How to Enter Submission Dates for Contracts
Step 1 – Go to Promo Tool – Retailer Promotions
[bookmark: _GoBack]Brand/Retail Summary is first screen
Select the Retail Account 
Select Month to update
Hit Submit to initiate the search
[image: ]
Next Step is to Enter the Submission Date.  For each Promotion, Click on the Header Detail (see above) 
Use the Calendar Icon to select the date and Hit Submit
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Continue this until all Submit dates have been entered.


How to Delete a Contract
Step 1 – Go to Promo Tool – Retailer Promotions
Select Brand/Retail Summary
Select the Retail Account 
Select Brand to search all Promotions for a Brand at a certail Retail account
Hit Submit
[image: ]
Next Step is to Select the Promo to Delete.  Click on the Header Detail (see above) 
Click in the Small Box - Deleted and Hit Submit.  Do not do this unless you are sure you need to delete.
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How To Edit a Contract
Step 1 – Go to Promo Tool – Retailer Promotions
Select Brand/Retail Summary
Select the Retail Account and Brand to Edit.  You can also search Month if needed to Narrow the Search
Hit Submit
[image: ]
Next Step is to Select the Promo to Edit.  Click on the Header Detail for the Promo that needs editing. 
Any field that has a BOX can be edited.  Make sure that all the items included in a promotion have the same discount terms, i.e. same MCB% discount, same Scan amount.  If they vary by item, you must enter using the Edit Detail.
Hit submit when all changes have been made.
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image1.png
il Distributor Promotions Summar, X @ Promotions Management —Ret: X 4 - X m - Outlook

H P Type here to search

oM

& oaone

& ilevelbrand: tailer-i -header-list Q % &£ H » A 3
€ c o ) e File  Home Send/Receive View Add-ins Help Q  Tell me what you want to do
P ) NewEmail ~ | [i] Delete v [ Archive B Move~ Reply ) Reply Al —> Forward | [&] Managemen... ~ Unread/ Read B ~ v || search people v Y Insights | *
i 1 eve 1 HOME OUR DIFFERENCE OUR TEAM OUR BRANDS OUR RETAILERS CONTACT US )  Reply € Reply a 88 fa P 8y D insig o
@ v
BRANDS o9 G s
- Search Sent Items O | current Folder ~
Add Promo - Category ~ Add Promo - UPC ~ Brand Detail ~ Edit Detail Main Menu  Logout v Favorites RE: Albertsons Safeway We...
Inbox Unread ByDatev T Slel>
. Sent Items. IFSERERS Subject Sent v <l - Ginger
Brand / Retailer Summary To +9 others 434PM
Drafts B} (]
Cc +4others
AR SMTeam [ Moe Abdelrasoul ‘SAVE the DATE - 10th Annual Central Market Supplier Vendor Showcase Wed 12/11/2019 4:41 PM 1 N
Retailer Brand ibutor Warehouse Month HiMoe — just got this from Ron about Central Market showcase. If interested, please contact Ron asap. Thx Ginger Hi everyone 5o as you may have noticed,
Select Retailer Select Brand ‘Select Distributor Select Warehouse Select Year ‘Select Month s o
Anold - Giant Landover AMAZING HERBS Frontier Co-Op Atlanta 2020 January v ginger@ilevelb... [ Moe Abdelrasoul  Fw: Albertsons Safeway West Wave 3 Reviews. Wed 12/11/2019 4:40 PM 1 you have been receiving emails like this
Ahold - Peapod ATRANTIL JACOBSEN SALT Bloomington 2021 February . Hey Moe - 5o for the new Protein Crisps — are you thinking crackers or protein type sets for placement. Albertson West is reviewing Crackers in Wave 3. Let me know what you think. from Account Managers to help them
Ahold - Stop & Shop BEE LOCAL KeHE Chesterfield March v Inbox i i
Ajs BETTER BOOCH Other - Use Notes. Chino April - [ Michael Fox; Julie Fox SAVE the DATE - 10th Annual Central Market Supplier Vendor Showcase Wed 12/11/2010 4:40 PM 1 determine brands to submit for reviews. It
Balls Food Stores-Hen House/Price Chopper BLENDTOPIA SUPERVALU (MARKET CENTRE) Dallas May Vv ileve Hiall — just got this from Ron about Central Market showcase. If interested, please contact Ron asap. Thx Ginger takes a lot of time for Account Managers to
Barons BRAIN JUICE Threshold Dayville June « A- Submit to Pr... reach out to ALL possible brands for a
Beuhlers BRITTANIES THYME UNFI East DENVER July Mecca Smith RE: Turnpike Report Wed 12/11/2019 436 PM 4 review and discuss the pros/cons of
BigY BUCHA LIVE KOMBUCHA UNFI Wellness. Douglassville August Admin I don't want it published yet | don't think - let's look more together. Dana is out moving this week — next week? L N P
Bristol Farms CLEANWELL UNFI West Flower Mound ‘September submitting for review at an account.
Brookshire Brothers DE NIGRIS Greenwood October Chasity Ron Tappan RE: SAVE the DATE - 10th Annual Central Market Supplier Vendor Showcase Wed 12/11/2019 435 PM 3
=L - e e Do s 1 e it e o5 The expecttonis hat ou, s the rand
Donna Henry Jimenez: Andy .. RE: Albertsons Safeway West Wave 4 Reviews Wed 12/11/2018 435 PM s Manager, will be able to give some
peramai L h
cileen Here is another email - same expectation as previous email. Thx Ginger guidance about whether or not a brand
T— Draft] Henry Jimenez... R: Albertsons Safeway West Wave 3 Reviews Wed 12/11/2019 434 PM 1 would want to be submitted to a
Hi everyone — so as you may have noticed, you have been receiving emails like this from Account Managers to help them determine brands to submit for reviews. It takes a lot of time retailer. Many times the slotting
Records 1-25 0f 3710 Mark Mont o requirements are prohibitive but an
Julie my Wed 12/11/2019 422 PM 4 " .
New ltem - Pe... Ginger Mofihen OO 1 evel srands Account Manager will not have that insight
pendin about a Brand's strategic goals and
S 9 0 e FW: Promo Tool Wed 12/11/2019 3:10 PM 1 whether or not they should be
Submitted From: Ginger Molthen presented. Cost is sometimes a factor, but
> Action Emails [ promos@infretailers.... Fw: NPO - Tosi March Wed 12/11/2019 3:02 PM 1 also the ability to supply larger accounts
S AeT Thank you! Ginger and it just may not be the right timing.
Header | tem | Clone 4| ST.BENOIT | UNFIWest | Moreno Lassen's August | 649241929093, | 10.00% | $0.00 | $0.00 | $0.00 .
g considering the brands sales data (or lack
Detail | Detail | Promo CREAMERY Valley Natural 649241929109, ~ Brands @ Jim Lewis: Ron Tappan Fw: Promo Tool Wed 12/11/2019 2:26 PM 1 8 (
e 649241929116 From: Ginger Molthen thereof).
»  A-Onboardin...
David Abrahams  RE: Brand Sup Wed 12/11/2018 202 PM s
To Do Blue... Please make every effort to respond to
Header | ltem | Clone 4 | ST.BENOIT | UNFIWest | Moreno Lassen's October | 649241929093, | 10.00% | $0.00 | $0.00 | $0.00 1 still think 750 — she is fantastic h £ emails with 48 h, h
Detail | Detail | Promo CREAMERY Valley Natural 648241929109, Q these types of emails with 48 hrs, so that
Food 649241929116 Ny B o coe [ christine Brown 50 here are my notes. Let me know what else is approved. Wed 12/11/2019 1:45 PM 9 +ha Acrcauint Manacar can nracaad ta tha
» G Ginger Molthen COO_iLevel Brands ~] [ >
Privacy-Terms. ftems: 11,166 L\ Reminders: 1 Al folders are up to date.  Connected to: Microsoft Exchange [ Display Settings | [CT] = 1} + 100%
https://c0abAST4.caspio.com/dp/36606000cd2d0be837414454acddappSessio

