversary 0330 |w

{3 add Tterm [ Edit Ttern 163 Dl Teem (23 Brint rdler SRR it Replacement [edic orid

Item#  |Qty |Size [Description Reetail Total Retall | Cost Date Transaction Type | Type of Sale Hostess |
¥ 20073 1 CARAMEL LATTE - ant GP 17 $68.00)  $68.00  $34.00 7/15/2009 |Retal Hormal Sale Shaw, She
5682 1 BELLISSIMG - ASP &™-6.75" $39.01  §39.01  $19.50 7152009 | Rekal Hormal Sale Show, She
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Jeweler Orders

The software not only tracks your show expenses like Jeweler
Fees, cost of jewelry, etc, but will also keep track of your expenses
with Jeweler Orders.

If you order jewelry on Premier’s website directly you will need to
manually enter that order in you expenses.

The Serve-Us-Store listing has pictures of each item for easier
identification.

Place Sample Orders and keep a record in your expenses.

Replacement & Exchanges navigate like Premier’s website. You
can enter the order and then print the paperwork to put with the
piece of jewelry you are mailing back to Premier. If your R/E
order requires you to pay the $5 fee you will need to manually
click the Enter Expense button for that fee to be added in the
expense section.

House FLP (C) 2010 12



Bookings

of your Hostess Coaching, Guest List and invitations for shows.

clicking ADD in the Bookings section.

from your Customer List or add them to your Customer List.

With the Bookings section of the software, it has never been easier to keep track
You can enter a booking date and time from within the Customer Order or by

Once you have added the booking, click GUEST LIST and you can enter contact
information for guests from your Hostesses Guest List. Right click to copy them

The NOTES section is a great place to keep track of information about the show

like when you mailed the invites, sent a thank you card, directions, etc.

=rs CUstomers Bookings Reports Downline/CY  Other Income/EXp

Links  Help

ki

@ add ¥g el A Hai List
Listing Order EURNE B S T ]

-
—
¢ o REHA

Hostess
P Lona, Sarsh
Spllers, Holly
Cull, Deana
Johnston, Misty
Jordan, Carey
Potest, Suzarne
Sandin, Christing
Fischer, Liz
Thompson, Leah
Conger, Georgia
Obsrmanin, Barbara
McConnon, Diane
willams, Susan
Thompson, whitney
Adams, Arlene

Date Show Booked From Held
6/5/2010 11:00:00 AM Obermarn, Batba
6/2/2010 12:21:38 AM Ramos, Vivian
6/1/2010 12:21:38 AM Hearne, Anna
6/1/2010 12:21:38 AM Kervin, Michel
6/1/2010 12:21:38 AM Hearne, Amna
5/6/2010 7:00:00 PM Obermann, Barba
4/30/2010 7:00:00 PM Arlene Adams
4/22/2010 7:00:00 PM McConnon, Diane
4/17/2010 6:00:00 PM Wanda Hall
4/16/2010 6:30:00 PM Susan Willams
4/8[2010 6:30:00 PM_| MeConnon, Disne
3/27/2010 6:00:00 PM Hostess Brunch
3/13/2010 £:30:00 PM Anna Hearne
2/20/2010 11:00:00 A Hall, Wanda
212J2010 12:21:38 AR Kervin, Michel

HEEEREOOO0OO0OOO0O

() (Hix) Eoes

Subject

Start Time EndTime

k3

l& Click in the are: below ta open the Rich Text Editor [ Select Al \ [ Create ReMinders | Add additional default reminders on the Set-Up screen.
Sel | Subject Date StartTime  EndTime | Alarm | AlarmTimeBefore AlarmTimeFrame Cat # | &

[] | Post-Shaw call to Hostess 6/15/2010 | 8:30:00 PM |9:00:00 PM 2 Hour 2|
[] Home Show 65/2010  7:00:00 PM | 9:00:00 PM 2 Day 2|
] Pre-show call to Hostess 6/3/2010  §:30:00 PM_|8:40:00 PM 2 Hour H|
[ mMail Hostess Packet Sf2z{2010  §:30:00 AM  8:40:00 AM 1 Haur 1|

P [ sendInvitations 5/22/2010 | 8:30:00 AM | 8:40:00 AM 1 Day 1
[ Get Guest List S15/2010  §:30:00 AM  8:40:00 AM 1

Memary: 2087151Kb AvailMemary: 1405332k

{ {2 ew Guest [ Add From Cust %3 Del Guest ) 10v= 7o Cust Reports ~ Emai !

u«q»»n-l-—A(’Q@%

Cust Last Name First Name

b *  Barmes Danna
Smith Cynthia
Test Samantha

export To File
y

ﬁ| Hew Guest
Ol Add From Cust
.
i)

Del Guest

Move To Cust

Zpcode ity

77777 Houston
T Houston
77777 Houston

House FLP (C) 2010

Email
danna@barnes.com
Smith@3mith.com
Testusa®yahoo.com

State Phone #

TH(281) 5555552
TR |{281) 555-5555
X |(281) 5955551

-~
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Booking Lists, Labels & Events

* From the GUEST LIST screen, click REPORTS to print return address
labels for the Hostess or a phone list or mailing labels from her Guest List.

