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Understanding  the Back Office
Video One

The Log In and Defining the 
Navigation Tabs on the top row of 
the landing Page. 
My Nikken and  Enroll, 
Language, Messaging and 
Name Tab with Dropdown menu for 
My Account, 
Order History, 
Wellness Subscription and 
Personal web page.
Events
Quick Links
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Understanding the New Nikken Back Office
The new back office is now operational and in this presentation we are going to 
look at the whole site, all of the Navigation Tabs, All of the Information and all of 
the uses to help you build your business utilizing this information.
There is a lot of Data to review. so there are two videos to go over all of the 
information.
The first Video with cover the Log In and Defining the Navigation Tabs on the top 
row of the landing Page; My Nikken, Enroll, Language, Messaging and Name Tab 
with Dropdown menu for My Account, Order History, Wellness Subscription and 
Personal web page plus Events and Quick Links at the bottom of the landing page.
The Second Video will cover The Main Menu Bar- Shop Now, Manage My 
Subscription, My Business Page, Genealogy, Create Link, View Links and Tools.
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Log In at www.mynikken.com 

Type in your ID 
followed by Your 
Password
If you have not 
registered then 
you need to go 
to Create an 
Account. There 
you will follow 
the instructions 
to create a new 
LOG IN 
Password.

As the system begins to stabilize 
I have found that if you are 
having trouble logging in either 
because you were in and you 
are trying to continue and it 
says there is some kind of error, 
I found that if I went to my 
name at the top right and 
opened the drop down window 
and clicked the Log Off and then 
re log in, it worked. When the 
Teach Team creates a trouble 
Shooting video I am sure this 
will be in there.



5

Create an Account

If you do not have an 
account you will be 
prompted to come 
here where you will 
enter your 
information.
I can no longer see 
what’s next but it is a 
very simple page  
where you provide 
information to set up 
an account.

As of Friday Feb 25, 2022 
customers and most 
consultants will no longer 
need to create a new 
password, most if not all 
old emails and passwords 
will work on the new 
system. There are always 
exceptions. If you can’t get 
in, call customer service for 
help.
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My 
Business 

When you are logged in 
the default page is the 

My Business Page.
Here you see a summary 
of some of your 
business activity .
You can see if you are 
Qualified, or how close 
you are for any Rank. 
From this page you can 
navigate to anything 
else you need and  now 
we will explore each tab 
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Defining the Tabs/ My Nikken / Enroll 

The My Nikken Tab 
basically acts like a 
refresh to the 
My Business Page

The Enroll Tab sends 
you to a new page so 
you can enroll a new 
consultant or a new 
customer

This first Tab at the top left is used to return to the default page My Business

This Tab allows you to Enroll a Consultant or a Customer
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The Enrollment Tab
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Defining the Tabs /Language/Messages/Name 

In the right hand corner 
there are three functions. 
The first is Language then 
messages and here you 
can see what messages 
you have received and 
sent and of course you 
can send a message. And 
the third is your name.
When you click on your 
name a drop down menu 
appears and you can see 
that on the right side
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My Account  

My Account
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My Account  

My Account

This is the same functionality as 
the Account Inquiry Tab from the 
previous version.
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My Account  

My Account
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My Account  

My Account/ Message Settings/ Notification Settings
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My Account  

My Account/ Message Settings/ Block Preferences
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My Account  
My Account/ Message Settings/ Manage Boxes

In this Tab you can 
save messages and 
store them in 
different files and set 
the names and the 
rules which you can 
see in the Drop Down 
Menu
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Order History

Order History
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Order History/ Customer

Order History
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Order History/ Customer

Order History
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Wellness 
Subscriptions

Wellness 

Subscription When you click on the link it takes you to the Wellness Subscription Products 
page and there you select you products and finalize the order. Very easy to 
follow and get done.
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Wellness 
Subscriptions

Wellness 

Subscription 

If I want to see an existing Wellness Subscription for yourself or for a customer, 
simply select the correct Tab on the Order History Line as indicated by the 
arrow.
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Wellness 
Subscriptions

Wellness 

Subscription 

In this application you can choose which country you wish to place your 
Wellness Subscription. Up above you simply click on the FLAG Icon and a 
Drop Down Menu will show either            or         
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Wellness 
Subscriptions

Wellness 

Subscription 
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Wellness 
Subscriptions

Wellness 

Subscription 

This is a US order        and because this is from my account all my information was 
already entered. Now I would enter my credit card data go to review and then place 
my order.  
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Personal 
Web Page

