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1 About this document 
 
This is the preliminary documentation of VNet-Office .  
 
 
 

2 About VNet-Office 
 
VNet-Office  is a collection of Web-based services which support your network or direct-marketing sales 
structure best1. 
 
VNet-Office  is based on years of experience with Network-Marketing, Direct Sales and Distributed Sales 
Structures. VNet-Office  has been developed and programmed by digital-ecom GmbH . 
 
VNet-Office  offers unique support to your Network. 
 
VNet-Office is Internet-based software giving your Network and Sales Organisation extra benefits – both, in 
front end and backend. 
 
The front end tackles your structure, the entire sales force of your team. VNet-Office  is the only tool which takes 
care of their needs, shriving their productivity to new levels. 
 
Freshmen will find a tool helping them getting started in a rough business, professionals will find support for their 
day to day tasks. 
 
Companies will find a supportive tool for their team and themselves – helping to manage their business. That is 
done by the VNO Back-Office 2. 
 

2.1 digital-ecom GmbH Webservices 
 
The digital-ecom GmbH Webservices  consist of the following parts: 
 

·  A personalised Front-Web Page for every sales-partner 
·  An external shop on this Front-Web Page, allowing customers to buy products or apply as new partner3 
·  A dedicated application for every sales-partner, allowing performing day to day tasks optimised4 
·  An application for the company, allowing managing the company5 
·  A Virtual-Provisioning System (VPS), allowing fastest payments of orders6 
·  An Email-System, consisting of a dedicated Email Server plus a full-featured Email Client7 

 
Within those services, the following services are included as well: 
 

                                                   
1
 These webservices are labelled digital-ecom GmbH Webservices. 

2 VNO Back-Office is documented in a separate document. 
3 Companies might decide not to offer such an external shop. 
4 VNet-Office 
5 VNet-Office Back-Office 
6 The VPS is documented separately. 
7 Companies might decide not to offer Email services for their team. 
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·  A FAQ Server, allowing the company to edit FAQ’s as needed – both, for external audience as well as 
partners 

·  A News Server, allowing a company to publish news for external audience and partners 
·  A Meeting Server, allowing a company to manage events 
·  A mass mail Server, allowing a company to create and send mails to a group of customers or partners. 

 
All digital-ecom GmbH Webservices  are available in various languages – allowing to found and support 
international teams. 
 
The kind of features available to you and your Company is determined by the contract your Company chose. 
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3 Key Features of VNet-Office 
 
VNet-Office  offers support for the following day to day tasks: 
 

·  Managing your Contacts  
·  Managing your Tasks  
·  Managing your Sales Structure  
·  Accessing company approved Documents  and Materials  
·  Managing your Orders and Invoices  
·  Managing your Payouts . 

 
In the following, VNet-Office  will be described part for part. 
 

4 Language 
 
You first might want to set the language of the user-interface of VNet-Office . 
 

 
 
Pic. 1: Select Language 
 

On the top of the page you will find the  option. After clicking either the globe-icon or the word 
Language  you will get the opportunity to specify the language of the user-interface8. 
 

 
 
Pic. 2: Determine Language 

                                                   
8 Your language settings will be saved; they are available again the next time you run VNet-Office. You can alternatively specify language 
settings within Setup, compare  15.1, Language and other Settings, P. 59f. 
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5 Menu 
 

 
 
Pic. 3: The menu 
 
Use the menu on the left hand side in order to reach all features of VNet-Office . 
 
The menu might show sub-menus, depending on the menu-option selected. In Pic. 3: The menu, the sub-menu 
of Contacts  is displayed as well. 
 
Move the mouse over the single menu entries in order to retrieve a short description of the functionality of this 
option. 
 

 
 
Pic. 4: Menu – Control Tip Texts 
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The single menu options shown might vary from the screen-shots given. This depends on your Company. A 
company can control which options are available within the menu. 
 
In example, a company could restrict the display of tasks  within the menu, the box of My next tasks  or the 
Quick Links  available. 
 

5.1 Quick Links 
 
Quick Links  allow to easily jump to special parts of VNet-Office  (i.e. all your orders and invoices) or additional 
services of the digital-ecom Webservices  (i.e. the VPS or your email application). 
 
Your company can determine which options to show – therefore you might not see all possible Quick Links . 
 
Tip:  Inform your downline to use the Quick Link Order + Invoices  in order to pay their open orders by VPS. 
The faster they pay the faster you will receive provisions … 
 

6 Mouse Pointer / Control Tip Texts 
 
VNet-Office  offers various help when working with it. When moving the mouse over an object of the application, 
a short help will be given, stating what action this option offers. 
 
Ex.:  In Contacts, move the mouse over the table header Name and you will receive the hint, that clicking here 
will Sort By Name . 
 

 
 
Pic. 5: Control Tip Texts 
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When moving the mouse over special actions, i.e. the possible actions for a Contact, a tip is shown, too. 
 

 
 
Pic. 6: Control Tip Texts, Special Actions 
 

Whenever an action is possible, the mouse pointer changes to a finger ( ). 
 

Information is indicated by a mouse cursor of type Help ( ). 
 

7 Overview 
 

 
 
Pic. 7: Overview 
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Overview is the start screen of VNet-Office . You receive an overview about all your new contacts, tasks and 
messages. Additionally, the last company news are shown (if available). 
 

8 Contacts 
 
Use Contacts in order to add new contacts or to edit existing contacts. 
 

 
 
Pic. 8: Contacts 
 
 

8.1 Add Contact / Edit Contact 
 
Whether adding a new contact or editing existing contacts – use this, as a fresh mate, building your “100-list”. 
Being a professional, use this managing your contacts professionally. 
 



- (Preliminary) Documentation -  Autor: Uwe Gemsjäger <VNet-Office>
    
________________________________________________________________________________________________________________ 
 
 

 
________________________________________________________________________________________________________________ 
 

Seite 8 von 69 

 
 
Pic. 9: Add/Edit Contacts 
 
Remembering the principles of the “100 List”, you can enter private and business contact data plus 
classifications of the contact. Use option Miscellaneous in order to add additional information for this contact. 
 

 
 
Pic. 10: Contacts – Classifications 
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8.1.1 Classifications 
 

8.1.1.1 Relationship 
 
Use this in order to define whether this person is a friend, business partner or perhaps a foreigner. 
 
