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ORDERS – Order Status from Drop Down  

STEP 1 - Searching 

Search by entering a full or partial 
·  Quote#  , Order# , Serial #,  or PO# 
   

SEARCH 
Click when ready to perform 

your search.  

Narrow search 
by using the 
Dealer Code  & 
Status  drop 
down boxes. 
   

Use the Date Range to 
further narrow down your 
search.  

You can also do a 
quick search on 
orders using the 
Quick Status . 
This will display all 
orders matching the 
search item you 
choose. 
   



 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Pg. 2 

STEP 2 – Search Results 

HINT 
Click on a   button to sort 
a selection by ascending 
/descending order. 
   

ACTIONS 
There are up to three 

actions you can perform 
on a search result. 

 

RESUME 

 Click on the  icon 
to resume an order. 

 

PRINT 

Click on the  to 
print an order. 

 

VIEW STATUS 

Click on the to view the 
status of an order.  This brings 

up a new screen. 
 (shown on next page) 

 

RECALL 

 Click on the  to 
recall an order. 

 

HINT 

Use the  &  buttons 
to navigate between 
pages.   
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STEP 3 – Order Status: General 

Click this button at anytime to 
return to your list of search 
results.  

From this screen 
you can view the: 
·   Order Details 
·  Product Details 
·  Status Details 
·  Shipping Details 

   

Click on the LOCATION tab to 
view the next screen. 

(shown on next page)  
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Click this button to return to your 
list of search results. 
   

From this screen 
you can view all 
scan points an order 
has passed through 
as well as a 
time/date stamp.   

Click on the GENERAL tab to 
return to the previous screen. 

 

STEP 3 – Order Status: Location 


