
Here’s a quick reference guide to what’s on your Back Office home page.
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sponsor’s information 

(click their name to view
their details)
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Orders
The Orders pages consist of all Orders, Inventory Orders, and Customer Sales.
• Orders > All Orders

▪ The “All Orders” page shows a report of all orders associated with your Rep account 
including your inventory, business supplies, and personal use orders, as well as 
customer orders.

▪ Here are some things you can do with this report:
◦ View

▫ Rep or Customer ID
▫ First Name
▫ Last Name
▫ Order #
▫ Total $
▫ PV 
▫ Date the order was placed
▫ Type of order such as inventory, Rep to Rep, Party Order, Drop Ship Order, etc.)
▫ Status of order such as printed, shipped, accepted, canceled, pending payment 

▪ Download the report as a CSV (Excel or Sheets compatible) 
▪ Drag and drop columns into a different order
▪ Click on the personal info icon in the first column to view the customer or Rep details 
▪ Click on the column heading to sort in ascending/descending order
▪ Use the filter icon next to any of the column headings to set specific search 

parameters within the report
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Orders > Inventory Orders 
The “Inventory Orders” page shows a history of the Bomb Party product orders associated 
with your BP Rep account.
• Here are some things you can do with this report:

▪ View
◦ Order #
◦ Total $
◦ PV 
◦ Date the order was placed
◦ Type of order such as inventory, Rep to Rep, Party Order, Drop Ship Order, etc.
◦ Status of order such as printed, shipped, accepted, canceled, pending payment 

▪ Download the report as a CSV (Excel or Sheets compatible) 
▪ Drag and drop columns into a different order
▪ Click on the column heading to sort in ascending/descending order
▪ Use the filter icon next to any of the column headings to set specific search 

parameters within the report

Get To Know Your Back Office
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Orders > Customer Sales
The “Customer Sales” page shows a history of all customer orders associated with your BP 
Rep account.
• Here are some things you can do with this report:

▪ View
◦ Rep or Customer ID
◦ First Name
◦ Last Name
◦ Order #
◦ Total $
◦ PV 
◦ Date the order was placed
◦ Type of order such as inventory, Rep to Rep, Party Order, Drop Ship Order, etc.
◦ Status of order such as printed, shipped, accepted, canceled, pending payment 

▪ Download the report as a CSV (Excel or Sheets compatible) 
▪ Drag and drop columns into a different order
▪ Click on the column heading to sort in ascending/descending order
▪ Use the filter icon next to any of the column headings to set specific search 

parameters within the report
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My Inventory
My Inventory > Inventory Dashboard
• Your “Inventory Dashboard” shows all pending and current inventory associated with 

your BP Rep account. 
• The “Inventory Orders” section shows recent orders you’ve placed that have not yet been 

accepted/added into your current inventory. This means that customers cannot see these 
inventory items and cannot purchase them, yet. 

• The “Inventory” section shows the items that have been accepted and are currently available 
for you to sell to customers.

Get To Know Your Back Office
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My Inventory > Invoices
• On the “Invoices” page, you can toggle between the following types of invoice reports: 

▪ Rep to Rep
▪ Rep to Customer
▪ All Invoices
▪ Orders FROM Me
▪ Orders TO Me
▪ Canceled Orders
▪ Paid Orders

• You can also create a new Invoice for Rep to Rep and Rep to Customer orders.
• To download a spreadsheet report, click the button to view the category of invoices you 

want to export and click “Download CSV.” The CSV file is compatible with Excel, Sheets, 
and other spreadsheet-friendly software.

Get To Know Your Back Office
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My Inventory > Create New Rep to Rep Order
• To create a Rep to Rep order, complete the following steps:

▪ Select the inventory the Rep will be purchasing and click “Add.”
▪ Use the search field to locate the purchasing Rep’s information via their first and/or last 

name or Rep ID. Note that, as with our old Back Office, only Reps in your downline will 
populate here.
◦ When their name appears under the search field, click the name to confirm the 

purchasing Rep (text will change from pink to grey).
◦ The purchasing Rep’s shipping information will autofill in the “Shipping” section and 

you will need to click the “Verify” button to confirm.
▪ Review the order summary.
▪ Select the method of payment.
▪ Click “Create” to finalize and save the order invoice.
▪ Return to the “Rep to Rep Orders” page to email the invoice to the purchasing Rep. 