As a fresh-mate, follow this rule: Do not talk to family or friends about business or even becoming a partner – 
this will ruin your peace or friendship. 
 
Instead, first talk with people you identify as loose contacts. 
 
Consult your Upline or Sponsor for details (this applies for all Classification related topics). 
 

8.1.1.2 Validate the Relation 
 
Specify the relation-ship to the person, as a fresh-mate, follow the rule not to contact people at first time you look 
up to – you will loose, only. 
 
Instead start your first steps with people who are at same level, or who adored you always. 
 

8.1.1.3 Last Contact 
 
Specify when the last contact was. 
 
As a fresh-mate contact people first, you have had no contact with for a long time – it is easier to “burn” those 
contacts rather than fresh contacts. 
 

8.1.1.4 How Do I see this person in my Network 
 
Rate the potential of the person – be truthful. In case you feel, the person is not interested in Network-Marketing, 
rate the person accordingly. It does not make sense (and will not succeed) offering such a person the 
opportunities of becoming a partner. You will simply loose time. It might pay out, contacting this person at later 
time, talking about other things than your current business – just to refresh this contact. Who knows what might 
happen 6 months later? 
 

8.1.2 Miscellaneous 
 
Use this option in order to enter some notes about the contact. 
 
You can see, where the contact origins from (self added or from your website). 
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8.2 Search 
 
Use this option in order to search for a contact. 
 

 
 
Pic. 11: Contacts – Search 
 

8.3 From Website 
 
Use this option to displays all Contacts which edited the contact formula of your personal website. 
 

8.4 Contacts – Quick Info 
 

 
 
Pic. 12: Contacts – Quick Info 
 
In case you filled all information possible for your contact, you will receive precise information about it even 
within the contacts overview. 
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The sculptures in the first column indicate the potential of the contact. 
 

 
 
Pic. 13: Contacts – Quick Info, Networker Potential  
 
For example, the green sculpture indicates a contact that is interesting for networking as well as for consuming 
goods. 
 
The people symbol show easily, whether this person is woman, man or undefined. 
 

 
 
Pic. 14: Contacts – Quick Info, Email Address or Te lephone Number 
 
Moving the mouse cursor over the email or telephone icons on the right hand side displays information about 
email or telephone (if available). 
 

8.5 Sort Contacts 
 
You can sort the list of contacts by clicking the column headers. Clicking again will flip the sort order. 
 

 
 
Pic. 15: Contacts – Sort Contacts list 
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You can sort by all columns except the last. 
 

8.6 Actions 
 
Use the Icons on the right hand side in order to work with the contact. Move the mouse over the email or handy 
icon in order to retrieve corresponding information without the need to open the contact. 
 

 
 
Pic. 16: Contacts – Actions 
 
Use the next icons in order to open the details view for this contact, in order to edit the contacts data or in order 
to delete it. 
 

8.7 Details 
 
Use Details in order to work with the contact. Here you have easy access to contact data, can add a task for the 
contact or search for other contacts. 
 

 
 
Pic. 17: Contacts - Details 
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9 Tasks 
 
Use this tool in order to assign tasks for your contacts, i.e. calling them by phone, inviting a contact to a meeting, 
sending Emails etc9. 
 

 
 
Pic. 18: Task List 
 
Tasks are displayed in different colours, starting with the oldest tasks. In case a task is overdue it is coloured 
red. 
 
At top of the list you find a filter which allows reducing the list shown. 
 
You can restrict the list to show 
 

·  All Tasks 
·  All Open Tasks 
·  All Tasks Finished 
·  Or all tasks by Due Date, i.e.  Due Tomorrow or Due in one Week. 

 
By default all open tasks are shown. 
 
At top on the right hand side you find the option to increase the number of list entries displayed. By default 5 
Elements are shown10 but you can increase the number up to 25 entries per list. 
 

                                                   
9 Depending on the Version of VNet-Office and the settings your company chose, some tasks might be added automatically in case a certain 
event took place; i.e. a new contact from website might raise certain pre-defined tasks, automatically. 
10 You can specify the number of elements within Setup, too. This setting will be used as default value for all your lists. See 
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Pic. 19: Tasks – Filter list 
 
In case the number of tasks is greater than the number of elements per page a navigator at the bottom of the list 
is shown. You can use this in order to step forwards or backwards. Alternatively jump to a page directly. 
 

9.1 New Task 
 

 
 
Pic. 20: Tasks – New task 
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First specify whether to assign the task to a new contact or whether to select an existing contact. 
 
When specifying a new contact, it will be added to your list of contacts. When selecting Search you can specify 
the criteria to search by. 
 

 
 
Pic. 21: Tasks – Search Contact 
 
In the example the entire contact list of the current user is shown. A search for all persons by City Brussels 
results in the following list: 
 

 
 
Pic. 22: Tasks – Search Contact By City 
 
In case your list of contacts is long, you can sort the result list by either: 
 

·  Lastname 
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·  Street 
·  ZIP 
·  City Email. 

 
Use option Private Address or option Business Address in order to search for street, city etc. in this address 
set11. 
 
Once you determined the person use button take over  to assign the task to this contact. 
 
Tip:  In order to conveniently assign tasks to yourself, simply add yourself to your lists of contacts. 
 
 
Next specify the tasks category. 
 

 
 
Pic. 23:Tasks – Category 
 
In case you specify a Personal Date  you can now specify where to meet the contact. Additionally enter a short 
note about the meeting, helping you to run a meeting focussed on your targets. 
 
Finally select a date and time for the meeting. 
 

 
 
Pic. 24: Tasks – Date 
 
Within the small popup Window you first specify the time (it this is important information for you) and then the 
date. When clicking the date, the popup Window closes and the date and time is taken over into the task. 
 

 
 
Pic. 25: Tasks – Specify Date and Time 
 
Finally Save the new task. 
                                                   
11 Compare 8.1 Add Contact / Edit Contact, P. 7. 
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Use Cancel  in case you do not want to save the task. 
 

9.2 Edit tasks 
 
Similarly to creating new tasks you can edit tasks. From the lists of tasks click on the edit icon in order to open 
the task. 
 

 
 
Pic. 26: Tasks – Edit 
 

9.3 All tasks for one contact 
 

Use  in order to open a list of all tasks for this contact. 
 

