
 

Virtual Office FAQs 

Q: Why are we moving to a new Virtual Office (previously known as Back Office)? 

A: One of the great things about technology is the ability for it to make things easier. The new Virtual Office was 
designed specifically for how Plexus Ambassadors build their businesses. You can think of your new Virtual 
Office as your hub for everything you need to deliver health and happiness to others. 

Q: Is there anything I need to do before switching to the new Virtual Office? 

A: Nope, you’re all set! All data from your current Back Office will automatically transfer to the new Virtual 
Office.  

Q: Will I be able to use my same username and password for the new Virtual Office? 

A: The first time you log in, you’ll use your current username and password. (Please note, your username for 
your first-time logging in is NOT your email as it would appear on the screen.  It is your current username.) 
Next, you’ll be asked to confirm your email with a confirmation email. Once confirmed, you will begin using your 
email and password to log in. Additional log in instructions will be shared on Thursday. 

Q: Will the new Virtual Office work on my mobile device? 

A: Yes. We know you may not always have access to a computer, and that’s why we developed the Virtual Office 
with a mobile-first focus. You will be able to enjoy a consistent experience with the Virtual Office on any device.   

Q: Will my current Convenience Orders be carried over? 

A: Yes. In the Virtual Office, Convenience Orders will now be called Subscriptions. All Convenience Orders will 
automatically be carried over into the new Virtual Office as a Subscription. Subscription will be the new term 
that replaces backup order, auto-ship, and convenience order. 

Q: Will the change to the new Virtual Office impact when I receive my next commission check? 

A: Not at all. You will continue to receive weekly and monthly commission checks as you do today. 

Q: Will there be any changes to my replicated website name? 

A: No. Your replicated website name will remain the same.  However, if you purchased a specific domain name, 
you will need to point your domain to the new mysite URL found in your My Account Section.  For 
troubleshooting on your domain please call your URL host provider, such as GoDaddy. 

Q: Will there be tutorials available for me to help navigate the new Virtual Office? 

A: Absolutely! In the new Virtual Office, our new Help Center will be stocked full of articles and videos to help 
you use the new Virtual Office.  You will also receive a special email on Friday featuring the new Help Center. 

Q: Will my order invoices be available in the new Virtual Office? 

A: Access to your order invoices will be available as we approach the beginning of the new year.  If you need to 
access your information prior to the new year, please download invoices from your current back office prior to 
12:00 PM EDT Saturday, November 4. 


