
 

STEP 1 

Login in to your Mary Kay In-Touch web account 

 

 
 
 
 
 
 

YOUR NAME HERE!!! 

STEP 2 

Click Business Tools 

HOW TO SUBMIT WEEKLY SUMMARY SHEETS 

Step 3 

From the drop down, window under business tools scroll 

down and select Weekly Accomplishments 

Step 4 

Click Enter Weekly Accomplishments 

You can review sales information via the details section as shown below 
***Please note this is not a complete summary for income tax or accounting purposes*** 



 

 

 

 

Step 5 

Select the date you would like to update your Weekly 

Accomplishments input the information at the prompts 

Enter you’re the information in boxes below make 

sure your name is selected if you have any one in 

your unit 

Step 5 

Click Details under Weekly Accomplishments to 

review your previous weeks activity. Select the date 

you would like to review 

Step 6 

Select the date you would like to update your Weekly 

Accomplishments 

Enter you’re the information in boxes below make 

sure your name is selected if you have any one in 

your unit 

Click Next 



 

 

 

Step 7 

By selecting the tabs, you can go directly to submit and 

submit your weekly goals, or you can click the tabs and 

make goals for the upcoming weeks and/or review new 

team members, earnings or your year to date. You can 

also do this for your last seminar if it applies. 

Click Next 