 
 
Pic. 27: Tasks – All tasks for one contact 
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You can work with these tasks like with all tasks. 
 

9.4 Finishing a task 
 

Use  in order to set the status of a task. An open task can be set to finished, a finished task can be set to 
open again. 
 

 
 
Pic. 28: Tasks – Setting the status of a task 
 
The list of all tasks for this contact now shows one task which is finished. 
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10 VNet Messages 
 

 
 
Pic. 29: VNet-Messages – Inbox 
 
Similar to emails you can manage VNet-Messages . In difference to emails VNet-Messages  can only be send 
within the VNet-Office  system, reaching only members of your sales structure or network. 
 
The great benefit of this is: VNet-Messages  are free of spam. 
 
Within the Inbox  you will find all messages send to you. 
 
In the example one new message and one new reply to a message from you are shown. 
 
The closed envelope signals that these messages are unread. Moving the mouse over the envelopes displays 
the message status. 
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Pic. 30: VNet-Messages – Message status 
 
Use the Actions at top in order to create a New Message , Answer  to a message or Forward  a message. 
 
In order to create an answer or in order to forward a message you first have to select the message to work with. 
Use the printer icon on the right hand side in order to print the message, the cross in order to delete the 
message. 
 
Use the option Select All / Remove Selection  to conveniently select all messages (or remove the selection). 
For all selected messages the following tasks could be run: 
 

·  Mark unread 
·  Mark read 
·  Delete. 

 
Press execute  to perform the selected action. 
 

10.1 New Message, Answer and Forward 
 
Creating a VNet-Message  is similar for all types of message. In the following example an answer is created. 
 

 
 
Pic. 31: VNet-Messages – Create a message 
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Use Send Message  to send the message to the specified recipient. 
 

10.2 New Message and Forward 
 
When creating these types of messages you have to specify the recipients as well. After you clicked the Button 
To:  you will receive the following window: 
 

 
 
Pic. 32: VNet-Messages – Specifying recipients 
 
You first determine whether to use a lookup within Network or Groups 12 or whether to search  for recipients by 
search-criteria. 
 
In the example we search by City , criteria Hamburg . After you click on Find Networker  a filtered list of 
networkers is given, which origin from Hamburg. 
 

                                                   
12 For details about maintaining Groups see 15.7, Maintain Groups, P. 66f. 
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Next you can select the recipients to address your message to. Using Take Over  will add them to the field of 
recipients. 
 

 
 
Pic. 33: VNet-Messages – Select recipients 
 
In case you wish to remove a recipient from the list of recipients select the name to delete and use Remove . 
 

  
 
Pic. 34: VNet-Messages – Removing a recipient 
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In case you wish to remove all recipients from the list use the corresponding button13. 
 
Once you created your list of recipients use OK to add them to your message. 
 

 
 
Pic. 35: VNet-Messages – Forwarding a message 
 
 

10.3 Outbox 
 
All messages you send are accessible within your Outbox. 
 

                                                   
13 Button Remove All  
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Pic. 36: VNet-Messages – Outbox 
 
The interface of the Outbox is similar to the interface of the Inbox described above. Again you have quick 
information about VNet-Messages  status, can create new messages, print or delete existing messages. 
 

10.4 Sort Messages 
 
By default messages are sorted by date in descending order (means newest messages are at top). You can 
change the kind of sort and the sort direction by clicking the column headers as shown in Pic. 36: VNet-
Messages – Outbox. 
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10.5 Printing a message 
 
Click on the printer icon in order to print  the message or to copy  the messages text into the clipboard. You can 
paste the copied text in any other application and work with it. 
 

 
 
Pic. 37: VNet-Messages – Printing 
 

10.6 Deleting  
 
When deleting a message, you will be prompted for confirmation. 
 
Note:  When deleting more than one message in one go, messages will be deleted without further confirmation14. 
 
 

11 Correspondence 
 
Here you will find business material, templates and documents you created. Details of the functionality, options 
and possibilities are explained within VNet-Office , itself. Anyhow, we recommend checking the FAQ section of 
Correspondence, since it might give additional help on certain tasks. 

                                                   
14 Compare 10 VNet Messages, P. 19f 
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You will find News of your Enterprise within Correspondence, too15. 
 

12 My Distribution Channel 
 
Use My Distribution Channel  in order to manage your sales structure16. 
 

 
 
Pic. 38: My Distribution Channel – Overview 
 
                                                   
15

 If published … 
16 Again, the available options depend on the policy of your network. 
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12.1 My Upline 
 
Use My Upline  in order to get information about the hierarchy of your structure upwards. 
 
Note: Your Upline can restrict what information about them you can retrieve. Additionally, the company itself can 
force VNet-Office  to hide details of the Upline. 
 
Ideally your Upline does not hide information from its downline, allowing you to get in contact with your upline 
even if your direct upline (or sponsor) already left the company. 
 

 
 
Pic. 39: My Distribution Channel – Upline 
 
In this example nearly all of the Upline restricts information for the downline. Use the paging options to move 
forward to other parts of your upline. Alternatively increase the Elements per Page . 
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12.2 Downline 
 
Use this option in order to get an overview about your sales structure, person details and performance17. 
 

 
 
Pic. 40: My Distribution Channel – Downline 
 
                                                   
17 Again, your Enterprise might want to restrict the information displayed. In this case you will not be able to see details of your downline, i.e. 
name or address. However, your downline cannot hide contact data from you. 
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In the example the downline of user Gemsjäger is shown18. 
 
As you can see by the number behind his name, this user has 275 partners in his downline. Additionally you can 
see information of account Red19 for himself plus all members of his downline20. 
 
Account Red stands for turnover which is not paid yet. Alternatively, other accounts could be selected. 
 
Account Meaning 
Red Turnover, received by an order. Unpaid. 
Yellow Paid turnover; payment is still revocable. 
Green Non-revocable payments, awaiting provisioning. 
Blue Provisioned turnover. 
 
Your turnover sums up to 100%. The bars displayed for your structure reflect their input on your turnover. 
 
In other words, the turnover is the Group Volume achieved on every single level21. 
 

12.2.1 Downline – Retrieving Data 
 
The Downline is retrieved in an asynchronous mode22. This simply means, your Downline is retrieved in parts 
rather than in its entirety. 
 
