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   SHIPPED ORDER Job Aid 

Method 1: 

 Select SHIPPING > FIND ORDERS 

 Identify the ITEM/s to verify if it has been shipped 

 Scroll to the TRACKING # column and verify if Tracking # is present 
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Method 2: 

 Identify and highlight the ITEM/s to verify if it has been shipped 

 Select ORDER > MANAGE 

 Click on the UPDATE/EDIT ORDER selection on the UPDATE ORDER Area 
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 Go an click the CARRIER AND ROUTING Selection 

 Under ROUTING Area if a Tracking Number appears and if under SHIPPING 

Instructions and Notes information is present, it should give you a general 

idea that the item is being shipped 

 

 