Personal Web 

Page
You can access your personal website from two places. The first is from this 
drop down menu and the second is from the My Business Page . Once you are 
in, the page provides instructions on managing your website. 
By Clicking on each EDIT button you will go to another page with specific 
instructions for the Item Described.
At the end you can preview your site. 
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Upcoming Events and Quick Links

Now Let’s look at the 
bottom area of the Business 
Page 

Upcoming Events and 
Quick Links
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Upcoming Events

This page hasn’t been loaded yet but 
here you will be able to create an 
event and have it listed or find an 
event.
The next page shows the details on 
this.
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Upcoming Events
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Quick Links

When you click on the link you move 
to a new page with the content based 
on what is described.
The Catalog is a virtual Flip Book
Consultant Price List is the same as 
before
Retail Price List same as before
Nikken Next a list of You Tube videos 
Life in Balance a link to a tools 
provider which takes you off the 
Nikken site 
Coming Soon will be training videos
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Quick Links
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Quick Links
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Quick Links
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Quick Links
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Quick Links
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Summary

In this first video we have covered the main Navigation Tabs and Icons.

The Second Video will cover 

The Main Menu Bar 

Shop Now, 

Manage My Subscription, 

My Business Page, 

Genealogy, 

Create Link, 

View Links and 

Tools.



Information is as valuable as 
it can be compared to other 
information that helps you 
become more successful

00.
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THANK YOU

Dave Rolfe

617-388-9109

rolfeman@earthlink.net

www.daverolfe.com

mailto:rolfeman@earthlink.net
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Understanding  the Back Office
Video Two

This Second Video will cover 
The Main Menu Bar 
Shop Now, 
Manage My Subscription, 
My Business Page, 
Genealogy, 
Create Link, 
View Links and 
Tools.
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Introduction
In the first video we looked the key tabs on the top line, My Nikken, Enroll, 
language, Messages, your name with drop down menu, then Events and Quick 
Links
Now we are going to look at and define each of the Main Menu items
Shop Now
Mange My Subscription
My Business
Genealogy
Create Link
View Links
Tools
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The Main Menu Bar

Now Let’s look at the 
Main Menu following 
the Nikken Logo: 

Shop Now
Manage Wellness
Subscription
My Business
Genealogy
Create Link
View Link
Tools
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Shop Now

Now Let’s look at 
the Main Menu 
following the Nikken 
Logo: 

Shop Now
Manage Wellness 
Subscription
My Business
Genealogy
Create Link
View Link
Tools

Directs you to the Shopping pages 

You can select which 
country you are 
ordering for by clicking 
on the FLAG Icon and 
a Drop Down Menu 
will allow you to 
choose            or 
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What is the Potential of Building this Right

Nikken is a product distribution Company that 
utilizes a Network of Distributors to sell the 
products that are being offered.
The Distributors have basically two ways to to move 
products and make sales.
The first is Retail and the Second is by sponsoring 
others who become distributors and in turn sell 
products and sponsor other distributors.
Using these two methods the company grew to 
great heights in the 90s and then in the last twenty 
years went in the complete opposite direction.
Todays presentation is an idea of what needs to be 
fixed and how to go about creating a new plan.
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My Business/  Manage Wellness Subscription

Now Let’s look at the 
Main Menu following 
the Nikken Logo: 
Shop Now

Manage Wellness
Subscription
My Business
Genealogy
Create Link
View Link
Tools
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My Business 

Now Let’s look at the 
Main Menu following 
the Nikken Logo: 
Shop Now
Manage Wellness 
Subscription

My Business
Genealogy
Create Link
View Link
Tools
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The My Business Page/Personal & Group Sponsoring 

This Icon  is an active link to any personal sponsoring 
you do and it compares this month to last month. 
Here the number 1 represents 1 personally 
sponsored customer that was done. When you click 
on the link it will show you the details.

This Icon is an active link to Group Sponsoring 
Activity for this month compared to the previous 
month. This also includes personal activity for both 
Customers and Consultants. The next Slide on the 
TABLES icon yyou will get the specific breakdowns.
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The My Business Page/Organizational Volume

This Icon  is an active link 
to your organization’s 
volume. When you click on 
it a new page opens with a 
list of your down-line and 
their Retail PGPV 
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The My Business Page/Tables 
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The My Business Page/ Graphs 

On the Business Page, with each Graph, when you place your mouse on any of the individual graph Bars or Points 
the actual number will display.  You can do a quick analysis from one month to the next. 
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The My Business Page/ Reports

