Tabulating your order
Step One:

· Your group’s log-in will be your groups name

· Example: Nowhere High School’s log-in will be Nowhere
· Your group’s password will be the last name of the main sponsor

· Example: Mandy Loyd is the main sponsor for your group, so your group’s password will be Loyd
IF YOU HAVE ANY ISSUES WITH LOGGING IN, PLEASE CONTACT A CUSTOMER SERVICE SPECIALIST AT 1-800-720-0260.
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Step Two:


       Once you have successfully logged in to the website, you should see all campaigns ready for you to tabulate. You will only be able to see groups assigned to you.
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Click the “Review” button.
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Review that all the information is correct. If something is not correct, do not tabulate the order and contact your sales associate.

If the information is correct, please click the check-box indicating you have verified your set up information and click the “Begin Tabulation” button.

Step Three:
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Enter in the first grade and teacher (if you are entering a bulk order, key in “all” in both fields), then click the “Add Group” button. The information you added will show up on the right-hand column:
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Next select the first class you would like to enter in data for by clicking the “view/edit” button for that class:
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Click the “add seller” button
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Enter in the SELLER’S name and phone number (if provided), please do not enter in each buyer. You can either hit “tab” or “enter” to move to the next field. Enter in the quantity of each item ordered on the order form. 
Please be aware that the complete total will not be added until you move to the next seller.

Once done with that class/group, click the “Save Data” button:
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Verify all the information you have entered. Once you have checked for any errors, please select “Verified” from the drop-down menu.
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Click the “update group” button, then click the “back to campaign” button.

Repeat all the previous steps until you have entered all orders.

Step Four:


Once all the orders have been entered, click the “Complete Tabulation” button.
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If you have any questions, or need help, please contact us at 
1-800-720-0260. We are here to help.
