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As an Isagenix Independent Associate or 
Preferred Customer, you are given access to 
extra product information and superb training for 
growing an Isagenix business, as well as tools for 
managing orders, tracking business volume and 
enrolling new Isagenix Independent Associates 
and Preferred Customers.

This manual provides details about each section 
of your Associate Back Office, along with step-
by-step instructions to help you get the most out 
of this essential business tool.

Go to https:backoffice.isagenix.com to login to 
your Associate Back Office.

Password
Follow these steps to Request a New Password:
•	 Click the Forgot Your Password link on the 

login screen.
•	 Enter your Isagenix ID* or Username.
•	 Click the Send New Password button.

A new password will be sent to the e-mail 
address under the My Profile section. 

Once you receive the new password, use it to 
login to your Associate Back Office. You will be 
able to change it once you login.

Follow these steps to Change Your Password:
•	 Go to the My Profile menu
•	 Select View/Edit General Information
•	 Click the Change Password link (circled in red)

•	 Enter your current password
•	 Enter your new password
•	 Re-enter your new password to confirm.

Overview

*Your Isagenix ID can be found on invoices from orders received, or in e-mails regarding your initial sign-up, order confirmations, etc.  
Please call Customer Service if you are not able to locate your Isagenix ID.  
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Once you have successfully logged-in to your 
Associate Back Office, the Account Dashboard 
(Home) page opens.

The Account Dashboard page includes:

•	 Main Header
•	 Ad Banners
•	 Main Navigation Bar
•	 Member Details Section
•	 Isagenix News Section
•	 Technical Support Area
•	 Current Alerts Section

Main Header (top of the page):   
This section contains some basic information, such as the name you are logged in as, and a link to 
sign out of your Associate Back Office.

Ad Banners (top of the page, under the Main Header): 
Click on each banner to see exciting details about that particular event or topic.

Main Navigation Bar (under the ad banners):
Allows you to access all the main menus of your Associate Back Office from any page in the 
system. Simply place your cursor over each title to see a list of options available for that menu.

Member Details Section (left column): 
Contains detailed information specific to you. Your orders, team and compensation information are 
all provided in a simple and organized manner for easy access and review.

Isagenix News Section (center column): 
Contains Isagenix news and updates. Product notifications, customer service updates and other 
important Isagenix announcements will be displayed here.  

Technical Support Section (right column):
Click the Online Tutorial button on each page to see a tutorial for that section of the site. If you 
need to contact a customer service representative, just click on the Chat or Telephone buttons.

Current Alerts Section (right column, under Technical Support): 
Shows important alerts about your Associate Back Office. Please be sure to check this area often.

Account Dashboard Page Overview
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Want to change your Autoship Order? Access 
your Order History? Or, simply check a price and 
place an order? You can do all of this, and more, 
with one click from the My Orders page.

The following sections are found on the My 
Orders page:
  
Wholesale Order:
•	 Place Wholesale Order
•	 View Price List

Order History:
•	 View All Sales Orders
•	 View All Retail Site Orders
•	 Download Retail Site Orders

My Autoship:
•	 Modify Autoship

This page also gives quick snapshots of:

•	 Order History Summary (past 30 days)
•	 My Autoship Summary

My Orders Page Overview
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Follow these steps to Place a Wholesale Order:

1. Click the Place Wholesale Order link.
2. Select the destination country for your 

order. (Not shown) 

3. Locate products on the Wholesale Order: 
My Picks page. Use the Quick Search tool, 
or select a Product Category to easily find 
items.

4. Enter the desired quantity, and click the Add 
to Cart button.

5. Once you have completed your order, click 
the Proceed to Checkout button in the 
Shopping Cart.

6. The Wholesale Order: Review & Checkout 
page opens. Be sure to review all of the 
information and edit as necessary before 
placing your order.

7. Enter your Payment information. 
8. Enter your Shipping information, and any 

special delivery instructions in the space 
provided.

9. Select the E-mail Tracking options that 
apply to you.

10. Click the Place Order button when finished.

Wholesale Order: View Price List

Follow these steps to View a Price List:

1. Click the View Price List link.
2. Select the link for the country and type of 

list (Wholesale/Retail or Retail only) that you 
would like to see.

Wholesale Order: Place Wholesale Order
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Follow these steps to View All Sales Orders:

1. Click the View All Sales Orders link to open 
the Order History page.

2. Enter an order number and click the Search 
button to easily locate a specific order.

3. Use the drop-down menu to select View One 
Year Order History (this is the default selection) or 
View All Order History.

4. Click on an order’s invoice number to see 
details for that order.

The Order History page displays:
•	 Pending Purchase Orders*
•	 Wholesale Orders*
•	 Returns-Replacements-Cancelled Orders*
•	 Autoship Orders*

Order History: View All Retail Site Orders
Follow these steps to View All Retail Site 
Orders:

1. Click the View All Retail Site Orders link.
2. Use the drop-down menu to select View 

One Year Order History (default) or View All 
Order History.

3. Click on an order’s invoice number to see 
details for that order.

Order History: View All Sales Orders

*If applicable to your Order History.
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Follow these steps to Modify Your Autoship:

1. Click the Modify Autoship link.
2. Select Add Products to My Autoship button 

or the Edit My Autoship button.
3. Make the desired changes and click the 

Confirm Autoship button.

