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Enrolling New Associates or PC’s  
– Cheat Sheet  
1. Log into your Usana account, and at the top right hand corner 
click on “Enroll” 
2. Under the category ‘New Enrollment’, click on “Online 
Enrollment” 
3. Under ‘Customer Type’, select “Non-Distributor Associate” (if 
they don’t intend on 
physically retailing the product. Most people in our team we 
enroll people as 
PC’s or Associates – we don’t actually physically retail the 
product. If you do 
want to do this, choose “Distributor Associate”) if they did the 
Referral Program, 
(otherwise you would select ‘Preferred Customer’)…select 
“Continue” 
4. On the ‘Placement’ page, select where you want to place the 
associate. (ex: 001. 
002 or 003 Left, Right etc), then click continue. 
5. Enter their contact info given on their order sheet, when 
finished, double check 
the info to make sure it is all correct, click continue. 
a. Note that you don’t need to put in the city and state. Simply put 
in their 
zip code and the city, state and county will self-populate. 
b. Use the last 4 digits of their phone number for their password 
c. For an Associate in the U.S. , you need a SSN, for a PC, you 
don’t. 
   In Canada you do not need a S. I. number for an Associate or 
P.C.   
6. Write down the Resume # given at the bottom of the page 
(starts with an R – 
this allows you to start the enrollment where you left off if your 
computer 



disconnects for any reason) and hit confirm. 
7. Select ‘Ship from warehouse”, then click continue 
8. Select $29.95 BDS U.S.   $35.95 Canada 
a. PC’s don’t purchase BDS 
9. Select all the products (or Entrepreneur / Pro Pack) they want 
and hit update 
10. Double check the order to make sure products you entered are 
correct as well as 
the amount they are ordering. Select continue when you are 
through. 
11. Enter their Credit Card info etc, double check it then click on 
Continue 
12. At the ‘Autoship’ page, hit “I want to save 10%” then select 
Continue. 
13. On the next page, select “Want shipped from warehouse” and 
then Continue. 
14. Select ‘no’ for the Magazine and enter what they want on their 
Autoship (ex: 
HP100), then select continue. 
15. Check over shipping info and for the credit card payment 
select “Order payment” 
as this will self populate their cc. Hit continue 
16. The next page will summarize their order amount and give you 
an Autoship date 
as well as their USANA account number. Be sure to write all this 
on the order 
sheet - done! 
 
 
 
 
 
 

Copyright LiveWell Consulting-All rights reserved. 