Once you have returned to the “Rep to Rep Orders” page, you will see a “Send Invoice” 
button. Click that button to email your Rep to Rep order invoice to the purchasing Rep.
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My Inventory > Create New Rep to Customer Order
• To create a Rep to Customer order, complete the following steps:

▪ Select the inventory the customer will be purchasing and click “Add.” Only customers who 
have purchased with you before will populate in the search results. Note that in a future 
phase of our Back Office improvements, Reps will be able to create a Rep to Customer 
order for customers who have not yet purchased from you. We will keep you updated 
when that feature is released. 

▪ Use the search field to locate the purchasing customer’s information via their email address 
or first and/or last name
◦  When their name appears under the search field, click the name to confirm the customer 

name (text will change from pink to grey).
◦ The purchasing customer’s shipping information will autofill in the “Shipping” section, 

and you will need to click the “Verify” button to confirm.
◦ Reps can only do Rep to Customer with their own customers who have previously 

purchased. However, this will be updated in a future phase, so that Reps can create 
Rep to Customer invoices for customers who have never purchased from them before.

▪ Review the order summary.
▪ Select the method of payment.
▪ Click “Create” to finalize and save the order invoice.
▪ Return to the “Rep to Customer Orders” page to email the invoice to the customer.
▪ Once you have returned to the “Rep to Customer Orders” page, you will see a “Send 

Invoice” button. Click that button to email your customer their invoice.

Get To Know Your Back Office
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My Inventory > Personal Use Order
• When you would like to keep inventory items for your own use, you will need to process a 

"Personal Use Order” that removes those items from your inventory and categorizes them 
correctly for financial reporting purposes. 

◦ To create a Personal Use order, complete the following steps:
▫ Select the inventory items you wish to keep for yourself.
▫ Review the order summary.
▫ Select one of your saved payment methods to pay the sales tax on these items.

◦ Click “Create Order” to view your invoice; the system will automatically process your 
tax payment.



• Parties > Parties Dashboard

• Parties > Create New Party
▪ Select the inventory you want to sell during this party.
▪ Check the box to make all your inventory available for this party, or
▪ Click the “Add” button and select the quantity on the inventory items you want to 

make available.
• Set the party details

▪ Enter the Party Info.
◦ Party Date & Start: the date and time you will be live online, or selling at an 

in-person event
◦ Duration: how many hours this party will be live
◦ Time Zone: This is your time zone.
◦ Ordering Open Date & Time: the date and time customers can begin ordering in 

advance of the live party starting
◦ Ordering Close Date & Time: the cut cutoff date and time for placing orders 

for this party
◦ Party Name & Description: the title and details of the party as it will show in 

your dashboard and to customers
◦ Party Image: choose from one of the provided images, or upload your own

▫ The image will be a cropped square once uploaded

Parties

Setting Up Your New Back Office
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▪ Set the Party Host
◦ If your host has been a host with you before, search for them by entering their name 

in the search field
▫ Note that all three checkboxes above the search field must be unchecked to access 

the search field.
◦ If your host has never hosted with you before, check the “create a new host” box and 

then enter in the contact info for a new, first-time host.
▪ Where Will You Be Partying?
▪ Set the party Location

◦ The virtual party box is checked by default.
▫ If your party is, indeed, a virtual party such as a livestream on social media, 

add party links for your customers to use.
◦ If your party is in person, uncheck the virtual option and enter the details of the in-person 

party or event.
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• Click “Create New Party” to save your party and be taken to the “Party Dashboard” page.

• Parties > Manage & Close Your Open Parties
• NOTE: When the party has ended and the ordering window has closed, return to the 

“Party Dashboard” to close the party. 
• To close the party, click on the “Close Party” button for the party that is closed.
• If you chose a mystery hostess party, you will need to identify the person who was awarded 

the hostess rewards. 
▪ Click on the “Manage Party” button, then click “Edit Party,” and scroll to the 

“Choose a Host” section. 
▪ Change the selection from “Mystery Hostess” to “Create a New Host.” 
▪ Enter the information for the person who was awarded the Hostess Rewards. Scroll to the

bottom of the page and click on “Update.” 

Get To Know Your Back Office
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Commissions
▪ Navigate to the Commissions tab in the top menu
▪ Choose “Historical Commissions” from the dropdown menu. This page reports your 

Commissions history beginning from January 1, 2023. (For Bomb Party Reps who were 
active before January 1, 2023, our former Back Office commissions history will not show 
in the new Back Office.)

▪ Here are some things you can do with this report:
◦ View

▫ From: Rep or Customer ID
▫ From: Customer or Rep name
▫ Level
▫ Paid Level
▫ Order #
▫ Subtotal
▫ %: the percentage of the commission you have earned on this order
▫ Earned: total amount of commission earned on the corresponding order
▫ Status of order such as printed, shipped, accepted, canceled, pending payment 

• For either a mystery hostess or a known hostess, click on the “Send Host Order Email Invite” 
button. Your host will receive an email to redeem their hostess rewards order. They need to 
follow the instructions in the email and complete their order.