In case of having a large Downline, you will not see this in entirety but in parts – getting updated and completed 
over the time. As long as data is retrieved a progress indicator will be shown at top of the screen. 
 

 
 
Pic. 41: Downline – Progress Bar 
 
You can work with your Downline while it is loaded, i.e. open Nodes or watch details of a member. 
 
As you can see in screenshot Pic. 40: My Distribution Channel – Downline, P. 28 just a part of the entire 
downline was loaded. The full downline is shown in screenshot Pic. 42: Downline – Fully Loaded, P. 30. 
 
 
 

                                                   
18 Names have been blurred in order to protect privacy (even if this is dummy data anyhow). 
19 By default, the turnover of the last 30 days is shown. This does not necessarily have to be since it can be changed by your network. 
20 Again, an enterprise could restrict information shown, i.e. a company might want not to show accounts information (red, yellow, etc.). 
21 Note:  Your Company can decide showing the turnover inclusive the turnover of the member or without the turnover this member made by 
himself. In the later case, all turnovers of the members below should sum up to the turnover the first member displays. Otherwise, the 
turnover from yourself will be bigger than the total of turnover of your downline, in case you made turnover your own. 
22 Some people call this Ajax – but we hate this buzzword and try to avoid it. 
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Pic. 42: Downline – Fully Loaded 
 
Use the nodes in the first column in order to expand the tree of your structure.  
 
Clicking a node will load the next level of data for this member. Again, a progress indicator will show if data is 
still loaded or was already completely loaded23. 
 
Again, you can work with the data already loaded, immediately, i.e. open next nodes. 
 

12.2.2 Downline – 5 Levels 
 
The entire depth displayed is limited to 5 levels. Up from the 6th level you will be prompted if to open the next 5 
levels. If you confirm this request, the structure is displayed starting with this user24. 

                                                   
23 If it is not shown anymore, data has been completely loaded. 
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Pic. 43: Downline – Next 5 Levels 
 
Showing the next 5 Levels changes the display by displaying an Upline plus a Downline. 
 
The current user is within the blue box.  
 
Above, his/her upline up to you  is shown25.  
 
The downline of the current user is given as a tree at the bottom, again26. 
 
 

                                                                                                                                                                               
24 See screenshot Pic. 43: Downline – Next 5 Levels, P. 31 
25 In order to see your  Upline, use 12.1 My Upline, P. 27f 
26 Compare Pic. 43: Downline – Next 5 Levels, P. 31 
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Pic. 44: My Distribution Channel – Next 5 levels 
 

12.2.2.1 Downline – Switching Views 
 
In case you get deeper down into your structure, you might want to check details information or use your 
available screen size best. VNet-Office  therefore offers an easy and flexible way choosing the content to display 
according to your needs when displaying Upline plus Downline. 
 
You can easily choose  
 

·  To minimize the Upline 
·  To maximize the Upline 
or 
·  To show both parts of information 

 
by use of the following icons: 
 

 
 
Pic. 45: Downline – Switch Views, Controls 
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^ 
 
Pic. 46: Downline: Switching Views Minimize Upline 
 
Selecting Minimize displayed Upline  will hide the Upline but show the Downline full size. 
 
Selecting Maximize displayed Upline  will hide the Downline but show the Upline full sized. 
 
Selecting Normal View: show Up- and Downline  will restore the initial screen, showing both data. 
 
You can use switch view in order to conveniently check details of members, being part of the current upline or to 
hide the upline in case this information is not of interest for you. 
 
See Pic. 47: Downline – Switching Views, Minimzed Upline, P. 34 to see how minimized Upline looks like. 
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Pic. 47: Downline – Switching Views, Minimzed Uplin e 
 
 

12.2.3 Downline: Set new Top 
 

In order to go back or to select a different node from his/her upline, click on . This will display the structure 
starting with this node. You can switch any node of the downline as new starting point by clicking this icon, too. 
 

12.2.4 Downline: Person Details 
 

In order to see details of a person either click on the persons name or the symbol on the right hand side ( ). 
 

12.3 Downline: New Partner 
 
Use this in order to get an overview about new members of your downline. 
 
You can select various time frames from the box at top. 
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Pic. 48: My Distribution Channel – New Networker 
 
Here you see all new Networkers (24) of the last month. You can also see who has not paid the member fee or 

starter package, yet. On the right hand side you have access to the person’s details, again. Use  in order to 
jump to this person within the tree of your downline. 
 

12.4 Downline: VP/Year 
 
Use this tool in order to get a graphical overview about your net workers performance within a time frame of one 
year. 
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Pic. 49: My Distribution Channel – VP/Year 
 
The report VP/Year lists all payouts a member received in Volume Points within the selected year. The exact 
parts of those payouts are determined by your Marketing Plan. 
 
Again you can browse through your downline to identify performing partners and “sleepers”. 
 
Move the mouse cursor over the lines of the chart in order to get a description. The red line shows the payouts 
received (performance), the orange line displays the average of all years and the blue line shows the average of 
the actual year. 
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Below the charts, a table is detailing the payouts as numbers. Additionally some statistics are given 
 

12.5 Order + Invoice 
 
This section gives access to all order and invoice documents created for you because of the orders you created. 
 

 
 
Pic. 50: My Distribution Channel – Orders + Invoice s 
 
Use the select box at top of the list in order to switch between orders  and invoices . Click on the column 
headers to change the sort direction of documents displayed. Finally click on the PDF icon or the document 
number to open the document. 
 
You can print, save or mail the opened document. 
 
In case the order is unpaid the torn dollar symbol is shown. Click on the torn dollar symbol in order to easily pay 
the order using your VPS27.  
 
This is the recommended way of paying orders since being a convenient and easy way of paying open orders. 
The entire process is fully automated, means in the end your order is paid, an invoice has been created and 
                                                   
27

 Note:  Some companies do not offer VPS or use a different system. 
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provisions for your sales structure are booked as ready for provisioning. Using this functionality across the entire 
sales structure dramatically speeds up calculation of provisions. 
 
 

12.6 Calculations 
 
Use Calculations  to display all your earnings. The content of the Calculations  page might vary since 
calculations are different from network to network because of different Marketing Plans. 
 