12/11/2019




image2.png
M Disiutor Promtions Summan, X @ Promotions Maragement-Vie: X ok

€ 5 C 8 lesbndscomie

=/

ilevel HOME  OURDIFFERENCE

o
e
i S
S
e
. |
[ |

.
e

Fle  Home

] NewEmail +

Q

ginger@ilevelb
“inbox
vilewl
< A-Submitto
Admin
Chasity
Dana
Doma
Eileen
Hamnah
Mar Mot
Newtem - Pe.
encing
Submitied
> Acton Emails
> Admin
< brands
 AOnbosrain
To.Do Bie.

= R e

Send / Receive  View  Add-ins

Hap  Q Tellme what you want to do

[l oelete - 1 Arcive [ Move~ | € Renly € Reply Al —> Fonvard. | I3 Hanageren

<[ © unread/reas BB~ P~ | seacn

veopie | B W | B | O msights | -

sescsenens B ot = RE: Albertsons Safeway We...
Al Unesd .. Tels
EEN jea senw der [ ° Ginger
T o omen o
v Today Cc +4others
| 0 e ssmon s ot s cord it s e o - '
e I e vy -85y oy hve e,
| D Moe Abdetssout Aersons Sfeway Westwave 3 Reviews s o o You have been receiving emails fike this
L b s e - devrmine rans o submi o revows ¢
viall - just got this from Ron about Central Market showease. If interested, please contact Ron asap. The Ginger takes a lot of time for Account Managers to
rench o to AL possivie ron o
Vo pubshed et ot h 5ok e e, Dan i i mvig s ek« ekt etk enseny ‘ review and disuss the pros/cons of
o e " ’ N submitting for review at an account.
P e e et et i Ve e E—— B
e S v ettt oty e he o
b s i s e 5 T . Wanagenuil e sl to g some
e et s v e idaneeab whesher o ot rand
[Draft] Henry Jimenez.. RE: Albertsons Safeway West Wave 3 Reviews Wed 12/11/2019 434 PM. would want to be submitted to
TR retaier. Mony tmes the st
reairement ar rohifiv bt an
aboun o Brand'ssatsi o o
§ wie P promo Tool Wed 1271172018 370 0 1 whether or not they should be.
o g Vet presented. Cost is sometimes a factor, but
O romsostates.. e 1e0- s U —— . also the abilty to supply lerger accounts
i o may ot e th g i
s o g e T Wed 1271172019 226 0 B considering the brands sales data (or ack
e reot
s st e i £
D chiistine Brown 50 here are my notes. Let me know what else s approved. Wed 12/11/2019 1:45 PM. B # Manamar ran nrncaad tn the
peveis i s i Sllt 5
[Ty —r—— T [ I 1 T





