Your Start Up Kit included a free 3 month subscription to our Online Ordering System - called OrderPro Online (OPOL). This is what you can use to place an order - its easy and quick. Your kit entitles you to use OPOL free of charge during your incentive period. Thereafter, you can renew your subscription for $4 for each additional 3 month period. OPOL is a great way to order, everything is online, so you can place your orders from any computer, it is always current, and it also entitles you to a free e-mail account. There are other "add-on" features available to you for additional cost, but for now, the basic version is probably all you will need! It works out to $1.50 per month or about the price of a cup of coffee per month! And for now, it is absolutely FREE to you!

 

Below is a very detailed explanation of how to use OPOL. I encourage you to do a "mock practice order" before you do your real first order. Be careful though that you don't send your "mock" order!! Just don't go to the "final review" page (more on that below).

 

--------------------------------------------------
ORDERPRO ONLINE (OPOL)
HOW TO PLACE AN ORDER

 

To get to OPOL, you simply go to our Consultant Website (www.ubah.com/consultants) and input your consultant ID # and your password (last 4 digits of your Social Security number).   This gets you to the My UBAH page. Near the top right you will see the blue words, "My OrderPro." Click on these words to get into OPOL (your account) and then enter your Consultant ID# and password once again.

 

After that you will get to the OrderPro Online (OPOL) screen.

 

You will see on the OPOL screen a left hand menu with “Tools”. For now, you don't need to focus on these. These e-mailed instructions are solely about how to place an order with OPOL.

If you would like to store your credit card info, you can enter it by clicking on the word, "consultant" at the top. You can rest assured that if you store your credit card info there (so you don't have to input it each time), it is a secure site.

 

To place a new order, click on “New Order” at the top left of your screen (its right next to the word "Tools"). 

 

As I said, its good to play around with OPOL a bit to learn about it. You can make any number of "mock" orders and they will be held in the "Pending" section of your OPOL. Thereafter, you can simply delete them.

 

There are 6 main screens you will need to fill in to place an order. You can get to each one of these pages (or screens) by clicking "Next Page" or "Previous Page" or "Go to Step" at the top of your OPOL screen. "Go to Step" will show a listing of all 6 pages (screens) and you can click to go immediately there without going through all the other pages. The 6 main pages (screens), which you can see when you click "Go to Step," are:

 

1. Hostess/Organization Info
2. Order Type
3. Select Books
4. Summary
5. Payment
6. Final Review

 

1. Hostess/Organization Information screen.

 

If you want books shipped directly to hostess, click on “Ship To” arrow and click on “Hostess/Organization.”

 

2. Order Type screen (click on this Tab).

 

Order Name. You MUST name your order for the other screens to work properly. I usually use the last name of the Hostess or the name of the organization.

 

Click on Order Type Arrow and select one (see list to right). The system assigns a PO# to each order (write it down on your paperwork) or you can assign a number of your choosing!

 

Order Date. You can leave this to what the system assigns or fill in a date.

 

Two Boxes - Check first box if you are faxing this order ($3 fee applies). Check second box for special date credit. 

 

If this is a S&L order, you will fill out that section on this page.

 

3. Select Books screen (click on this tab).

 

Here you have some choices. You can enter selected books right here on this page or you can click on "Display Quick Entry Form" in blue. If you have lots of books to select or you have a slower connection, you will probably like "Quick Entry" better -more on that below. For now, let's assume you will enter books directly on the "Select Books" screen.

 

Next click on the "Display Binding" arrow (next to P/H) and click on "Show All". This allows you to select everything. Be sure this box is checked if you want to order kid kits, library bindings, puzzles, or flashcards - otherwise these products will not show up.

 

Next scroll down to "Type of Selection" box underneath the book list. Click on the arrow and select which type of book you are ordering. This is where you need to know your hostess program if you are ordering books for a home party. 

 

Retail Books. Enter all retail books one at a time - but NOT Special Delivery and NOT Customer Specials. Click on first letter of book. Arrow down to find book and click on "Add" next to the book. Your selected title will appear in the "Selected Items" box below. If you want more than one, it is best to repeat this process or you could click "edit" to change the quantity.

 

Special Delivery Books. Enter all orders here where customer wants books shipped directly to him/her (they pay $4 extra for this). Click on “Type of Selection” arrow and then “Special Delivery”. Enter delivery information (name, address, etc.) & click OK. Order books as above (see below for any “Customer Specials”. IMPORTANT!  When done, click on “Type of Selection” to get out of “Special Delivery” section - you don’t want to order remaining books here! If you have more than one Special Delivery, click on "Add" below the Customer list (next to "Type of Selection."

 

Merchandise Allowance Books. These are the free books hostess gets. Click on “Type of Selection” and then “Merchandise Allowance”. Order books as above.

 

Hostess Books. These are at your discretion as to whether or not you offer these. You pay 35%. Click “Type of Selection” and then “Hostess Books.” Order books as above - up to $25.

 

Bonus Gift. This is only for the Previous Hostess when the 3rd booking is held. You pay 35%. Click “Type of Selection” and then “Bonus Gift”. Order any One Title or One Set with ONE ISBN number.

 

Half Price Books. If Hostess bought them. Click “Type of Selection” and then “1/2 Price Books.” Order books as above.

 

Booking Special Books. This goes to the Previous Hostess when each new booking is held - $20 worth of books at a 75% discount. She pays 25%. Click “Type of Selection” and then “Booking Special.” Order books as above.

 

Customer Specials Books. These change every 2 months – see flyer. Click on “Type of Selection” arrow and then “Customer Specials”. If it is a Customer Special for a Special Delivery customer, click on Customer screen to right and click on name of customer.