* (lick EMAIL and the software will display the email addresses in a copy &
paste format.

@ Mailing List for Long, Sarah

Maiing List for Long, 5arah

3 Mew Guest [0 Add From Cust %3 Del Guest [ 11 5t |Reports = | Emall !

€3 Mailng Labels

H«*FNH'I'—A(’QQ% $4 Phane List

Cust Last Name First Mame Address f}\ Return Address Labels Zip Code ity State Phone # Email -~
b Bamnes Danna @ Evite 77T Houston [Ts (781)555-5552  danna@barnes.com
Srith Cynthia 123 Anywhere = FIIT Houston T¥  (281)555-5555 | Smith@Smith,com
Test Samantha 555 LISA Hiy. FTTIT Houston T (281)555-5551 | Testusa@yahoo.com

*  You can create a custom checklist of reminders for Hostess Coaching each
hostess. Select the reminders you want, click CREATE REMINDERS and
they will show in the Appointments/Reminders box. Then click ADD to
add them to the calendar.

* Add, edit or delete reminders at the bottom of the Set Up.

]
& 13 Add 8 Edit | [¥3 Delet]
P P b, it ments /Reminders
ba Subject StartTime: EndTime ]
Home Show 4/16/2010 7:00:00 PM 4/16/2010 10:00:00 PK
Pre-Show call ko Hostess 4/14/2010 §:30:00 PM 4/14/2010 8:40:00 PM
¥ Paost-show call ko Hostess 4/26/2010 8§:30:00 PM 4/26/2010 9:00:00 PM

ne

REEEEEOO0C000COO0O

m
[

|4

[ Un-select Al ] L Create ReMinders J Add additional default reminders on the Set-Up screen.
Sel  Subject Date StartTime  EndTime Alarm | AlarmTimeBefore AlarmTimeFrame Cat # @ &
[ Post-Shaw call to Hostess 4{26/2010  §:30:00PM 9:00:00 P 2 Hour i |
[ Home show 416/2010  7:00:00 PM 9:00:00 PM Z Day H |
[]  Pre-shaow call to Hostess 4i14f2010  8:30:00 PM  §:40:00 PM 2 Hour 2|
[ Mail Hostess Packet 4{2f2010 &:30000 AN G:40:00 AM 1 Hour 1|
[] send Invitations H2f2010  S&:30:00 AM  S:40:00 AM 1 Day 1
P [ Get Guest List FIZ6(2010  B:30:00 AM  E:40:00 AM 1 Day 1
~

House FLP (C) 2010 14
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Reports

* Most of the reports in the software can be customized. Check Help at the top
of your screen to see how to include the information you want in the report.

Financial Reports:

* The Profit Loss report gives you a list at-a-glance of your income and expenses and is a great report for your
CPA or tax advisor to use when filing your Income Taxes.

¢ The Income Tax Report is pattered after Schedule C from the IRS. Each line has a number that corresponds
to the Schedule C and you can track those expenses with the software when you manually enter them.

¢ The Mileage Log
* Expense Transactions prints a list of all expense transactions for a specified period of time.

* You can print a list of Credit Card Transactions for YOUR credit cards used to pay for Orders.- If only one
card is used, all transactions will be listed under that one number.- If two or more are used during the time
period, each transaction connected to a specified number will be listed under that card number.

* Accounts Receivable produces a list of all customers that have uncollected payments.

Home Show Reports

° My Last 5 Shows will produce a page that has your last 5 show’s retail, profit and hourly wage and makes a
great sponsoring tool.

e The Gift List is a list of the jewelry line by whatever price range you want to print. It’s great to put in your
guest folders during the holiday season or anytime you are promoting purchasing gifts.