Note: You may modify or cancel your Autoship 
at any time. However, please keep in mind that 
changes must be made before midnight (New 
York, Eastern Standard Time) on your scheduled 
Shipping Date.

For example, if your shipping date is September 13, you may make changes up until 11:59pm EST 
(8:59pm PST) on September 12 for the current Autoship. Any changes made on or after September 
13 will take effect the following Autoship on October 12 (because the shipping dates are exactly 30 
days apart).

My Autoship: Modify Your Autoship
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Keeping your team organized and supporting 
their goals has never been easier! The My 
Team page provides easy access to view your 
placement tree, view or download personally 
enrolled members, or even see which team 
members have enrolled in the IsaBody 
Challenge™.
 
The following sections are on the My Team 
page: 

Personally Enrolled:
•	 Enroll a New Member
•	 View Personally Enrolled Summary
•	 View Personally Enrolled - All
•	 View Personally Enrolled - Renewed
•	 View Personally Enrolled - Non-Renewed
•	 Apply for International Sponsorship

My Downline:
•	 View Placement Tree
•	 View New Member Report (past 30 days)

My IsaBody Registrations:
•	 Register Myself or another participant
•	 Manage My IsaBody registrations
•	 View the Official Rules
•	 Visit IsaBodyChallenge.com

Reports:
•	 Download Personally Enrolled - Renewed
•	 Download Personally Enrolled - Non-Renewed

Contests:
•	 My Contest Details
•	 My Contest Details (previous month)
•	 View Contest Details

My Team Page Overview
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If you’re ready to lose weight, get in shape and 
compete for your share of $150,000 in cash and 
prizes, join the Challenge today! Please read the 
contest Rules before signing up to ensure you 
understand the requirements – visit the Rules 
section at IsaBodyChallenge.com.

Follow these steps to Register for the IsaBody 
Challenge:

•	 Click the Register Myself or Another 
Participant link on the My Team page.

The IsaBody Challenge page opens.

•	 Select the appropriate age category.

•	 Enter the applicant information.

•	 Click the Enter the IsaBody Challenge 
button.

Contests
Follow these steps to View Executive 
Leadership Bonus Pool*:

•	 Click the My Contest Detail link on the My 
Team mainpage. 

The Executive Leadership Bonus Pool page 
displays your 13-week Net Cycle Benchmark, 
Weekly Net Cycle Growth, Weekly Qualification 
and Qualified Net Cycle Growth.

For more information, click the View Contest 
Details link on the My Team page.

IsaBody ChallengeTM

* North America only. Ends August 22, 2010. 
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Scroll down to your Placement Tree at the 
bottom of the page. Your name will be displayed 
at the top of your Placement Tree. 

Buttons on each side will guide you to the next 
available position on your tree. (Circled in red)

•	 Click the Bottom Left button to go to the 
first bottom-left sponsoring location in your 
downline.

•	 Click the Bottom Right button to go to the 
first bottom-right sponsoring location in 
your downline.

Personally Enrolled: Enroll New Member
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Personally Enrolled: Enroll New Member (continued)
The My Team page opens. 

Once again, scroll down to your Placement Tree 
diagram at the bottom of the page.

Select Sponsor New Associate in This Spot on 
the either side of your Placement Tree. (Circled in 
red)

The Select an Enrolling Sponsor page opens. 

To assign yourself as the new member’s enrolling 
sponsor, select the Enrolling Sponsor checkbox. 

Otherwise, enter the Username, Display Name or 
Isagenix ID of the new member’s actual enrolling 
sponsor and click the Search icon. (Circled in red)

The Enroll New Member: Country Selector page 
opens. 

Select the new member’s country of residence.
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The Enroll New Member: Autoship Rewards 
Program page opens. 

The new member has the following choices:

•	 Yes, I want to enroll as an independent 
Isagenix Associate and participate in the 
Autoship Program for an annual fee, which 
will provide valuable benefits (this is the default 
selection).

•	 No thanks, please show me other options.

Make a selection, then click the Continue button.

If the new member selects No thanks, please 
show me other options, the New Member 
Account Information page opens.

The following Account Options are listed at the 
top of the page:

•	 Independent Isagenix Associate Account 
(with Autoship) (this is the default selection)

•	 Independent Isagenix Associate Account 
(without Autoship)

•	 Preferred Customer Account (with 
Autoship)

•	 Preferred Customer Account (without 
Autoship)

Make a selection, then scroll down the page to 
enter the Account Information.

Personally Enrolled: Enroll New Member (continued)
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First, the new member must create a Username 
and Password. 

Note: the Username will be the first part of the 
new member’s Isagenix Associate Web site. The 
Password must be at least 6 characters and is 
case-sensitive.

Next, enter the new member’s Application 
Information.

Enter the Company Information, if the new 
member is signing up as a company.

Check the I agree with the Policies and 
Procedures box indicating the new member 
has read and understood the Policies and 
Procedures.

Click the Continue button to proceed.

The Enroll New Member: Initial Order page 
opens. 

