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   Confirm Order Job Aid 

 

 Select SHIPPING > FIND ORDERS 

 Click on the ITEM/s to be confirmed  

 Select ORDER > CONFIRM 
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 Verify information on the screen 

 Click Confirm 

 

 

*** Tracking number is manually encoded in this screen temporarily  
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Verifying Confirmed Orders 

Method  1: 

 Select SHIPPING > FIND ORDERS 

 Identify Item/s to be verified for Confirmation 

 Scroll to the CONFIRMED column  
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*** If the date does not show, it means the item/s have not yet been 

confirmed. Follow above procedure for CONFIRMING ORDERS. 

 

Method  2: 

 Select SHIPPING > FIND ORDERS 

 Identify Item to be verified for Confirmation and select 

 Select ORDER > MANAGE 
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 Scroll down to COMPLETE TRANSACTIO FIELD 

 Verify that check mark on ENTER CHARGES & CONFIRM SHIPMENT 

is present 
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*** No check mark on this box indicates Item has not yet been confirmed. 


