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Submitting your Weekly Accomplishments on InTouch is an excellent way to keep track of 
your business and your goals.  This is a fabulous tool that is free to use and is provided to 
you by Mary Kay on your InTouch website.  ##
To log in to InTouch, go to http://applications.marykayintouch.com/#

Enter your Consultant Number and 
InTouch Password, then click Log in

Click on Business Tools

Click on Weekly Accomplishments

Click on Enter Weekly 
Accomplishments
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Choose the week you are entering information for. 
The week runs from Sunday - Saturday.

If you have entered any orders through myCustomers on 
InTouch, they will appear in the myCustomers order list.

Enter additional details about the order, such as the type of order and the sales tax

Once you have finished entering all details for all 
myCustomer orders, click Add for each order
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The order is now listed and you may edit using the 
pencil or delete using the “x” at any time

You may also enter orders that you have not entered 
through myCustomers, by creating a Manual Order (it is 
recommended to use myCustomers to enter orders for 

ideal business management). 
Click on the pink arrow beside “Manual Orders” to 

expand that section.
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Enter all of the details for your order, class or facial.  It is 
important to enter all of the information for tracking purposes.  

Click Add when you have finished entering manual orders

Once all orders, parties, and classes have been entered, click Next
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In the Summary tab, enter all additional 
information about the week.  

Click Next to continue

Enter information about any Interviews or New Team members for the week

Click Add
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Once all interviewees and new Team Members have been added, click Next

Review your estimated earnings
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Choose to send your Weekly Accomplishments to your Director

Submit your Weekly Accomplishments