¢ The Outside Orders list enables you to follow-up with all customers whom you did not meet at the show.
Perhaps they are unfamiliar with the guarantee or you can send a note with their receipt and a coupon, or
simply contact them and see if they were happy with their jewelry. You can use this time to begin building
the relationship they missed since they weren't at the show. They may be great candidates for your Sample
Sale but could not indicate interest on a Guest Survey. You can print a phone list, labels or an email list.

* Last 4 Hostesses is a great booking tool to use as your show showing what your last 4 hostesses show total
was as well as the amount of free jewelry they earned and how many people attended her show.

* Are You Curious is a sponsoring tool you can include in your Hostess and Curiosity packets that shows how
much free jewelry you have given away, the show total and what your net profit was for your last 10 shows. It
even lists the average home show total and hourly wage.

* Charting Your Progress lets you see how close you are to achieving your goals! View this report monthly,
quarterly and annually. You can see how many shows you've done, retail, profit, CV, fees you've paid, free
jewelry and all your averages. You can also just check Wholesale Orders and Catalog Shows and track how
many of those you have had. This is a great way to see how close you are to the next level of the Crown Jewel
Program or the Home Show Club.

* Top Sellers generates a list of your top 25 sellers for any selected time period and lets you know what to
keep showing at your shows. Show it to your new jewelers to help them choose what they should order from
their Training Show. Top Sellers is the only Home Show Report that uses 'Field Arrangement' choices to
customize the Report.

House FLP (C) 2010 15



Reports — Lists & Labels

Lists & Labels:

Customers lets you sort your Customer List by Purchases Made, Customer Categories
and by customer’s Birth or Anniversary month. Create labels, a phone list or an email
list for mass emailing.

e Purchases Made: Create a list of customers who purchased a certain number of
items or certain amount of retail. Use this information to secure more bookings or
to acknowledge your Preferred Customers.

e Customer Categories: Quickly create a mailing list for hostess specials, sample
sales or your own specials. Make sure you check the appropriate categories when
you input your customer’s info. You can export these lists to an Excel spreadsheet.
This is a great way to keep track of who responds back to you and who attends your
events. If you don’t get any response after multiple tries you can decided whether
or not to uncheck the box and keep your list size manageable.

e Birthday / Anniversary: If you enter a customer’s anniversary and/or birthday
you can generate a list each month of customers to contact. You can offer a special
to them for their special month.

Downline will take you back to the Downline/CV section.

Bookings lets you print a list of all your bookings for a specified date range and
includes any Reminders that have been added.

Multiple Labels enables you to print as many of the same label as you wish and lets you
choose from where on the label sheet to start printing. You can print address size labels
for mailing or messages or return address size for .

Hostess Report allows you can analyze your home shows by changing the way you list
this data. By changing the Listing Order to sort by Retail you can see your shows from
smallest to largest retail. If you list by name you can see who has hosted multiple shows
for you. You can also list by Free Credit and Profit. You can do a year end hostess
newsletter. These lists give a simple way to recognize top hostesses in these categories.

House FLP (C) 2010 16



Reports — Lists & Labels ...

Jewelry: Shows the complete Premier Designs Jewelry line. Look at the current
jewelry, new items that were added, retired items or what is in your kit.

e To mark items for your kit, choose Current Line under Type Of List and then click
the In Kit box for items you own. You can also mark a special/additional kit.

e Print a list of all the items in your kit by choosing Jeweler’s Kit under Type Of List
and see how many pieces you own as well as the total retail amount.

e This is where you can print labels for your jewelry tags. You can also print jewelry
tags for new jewelers.

* You can filter the list by jewelry type, metal, closure and stone.

Jewelry Sold: See how many of an item you have sold in a specified date range.

¢ This helps you determine whether or not to sell your sample at your sample sale
(even if it is not being retired).

 See who has purchased

an item that now has Orders Clstomers Bookings Reports  Downline/Cy Other Income, JEXp  Links Help
an additional piece
avaﬂable fr()m the new Financial Reports (Home Show Reports

line ouncona e p———
those customers and

i . Xpense Eriey harti ‘our
ST S =N
matching item is now == oo |

available for the piece ‘

they have. Get additional
 Lists & Labels @

bookings by offering
|

them that item for free
when they book a show. |
* Or contact customers - m ‘
who own a piece of a set
. W

that is being retired and Thopa B

s s 230 1
see if they would like to £78 ‘ Wemniroto el |
purchase the rest of the a2

27 28 28

set before it is discontinued. **°®

o
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Downline / CV

See your downline at a glance color coded for 1-3 levels. Sort by name, level,
Renewal date, Jeweler number, etc.

Print a list or labels for all or certain jewelers.