 
 
Pic. 51: My Distribution Channel – Calculations 
 
In the example above, several Marketing Plans work in conjunction. Therefore, the user can select which type of 
calculation to see28.  

                                                   
28 Currently a part of the plan called Weekly  is shown. 
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On the right hand side you can set the time frame to have a look on. This feature is available regardless of the 
Marketing Plan. It allows getting information of payments even months or years later.  
The next icons allow to Close all Infos  and to print  the calculation. 
 
Tip:  You should print out all calculations as soon as they are performed and hand them over to your tax-
consultants (especially in case you receive bigger payouts). 
 
Tip:  Once you started the print-out by clicking the printer icon, you can alternatively – instead of printing 
information – select the entire page of data and copy it to the clipboard. You might want to paste it in any other 
application, i.e. Microsoft Excel, in order to control calculations or in order to hand over those files to your tax-
consultant instead of a print-out29. 
 

 
 
Pic. 52: My Distribution Channel – Calculations, Co py  
 
 
Note:  These payouts are income you might have to pay taxes for. Consult your tax-consultant for details and 
advice. 
 
 
If applicable, indicators show whether you received a bonus or not30. 
 
If applicable, details of the payouts are available31. Those details will be shown on printouts too, always. 
 

                                                   
29 We recommend handing over the print-out as well. 
30

 Thumbs up or down symbols, numbers in black indicate you received such bonus; grey indicates you missed the bonus. 
31 We call this the „Money Object“. The Money Object shows all payments of all members which fed your bonus or provision. 
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13 Shop 
 
VNet-Office  offers an internal shop , allowing you to buy products for special conditions32. 
 

13.1 Products 
 

 
 
Pic. 53: Shop – Select Products 33 
 
In the example the shop of the company offers various end user products you might want to buy on your or a 
customers behalf. 
 

                                                   
32 If the Marketing Plan of your company provides this. Note that some companies might not offer an internal shop. 
33 Your actual shop will look different - if being of a different company. 
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Normally, customers can buy products in the external shop of your web-page34. Anyhow, you can buy products 
on their behalf, always, using the internal shop. 
 
Tip:  In case customers purchase goods via the external shop, they normally pay by bank-transfer. This action 
takes its time. In order to speed up processes (and to receive your provision sooner) you might want to purchase 
the goods on their behalf, using the internal shop35. Doing so, you could receive the payment fee in cash from 
the customer and use your VPS account in order to pay the order. Using the VPS immediately sets the order to 
status Green (turnover, ready for provision)36. The next time a provision run is made this order will be 
provisioned for you. 
 
Ordering goods simply means entering the Quantity of a product into the provided fields. 
 
Some shops might offer various product categories, too. The example shop consists of a products page, only. 
 

 
 
Pic. 54: Shop – Product Categories 
 
The example shown in Pic. 54: Shop – Product Categories, P. 41, shows how a shop having categories might 
look like. 
 
                                                   
34 Note:  Some companies might not offer an external shop. 
35 Note:  This strategy depends on the Marketing Plan of your company. Please check  your Marketing Plan before  following this tip! It might 
be an idea buying via the external shop, receiving money from the customer and paying the order by the VPS system yourself. 
36 See information about accounts, 12.2 Downline, P. 28f 
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At the bottom of the shop you will find information about the total of your order (net value). Whenever you select 
a new quantity field or any other field or element of the form, this value gets recalculated. 
 
Depending on the Delivery Costs  your company charges, the Total  of your order might vary. You get 
information about the Delivery Costs  of your order by clicking the  icon. 
 

13.2 Addresses 
 
Next select invoice and delivery address. 
 

 
 
Pic. 55: Shop – Invoice Address 
 
You can select an invoice address from the select-box shown. 
 

 
 
Pic. 56: Shop – Delivery Address, Default 
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By default37 the delivery address is set to Pickup , meaning you pick up the goods ordered from the warehouse 
you selected. 
 
You can select other delivery addresses, i.e. your private, invoice or delivery address stated within Setup38. 
 
More interesting is: you can select the delivery address of a customer on whose behalf you perform this order! 
 

 
 
Pic. 57: Shop – Delivery Address, New Address 
 
As delivery address, select New Address . 
 
Now you can enter the delivery address of the customer on whose behalf you order. In case your company has 
not restricted this feature, you can alternatively select  a contact from the list of your contacts39. To do so, click 
on the loupe icon. 
 

                                                   
37 A company could determine a different default delivery address. Using Pickup as default is interesting for the Russian market, but less 
interesting for the European market. Your default delivery address might vary from the description given here, therefore. 
38 See 15.2, Contact Data, P. 60f. 
39 A company might choose not to purchase this service – then you have to enter addresses manually, always. 
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Pic. 58: Shop – New Address, Select 
 
Doing so brings up the contacts search dialog you already found in tasks40. Select the desired address and use 
take over in order to add it as delivery address41. 
 

                                                   
40 See 9.1 New Task, P. 14ff 
41 The better your lists of contacts is, the easier you … 
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Pic. 59: Shop – New Address, Selected Contact 
 
In case you are entering a new contact here, you will be prompted later, whether to save this address as new 
contacts or not42. 
 

 
 
Pic. 60: Shop – Your Data 
                                                   
42 See 13.4 Orders Made – New Delivery Address, P. 48 
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Next, proceed to the page Your Data . In case the information shown is what you expected and wanted, finish 
your order with Button OK. In case required information is missing, the OK Button will be disabled and the 
missing fields are highlighted by red colour. In case address information is missing you first have to enter all 
address data within Contact data, see 15.2 Contact Data P. 60f. 
 

 
 
Pic. 61: Shop – Missing Information 
 
In case you selected a new delivery address but did not enter address details (as in this example) simply adapt 
the data entered by using the << Back  button. Use this button in order to change your data in case it is not 
correct or information is missing (i.e. products to purchase, like in the example of Pic. 61: Shop – Missing 
Information, P. 46). 
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13.3 Order Made – Existing Delivery Address 
 

 
 
Pic. 62: Shop – Order Made 
 
In case you have not entered a new delivery address, you will see the screen shown in Pic. 62: Shop – Order 
Made, P. 47. 
 
 
 

13.3.1 Pay Now 
 
Use the Button Pay Now  in order to pay the order using the VPS now (recommended). 
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13.3.2 Order Document 
 
Use the PDF icon in order to watch your order document. You can save, print or email it. Close the dialog given 
and proceed with Pay Now . 
 