Use the Product Category menu on the left side 
of the page or the Quick Search function to 
easily locate products. (Circled in red) 

Personally Enrolled: Enroll New Member (continued)
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Enter the quantity under Wholesale if product 
will be used by the new member or their 
immediate family.*

Enter the quantity under Resale if product will 
be re-sold through the new member’s Isagenix 
business.*

Click the Add to Cart button to place items in 
the Shopping Cart. 

The Shopping Cart will remain visible as you 
scroll down the page.

Click the Continue button in the Shopping Cart 
when finished.

The Enroll New Member: Initial Order page 
opens. 

Review the initial order and make any edits 
desired. 
Click the Continue Shopping button to add 
more products.

Enter the new member’s payment and shipping 
information.

Click the Continue button at the bottom of the 
page when finished. (Not shown)

Personally Enrolled: Enroll New Member (continued)

*Only for new members that enrolled as an independent Isagenix Associate, 
Preferred Customers will see Wholesale only.
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The Enroll New Member: Autoship Setup page 
opens.**

Autoship provides benefits like:
•	 Scheduled delivery and the lowest prices on 

Isagenix products, including our popular Paks 
and systems

•	 Savings on annual membership, which 
provides access to member’s own 
personalized Isagenix Web site and online 
office.

•	 Click the Setup My Autoship button.

The Enroll New Member: Autoship Order page 
opens.** 

Review the items in the new member’s Autoship 
Order.

Click the Continue Shopping button to add or 
remove products. 

Review all Payment and Shipping Information.

Select a Shipping Date. (Circled in red) 

Note: the Shipping Frequency will be every 
30 days from the Shipping Date.

Click the Continue button at the bottom of the 
page when finished. (Not shown)

Personally Enrolled: Enroll New Member (continued)

**Only for new members that selected the “with Autoship” option on their Account.
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Review the items in the new member’s Initial 
Order (Brown area at the top of the page)

Click the Edit Order button to add or remove 
products, or change payment or shipping 
information.

If the new member set up an Autoship Order, it 
will be displayed at the bottom of this page. (Blue 
area)

Review the items in the new member’s Autoship 
order. 

Click the Edit My Autoship button to add 
or remove products, or change payment or 
shipping information.

Please keep in mind:
•	 All sales of products marked as “perishable” 

and sales tools are final. 
•	 Shipping and handling fees are final.
•	 Orders placed cannot be reversed. 

Click the Process Order button when finished.

Personally Enrolled: Enroll New Member (continued)
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The New Member Enrollment Receipt page opens.
Be sure to print the receipt or write down the 
following information before closing the page: (Circled 
in red) 

•	 Isagenix ID
•	 Username
•	 Order Number

Scroll down to the bottom of the page.

Isagenix E-Mail Subscriptions
•	 Select the news and information you wish to 

receive in your inbox from Isagenix®. 

•	 Click the link to Manage Your E-Mail 
Subscriptions. Note: You may change your 
subscriptions at any time by using the link on the 
My Profile mainpage.

Official Isagenix Social Media presence...
Click the links to:

•	 Become a Facebook fan

•	 Follow Isagenix on Twitter

IsaDiary Subscription

•	 Check the box to receive the free IsaDiary 
daily coaching e-mails that have helped tens of 
thousands achieve success with the Isagenix 
system. (By default this box is checked)

•	 Click the link to learn more about IsaDiary.

•	 Select either the 9-Day, 30-Day or Total Health 
and Wellness system.

•	 Enter your email address and your name.

•	 Click the Subscribe button when finished. (Circled 
in red.)

Congratulations! The New Member Enrollment 
Process is now complete.

Personally Enrolled: Enroll New Member (continued)
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The Personally Enrolled Summary page gives a 
representation of your team, broken down by:
•	 Recognition Rank
•	 Paid As Rank
•	 Left (active)
•	 Right (active)
•	 Left (total)
•	 Right (total)

Note: Information on this grid is subject to 
change and is representative only of the current 
moment.

Personally Enrolled: View Personally Enrolled-All
The Personally Enrolled-All page shows a listing 
of all the members you have personally enrolled, 
both active and inactive.  

All of your Personally Enrolled members’ 
pertinent information is included here, such as 
their name, join and renewal dates, their next 
Autoship dates, ranks, and other detail. 

Associates who are within 60 days of their 
membership expiring are highlighted in yellow, 
while those whose memberships have already 
expired are highlighted in red. 

Click on Member ID link to see a listing of each 
member’s personally enrolled Associates.

Personally Enrolled: View Personally Enrolled Summary
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The Personally Enrolled-Renewed page shows 
a listing of all the members you have personally 
enrolled who have renewed their memberships.  

As with the View Personally Enrolled-All area, 
you will see their Member ID, name, the date 
they joined your team, their renewal date, their 
achieved rank, and so on.  

An item of interest is your ability to see 
the Personal and Business Volume they’ve 
generated over the past 30 days.

Personally Enrolled: View Personally Enrolled-Non-Renewed
The Personally Enrolled-Non-Renewed page 
shows a listing of members you have personally 
enrolled whose memberships have expired.  

Use this page to easily see those members who 
may have inadvertently let their memberships 
lapse. Be sure to contact them and encourage 
them to renew so they can enjoy the all benefits 
of membership!

