
Download My Cust App Sign in like you are signing in 
to Mary Kay Intouch

Make your own passcode as 
prompted



Click on Customers 
Either click side bar 

alphabet, or search manually 
or click the search bar…

Type a few letters of 
customers name and click on 

customer name…



To pull up Customer.  I am 
using my mama to go along 

with the privacy to 
customers.  The upside down 

tear drop is your maps 
button in the  upper right 

corner.

Click on Customer. Fill in as 
much info as you can to help 
you when you need it!  Click 
the pin in the upper corner 

to write. 
Birthdates and anniversary



Click reminders to schedule a 
reorder call.  Click circle.

Change the date to call back.  I do mine every 3 months. 
This shows up in intouch in 
My Customers under the 
reminders tab to do your 

follow up calls. 



You can check all her orders 
by clicking the order tab.  

You can also click the reorder 
button and reorder from this 

tab.

You can also add customer 
notes. 

You can check all the 
products she uses on the 

products tab.  You can also 
click the + button and add to 

an order.



My mama uses the timewise 
skin care.  

Now click on the Tags 
button.

You can put as many tags as 
you prefer.  It makes PCP 

ordering a snap.  Birthday 
notes, and you can do it by 

text!



Click the little plus button 
and choose your action. 

Want out of this screen, click 
“X”.

I clicked the MK bag to make 
an order slip.  Choose your 

delivery option.
You can order by section, or 
you can use a part number, 
or put a few letters of the 

product in the search field.



Order by Product… Or type a few letters in and 
choose….

Click on any pink lettering 
and you can change that 
field.  Add your quantity.  
See the little box with a 

check.  It tells how many you 
have on hand. 



Quantity added.  It subtracts 
from inventory immediately.

Now you have your total and 
can choose the next action.

I add mini’s even if it’s not at 
the PCP amount.  Always add 
a goodie to the order.  If it is 
at $40 or a CDS delivery, it 

will prompt you to add 
samples and PCP.



You can click on the Cust. 
Pro. To add more products 

she currently uses. 

My  mama always gets a 
discount.

I need to make sure taxes are 
correct and my mama gets 

her discount.  You can do a % 
or a $ amt. Click the done 

button. 



Click on the Tax tab and add 
the correct tax amount.  

I need to make sure taxes are 
correct.  We had a deal, when I 

became a director she would get 
a 50% discount. It’s my mama!

Download My Cust App



Click on the address tab and 
put the cust. Address in just 
in case you can’t remember 

when delivering.

The phone number too, in 
case you need to call.

Payment method.  Using Propay
to store a card, you have to go 
outside the app and come back 
in.  Using outside the app, make 
up your own code, like “PP” and 
use the check payment type.  In 
the check number put “PP” to 

remember you used propay
along with the $ amount 

charged. To use the propay and 
not store the card, you can 

charge here.  CDS at this time, 
will mark complete and can’t be 

changed. 



Enter $ amount here. 

Where check number is for 
Propay charges, put your 

own preferred code here in 
the check number space.

Mark complete when it is 
paid.  If it is a partial 

payment, it will remain in 
the pending section.  Don’t 

complete until paid or 
delivered.



Filter tab lets you sort 
customers birthdays, 

anniversaries for certain 
months and allows you to 
see all your customer tags.  

Click Apply after each action.

To short by date, put your 
check mark in, add dates by 
using the little arrow button 

and apply. 

From your customers, you 
can search with search tab, 
far left.  Next to it is the filer 

button.  



Pick your dates

Beginning and ending.
Check birthday and bring up 
all February Birthdays.  Hit 

apply.  Why not text them all 
a special Happy Birthday, 

from the app!



X out when done. You are 
back here.   

Need your pcps click on the 
tab. 

They all pull up when you hit 
apply. 



Use the sort button and 
check how you want them 

sorted.  

There is your whole pcp list. 

Your tag will have the one 
you choose out to the side. 

Always hit apply.



The arrows up and down 
sorts for you.  Click the 

“check” tab now and we’ll 
see how to text. 

Check each one you to tag, 
text, email, or archieve.

Check beside customer 
name.  Then check your 

option below.



Then you can text your 
message and it brings you 

to….

Your text message!  Excuse 
our after church lunch 

decision.

You can tag as many tags as 
you want on a person. 



Your pending orders under 
the order tab looks like this.  
This could be outstanding 

balances, orders not 
delivered yet, etc. 

It asks if you are sure.  Once 
complete, it goes to…

Once you mark complete, if 
it is not a customer deliver 

service order.  You can 
uncheck a delivered circle 

and make adjustments.  
Once it’s marked complete it 

looks like this…



It looks like this once 
complete.  

When orders are complete, 
they do below the pending 

section. 

This is what your form looks 
like with an in app charge to 

propay.



You can click on your 
inventory tab now.  

You can add your inventory 
here.  You can sort with the 

arrow buttons tops right. 

Now you have the most to 
the least.  Make it the least 
and you will see what you 
need to order.  It will show 

you 0 or low quantities until 
Mary Kay has our order 

option ready.



You can choose how to sort 
here by clicking on your 

arrow tabs. This is what it looks like.  The 
scanner button is upper 

right.  You click it and scan. 

Go back to your menu for 
now.  Click your 6 tab



6 MIT list before you go to 
bed at night.  Click the plus 
and add info.  Check off as 
done clicking back on the 

dot.

Make sure your notifications 
are on to get all the latest 

from Mary Kay.

This is all your info.  And 
where you change your pin #



Back to menu.  Upper right 
hand corner is a Camera, it’s 

your scanner.  Scan those 
boxes now, before you forget 

and update inventory.

The Camera brings you here 
and the scan button scans 
the products, upper right 

corner. 

Sometimes you will scan the 
barcode and it’s the wrong 
one.  Move your scanner 

lower.



It also shows you your 
section 2 items summary.

This is where you scan and it 
will bring up a list of your 

items. It will show the items 
scanned in.  Click add to my 

inventory



Click the search button 
upper left corner. 

Quickly find people or 
product by the name. 

Back to menu and lick the 
search button



Click on the customer and 
then the order tab and you 

see all her orders. 

Click on Products  tab and 
find a product by typing in. 

I hope this answers some 
of your questions.  Thank 
you for allowing me to 
help.  

Vickie Finch

Type a few letters and there 
is my customer again. 