13.3.3 All Documents 
 
Use the multiple PDFs icon in order to switch to a view of all orders and invoices. Click on the torn dollar note 
there, in order to pay unpaid orders using the VPS. Ideally, only your current order is shown as unpaid. 
 

13.4 Orders Made – New Delivery Address 
 

 
 
Pic. 63: Shop – New Delivery Address 
 
In case you entered a new delivery address, you will receive the option to save this new contact. 
 
Specify whether to save the contacts data as Private  or Business Address  and run Save in order to save the 
new delivery address as a new contact.  
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After you saved the contact, use the Quick Link: Orders + Invoice  to go back to the order you just created. In 
order to pay the order, click on the torn dollar symbol of the order of the list of all your orders. Alternatively, use 
My Distribution Channel – Orders + Invoices  to get there. 
 

13.5 Pay Now 
 
Using Button Pay Now  equals clicking the torn dollar symbol of an order – the VPS will be opened and you can 
pay the related order using your VPS account. 
 
You have to login into your VPS account and will find all details of the order shown. Simply confirm the payment 
of the order. 
 
Afterwards, you will be redirected to VNet-Office , displaying an information screen about the successful 
payment of the order. 
 

13.6 Errors 
 
You never should see any errors … but … it is always the same: if we, the developers, test the software, it works 
as expected, always. If we ask our Grandmother for testing, it crashes right at start … 
 
In case you receive any error message, please do the following: 
 
Take a screenshot of the error message (use the PRINT Key of your Keyboard in order to capture the screen, 
switch to MS Word, MS Wordpad or any other software, capable to paste pictures in, and paste the screen shot), 
do not do anything with the current Browser you use, call the company immediately and ask for further advice43. 
 
To prevent errors, please never use the Back Button of your Browser within VNet-Office . 
 

13.6.1 After an error occurred 
 
After an error occurred, you should see an error message. In case you wish to run an order again, you first have 
to log off and login again. 
 
In case you receive the message “this order has already been prepared” you have to login again before you can 
proceed with a new order. 
 
 

13.7 Performing the payment 
 
Details regarding the payments can be found within the documentation of the VPS. 

                                                   
43

 They will ask you to tell them the error message you received – simply send the screenshot you made. 
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14 Coaching 
 

 
 
Pic. 64: Coaching – Overview 
 
VNet-Office  supports coaching of sales structure members. 
 
We all often came to know that fresh-mates have been thrown into the water without advice how to swim. 
 
Normally, it is your job, to coach and train your downline, at least your frontline. It will be your education, ideally 
by demonstrating practice doing, which shows how to become successful. 
 
Coaching  allows helping you doing this. 
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We all know that serious Network Marketing or Direct Sales (or whatever label you put onto it) means hard work. 
Success will only come after hard work. 
 
Success is defined differently from person to person – one person is only satisfied if income allows the second 
Porsche, others might be satisfied if their additional work allows a nice holiday for their family. 
 
In all cases, certain basics have to be followed. 
 

·  Create a list of contacts44 
·  Assign tasks to each contact45 
·  Perform the tasks46 
·  Follow up the tasks47. 

 
VNet-Office  helps you (and your downline) performing those tasks structured (by managing contacts and tasks).  
 
Coaching  helps to control your downline, identify weak points and overcome them by your advice and training48. 
 

14.1 Trainees 
 
You can invite your downline to become a trainee of you. This allows getting certain performance data of them. 
Those performance data might help you strengthen your protégées. 
 

 
 
                                                   
44 The 100 list, see 8 Contacts, P. 7ff 
45 See 9 Tasks, P. 13 ff 
46 Yes, call the person, yes, make a date, yes, meet the person, yes, talk about your products, yes, sell the products … 
47 Yes, call again and ask about the product and how the customer is satisfied, yes, use those calls for talking about becoming a sales 
partner … 
48 The Coaching tool works in conjunction with tools provided within My Distribution Channel, i.e. the VP/Year Report. Compare 12.2 
Downline, P. 28ff. 
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Pic. 65: Coaching – Trainees 
 
In the example, user fenix has two Trainees , Broicher and digital-ecom GmbH. The trainee Broicher shows an 
Overall Performance Indicator  of 32%. 
 
Imagine having more than just one or two Trainees  – the Trainee overview easily displays potential of them all. 
The longer the graph displayed is49, the more potential the single partner has. 
 
Partners, showing a short OPI50 require your special attention. You have to decide, whether to support them 
more or whether to give them up51. 
 
In order to help you on that decision, see the details of your trainee. 
 

14.1.1 Details 
 

 
 
Pic. 66: Coaching – Trainees, Details 
                                                   
49 In other words: The grater the Overall Performance Indicator (OPI) is, the more potential the single partner has. 
50 Overall Performance Indicator 
51 It is that easy – do not spend time on people who never will succeed because they are unwilling to work. 
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As you can see here, the OPI is build by the Contacts Performance Indicator  plus the Tasks Performance 
Indicator . 
 
Both indicators are weighted differently. In conjunction they give (by the OPI) an indicator about the potential of 
the partner for becoming a successful partner. 
 
The Tasks Performance Indicator is fed by the number of tasks, the expired tasks plus the expired calls. 
 
The Contacts Performance Indicator is fed by the number of contacts added to the 100 list, the Telephone 
Numbers recorded, the number of typed contacts, number of relation-ships and potential assessments made. 
 
In other words, both indicators show how thorough full the partner is preparing his business. 
 
The OPI additionally considers how many contacts have been entered by the partner plus how many tasks have 
been assigned. An OPI of 100% would list 100 partners plus at least 100 tasks, all closed in time. 
 
The internal calculation model is “Voodoo” of digital-ecom GmbH – but, the OPI is best, the closer you are at 
being a perfect networker, creating a proper 100 list, assigning tasks to each contact and following them up. 
 

14.1.1.1 Interpretation of details 
 
As coach you easily see, where problems are. 
 
In case a partner is moaning about the bad product, bad contacts, bad telephone calls, etc. – first check the 
number of contacts entered. Second check the number of tasks entered. Check if they have been finished in 
time. 
 