Personally Enrolled: View Personally Enrolled-Renewed
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The Isagenix Global Team Compensation Plan 
(International Sponsorship) is composed of the 
current North American Team Compensation 
Plan and the new Generation Bonus Plan. The 
plan is open to all qualified North American 
associates.

International Sponsorship gives you the ability 
to sponsor people in any country where Isagenix 
has a presence including Australia, New Zealand, 
Hong Kong and Taiwan.

Follow these steps to submit an Independent 
Isagenix Regional Application:

•	 Check the box to acknowledge that you are 
an Isagenix Independent Associate in good 
standing.

•	 Enter your e-mail address, then re-enter to 
confirm.

•	 Note: Your current status must be active.
•	 Check the boxes to indicate that you agree 

with all Terms and Conditions 
•	 Click the Continue with International 

Registration button.

The International Sponsorship page opens.   

Note: Only those Sponsorships that are available 
for you to purchase will be displayed. 

•	 Select the Sponsorship you would like to 
purchase by checking box under Buy.

•	 Click the Buy Now button.

The Review & Confirm page opens.

•	 Review your order and confirm your Payment 
Information

•	 Click the Place Order button at the bottom of 
the page when finished. (Not shown)

International Sponsorship
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The Placement Tree diagram is an excellent 
visual tool for managing your organization.  
 
The Business Volume (BV) Summary is broken 
down by week, including information on how 
each of your team legs are performing.  This 
section also shows you what is needed to 
generate your next cycle.

Use the links in the center of the page to view:
•	 Member’s Personally Enrolled
•	 Calendar of Events
•	 Conference Call Schedule

Use the Search feature to quickly locate the 
Placement Tree of someone in your downline. 
This will be especially useful as your team grows. 

Simply enter their name or Member ID, then 
click the Search icon.

Click the Top of My Tree button to return to 
your Placement Tree at any time.

Your Placement Tree diagram is at the bottom 
of the page. This is a graphical representation 
of your entire downline.  

Your name is at the top of the diagram, and 
then your team breaks off into your right and 
left legs from there.  

The icon for each Associate contains a snapshot 
of their information, such as, their next Autoship 
date, how long they will remain active, how 
much personal volume they have generated, and 
their rank.

Note: Renewed members are represented as a square icon in the Placement Tree diagram. Non-
renewed members are represented as a circle icon. To view the Placement Tree of any member of 
your downline team, simply click on their icon. 

My Downline: View Placement Tree
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The Star icon next to Associate is a Bookmark 
link. 

The Bookmark feature is a useful tool for 
tracking the members of your downline as your 
team grows. This tool allows you to Bookmark 
members of your downline, giving you quick, 
easy access to their information.

Follow these steps to Create a New Bookmark 
Folder:

•	 Click Access Bookmarks. (Cirlcled in red)

•	 Select Bookmarks from the drop-down list.

The Manage Bookmarks window opens.

•	 Click the New Folder button. (Circled in red) 

•	 Type the folder name, then click the Create 
button. (Circled in red)

•	 Close the Manage Bookmarks window.*

Follow these steps to Add a Bookmark:

•	 In the Placement Tree diagram, click the Star 
Icon next to the Associate you would like to 
Bookmark. (Circled in red)

The Manage Bookmarks window opens.

•	 Select the Folder you would like use for this 
Associate.

•	 Click the Add button. (Circled in red)

•	 Close the Manage Bookmarks window.*

My Downline: View Placement Tree (continued)

*After closing the Manage Bookmarks window, PC users must refresh the screen to see the changes. Keyboard shortcut: CTRL+R
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Follow these steps to Access Bookmarks:

•	 Click Access Bookmarks. (Circled in red)

•	 Select the Associate’s Bookmark from the 
drop-down list. (Circled in red)

Note: the Associate’s name will be displayed 
under their assigned folder.

The Placement Tree page of the selected 
Associate opens.

This page gives you a snapshot of information 
regarding the selected Associate, including their 
BV Summary,  Downline Activity and Placement 
Tree diagram.

Click the Top of My Tree button at any time to 
return to your Placement Tree page.

My Downline: View Placement Tree (continued)
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Your Compensation History and Compensation 
Plan Details are just a click away. You can also 
find your current contest points on the My 
Compensation page.

The following sections are found on the My 
Compensation page:

Compensation Detail
•	 View Compensation History
•	 View Compensation Plan Details

Compensation Summary
This area shows the details of your current cycle 
and any qualifiers you must meet to retain your 
active status, or reactivate, if applicable.

Contests
•	 My Contest Details
•	 My Contest Details (previous month)
•	 View Contest Details

The My Compensation area (circled in red) shows how 
much Business Volume (BV) you need in order to 
generate your next Cycle. 

Contests
Follow these steps to View Executive Leadership 
Bonus Pool*:

•	 Click the My Contest Detail link on the My 
Team mainpage. 

The Executive Leadership Bonus Pool page 
displays your 13-week Net Cycle Benchmark, 
Weekly Net Cycle Growth, Weekly Qualification 
and Qualified Net Cycle Growth.