 

Promotional Items. You pay for these. Order things like Hotshot Books as giveaways, duck pencils, stuffed ducks, etc. Click “Type of Selection” and then “Promotional Items.” Order as above.

 

Supplies (Alternate). This is where you order catalogs, invitations, etc. Use this section when you are placing an order with a book order and save on shipping and handling - do the math to find out. Otherwise, you can just place a supply order form and pay the regular shipping/handling. Order as above.

 

Book Bucks. If you have a book buck (credit slip) for an out of stock book, you can substitute here - or you can reorder it if is available. See me for further details.

 

3A.Display Quick Entry Form - a quicker way to select books.

 

If your computer is older or has a slower internet connection or if you have lots and lots of books to order or if you have lots of duplicate titles to order, you may find it faster to use "Quick Entry". For now, you must select titles in Quick Entry by their ISBN (last 6 digits) number.

 

Click on "Display Quick Entry Form". Enter the ISBN (last 6 digits) of each title and the quantity. The title will pop up. Tab through each box until you are at the "Add Item to Order" box and click that. Repeat for each title. When done selecting books for each type of selection, click on "Close Window". Repeat for each different type of selection (Retail, Merchandise Allowance, etc.).

 

Note: Be sure you in the correct "Type of Selection" (ex. Retail)before you go to Quick Entry.  Also, be sure you have selected "Show All" in the "Display Binding" box (sometimes this box defaults back to P/H). 

 

4. Summary. Just to view all the charges.

 

5. Payment Method. Here enter all customer/hostess charge cards and how you are paying for the order. You must have a phone # and zip code for all charges.

 

For Customer charges, click “Add A New Customer Charge” on the right middle of the screen (blue letters). Fill in
entire screen - You MUST get an authorization code - see page 77-78 of your handbook (for your own protection and to make sure the order is not held up). Click "Add New Payment." Repeat for additional customer charge cards.

 

Get an authorization number for your own debit card and fill it in. Consultant payment or credit will be entered automatically if you filled it in on the Consultant Setup screen (top menu).

 

Non-Applied Payments. This section of the Payment screen is for those who are using Expense Manager for tax purposes to enter cash and checks received. I don't use Expense Manager so I cannot advise you about this section. I simply leave this section blank. 

 

6. Final Review. This is the screen you want to avoid if you are doing a "Mock" order! This is the screen that allows you to submit your order. I ALWAYS print my order before I submit it and then I double check the entire order. Save yourself time, effort, and headache. Always, Always, Always double check your order before you submit your order. You cannot get it back once it goes!

 

Print Order. Click on "Print" at top of OPOL screen. 

  
To submit your order, simply click "Review Order" and UBAH will check your order to make sure all payments match the amount due. Follow directions on the screen to submit your order. 

 

Mail/Fax. You can also mail or fax your order by printing it out and mailing or faxing. For now some types of orders must be submited in this fashion (school & library orders for example).

 

7. To exit your order, simply click on the word, "Orders" at the top left of your OPOL.

 

8. Exit Program by clicking on “X” at top right of screen.

 

NOTE: OPOL is automatically updated with the latest Out of Stock or Out of Print titles. 

 

OUT OF STOCK NOTE: Out of Stock books are highlighted in yellow on OPOL. The yellow highlights will alert you that the book is out of stock when you place your order. You may wish to contact your customer to order something different. It is best to check the Out of Stock List (on the UBAH Website) before you go to your shows. The OSI List will give you an estimated date of arrival for the books (if it is known). This is an estimate only! Please don’t promise this date!

 

OUT OF PRINT BOOKS are highlighted in red. These books are permanently out of print and no longer available. For a complete list of current OP and OS books, go to you’re My UBAH page on  our consultant website. If you mistakenly order any OP books, you will get a “bookbuck” credit slip with your packing slip (shipped with the books).

 

NEED HELP? THINGS NOT WORKING?

 

To get answers to frequently asked questions, you can go to:
https://orderpro.ubah.com/faq.aspx
 

ALSO: 

 

First, make sure your browser is up to date.  You won't be able to run the program correctly without the update. Look at the list below for your current browser and make sure that it is as current as this list indicates. These are all free upgrades that you can download from the provider's website.
 
Internet Explorer for Windows - 5.5 or higher
Netscape - 7.1
Mozilla - 1.5
Mozilla for MAC OSX - 1.5
Mozilla for MAC OS9 and earlier - 1.0.2 *
* This one is a little harder to find but it can be found at:
http://ftp.mozilla.org/pub/mozilla/releases/mozilla1.0.2/mozilla-macos9-1.0.2-full.bin
 . This requires an unzip application called 'Stuff It' but this is a free download as well.

 

Note: Because OrderPro Online is a brand new program, you may come across problems with this new software. Rest assured that these are being ironed out. Here are a few known common problems that you could encounter:

 

Not Updating. If you find that information (such as your net sales or total sales) isn't updating properly, you can close the window and re-open the order to find your order ready to be clicked on to resume; everything seems to update properly when you re-open. I am not sure about what conditions cause the order to not update properly, but at least it's something that fixes itself easily.
 
Error Messages. If you get error messages when trying to edit your order (to add quantities, etc.) you have the alternative of re-entering the ISBN number (or title, if you aren't in quick-order mode). Also, if you get error messages about "cookies" please see the FAQ website listed above.

 

Printing Problems. OPOL uses PopUp windows to print. You may need to enable your PopUp function. OPOL also uses Adobe Acrobat for printing. See the website listed above for frequently asked questions (FAQ) for more information about these two functions.
 
Idle Program. As with so many internet-based programs, you'll find that if you leave an order open and idle for awhile, the session will time out. (Not really a bug, just annoying.) Again, just close the window and re-open the order to start back where you were. You will find everything there saved for you!