This easily helps to wipe out the usual moaners – people whose glass is always half-empty, but doing nothing 
than moan. 
 
You might find others, who are simply frightened to telephone (see the number of expired calls). Others simply 
might require help starting with the 100 list. 
 
Coaching  helps you train people over a great geographical distance – you advice the basics of direct sales and 
control what has been done. 
 

14.2 Selecting a coach 
 
You, as fresh-mate, might wish to get further advice in direct sales business your sponsor or direct upline cannot 
provide. 
 
You can select a coach from the list of all members offering themselves as a coach. 
 
In the following example, tow coaches offer their services. 
 
None of the coaches is a company approved coach (a company approved coach is a coach, who is tested and 
assigned by your company. Company approved coaches’ guarantee certain quality levels. Nevertheless, non 
approved coaches might even exceed those levels). 
 



- (Preliminary) Documentation -  Autor: Uwe Gemsjäger <VNet-Office>
    
________________________________________________________________________________________________________________ 
 
 

 
________________________________________________________________________________________________________________ 
 

Seite 54 von 69 

Within the list of coaches you already see whether a coach has been rated by other trainees (digital-ecom 

GmbH was, for example), was the rating was and if a coach is already your coach ( ). 

 
 
Pic. 67: Coaching – Select a Coach, Step 1 
 
You first might watch details of a coach. To do so, select a coach and click Button: Coach Details. 
 
You will receive address information of the coach – this is helpful in case you intend to meet the coach for 
personal consultancy since you can see, where the Coach origins from. 
 

14.2.1 First Contact 
 
In case you wish to ask somebody becoming your coach, select the coach from the list and use Coach: 
Contact . 
 
This simply allows sending a special VNet-Message to the coach. 
 
There is no given way to establish such a contact – just write what you want. It is recommended to be focussed 
(like always) and open. Anyhow, your main concern here is to get in contact with the coach52. 
 
The coach always can say no53. 
 
                                                   
52 In case you require a coach, your direct upline does not support you (as it should), nor other upliners do and you do not know the 
business – so: you sell yourself, now. Do it best way. Especially, if this coach offers coaching for free. 
53 Especially, when offering services for free. 
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That is his/her right.  
 
Remember:  The coach is taken over a job your direct upline normally should do54. 
 

 
 
Pic. 68: Coaching – Select a Coach, Step 2 
 

14.2.2 Accept Coach 
 
Your desired coach will contact you using VNet-Messages to (normally by replying to your message). 
 
In case you are happy with the coach, you can Accept the Coach. 
 
Accepting the coach will give the coach access to your data as described in 14.1 Trainees, P. 51ff. 
 
In order to accept the coach you select the coach from the list of coaches and click on Coach: Access.  

                                                   
54 Regardless if charging a fee fort he consultancy or not. 
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Pic. 69: Coaching – Select a Coach, Step 3 - Grant Access 
 
Hereafter, the selected person is your coach. 
 

14.2.3 Rank Coach 
 
Once the coach is supporting you, you can rank the performance of your coach, helping to identify good coaches 
of the structure. 
 
Once you ranked the coach, you cannot do this again (as shown in Pic. 70: Coaching – Select A Coach, Step 4 - 
Ranking. 
 
Note:  Be fair when ranking and do not misuse the ranking system. Misuse will be identified and punished – 
since you are disturbing the sales structure. 
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Pic. 70: Coaching – Select A Coach, Step 4 - Rankin g 
 
 

14.2.4 Apply As Coach 
 

 
 
Pic. 71: Coaching – Apply As Coach 
 
You can apply as coach, too55. 
 

                                                   
55 See 15.5 Coaching, P. 64f for details. 
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15 Setup 
 
Use Setup  in order to adapt VNet-Office  to your needs. 
 

 
 
Pic. 72: Setup – Overview 
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15.1 Language and other Settings 
 
First, you can use this option in order to specify the language of the VNet-Office  user interface. This is identical 
to using the globe icon at top of the screen56. 
 
Secondly specify a signature for your VNet-Messages . 
 

 
 
Pic. 73: Setup – Signature 
 
In case you already entered your Contact Data 57 use Button Proposal  in order to get a typical signature 
suggested. In the example a signature is shown which was provided by the system. The signature will always be 
proposed in the current language of VNet-Office . 
 
Such a signature is available for all VNet-Messages  you create. 
 
Next specify how many list elements of a list shall be displayed by default. This setting is valid for, for example, 
the contacts lists and the tasks lists – other lists might be affected, too. 
 
In case you determine this value to 5 those lists will show 5 entries by default. The sixth value will be shown on a 
second page. Within these pages you can specify a different number of elements, always. This value just sets 
the default value58. 

                                                   
56 See 4 Language, P. 3 
57 See 15.2, Contact Data, P. 60f. 
58 The default value (5) is optimised for a screen resolution of 1024x768. 
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You can select from a variety of values – choose the one which fits best your screen resolution. 
 
Next specify if you will receive an Email in case a new contact has filled the contact form of your personal 
website. Specifying Yes will send you an Email to either the personal or business email address you specified in 
Contact Data 59. 
 

15.2 Contact Data 
 
Use this option in order to specify your private, business and delivery address. Specifying these addresses is 
crucial for certain system functions. 
 
For example, the shop systems use your addresses. Your addresses are points of contact for other networkers, 
too. 
 

 
 
Pic. 74: Setup – Contact Data 
 
In case your address information changes, i.e. because you move house, please enter those changes here. 
 
Note:  VNet-Office  always weights contact data to show. Wherever a decision has to be made whether to show 
private contact data or business data, VNet-Office  will show data which is more valuable. VNet-Office  will 
simply count the information provided – in case more data is available for business data, VNet-Office  will show 
this kind of data. Otherwise private data is shown. 
 
 

15.3 Privacy 
 
Use Privacy  to specify who of your downline can retrieve information about you. 

                                                   
59 See 15.2 Contact Data, P. 60f 
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In case you specify No, nobody of your downline can see address information about you when this networker is 
watching his upline60. 
 
In case you specify Yes, networkers of your downline could see contact information from you. You can now 
specify further, who can see information. 
 
Select option Only persons, I attracted directly , in order to publish contact information to your downline only 
for persons, you brought into the sales structure (Frontline). 
 
Select Everybody , in order to allow everybody of your downline to get in contact with you. 
 
