
Page 1 of 10

Consult_PWS_ExtranetGuide_10/13/2006_Ver2

INDEPENDENT CONSULTANT
PERSONAL WEBSITE OVERVIEW

__________________________

YOUR GUIDE TO
MANAGING YOUR BUSINESS ONLINE!
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Dear TBC Consultant:

Welcome to your extranet (personal website)! This web-based tool will draw customers and
consultants alike to your personal website, generating business leads that can lead to your
personal profit.

The set-up process is simple, and in just minutes, you’ll be geared up to start your balanced
business. Your extranet features everything you need to manage your business, such as entering
customer and consultant data, running reports, and ordering sales tools…all at your fingertips!

This guide will help you get started to managing your business by the fastest and most
convenient means possible – online. Although we’ve provided many of the basics, we encourage
you to explore the website, the layouts, the tabs, and get comfortable with the flow of getting
your business up and running.

We’re on hand to help you launch a successful business. Please contact us any time for questions
regarding the set-up and navigation of your personal website.

Welcome again to your extranet, and to the Balance Community.

Yours in Balance,

The Balance Company Team
650.931.0900
www.thebalancecompany.com
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My Orders
1. view, manage records, and run reports for all of your personal orders, organizational

downline, and customers
2. place personal orders (order ship date TBD)

My Auto-Ship
1. enroll in Auto-Ship Membership program
2. change date and shipping address for auto-shipment
3. change credit card information for auto-shipment

My Customers
1. view, manage, and run reports for your customers
2. generate an e-mail list of all customers
3. edit / modify customer information
4. place orders for customers

My Group
1. run reports on your downline
2. get list of emails of your downline
3. place new consultants (within 48 hours of enrollment) anywhere in your downline
4. manage geneology
5. view your volumes

Enroll New Consultant
1. enroll new consultants
2. signup for Auto-Ship at the same time as enrolling new consultant

Tools
Your all inclusive resource for business-building tools, such as business cards, enrollment forms,
and informative product calls.

SETTING UP YOUR PERSONAL WEBSITE: CREATING YOUR WEB ADDRESS & PERSONALIZED STATEMENT

1. After logging in, Click on My Profile on the Local Menu (you can change your password at any time)

2. Click Edit profile on the left navigation bar

3. Under the replicated site field, enter your personalized website name. Your website address will be
in this format: (www.thebalancecompany.com/yourpersonalizednamehere). When entering your
personalized name you do not need to enter www.thebalancecompany.com/

4. Under Replicated Site Text enter your personal statement (maximum of 425 characters)

5. Click Save Changes on the bottom of the screen