This Drop Down Menu
allows you to create
reports based on these
topics printed here:
New Members
New Rank Advancements
Personal Enrollees
Personal Active Enrollees 
Customer Report
Commission Summary
Close to Rank
Order by Item Report
Top Five 
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The My Business Page/ Reports/ New Members

This Drop Down Menu 
allows you to create 
reports based on these 
topics printed here:

New Members
New Rank Advancements
Personal Enrollees
Personal Active Enrollees 
Customer Report
Commission Summary
Close to Rank
Order by Item Report
Top Five 



51

The My Business Page/ Reports/New Rank Advancements

This Drop Down Menu 
allows you to create reports 
based on these topics 
printed here:
New Members

New Rank Advancements
Personal Enrollees
Personal Active Enrollees 
Customer Report
Commission Summary
Close to Rank
Order by Item Report
Top Five 
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The My Business Page/ Reports/Personal Enrollees

This Drop Down Menu 
allows you to create 
reports based on these 
topics printed here:
New Members
New Rank Advancements

Personal Enrollees
Personal Active Enrollees 
Customer Report
Commission Summary
Close to Rank
Order by Item Report
Top Five 
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The My Business Page/ Reports/Personal Active Enrollees 

This Drop Down Menu 
allows you to create reports 
based on these topics 
printed here:
New Members
New Rank Advancements
Personal Enrollees

Personal Active Enrollees 
Customer Report
Commission Summary
Close to Rank
Order by Item Report
Top Five 
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The My Business Page/ Reports/Customer Report

This Drop Down Menu 
allows you to create 
reports based on these 
topics printed here:
New Members
New Rank Advancements
Personal Enrollees
Personal Active Enrollees 

Customer Report
Commission Summary
Close to Rank
Order by Item Report
Top Five 
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The My Business Page/ Reports/Commission Summary

This Drop Down Menu 
allows you to create 
reports based on these 
topics printed here:
New Members
New Rank Advancements
Personal Enrollees
Personal Active Enrollees 
Customer Report

Commission Summary
Close to Rank
Order by Item Report
Top Five 

Further down in this report will be the actual commission amounts for each 
month of the designated year.
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The My Business Page/ Reports/ Close to Rank

This Drop Down Menu 
allows you to create 
reports based on these 
topics printed here:
New Members
New Rank Advancements
Personal Enrollees
Personal Active Enrollees 
Customer Report
Commission Summary

Close to Rank
Order by Item Report
Top Five 
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The My Business Page/ Reports/Order by Item Report

This Drop Down Menu 
allows you to create 
reports based on these 
topics printed here:
New Members
New Rank Advancements
Personal Enrollees
Personal Active Enrollees 
Customer Report
Commission Summary
Close to Rank

Order by Item Report
Top Five 

When you type in the item code the system will show you who in your group 
purchased that item.
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The My Business Page/ Reports/ Top Five 
This Drop Down Menu 
allows you to create 
reports based on these 
topics printed here:
New Members
New Rank Advancements
Personal Enrollees
Personal Active Enrollees 
Customer Report
Commission Summary
Close to Rank
Order by Item Report

Top Five 
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My Business /Genealogy

Now Let’s look at the 
Main Menu following 
the Nikken Logo: 
Shop Now
Manage Wellness 
Subscription
My Business

Genealogy
Create Link
View Link
Tools
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Genealogy

The Genealogy page 
has a few details 
that are very 
important to make 
using this feature 
simple and easy. We 
will take a look at 
each one separately. 
On the next page 
you will see a full 
version of the page 
when it first opens.

Takes you to the Subscription page 

Takes you to the Genealogy pages
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Genealogy

When you are 
logged in you will 
automatically open 
in the My Business 
Window which you 
can see underlined 
up above. I will go 
there but first I want 
to define the other 
TABS and what they 
do .

Takes you to the Subscription page 

Takes you to the Genealogy pages
From this page we 
can start to create a 
report that meets our 
needs.
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Genealogy/Filters

When you are 
logged in you will 
automatically open 
in the My Business 
Window which you 
can see underlined 
up above. I will go 
there but first I want 
to define the other 
TABS and what they 
do .

Takes you to the Subscription page 

Takes you to the Genealogy pages

The first action will be 
the filters and this is 
simple What you 
don’t want displayed 
simple click on and 
use the Arrow button 
to move it to 
Available. In this 
example I moved 
Customers



63

Genealogy/Columns

When you are 
logged in you will 
automatically open 
in the My Business 
Window which you 
can see underlined 
up above. I will go 
there but first I want 
to define the other 
TABS and what they 
do .