• When a party has ended and the ordering window has closed, you will see a button to 
“Create Your Hostess Order for This Party.” Click this button when you have your host’s order 
ready to enter.  
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• Commissions > Rank Advancement
• The Rank Advancement page shows the next title you are eligible to reach and what you 

need to accomplish to achieve to rank up. You can use the dropdown menu to view additional 
ranks and their requirements. 

▫ Download the report as a CSV (Excel or Sheets compatible) 
▫ Drag and drop columns into a different order
▫ Click on the column heading to sort in ascending/descending order
▫ Use the filter icon next to any of the column headings to set specific search 

parameters within the report
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Commissions > Volume History
• This report shows a history of your personal volume and your downline volume.

▪ Here are a few things you can do with this report:
◦ View

▫ Period
▫ Start Date
▫ End Date
▫ Rank
▫ Customer Sales
▫ Personal Volume
▫ Downline Volume
▫ Active Legs
▫ New Personally Sponsored
▫ New Generation Q

◦ Download the report as a CSV (Excel or Sheets compatible) 
◦ Drag and drop columns into a different order
◦ Click on the column heading to sort in ascending/descending order
◦ Use the filter icon next to any of the column headings to set specific search 

parameters within the report

Get To Know Your Back Office
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Reports
• Navigate to the Reports tab along the top menu. In this reporting area, you have several 

reports to review and utilize for your business.
• Reports > Personally Enrolled Team

▪ This is a list of the Party Reps that you have personally sponsored or who have rolled up 
to you. They are in your first level.

• Here are a few things you can do with this report:
▪ Click the “personal info” icon in the first column to view a snapshot of the Rep’s details
▪ View Your downline Rep’s information.

◦ Rep ID
◦ First name
◦ Last Name
◦ Email
◦ Phone Number
◦ PV
◦ Rank (current)
◦ Career Rank
◦ Start Date 

▪ Download the report as a CSV (Excel or Sheets compatible) 
▪ Drag and drop columns into a different order
▪ Click on the column heading to sort in ascending/descending order
▪ Use the filter icon next to any of the column headings to set specific search 

parameters within the report

Get To Know Your Back Office



19

Get To Know Your Back Office

Reports > Customers
• The “Customers” report is a historical list of all customers who have purchased from you.

▪ Here are a few things you can do with this report:
◦ Click on the “personal info” icon in the first column to view a snapshot of the 

Customer’s details.
◦ View Your Customer’s information.

▫ ID
▫ First name
▫ Last Name
▫ Email
▫ Phone Number
▫ Last Order Date
▫ Last Order Total
▫ Join Date (date of their first order)

◦ Download the report as a CSV (Excel or Sheets compatible) 
◦ Drag and drop columns into a different order
◦ Click on the column heading to sort in ascending/descending order
◦ Use the filter icon next to any of the column headings to set specific search 

parameters within the report
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Reports > My Downline
• The “My Downline” report is a complete list of current Reps in your downline at every level. 

Former or inactive Reps will not show up on this list.
▪ Here are a few things you can do with this report:

◦ Click on the “personal info” icon in the first column to view a snapshot of the Rep’s details.
◦ View Your Downline Rep’s information.

▫ Rep ID
▫ First name
▫ Last Name
▫ Email
▫ Phone Number
▫ Join Date
▫ Download the report as a CSV (Excel or Sheets compatible) 
▫ Drag and drop columns into a different order
▫ Click on the column heading to sort in ascending/descending order
▫ Use the filter icon next to any of the column headings to set specific search 

parameters within the report
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Reports > Upcoming Rank Advancements
• The “Upcoming Rank Advancements” report shows you and all of the Reps in your downline 

who are more than 60% of the way to the next rank they can reach.
▪ Here are a few things you can do with this report:

◦ Click on the “personal info” icon in the first column to view a snapshot of the 
Rep’s details.

◦ View Your Downline Rep’s information.
▫ Rep ID
▫ First name
▫ Last Name
▫ Next Rank
▫ % Complete

◦ Download the report as a CSV (Excel or Sheets compatible) 
◦ Drag and drop columns into a different order
◦ Click on the column heading to sort in ascending/descending order
◦ Use the filter icon next to any of the column headings to set specific search 

parameters within the report
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Reports > Downline Ranks
• The “Downline Ranks” report includes a list of you plus all of your downline and their 

perspective titles. 
▪ Here are a few things you can do with this report:

◦ Click on the “personal info” icon in the first column to view a snapshot of the Rep’s details.
◦ View Your Downline Rep’s information.