Keep vital information on your Jewelers like renewal, birth and promotion dates
awards achieved and so much more! It makes acknowledging these special days
and achievements so much easier.

Import CV and . ! *
Reports

hgdd]eweler @gdit]eweler @gel]eweler @Earent Change | g‘]findjmelm IndJeweIer Rpt Labels List
[l 25Hs club

[ | Show Inactive Jewelers -
Mark All ] Amethyst U
S — Listing Order Search [ Attended Mew 1¢
Hu<r » 6 OREEH  ETEr— .
City

[ 100 HS Club

[ T = S,

Select Jeweler # Last Mame First Mame | Active Address State Zip Fhone Cell Fhone Work Phone =

| 9999 IENEEN 1:ne 1234 Any Street  AnyTown  TX 77069 | (555) 123-2121 (555) 123-5656 ( ) - ¥

[l 10033 HOLLYWOOD | CV 2343 Willow Tree  |Lake Hiawatha N1 07034 [( ) - (555) 3334545 | (555) 321-456 _

[ 10104 GARNET CIRA 3733 Floor Shine | Pikesville MD 21208 |(727) 3247889 { ) - () - 3

[ 10181 MILESTONE | CAREY 456 Smithfield Ave  |RockIsland  |IL 61204 (232)778-999% () - () -

[ 10124|GEMSTONE | WAMNDA 7593 A Way Eastlake Weir |FL 32133 [(307) 3434343 [( ) - () -

] 10336|LAVAROCK  |BELLA 3739 JewelsPath  |Smithfield ID |83275 |(555)939-2781 (555)909-3847 |( ) -

] 10555 | KUNZITE KEMDRA 3972 All Hallows Any City T 76102 (555) 3338392 (555) 297-472% ([ ) -

] 10575 | CATSEYE REMI 101Elm, Apt 1010 | Any City T 76102 |(555) 293-9974 (555) 297-7342 { )

& 10737 AKONA CHRIS 2027 Gem 5t. Any City T 76102 |(555) 293-7794 (555) 382-4729 (

& 11066 HEMATITE | JENA 373 Rockhollow DeMossvile  K¥ |41033 | (281) 123-5292 { ) - (

] (

11239 |FLAGSTOME  |FELICIA 770 Brightrock Ln Smithfield ID 83275 |(555)293-7482 [{ ) -

Down Line Tree View lets you add, edit or delete jewelers .

Individual Jeweler Report: A great tool to get a snapshot of the activity of an
individual Jeweler in your 10-10-10. The report shows each order a Jeweler has
done for the specified date range as well as their retail, CV, gross profit, average
retail and which Jewelers they have sponsored and when. (NOTE: a new feature
in Premier V is that you can list yourself in your downline as level o and run
reports on yourself. You can also still access Charting Your Progress under
Reports/Home Show Reports to get a list of your shows, retail, CV, etc. for a
specified date range)

House FLP (C) 2010
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Downline Reports

Import CV and Reports:

{88 Parameters Top Retail 1 TN o o= o

Date Range

? s Ez701w Bv | To 32010 B
Import your CV from Premier’s website into your software

and have your downline’s activity at your fingertips to levestolndude 1 & To 3 |3
track and run reports.

Maximum # of Jewelers to List 10 |%

You can go back and import data for the last 24 months. [ include Sample orders in retail totals
However, when downloading data, be sure to download

. VM1 VD1 VI D4 ¥p7  WED
the most recent month last so your Downline Tree reflects WER WDz WIDs  WIEX

the current active Jewelers. Yoo Wips Wies W

Check the ones to indude in report.

Use View CV Report to see which reports you have already W Jeweler # ¥ Level

. [# Name ] Retail

1mported. | City/state 1 # of Shows
[ Phone #

As a Jeweler, Builder or Designer you are interacting with
Jewelers you personally sponsored. The reports available

in your software are essential to helping you keep up with [ Vox | [ %coneel|
all 3 levels and determine who to work with closely.

Any of these reports can be customized to include the info you want and can be saved in PDF,
Rich Text, Excel, etc. allowing you to copy & paste or reorganize the data.)

Jeweler Summary: Have a complete list by any date of your entire 10-10-10 that is exportable to
an Excel spreadsheet.

Home Show club: Print a list of downline activity by home show retail.

Activity Report (Builder & Above): Track the activity of your Builders and above. Use this to
review their goals and see where you can help them and to analyze where your business is the
strongest in your 10-10-10. The Builder and Above Report allows you to see if there is a Builder
or Designer that has inactivity that would send her backwards in the Leadership Program.
(NOTE: The data on this report is dependent on what you manually enter into the software.)

