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How to Search Orders

When you log into the Control Panel and you need to locate a specific order, there are a few different ways to
search for it. You can either use the "Orders" drop down in the menu at the top of the page. You can also use the
"Recent Orders" button, "Search Orders button," or specify an order number in the "Order #" search box.
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To Search a Specific Order

In order to set specific criteria or see all your orders from the fruition of your website, use the "Search Orders"
button. This function has many different abilities, such as allowing you to specify start and end dates, order types,
last name, and even payment methods. Not all search fields are required, but you are at least required to input a
start and end date.

EEE A  ORDERS. CUSTOMERS~ RESEARCHw INVENTORYv SETTINGSv HELP om~O00O All Groups v W All Websites M Ogou

0B NITOEER () searcHORDERS ] News ] RePorTs BN SEND QUOTE Order # n Stock Code m Name n

<< Return

Criteria

(highy

st 20221120

Date

End

End 20221220

Order [All Orders -
Type

partner Al =
Payment All Payment Methods v
Search Orders