For more information, click the View Contest 
Details link on the My Team page.

My Compensation Page Overview

* North America only. Ends August 22, 2010. 
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Follow these steps to View Compensation 
History:

•	 Click the View Compensation History link. 

The Compensation History page opens, showing 
a detailed view of your compensation, broken 
down by month.

The first column shows your Earnings Subtotal. 
That figure is broken down further across the row.

•	 Use the drop-down lists at the top of the 
page to select the Start Date and End Date of 
a timeframe you would like to view.

The graph at the bottom of the page displays 
your earnings for the selected timeframe.

•	 Move your cursor over each point on the 
graph to see your Earnings Subtotals for that 
month.

Follow these steps to View Weekly Details:

•	 Click the plus sign next to each month to see 
a breakdown of each week. 

Note: only those weeks that you generate 
earnings will be displayed.

•	 Click the View Report link (circled in red) to see 
a copy of your Commission Statement for 
that particular week.

Compensation History
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The My Profile page gives you direct links to the 
information you access most often, including 
an easy way to access and personalize your 
Associate Web site.

The My Profile page has the following sections:

•	 General Information
•	 Addresses
•	 Telephone Numbers
•	 Placement and Compensation
•	 Payment Methods Information
•	 Tax Information

There are also buttons on the left column, under 
the Member Details section to:

•	 Customize your Home Page
•	 Manage your E-mail Subscriptions

General Information
The General Information section contains basic 
information specific to you, such as your name, 
e-mail address and date of birth.  

Follow these steps to Edit your General 
Information:

1. Click the Edit button in the General 
Information section of the My Profile page.

2. Make the desired changes.
3. Click the Save button.

You also have the ability to edit the following:

•	 Recognition Name: Name used for any awards you may receive from Isagenix.

•	 Preferred Language: Language used to display content in your Associate Back Office.

•	 Password and User Name:  Changes made to these items take effect immediately. You will need 
to use the new login information the next time you sign in to your Associate Back Office.

•	 Display Name: the name that appears in the Main Navigation Bar at the top of the screen.

My Profile Page Overview
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The Addresses section displays your default 
Mailing and Shipping addresses. While these 
two addresses are the only ones displayed on 
the My Profile page, you can view all of your 
saved addresses in your Address Book.

Follow these steps to Open your Address Book 
and View/Edit/Delete Addresses:

1. Click the Edit button in the Addresses 
section of the My Profile page.

Your Address Book opens.

2. Click the Edit button next to the address you would like to update, then enter the desired 
changes, or click the Delete button to remove the address permanently.*

3. Click the Save button when finished.

 
Follow these steps to Add a New Address to 
your Address Book:

1. Click the  Edit button in the Addresses 
section of the My Profile page.

2. Click the New button at the bottom of the 
Address Book page.

3. Enter the information. 

Note: you have the option to set this new 
address as your default Shipping, Mailing 
and/or Autoship address.

4. Click the Save button when finished.

Note: your default Mailing, Shipping and Autoship addresses do not have to be the same. 
For example, if you have a PO box that you would prefer to use to receive Isagenix mailings, then 
set that as your default Mailing address. Product orders cannot be delivered to a PO Box, so 
set another address as your Shipping address. You may then set a third address as your default 
Autoship address, or use the default Shipping address again.

Address Book

*You will not be able to delete an address that is saved as a default Mailing, Shipping or Autoship address. First, designate another 
address as the default, then delete the old address.
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Follow these steps to View/Edit/Add Telephone 
Numbers:

1. Click the Edit button.

The Edit Phone Numbers page opens.

2. Enter your Day, Night, Mobile and Fax 
numbers, if applicable.

3. Select either your Day, Night or Mobile 
number as your Primary Contact Number. 

For example, this would be the number that 
Customer Service would use to contact you.

Placement and Compensation
The Placement and Compensation section allows 
you to specify whether you would like your new 
Associates placed in your left or right sales 
team, as well as, how you would like to receive 
compensation from Isagenix.

Follow these steps to Edit Placement and 
Compensation:

1. Click the Edit button.

2. Select a Preferred Placement from the drop-
down list.

Note: Preferred Placement applies to 
Associates who enroll on your team through 
your Isagenix Associate Web site, as opposed 
to being personally enrolled. Selecting a 
Preferred Placement option allows you to 
determine the default placement of new 
Associates in your sales team.

3. Select a Method of Compensation Payout 
from the drop-down list. This allows you to 
determine how you will receive compensation 
from Isagenix.  

Telephone Numbers
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The Payment Methods section shows your 
default payment method.

Important Note: For security reasons, you 
cannot edit saved payment information. If a 
credit card is invalid or expired, you must first 
delete the payment information, then re-enter it 
as a new method of payment.

Follow these steps to Delete a Payment 
Method:

1. Click the Edit button.

The Payment Methods page opens. This page displays all of the Payment Information you have 
saved in your profile.

2. Click the Delete button for the payment method you would like to remove.

Note: Once you click the Delete button, the stored information for that method of payment is 
permanently removed from your profile and cannot be retrieved.

Follow these steps to Add a Payment Method:

1. Click the New button at the bottom of the 
Payment Methods page.

The Add New Payment Method page opens.

