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Please reach out to your 
coordinator if you have 

questions

Puehling@Candelen.org

480-741-4771

mailto:Puehling@Candelen.org




Amazon wish lists

 On the Incentive Ordering Page 
 Click on Wish list Instructions  
 This will lead to the page on the right



ACCESSING THE INCENTIVE FORM

Access the incentive form from the Candelen Quality First 
Form home page and scrolling down to the Incentive 

Order Form button
https://candelen.org/quality-first-forms/

Scroll to the bottom of the page until you see 

the direct link to open the form page is 
https://candelen.org/incentives/

Password:  
CandelenIncentives24

https://candelen.org/quality-first-forms/
https://candelen.org/incentives/


INCENTIVE FORM 
STEP 1 Please enter site ID, name, 

& vendor

 Next, you will provide your 
Coordinator the designee 
email address.

 Select the yes or no box to 
confirm your sites email 
address

 If you select no you will 
need to update your 
information prior to 
placing your order

 Please notify your 
Coordinator if there are 
any corrections that need 
to be made



INCENTIVE FORM 
STEP 2

 Next, the form will auto populate for the order to be billed to Candelen. 
You do not have to take any additional steps here.





ORDERING ITEMS

 Next you will be promoted to start ordering items by hitting the “Add Entry" button. 

This page also features a place to add your Amazon Wish list, notes, shopping cart, and 
shows your order total at the bottom.

Please read the detailed instructions for creating and uploading an Amazon wishlist



PLACING AN ORDER
When placing an order, the more details provided the better. 

 Please complete each bubble (do not complete Item Status/Coach/Super Approval)



CONFIRMING YOUR ORDER

You MUST go to your email and confirm the order! 

 Click on the email titled ‘Action Needed: Your Incentive 
Order needs Approval’ to approve and submit order.

 The order will NOT be submitted without competing 
this step. 

 After you confirm, the order will then be confirmed by 
the Coordinator.

Once you have added each item to your order you will scroll down and click the                 button.

After a successful click the Submit button you will be redirected to a page with this message



REPORTING MISSING & DAMAGE ITEMS
After the order is shipped you will receive an email that will direct to the missing and damage form

 Provide the Site ID and Order ID 
 At prompt check a box if the items have been received or if the items are missing or damaged.

Please complete this process within 30 days of the order being placed.

If an item is damaged

• Take a photo of the item that shows the 
damage

• If the packaging is damaged when 
delivered- add a photo 

• Attach photo to the report 
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