▫ Rep ID
▫ First name
▫ Last Name
▫ Rank

◦ Download the report as a CSV (Excel or Sheets compatible) 
◦ Drag and drop columns into a different order
◦ Click on the column heading to sort in ascending/descending order
◦ Use the filter icon next to any of the column headings to set specific search 

parameters within the report
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Reports > Downline Orders
• The “Downline Orders” report shows any orders your downline have placed, sorted by the 

most recent order placed.
▪ Here are a few things you can do with this report:

◦ Click on the personal info icon in the first column to view a snapshot of the Rep’s details.
◦ View Your Downline Rep’s information.

▫ Rep ID
▫ First name
▫ Last Name
▫ Order #
▫ Total $ of the order
▫ PV earned
▫ Date the order was placed

◦ Download the report as a CSV (Excel or Sheets compatible) 
◦ Drag and drop columns into a different order
◦ Click on the column heading to sort in ascending/descending order
◦ Use the filter icon next to any of the column headings to set specific search 

parameters within the report
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Reports > New Party Rep List
• The “New Party Rep List” displays all of your downline who have joined BP within the last 

four months.
▪ Here are a few things you can do with this report:

◦ Click on the “personal info” icon in the first column to view a snapshot of the Rep’s details.
◦ View Your Downline Rep’s information.

▫ Rep ID
▫ First name
▫ Last Name
▫ Join Date
▫ PV
▫ DV
▫ FS (Fast Start) Product Credits earned
▫ Customer Sales toal

◦ Download the report as a CSV (Excel or Sheets compatible) 
◦ Drag and drop columns into a different order
◦ Click on the column heading to sort in ascending/descending order
◦ Use the filter icon next to any of the column headings to set specific search 

parameters within the report
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Reports > Tree Viewer
• The “Tree Viewer” gives a visual representation of the hierarchy of your organization. Your 

information is displayed in the “Party Rep Details” box. You can use the search field to look up 
other Reps in your downline by first name and/or last name or Rep ID. 

• The “Tree Viewer” box allows you to scroll left to right, up or down, use the buttons to jump 
to a level up, or to the top view. The frame color around the Rep’s photo indicates their title. 
A color Code key is displayed at the bottom of the tree viewer page. 

• The “Upline Viewer” box displays your upline’s name and Rep ID.

BPU
A tour of BPU will be provided in a separate training document later. However, feel free to 
click on the BPU tab in the top menu and browse the pages.
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Resources
The Resources Library is the hub of all Home Office issued information including but not limited 
to the following: 
• Product assets (photos and videos for you to use in your advertising and promotions)
• Collection one pagers
• FAQs 
• Important forms for Rep use
• Informational documents
You can search for resources by keyword, and most often entering the title of the document or file 
into the search field will yield the results you’re looking for.

Get To Know Your Back Office
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Account
We have already reviewed the Account pages for “My Profile,” “Payment Methods,” 
“Shipping Settings,” and “Coupons.” Under this heading, there are also pages for the following:

Account > My Order History
• This page will show you your order history, including your open orders, shipped orders, 

declined orders, canceled orders, returned orders, and an option to see “All Orders” 
in one list.

Get To Know Your Back Office
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Account > Notifications
• Where to find notification settings: Account > Notifications
• This page contains important information regarding how to receive email correspondence 

from Bomb Party Home Office. Read and review email disclaimer and safe sender information.
• If you wish to receive correspondence from Home Office, including product release details, 

company updates, special trainings with guest experts, and more, be sure to subscribe. 
• If you choose not to subscribe to Bomb Party emails, you WILL miss out on important 

correspondence. Bomb Party cannot be held responsible for undelivered emails due to 
unsubscribing or spam/junk filters.

Get To Know Your Back Office

Shop
Shop > Purchase Inventory
• We already covered the Shop tab in the top menu. To find these instructions, go to 

the Step 1 PDF.
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Shoping Cart
• Navigate to the icon of a shopping cart. If you are using a web browser on a laptop of 

desktop computer, this icon is in the top right corner of the screen.
• By clicking on the cart icon, you see the product added to your cart with quantity, PV, 

and price.
• You can adjust your product quantity by clicking the (+) or (-) buttons.
• You can adjust your product quantity by typing in the quantity.
• The PV and price updates when you adjust a product's quantity.
• You can see your PV total and sub-total.