2. Select the Payment Type, then enter the 
Payment Information.

3. Scroll down the page to enter a new billing 
address, or select one from your Address 
Book.

Note: The address must match the address 
on file with the credit card company, or your 
payment will not process correctly.

4. To enter a new billing address, select the Enter a New Address radio button.

5. Click the Save button when finished.

Note: Your new payment method is not automatically associated with your Autoship order.  If you 
would like to use this new payment information for your Autoship order, you would first need to go 
to My Orders and modify your current payment information for your Autoship order.  

Payment Methods
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All Associates automatically receive an Isagenix 
Web site (also called your replicated Web site, 
or Home Page) upon enrollment. 

This site allows you, as an Isagenix Associate, to 
sell Isagenix products and enroll new members 
through an Isagenix-compliant Web site. 

Your Web site address is found under My Web 
site Configuration. (Circled in red)

Follow these steps to Customize your Home 
Page:

1. Click the Customize Your Home Page button 
on the My Profile page.

2. Select your Start Page from the drop-down 
list. For example, if you select Nutrition, 
the main area of your replicated site will 
display information on Isagenix Nutritional 
Supplements, including a video.

3. Select either Use Default Content or Use 
Custom Content 

Note: Selecting Custom will allow you 
to upload a picture and create your own 
message. See instructions on next page.

4. Check the box to add a lead capture form to 
your About Me section. 

5. Select your Site Language.

6. Under Content Setup, enter your Associate 
Web site URL. Note: Your User Name should 
appear here by default, but you have the 
option of entering another name.

7. Enter your Display Name, Phone Number, and E-mail Address.*

8. Review the Default Message. If you would like to customize this message, see instructions on 
the next page. 

9. Click the Save button when finished.

Customize Your Home Page

*Note: Your Isagenix Web site will display the information you provide on the My Web site Configuration page. In order to protect your 
privacy, this information is not necessarily the same as your Personal Information, unless you intentionally set it that way. If you make a 
change to either, the other is not updated.



Associate Back Office My Profile

 MY PROFILE | 30

Follow these steps to Setup Custom Content:

1. Select Use Custom Content, in the My Web 
site Configuration section. (Circled in red)

2. Under Content Setup, enter your Associate 
Web site URL. Note: Your User Name should 
appear here by default, but you have the 
option of entering another name.

3. Enter your Display Name, Phone Number, 
and E-mail Address.*

4. Click the Choose Photo button to upload a 
photo, if desired. 

5. Locate the file, and select Open in the 
Upload file window.

6. Click the Upload button.

Important Notes: 

•	 When using images, please check the 
pages on which they display so you 
can be sure that the size of your image 
matches the layout of the site.

•	 Uploaded photos should not exceed the 
height of 880 pixels and width of 460 
pixels.

•	 For compliance purposes, it may take 
up to 2 business days for any uploaded 
images to be authorized. You will receive 
an e-mail once the image has been 
reviewed.

7. Enter your Custom Message, in the area 
provided. 

8. Apply text formatting.

9. Click the Save button when finished.

Customize Your Home Page (continued)

*Note: Your Isagenix Web site will display the information you provide on the My Web site Configuration page. In order to protect your 
privacy, this information is not necessarily the same as your Personal Information, unless you intentionally set it that way. If you make a 
change to either, the other is not updated.
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Isagenix Web site
Click your Associate Web site Address link at 
the top of the My Associate Web site page to 
preview your site.

Your Isagenix Web site is very similar to the 
Isagenix Corporate Web site, with a very 
polished look and feel.  

Your name and your Web site address are 
displayed in the upper left corner of the page.

The Contact Me link presents another page 
providing your contact information and other 
information about you. All these items are 
customizable on the My Profile page of your 
Associate Back Office.  

Visitors to your site can browse the latest 
product information, and then purchase 
Isagenix products from you using the Buy Now 
button.

Sign-Up and Save
Visitors can also learn about the Isagenix 
business opportunity, and are given the option 
of becoming an Isagenix Associate using the 
Sign Up and Save button. 

Note: Enrolling through this link places 
them in your downline according to the 
Preferred Placement option you selected on 
the My Profile page, under Placement and 
Compensation.
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The Sign Up Recommendation page lets you 
choose products you would like to recommend 
to new Associates or Preferred Customers at 
time of sign-up.

Follow these steps to create a Sign Up 
Recommendation:

1. Go to My Profile on the Main Navigation Bar.
2. Select Sign Up Recommendation from the 

drop-down menu. (Circled in red)

3. Make a selection for each country, then click 
the Save button.

Note: Sign Up Recommendation applies to 
Associates who enroll on your team through 
your Isagenix Associate Web site, using the 
Sign Up and Save option.

Sign Up Recommendation
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Select the news and information you wish to 
receive in your inbox from Isagenix®. Whether it’s 
articles on our products, business opportunity, 
local events or much more— we’ve got you 
covered. You can change your subscriptions at 
any time.

Manage E-mail Subscriptions
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Whether you need to find the latest Corporate-
sponsored event, a local event, or to submit your 
own event, the My Events page gives you the 
information you need quickly. You can also see 
all of your upcoming reservations on this page.