New Jewelers: Choose any date to create a list of all the new jewelers in your Premier Family
that show on your CV report. (Only the Jeweler’s name, J#, start date and phone number will
show just like on the CV report. To copy a Jeweler’s contact information from your customer
database, right-click on her name and choose Copy from Cust) The Family Tree lets you see
each Jeweler in your Premier Family 10-10-10 and which leg they are in (You can include 4-6th
levels but you must keep them marked ACTIVE to do so.)

The Family Tree allows you to see each leg of your business as its own Family and thus helps
so much in personal contests and contacts for each leg. This report lists their name, level,
contact info, start date, B-day and Anniversary)

Top Retail, Most Homeshows, Top Sponsor, Top CV, Home Show Club: A great customizable
tool for your monthly, quarterly or annual recognition in your 10-10-10 including busy bees,
shows over $1000, and more. It’s also a great tool when creating recognition for your
newsletter. (You can really only include your 10-10-10. Sometimes 4-6th levels will show
when they do on Premier’s CV report, but only the first $1000 CV will be included in the data.)
Choose desired parameters (date range, levels to include, # of Jewelers to list, Jeweler status to
include and what info you want on the report).
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Other Income / Expense

¢ The software will automatically enter any fees or items purchased through the
software in expenses. Any items purchased on the Premier Web Site do need
to be entered manually into expenses.

*  Enter Expenses is where you will manually enter your expenses for your business that are
not already being tracked by the software through orders such as office supplies, postage,
jewelry samples purchased at special discounts and renewal fees for your business and
software. You must select an Expense Account for the expense to print on the Profit/Loss
report.

¢ Add New Acct - If you do not see an account choice that applies, you may click this
button to add a new expense category. However, you must assign the new category a
tax line based on the Schedule C from the IRS for it to print on the Income Tax report.-

e Multi-Split - This section may be used if you want to split an expense receipt between 2
or more expense categories. Example: You have a Wal-Mart receipt for giveaway
items for Home Shows and also copy paper. Click the Multi-Split button, enter both
categories with appropriate categories and amounts, and save. The 'Split Total' box
must equal the 'Amount’ box.

¢ Other Income is where you will manually enter income for your business that is not
already being tracked by the software through orders such as commission checks and
jewelry certificates.

* Mileage - enter all mileage for your business. There is no need to enter a rate; if you enter
the correct date for the Mileage item, the appropriate rate will automatically show.

¢  Journal Entry and Make Deposit are some of the advance account features of the software.

tﬁ Enter Expense - | = |E] X |
ment Acco : S
Payment  aad - Expense Transaction Add New Acct
| Chk l..]nlur Transaction ID Date 4/14/2010 \* @ {3 Add Category to Chart of Accounts (=]=] = ]
¢ o — -0
emo
© Credit Card
- () Bank Tax Line #
O check O asset ]
Acct @ () Credit Card
E"ﬂfﬁ:w Acct ) ©) Lisbillty
/\\ | () Income [ JQK ] [ x Cancel ]
[l () Expense
Save & New Save & Cloze Cancel
House FLP (C) 2010 20



Links / Maintenance

Maintenance:

You need to use a 1G flash drive to frequently BACK UP your data.

You can use your software on multiple computers, but you need to take the
data back and forth between the computers. When you RESTORE your
data to another computer, it merges with the data already there.

If you data is acting funny, click REPAIR DATABASE to reset your data.

Jewelry & Serve-Us-Store can be maintained from here as well as in Set-Up.
House FLP provides updates for jewelry and SUS items, but if, for example,
you need to place an order before the update is done, you can manually
enter a jewelry or SUS item.

If you find that your data space is large for your computer, you can
compact the database.

Links:

When you first get the software, update Images and Help right away. This
information does not automatically download with the Demo. (Images are
the pictures of the jewelry. You won’t have them if you don’t update).

The Software needs to be updated occasionally for maintenance and
Premier promotions. This is where you perform those updates.

Update your help manual occasionally and use it frequently. It has
Frequently Asked Questions and Hot Tips too.

Links are provided for other key sites.

Please contact us with any ideas or suggestions you many have. We really
do care about your comments.

Thank You!
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New/Expanded Features
coming in Premier V

* How many active jewelers you have and which have been
inactive in the past 30-60-90 days, etc.

* Option to keep 4th-6th level always active

* CV & Retail together in Downline reports

* Mass Email button for downline (and home shows)

* Promotions Report

e List of Activity Review Dates (based on our data entry)
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