There is no clear recommendation for any of the possible settings. The settings should fit your needs and those 
needs can vary widely. 
 
In case you seal off your downline completely you might loose parts of downline because parts of your structure 
simply broke away. The lower parts of the tree might have lost contact to their upline – you and others of the 
partners forming such upline cannot get into contact to them, since you might have no contact data of them61.  
They cannot reach you, since they do not have information about you. 
 
Offering contact data, on the other hand, could mean you get requests over requests which should be directed 
to parts of your downline instead. 
 
It is up to your understanding of the current business, whether you prefer to seal off your downline or whether to 
be available. 
 
Remember:  VNet-Office  favourites business contact data in case the data contains more values than private 
address data. That means, you can enter a proper business address, your downline can use for contacting you. 
Your secretary does the rest … 
 
 
 

                                                   
60 See 12.1 My Upline, P. 27f 
61 In normal VNet-Office implementations you will be able to browse your downline down to these partners. You will be able to determine 
contact information of these partners by expanding the details view of the partner. Please see 12.2 Downline, P. 28ff for details. Anyhow, 
companies could restrict this access to details information by desire. In such a case, your partner is lost since you cannot see any contact 
details. 
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Pic. 75: Setup – Privacy, Addresses Information 
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15.4 Messaging 
 

 
 
Pic. 76: Setup – Privacy, Messaging 
 
Use Messaging  to specify who can send VNet-Messages  to you. 
 
You can specify  
 

·  Not to receive messages at all 
·  To receive messages from your Frontline only 
·  Or to receive messages from everybody. 

 
Setting either option will allow to pick your name from the VNet-Office  search for addresses dialog62 but in case 
you specify something different than Everybody , messages might not be send to you. 
 

                                                   
62 Compare 10.1 New Message, Answer and Forward, P. 20f 



- (Preliminary) Documentation -  Autor: Uwe Gemsjäger <VNet-Office>
    
________________________________________________________________________________________________________________ 
 
 

 
________________________________________________________________________________________________________________ 
 

Seite 64 von 69 

Whenever a message is send the system will check if you accept receiving that message from that sender. In 
case you selected Everybody , every senders messages will be accepted. In case you restricted messages by 
the above mentioned settings, a message might be blocked. The sender will receive information, stating that the 
message was not delivered to one or more recipients. 
 

15.5 Coaching 
 

 
 
Pic. 77: Setup – Privacy, Coaching 
 
VNet-Office , by default, allows Coaching  functionality63. In general, you should be the coach for your frontline, 
your downline should be the coach for its downline and so on and on. 
 
In reality, structures do not coach properly. 
 
Therefore, VNet-Office  offers to apply as coach for your structure. 
 
Use this tool, to apply as coach. Specify whom you coach and for what conditions. In case you are an excellent 
coach, don’t be shy to take money for your work. 
 
 
 
 

                                                   
63 Your company might decide not offering coaching to its sales structure. 
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15.6 Change Login Data 
 

 
 
Pic. 78: Setup – Change Login Data 
 
Your Enterprise might offer the option to change your Login Name (which normally is your 3rd Level Domain 
name, too). Your Enterprise can decide how often you could change this value. Normally, the amount of 
changes is restricted to one change – more changes require a fee to be paid64. 
 
You can change the password, allowing access to VNet-Office , as often as you like. 
 
In order to change your password for VNet-Office , enter old and new password. You have to confirm the new 
password in order to avoid typos. 

                                                   
64 Again: this is up to your Enterprise. 
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In order to allow resetting your password (without your Companies help) select a pass phrase and the 
corresponding answer. The Logon Screen allows entering the system by answering the pass phrase correctly. 

 
 
Pic. 79: Setup – Change my 3rd Level Domain 
 
In this example, the Enterprise allows up to 5 changes of a LoginName – in the current setup you can change up 
to 5 times your login name or pagename. You can change your password simultaneously – specify a different 
option (Save All - Save Password Changes, only – etc.) if required. 
 
 

15.7 Maintain Groups 
 
Use Maintain Groups  in order to specify Groups you can use within VNet-Messages 65. 
 
Use New Group  in order to create a new group, Edit  in order to change the members of your group or Delete  in 
order to delete the group. 
 
 
 
 
 

                                                   
65 See 10 VNet Messages, P. 19ff. 
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15.7.1 New Group / Edit Group 
 

 
 
Pic. 80: Setup – Groups, New Group 
 
Enter a Name for the Group  plus a Classification . 
 
For example a Name could be Hamburg, Moscow or New York and the corresponding Classification  could be 
By City. 
 
Next specify the members of the group by clicking on Members: . 
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Pic. 81: Setup – Groups, Select Members 
 
You might want to reduce the list of members to all members’ origin from a specific city, i.e. Hamburg. 
 
Similar to using the networker select dialog in Vnet-Messages 66 you perform your selection of members of this 
Group . 
 

 
 
Pic. 82: Setup – Groups, List of Groups 

                                                   
66 See Pic. 81: Setup – Groups, Select Members, P. 68; compare  10 VNet Messages, P. 19ff 
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Continue to setup new Groups for other Cities or other classifications. 
 
Now you can easily address VNet-Messages  to a specific range of people. 
 

16 Fun 
 
Just some … Fun … 
 

17 Logoff 
 
Always use Logoff  in order to leave VNet-Office  without allowing unauthorized access to your VNet-Office  
account.  
 
Close the Browser, afterwards. 
 
Doing so prevents anybody else – using your Computer – to access your VNet-Office  data by browsing through 
your Browsers history. 
 

18 Security 
 
Never use VNet-Office  from public PCs, i.e an Internet Café – you never know, how many and what kind of 
Trojans are already active on that machine. 
 
Whereas the VPS system offers maximum security, even in these not recommended environments – due to 
required confirmations via TAN or SMS67 - VNet-Office  was designed for your business or private environment – 
which should be secured by Anti-Virus -, Anti-Pishing - or Anti-Trojans – software by default. 
 
Anyhow, when leaving VNet-Office , always Logoff  and close the Browser  you currently used. 
 
This will prevent  others to browse the data you just watched by simply using the history of your Browser . 
Those people first have to login … 
 
 

                                                   
67 Which have to be activated by you, before-hand! For details, please see the documentation of the VPS software. 