The following sections are found on the Events 
page:

•	 Upcoming Corporate Events 
•	 Upcoming Associate Events
•	 My Registrations
•	 Downline Registrations

Corporate Events
Follow these steps to View Upcoming 
Corporate Events:

1. Click the Company Events link under 
Upcoming Corporate Events

2. Use the drop-down Country Selector menu, 
or use the default selection, All Countries. 

3. Scroll down the page to locate an event and 
view event details.

Events Page Overview
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Follow these steps to Register for a Corporate 
Event:

1. Click the Register button next to the event 
you would like to attend.

2. Read the Registration Instructions carefully; 
these may be different for each event.

3. Enter the number of tickets you would like 
to purchase. Note: you will be able to assign 
names to each ticket after your purchase is 
complete.

4. Enter the name of the Star Consultant, or 
above, that invited you. (If applicable)

5. Click the Purchase Tickets button.

6. Review all of the information on the Review 
& Checkout page and edit as necessary 
before placing your order. 

7. Enter your payment information.

8. Click the Place Order button. (Not shown)

Assign Names to Tickets
Follow these steps to Assign Names to Tickets:

1. Go to the My Registrations section on the 
Events main page. 

2. Click the link to the event that you like to 
change or assign tickets already purchased.

3. Click the Change button to re-assign tickets 
to another Associate or non-member.

4. Click the Assign button to assign tickets to 
another Associate or non-member.

5. Click Save when finished.

Register for Corporate Event
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Follow these steps to View Upcoming Executive-
Sponsored Events:

1. Click the Events Calendar link under 
Upcoming Associate Events.

2. Go to the Upcoming Local Events list on the 
right side of the page

3. Click a flag icon to select a country.

4. Click the link for your geographic area to 
view upcoming local events.

5. Registration information for these events 
is found under the Contact section for each 
event.

Note: The Events Calendar displays both 
Corporate Sponsored and Executive Sponsored 
events.

Isagenix® University
Everything you need to know about Isagenix, 
our products and compensation plan, you’ll learn 
at an Isagenix University. This event is both 
educational and inspiring and is a “must attend” 
for new Associates to help start your business.

Follow these steps to Register for Isagenix University:

•	 Select the Click here to register link under Corporate Events.

Executive-Sponsored Events
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Follow these steps if you are an Isagenix 
Associate and wish to host your own event:

1. Click the Submit Your Event button on the 
Library page

2. Enter your event details
3. Click the Submit button

Note: An e-mail will be created to submit your 
event details. Please attach digital photos 
(named accordingly) of each presenter to the 
e-mail.

The following is required when hosting your 
own Executive Sponsored Event:

Follow these steps if you’re an Isagenix 
Executive and wish to host your own event: 

1. Click on the two links (listed below) to 
access both of our compliance documents. 
Please be sure to print, sign and fax them 
BOTH back to: 480-726-8753 before moving 
onto the next step. (If you have already 
submitted these documents for a previous 
event, then please proceed to step 2.)

•	 Compliance Form - Event Host
•	 Compliance Form - Giving a Testimonial

(Adobe Acrobat Reader is required to 
view these documents.) 

2. Please e-mail all of the information to: 
associate_events@isagenix.net *

Submit an Event

*Please note: The Events Calendar is updated every week, so we encourage you to submit your event at least two (2) weeks prior to the 
event date.



Associate Back Office Tools

 TOOLS | 38

Use the Tools page to find recruitment tools, 
sales tools or access partner sites.

The following links are found on the Tools page:

Recruitment & Sales Tools 
•	 Our recruitment tools allow you to share key 

videos or content that you can forward to a 
friend.*

•	 Our sales tools provide the product and 
coaching information you need to build your 
Isagenix® business.

Corporate Blogs 

•	 Access all of the latest and greatest 
information about products, incredible deals, 
breaking news, tips to build your business 
and much more are now in one place online!

•	 Get answers to some of the most commonly-
asked product questions and more!

•	 Download our weekly training calls straight 
to your iPod, send your prospects a simple 
link to the audio or even listen in to the 
recorded calls from one place.

Partner Sites 
•	 Our partner sites are created by our leaders to help you educate, mentor and lead your 

downline members.

The following link is found on the Tools drop-down menu:

•	 MyIsagenix

MyIsagenix is your Isagenix Front Office which will enable you to:

•	 Market your Isagenix business on the Internet (through our exciting new tool called SPOT 
Marketing and two personal marketing Web sites for each Associate)

•	 Attract and capture prospects and purchase leads

•	 Communicate with and convert leads to new Isagenix members

Tools Page Overview

* The Forward-to-a-Friend feature is a service provided for the benefit of Isagenix® Independent 
Associates Isagenix does not gather or store any information from this function or from these sites.
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MyIsagenix is a new prospecting support tool 
for Isagenix Associates. 

Follow these steps to open MyIsagenix: 
•	 Log in to your Associate Back Office.
•	 Go to the Tools menu and select MyIsagenix. 

(circled in red)

•	 Choose Go to MyIsagenix.
•	 Click the MyIsagenix Manual link on the MyIsagenix Home page for a complete user guide.

