[bookmark: _GoBack]Instructions for submitting your organization’s Holiday Order to UnitedScrip
1) Go to www.scripzone.com and click on the Group Leader tab
2) Login to the Group Leader portion of ScripZone.com
· If all of the orders have been entered online by your participants skip to Step 5 now.
· If orders are turned in to the school continue with Step 3.
3) Click on Member Information and then click on Add a New Member
a) For each participant, you will need to enter the email address, the first and last names, and choose a default team. (If an email address is unavailable, use first/last name of individual ordering)
b) After all of your participants have been entered, you can begin to add their orders.
4) Click on “Group Home Page” and then click on “Add a Member Order”
a) Highlight the member name and begin typing the last name of the member that you want.
b) Highlight the certificate name and type a certificate that they are ordering.
c) Enter the quantity and add the certificate to the cart. 
d) Follow this procedure for each certificate.
e) After adding all certificates, type the name of the purchaser in the comments section.
f) Click on create and add new order.
g) Choose the next participant and repeat until all orders are entered.
h) After the last order, click on create order.
5) Click on New Orders and Compiled Order History
6) Click on Check Compile Details
7) Drag the column titled “Placed By” to the designated area so that orders are grouped by participant.
8) Open one participant’s money envelope and compare each check to the amounts listed. You may find the person who placed the order by clicking on “Order Details” and checking the “Notes” section.
· You may also record the person’s payment by clicking on “Edit Payment” and entering cash or check, the amount paid and the check number in the comments section. This action will create a deposit slip for you later on. 
· If your organization has allowed customer’s to pay with a credit card, then that payment method will be noted in the payment column and the group leader will not need to do anything else with the order. Credit card orders will not be compiled with the main order but it will be shipped with them.
9) Click on “Start Compilation Process”, then click “Go to Confirm your address”, check your address and shipping method and then click on “Compile Order.”





	