Takes you to the Subscription page 

Takes you to the Genealogy pages

Defining the Columns 
works the same way. 
Click on what you 
want or don’t want 
and using the 
appropriate arrow 
move the item in or 
off the desired 
column.

I wanted what is on 
the Displayed Columns 
And what I discarded
is on the Available
Columns
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Genealogy/Organization

When you are 
logged in you will 
automatically open 
in the My Business 
Window which you 
can see underlined 
up above. I will go 
there but first I want 
to define the other 
TABS and what they 
do .

Takes you to the Subscription page 

Takes you to the Genealogy pages
Here I can choose 
how many Levels to 
Display and from 
where it will start

I use this to show 
each Groups OV 
along with any 
PGPV from non 
Silvers or above
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Genealogy/Organization



66

My Business /Create Link/ View Links

Now Let’s look at the 
Main Menu following 
the Nikken Logo: 
Shop Now
Manage Wellness 
Subscription
My Business
Genealogy

Create Link
View Links
Tools

Create Link
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Create Links/ View Links

The first link part is 
the Create Link and 
when you click on 
that link it lets you 
set up one of two 
links, a product link 
or a cart link.
The View Links Tab
shows you all of your
links you have set up
so you can use them
over and over, easily 
without having to 
remake a link.

Two Tabs that take you to the Create link or View Links pages
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View Links

When you are 
logged in you will 
automatically open 
in the My Business 
Window which you 
can see underlined 
up above. I will go 
there but first I want 
to define the other 
TABS and what they 
do .

Two Tabs that take you to the Create link or View Links pages
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My Business/ Tools

Now Let’s look at the 
Main Menu following 
the Nikken Logo: 
Shop Now
Manage Wellness 
Subscription
My Business
Genealogy
Create Link
View Link

Tools
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Tools Tab

This Tab opens to 
several other Tabs
News & Information
Incentives
Countries
Feedback
Document Library
Reports
Let’s take a look

News & information center, Incentives, Countries, Feedback,
Document Library and Reports
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Tools

When you are 
logged in you will 
automatically open 
in the My Business 
Window which you 
can see underlined 
up above. I will go 
there but first I want 
to define the other 
TABS and what they 
do .

News & information center, Incentives, Countries, Feedback,
Document Library and Reports
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Incentives

When you are 
logged in you will 
automatically open 
in the My Business 
Window which you 
can see underlined 
up above. I will go 
there but first I want 
to define the other 
TABS and what they 
do .

News & information center, Incentives, Countries, Feedback,
Document Library and Reports
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Countries 

When you are 
logged in you will 
automatically open 
in the My Business 
Window which you 
can see underlined 
up above. I will go 
there but first I want 
to define the other 
TABS and what they 
do .

News & information center, Incentives, Countries, Feedback,
Document Library and Reports
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Feedback 

When you are 
logged in you will 
automatically open 
in the My Business 
Window which you 
can see underlined 
up above. I will go 
there but first I want 
to define the other 
TABS and what they 
do .

News & information center, Incentives, Countries, Feedback,
Document Library and Reports
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Document Library

When you are 
logged in you will 
automatically open 
in the My Business 
Window which you 
can see underlined 
up above. I will go 
there but first I want 
to define the other 
TABS and what they 
do .

News & information center, Incentives, Countries, Feedback,
Document Library and Reports
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E Wallet Report 

News & information center, Incentives, Countries, Feedback,
Document Library and Reports

The E-Wallet is a new feature that will grant virtual credits to be used as a payment 
method in the online shopping cart. the functionality has been built in and will be 
rolled out through new sales initiatives. Consultants and customers will be able to 
earn credits and apply them towards goods purchases (not applicable to taxes and 
shipping)
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Reports

News & information center, Incentives, Countries, Feedback,
Document Library and Reports
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Report /Volume History

News & information center, Incentives, Countries, Feedback,
Document Library and Reports

Volume History 
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Summary
From everything that I can tell this New Back Office delivers all the needed 

functions as the previous back office but much better and with more usefullness.

This tool is as valuable as it provides useful information that helps you build your

business. The capabilities moving forward are endless and this opens a new chapter

to Nikken.

The site is still currently adding data and stabilizing functions, so I think unexpected

glitches can still happen.

The key to continued use and appreciation comes in the knowledge of what this 

site can provide in terms of a tool so you can build a better business.

For Technical issues and content suggestions please contact Nikken.

As we progress I will continue to provided updates and revisions as necessary.



Information is as valuable as 
it can be compared to other 
information that helps you 
become more successful
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