Selecting a Subscription
If you are relatively new to network marketing, 
but want to try your hand at building a business, 
or would just like to earn enough commissions 
to pay for your own products, then we suggest 
you stay on Autoship and select the FREE Entry 
Level subscription.

For those wanting to try marketing your 
business on a social networking site, like 
Facebook, you can step up to the New Business 
Builder subscription (only $9.95/month if on 
Autoship) and build your own lead capture 
forms (SPOTs) to share on the web.

If you would like to be contacted immediately 
when a prospect completes one of your 
SPOTs, select either the Experienced Business 
Builder ($19.95/month if on Autoship) or Elite 
Business Builder ($29.95/month if on Autoship) 
subscriptions which both include Instant 
Contact minutes.

Follow these steps to change your MyIsagenix 
subscription*:
•	 Go to your Associate Back Office.
•	 Go to the Tools menu and select MyIsagenix. 

(circled in red)

•	 Choose Change Subscription.

MyIsagenix

*Please note that any changes you make today will go into effect during the next billing cycle.
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The Library is where you will find all the 
resources to help build your business.

At the top of the page, under the Isagenix logo, 
you will find a Country Selector drop-down 
menu. There are also links to view the Library in 
different languages.

Use the search field in the upper left column to 
quickly locate materials within your Associate 
Back Office Library.

The Resource links in the left column will remain 
visible on any page in the Library to make 
navigating the site easier.

Search for local events using the drop-down list. 
There is also a button to Submit Your Event on 
this page.

Your Associate Back Office Library is the place to find:
•	 Marketing Materials: Browse our huge selection of downloadable marketing materials, designed 

to help your business soar
•	 10 Steps to Success: Steps to becoming a successful entrepreneur in Isagenix
•	 Webinars: Our training videos focus on the precise steps to help jump-start your Isagenix 

business to incredible success.
•	 Isagenix University: Get the training and tools to begin your journey toward greater health and 

financial freedom
•	 Business Training: Learn how to increase your business from Isagenix Co-Founders and top 

earners
•	 Product Training: Our product webinars and guides allow you to add to your product 

knowledge to better share the Isagenix experience
•	 Call Schedule and Archive: View our most up-to-date schedule of business and training calls 

here
•	 eNews and IsaNews Archives: Miss an edition of eNews? No worries... we have past issues here
•	 Healthcare Professionals: Learn how to approach a healthcare professional or set up your own 

healthcare professional Isagenix business.
•	 Compliance: Policies & Procedures, Forms & Letters, Internet Use Guidelines, and Marketing the 

Compliant Way

Library Overview
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Follow these steps if you are an Isagenix 
Associate and wish to host your own event:

1. Click the Submit Your Event button on the 
Library page

2. Enter your event details
3. Click the Submit button

Note: An e-mail will be created to submit your 
event details. Please attach digital photos 
(named accordingly) of each presenter to the 
e-mail.

The following is required when hosting your own 
Executive Sponsored Event:

Follow these steps if you’re an Isagenix 
Executive and wish to host your own event: 

1. Click on the two links (listed below) to 
access both of our compliance documents. 
Please be sure to print, sign and fax them 
BOTH back to: 480-726-8753 before moving 
onto the next step. (If you have already 
submitted these documents for a previous 
event, then please proceed to step 2.)

•	 Compliance Form - Event Host
•	 Compliance Form - Giving a Testimonial

(Adobe Acrobat Reader is required to 
view these documents.) 

2. Please e-mail all of the information to: 
associate_events@isagenix.net *

Submit an Event

*Please note: The Events Calendar is updated every week, so we encourage you to submit your event at least two (2) weeks prior to the 
event date.
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The Reports page gives you a quick and 
convenient access to a wide array of data, from 
– recent enrollments in your team, to orders 
placed in your downline.

The following sections are found on the Reports 
page:
•	 Member Reports
•	 Downline Reports

Member Reports contain information specific to 
enrollments on your team.  
This report will show:
•	 Members you have personally enrolled in 

your team
•	 Members on your team who have not 

renewed their Isagenix membership
•	 All members on your team for the past 

month broken down by team leg  

You can also download both the Personally Enrolled - Renewed and Personally Enrolled - Non 
Renewed reports in an Excel file.

The Downline Reports column contains reports showing:
•	 Orders placed by your downline team
•	 Any event registrations your team has made

Be sure to review your available Reports, as they will help you effectively manage your Isagenix 
team.  

More Reports will be added periodically, so make sure to check this page often.

Reports Page Overview
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To open this page, go to the Help menu and 
select Contact Us from the drop-down list.

This page provides contact information for 
Isagenix World Headquarters and Isagenix 
Puerto Rico.

Click the Map link to see directions to the 
Isagenix offices in Puerto Rico.

Other useful links on this page include:
•	 Printer-friendly version
•	 E-mail 
•	 Social Media
•	 News and Media Inquiries 
•	 Event Inquiries
•	 Product Questions

Information regarding Tours of the World 
Headquarters,  and Customer Care hours and 
phone numbers are also found on this page.

Tutorials
To open this page, go to the Help menu and 
select Tutorials from the drop-down list.

This page provides a list of all the on-line 
tutorials available for your Associate Back 
Office.

Contact Us
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